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Welcome 

Welcome to Microsoft® Operating System/2 ( MS® 
OS/2). MS OS/2 is a powerful operating system that lets 
you take full advantage of the Intel 80286 processor in 
your personal computer .  
If you are new at working with a personal computer ,  you 
will want to learn a few basics before you go on to learn 
about the advanced features of MS OS/2 . The Microsoft 
Operating System/ 2 Beginning User's Guide was written 
to help you understand the fundamentals of using an 
operating system such as MS OS/2 with your personal 
computer .  
In this short book, you wil l  learn what an operating sys
tem does . You will also learn how information is stored 
on a computer and how MS OS/2 works with your per
sonal computer .  
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Al so se e t h e s e  
manuals 

About this 
manu al 

After you have read this manual  or if you are already an 
advanced user of personal  computers, see the Microsoft 
Operating System72 User's Reference to learn in detai l  
about MS OS/2 features and commands.  If you want to 
learn how to mstall MS OS/2 or how to configure your 
system, see the Microsoft Operating System/ 2 Setup 
Guide. 
In addition, three manuals discuss topics of interest to 
programmers :  

• The Microsoft Operating System/2 Programmer's 
Guide introduces programmers to MS OS/2 .  

• The Microsoft Operating System/2 Programmer's 
Reference describes al l  MS OS/2 system calls . 

• The Microsoft Operating System/2 Device Drivers 
Guide describes how to use device drivers with MS 
OS/2 and explains device-driver commands .  

Notat iona l C onv ent ions 

Throughout this manual ,  the following conventions are 
used to distinguish elements of text : 

Text 

bold 

italic 

mono space 

CAPITALS 

SMALL CAPITALS 

Use 

Distinguishes commands,  options, 
switches, and literal portions of syn
tax that must appear exact ly as 
shown. 
Distinguishes variables and place
holders that represent  the kind of 
text to be typed in by the user .  
Distinguishes sample command 
lines, program code and examples, 
and sample sessions .  
Distinguish filenames,  directory 
names,  programming languages, 
and acronyms. 
Distinguish keys and key combina
tions . 



A plus sign (+) used between two keynames indicates 
that those keys must be pressed at the same time .  For 
example, "Press CONTROL+S" means that you should 
press and hold down the CONTROL key while you press 
and release the S key . Then release the CONTROL key .  

How to Use This Gu i d e  

The following is a quick overview of the topics covered in 
this manual :  

Turn to 

Chapter 1 

Chapter 2 

Chapter 3 

Chapter 4 

Chapter 5 
Chapter 6 

To find out about 

Terms you'll need to know; special keys 
you use with MS OS/2 
How MS OS/2 works with your personal 
computer 
How MS OS/2 organizes floppy and hard 
disks; how to format a disk 
How to name files; how to copy , rename,  
or delete fi les; how to use the print and 
type commands; how to use wildcard 
characters 
How to create and use directories 
How to keep your data files safe 

Welcome vii I 





1 'L�aJning About MS OS/2 

Often when you are introduced to a new or different sub
j ec t ,  you must learn a new set of words to understand 
that subject .  The Microsoft Operating System/2 is no 
exception . 
In this chapter ,  you will learn the following : 

• Some terms you will need to know so that you can 
understand and use MS OS/2 

• How MS OS/2 uses some of the keys on your 
computer's keyboard 
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Int roducing MS 
OS/2 ter m s  

Te rms You Should Know 

The terms described in the following sections will help 
you understand and use MS OS/2 . 

Pro g ra m  

A program,  often called a n  application program,  applica
tion, or software ,  is a series of instructions written in a 
computer language . These instructions are stored in files 
and tell your computer to perform a task. For example ,  a 
program might tel l  your computer to sort a list of names 
alpha betic ally. 

Fi le  

A file i s  a collect ion o f  related information,  l ike th e  con
tents of a file folder in a desk drawer .  F ile folders, for 
instance ,  might contain business letters ,  office memos, or 
monthly sales data .  F iles on your disks could also con
ta in letters, memos , and data .  

Fi le n a m e  

Just as each folder in a file cabinet has a label ,  each file 
on a disk has a name. This name has two parts: a 
filename and an extension . A filename can be from one to 
eight characters and can be typed in uppercase or lower
case letters. MS OS/2 automatically converts filenames 
to uppercase letters. 
The filename extension includes a period followed by one ,  
two, or three characters .  Although filename extensions 
are optional ,  you should use them, since they are useful 
for describing the contents of a file . For instance ,  if you 
want to be able to quickly identify your report files ,  you 
can add the filename extension .RPT to each one .  Here's 
an example of a filename with this extension: 

progress.rpt 

When you look at the files on your MS OS/2 program 
disk, you will see many that have the extension .EXE or 
.COM. The extension .EXE means "executable ," and 
.COM means "command . "  These extensions tel l  MS OS/2 
that  the file contains a program that  can be run. Some 
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files will h ave  other kinds of extensions, such as .DOC 
and .TXT, and these may contain text . Another common 
program-file extension is .BAS for BASIC programs. 

Di rectory 

A directory is part of a structure for organizing your files 
into convenient groups. You can think of a directory as 
being similar to a drawer in a file cabine t .  A directory 
can contain both files and subdirectories . 

Me mory 

Memory is the place in your computer where information 
is act ive ly used .  There are two types of memory in your 
computer .  One is called read-only memory (ROM) . This 
is what your computer reads automatically when you 
turn the power on . There are j ust enough instructions in 
ROM for your computer to know that it must look 
further for more instruct ions. The other ,  larger part of 
your computer 's memory is called random-access memory 
(RAM) . This is the area to which data is written as a 
program has need for i t .  When the program no longer 
needs that  data ,  or when RAM is fu ll and needs to move 
in new data ,  it writes the old data  back to d isk storage . 

D i s k  

Your computer typically includes drives for one o r  more 
types of d isks . MS OS/2 supports three types of 
magnetic-d isk storage: 

• 5 1 /4- inch floppy disks 
• 3 1 /2-inch disks 
• Hard disks 

Because the 5 1 /4- inch disks are flexible, they are often 
known as floppy disks . These disks are enclosed in protec
tive covers .  The front of the cover is smooth ,  while the 
back has v isible seams. A high-density floppy disk stores 
up to 1 .2 mil l ion characters .  
Like 5 1 /4- inch floppy disks, 3 1 /2- inch disks are port
able magnetic disks. Data  on 3 1 /2- inch disks are more 
compressed ,  so depending on the style ,  a single 3 1 /2-inch 
disk can store as much or more data as a h igh-density 
floppy disk . These smaller disks, sometimes called 
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microfloppies, have rigid plastic covers with metal  shields 
that  guard the disk from dirt and fingerprints . When you 
place the d isk into the d isk drive, the computer automat
ically moves this shield aside to read the d isk . 

A hard disk , sometimes called a fixed disk , is often built 
into the computer (as opposed to the removable 5 1/4-
and 3 1 /2-inch disks) . Hard disks store much more infor
mat ion than removable disks . Computers take less time 
to find informat ion stored on a hard disk than on a 
removable d isk . 

Vol u m e  Labe l 

When you use a new disk , you 'l l probably put a label on 
the outside of it to help you ident ify its contents .  You 
can also give each of your d isks an internal name, cal led 
a volume label . 
You can look at  the volume label  on a disk by displaying 
its directory listing . Some programs may check the 
volume label to see if you are using the correct disk, so be 
sure to label your disks .  

Disk  dr ive 

To use the programs or data  files that  are on a floppy 
disk, you must first insert the disk into a floppy-disk 
drive .  F loppy-disk drives are commonly referred to as 
drive A and drive B. The first hard-disk drive ,  normally 
installed inside your computer ,  is usually referred to as 
drive C. Check your comK>uter manual to see which drive 
is A and which is B (or C). 

Dr ive n a m e  

A complete drive name consists of a drive letter and a 
colon. When using a command , you may need to type a 
drive name before your filename to tel l  MS OS/2 where 
to find the disk that contains your file . For example , sup
pose you have a file named FINANCES .DOC on the disk 
in drive C .  To tell MS OS/2 where to find th is file ,  you 
would type the drive name before the filename : 

c : financ es.doc 

If you don't specify a drive name when you type a 
filename, MS OS/2 automatically searches for the file on 
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the disk in the default drive (the drive you are using). MS 
OS/2 displays a prompt that contains the default-drive 
letter (the prompt lets you know that MS OS/2 is ready 
to receive a command). For example, when your prompt 
is A>, MS OS/2 searches only the disk in drive A for files 
and programs-unless you tell it to search in another 
drive. 
You can change the default drive by typing the letter of 
the desired drive followed by a colon. For example, if you 
will be working primarily with files on drive C, it would 
be easier to change the default drive to C,  so that you 
wouldn't have to type c: with every command and 
filename. 

D e vic e 

Whenever you use your computer, you supply informa
tion-input-and expect a result-output. Your com
puter uses pieces of hardware called devices to receive 
input and send output. 
For example, when you type a command, your computer 
receives input from your keyboard and disk drive, and 
usually sends output to your screen. It can also receive 
input from a mouse, or send output to a printer. Some 
devices, such as disk drives, both receive input and send 
output. 
Devices are connected to ports on your computer. There 
are two kinds of ports-parallel and serial l asynchro
nous). The computer uses the name of the port to iden
tify a device. For example, if a lineprinter were connected 
to the first parallel port, LPTI, the computer would use 
"LPTI" as the device name. 
When you add a new device, such as a mouse, to your 
computer, you must tell MS OS/2 that the device is there 
by setting up (configuring) your computer for that device. 
For more information on setting up your computer for 
devices, see the information supplied with your device, or 
the Microsoft Operating Systemf 2 Setup Guide. 

Com m an d  

Just as you will run application programs to create and 
update files containing your data, you will also need to 
run some special programs, called MS OS/2 commands, 
that let you manipulate entire files. 
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Keys th at loo k 
ali ke  

When you type MS OS/2 commands, you are asking the 
computer to perform tasks. For example, when you use 
the diskcopy command to make a copy of your MS 
OS/2 program disk, you are running a program named 
Diskcopy that copies the files on the MS OS/2 disk. 
Other MS OS/2 commands perform tasks such as the fol
lowing: 

• Copy and display files 
• Format and label disks 
• Run your own programs, as well as programs supplied 

with MS OS/2, such as Edlin 
• Set printer and screen options 

For a detailed description of each MS OS/2 command, 
see the M£crosoft Operat£ng System/2 User's Reference. 

Mu lt i task in g 

When you give your computer a command, it performs a 
task. MS OS/2 allows your computer to perform multiple 
tasks - that is, MS OS/2 lets you run more than one 
program at the same time. This is called multitasking. 
For example, you might want to run a word-process-
ing program at the same time you are printing a file. 
With multitasking, you could perform both operations at 
once on one computer. 

Keys You Use w ith MS OS/2 

In addition to the keys you'd find on a typewriter, your 
computer keyboard has some keys that have special 
meanings to MS OS/2. 
First, note that there are two important differences 
between a typewriter keyboard and a computer key
board: 



[illus . 1 key & l key on 
1eft ] 

[il lus. 0 key & and 0 
key ] 

The ENTER Key 

ENTER key 
[illus. of ENTER key ] 

Sp e c ial Keys 

DIRECTION keys [illus . 
DIRECTION keys ] 

SPACEBAR 
[illus . SPACEBAR ] 
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A computer understands the 
difference between a one (1) 
and a lowercase L ( l) . Be sure 
you don ' t  type a lowercase L 
when you mean a one . 

Capita l  0 and zero (0) may 
look a like ,  but they have 
different meanings to a com
puter .  Many computers display 
a zero with a diagonal  line 
through it (�). Make sure you 
type the correct letter or 
number when you give com
mands to MS OS/2 .  

Press the ENTER key after you 
type commands.  When you 
press the ENTER key, MS OS/2 
performs the command .  

DIRECTION keys move the  cur
sor right ,  left , up ,  and down . 
They do not affect the charac
ters that are displayed . Some 
programs ignore these keys or 
do not use them. These keys 
are a lso called the RIGHT, LEFT, 
UP, and DOWN keys. 

The SPACEBAR moves the cursor 
to the right ,  deleting any char
acters already on the line . To 
move the cursor a long a line 
without deleting any charac
ters ,  use the DIRECTION keys. 
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BACKSPACE key 
[i l lus . BACKSPACE key ] 

The BACKSPACE key deletes 
characters as i t  moves the cur
sor to the left . Use the BACK
SPACE key to correct  typing 
mistakes on the current line . 

CONTROL-Key Co mbin atio n s  

CONTROL key 
[i l lus . ctrl key ] 

CONTROL+S 
[illus . ctrl  + s keys ] 

CONTROL+C 
[il lus .  ctrl + c keys ] 

CONTROL+ALT+DELETE 
[illus .  Control+ 
Alt+Del keys ] 

The CONTROL key lets you give 
complex commands to your 
computer by pressing only two 
or three keys. You must hold 
down the CONTROL key while 
you press another key .  That is, 
you use the CONTROL key as 
you would the SHIFT key . 

When you press the CONTROL 
key and the s key at the same 
t ime , you can stop the scrolling 
of the screen display .  To 
resume scrolling, press 
CONTROL+Q. 

When you press the CONTROL 
key and the C key at  the same 
t ime , you can stop a command 
before it finishes executing . 

If you want to restart MS 
OS /2, press the CONTROL, ALT, 
and DELETE keys at  the same 
t ime . This is also called reboot
ing MS OS/2 .  
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Function Keys 

[illus. Function keys] Your computer has ten func
tion keys, labeled Fl through 
FlO. They are grouped together 
(often at the top or left-side of 
the keyboard). These are pro
grammable keys that allow you 
to do specific functions with a 
single keystroke. MS OS/2 uses 
these keys to perform editing 
functions. 

For more information about MS OS/2 editing and func
tion keys, see the Microsoft Operating System/2 User's 
Reference. Applications that you run may use these keys 
for different purposes. 

Summa ry 

The main points of this chapter included the following: 

• Data and programs are kept in files. Each file is given 
a unique identifier, called a filename. 

• Files are stored on disks. Disks have unique identifiers 
called volume labels. 

• MS OS/2 commands are special programs that help 
you work with your files and disks. 

• MS OS/2 gives special meanings to several keys on 
your keyboard, including the following: 

Key 

ENTER 
CONTROL 

DIRECTION keys 
Function keys 

Purpose 

Enters commands after you type them 
Combined with other keys for special 
purposes 
Move the cursor up, down, left or right 
Used with MS OS/2 as editing keys 
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In this chapter, you 've seen what the keys on your  key
board can do, and learned some of the MS OS/2 vocabu
lary. In Chapter 2, you ' ll learn how an operatmg system 
works with the personal computer to run applicat ion pro
grams. 



2 Learning About Operating 
Systems 

Operating systems such as Microsoft Operating Sys
tem/2 have two main funct ions. One is to act like a 
translator between you and your computer .  The other is 
to set standards .  These standards provide a framework 
that allows a variety of application programs to run on 
your computer .  
In this chapter ,  you wi l l  l earn the following: 

• How an operating system translates between you and 
the computer 

• How the operating system enables programs to run on 
the computer 
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M S  OS/2 se t 
stand a rd s  

How Op e rating Systems Work 

There are three basic components to a computer system :  

• Hardware This includes equipment such  as  a disk 
drive ,  keyboard, monitor, mouse , printer ,  plotter ,  and 
modem .  

• Application software This includes, for example , 
word processing applications, spreadsheets, database 
programs, and computer games .  

• Operating-system software This group of pro
grams sets the standards for what software will run 
on the computer and acts as a translator between you 
and your computer .  

An Op e rat i n g  Syste m Sets Stan dards 

The operating system acts as an intermediary between 
application software and hardware configurations .  A 
configuration is the way a personal computer is set up. 
One personal- computer configuration may include a high 
density floppy-disk drive ,  a hard-disk drive ,  a standard 
United States keyboard, and a screen with black- and
white display .  Another configuration may include four  
disk drives, a F rench keyboard , a color displ�y , a light 
pen ,  a mouse, a plotter ,  a printer ,  and an image scanner .  
The operating system sets standards that  al low different 
hardware configurations to work with a vari�ty of appli
cation programs. For example , when you buy1 an applica
tion , the software comes on floppy disks. These disks are 
formatted according to standards established by the 
operating system .  If the software you buy is compatible 
with MS OS/2 ,  this means that  the floppy disk contain
ing that software is formatted by MS OS/2 standards. 
Any personal computer that uses MS OS/2 can then read 
that software from the floppy disk by using a compatible 
floppy-disk drive .  Because the disk conforms to the stan
dard MS OS/2 format ,  the computer knows where to 
begin reading on the disk . The computer also knows how 
the information is organized on the disk .  
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An Operating System is a Translator 

The operating system also acts as a translator between 
you and your computer .  An operating system such as MS 
OS/2 is the common link between the language your 
computer understands and the language you speak .  The 
operating system lets you communicate with your com
puter, your d isk drives, and your printer , let ting you use 
these resources to your advantage . 

Computers understand only two things-basically, yes 
and no .  Either a switch is on or i t 's off. This logic is the 
basis of b inary mathematics .  In binary ,  the language of 
computers , there are only two digits-0 and 1 .  
Learning a language of only two words would b e  simple, 
but using it to communicate complex ideas would be tedi
ous .  Fortunately ,  MS OS/2 allows you to communicate in 
more natural  language than binary; it lets you use words 
l ike "copy," "print ," and "label" to communicate ideas . 
These words are used to identify MS OS /2 commands .  
When you type an MS OS/2 command ,  MS OS/2 
translates i t  into a machine language understood by your 
computer .  Your computer is then able to perform the 
function related to that command . 
For example, if you wanted to print a file called 
SEASON.NEW, you would type the following command :  

print season.new 

MS OS/2 translates this command into machine 
language for your computer. When your computer 
receives the message, it prints the file on the printer con
nected to your computer .  

Prog ram s Wor k with  the Op erat ing System 

Just like MS OS/2 commands,  application programs get 
"permission" from MS OS/2 to run on the computer . For 
example ,  an application program must ask MS OS/2 to 
retrieve a data file from the disk . If the applicat ion pro
gram creates new data ,  the program must ask MS OS/2 
to write that  data on disk and to give the data file a 
name .  
As an example ,  suppose you have a program called 
Roadrunner that keeps track of the ca lories you burn 
when you follow a particular exercise rout ine .  Most pro
grams have a short , easy-to- remember command that 
starts them. Let's assume that the command to start 
Roadrunner is runner. 

MS OS/2 
t rans lates you r 
commands 
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The following steps il lustrate how this program might 
interact with MS OS/2 when you run it: 

[!] Type in the command to start the program: 

runner 

liJ MS OS/2 interprets the command for the computer, 
letting the computer know that it needs to find the 
Roadrunner program on the d isk . 

II] When the computer locates the program ,  it copies the 
program into a work area cal led memory . 

[i) If the program needs any files, it asks MS OS/2 to 
copy them from disk into memory so that  the program 
can use them . Since Roadrunner keeps track of your 
progress, it may ask MS OS/2 for a history fi le of the 
calories you 've burned each day .  

0 When the computer has a l l  the data  and the program 
in memory, i t  performs whatever the program tells it 
to do .  

The Roadrunner program is an interactive program,  
meaning that i t  waits for you to enter information or  
to ask to see information . When you type commands 
for Roadrunner, MS OS/2 translates what comes 
through the keyboard for the program . 

[!] The last command that you need to type is one that 
will end the interactive program.  Each application 
program dictates what command is used to end i t .  

[] When the program is completed, the  computer copies 
any new or revised data  files back to d isk storage .  If 
you entered any new statistics through the 
Roadrunner program,  Roadrunner asks MS OS/2 to 
update the appropriate fi le and copy it back to the 
disk . 

Summary 

The main points of this chapter included the following: 

• An operating system sets standards that let applica
tion programs run on your computer . 

• The operating system translates between you and 
your computer .  
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• When programs run on your computer ,  MS OS/2 uses 

a special work area called memory . 
• When programs and data fi les are not in use, they are 

stored on disk, or on some other form of storage used 
by the computer .  

In the next chapter ,  you wi l l  learn more about how MS 
OS/2 works with floppy and hard disks. You will also 
learn how to format a d isk by using the format com
mand .  





3 Learning About Disks 

In Chapter 2, you learned that disks are used to store the 
data  files you work with using Microsoft Operating Sys
tem/2 .  There are at  least two kinds of disks your com
puter uses - floppy disks and hard disks . F loppy disks 
are small and portable . Hard disks are often built into 
your personal  computer and can store more data than a 
floppy d isk . 
In this chapter ,  you will learn the following: 

• How floppy and hard disks are organized 
• Some tips for using floppy disks 
• How to format and label disks 
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Sid es, t r a c ks, 
a n d  se c t ors 

How Disks are Organized 

Disks are divided into data storage compartments by 
sides, tracks, and sectors. Single-sided floppy disks store 
data  on only one side . Double-sided floppy d isks store 
data  on both sides. The flexible magnetic disk is pro
tected by a plastic cover .  There are 40 concentric rings, 
c alled t racks, around each side of a double-density floppy 
disk . Tracks on a floppy disk are similar to the grooves 
on a record .  A high-density floppy disk has 80 tracks per  
side .  
Hard d isks consist o f  two or  more platters stacked on top 
of one another .  Thus, hard disks have four or more sides .  
Hard disks also have more tracks per side than floppy 
disks. (On hard disks, tracks are cal led cylinders . ) A 20-
megabyte hard disk , for example , has 615 cylinders per 
side .  

[diagram of  a hard disk ] 

Sectors further compartmentalize the disk . Imagine 
several lines that look like spokes on a bicycle tire ,  radi
ating from the center of the disk to its outer edge .  On  
each  track ,  the  a r ea  between these imaginary lines is 
called a sector . Depending on the floppy disk, MS OS/2 
al lows 8 ,  9, or 15  sectors per track .  A high-density disk , 
for example , contains 15  sectors per track . Ten- and 20-
megabyte hard disks generally have 17 sectors per 
cylinder .  
Each sector is  a storage compartment for data  from one 
file . If a file  is  larger than 512  bytes ,  the file 's contents 
will be written to several sectors .  Sectors are not neces
sarily filled to capacity . 
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Using Flo p py Disks 

When you use a floppy disk , you should label  the outside 
of the disk to identify what files it contains. Place the 
label on the front  of the floppy disk 's protective cover, at 
the top, so that  the label doesn ' t  touch the magnetic sur
face of the d isk . You should use a soft , felt- tip pen when 
writing on labels-a pencil or ballpoint pen can damage 
the d isk if you press too hard .  

You should store floppy disks in a safe place ,  a way from 
dust ,  moisture ,  magnetic obj ects, and extreme tempera
tures. 

[do's and don 'ts of floppy disks ] 

Some floppy disks are write-protected ,  letting you exam
ine the information on them but not change it . F loppy 
disks can be write-protected in one of two ways. Some 
have a small piece of tape , called a write-protect tab ,  
covering a notch on the right s ide of the d isk . You can 
copy information onto a disk protected this way by first 
removing the write-protect tab; however, you should con
sider why the d isk was protected before you change its 
contents . I t  is a lways a good idea to replace the write
protect tab after you have copied or changed a write
protected disk . 
If a disk does not have a write-protect notch ,  it is per
manently write-protected .  Many programs, including MS 
OS/2, come on write-protected floppy disks to protect 
their files from being destroyed accidentally . 

How MS OS/2 Fo r m ats a D isk 

When you purchase new disks, they are blank and unfor
matted . You must format them before MS OS/2 can use 
them . Formatting structures a d isk with tracks and sec
tors so that MS OS/2 can find and store information on 
it . Formatting a lso checks the d isk for defect ive spots. 

W rit e-p r o t e c ted 
dis ks 
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Fo r m att i ng you r 
d i s ks 

Fo r m atti n g  a 
sys te m  d i s k  

In addition to creating sectors on the disk ,  MS OS/2 
creates three special  areas on the d isk . F irst , MS OS/2 
reserves an area for a boot record . If MS OS/2 is copied 
onto the disk ,  this area is used to store the program that 
starts MS OS/2. Next , MS OS/2 creates a file- a llocat ion 
table. This area becomes a map for the disk . When MS 
OS/2 formats a disk, it a lso writes address marks on the 
dis:k . Then,  when a file is written to the disk, its address 
is logged in the file- allocation table . The third item MS 
OS/2 creates on the d isk is a directory. This area tracks 
the name ,  size ,  and creation date  for each file on the 
disk. The rest of the disk is available for data storage . 

[Formatted disk , incl :  boot ,  FAT, dir ] 

Using t h e  Fo r m a t  Co m m and 

You can format a disk by using the format command . 

Warning The format command destroys any informa
tion that is on a disk . You should view the directory list
ing of a disk that contains files before you format it; then 
you can make sure that you aren ' t  destroying important 
files . You can display a disk 's directory listing by using 
the dir command. See Chapter 5, "Learning About Direc
tories," for more information about the dir command. 

To format a blank disk in drive A, you would use the fol
lowing command lin e :  

format a :  

Remember that if you want to format a high-density 
floppy disk , you must place it in a h igh-density drive . 
You can a lso format a blank disk so that some important 
MS OS/2 system files are copied to it during formatting . 
These fi les are necessary if you want to use the disk to 
start MS OS/2. To format a blank disk in drive A and 
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include these special  MS OS/2 files, you would type the 
following command l ine: 

format a :  /s 

If you have a disk and don't know whether you can use it 
to start MS OS/2, put the disk into drive A and press 
CONTROL+ALT+DELETE to reboot MS OS/2. If the disk 
does not contain the system files, MS OS/2 displays an 
error message . 

Important Remember to copy the system files with the 
format command when you make a copy of your MS 
OS/2 program disk . 

As a detailed example of how to use the format com
mand, suppose you need to create a new data  disk to 
hold some tax records, but you don 't want to copy the 
special MS OS/2 files when formatting the d isk . To for
mat  and label  a blank disk ( in drive A) without including 
the special MS OS/2 files, follow these steps: 

IT1 At the MS OS/2 prompt, type the following command 
l ine  and press the ENTER key : 

format a :  

lil When you are prompted to do so, insert a b lank disk 
in drive A. 

0 Press the ENTER key to start the formatting process. 
When formatting is complete, MS OS/2 displays the 
following prompt :  

Type in an 1 1 - ch aract er volu me lab el, 
or press E nt er. 

GJ Type the computer-readable volume label that  you 
want to use to identify this disk (for example, TAX 
DISK), and press the ENTER key . MS OS/2 then 
displays a message l ike this one: 

1 2 139 5 2  b yt es t ot al d isk space 
1213952 b yt es availab le on d isk 

F orm at anoth er? (Y/N) 

For m atting a 
d is k  
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Usi ng the label 
a nd Vol 
c omma n d s  

0 Type n (for No) to end the formatting process. 

Now your d isk is formatted and ready to use. Be sure to 
label it on the outside cover, and remember to include 
the volume label that you used in step 4. The label will 
remind you that you have formatted the disk, and will 
help you identify the disk 's contents. 

Ad d ing labels to Formatted Disks 

If you want to add a computer-readable volume label on 
a floppy disk that is already formatted , use the label 
command. For example, if you type the following com
mand line, MS OS/2 reads the label on the d isk in 
drive A:  

lab el a :  

MS OS/2 displays the current label ,  i f  any ,  and prompts 
you to type a new label : 

volu me in drive A has no lab el 
volu me lab el (11 c harac t ers, ENTER for none) ? 

To read but not edit the volume label of a disk , you can 
use the vol command .  For  example ,  i f  you want to look 
at the volume label of a disk in drive C, type the fol low
ing command line :  

vol c :  

MS OS/2 displays a message like this in response: 

Volu me in drive C :  is 2 0 -MEG DI SK 

For more information about MS OS/2 commands, see the 
Microsoft Operating System/2 User's Reference. 
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Su m m a ry 

The main points of this chapter included the following: 

• Personal  computers primarily use two kinds of mag
netic d isk storage : floppy disks and hard disks . 

• You should t ake certain precautions when using floppy 
disks: 

-Use only soft- t ipped writing instruments, l ike a 
felt- tip pen ,  to write on external  labels of floppy 
disks . 

-Keep floppy disks away from dust ,  magnetic 
obj ects ,  moisture ,  and extreme temperatures . 

• You use the format command to format disks . 

In the next chapter ,  you ' l l  learn about some MS OS/2 
commands that  help you to manage your files. 





4 Learning About Fi les 

Microsoft Operating System/2 keeps data and programs 
in files on disks .  With MS OS/2 commands, you can give 
your data  files names that  he lp you remember what each 
file contains .  You can also use a number of MS OS/2 
commands to help manage your data files. 
In this chapter ,  you will learn the following :  

• How to name your files 
• How to use wildcard characters to search for files 
• How to copy , rename , and delete files 
• How to use the type and print commands to look at 

a file 's contents 
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Val id f ile n a m e  
c ha rac te rs 

Na m ing Your Fi les 

I n  Chapter 1 ,  you learned that a fi l e  i s  a collection of 
related information given a unique filename .  The 
filename that you give a file should help you to ident ify 
the file 's contents .  

For example, a file that contains a script might be named 
EPISODE.ONE. Other examples of filenames might 
include the following: 

BUDGET.88 
TAKEOVER.BID 
FINANCES .RPT 
SCHEDULE 

Important You can type filenames in uppercase or 
lowercase letters; MS OS/2 automatically converts 
lowercase letters into uppercase letters . 

Many of your filenames will contain only letters and 
numbers. But you may also use any of the following sym
bols in your filenames and extensions : 

$% ) - _@ {}- '! # () 

Warning Some applications may not let you use all 
these symbols . If in doubt, use only letters and numbers. 

Note also that many applications assign their own exten
sions to your filenames unless you specify otherwise . For 
example ,  if you create files using Microsoft Word ,  your 
files will be given the extension .DOC unless you specify 
another extension . 

Fi len am es that MS OS/2 Reserve s 

Before you begin creating your own data files, you should 
be aware of the filenames that MS OS/2 reserves for its 
own use . These names are used for specific devices that 
your computer uses. The following names are reserved: 
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COMl 
COM2 
CLOCK$ 
CON 
SCREEN$ 
KBD$ 

LPTl 
LPT2 
LPT3 
PRN 
NUL 
POINTER$ 

These fi lenames are not reserved as extensions, so you 
can use any of the three-character names as extensions, 
for example ,  .PRN. 

Using Wildcards in Filenames 

Wildcards are special characters that take the place of 
other characters in a filename .  They are usefu l  in MS 
OS/2 command lines because they give you flexibility 
when you are specifying directories and files. The two 
wildcard characters you can  use with MS OS/2 are the 
asterisk ( * ) and the question mark (?). 
A question mark (?) in a filename or filename extension 
means that  any character can occupy that position . The 
following command ,  for example , lists all filenames on 
the default drive that  begin with SCHD, have any char
acters in the next two positions, end with PM, and have 
a .AUG extension: 

dir sch d? ? pm.au g 

Here are some examples of files that might be listed by 
the preceding command : 

SCHD0 8 PM.AUG 
SCHD09 PM.AUG 
SCHDlOPM.AUG 

An asterisk ( * ) used in a filename or filename extension 
means that  any character can occupy that position or 
any of the remaining positions in the filename or exten
sion . For example ,  the following command renames al l  
files with a .TXT extension on the default drive as the 
same filenames with the new extension .LST: 

ren * .tx t * .1 st 

The ? w ild c a rd 

Th e * w ild c a rd 
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Us i n g  the C opy 
c o m m a nd 

If you include the * wildcard as the first character of a 
filename in a command line, MS OS/2 will not recognize 
any other characters in the filename .  For example ,  if you 
type dir a:* 1 *, all the files in the working directory on 
drive A will be listed, not just those that contain the 
number "1." 

To MS OS/2, the wildcard name*·* means all files in a 
directory, so be careful when you use this abbreviation in 
your commands. For example, if you type del *. *, MS 
OS/2 asks if you want to erase all the files in the direc
tory. If you type y (for Yes), MS OS/2 permanently 
deletes the files in the directory. 

D u p l ic a t ing a File 

You can use the copy command to make a duplicate of 
one or more files, either on the same disk or from one 
disk to another. For example, suppose that you want to 
copy a file named RATINGS.FEB on drive C and that 
you want to call this new copy RATINGS.TV. 

Note The filenames used in the following examples are 
for illustrative purposes only-to use these commands, 
you would substitute the name of an actual file. 

To copy the RATINGS.FEB file and call the new copy 
RATINGS.TV, you would follow these steps :  

@At the MS OS/2 prompt, type the following: 

c opy rat i ngs.f eb rat i ngs.t v 

�Press the ENTER key . 

You cannot give the new copy of a file the same name as 
the original. You can, however, copy a file from one disk 
to another, or from one directory to another, and keep 
the same filename. For example, to copy a file from drive 
C to the disk in drive A, you would type a command line 
similar to the following: 

copy c :newsh ow.h it a:newshow.h it 
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Note In the example above, if C is the default drive 
(that is, if the prompt is C> or [C:\] ) , you don't need to 
type c: before the first filename. Also, by default, the 
copy will have the name of the original file if you do not 
specify a new name. For example, the following command 
lines all copy the file NEWSHOW.HIT to a disk in drive 
A: 

c opy c :ne wsh ow.h it a:ne wsh ow.h it 
c opy ne wsh ow.h it a:ne wsh ow.h it 
c opy ne wsh ow.h it a: 

D e let ing a F i le  

Just as you may want to make copies of files, you may 
also want to remove old or unnecessary files. When you 
want to erase a file from a disk, you can use the MS 
OS/2 del command. But remember that the del com
mand permanently erases the file. 
For example, to delete a file name PILOT.SHOW from 
the disk in drive A, you would type the following com
mand line at the MS OS/2 prompt: 

de l a:pilot .sh o 

If this file were on the disk in the default drive, you 
would follow these steps to delete it: 

ITl At the MS OS/2 prompt, type the following command 
line: 

de l pilot .sh o  

[I Press the ENTER key. 

Here are some guidelines for using the del command: 

• Use wildcard characters sparingly with the del com
mand to avoid unintentional deletions. 

• The del command does not work if you type delete. 
You can, however, use the erase command instead of 
the del command. 

Us i ng the Del 
c o m m a n d  
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Us ing t h e  
Rename 
command 

Usi n g  t h e P rint 
c ommand 

Renaming a File 

Occasionally, you may want to change the name of a file. 
For example, suppose you have a file named 
SPYSHOW.NEW on a disk. When you add other 
monthly reports to your disk, you may want to change 
the name to something more specific. To change the 
name to SPYSHOW.9PM, for instance, you would type 
the following command line: 

rename spyshow.new spyshow.9 pm 

You can rename files only on the same disk, so you can
not type rename a:spyshow .new c:spyshow .new. 
Also note that you cannot rename a file to a filename 
that already exists. Thus, if the files DETECTIV.PLT 
and POLICE.PLT both exist on drive C, MS OS/2 
will not allow you to rename DETECTIV.PLT to 
POLICE.PLT. This ensures that you don't lose files. 
As an example of how to use the rename command, sup
pose there is a file on drive C called ADVERTIS.DOC 
that you want to rename to SPONSORS.DOC. To do so, 
you would simply follow these steps: 

EJ At the MS OS/2 prompt, type the following: 

rename c : advertis.doc sponsors.doc 

0 Press the ENTER key. 

S hortc u t  Some MS OS/2 commands can be abbrevi
ated so that you don't have to type them in their 
entirety to use them. The rename command can be 
abbreviated to ren. 

Printing a File 

If  you have a printer attached to your computer, you can 
print files with the MS OS/2 print command. For exam
ple, suppose that you have a file named REMINDER.LST 
that you want to print. You would use the following com
mand line to do so: 

print reminder.lst 
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As another example, suppose that you have a file that 
contains a list of advertisers and their phone numbers 
and that you want to print this file and keep it near your 
phone. The file is named ADVERTIS.MNT and is on the 
disk in drive A. Drive C is the default drive (C> or [C:\] 
is the prompt). To print the ADVERTIS.MN'T file, you 
would follow these steps: 

GJAt the MS OS/2 prompt, type the following: 

print a : advertis.mnt 

[i] Press the ENTER key. 
MS OS/2 prompts you for the name of the printing 
device connected to your computer (this name is usu
ally the name of the communications port that the 
printer cable is connected to, for example, LPTl ). 

[I] Type the name, or press the ENTER key to print on the 
default printer. 

In the event that you have not copied the MS OS/2 com
mands to a hard disk but are using a floppy-disk copy 
instead, MS OS/2 may prompt you to insert the MS 
OS/2 disk as needed. 

Disp lay ing a Fi le's C ontents 

If you want MS OS/2 to display a file that contains text 
(often called a text file) on the screen, use the type com
mand. For example, if you have created a file named 
PHONE.LST on the disk in drive C, and you want to 
display the file on the screen, you would type the follow
ing command line: 

type c : phone.lst 

As another example, suppose you want to check the pro
duction costs for several projects, so you decide to look 
at a file named PRODUCTN.CST on the disk in the 
default drive. To display this file, you would follow these 
steps: 

Using t h e  Type 
command 
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[i] At the MS OS/2 prompt, type the following: 

type productn.cst 

III Press the ENTER key. MS OS/2 then displays the 
PRODUCTN.CST file on the screen. 

If the file is too long to fit on one screen, you can press 
CONTROL+S to prevent it from scrolling off the screen. 
Press CONTROL+Q when you want the file to resume scrol
ling. 
MS OS/2 displays only text files on the screen. If you try 
to disp1ay a program file (a file with an extension of 
.COM or .EXE), you will see only symbols on the screen. 
If you have an application program that creates files, you 
may need to run the application to view them. 

Su m m a ry 

The main points of this chapter included the following: 

• Files must be given unique filenames and/or filename 
extensions. Filenames are a maximum of eight charac
ters in length. Filename extensions consist of a period 
followed by one to three characters. 

• You should give your files names that describe their 
contents. Examples of descriptive filenames are 
BUDGET.87 and PHONE.LST. 

• The wildcard characters * and ? can be used with 
some MS OS/2 commands in place of one or more 
characters in a filename. 

• You can use the following MS OS/2 commands with 
files: 



Command 

copy 

del 
rename 
print 
type 
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Action 

Makes a duplicate copy of a 
file. 
Deletes a file. 
Renames a file. 
Sends a file to the printer. 
Displays a file's contents on 
the screen. 

In the next chapter, you'll learn how to use directories to 
organize your files. 





5 Learning About Directories 

If you're like most people, you will soon have more files 
on your hard disk than you can easily keep track of. 
Microsoft Operating System/2 lets you use directories to 
organize your files into convenient groups. 
In this chapter, you will learn the following: 

• How to list a directory's contents 
• How to change to a new working directory 
• How to create new directories 
• How to plan the directories you will need 
• How to remove directories that you no longer need 
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Keep ing Tra c k  o f  Your Files 

Us ing d i re c to r ie s  MS OS/2 stores the names of files in directories. When 
you format a disk, MS OS/2 automatically creates an 
empty directory, called a root directory, on the disk. 
Then, as you create files on that disk, each filename is 
added to the disk's directory. 

Us ing t h e  D i r 
c ommand 

The directories, along with the disk's File Allocation 
Table, enable MS OS/2 to recognize and organize the 
files on your disk. 
If you want to know what files are in a directory, you can 
use the dir command. This command tells MS OS/2 to 
list all the filenames in a specific directory. For example, 
to display the contents of the root directory on a disk in 
drive A, you would use this command line : 

d i r  a :  

If you use the dir command without a drive letter, MS 
OS/2 lists the contents of the directory on the disk in the 
default drive. 
For example, suppose you want to see how many files are 
in the root directory of the disk in the default drive. To 
display this directory, follow these steps: 

ITJ At the MS OS/2 prompt, type the following command: 

d i r  

0 Press the ENTER key. If necessary, you can stop the 
list from scrolling by pressing CONTROL+S. To view 
the rest of the display, you simply press CONTROL+Q . 

Your screen should look similar to this: 

MS OS/2 directory 

You can also get information about a specific file on your 
disk by typing the dir command followed by a filename. 
For example, to display directory information for a file 
named SCHEDULE.TXT, you would use the following 
command line: 
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d ir schedu l e.tx t 

The dir command then would display the filename, the 
file's size in bytes, and the date and time it was created 
or last changed: 

SCHEDULE TXT 3 6 9 8  8 - 5 - 8 7 4 : 1 1p 

Us·i n g  M u ltilev e l  D i re c to r ies 

If you share your computer with other people, o r  if you 
are working on several different projects, the number of 
files in the root directory can become large and unwieldy. 
To deal with this large number of files, you may want to 
keep your files separate from a coworker's, or organize 
your files into convenient categories. 
In an office, you can separate and organize files that 
belong to different people or that relate to specific pro
jects by puttin.g them in different file cabinets. For exam
ple, you might put your accounting records in one file 
cabinet and your letters in another. You can organize 
information the same way with MS OS/2 by putting your 
files in different directories. 
Directories let you organize your files into convenient 
groups. These directories, in turn, may contain other 
directories (subdirectories). This organized file structure 
is called a multilevel or hierarchical directory system. 
The first level in a multilevel directory is the root direc
tory. This is the directory that is au tom a tic ally created 
by the format command. The root d irectory is 
represented by a blackslash (\) .  You can create direc
tories and subdirectories withm th.e root directory. 
As you create new directories for groups of related files, 
the directory system grows. And within each new direc
tory, you can add new files or create new subdirectories. 
You can move around in the multilevel system by start
ing at the root and traveling through intermediate sub
directories to find a specific file. Conversely, you can 
start anywhere within the file system and travel toward 
the root. Or you can go directly to any directory without 
traveling through intermediate directories. 

The root 
dire c tory 
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Your w or k i ng 
d i rec to ry 

On a given disk, the directory that you are working in is 
called the working directory. When you start your com
puter, you begin in the working directory . Similarly, 
when you create a file, you create it in the working direc
tory. 

U sin g Mo r e  t h a n  O n e  Dir e c t o ry 

Because your hard disk can hold so many files, it's a good 
idea to create multiple directories. You'll want to think 
about how your files can be organized into manageable 
groups. For example, you may want to separate your 
home finance files from your correspondence files. So you 
could put the finance files in a directory called BUDGET 
and your correspondence in another directory called 
LETTERS. 

H i n t  Although the size of each directory will vary, you 
may want to try to keep each one to about 20 files ini
tially. This way, when you use the dir command, the 
directory listing of all 20 files will fit on one screen. 

Often, you will find that the files in a directory could be 
further divided into subgroups. 
You can move around in the multilevel directory system 
by starting at the root directory and traveling through 
intermediate subdirectories to find a specific file. The 
route that you take to find a file is called a path. 
For example, the following figure shows the path 
\ VARIETY\DANCER\TAP (the first backslash 
represents the root directory). 

[path: \variety\dancer\tap] 
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C hang ing D irector ies 

If you want to work in a different directory, you can use 
the chdir command to change directories. For example, 
if you were in the root directory and wanted to work in 
the \ VARIETY\DANCER\TAP directory, you would 
type this command line: 

c hdi r  \ vari et y\ danc er\t ap 

As another example, if you wanted to change from your 
current working directory to a subdirectory called 
RERUNS, you would do the following: 

EJ Type the following command line: 

c hdi r  reru ns 

� Press the ENTER key. 

Shortcut The chdir command can be abbreviated 
to cd .  

P lann ing Di re c t o r ies 

When you install MS OS/2, the Install program creates 
several directories for MS OS/2 system files. The follow
ing list describes the files found in each directory Install 
creates: 

Directory 

\OS2 
\OS2\BIN 

\OS2\RBIN 

\OS2\PBIN 

\OS2\DEV 
\OS2\LIB 

Files 

Command-processor files 
Executable ( .EXE) commands 
that run in both real and pro
tected modes. 
Executable commands that run 
in real mode only 
Executable commands that run 
in protected mode only 
Installa ble device-driver files 
Dynalink library (.DLL) files 

Using t h e  C h d i r 
c o m m and 

D i r e c t o ries 
c r eated by t h e  
Insta l l  p r og ram 
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Su g g es t i o n s  fo r 
oth e r  d i r e ctories 

U s i n g  t h e  Mkd i r  
command 

The Install program also creates these four files and 
places them in the root directory : 

• CONFIG.SYS 
• AUTOEXEC.BAT 
• INITENV.CMD 
• STARTUP.CMD 

For information about the Install program, see the 
Microsoft Operating System/2 Setup Guide. 

Here are some suggestions for other subdirectories you 
can create on your hard disk: 

• Create one directory for each application you want to 
run. Use short names that resemble the names of the 
applications. 

• If you are working on more than one major project, 
each of which will require several files, create a direc
tory for each project. 

• If you are sharing the computer with other people, 
create one "home" directory for each user. Use the 
person's first name as the name of his or her directory. 

C re a t i n g  a D i re c t o ry 

You can create directories with the mkdir (make direc
tory) command. For example, if you wanted to create a 
directory named GOURMET, you would type the follow
ing command line: 

mk dir gou rmet 

The GOURMET directory then would exist as a sub
directory of your working directory. If your working 
directory were your root directory, the path for the new 
directory would be \GOURMET. MS OS/2 automati
cally creates the " . "  and " . .  " entries in the new directory. 
These two entries are shorthand notations for the work
ing directory (.), and the parent directory ( . .  ). A parent 
directory is any directory that contains subdirectories. In 
this case, the root directory is the parent directory. 
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You now have two directories, your root directory and 
the new directory called GOURMET. Now you can 
create and copy files to your new directory. You can also 
change your working directory to your new directory. 
As another example, suppose you want to create a sub
directory called COMEDYHR in the root directory. To 
do so you would follow these steps: 

[!]Make sure the root directory is your working directory 
by typing this command line: 

c d  \ 

[il Type the mkdir command, followed by the name of 
the directory you want to create: 

mk dir c ome dyh r 

A directory name, like a filename, may be up to eight 
characters long. However, directory names cannot 
have extensions. 

S h ort c u t  The mkdir command can be abbreviated 
to md.  

Remov ing a D i rectory 

When you find that you no longer need a directory, you 
can use the rmdir command to remove it. Before you 
remove a directory, though, the directory must be empty. 
Then, from a directory other than the one you're delet
ing, type rmdir followed by the directory name. For 
example, the following command would remove an empty 
directory called F ALL86 from the disk : 

rmd ir f al l 8 6  

As another example, if you wanted to remove a directory 
called BADPLOTS from your root directory, you would 
do the following: 

[!] Remove all files from the BADPLOTS directory. Use 
the copy or del command as appropriate. 

[il Make sure that the BAD PLOTS directory is empty 
except for the working directory ( . ) and parent direc
tory ( . .  ) entries. (These entries cannot be deleted. ) If 

U sing t h e  Rmd i r  
command 
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Us i ng the T r e e 
command 

a directory contains any files or subdirectories, MS 
OS/2 will not remove it . Type the fol lowing command 
l ine  to v iew the directory listing :  

dir \b adplots 

[I] Change your working directory to the root directory 
by typing the following: 

cd \ 

II] Remove the BAD PLOTS directory by typing this com
mand:  

rmdir b adplots 

S h ort c u t  The  rmdir command can be abbreviated 
to rd . 

L ist i n g  a Disk' s  D i r e c t o r i e s  

The tree command tells MS OS/2 t o  d isplay the names 
of al l  directories and subdirectories on your computer . To 
see which directories and subdirectories are on your sys
tem,  simply type the following:  

tree 

The tree command displays a report that  looks similar 
to this :  

[Tree command :  l ist of directories ] 

For more information about directories, see the Microsoft 
Operating System/2 User's Reference. 
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Summary 

The main points of this chapter include the following: 

• MS OS/2 uses a system of multilevel directories to 
help you organize your fi les into logica l  groups .  

• The first directory on a d isk is called the root d irec
tory . Every other directory created on the d isk is a 
subdirectory of the root directory . 

• You can use these commands with directories : 

Command 

dir 

chdir 
mkdir 

rmdir 

tree 

Action 

Lists the fi les contained in a 
d irectory . 
Changes the working directory . 
Creates a new subdirectory in 
the working directory . 
Removes an empty directory 
from the d isk . 
Lists all the directories on a d isk . 

Once you 've created files on your computer ,  you 'll 
want to protect them.  In the final chapter ,  you will 
find some instructions for keeping the files on your 
computer safe . 





6 P rotecting Y o ur Fi les 

You can store hundreds of pages of information on a sin
gle floppy d isk . If that d isk is destroyed,  al l  of your infor
mat ion could be lost-unless you are prepared .  This 
chapter recommends some simple techniques that help 
keep your data safe . 
In this chapter ,  you will learn the following: 

• How to develop a regular routine of backing up the 
files on your hard d isk 

• How to make copies of often-used fi les and floppy 
d isks 

• How to use the chkdsk command to make sure you 
have enough disk space to run all the programs you 
want to run 

4 5 1 
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Us ing t h e  
Bac k u p 
c o m m and 

M aking Bac kup s 

In case something should happen to the fi les on the hard 
d isk of your computer ,  you should make backup copies of 
the fi les on a floppy d isk by using the backup command . 
For example ,  if you wanted to make a backup of a file 
called V ARIETY.SHO on drive C to a floppy d isk in 
drive A, you would type the following: 

b acku p c : vari et y.sh o  a:  

The backup command also lets you back up everything 
in your working directory . To make backup copies of al l  
the files in your working directory on drive C to a floppy 
d isk you place in drive A, type this command lin e :  

b acku p  c :  a :  

If you need more than one floppy d isk to hold the backup 
copies, MS OS/2 prompts you to insert another d isk 
when the first d isk is ful l .  
As another example ,  suppose you want to back up every 
file in every directory on your hard d isk (drive C) . To do 
so, you would follow these steps : 

[!] Make sure you have plenty of formatted floppy disks . 
If you are not sure how many floppy disks you 'l l  need ,  
use the chkdsk command .  This command wi l l  show 
you how much space is used by the files on drive C .  
P lan  on  using a l ittle more space to  back  up these 
files. For information on chkdsk, see the section 
called "Checking for Disk Space" later in this chapter .  

[I Place the first formatted floppy d isk in dr ive A .  
ill Type th is command l ine :  

b acku p  c :  a :  / s  /1  

[!) Press the ENTER key . 

The /s switch tel ls MS OS(2 to back up data  in al l  of 
your subdirectories . The / switch creates a file called 
BACKUP .LOG in the root directory of your source disk 
(drive C in this case ) . The first l ine of the file shows the 
t ime and date of the backup; the remaining lines l ist the 
files being backed up. You can use this information when 
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you need to restore a particular file from a floppy disk . 
Be sure to make backups on a regular basis. If you use 
your computer 10  to 20 hours each week, you should 
probably make a fu ll backup of your hard d isk at  least 
once each month .  If you use your computer less often ,  
make a fu ll backup at least every other month .  

For more informat ion about the backup command and 
the switches you can use with it ,  see  the Microsoft 
Operating System/ 2 User 's Reference. 

Re sto r i n g Ba c ku p  F i les  

To use th e  backup files, you must restore th em to  a d isk . 
For example ,  if you wanted to restore all of the files you 
backed up in the previous example to a hard disk on 
drive D, you could type the following :  

re st o re a:  d :  / s  

This command reads a l l  t h e  files on  your backup disks in 
drive A and writes these files to drive D. The /s switch 
tells MS OS/2 to restore al l  subdirectories it finds. 
As another example ,  suppose you had backed up a d irec
tory cal led CARTOONS to floppy disks and then 
removed that  directory from your hard d isk on drive C.  
Now, suppose you have re- created the CARTOONS 
directory with the mkdir command and you want to 
restore the directory's files .  To do so, you would do the 
following:  

[!] Place the first floppy disk containing the backup 
'
files 

in drive A. 
1!1 Type the following command : 

re st o re a : \c art o o ns c :  

[i) Press the ENTER key .  

C o py ing F i les and D isks 

Another method of keeping your data safe is to copy files 
to another disk with the copy command .  Copies some
times take more space than backups ,  but copies are 
usable "as is . " That is, unlike those you create with 
backup,  you do not have to restore fi les that you create 
with the copy command in order to use them.  

How oft en to 
ma k e  b ac k u ps 

Us ing b a c k u p  
fi l e s  

H o w  b a c ku p s 
and co p i es d i ffe r 
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As an example of how to use the copy command ,  if you 
wanted to copy a file called SITCOM.SHO from a disk in 
drive C to a d isk in drive B, you would type this com
m and line :  

copy c : s i tcom.sho b :  

When you make a duplicate copy , i t  is possible to give 
the duplicate a new name .  For example ,  if you wanted to 
copy a file called QUIZ .SHO from drive B to drive A, and 
you wanted to name the duplicate GAME.SHO, you 
would type this :  

copy b : qui z .sho a : game .sho 

So m e  Pra c t ic a l  U se s  fo r C o p ie s  

You will find many practical uses for duplicating files 
with the copy, xcopy , and diskcopy commands .  The 
next few sections will d iscuss three of the more common 
uses : 

• Supplementing backups 
• Making duplicates on floppy disks to share between 

two people or to transfer between two computers 
• Duplicating an original floppy disk for safekeeping 

U sing Copy to S u p p l eme n t  Bac k u p s  

You should make copies of your data  files more fre
quently than you back them up .  For example ,  suppose 
you are going to work on a proj ect with a dead line in two 
weeks. Over the next two weeks, you will be collecting 
data in new fi les and modifying existing files repeatedly .  
All  the files that you are using have an extension of .FIL 
and are located on drive C in a directory cal led PRO
JECT. Before you begin working on your proj ect ,  make a 
copy of all the files in the PROJECT directory on a 
floppy disk in drive A with this command l ine :  

copy c : \proj ect\ * · *  a :  

On the first day ,  you modify only one file ,  called 
INTRO .FIL .  At the end of the first work session , you 
should copy the file you've modified to the floppy d isk 
containing the copy of your PROJECT directory . To do 
so, type the following: 
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copy c : \proj ect\intro. fil a :  

Remember that  the d isk on drive A already has a copy 
of the unchanged INTRO .FIL file on it. However ,  the 
copy command writes over an existing file if that  file 
has the same name as the file being copied .  Therefore, 
the changed INTRO .FIL file replaces the original  
INTRO .FIL file on the disk in drive A. Now the contents 
of the d isk in drive A are identical to the contents of the 
PROJECT directory on drive C . If  something should hap
pen to the data  on the d isk in drive C, you could use this 
current copy to replace that information . 

Not e  Because the copy command will write over an 
existing file if the existing file and the copied file have the 
same name, you must be certain you are copying a new 
version of the file over an old version , and not vice versa .  
As  an extra precaution ,  you may want  to  rename exist
ing files with the extension .OLD before copying new ver
sions to the same disk . 

U s ing Copy to S ha r e  F i l es 

One convenient use for the copy command is to copy 
each subdirectory on your computer to an individual  
floppy d isk . This gives you a second usable copy of al l  
your files and keeps them in a familiar organization . 
You must type a separate copy command for each sub
directory you want to copy . Unlike the backup com
mand ,  copy will not copy files from your hard disk to a 
series of floppy disks. Once a d isk is fil led, MS OS/2 
displays an error message and the copy command ends .  
To copy other files ,  you would need to type another com
mand specifying the remaining file or group of files, and 
you would need another floppy d isk . 
As an example ,  to copy al l  the files in a subdirectory 
ca lled ALVIN, on drive C to a floppy disk in drive A, 
type the following: 

copy c : \a l v in\ * · *  a ;  

The asterisk ( * ) wildcard means "a l l . "  In this example ,  
* · *  tells MS OS/2 to copy all filenames with all exten
sions to drive A.  Because you did not specify any 
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Using t h e  X co p y  
co m m and 

U s i n g  the 
D is k co p y  
co m m and 

U s i n g  the C o m p  
c o m m a n d  

filenames or  extensions for the target fi les (which are  on  
drive A in  this case ) , MS OS/2 uses the original  names .  
Another command,  xcopy, allows you to copy al l  of the 
files in a directory and al l  of i ts  subd irectories to another 
disk . 

For example ,  suppose you have a directory on drive C 
called WRITE with subdirectories called MEMOS and 
LETTERS . If you wanted to copy the directories to 
another disk, you would first check to see that the con
tents of WRITE, including the contents of its subdirec
tories, will fit on the target disk . If the directory and all 
its subdirectories can fit  on the disk , you would type the 
following :  

xc opy c : \ wri t e\ * · *  a :  / s  

The /s switch tells MS OS /2 to copy all the subdirec
tories found in the WRITE directory . 

M a k i n g  D u p l i c ates of F loppy D isks 

If you have programs or data files that  you maintain on 
floppy disks, you should be sure to make duplicates fre
quently .  
I f  you want to  make  an exact dupl icate o f  a floppy disk , 
you can use the diskcopy command to copy files track
by- track from one d isk to another d isk of the same type .  
For  example ,  to  copy every fi l e  from a d isk in drive A to 
� formatted disk in drive B,  you would type the follow
mg:  

di skc opy a :  b :  

C o m p a r i n g  C o p ies  of  a Fi le  

You can  confirm tha t  your working and  copied files are 
identical by using the comp command .  For example ,  
to compare two files named PLANNED.SHO and 
PROGRAMD .SHO, you would type this command line :  

c omp planned.sho programd.sh o  

I f  the two files are  identical ,  the  comp command 
displays this message : 

F i les c ompare OK 

An error message appears if the files are not identical .  
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You can a lso compare groups of files .  For example , if you 
wanted to know whether the contents of two directories 
ca lled NEWSEASN and F ALL88 were identical ,  you 
would type the following command line to compare them 
file by file :  

comp \news e a sn \ fa l l 8 8 

Comp lists the name of each filename as each pair of 
files is compared . After comparing each pair ,  comp tells 
whether the two files are identica l .  Comp stops compar
ing fi les if i t  reaches its l imit of ten mismatches .  
As another example ,  suppose you want to compare the 
contents of a directory on drive C called EDUCATOR 
with a floppy disk whose contents should be identica l  to 
the EDUCATOR directory . Rather than visually compar
ing each fi le 's creation date  and size ,  you could do the 
following :  

III Place the floppy disk containing the copy of  the d irec
tory in drive A. 

[il Type the following command line :  

comp c : \educator a :  

The comp command examines each pair of files to deter
mine whether or not they ' re the same . 

C h e c k ing fo r D isk S p a c e 

It is important to check the resources available on your 
computer .  This is particularly true when you want to do 
the following : 

• Run several  programs on your computer at the same 
time 

• Use a program that  requires a lot of memory to run 
• Run a program using very large data files 

You should find out how much memory and d isk space is 
required to run each application or other process you 
have on your computer .  Applications that include graph
ics , for example ,  tend to use a large amount of computer 
resources .  If you run out of memory or disk space while 
running a process, you can lose the data that  you 

U sing t h e  
C h k d s k  
comma n d  
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were working with . If you are running several processes 
when you run out of memory or disk space ,  the problem 
compounds .  

The chkdsk command allows you to  check your com
puter 's resources . If you want to check the amount of 
disk space avai lable on drive C, type the fol lowing com
mand: 

chk d sk c :  

MS OS/2 responds with a message similar to this one : 

3 1 7 6 8 5 7 6  b yt e s  t o t a l  d i sk space 
45056 b yt e s  in 2 hi dde n fi le s  
3 48 1 6  b ytes i n  1 5  d i rect o ri e s  

6 8 9 5 6 1 6  b ytes i n  46 2 u ser fi les 
2 4 7 9 3 0 8 8  b ytes avai lab le on di sk 

The last l ine shows you the amount of d isk space avail
able to you . 
Chkdsk also checks your disk for any errors . If it finds 
any errors, such as a bad sector ,  chkdsk displays an 
error message . If  you find an error on one of your disks, 
you can use the chkdsk /f switch to fix the error. For 
more information about this option , see the Microsoft 
Operating System/2 User's Reference. 

Su m m a ry 

The main points of this chapter included the following: 

• You should make regular backups of your files .  If you 
use your computer more than 10  hours per week, you 
should probably make backups at least once a month . 

• The copy command can create a duplicate of your 
data files on floppy disks for safekeeping .  

• Make a habit of using the chkdsk command to learn 
how much space is available on your hard disk . If you 
run out of space ,  you could lose data .  

This manua l  has  j ust touched the surface of  what you 
can do with the MS OS/2 operating system . To learn 
more about MS OS/2, see the Microsoft Operating Sys
te m/ 2 User 's Reference .  
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Operating system 12 
Option vii 
Organizing files See File 

Parent directory 41  
Path See Directory 
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POINTER$ file 27 
Print command 

defined 30, 33 
sample use 30 

Printer 12  
Printing files 30 
PRN file 27 
Program 

data file 13  
database 1 2  
defined 2 
game 12  
Install 39, 40 
memory 51  
organization 37  
permission 13  
s i ze  51 
spreadsheet 12  
standards 12  
word processing 12  

Programmable keys See Function keys 
Prompt See MS OS/2 

Question mark (?) See Wildcard 
character 

Random access memory 3 
Read only 3 
Reboot See MS OS/2 
Rename command 

defined 30, 33 
sample use 30 

Reserved filenames 26 
Restore command 47 
Restoring backup files 47 
RIGHT key 7 
Rmdir command 

defined 41, 43 
sample use 41-42 
shortcut 42 

Roadrunner program example 13 
Root directory See Directory 
.RPT filename extension 2 

SCREEN$ file 27 
Scrolling 7 ,  9 
Sector 18 
Separating files by category See File 

SHIFT key 8 
Side 18 
SPACEBAR key 7 
Special characters 26 
Special keys See Keyboard 
STARTUP.CMD file 40 
Subdirectory See Directory 
Switch 

/1 46 
js 46, 47, 50 
notational conventions vi 

System hardware 
device 5 
floppy disk 3-4, 12 ,  17-19, 20 
hard disk 4 ,  12, 17-18 
keyboard 12  
modem 12 
monitor 12  
mouse 12  
plotter 12  
printer 12 ,  13  

System prompt See MS OS/2 
System See Operating system 

Terms 1 
Text file See File 
Track 18 
Tree command 

defined 42, 43 
sample use 42 

.TXT filename extension 3 ,  27 
Type command 

defined 31 ,  33 
sample use 3 1-32 

Typing 
correcting mistakes 8 

UP key 7 
Uppercase letters See Filename 

Vol command 22 
Volume label 4, 9 ,  21 ,  22 ,  23 

Wildcard character 
asterisk ( * ) 27, 28 
command warning 28 
Copy command 48 



Wildcard character (c on tinu ed} 
defined 27 
Del command 29 
MS OS/2 commands 27 
question mark (?) 27 

Word (Microsoft) 26 
Working directory See Directory 
Write-protection See Disk 

Xcopy command 50 
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