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Welcome

Welcome to Microsoft® MS-DOS®, the most widely used operating system for
personal computers. MS-DOS version 5.0 includes many new features that turn
your computer into a powerful tool for your business or personal use. These
features are described in detail later in this introduction.

If MS-DOS version 5.0 is not yet set up on your computer system, you will need
to use the Setup program. For information about how to set up MS-DOS, see
Microsoft MS-DOS Getting Started.

This guide is organized as a comprehensive reference and is arranged by task. It
includes information for users who have little experience with computer systems,
in addition to advanced topics for those who are familiar with MS-DOS. It is not
necessary to read this guide straight through. Consult the table of contents or index
to learn how to use the commands you work with most often.

This guide is divided into the following parts:

e Part 1: MS-DOS Fundamentals. Explains the essentials of a computer system
and MS-DOS. This section also describes how to use the MS-DOS command
line and MS-DOS Shell.

e Part 2: Working with MS-DOS. Explains how to use MS-DOS to manage files,
directories, and disks. Also included are descriptions of how to use advanced
command techniques, how to customize MS-DOS Shell, and how to use the
new MS-DOS full-screen editor.

“In Brief” cues at the beginning of each section serve as quick reminders of
which command and option you need to accomplish a task. Detailed procedures
following the command examples outline tasks that can be performed from
MS-DOS Shell.

® Part 3: Customizing MS-DOS. Provides information about advanced topics,
such as using batch programs, customizing your computer system, and using
MS-DOS internationally.
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o Part4: MS-DOS Reference. Provides an alphabetical reference, with com-
plete descriptions of MS-DOS commands and installable device drivers.
Intermediate and advanced users can use this reference to learn about the
full capabilities of MS-DOS.

e Appendix. The appendix contains information about keyboard configurations
and code pages.

New Features of MS-DOS Version 5.0

If you have used earlier versions of MS-DOS, you will find many improvements
and new features in MS-DOS version 5.0. These features include changes to

the way MS-DOS uses memory and new commands and programs. If you run
MS-DOS programs with Microsoft Windows™ graphical environment version 3.0,
you will want to use MS-DOS version 5.0 because its memory features make your
MS-DOS programs run faster and more efficiently.

MS-DOS version 5.0 has the following new features:

e The ability to run MS-DOS in the high memory area (HMA). If your system
has extended memory, you can now run MS-DOS in the high memory area
(HMA) instead of in conventional memory. This makes more conventional
memory available to your programs, enabling them to run faster and more
efficiently.

If you use Microsoft Windows version 3.0, this feature is of added benefit. By
running MS-DOS in HMA, you can run several MS-DOS programs at the same
time with improved speed and performance. For more information about using
this feature, see Chapter 12, “Optimizing )Your System.”

e The ability to run certain device drivers and programs in the upper memory
area if you have an 80386 or higher system. This ability also makes more
conventional memory available to your programs, enabling them to run
faster and more efficiently.
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As with running MS-DOS in HMA, running device drivers in the upper
memory area improves the speed and performance of your MS-DOS
programs when you run them with Microsoft Windows version 3.0. For
details about using this feature, see Chapter 12, “Optimizing Your System.”

MS-DOS Shell, an improved graphical interface that you can use to manage
programs and switch between them. With MS-DOS Shell, you can view the
directory structure of any disk, view the contents of several directories, and
navigate through your files and directories quickly. For details about using
MS-DOS Shell, see Chapter 3, “MS-DOS Shell Basics,” and Chapter 8,
“Customizing MS-DOS Shell.”

Added data security. MS-DOS version 5.0 includes two new commands,
unformat and undelete. These commands allow you to undo a format or delete
operation, restoring your disk or file to its original state. For details about using
the undelete command, see Chapter 4, “Working with Files.” For details about
using the unformat command, see Chapter 6, “Managing Disks.”

Online Help for all MS-DOS commands and MS-DOS Shell. You can get help
for a particular MS-DOS command by typing the command name followed by
[?, or by typing help followed by the command name. For more information
about getting help for commands, see Chapter 2, “Command-Line Basics.”
For information about MS-DOS Shell Help, see Chapter 3, “MS-DOS Shell
Basics.”

MS-DOS Editor, a new full-screen text editor that you can use to easily create
and modify text files. MS-DOS Editor also includes online Help. For informa-
tion about how to use MS-DOS Editor, see Chapter 9, “Working with MS-DOS
Editor.”

The ability to create large disk partitions easily. With MS-DOS version 5.0,
you can create disk partitions of up to 2 gigabytes. If you are upgrading from
MS-DOS version 4.0, you will no longer need to use the Share program to
take full advantage of this feature. For more information about partitioning
your hard disk, see Chapter 6, “Managing Disks.”

The ability to search for files through multiple levels of directories.

Xi
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¢ Added functionality to the dir command that enables you to sort directory
listings by filename, type of file, the date and time that files were created, and
file size. You can also specify a default setting for sorting directory listings by
using an environment variable. For more information about using the dir com-
mand, see Chapter 5, “Working with Directories.” For more information about
specifying a default setting for sorting directory listings, see the dir command
in Chapter 14, “Commands.”

e Doskey, a program you can use to recall, edit, and carry out commands that
you have already used. If you perform a series of tasks frequently, you can
also use Doskey to create macros. Macros make it easy for you to perform a
series of tasks without having to type several commands. For more information
about using Doskey, see Chapter 7, “Advanced Command Techniques” or the
doskey command in Chapter 14, “Commands.”

e MS-DOS QBasic, an improved Basic programming environment that includes
extensive online Help. To use QBasic, type gbasic at the command prompt or
run it from MS-DOS Shell. (Throughout this guide, “QBasic” refers to
MS-DOS QBasic.)

¢ The ability to access more than two hard disk drives. For more information
about this feature, see Chapter 6, “Managing Disks.”

¢ Support for 2.88-megabyte floppy disks. For more information about working
with floppy disks, see Chapter 6, “Managing Disks.”

® A new Setup program with online Help, which guides you through each step
of the setup process and provides help whenever you need it. For more informa-
tion about using the Setup program, see Microsoft MS-DOS Getting Started.

Conventions

Xii

This guide uses particular document and keyboard conventions to help you locate
and identify information.

For more information about conventions used with MS-DOS version 5.0, see the
“Syntax Conventions” section in Chapter 14, “Commands.”
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Document Conventions

To help you locate and identify information easily, this guide uses visual cues and
standard text formats. The following typographical conventions are used in this

guide:
Type style
bold

italic

ALL CAPITALS

Used for

Command names, switches, and any text you must type
exactly as it appears. To carry out a command, type the
command name and then press ENTER.

Parameters. You can supply the text for any item shown
in italic. For example, if you want to use a parameter that
calls for a filename, you must type the name of the
specific file.

New terms appear in italic type. The term is explained
when it first occurs. Italic type is also used for emphasis
in certain examples.

Directory names, filenames, and acronyms. When you
type directory names and filenames, you can use lower-
case letters.

Microsoft documentation uses the term “MS-DOS” to refer to the MS-DOS and
IBM Personal Computer DOS operating systems.

Keyhoard Conventions

Key combinations and key sequences appear in the following format:

Notation

KEYI+KEY2

KEY1, KEY2

Meaning

A plus sign (+) between key names means you must press the
keys at the same time. For example, “Press CTRL+C” means
that you press CTRL and hold it down while you press C.

A comma (,) between key names means you must press the
keys in sequence—for example, “Press ALT, F10” means that
you press the ALT key and release it, and then press the Fi0
key and release it.

Xiii
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Chapter 1
Learning About Your Computer

Your computer is made up of many parts called hardware. Your hardware runs
software—programs that translate the instructions you send to your computer into
a language it can understand. If you are not familiar with the terms hardware,
floppy disk, and operating system, you should read this chapter before setting

up or using MS-DOS.

Looking at Hardware

The hardware that makes up the most basic computer system includes a monitor,
a keyboard, and a system unit. The system unit holds your computer’s processor,
memory, disk drives, ports, and video card.

Monitor

System unit

Floppy disk drive

Keyboard

Mouse
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Processor and Memory

Monitor

The central processing unit (CPU) and memory are located on chips inside the
system unit. The CPU is the brain of your computer. This is the place where
your computer interprets and processes information.

You may have heard computer memory referred to as RAM. The term RAM
stands for random-access memory. The instructions that your computer gets
and the information your computer processes are kept in RAM during your
work session.

Your computer’s RAM is not a permanent storage place for information; it

is active only when your computer is on. When you turn off your computer,
information is deleted from memory. To avoid losing your work, remember to
save it on a disk, a permanent storage device, before turning off your computer.

Computer memory is measured in kilobytes or megabytes of information.

(A byte is the amount of storage needed to hold one character.) One kilobyte
equals 1024 bytes, and one megabyte equals 1,048,576 bytes. Therefore, if your
system has 640K of memory, it can hold 655,360 bytes at one time. Software
requires a minimum amount of random-access memory to work properly. You
can usually find memory requirements on software packaging, or you can ask
your software dealer.

The monitor has a screen that displays information, such as the instructions you
send to your computer and the information and results your computer sends back
after interpreting your instructions. The screen may display information in one
color or in several colors.

A color monitor won’t display color unless you have the appropriate video card.

A video card fits inside your computer and determines the screen resolution and
number of colors your monitor can display. Some video cards enable your monitor
to display graphical information, such as geometric designs, in addition to text and
numbers.
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Keyhoard

You use the Kkeyboard t0 type instructions for your computer, and to "
information you want your computer 10 process- All ke boards have TSR
keys., punctuation keys, and a spacebar, which resemble the keys on
writer. Most Kkeyboards also have function, numenc, and arrow keys
addition to AL1 CTRL, DEL» and ENTER Of RETURN keys- Their place’ ™ '
on the keyboard is determ'med by the computer manufacmrer; how th e
used i8 determ'med by the software you are using.

you use the tetter keys, punctuation keys, and spacebar the same Wax . s
use them on d typewﬁter.

extended kevboard
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Numeric Keypad

Because the number keys are grouped together on the numeric keypad, the keypad
is a quick and easy way to type numbers. With many software products, you must
press the NUM LOCK key before using the numeric keypad to type numbers. The
NUM LOCK key works somewhat like the CAPS LOCK key on your typewriter.
When you press the NUM LOCK key on the numeric keypad, the numbers you
press on the keypad appear on your screen.

Standard keyboard

Extended keyboard
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Arrow Keys

In most cases, the arrow keys help you move around the screen. Like other keys,
however, their exact function is determined by the software you are using. On
standard keyboards, the arrow keys are on the numeric keypad, along with the
numbers. To use these keys properly, the NUM LOCK key must not be active. If
NUM LOCK is active, you will type a number instead of changing your position
on the screen when you use an arrow key.

On extended keyboards, arrow keys appear to the lower left of the numeric
keypad. You can use these arrow keys anytime, regardless of whether the
NUM LOCK key is active.

Standard keyboard

Extended keyboard
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Function Keys

Function keys send instructions to the software you are using. For example,
suppose you are writing a memo and you have trouble moving a paragraph. By
pressing a function key, you may be able to get Help information on your screen.

Like other keys, what a function key does depends on the software you are using.
For example, some software uses F1 to display Help information, whereas other
software uses the F1 key for a different function (or may not assign a function to
that key at all).

The function keys are located across the top on extended keyboards or on the left
side of standard keyboard.

Standard keyboard

Extended keyboard
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Additional Keys

In addition to the standard, numeric, arrow, and function keys, extended keyboards
include BACKSPACE, INS, DEL, PAGE UP, PAGE DOWN, HOME, and END keys. Typi-
cally, you can use the PAGE UP, PAGE DOWN, HOME, and END keys to move around
or scroll through information on your screen, and you can use the BACKSPACE,
INS, and DEL keys to edit text. As with other keys on your keyboard, what these
keys do depends on the software you are using.

The additional keys on an extended keyhoard

Poris

Located on the back or front of the system unit are sockets called ports. You use
ports to plug in your keyboard, monitor, and any additional hardware, such as a
printer or mouse, that you want to add to your system.

Additional Hardware

In addition to the basic components, most computer systems include other hard-
ware, such as a printer, a mouse, and possibly a modem.

o A printer prints the information processed by your computer. Printers vary in
printing speed and output capabilities. For example, some letter-quality printers
can print high-quality text quickly; some dot matrix and laser printers can print
both text and graphics.
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e By using a mouse, you can move a pointer on your screen. You change the
position of the pointer by moving the mouse across your table or desktop.
You can also use a mouse to select an item by pointing to it and then clicking
a button.

® A modem connects your system to a telephone line so that you can communi-
cate with another computer in another building, or even across the country.
You can use a modem to receive business information from services like the
Dow Jones News Retrieval and CompuServe Information Service.

Using Disks and Disk Drives

10

A disk, like a cassette tape, is a reusable storage device that holds information,
such as software and data, in files. As with random-access memory, the amount of
space on a disk is measured in bytes. Unlike information stored in random-access
memory, however, information stored on a disk is not deleted when you turn off
your computer. If you choose to, you can delete the information on a disk, and
with proper care, you can use the disk over and over again.

Your computer’s disk drives move information stored on the disks into and
out of random-access memory. For example, your computer can read software
instructions from a disk into random-access memory, and write your data to a
disk for safekeeping.

There are two kinds of disk drives: a hard disk drive and a floppy disk drive. A
hard disk drive contains a non-removable disk that is built into your system. With
a hard disk drive, you can store large amounts of information in one convenient
place, instead of storing it on many floppy disks.

A floppy disk drive holds a removable floppy disk, which has less storage capacity
than a hard disk. The hard disk drive can also write and read information to and
from your system much faster than a floppy disk drive can write and read informa-
tion to and from a disk. When your system writes or reads information to or from
a disk, the indicator light on the drive goes on.

Each disk drive has a letter assigned to it so you can tell your system where to
find instructions and information. For example, on many systems the floppy disk
drive is called the A drive, and the hard disk drive is called the C drive.

Floppy disks are removable and come in various sizes. Many systems use 5.25-
inch floppy disks. This floppy disk is thin and flexible, and therefore somewhat
fragile. Some systems use 3.5-inch floppy disks. This kind of floppy disk is
protected by a hard plastic cover.



Chapter 1 Learning About Your Computer

Front and back view of a 5.25-inch and 3.5-inch floppy disk

Labeling and Caring for a Floppy Disk

Store floppy disks in a safe place, away from dust, moisture, magnetic fields
(such as televisions, speakers, and computer monitors), and extreme temperatures.
Label each floppy disk so that you can identify the information stored on it. Place
the label on the front of the disk, at the top, so that the label does not stick to any
exposed areas on the disk.

If you are using a 5.25-inch floppy disk, use a soft, felt-tip pen to label it. Using a
pencil or ballpoint pen can damage a floppy disk.

Protecting Information on a Floppy Disk

A 5.25-inch floppy disk has a write-protect notch for protecting information. By
placing a small piece of tape, called a write-protect tab, over the notch, you can

1
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protect the information on the disk from being changed. A 3.5-inch disk can be
write-protected by sliding a built-in tab over to reveal the write-protect hole.

To store information on a write-protected disk, you must first remove the write-
protect tab on 5.25-inch disks, or slide the tab back over the write-protect hole on
3.5-inch disks. When you are finished working with a write-protected disk, it is
recommended that you replace the write-protect tab.

If a floppy disk does not have a write-protect notch or hole, it is permanently:
write-protected. Many software manufacturers put their products on such disks to
prevent the information on the disks from being changed or deleted accidentally.

Inserting and Removing a Floppy Disk

The following illustration shows you how to insert a 5.25-inch floppy disk into a
horizontal disk drive. Some floppy disk drives that use 5.25-inch floppy disks have
a lever that you need to push down or to the side after inserting the floppy disk.
When you are finished working with the disk, lift up the drive lever and take out
the disk.

To insert a 3.5-inch floppy disk, slide it into the disk drive until you hear a click.
When you are finished using the disk, press the button on the front of the drive.
The disk pops out so that you can remove it easily.

Inserting a 5.25-inch disk into a drive
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Preparing Disks to Hold Information

If you have a new disk that has never been used, you must prepare it for storing
information. You do this by running a program that formats the disk so that
MS-DOS can find information on it. When you format a disk, MS-DOS also
checks the disk for defects.

Be very careful when formatting disks. Formatting a disk deletes any information
that was stored on the disk, and this information may not be recoverable. For more
information about formatting disks with MS-DOS, see Chapter 6, “Managing
Disks.”

Using Software

Software is the set of programs, procedures, and related documentation associated
with a computer system. A program is a coded set of instructions that interprets the
information you give to the computer with the keyboard or a mouse, and then
directs your computer to carry out a task.

Different kinds of software perform different kinds of tasks. Examples of two
kinds of software are operating systems, such as MS-DOS, and programs, such as
Microsoft Excel and Lotus 1-2-3. There is a wide variety of software programs,
including word processors, accounting packages, computer-aided design systems,
and games.

The operating system gets your computer running and controls the operation of
your computer’s activities. It manages the flow, entry, and display of software and
data to and from each part of your computer system. To run a program, you first
need to run the operating system. The Microsoft disk operating system (MS-DOS)
or a computer manufacturer’s version of MS-DOS is the operating system most
widely used with personal computers.

When you start a program, you see information on your screen, such as menus
and commands. While you are using a program, the operating system is managing
your computer’s activities. It moves instructions and files from one part of your
computer system to another as you choose commands and type information.

13
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Looking at MS-DOS

MS-DOS, like other operating systems, manages the flow of information to and
from the various parts of your computer system. You work with MS-DOS by
typing or choosing commands, which direct your system to perform tasks.
MS-DOS includes commands that you can use to perform these tasks:

® Manage files and directories
® Maintain disks

¢ Configure hardware

¢ Optimize the use of memory
¢ Speed up programs

¢ Customize MS-DOS

There are two ways you can work with MS-DOS—by using MS-DOS Shell or
by typing commands at the command prompt.

MS-DOS Command Line

The MS-DOS command line is where you type commands. The command
prompt indicates that you are at the command line. The prompt may be a drive
letter followed by a backslash (C:\or A:\, for example) or a backslash and the
name of a directory (CASTATUS, for example).

The letter indicates which disk drive is the current drive. MS-DOS searches the
current drive for the information it needs to process the commands you type.

To direct MS-DOS to perform a task, you type a command and then press ENTER.
Characters appear to the right of the command prompt as you type. For more
information about the MS-DOS command line and basic techniques for typing
commands, see Chapter 2, “Command-Line Basics.”
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MS-DOS Shell

In addition to the command line, you can use MS-DOS Shell to work with many
of the MS-DOS commands. MS-DOS Shell offers a visual way of working with
MS-DOS. It displays drives, directories, files, and programs available for your use.

The commands in MS-DOS Shell are listed on menus; the names of these menus
are located across the top of the screen. You use a command in MS-DOS Shell by
choosing it from a menu with the keyboard or a mouse. Keep in mind that not all
MS-DOS commands can be used in MS-DOS Shell; you must type some
commands at the command prompt.

To learn how to use MS-DOS Shell, see Chapter 3, “MS-DOS Shell Basics.”

Using Files and Directories

The information your computer uses is stored in files. The instructions used to
run a program are stored in program files, and the information you create by
using a program is stored in data files.

As you work with a program, MS-DOS processes the information stored in
program files and passes it along to your system when it is needed. When you
are finished using the program, your data files are stored on a disk.

You assign each file a name so that you can identify its contents. For example,
suppose you use a word-processing program to write the notes for a meeting you
attended. You might assign the name MINUTES to the data file that contains
these notes.

Organizing your files into directories and subdirectories on a disk is like organiz-
ing your documents into file folders and then storing them in the drawers of a file
cabinet.

MS-DOS has rules for naming files. MS-DOS also includes several commands
that you can use to work with files. For information about using MS-DOS to
name and work with files, see Chapter 4, “Working with Files.”
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1g Files into Directories

A disk can hold several hundred or even thousands of files, depending on its size.
The more files you have, the more difficult it is to keep track of them. To help

you keep track of your files, you can use MS-DOS commands to group your files
into directories. Just as file folders in a file cabinet contain groups of related docu-
ments, directories contain groups of related files, such as the minutes and expense
reports you create by using a word-processing program. You assign each directory
a unique name so that you can identify it.

For example, suppose you had three files: one for meeting minutes, one for
monthly expense reports, and one for weekly status reports. You could use the
MS-DOS md command to create three directories: MEETING, EXPENSE, and
STATUS. You could keep your meeting minutes in the MEETING directory,
your expense files in the EXPENSE directory, and your status files in the
STATUS directory.

Using Subdirectories

When your directories become too large, you can use MS-DOS to create
additional directories to further organize your files. A directory within another
directory is called a subdirectory. For example, within your STATUS directory,
you could organize your status reports by month if you create a subdirectory for
each month. The subdirectory STATUSVAN would hold the status reports you
wrote in January, STATUS\FEB would hold the ones you wrote in February,
and so on.

The organization of directories, subdirectories, and files is called the directory
tree. When you format a disk, MS-DOS creates one large directory, called the

root directory, on the disk. All other directories you create branch out from the
root directory, as shown in the following illustration:

[C:\] tree

Directory PATH listing for Volume CHRIS
Volume Serial Number is 15?5-6935

C:.

DOS
EETING

EXPENSE

STATUS

AN
FEB
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With the MS-DOS dir command, you can view a list of files and subdirectories

in a directory. For example, suppose you use the dir command to view the list of
files in the CASTATUS\VAN subdirectory. Your screen would display a list simi-
lar to the following:

[C:\STATUS\JAN] dir

VUolune

in drive C is CHRIS

Uolume Serial Number is 157A-6C23
Directory of C:\STATUSNJAN

WK1STAT
WKZSTAT
WK3STAT
WK4STAT

2:55p
2:55p
3:10p
3:10p
3:10p
3:10p

<DIR> 11-28-90

<DIR> 11-28-90

TXT 47 01-03-91

TXT 3?7 01-63-91

TXT 1236 61-03-91

TXT 2487 01-03-91
6 file(s) 4147 bytes

37267456 bytes free

For more information about creating, listing, and using directories and sub-
directories in MS-DOS, see Chapter 5, “Working with Directories.”
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Command-Line Basics

MS-DOS indicates the command line by displaying the command prompt,
for example:

C:\>
You type commands at the prompt to specify tasks you want MS-DOS to

perform. For example, if you want the MS-DOS version number displayed,
do the following:

1. Type ver

2. Press ENTER.
The software version number appears.

Each command contains a set of instructions. For example, when you use the
ver command, you instruct MS-DOS to display information about the MS-DOS
version number. A command can be a word (time) or an abbreviation (dir). To
carry out a command, you type the command and then press ENTER.

Parts of a Command

An MS-DOS command has up to three parts. Every command has a command
name. Some commands require one or more parameters that identify the object
you want MS-DOS to act on. Some commands also include one or more switches,
which modify the action being performed.

The Command Name

The command name, which you type first, states the action you want MS-DOS to
carry out. Some commands (such as the cls command, which clears your screen)
consist only of a command name. Most MS-DOS commands, however, require
more than a name.
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Parameters

Switches

Typing a

20

MS-DOS sometimes requires additional information, which you specify in one

or more parameters after the command name. A parameter defines the object you
want MS-DOS to act on. For example, the del (erase) command requires a param-
eter that names the file you want to delete. Suppose, for example, you want to
delete a file named NOTES.TXT. Here is what you would type:

del notes.txt

Some commands require more than one parameter. For example, to rename a file
by using the rename (ren) command, you must include the original name of the
file in addition to the new name. The following command changes LETTER.TXT
to MEMO.TXT:

ren letter.txt memo.txt

With some commands, parameters are optional. For example, you can use the dir
command without a parameter to list files in the directory you are currently using.
Or you can include a parameter (a different drive, for example) to list files in a
different directory.

A switch is a forward slash (/) usually followed by a single letter or number. You
use switches to modify the way a command performs a task. For example, suppose
you want to use the dir command to view a listing of a directory that contains a
large number of files. When you type the dir command by itself, the filenames
scroll by so rapidly on the screen that you cannot read them all. If you add the

Ip switch, you can view the list of files one screen at a time.

Some MS-DOS commands do not have any switches, whereas others have several.
If a command has more than one switch, you type them one after the other. You
can separate switches with a space, but the space is optional.

Command

The flashing underscore on the command line is the cursor. The cursor shows you
where to type the command. When you type a character, the cursor moves one
space to the right. If you make a mistake, press BACKSPACE to delete a character to
the left of the cursor. You can type a command in uppercase or lowercase letters.
Unless otherwise specified, you must use a space to separate a command from its
parameters.
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If you want to retype a command, press ESC. The cursor moves to the beginning
of the next line, and you can start over. Anything that you typed before you
pressed ESC is ignored.

Shortcuts to Typing a Command

MS-DOS has editing keys that change or repeat a command you’ve typed. Two
of the most commonly used keys are F1 and F3:

F1 Displays the previous command one character at a time
F3 Displays all of the previous command

For information about other editing keys, see Chapter 7, “Advanced Command
Techniques.”

Suppose you type the following:
dir a: #

Because there is an extra character at the end of this command, MS-DOS displays
an error message. If you press F3, the command reappears. Press BACKSPACE to
delete the number sign (#), and then press ENTER to see the directory listing.

Suppose you want to retype the same command, substituting drive B for drive
A. By pressing F1 four times, the first part of the command, dir, appears. You
then type b, and press F1 once. The colon (:) appears. If your system has a B
drive, press ENTER to see a directory listing. Otherwise, press ESC.

MS-DOS has a Doskey program that retrieves, modifies, and reuses commands.
To install Doskey, type doskey at the command prompt. If Doskey has not

already been installed, the following message appears when you type doskey:
DOSKey installed.

You can now retrieve and edit commands you type. For example, suppose you
type the following three commands:

type tuesday
date
time

The first command displays the contents of a file named TUESDAY ; the second
displays the current date; the third displays the current time. All of these com-
mands are stored in your system’s temporary memory.
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You can use several methods to retrieve these commands when Doskey is
installed. The easiest method is to press the UP ARROW key. If you press the

UP ARROW key once, the most recent command (time) appears at the command
prompt. Press the UP ARROW key two more times to view the first command:

type tuesday

You can press ENTER if you want the command to be carried out again, or you
can edit the command. For example, press HOME to move the cursor back to the
beginning of the line, and type the ren command over the type command. Press
the DEL key to erase the e left from the type command. Then press END to move
the cursor to the end of the line, press the SPACEBAR, and type monday as your
new name for the file. The edited command looks like this:

ren tuesday monday

To carry out the revised command, press ENTER.

For more information about using Doskey, see Chapter 7, “Advanced Command
Techniques.”

How MS-DOS Responds to a Command

MS-DOS responds to commands in various ways. MS-DOS might display a
message indicating that the command has been successfully completed or that
you didn’t type the command correctly.

When you type some commands, MS-DOS prompts you for more information.
For example, if you type the time command, MS-DOS displays the following
prompt:

Current time is: 9:52:18:34a
Enter new time:

In response, you specify the new time.

Sometimes MS-DOS prompts you to verify a command. For example, suppose
you use the following del command with wildcards (described in Chapter 4,
“Working with Files”) to delete all files in the CNTMP directory:

del c:\tmp\*.x*

MS-DOS displays the following message:

A1l files in directory will be deleted!
Are you sure (Y/N)?
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If you don’t want to delete all the files, type n. If you do want to delete all files,
type y.

Sometimes MS-DOS displays the resuits of a command. For example, when you
use the copy command to instruct MS-DOS to copy a particular file, MS-DOS
displays the following information:

1 file(s) copied

Sometimes you receive an error message indicating that MS-DOS doesn’t recog-
nize the command you typed. If you misspelled the command, type it again and
press ENTER. If the command exists and you typed it correctly, you may have to
change directories or specify the directory where the program file is located.

For more information, see Chapter 5, “Working with Directories.”

Stopping or Canceling a Command

You can temporarily stop the output of a command by pressing CTRL+S or PAUSE.
Press any key except PAUSE to restart the output of the command. You can stop
and restart the output of a command as many times as you want.

If you want to stop MS-DOS from completing a command, press CTRL+BREAK
or CTRL+C. Your command is canceled, and the command prompt appears.

NOTE Any action MS-DOS carries out before you press CTRL+BREAK OF CTRL+C cannot be
undone.

Designating a Disk Drive

The current drive appears as the first letter of the command prompt. On most
systems, if the letter is A or B, one of the floppy disk drives is the current drive.
If the letter is C, the hard disk drive is current. Some systems have additional
drives as well.

If the files or directories you want to work with are on a disk in the current drive,
you do not need to specify the drive. If the files or directories are not located on
the current drive, you can either specify the drive as part of a command or change
the current drive.
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To change the current drive, type the letter of the drive followed by a colon.
For example, to change the current drive from C to A, type the following:

a:

To specify another drive, include the drive letter with the command. For example,
suppose the current drive is C. To view a list of files on a disk in drive A, type a
followed by a colon as a parameter in the dir command:

dir a:

Internal and External Commands

MS-DOS loads some commands into memory when you start your system.
These internal commands are in a file called COMMAND.COM. Some internal
commands are dir, del, date, and time.

MS-DOS stores external commands in files on a disk and transfers them from
disk to memory as you use them. Two external commands are chkdsk and
format. If you set up MS-DOS version 5.0 on a system with a hard disk and
you use the default directory, the external-command files are placed in the \DOS
directory. If you move the files, indicate their new location by using the path
command. For information about this command, see Chapter 5, “Working with
Directories” or Chapter 14, “Commands.”

To determine whether a specific command is internal or external, see Chapter 14,
“Commands.”

Getting Help with a Command

Online Help is available for ali MS-DOS commands. Help describes the purpose
of the command you specify and provides a summary of its parameters and
switches. To use Help, type the command name followed by the /? switch, or
type help followed by the command name.
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For example, to use Help for the del command, you could type this:
del /?

Or you could type the following, with the same result:
help del

MS-DOS displays the following Help on the del command:

Deletes one or more files.

DEL pathname [/P]
ERASE pathname [/P]

pathname File(s) to delete. Specify multiple files by using
wildcards.
/P Prompt before deleting each file.

If you type help without a command name, MS-DOS displays a list of all
MS-DOS commands and their purpose.
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MS-DO0S Shell Basics

Starting

Through the use of color and graphics, MS-DOS Shell offers a visual way of
working with MS-DOS. Information is set up in different areas on your screen,
making it easy to find. For example, when you first run MS-DOS Shell, the
following information is displayed on your screen:

¢ The disk drives available on your system

e The directory structure or tree for the current disk drive

e A list of files in the current directory

e A list of programs that you can run

You can use MS-DOS Shell to perform many of the same file-management and
disk-maintenance tasks that you perform from the command line. For example,
you can use the commands on the File menu to create directories, copy files,
and view the contents of a file. You can use the Disk Utilities group to perform

disk-maintenance tasks, such as formatting and copying disks. You can also use
MS-DOS Shell to organize and start programs, and to switch between them.

MS-DOS Shell

If MS-DOS Shell was set up to run whenever you start your system, MS-DOS
Shell appears on your screen when you start MS-DOS version 5.0. If the
command prompt appears instead, you can start MS-DOS Shell from there.

To start MS-DOS Shell from a hard disk:

m At the command prompt, type dosshell, and then press ENTER.
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P> To start MS-DOS Shell from a floppy disk:

1. Start MS-DOS from your startup disk.

2. When the command prompt appears, insert in drive A the floppy disk that

contains the MS-DOS Shell program file.
3. Type dosshell, and then press ENTER.

WARNING If you start a terminate-and-stay-resident (TSR) program before starting
MS-DOS Shell, do not quit the TSR program by using its exit procedure while you are still in
MS-DOS Shell. Instead, you must first leave MS-DOS Shell and then quit the TSR program.

The MS-DOS Shell Window

When you first start MS-DOS Shell, your screen is divided into different areas,

as follows:
Area title Scroll bar
Drive icons l_ Menu bar [ I_ Selection cursor

File Options| View Help
C:N\
Nia:1  [B:]

Directory Tree

-1 3§ AUTOEXEC . BAT

[+1 ART AUTOEXEC . OLD

[ 1D0S COMMAND .COM

[+1 EXPENSE CONFIG .OLD

l |-L 1 MEETING CONFIG .S5YS

q [ 1 PROSE MOUSE  .SY¥S
/ [+1 SPREADSH WINAZO .386

[+]1 STATUS

11-29-9011
11-29-90
11-28-90
11-29-90
11-29-90
11-07-90
11-28-90

onmand Prompt|
Editor

MS-DOS QBasic
,y [Disk Utilitiesl

F10=Actions Shift+F9=Commnand Prompt

Program-list area [ Status bar L File-list area

L Directory-tree area

28

L Mouse pointer
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The following elements are part of the MS-DOS Shell window:

e The title bar displays MS-DOS Shell.

e The menu bar lists the names of the available menus. When you select a
menu, it displays a list of commands you can choose from.

o There is an area for each of the following: drive icons, a directory tree, a
program list, a file list, and an Active Task List. (The Active Task List is
illustrated and described in more detail later in this section.)

e The selection cursor shows you which item has been selected.

¢ Scroll bars move part of a list into view when the entire list won’t fit in
an area.

e The status bar displays shortcut keys, messages from MS-DOS Shell, and
the current time.

® The mouse pointer appears if you have a mouse installed.

Areas in the MS-DOS Shell Window

The MS-DOS Shell window is divided into areas. Each area displays different
information. By using the commands on the View menu, you can choose which
areas you want displayed. When you start MS-DOS Shell, the following areas
appear on your screen by default: drive icons, the directory tree for the current
drive, a list of files in the current directory, and the program list displaying the
Main group. You can also display the Active Task List, a list of programs that
you have started.

Drive Icons

The drive icons represent each available disk drive on your computer. By
selecting a drive icon, you make that drive the current drive.

The Directory Tree

The directory-tree area shows the structure of the directories on the current
disk drive. When you select a drive icon, the information in the directory-tree
area changes to reflect the directory structure on that drive.
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30

Whenever the directory-tree area, file-list area, or a drive icon is selected, the
Tree menu appears in the menu bar. By using the commands on the Tree menu,
you can choose the level of the directory structure that you want to view. For
example, you could choose to view only the directories under the root directory,
or all the directories and subdirectories on the current drive.

The File List

The area next to the directory tree shows a list of files in the current directory.
The current directory is the one that is selected in the directory tree. When you
select another directory from the directory tree, the title bar of the file-list area
changes to reflect the path of the selected directory, and the files in the selected
directory appear in the file-list area.

By using commands on the Options menu, you can specify how you want the
files in the file list displayed. For example, you can use the File Display Options
command to choose which files you want displayed and the order in which you
want them to appear.

The Program List

If Program/File Lists is selected on the View menu, you will see the program list
below the directory tree and the file list. By default, the Main group is displayed
in the program list. The Main group includes two programs that you can start
directly from MS-DOS Shell: Editor starts MS-DOS Editor, a text editor for
creating text files (such as batch programs) or for modifying existing files

(such as your CONFIG.SYS file); MS-DOS QBasic is an interpreter that you
can use to write Basic programs.

The Main group also includes Command Prompt. When you choose Command
Prompt, you leave MS-DOS Shell and go to the MS-DOS command line. For
more information about using the command line, see Chapter 2, “Command-Line
Basics.”

The Disk Utilities group also is in the Main group. The Disk Utilities group
includes several programs you can use to maintain your disks. To view these
programs, open the Disk Utilities group. For more information about starting
programs and opening groups, see ‘“Working with Programs” later in this chapter.
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The Active Task List

The Active Task List area appears in the MS-DOS Shell window when you

enable Task Swapper.

File Options View Help
C:N\

[A:1 [B:]

Directory Tree

ART
[ 1 DOS
[+] EXPENSE
[ 1 MEETING
[ 1 PROSE
[+} SPREADSH
[+]1 STATUS

MS-DOS Shell

AUTOEXEC . BAT
AUTOEXEC.OLD

COMMAND .COM
CONFIG .OLD
CONFIG .SYS
MOUSE  .3¥S
WINAZO .386

609  11-29-90|
598 11-23-90
146,246 11-28-90
289 11-29-90
294 11-29-90
34,581 11-07-90
9,349 11-28-90

Command Prompt
Editor

M3-DOS QBasic
[Disk Utilities]
Prosellare

=

Active Task List

Proselare

E31S-D0S (Basic

F10=Actions Shift+FI=Comnmand Prom:

L Selection arrow

| List of active programs

To enable Task Swapper, you use the Enable Task Swapper command on the
Options menu. Any programs you start after enabling Task Swapper appear in the
Active Task List. You switch to a program by selecting it from the list. For more
information about enabling Task Swapper and switching between programs, see

“Switching Between Programs” later in this chapter.

Selecting an Area

Before you can work in an area in MS-DOS Shell, you need to select it. If you
have a color monitor, the title bar of the selected area changes color. If you have
a monochrome monitor, the selected area contains a small arrow to the left of an

item in the area.
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P> To select an area:

Mouse m Click the area you want to select.

The selection cursor or arrow marks the currently selected drive, directory,
file, group, or program.

Keyboard wm Press TAB to move among areas until you reach the area you want to select.
To reverse direction, press SHIFT+TAB.

After you move to an area, the selection cursor or arrow marks the currently
selected drive, directory, file, group, or program.

Working with Menus

Menus are lists of commands. Menu names appear in the menu bar along the
top of the MS-DOS Shell window.

Selecting and Canceling a Menu

MS-DOS Shell has the following menus to choose from: File, Options, View,
Tree, and Help.

P> To select a menu:

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

Keyboard 1. To select the menu bar, press ALT or F10.

2. To select and open the menu you want, press the LEFT ARROW or RIGHT
ARROW key, and then press ENTER.

Or type the highlighted letter of the menu name..

After you select a menu, you can select another by using the RIGHT ARROW
or LEFT ARROW key.
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p> To cancel a menu:

Mouse m Click the menu name or anywhere outside the menu.

Keyboard wm To cancel the menu, press ESC.

Or if you want to select another menu, you can move to it by using the RIGHT
ARROW or LEFT ARROW key.

Choosing Commands

You use the commands on menus to specify various tasks you want MS-DOS
to carry out. For example, you use some commands to assign characteristics to
programs. Some commands perform tasks directly; others require you to make
additional choices.

The following conventions are used in MS-DOS Shell:

Convention Description

Dimmed (or not The command is unavailable at this time. You might
visible) command need to select an item before you can use this command;
name or it might not be available for the task you are currently

performing. If you are using the Monochrome—2 Colors
or Reverse color scheme, these commands are not visible.

Ellipsis (...) after A dialog box appears when the command is chosen,

a command name asking for information needed to carry out the command.
Diamond (¢) The command is active. This convention is used for

next to a com- commands that switch between one state and another.
mand name

Key combination A key combination is a shortcut for the command. Use
after a command the key combination to choose the menu command
name without first opening the menu.
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Elipses

Unavailable command
[
Tpen |
[R I P ljile Display Options...
Igrint Select jrross Directories
jssociate. ..
Searc]. .. snable Task Swapper
Jiew File Contents F9 Wisplay. ..
Cilors. ..
ve... F?
py. .. F8
lelete. .. Del .
Reflame. .. Diamond

Chanfe Attributes...
Create Directory...

Jelect All
Deseflect All

EQit Alt+F4
.

l_ Key combination

In the File menu just shown, note that some commands have keynames or key
combinations next to their names and several have ellipses (...). In the Options
menu just shown, note that one command has a diamond (#) next to it, and one
command is not visible.

P> To choose a command from a selected menu:

Mouse m Click the name of the command.

Keyboard wm Type the highlighted letter in the command name.

Or use the UP ARROW or DOWN ARROW key to move the selection cursor to
the command you want, and then press ENTER.

Working with Dialog Boxes

MS-DOS Shell uses dialog boxes to request information it needs to carry out a
command.

When you choose a command that is followed by an ellipsis, a dialog box appears.
For example, if you choose Run from the File menu, MS-DOS Shell displays

the Run dialog box. In the dialog box, you supply the path and filename of the
program you want to run. The Run dialog box is shown here:
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Command Line . . [---

Most dialog boxes contain check boxes, list boxes, option buttons, text boxes, or

a combination of these. Each one provides MS-DOS with information necessary

to carry out a task or to configure the MS-DOS Shell according to your specifica-
tions. After you supply the information, you choose a command button to carry out
the command. To close a dialog box without carrying out the command, press ESC
or choose the Cancel button.

The following list shows the types of options found in a dialog box:

Check box

List box
Option buttons

Text box

Select as many of the boxes as you like. A selected check
box contains an X.

Select one from a list of choices.

Select one from a list of options. You can only select one
option at a time. The selected option button contains a dot.

Type text in the box that has a cursor in it.

Moving Within Dialog Boxes

You may need to move within a dialog box to provide MS-DOS with the

information it needs.

P> To move within a dialog box:

Mouse m Click the area that you want to move to.

Keyboard 1. To move forward (generally from left to right or from top to bottom), press
TAB; to move in the opposite direction, press SHIFT+TAB.

2. Within a list box,

check box, or group of option buttons, use the arrow keys

to move among the options.

Choosing a Command Button

A command button carries out an immediate action. In the Search File dialog box,
for example, the OK button carries out the search command, and the Cancel button

35



MS-DOS User’s Guide and Reference

cancels the search command. Some dialog boxes have a button labeled Advanced,
which, when chosen, opens a dialog box used for advanced features. Sometimes
there is a Help command button that you can use to get additional information
about the dialog box. The Help button in the Search File dialog box is an example.
For more information about Help, see “Getting Help” later in this chapter.

— T

Current Directory is C:\
Search for. . (EHR---------- 1

[X1 Search entire disk

[ 0x N Cancer B el

p To choose a command button:

Mouse m Click the command button.

Keyhoard 1. To move to the command button you want, press TAB.
The currently selected command contains an underscore.

2. To carry out the command, press the SPACEBAR or ENTER.

Typing Text in a Text Box

Sometimes you are required to type text in a box within a dialog box, as in the
following Copy File dialog box:

From:  [WKISTAT.TXT - ----ocvvevvnnnnnns 1
To:  COSEEURWRY oo 1

oI concel B el
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The selection cursor indicates where you can start typing. If the box already
contains text, any text you type replaces it. However, you can also use the LEFT
ARROW and RIGHT ARROW keys to place the cursor anywhere in the text, and
insert or delete text at that point.

Selecting an Item from a List Box

Some dialog boxes display a list box. For example, if you choose the Display
command from the Options menu, the following Screen Display Mode dialog
box appears. If there are more choices than can fit in the dialog box at one time,
you can use the scroll bars or the UP ARROW and DOWN ARROW keys to move
through the list. For information about scrolling, see “Using Scroll Bars” later
in this chapter.

Screen Display Mode

Text (25 lines)
Low Resolution
High Resolution 1
High Resolution 2
Low Resolution

Current Mode:

B Text 25 lines
Text 43 lives
lines
lines

Text 50
Graphics 25

To select an item from a list box:

Mouse

Keyboard

1. Click the scroll arrows until the item you want appears in the box.

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

1. Use the UP ARROW or DOWN ARROW key to scroll to the item you want.

Or type the first letter of the item you want. The selection cursor moves to
the first item that starts with that letter. If an item is preceded by a number,
you can type the number to move the cursor to that item.

2. To choose the item and complete the command, press ENTER.

To change your selection, select a different item before choosing the command
button.
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Selecting an Option Button or a Check Box

If a dialog box contains a list of option buttons, you can select only one of them.
The selected item contains a dot. In the following example, the option button
Name is selected.

File Display Options

Name : 1 . R 1
Sort by
[ 1 Display hiddenssystem files (+) Name
( ) Extension
C ) Date
[ 1 Descending order () Size
C ) DiskOrder

0k T Corcel I el |

If a dialog box contains a list of check boxes, you can select more than one of
them at a time. The selected boxes contain an X. In the following dialog box,
all three check boxes are selected.

IR C0"{ TNt ion ea——

[X1 Confirm on Delete
[X1 Confirm on Replace
[X1 Conf irm on Mouse Operation

P> To select or cancel an option button:

Mouse m Click the option button you want. To cancel a selection, click a different
button.
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Keyboard 1. To move to the area you want, press TAB.

2. Use the arrow keys to select an option button. A dot appears when the
option button is selected. To cancel a selection, select a different button.

P> To select or cancel a check box:

Mouse m Click the check box you want. To cancel a selection, click it again.

Keyboard 1. To move to the area you want, press TAB.
2. Use the arrow keys to move to the check box you want to select.

3. Press the SPACEBAR to select the box. To cancel the selection, press the
SPACEBAR again.

Closing a Dialog Box

When you choose the appropriate command button (or press ENTER), the
dialog box closes and the command takes effect.

P> To close a dialog box without completing a command:

m Choose the Cancel button, or press ESC.

Using Scroll Bars

Some areas of the MS-DOS Shell window and some dialog boxes contain scroll
bars. If there is more information than can fit in an area or list, a scroll box appears
within the scroll bar. The size of the scroll box tells you how much of the available
information you can currently see. A small scroll box tells you that you are seeing
only a small portion of what is available. A large scroll box tells you that you are
seeing most of what is available. When there is no scroll box, there is no additional
information to be seen. You can drag the scroll box up or down to scroll through
all the information in a list or area. You can also use the scroll arrows to scroll
through the information.
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Scroll box

[

tA:1 [B:]

MS-DOS Shell

File Options View Tree Help
C:\DOS

Scroll
Directory Tree C:\DOSN*. % arrows
[+]1 ART [>066D05C . BAT 19  11-21-90fj1{
Ed e | 25¢DOSCH.BAT 8 11-26-90
[ 1 EXPENSE 30D3D0OSC.BAT 8 11-21-90
[ 1 MEETING 3481D0SC.BAT 8 11-21-90 Scroll
[ 1 PROSE 4201 .CPI 6,404 11-20-90 bar
[ 1 SPREADSH 4208 .CPI 720 11-20-90
[-1 STATUS 5202 .CP1 370 11-20-90 |

681FDOSC.BAT 8 11-21-90 [l

Command Prompt
Editor
MS-DOS QBasic

[Disk Utilities]

F10=Actions Shift+F9=Command Prompt

P> To scroll through information displayed in a selected area or dialog box:

Mouse =

Keyboard m

Drag the scroll box up or down, until the area you want to work with
comes into view.

You can also use the following techniques to scroll:

To scroll one line Click one of the scroll arrows.

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

Press the arrow key that points in the direction you want to scroll.
You can also use the following keys to scroll:

PAGE UP or PAGE DOWN Scrolls up or down one window
HOME or CTRL+HOME Scrolls to the beginning of the list
END or CTRL+END Scrolls to the end of the list
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Changing Views

When you first run MS-DOS Shell, directories, filenames, and program groups are
displayed. A program group is a collection of programs that can have information
associated with them, such as startup commands or passwords. Programs listed in
a program group are referred to as program items. For more information about
program groups and items, see “Working with Programs” later in this chapter.

You can view your directories, files, and programs in several ways. You can
configure MS-DOS Shell to show:

Directories and files on a disk.
Directories and files on two disks.
Files in a selected directory and information about the files.

Directories and files on a disk, in addition to program groups and items.
(MS-DOS Shell presents information this way by default.)

Program groups and items only.

P> To view lists of directories and files on a single disk:

1.
2.

Select the drive that contains the disk you want to view.

From the View menu, choose Single File List.

MS-DOS Shell displays a directory tree in the left part of the window.

The directory tree shows you the overall organization of directories and
subdirectories on the selected disk drive. Directories branch out from the
root directory. The root directory on a hard disk is generally C:\. In the right
part of the window, MS-DOS Shell displays a list of files in the currently
selected directory.

P> To view lists of directories and files on two disks:

1.

From the View menu, choose Dual File Lists.

The window splits into two areas. The directory tree of the disk in the
currently selected drive and the filenames in the currently selected directory
are displayed in both areas. In other words, the two areas contain the same
information at this point.
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2. From one of the two groups of drive icons, select the drive that contains the
second disk you want to view.

In one area, MS-DOS Shell displays a list of directories and files on the second
disk, and in the other area, it displays a list of directories and files on the first
disk you selected.

P> To view a list of all files on a drive:

1. Select the drive that contains the filenames you want to view.

2. From the View menu, choose All Files.

MS-DOS Shell displays a list of all filenames on the drive and supplies
information about the currently selected file. For more information about
files, see Chapter 4, “Working with Files.”

P> To view both programs and filenames:

1. Select the drive containing the filenames you want to view.

2. From the View menu, choose Program/File Lists.

P To view only program groups and items:

m From the View menu, choose Program List.

Working with Files and Directories

MS-DOS Shell is an efficient tool for organizing and working with files and
directories. It displays a list of your directories, subdirectories, and files.

This section introduces the basic procedures for working with files. For more
information about using MS-DOS Shell to work with files and directories, see
Part 2, “Working with MS-DOS.”

42



Chapter 3 MS-DOS Shell Basics

Selecting a Disk Drive

>

When you start MS-DOS Shell, it displays a list of the directories and files on the
current drive. To work with directories and files on a different drive, you need

to change the current drive. MS-DOS Shell displays the message “Reading Disk
Information” while it is reading the contents of the disk.

To change the current drive:

Mouse

Keyboard

m Click the appropriate drive icon.

Press TAB until one of the drive icons is selected.

—_

2. Use the LEFT ARROW or RIGHT ARROW key to move the selection cursor to
the drive icon you want.

Or press and hold down the CTRL key while you type the letter of the drive. .
3. Press the SPACEBAR if you are selecting the drive for the first time.

To update disk information:

Mouse

Keyboard

m Double-click the appropriate drive icon.
Or from the View menu, choose the Refresh command.

1. Select the drive containing the disk you want MS-DOS Shell to read again.

2. Press ENTER.
Or press Fs.

Changing Directories

The current directory appears highlighted in the directory tree. Only one
directory can be current at a time.
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Current directory

File Options View Tree Help
C:\ART
A:1 [B:1 [{sEN]

Directory Tree

|-+
[ 1D0S

[+1 EXPENSE
[ 1 MEETING
[ 1 PROSE
[+1 SPREADSH
[+]1 STATUS

MS-DOS Shell

CINARTA=, =
BARGRAPH . ART 18
MAPZHOME . TXT 13
NEWSLETR.ART 18
PIECHART .ART 18

11-26-950}1
11-26-90
11-26-90
11-26-90

Editor
MS-DOS QBasic
[Disk Utilities]

Command Prompt H

F10=Actions

Shift+F9=Command Pronpt

P> To change the current directory:

Mouse m Click the name of the directory you want to make current.

Keyboard wm Use the following keys to select a directory:

PAGE UP or PAGE DOWN

UP ARROW or DOWN ARROW
HOME

END

The first letter of the
directory name
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Scrolls up or down one window

Scrolls up or down, one directory at a time
Selects the root directory

Selects the last directory in the list

Selects a directory name beginning with
the letter you typed
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Expanding a Directory

When you start MS-DOS Shell, first-level directories on the current disk are
displayed. You can use commands in the Tree menu to control the amount of
directory information that is displayed. The Tree menu appears when you have
selected a directory tree, file list, or drive icon.

In the following illustration, two directory names have a plus sign (+). A plus sign
indicates that the directory has one or more subdirectories.

- Expandable directories

MS-DOS Shell
File Options View Tree Help
C:N\ART
N [A:1 [B:1 [{of)]

Directory Tree CINARTN, =

MAPZHOME . ART 11-26-90
NEWSLETR.ART 18 11-26-90
PIECHART .ART 11-26-90

L\ L 1 bos
$ [ 1 EXPENSE
[ 1 MEETING
[ 1 PROSE
1 SPREADSH
[+1 STATUS

Command Prompt
Editor
MS-DOS (Basic

[Disk Utilitiesl

F10=Actions Shift+F9=Command Prompt

You can click the plus sign to view subdirectories. This is called expanding
a directory. You can expand an entire branch, a single level of the branch, or
all branches. When you expand a directory, the plus sign changes to a minus
sign (-).
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P> To expand one level of a directory:

Mouse m Click the plus sign (+) next to the name of the directory you want to expand.

Keyboard 1. Use the UP ARROW or DOWN ARROW key to select the directory you want
to expand.

2. From the Tree menu, choose Expand One Level.
Or press the PLUS (+) key.

P> To view all branches of a directory:

1. Select the directory you want to expand.

2. From the Tree menu, choose Expand Branch.
Or press the ASTERISK (*) key.

P> To view all directory levels in a directory tree:

m From the Tree menu, choose Expand All.
Or press CTRL+ASTERISK (*).

Collapsing a Directory

When you finish viewing subdirectories, you can collapse the directory so only
the first-level directory name is displayed. A minus sign (-) beside a directory
name indicates that you can collapse the directory tree. All directories except
the root directory are collapsed when you start MS-DOS Shell.

P> To collapse a directory:

Mouse m Click the minus sign (—) next to the name of the directory you want to
collapse.

Keyboard 1. Use the UP ARROW or DOWN ARROW key to select the directory you want
to collapse.

2. From the Tree menu, choose Collapse Branch.
Or press the MINUS (-) key.
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Collapsible directory

MS-DOS Shell

File Options View Tree Help
C:NART

[A:1 IB:1

Directory Tree

LCINARTN. %
[BARGRAPH . ART 18  11-26-90[1|
MAPZHOME . ART 18 11-26-90
NEWSLETR.ART 18 11-26-90
PIECHART .ART 11-26-90

~1 T
{ 1 HOME
[ 1 SCHOOL
[ 1 WORK

[ 1D0S

[ 1 EXPENSE
[ 1 MEETING

Command Prompt
Editor
MS-DOS QBasic

[Disk Utilities]

F10=Actions Shift+FI=Command Prompt

Updating a Directory

If you leave MS-DOS Shell temporarily and make changes to files in a directory,
the changes will not be displayed in the MS-DOS Shell file-list area until you
update the directory.

P> To update a directory:

1. Select the directory that you want to update.
2. Press CTRL+FS.

For information about leaving MS-DOS Shell, see “Leaving MS-DOS Shell”
later in this chapter.

Changing How File Information Is Displayed

You can control how MS-DOS Shell displays information about files by using
the File Display Options command on the Options menu. When you {first run
MS-DOS Shell, all files in the current directory (except hidden and system files)
are listed. Files are listed alphabetically.
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P> To view a specific file:

1. From the Options menu, choose File Display Options.
The File Display Options dialog box appears.

File Display Options

Name : [ . 1
Sort by:
[ 1 Display hiddenssystem files (+) Name
( ) Extension
( ) Date
[ 1 Descending order () Size
(

) DiskOrder

2. In the Name box, specify the filename or extension of the type of file you want
to view. Use MS-DOS file-naming conventions, including wildcards. For infor-
mation about specifying filenames, see Chapter 4, “Working with Files.”

3. Choose the OK button.

P> To view hidden and system files:

1. From the Options menu, choose File Display Options.
The File Display Options dialog box appears.

2. Select Display Hidden/System Files.
3. Choose the OK button.

P> To change the way a file list is sorted:

1. From the Options menu, choose File Display Options.
The File Display Options dialog box appears.

2. Select one of the Sort By options.
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You can select one of the following options:

Name Sorts by filename, in alphabetic order

Extension Sorts by extension, then by filename prefix, in
alphabetic order

Date Sorts by the date the file was last modified, with

the most recently modified file listed last
Size Sorts by file size, from the smallest to largest
DiskOrder Sorts by the order that files are put on the disk

3. Choose the OK button.

P> To reverse the order of sorting:

1. From the Options menu, choose File Display Options.
The File Display Options dialog box appears.

2. Select Descending Order.
3. Choose the OK button.

Selecting Files

Before you can work with a file, you must select it.

P> To select afile in a directory:

Mouse m Click the name of the file.

Keyboard wm Use the following keys to select files:

UP ARROW or DOWN ARROW Selects a file listed above or
below the current file

HOME Selects the first file in the list

END Selects the last file in the list

The first letter of a filename Selects the first file that starts
with that letter
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Extending a Selection

Within a directory, you can select more than one file at a time. Selecting more
than one file is called extending a selection. You can select several files and copy
them to another directory. The files can be in sequence or scattered throughout
the file list.

P> To select two or more files that are in sequence:

Mouse 1. Click the name of the first file you want to select.

2. Press and hold down SHIFT while you click the name of the last file you want
to select.

M5-DOS Shell

File Options View Tree Help
C:N\ART
[A:1 [B:1 [{ofN]

CINARTN= . =
ENBARGRAPH . ART 18 11-26-S0ft
| APZHOME . ART 18 11-26-90|
|@NEWSLETR . ART
|@P IECHART .ART

Directory Tree

[-1 C:N\
+1 JH
[ 1 DOS
[ 1 EXPENSE
[ 1 MEETING
[ 1 PROSE
[ 1 SPREADSH
[-1 STATUS

Command Prompt
Editor
MS-DOS Q(Basic

[Disk Utilities]

F10=Actions Shift+F9=Command Prompt

Keyboard 1. Use the UP ARROW or DOWN ARROW key to move to the name of the
first file you want to select.

2. Press and hold down SHIFT while you use the arrow keys to select the
remaining filenames in the group.
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P> To select two or more files that are not in sequence:

Mouse wm Press and hold down CTRL while you click the name of each file you

want to select.

MS-DOS Shell

File Options View Tree Help
C:\ART
[A:1 [B:1 [{f]

CINART\» . =

Directory Tree

[-1 C:\ 18 11-26-90pt
[+] E MAPZHOME .ART 18 11-26-90
[ 1005 -
[ 1 EXPENSE i PIECHART .ART 18 11-26-90
[ 1 MEETING
[ 1 PROSE
[ 1 SPREADSH
[-1 STATUS

Command Prompt H
Editor

MS-DOS QBasic
[Disk Utilities]

F10=Actions Shift+F9=Command Prompt

Keyboard 1. Select the file list.

2. Select the name of the first file in the group.

3. Press SHIFT+FS.
The word “Add” appears in the status bar.

4. Use the UP ARROW or DOWN ARROW key to move to the name of the second

file you want to select.

5. Press the SPACEBAR to select the name of the second file you want to select.

6. Repeat steps 4 and 5 for each file you want to select.
7. Press SHIFT+F8 when you have finished extending your selection.
“Add” disappears from the status bar.
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P> To select more than one group of files:

Mouse

Keyboard

1. To select the first group of files, click the name of the first file, and then press
and hold down SHIFT while you click the last filename in the group.

2. To select the next group of files, press and hold down CTRL while you click
the first filename in the next group. Then press and hold down CTRL+SHIFT
while you click the last filename in the group.

—

To select the first group of files, press and hold down SHIFT while you use the
UP ARROW or DOWN ARROW key to move from the first to the last filename in
the group.

2. Press SHIFT+F8.

The word “Add” appears in the status bar.
3. Press the arrow keys to move to the first filename in the next group.
4. Press the SPACEBAR to select the name of the first file.

5. Press and hold down SHIFT while you use the arrow keys to select the names
of the remaining files in the group.

6. Press SHIFT+F8 when you have finished extending your selection.
“Add” disappears from the status bar.

To select files in different directories:

1. From the Options menu, choose Select Across Directories.
A diamond (#) appears next to the command name.

2. Follow the instructions earlier in this chapter describing how to select two
or more files that are not in sequence.

WARNING Because MS-DOS displays only the names of files in the current directory,
you won't be able to see all of the filenames you have selected. Use caution when Select
Across Directories is in effect, because you may inadvertently delete identically named
files in different directories.

To select all files:

m From the File menu, choose Select All.
Or press CTRL+SLASH (/).
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Canceling a Selection

You can cancel one or all of the selections you have made.

P> To cancel a selection:

m Select a different item.

P> To cancel a single selection from an extended selection:

Mouse

Keyboard

m Press and hold down CTRL while you click the selected item.

1. Press SHIFT+F8.
The word “Add” appears in the status bar.

2. Use the UP ARROW or DOWN ARROW key to move to the selected item.
3. Press the SPACEBAR.

4. Press SHIFT+F8 to cancel the selection mode.
“Add” disappears from the status bar.

P> To cancel all selections except the first selected file:

m From the File menu, choose Deselect All.
Or press CTRL+BACKSLASH (\).

Working with Programs

One of the major features of MS-DOS Shell is its ability to run two or more
programs at one time. When you run programs at the same time, they use your
system resources in different ways, depending on how your system is set up.
For information about how you can set up your system to run programs most
efficiently, see Chapter 12, “Optimizing Your System.”

MS-DOS Shell is also a tool for organizing your programs into groups of program
items. When you add a program to a group, you can specify information that the
program will use each time you start the program. For example, the program file
EDIT.COM has a name (MS-DOS Editor) and a startup command associated with
it. For information about creating program items, see Chapter 8, “Customizing
MS-DOS Shell.”
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Viewing a Program Group

>

The Main group is the program group displayed in the program list the first time
you start MS-DOS Shell. For information about the program list, see “Areas in the
MS-DOS Shell Window” earlier in this chapter.

The Main group contains the following program items: Command Prompt, Editor,
and MS-DOS QBasic. The Main group also contains a program group called Disk
Utilities.

For you to view the items in a group, the group must be open. For example, to
view the items in the Disk Ultilities group, you must first open it.

To open a program group:

Mouse

Keyboard

m Double-click the group name.

m Use the UP ARROW or DOWN ARROW key to select the group you want to
open, and then press ENTER.

You close one group by opening another group.

Starting a Program

54

There are four ways to start a program:

¢ From a program group, choose a program item.
¢ From a file list, choose a program file or a file associated with that program.

¢ From the File menu, choose the Run command and type the name of the
program file.

® From the Main group, choose Command Prompt and type the name of the
program file. For information about working at the command prompt, see
Chapter 2, “Command-Line Basics.”

Starting a Program from a Program Group

If a program is listed in a group displayed in the program list, the easiest way
to run the program is to choose it from the list.
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P> To start a program from a program group:

Mouse

Keyboard

1.
2.

—

Open the group that contains the program you want to start.

Double-click the name of the program.

. Open the group that contains the program you want to start.

. Use the UP ARROW or DOWN ARROW key to select the program.

3. From the File menu, choose Open.

Or press ENTER.

Starting a Program from the File List

You can start a program from the file list by choosing the program file from
the file list. Program files have a .COM, .EXE, or .BAT extension.

To start a program from the file list:

Mouse

Keyboard

1.
2.

[

Select the directory that contains the program you want to start.

In the file list, double-click the name of the program file.

Press TAB to select the directory-tree area.

Use the UP ARROW or DOWN ARROW key to select the directory that contains
the name of the program you want to start.

3. Press TAB to select the file-list area.

Use the UP ARROW or DOWN ARROW key to select the name of the program file.

5. From the File menu, choose Open.

Or press ENTER.

Starting a Program by Using the Run Command

You can also start a program by using the Run command. Unless the file is in the
current directory, you must know the directory location and name of the file before
you can start the program. For example, if the program is Microsoft Word, the file
that starts it is WORD.EXE. This file typically is in the CAWORD directory. You
would type c:\word\word.exe in the Run dialog box.
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P> To start a program by using the Run command:

1. From the File menu, choose Run.
The Run dialog box appears.

Command Line . . [-------- - 1

2. Type the path and name of the program file.
3. Choose the OK button.

Switching Between Programs

You can run more than one program at a time and easily switch between them
by enabling Task Swapper.

P> To enable Task Swapper:

m From the Options menu, choose Enable Task Swapper.

A diamond (#) appears next to the command name, and the Active Task List
appears.

The Active Task List displays the names of programs that you start after enabling
Task Swapper. Once you quit a program, its name no longer appears on the Active
Task List.

CAUTION Some mainframe terminal-emulation programs do not run correctly with Task
Swapper. Using them with Task Swapper may cause your system to be disconnected from
your mainframe session and cause data to be lost.

To run multiple programs:

1. Start the the first program by double-clicking its program file in the file list or
program list.

Or press the UP ARROW or DOWN ARROW key to select the program name, and
then press ENTER.
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The program appears on your screen.
2. Press CTRL+ESC to return to MS-DOS Shell.
The name of the program you have just started appears on the Active Task List.

3. Start another program.

The second program appears on your screen even though you have not quit
the first one.

P> To add a program to the Active Task List:

1. From the file list or program list, select the program file you want to add to
the Active Task List.

2. Press and hold down SHIFT, and double-click the name of the program.
Or press SHIFT+ENTER.

P> To switch to another program from MS-DOS Shell:

m Double-click the program’s name on the Active Task List.
Or press the arrow keys to select the program you want, and then press ENTER.

P> To cycle through programs in the Active Task List from MS-DOS Shell:

¢ Press and hold down ALT while pressing TAB. The first program in the Active
Task List appears on your screen. If you want to switch to a program further
down the Active Task List, do not release ALT—simply continue pressing TAB.
After the first program appears, only the names of subsequent programs appear
at the top of your screen. To select a program, release ALT.

® Press and hold down ALT while pressing TAB. The name of the next program
in the Active Task List appears at the top of your screen. To switch to another
program, do not release ALT—simply continue pressing TAB until the name of
the program you want appears. To select the program, release ALT.

P> To switch to MS-DOS Shell from any program:

¢ Press CTRL+ESC.
¢ Or hold down ALT while pressing TAB repeatedly until the words

“MS-DOS Shell” appear at the top of your screen. To return to MS-DOS
Shell, release ALT.
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Quitting a Program

If Task Swapper is enabled, you can have more than one program running at
a time. The programs you have started are listed in the Active Task List. To
remove a program from the Active Task List, you must quit the program.

P> To quit a program listed in the Active Task List:

1. From MS-DOS Shell, switch to the program you want to quit.

2. Use the program’s exit command to quit the program.

(If you are running Command Prompt, type exit at the prompt and press
ENTER. MS-DOS returns you to MS-DOS Shell.)

P> To quit a program that locks up:

1. Switch to MS-DOS Shell.
2. From the Active Task List, select the program you want to quit.

3. From the File menu, choose Delete.
Or press DEL.

NOTE A program that fails can affect the stability of MS-DOS version 5.0, so you
should leave MS-DOS Shell and restart your system after quitting the program.

Associating Files with a Program
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If you have a set of files that you often use with a particular program, you can
save time by associating the files with the program. Then, when you open an
associated file, the program starts with those files loaded.

For example, suppose you use WordPerfect. If you use .WP extensions for
your WordPerfect documents, you can associate all .WP filenames with the
WordPerfect program file. Then, whenever you open a .WP file, MS-DOS
starts WordPerfect and loads that .WP file into the WordPerfect workspace.

The number of extensions you can associate with a program can vary but cannot
exceed 79 characters, including spaces. You do not have to type the period that
appears before the extension. However, you can associate an extension with only
one program at a time. For example, you cannot associate the extension . WP with
WordPerfect and another text-editing program at the same time.
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NOTE You can only associate files with a program if the program accepts filenames
with the specified extensions at the command prompt.

To associate files with a program:

1.

Select the directory that contains the program you want to associate with a
type of file.

From the file list, select the program’s program file.

3. From the File menu, choose Associate.

fissociate File

The Associate File dialog box appears.

Filename . . DEBUG.EXE 1 of 1

Extensions. . 1

In the Extensions box, type the filename extension that you want to associate
with the selected program. It is not necessary to type the period that appears
before the extension. (You can specify more than one extension by separating
each with a space.)

Choose the OK button.

You can also associate programs and files by first selecting a file, and then
specifying the program name.

To run an associated file with a different program:

L.

From the File menu, choose Run.
The Run dialog box appears.

Type the path and filename of the new program you want to use, followed by
the name of the file.

. Choose the OK button.
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P> To remove an association between a file type and a program:

1. Select the file that has the association you want to remove.
2. From the File menu, choose Associate.

The Associate File dialog box appears. The program name is displayed in
the text box.

3. Press BACKSPACE to delete the program name.

4. Choose the OK button.
Or press ENTER.

Suppressing Confirmation Messages

If you do not want to see a confirmation dialog box each time you delete or
replace files and directories, you can change the confirmation settings. You also
can suppress confirmation messages that appear when you are using a mouse.

P> To suppress a confirmation message:

1. From the Options menu, choose Confirmation.
The Confirmation dialog box appears.

I

[X]1 Confirm on Delete
[X] Confirm on Replace
[X1 Confirm on Mouse Operation

[ or [ Concel M help

2. For each confirmation option you want to suppress, clear the check box by
clicking it or by using the UP ARROW or DOWN ARROW key, and then pressing
the SPACEBAR.

3. Choose the OK button.
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When they are selected, the options function as follows:

Confirm on Delete Displays a warning message before
deleting files
Confirm on Replace Displays a warning message before

replacing an existing file

Confirm on Mouse Operation Displays a warning message before
carrying out such commands as copying,
dragging, or moving an item with a mouse

Repainting and Updating the Screen

>

If you run a terminate-and-stay resident (TSR) program from MS-DOS Shell,
that program might still be displayed after you quit the program. To make the
MS-DOS Shell window visible again, you need to repaint the screen.

To repaint the screen:

Mouse

Keyboard

>

m From the View menu, choose Repaint Screen.

M Press SHIFT+FS.
MS-DOS removes the program from the screen, and MS-DOS Shell appears.

Sometimes MS-DOS Shell does not update the screen to reflect files that have
been added or deleted. For example, if you run a word-processing program from
MS-DOS Shell and create new files with it, MS-DOS Shell does not display their
filenames until you update the screen.

To update the screen:

Mouse

Keyboard

m From the View menu, choose Refresh.

m PressFs.
MS-DOS Shell reads all the files on the current disk drive, just as it does when you

start MS-DOS Shell. It then updates the screen to reflect any files and directories
that you have added to or deleted from the disk.
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Getting Help

62

Online Help provides a quick way to get information about MS-DOS Shell basics,
and using menus, commands, dialog boxes, dialog box options, and procedures.
You can get Help in three ways: by pressing F1; by selecting the Help button that
appears in most dialog boxes; or by using the Help menu.

To request Help on a menu:

1. Press ALT.

2. Select the menu you want Help on by using the LEFT ARROW or RIGHT ARROW
key.

3. Press Fl.
A Help window containing information about the selected menu appears.

To request Help on a command:

Mouse

Keyboard

1. Click the menu that contains the command you want Help on.

2. Select the command you want Help on by using the UP ARROW or DOWN
ARROW key.

3. PressFl.

A Help window containing information about the selected command appears.

[u—y

. Press ALT to select the menu bar.

2. Select the menu that contains the command you want help on by using the
LEFT ARROW and RIGHT ARROW keys.

3. Select the command you want Help on by using the UP ARROW and DOWN
ARROW keys.

4. Press F1.

To request Help on a dialog box option:

1. Open the dialog box you want Help on.

2. Select a command button or option by clicking it, or by using TAB or the
arrow keys.

3. PressFl.



Chapter 3 MS-DOS Shell Basics

For example, if you have selected the Search For box in the Search File
dialog box, and you press Fi, MS-DOS Shell displays the following Help
window:

M5-DOS Shell Help

Search For Box
Tupe the name of the file you want to find. You can use MS-DOS
wildcards (> or ?) to find a group of files with similar names or
extensions. For example, to find all files with a .TXT extension,
specify = TXT.

——

Getting Help on a Related Procedure

Often Help refers you to a related procedure. For example, the following Help on
the Color Scheme dialog box contains a reference to the procedure for changing

colors.

MS-DOS Shell Help

Color Scheme Dption
You can change colors or return to the default setting by selecting |
one of the color schemes provided in this list and then choosing
the OK button. To see a color scheme before you choose it, choose
the Preview button.

Related Procedure

Changing Colors

In Help, related procedures are displayed in a different color or in reverse video,
depending on the color scheme you have selected.
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P> To view a related procedure:

Mouse m Double-click the related procedure.
A Help window containing information about the related procedure appears.

Keyboard 1. Press TAB until the related procedure is selected.

2. Press ENTER.
A Help window containing information about the related procedure appears.

Using the Help Menu

64

You can use the commands on the Help menu to view an index of Help topics;
information on the keys you can use with MS-DOS Shell; basic skills for working
with MS-DOS Shell commands and procedures; and information about using the
Help system.

P> To use the Help menu:

Mouse wm From the Help menu, choose the Help category you want.

Either information about the subject or a list of topics related to the subject
appears.

—

Keyboard Press ALT, H.

2. Press the highlighted letter for the Help category you want.

Or press the UP ARROW or DOWN ARROW key to select the Help category
you want, and then press ENTER.

Either information about the subject or a list of topics related to the subject
appears.

NOTE If you haven't used Help before, choose Using Help from the Help menu to
learn more about the type of information available.
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Help Menu Options

Leaving

The following items are on the Help menu:

Index Provides a list of all MS-DOS Shell Help topics.

Keyboard Lists keys and key combinations you can use with
MS-DOS Shell.

MS-DOS Shell Provides an introduction to using MS-DOS Shell.
Basics

Commands Explains all MS-DOS Shell commands. This information
is organized according to the menu in which the command
appears. (You can get the same information by selecting a
command and then pressing F1.)

Procedures Provides step-by-step instructions for performing tasks
in MS-DOS Shell.

Using Help Provides an introduction to using MS-DOS Shell Help.

About Shell Displays copyright and version information about

MS-DOS Shell.

MS-DOS Shell

You can leave MS-DOS Shell and move to the command prompt in two ways.
You can quit MS-DOS Shell temporarily, in which case you can work at the
command prompt while MS-DOS Shell is still in your system’s memory. Or
you can quit MS-DOS Shell and remove it from your system’s memory before
you switch to the command prompt.

To leave MS-DOS Shell temporarily:

m Press SHIFT+F9.
Or from the Main group on the program list, choose Command Prompt.

To return to MS-DOS Shell, type exit, and then press ENTER. If Task Swapper
is enabled, you can switch back to MS-DOS Shell without quitting Command
Prompt by pressing CTRL+ESC.
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If you made changes to a directory such as adding or deleting files, the changes
will not be displayed in the file-list area until you update the directory. For
information about updating a directory, see “Updating a Directory” earlier in
this chapter.

To quit MS-DOS Shell:

1. If there are programs displayed in the Active Task List, quit each program.

2. From the File menu, choose Exit.
Or press F3.
Or press ALT+F4.

If you try to quit MS-DOS Shell while you still have programs listed in the Active
Task List, the Exiting Error dialog box appears. The dialog box tells you that you
cannot quit MS-DOS Shell without first quitting all programs that you have
running. Choose the OK button to close the dialog box.

P> To start MS-DOS Shell from the command prompt:

m Type dosshell, and then press ENTER.
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Chapter 4
Working with Files

Files organize information that your computer uses. MS-DOS itself is stored in

files that are read into memory when you start your system. There are a number
of types of files; each file has a unique name and location in addition to a group
of attributes that describes it.

Filenames

Names

Every file has a name. Most files also have an extension. The name always
appears first, and the extension is always separated from the name by a period,
as in the following example:

myfile.ext

In this guide, the file’s name and extension are referred to as the filename.

Each file has a name for identification. For example, the COMMAND.COM file
contains MS-DOS commands, and the MOUSE.COM file contains information
your system needs if you use a mouse.

The names you choose for files must:

e Have no more than eight characters.

¢ Contain only the letters A through Z, the numbers 0 through 9, and the
following special characters: underscore (_), caret (1), dollar sign ($), tilde
(~), exclamation point (!), number sign (#), percent sign (%), ampersand (&),
hyphen (-), braces ({ }), parentheses ( ), at sign (@), apostrophe (), and the
grave accent (‘). No other special characters are acceptable.
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Extensions

¢ Not contain spaces, commas, backslashes, or periods (except the period that
separates the name from the extension).

e Not be the following reserved filenames: CLOCKS, CON, AUX, COMn
(where n = 1-4), LPTn (where n = 1-3), NUL, and PRN.

NOTE You can use extended characters in a filename, but if you do, it is recommended
that you use code page 850. If you use code page 437, support for extended characters
is limited. For information about extended characters, see the Appendix.

Extensions help you identify the type of file. MS-DOS uses the following
extensions: ‘

e _EXE (executable) or .COM (command) for files that contain programs

e SYS (system) for files that contain information about your hardware
(for example, your mouse or expanded memory)

e _BAT (batch) for files containing lists of commands that MS-DOS carries
out as a set

When you create a file, you can choose an extension that helps you identify the
file. The extension must contain no more than three characters. The filename
restrictions regarding characters and spacing also apply to extensions.

Most programs that create files add an extension. It is generally best to use the
extension specified.

Types of Files

70

Much of the information stored in files is text, such as letters, punctuation, and
special characters. Because you perform different tasks with different types of
files, it is important to be able to recognize the types of files and what each is
used for.



Chapter 4 Working with Files

Program Files

Program files contain the programs that your computer runs. Program files
usually have an .EXE or .COM extension. Lotus 1-2-3, for example, is stored
in a file called 123.EXE.

For information about how to use MS-DOS Shell to organize and run your
program files, see Chapter 8, “Customizing MS-DOS Shell.”

Specialized Data Files

It is common for a program to produce files that contain codes which can be used
only by that program.

For example, when you create a spreadsheet data file, the spreadsheet program
saves the file in a format that only it can read. Sometimes a program assigns an
extension to the files it creates. For example, Microsoft Word assigns a .DOC
extension to its document files.

Unformatted Text Files

Unformatted text files contain only text. Almost all computer programs, including
MS-DOS, use a system called the American Standard Code for Information Inter-
change (ASCII) to represent text. Files of this type often have a . TXT extension.

System Files

System files contain information about your hardware and are sometimes called
device drivers. These files usually have a .SYS extension. For more information,
see Chapter 15, “Device Drivers.”

Batch Programs

Batch programs are unformatted text files that contain MS-DOS commands. If
you often type the same set of commands to start a program, you can put them into
a batch program. Instead of typing the commands each time, you can use the batch
program, which carries out the commands for you. Batch files always have a .BAT
extension. For information about batch programs, see Chapter 10, “Working with
Batch Programs.”

n



MS-DOS User’s Guide and Reference

File Size, Date, and Time

72

MS-DOS stores information about the size of files and the date and time they were
created or modified. You can view this information by using the dir command.
For example, MS-DOS might display the following information in response to a
dir command:

Volume in drive A is LARKA
Volume Serial Number is 1E51-12FB
Directory of A:\

BACKUP  COM 36880 12-07-90 12:00a

DISKCOPY COM 10396 12-03-90 12:00a

FORMAT COM 22876 12-07-90 12:00a

KEYB COM 14727 12-06-90 1:40a
4 File(s) 84879 bytes

112384 bytes free

NOTE When you use the dir command, the periods that separate filenames and exten-
sions are not displayed in the listing. The names and extensions of the files are separated by
spaces. If you use the dir command with the /w switch, however, the periods are displayed.
The /w switch is described later in this chapter.

Next to the filename, MS-DOS displays the size of the file. Files are measured in
bytes. One byte is the amount of space it takes to store a single character. File size
indicates how much disk space is occupied by the file.

To the right of the file size, MS-DOS displays the date and time the file was
created or last changed. MS-DOS revises the date and time only when you change
the contents of the file. The time and date don’t change when you copy the file or
rename it.

The size, date, and time information can help you keep track of your files. For
example, you might want to know whether two files with different filenames
contain the same information. One way to determine whether the two files are
the same is to look at their sizes, dates, and times. If the size and date are the
same for both files, it’s likely that their contents are identical. If you want to
be sure that two files are the same, use the fc command (discussed later in
this chapter).

When you are backing up files, you often have two or more files with the same
filename in different directories or on different disks. You can use file size and
date to determine which file is the most recent.
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Using Wildcards

If you want to perform the same task for a group of files, you don’t have to use the
same command repeatedly for each filename in the group. You can use wildcards
to specify groups of files. A wildcard acts as a substitute for a name or extension.

There are two wildcards:

e The asterisk (*) represents a whole word or a group of characters.

¢ The question mark (?) represents a single character.

Using Wildcards to Specify Groups of Files

Suppose a disk in drive A contains various MS-DOS command (.COM) files.
You could use the following dir command to view a list of all files that have a
.COM extension:

dir a:*x.com
Another way to view filenames on a disk is to use the dir command with the /w
switch. The /w switch lists only the filenames and directory names and displays

them across the width of the screen in several columns. You could view a list of
files on a disk in drive A by using the following command:

dir a: /w
When you use the preceding command, MS-DOS displays a list similar to the
following:

Volume in drive A is LARKA
Volume Serial Number is 1E51-12FB
Directory of A:\

AUTOEXEC.BAT BACKUP.EXE COMMAND.COM  CONFIG.SYS COUNTRY.SYS

DISKCOPY.COM DISPLAY.SYS  EGA.CPI FDISK.EXE FORMAT.COM
KEYB.COM KEYBOARD.SYS LCD.CPI MODE.COM REPLACE.EXE
RESTORE.EXE ~ SYS.COM

17 File(s) 566862 bytes

77824 bytes free

You can use wildcards to view selected groups of filenames in this listing.
For example, to view only filenames that have the .COM exiension, type the
following command:

dir a:*.com /w
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MS-DOS lists the program files that have the .COM extension:

Volume in drive A is LARKA
Volume Serial Number is 1E51-12FB
Directory of A:\

COMMAND.COM  DISKCOPY.COM FORMAT.COM KEYB.COM
MODE.COM SYS.COM
6 File(s) 197439 bytes
77824 bytes free

In addition to substituting for an entire name or extension, the asterisk wildcard
can substitute for parts of a name or extension. For example, to view filenames
that begin with the letter C on a disk in drive A, type the following command:

dir a:cx.x /w

MS-DOS lists the files that have names beginning with the letter C:

Volume 1in drive A is LARKA
Volume Serial Number is 1E51-12FB
Directory of A:\

COMMAND.COM CONFIG.SYS COUNTRY.SYS
3 File(s) 50459 bytes
77824 bytes free

If you use the asterisk wildcard to copy or delete a file, be careful not to specify
a group of files instead of a single file. For example, if you have a file called
MYTES.TXT and another named MYSALE.TXT, both files will be copied to
drive A if you type the following command:

copy my#*.txt a:

Unlike the asterisk wildcard, which substitutes for any or all characters in a name
or extension, the question mark (?) wildcard substitutes for a single character. For
example, to list the files that have names of up to three letters, type the following

command:

dir a:22?2.% /w
MS-DOS lists files that have names of up to three letters, regardless of the name
or extension:

Volume in drive A is LARKA
Volume Serial Number is 1E51-12FB
Directory of A:\

SYS.COM EGA.CPI LCD.CPI

3 File(s) 71227 bytes
77824 bytes free
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Using Wildcards to Match Files

You can use wildcards to match one file or group of files with another. For
example, to change all files with a .BAT extension to a .BAK extension on a
disk in drive A, you could use the following rename (ren) command:

ren a:*.bat *.bak
The first and second wildcards are used in different ways. MS-DOS uses the

first to find all files that have a .BAT extension; it uses the second to create a
name that matches the original name of each .BAT file.

To copy all files on a disk in drive A that have names beginning with F and
ending with .BAT extensions to a disk in drive B, keeping their original names
but changing their extensions to .BAK, you could use the following copy
command:

copy a:fx.bat b:*.bak

Viewing Text Files

In Brief

To view the contents of a text file, use the type command. For example, to
view the contents of the LIST.TXT file on a disk in drive B, you would use
the following command:

type b:list.txt

If the file you want to view is large, you could use a pipe (}) followed by the
more command, as follows:

type b:Tist.txt | more

By including the more command, you can view the file one screen at a time.

Use the type command to view the contents of unformatted text files and batch
programs. (You can look at the contents of other kinds of files, too. However,
only the text is readable.) When you use the type command, MS-DOS displays
the entire file on your screen. You cannot change the text or view only a portion
of the file.

For example, you can use the type command to see the contents of your

AUTOEXEC.BAT file. AUTOEXEC.BAT is a batch program that carries
out certain commands when you start your system. If you have a hard disk, the

75




MS-DOS User’s Guide and Reference

Shell P>

AUTOEXEC.BAT file should be in your root directory on drive C. If you have
a floppy disk system, you’ll find it on the disk you use to start your system.

If you have a floppy disk system, you can view the AUTOEXEC.BAT file by
putting the disk you use to start your system in drive A and typing the following
command:

type a:autoexec.bat

If you have a hard disk, and it is drive C, type this command to view your
AUTOEXEC.BAT file:

type c:\autoexec.bat

MS-DOS displays the entire file. If a file contains more information than can fit on
the screen, MS-DOS displays the text more quickly than you can read it. To avoid
this problem, you can use the more command with the type command, as follows:

type c:\autoexec.bat | more
You must precede more with a pipe (}). By using this command, you can view

your file one screen at a time. For information about the more command, see
Chapter 7, “Advanced Command Techniques” or Chapter 14, “Commands.”

TIP If you don’t use the more command when you use type, you can temporarily stop
the display of a file by pressing CTRL+S or the PAUSE key while the file is scrolling. To start
viewing more of the file, press any key (except PAUSE).

To stop viewing a file, press CTRL+C or CTRL+BREAK, which cancels the type
command.

To view a file:

1. From the file list, select the file you want to see.
2. From the File menu, choose View File Contents, or press F9.
The selected file appears in the File View window.

3. To scroll through the contents of the file, use the PAGE UP and PAGE DOWN
keys or the UP ARROW and DOWN ARROW keys.

To switch between viewing the file as ASCII text and as hexadecimal code,
press F9.

4. When you are finished viewing the file, press ESC. Or, from the View menu,
choose Restore View.
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Copying Files

The copy command is your primary tool for organizing and making copies of
files. With the copy command you can do the following:

¢ Copy a file from one directory or disk to another
¢ Copy a group of files by using wildcards
¢ Rename a file as you copy it

o Combine two or more files into one file

For information about copying an entire disk, see Chapter 6, “Managing Disks.”

CAUTION When you use the copy command, avoid inadvertently destroying a file by
copying over it. For example, if you copy a file called SCORES.DAT to a directory that
already has a file with that name, MS-DOS replaces the existing file with the new copy.

Copying a Single File
In Brief

To copy a file to another disk or directory, use the copy command. For example,
you would use the following command to copy the PROB.DBS file from a disk in
drive A to a disk in drive B:

copy a:prob.dbs b:

When using the copy command, you type the location and filename of the file
you want to copy from, followed by the location and filename of the file you want
to copy to. The first file is called the source file and the second file is called the
destination file.

For example, to copy the OUTGO.XLS file from a disk in drive A to a disk in
drive B, you would type the following command:

copy a:outgo.xls b:outgo.xls

MS-DOS makes a copy of the OUTGO.XLS file on the disk in drive A and puts it
on a disk in drive B in a file having the same filename. If you want the source and
destination files to have the same filename, you omit the destination filename.
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For example, you could use the following command to produce the same result
achieved by using the previous command:

copy a:outgo.xl1s b:
After you use the copy command, MS-DOS indicates how many files were copied:
1 File(s) copied

If MS-DOS cannot find the file you want to copy, it displays a “File Not Found”
message. Check to see that you typed the filename correctly and that the file is
in the directory you specified.

Copying a Group of Files
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In Brief

To copy a particular group of files from one disk or directory to another, use
the copy command with wildcards. For example, you could use the following
command to copy all files with a .DBS extension from the current directory to
a disk in drive B:

copy *.dbs b:

Suppose you have a number of files on a disk in drive A that you designated as
temporary by giving them a .TMP extension. If you want to copy these files to
a disk in drive B, you can use the asterisk wildcard:

copy a:*.tmp b:

When you use wildcards to specify the files to be copied, MS-DOS displays the
filenames as it copies the files.

A:JAN.TMP
A:MAR.TMP
A:FEB.TMP
3 File(s) copied

You might have a group of files with filenames that differ only slightly. To
copy them, you can use the question mark wildcard. For example, suppose you
have four reports—JAN1RPT.DOC, JAN2RPT.DOC, JAN3RPT.DOC, and
JAN4RPT.DOC—on a disk in drive A. To copy the files to a disk in drive B,
you could use the following command:

copy a:jan?rpt.doc b:

From drive A, MS-DOS copies the files that have seven-letter names (beginning
with the letters JAN and ending with the letters RPT) and a .DOC extension.
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If the disk you are copying to doesn’t have enough space, MS-DOS stops copying
and displays a message that tells you there is insufficient disk space and indicates
how many files were copied. The last file displayed in the list before MS-DOS
stops copying is not copied to the new disk.

For example, if the disk in drive B becomes full after three of the four .DOC
files are copied, you would see a list similar to the following:

JAN1RPT.DOC
JAN2RPT.DOC
JAN3RPT.DOC
JAN4RPT.DOC

Insufficient disk space
3 File(s) copied

MS-DOS does not copy the JAN4RPT.DOC file to the disk in drive B.

Renaming a File as It Is Copied
In Brief

To rename a file as it is copied, use the copy command and specify the new
name, as in the following command:

copy prob.dbs b:noprob.dbs

If you want to assign a new name to a file you are copying, specify the new
filename as the destination file. (If you want to rename a file without making
a copy, use the rename command discussed later in this chapter.)

For example, to copy the OUTGO.XLS file from a disk in drive A to a disk
in drive B and rename the file EXPEND.XLS, use the following command:

copy a:outgo.xls b:expend.xls

You can rename groups of files by using wildcards. For example, if you want
to copy .TMP files on a disk in drive A to a disk in drive B and give the files
an .OLD extension, use the following command:

copy a:*.tmp b:*.01d
You can copy a file to the same directory if you rename the file. If you don’t

rename the file when copying it to the same directory, MS-DOS displays the
following message:

File cannot be copied onto itself
@ File(s) copied
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Combining Text Files

In Brief

To combine two or more unformatted text files into one file, use the copy com-
mand and include a plus sign (+) between the files you want to combine, as in
the following command:

copy prob.txt + dob.txt probdob.txt

You can use the copy command to combine two or more unformatted text files
into one file. For example, the following command joins the files SCENE1.TXT
and SCENE2.TXT on a disk in drive A into a new file named ACT1.TXT on a
disk in drive B:

copy a:scenel.txt + a:scene2.txt b:actl.txt

MS-DOS joins the files in the order you type them. In this example, MS-DOS
adds the SCENE2.TXT file to the end of the SCENE1.TXT file.

If you don’t specify a destination file, MS-DOS combines all the files in the first
file you specify. For example, to include the SCENE3.TXT file at the end of the
ACT1.TXT file, you would use this command:

copy actl.txt + scene3.txt

You can also use wildcards to combine groups of files:

copy *.txt all.txt

Copying Text from the Keyboard to a File

In Brief

To copy text from the keyboard to a file, first create an unformatted text file
by using the copy command followed by CON, as in the following example:

copy con note.txt

You can use the copy command to copy from your keyboard to a file. To copy
from your keyboard, specify CON as the source file and specify a filename
as the destination file. In effect, your keyboard becomes the source file. For



Chapter 4 Working with Files

example, you could use the following command to type directly into a file
named NOTE.TXT on a disk in drive A:

copy con a:note.txt

This command copies whatever you type on the keyboard to the file NOTE.TXT
on a disk in drive A. After you type the command, MS-DOS displays a cursor
but no command prompt.

If NOTE.TXT doesn’t exist on the disk in drive A, MS-DOS creates it. If it does
exist, what you type replaces what is already in the file. You need to press ENTER
at the end of each line of text you type. When you finish typing into the file, press
CTRL+Z and then press ENTER to close the file.

NOTE You can use the editing keys described in Chapter 7, “Advanced Command
Techniques,” to edit the line of text you are typing. However, after you press ENTER you
cannot change text you have typed.

Copying a File to a Printer
In Brief

To print an unformatted text file, copy it to the port to which your printer is
attached, as in the following command:

copy note.txt Tptl

To copy afile to your printer, you can specify as the destination file the name

of the port to which the printer is attached. For example, the following command
copies a file named NOTE.TXT on a disk in drive A to the printer attached to
the LPT1 port:

copy a:note.txt 1ptl

Using CON and the name of a port, you can copy directly from your keyboard
to a printer—for example, to the printer attached to the LPT1 port:

copy con 1ptl

When you are finished sending information to the printer, press CTRL+Z and
then press ENTER to print what you have typed.
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For more information about printer ports, see “Printing Files” later in this
chapter.

Copying Files by Using MS-DOS Shell

82

Shell P>

If you are using MS-DOS Shell, you can use the Copy command on the File
menu to copy any number of files from one directory to another. When you
choose Confirm On Replace from the Options menu, MS-DOS prompts you
to confirm the command if you are copying over an existing file.

NOTE When a file or group of files is selected, you use the Copy command on the File
menu to copy files. However, when an item from the program list is selected instead, you
use the Copy command as a tool for organizing how program items are displayed. For more
information about organizing program items, see Ghapter 8, “Customizing MS-DOS Shell.”

To copy files:

Mouse

Keyboard

1. Make sure the file(s) and destination directory (or drive icon) are visible.

2. Press and hold down CTRL while you drag the file(s) to the destination
directory or drive icon.

3. Release the mouse button, and then release CTRL.

The Confirm Mouse Operation dialog box appears. (You can suppress this
confirmation message by choosing Confirmation from the Options menu.
For more information, see Chapter 3, “MS-DOS Shell Basics.”)

4. Click the Yes button.

—

From the file list, select the file or files you want to copy.

2. From the File menu, choose Copy.

The Copy File dialog box appears, with the selected filename(s) in the From
box, and the currently selected directory in the To box.

3. In the To box, type the drive and directory that you want to copy your files to.
4. Choose the OK button.
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Renaming a File

Shell P>

In Brief

To rename a file, use the rename (ren) command, as in the following example:

ren mytax.dat ourtax.dat

To change the name of a file without changing its location, use the rename
command. This command is especially helpful for organizing files. For example,
suppose you have two versions of a file named PRICES.LST. The version on
the disk in drive A contains last year’s prices, whereas the version on drive C is
current. To avoid confusion between the two files, you can use the following
command to rename the file that contains outdated prices:

ren a:prices.Ist prices.old

You can use wildcards to rename a group of files. For example, if you want
all .TMP files to be renamed to .TXT files in a directory, use the following
command:

ren *.tmp *.txt

To rename files:

Printing

1. From the file list, select the file or files you want to rename.
2. From the File menu, choose Rename.
The Rename File dialog box lists the current name of the first selected file.
3. Inthe New Name box, type the new filename.
4. Choose the OK button.

If you select more than one file, the Rename File dialog box prompts you
to rename each file separately.

Text Files

You can print unformatted text files from MS-DOS by using the print command.
Generally, it is best to print formatted text files and other specialized files from
the program you used to create them. For information about specialized data files
and unformatted text files, see “Types of Files” earlier in this chapter.
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MS-DOS has print options that another program may lack. With MS-DOS, you
can start a print job and do other tasks while the printer prints. You can also
specify a list of files to print so you don’t have to print each file separately.

When you use the print command, a print queue is set up. For information
about the print queue, see “Using the Print Queue” later in this chapter.

Before printing, make sure your printer is properly connected to your system,
that the power is turned on, and that the printer is online. For information about
your printer, see your printer documentation.

Printing Files

In Brief

To print an unformatted text file from MS-DOS, use the print command, as in
the following example:

print config.sys

MS-DOS prompts you for the port you want to print to. If you don’t specify a
port, MS-DOS connects to LPT1 (also called PRN).

You can set the default printer port by using the /d switch the first time you use
the print command. For example, if your printer is connected to your COM1
port, use the following command:

print /d:coml

Suppose you want to print a file named TOGO.TXT. Type the following
command:

print togo.txt

The first time you use the print command, MS-DOS prompts you for the port

to print to. Whenever you use the print command again, MS-DOS uses the port
you specified the first time. To change the port setting, you must restart your
system and use the print command again. You can set the default printer port by
using the /d switch, as in the following example:

print /d:coml togo.txt

The /d switch can only be used the first time you use the print command. Always
use a colon (:) to separate the /d switch from the port name.

To print more than one file at a time, you can type the various filenames and
use spaces to separate them, or you can use wildcards (described earlier in this
chapter).
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For more information about the print command, see Chapter 14, “Commands.”

Shell P> To print files:

1. Before using MS-DOS Shell, type print at the command prompt.

You can add the print command to your AUTOEXEC.BAT file to avoid
having to type it each time you run MS-DOS Shell. The print command must
precede the dosshell command in the AUTOEXEC.BAT file. For information
about the AUTOEXEC.BAT file, see Chapter 11, “Customizing Your System.”

2. From the file list, select one or more files.

3. From the File menu, choose Print.
MS-DOS adds the files to the print queue (the list of files waiting to be printed).

Using the Print Queue
In Brief

To view the contents of the print queue, use the print command:

print
To cancel printing and empty the print queue, use the /t switch:
print /t

The MS-DOS print queue is a list of files waiting to be printed. The file at the
top of the queue is the one currently being printed. MS-DOS adds your files to
the print queue when you use the print command. After the first file is printed,
MS-DOS begins printing the second file.
To see the list of files in the print queue, type the following:

print
MS-DOS lists the files in the queue and indicates which one is currently printing.

To cancel printing and empty the print queue, use the /t switch:

print /t

MS-DOS stops sending information to your printer. The printer keeps printing
until it prints all the information stored in its memory.

NOTE The print queue requires memory that MS-DOS and your programs could
otherwise use. Therefore, using the print queue may affect the efficiency of your system.
To print without the print queue, use the copy command described earlier in this chapter.
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Deleting Files

As you work with MS-DOS, you may want to remove files that are no longer
useful. You can delete a single file, selected groups of files, or all files in a
directory or on a disk. Once you delete files, you might not be able to recover
them. Be sure that the files you specify for deletion are the ones you want to
remove.

If you accidentally delete files you wanted to keep, use the undelete command
as soon as possible to recover them. The undelete command might not be able
to recover the deleted files if you created or changed other files on the disk in the
meantime. The undelete command works best if you set up your system to keep
track of files you delete.

Tracking Deleted Files
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In Brief

If you want MS-DOS to keep track of deleted files on a disk, you can use the
Mirror program. To install the program, use the mirror command with the /t
switch. For example, the following command sets up deletion tracking for a
disk in drive A:

mirror /ta

The drive letter must follow the /t switch. However, do not use a colon ( : )
with the drive letter.

The Mirror program is a 6.4K terminate-and-stay-resident (TSR) program that
monitors the system. Whenever the program detects a deleted file, it records
information that the undelete command needs to recover the file. To install this
program, use the mirror command with a /t switch for each drive you want to
track. For example, to install the program so that it tracks file deletions on drives
A and C, you would type the following:

mirror /ta /tc

The first time you delete a file on drive A or C after you have installed Mirror, a
file called PCTRACKR.DEL is created in the root directory of that drive. This is
a system file that contains the information which undelete needs to recover the
deleted file. Each time you delete a file, PCTRACKR.DEL is updated with infor-
mation about that file.
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CAUTION Do not use deletion tracking for any drive that has been redirected by using
the join or subst command. If you intend to use the assign command, you must do so
before using Mirror to install deletion tracking.

The Mirror program stores a default number of entries in this file, depending
on the size of the disk for which it is tracking deletions. Once you have deleted
the default number of files, Mirror replaces the information for the first file you
deleted with information for the next file you delete. The entry for the second
deleted file is replaced when you delete yet another file, and so on. Limiting the
number of deletions keeps the deletion-tracking file from growing so large that
there is no longer enough free space on the disk for other files.

The following table shows the default number of entries and the size of the
PCTRACKR.DEL file that the Mirror program creates for several disk sizes:

Disk size Number of entries Size of PCTRACKR.DEL file
360K 25 5K

720K 50 9K

1.2 MB 75 14K

1.44 MB 75 14K

20 MB 101 18K

32 MB 202 36K

Over 32 MB 303 55K

You can override these default values when you use the /t switch by adding a
hyphen (-) after the drive letter and then typing the number of file deletions to be
tracked for that drive. You can track as few as one or as many as 999 deletions.

For example, to install the deletion-tracking program for drive C and set the
maximum number of deletions to be tracked to 500, you could use the following
command:

mirror /tc-500

NOTE Using Mirror may slow down your system if you delete a large number of files.

For more information, see the mirror command in Chapter 14, “Commands.”

In most cases, you should load the deletion-tracking program whenever you
start your system. A convenient way of doing this is to put the mirror command

87




MS-DOS User’s Guide and Reference

in your AUTOEXEC.BAT file, specifying the /t switch for each drive in your
system. For information about the AUTOEXEC.BAT file, see Chapter 11,
“Customizing Your System.”

Deleting a Single File

In Brief

To remove a file from a disk, use the del (erase) command, as in the following
example:

del a:temp.exe

You delete a single file by typing the del command, followed by the location
and name of the file you want to delete. For example, to delete a file named
TEST.TMP file from a disk in drive B, type the following:

del b:test.tmp

MS-DOS removes the file from the disk. Instead of del, you can use erase. For
example, the following is equivalent to the previous command:

erase b:test.tmp

If you add the /p switch to the del command, MS-DOS prompts you to check
your filename, as follows:

b:\TEST.TMP, Delete (Y/N)?

Type y to delete the specified file, or type n to cancel the command.

Deleting a Group of Files

In Brief

To delete a group of files, use the del command with one or more wildcards, as
in the following example:

del a:*.tmp

You can use wildcards to delete a group of files. For example, the following
command deletes all files with the . TMP extension on a disk in drive A:

del a:*.tmp

Before using wildcards to delete a group of files, it is helpful to use the dir
command to determine what files the wildcards might delete. Developing this
habit may prevent you from accidentally deleting files you intended to keep. For
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information about the dir command, see Chapter 5, “Working with Directories”
or Chapter 14, “Commands.”

Deleting All Files in a Directory
In Brief

To delete all files in a directory or drive, use the del command with wildcards,
as in the following example:

del b:x.*

To clear a directory of all files, you can use the del command and wildcards.
For example, to delete all the files in the \TMP directory on drive C, type the
following:

del c:\tmp\#*.*

If you do not specify a directory, all files in the current directory are deleted.

Whenever you specify *.* with the del command, MS-DOS prompts you to
confirm the deletion. If you are sure you want to delete all the files, type y.
MS-DOS then deletes every file in the specified directory.

If you type the directory without specifying any files, it is assumed you want
to delete all the files in that directory. For example, to delete all files in the
\TMP directory on drive C, you could type the following command:

del c:\tmp

Deleting Files by Using MS-DOS Shell

You can use the Delete command in MS-DOS Shell to delete one or more files.

Shell P> To delete a single file:

1. From the file list, select the file you want to delete.

2. From the File menu, choose Delete.
Or press the DEL key.

The Delete File Confirmation dialog box appears. (You can suppress this
confirmation message by choosing Confirmation from the Options menu.
For more information, see Chapter 3, “MS-DOS Shell Basics.”)

3. Choose the Yes button.
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Shell

P> To delete more than one file:

1. From the file list, select the files you want to delete.
2. From the File menu, choose Delete.

Or press the DEL key.

The Delete File dialog box appears.
3. Choose the OK button.

The Delete File dialog box appears. (You can suppress this confirmation
message by choosing Confirmation from the Options menu. For more
information, see Chapter 3, “MS-DOS Shell Basics.”)

4. Choose the Yes button.

Recovering Deleted Files

In Brief

To recover an accidentally deleted file, use the undelete command, as in the
following example:

undelete a:temp.exe

When you delete a file, MS-DOS does not delete the data in the file. Instead,

it marks the file as deleted so MS-DOS can reuse the area of the disk that was
occupied by the deleted file. The data remains on the disk until MS-DOS records
the data of another file in the same region of the disk.

If you have installed the Mirror program, it keeps track of the area of the disk
that was used by the deleted files. You install this deletion-tracking program
by using the mirror command with the /t switch. For more information, see
“Tracking Deleted Files” earlier in this chapter.

Because the data in a deleted file remains intact for a while, it is possible to
recover a file that was accidentally deleted. As soon as you discover that the
file has been deleted, use the undelete command to restore the file.
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CAUTION Some MS-DOS commands (such as more) create temporary files that can
replace areas of a deleted file. Therefore, avoid using any programs or any MS-DOS
command except undelete until you restore the file you accidentally deleted.

You can use one or more wildcards if you want to recover more than one file. For
example, to restore all files that have a .BAT extension on a disk in drive A, you
would type the following:

undelete a:#*.bat

If you don’t supply a filename or wildcard, undelete attempts to restore all deleted
files that it can locate on the disk.

CAUTION The undelete command cannot restore a directory that has been removed,
and it cannot recover a file if you have removed the directory that contained the file.

Although undelete works best when you have installed Mirror, undelete can
sometimes recover deleted files when your system is not keeping track of deleted
files. If deletion tracking is not installed, MS-DOS attempts to recover the files by
using information from the disk’s root directory and file allocation table. For more
information about the root directory and file allocation table, see Chapter 6,
“Managing Disks.”

When MS-DOS attempts to recover files, and deletion tracking is not installed,
you are prompted to type the first letter of the filename for each file you want to
recover.

If you want undelete to use the information from the root directory and file
allocation table even though deletion tracking is installed, you can use the /dos
switch with the undelete command. When you use this switch with undelete,
you are prompted to type the first letter of the filename for each file you want
to recover.

If you are trying to recover several files, you can use the /all switch with the
undelete command. In this case, MS-DOS does not display the message asking
whether you want to recover a file; it recovers all files that it can. If deletion
tracking is not installed and you use the /all switch, with undelete the first
character of each recovered file is replaced with the number (#) sign.

For more information about the undelete command, see Chapter 14, “Commands.”
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Moving Files

92

Shell P>

In Brief

To move a file from one disk or directory to another, use the copy command,
then the del command, as in the following example:

copy a:outgo.xl1s b:
del a:outgo.xls

Using the copy and del commands, you can move one or more files from one
directory or disk to another. Moving files requires that you first copy them to their
new location. After copying the files, delete them from their original directory. For
example, to move a group of .TMP files from a disk in drive A to a disk in drive
B, use the following two commands:

copy a:*.tmp b:k.tmp
del a:*.tmp

To move files:

Mouse

Keyboard

1. Select the file(s) that you want to move.
2. Drag the file(s) to the destination directory or drive icon.

3. Release the mouse button.

A confirmation message appears. (You can suppress this confirmation message
by choosing Confirmation from the Options menu. For more information, see
Chapter 3, “MS-DOS Shell Basics.”)

4. Click the Yes button.

[

From the file list, select the file or files you want to move.

2. From the File menu, choose Move.

The Move File dialog box appears, and the From box lists the file or files you
selected.

3. In the To box, type the drive and directory that you want to move the file or
files to. If you want to rename a file in its new location, type the new filename
after the directory name.

4. Choose the OK button.
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Comparing Files

In Brief

To see whether two files or groups of files have the same contents, use the fc
command, as in the following example:

fc a:mytax.dat b:mytax.dat

MS-DOS compares the files and displays differences.

To get an approximate comparison of two files, you can look at file size and time
of creation. To get a precise comparison of two files, use the fc command. For
example, suppose you have an unformatted text file named FOODPRP.TXT on
a disk in drive A and also on a disk in drive B. To find out whether the files are
identical, type the following:

fc /a a:foodprp.txt b:foodprp.txt

The /a switch in this example abbreviates the output for the comparison of two
text files. MS-DOS starts at the beginning of the two files and compares each byte.
When MS-DOS finds a difference, it displays the filename, the line of text that
begins a set of differences, and the line that ends the set of differences, as in the
following example:

*xxkkfoodprp.txt

OQur expected revenues for the month of January are expected to rise
\...

when the results are not yet certain.

wkkxfoodprp. txt ‘

Our expected revenues for January are less than projected

\...

when the results are not yet certain.

skkkskk

If you want the results to be stored in a file rather than displayed on your screen,
use the greater-than sign (>) to redirect the output. For example, the following
command stores the results of the fe command in the COMPARE.TXT file:

fc /a a:foodprp.txt b:foodprp.txt > compare.txt

For more information about redirection characters, see Chapter 7, “Advanced
Command Techniques.” For more information about the fc command, see
Chapter 14, “Commands.”

93




MS-DOS User’s Guide and Reference

Viewing and Changing File Attributes

Every file can have four qualities associated with it. These qualities are called
file attributes.

¢ The archive attribute (a) is used with the backup, xcopy, and other commands
to control which files are backed up. For information about backing up files,
see Chapter 6, “Managing Disks.”

¢ The read-only attribute (r) prevents a file from being changed or deleted.
When a file has this attribute, you can look at the file but you cannot delete
it or change its contents. This attribute is discussed later in this section.

¢ The hidden attribute (h) prevents MS-DOS from displaying a file in a directory
list. The file remains in a directory, but you cannot use the file unless you know
its filename. This attribute is useful if you are working on confidential files. For
more information about hidden attributes, see the attrib command in Chapter
14, “Commands.”

e The system attribute (s) designates a file as a system file. Files with the system
attribute are not shown in directory listings. For more information about system
attributes, see the attrib command in Chapter 14, “Commands.”

Viewing File Attributes
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In Brief

To view the attributes of a file, use the attrib command, as in the following
example:

attrib outgo.xls

MS-DOS displays the attributes of the file and the filename.

To see a file’s attributes, type the attrib command followed by the filename.
For example, you would use the following command to view the attributes of
the CONFIG.SYS file on a disk in drive A:

attrib a:config.sys

MS-DOS displays up to four attributes in front of the filename. For example, if
the CONFIG.SYS file has the archive and read-only attributes, MS-DOS displays
the following:

a r config.sys
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You can see the attributes for a group of files by using wildcards with the attrib
command. You would use this command to view the attributes of all files in the
root directory of drive C:

attrib c:\*. %

Shell P> To view the attributes of a file:

1. From the file list, select the file for which you want to view aftributes.

2. From the Options menu, choose Show Information.

MS-DOS displays the Show Information dialog box, which lists the file’s
attributes along with other information about the file.

3. When you are finished viewing the attributes, choose the OK button.

NOTE If you are using the All Files view in MS-DOS Shell, you can view the attributes of
a file by selecting the file.

Changing a File Attribute

In Brief

To assign an attribute to a file, use the attrib command along with the attribute
letter and a plus sign (+). To remove an attribute from a file, use the attrib
command along with the attribute letter and a minus sign (-). For example,

use the following command to make the OUTGO.XLS file read-only:

attrib +r outgo.xls

If you want to be sure that no one alters the contents of a file, assign a read-only
attribute to the file. For example, to assign a read-only attribute to a file named
GEMINI.XLS on a disk in drive B, use the following command:

attrib +r b:gemini.xls

If you decide later that you want to change the file, you can remove the read-only
attribute by using this command:

attrib -r b:gemini.xls

You can use wildcards to change the read-only attribute in groups of files.

For information about other file attributes, see the attrib command in Chapter 14,
“Commands.”
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Shell P> To change the attributes of a file:

1. From the file list, select the file or files you want to change.

2. From the File menu, choose Change Attributes. If you selected one file, this
Change Attribute dialog box appears:

Change Attributes

File: WK1STAT.TXT 1 of 1

To change attribute, select item and press
the SPACEBAR. Press ENTER when complete.

Hidden
Systen

» Archive
Read only

[0k [ Concol BN il |

If you selected more than one file, this Change Attribute dialog box appears:

Change Attributes

1. Change selected files one at a time.

Z. Change all selected files at the same time.

If you selected more than one file, choose option 1 to change the attributes of
each selected file one at a time; choose option 2 to change the attributes of all
the files at once.

3. Select the attribute you want to change or assign to the file or files listed in
the box. A mark appears next to the attribute to show that it is assigned.

To cancel a selection, choose it again.
4. Choose the OK button.
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Finding Text Within a File

In Brief

To view the lines of a file that contain specified text, use the find command, as
in the following example:

find "Error" output.txt

To view only the number of lines that contain the text you specify, include the
/¢ switch:

find "Error" output.txt /c

The capitalization and spacing of the text you specify must be identical to the
text in the file.

If you want to search one or more files for specified text, you can use the find
command. For example, if your personal phone book is in the PHONE.TXT file,
you can use the following command to view all lines of the file that contain the
text “Area Code: 206

find "Area Code: 206" phone.txt
MS-DOS searches the PHONE.TXT file and displays each line that includes
the text “Area Code: 206”. You must enclose the search text in quotation marks.
MS-DOS finds only text that exactly matches the characters you specify, including

capitalization and spacing. If the text in the file has formatting codes (for example,
if the words “Area Code” are underlined), MS-DOS cannot find the specified text.

You cannot use wildcards to search more than one file, but you can include in
the find command all the files you want to search. For example, the following
command searches the ADDR.TXT file in addition to the PHONE.TXT file:

find "Area Code: 206" phone.txt addr.txt

If you only want to know how many lines of the file contain the specified text, use
the /¢ switch with the find command. For example, use the following command
to find out how many lines in the ADDR.TXT file contain the text “Bellerose”:

find "Bellerose" addr.txt /c

If you want the results to be stored in a file rather than displayed on your screen,
use the greater-than sign (>) to redirect the output. For example, the following
command stores the results of the find command in the NWEST.NUM file:

find "Area Code: 206" phone.txt >nwest.num

For information about redirection characters, see Chapter 7, “Advanced
Command Techniques.”
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Searching for Files by Using MS-DOS Shell
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Shell P>

You can locate files by using the Search command in MS-DOS Shell. This
command searches the selected directory or the entire current disk for the file
or files you specify. You can use any of the commands on the File menu to
work with the files you locate.

To search for a file:

1. From the File menu, choose Search. (A file or directory must be selected
in order for the Search command to be available.)

The Search File dialog box appears.

—

Current Directory is C:\STATUS\JAN
Search for. . IR --------- 1

[X] Search entire disk

ok T Concel B el ]

2. Type the name of the file you want to find.

You can search for a single file by typing its name, or you can use wildcards
to search for files with similar names.

3. MS-DOS searches the entire disk. To search only the current directory and
its subdirectories, make sure the Search Entire Disk check box is cleared.

4. Choose the OK button.

MS-DOS begins searching at the root directory (or, if you canceled Search
Entire Disk, it begins at the current directory). It searches through all branches
of the directory tree on the current disk. It then displays a window called Search
Results that lists all the files and directories found.

You can select files from this list and work with them by using the commands
on the File menu.
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Getting Information by Using MS-DOS Shell

Shell P>

Using MS-DOS Shell, you can view information about a file, its directory, and
the disk it is on.

NOTE If you are using the All Files view, this information is always displayed for the
currently selected file.

To get information about a file:

1. From the file list, select the file you want information about.

2. From the Options menu, choose Show Information.
The Show Information dialog box appears:

Show Information

File
Name : BARGRAPH.ART
Attr : ...a
Selected C
Number : 1
Size : 18
Directory
Name : ART
Size 67
Files : 4
Disk
Name : CHRIS
Size : 42,696,704
fivail : 30,312,448
Files : 455
Dirs : 25
[“Closc I “Help |

This dialog box contains the following sections:

File Shows the filename and attributes of the file you selected.
The attributes can be (a) archive, (r) read-only, (h) hidden,
and (s) system. For more information about file attributes,
see “Viewing and Changing File Attributes” earlier in
this chapter, or see the attrib command in Chapter 14,
“Commands.”
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Selected Shows the number of selected files on the current disk
and their combined total size. If you have worked with
two disks, the Selected section has two columns: one for
the most recently selected disk and one for the previously
selected disk.

Directory Lists the name, size, and number of files in the directory
that contains the selected file.

Disk Lists the name, size, and number of files and directories,
in addition to the amount of available space, on the disk
that contains the selected file.

3. When you finish viewing the information, choose the OK button.
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A disk is like a file cabinet; it has “folders” that contain groups of files. These
folders, called directories, help you organize your files.

When a folder in a file cabinet contains so much information that you can no
longer easily find what you want, you subdivide it. In the same way, when a
directory on your disk becomes too large, you can divide it into subdirectories.

Understanding Directories

Directories are most important when you use a hard disk. If you use only floppy
disks, you can probably keep files organized by putting them on different disks.
With a hard disk, which usually can store much more information than a floppy
disk, it becomes necessary to organize files into categories so you can find them
more easily.

The Directory Tree

Every disk has at least one directory. When you format a floppy or hard disk,
MS-DOS creates a directory where all other files and directories will be stored.
This is called the root directory. You can create subdirectories of the root
directory to organize files. For example, you could put your spreadsheet files
in one directory and your text files in another. Directories and subdirectories
form a structure called a directory tree, as in the following example:

[A:\] tree

Directory PATH listing for Volume SPRDSHT_TXT

Uolume Serial Number is 373E-17D0

A
TEXT
SPREADSH
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You can create subdirectories within subdirectories to further organize your files.
For example, suppose you use a drawing program for work, school, and personal
projects. To keep your files organized, you can create three subdirectories in your
program directory. You can put your work files in a WORK directory, your per-
sonal files in a HOME directory, and your school files in a SCHOOL directory.
Your directory structure would resemble the following:

[C:\1 tree
Directory PATH listing for Volume CHRIS
Volume Serial Number is 157A-6CZ3
C:.
e
RT
—WORK
—HOME
——SCHOOL

You can continue to add directories at any level of the structure, as long as there
are no more than 512 files and directories in the root directory of your hard disk
(a root directory on a floppy disk can hold fewer files and directories). Other
directories can contain as many files and directories as needed. However,
MS-DOS runs more slowly if there are more than 150 or so files and sub-
directories in one directory.

Strictly speaking, all directories other than the root directory are subdirectories.
However, it is common to use the term directory. In this guide, the term sub-
directory is used only to emphasize the relationship between two directories.

A subdirectory is sometimes called a child directory, and a directory that
contains subdirectories is sometimes called a parent directory.

Directory Names

Except for the root directory, which is always represented by a backslash (V),
each directory has a name. A directory can also have an extension. Follow
these rules when choosing a directory name and extension:

¢ The name must contain one to eight characters.

¢ There can be an extension of up to three characters, separated from the
directory name by a period.
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Paths

¢ The name and extension can contain the letters A through Z, the numbers zero
through nine, and the following special characters: underscore (_), caret (M),
dollar sign ($), tilde (~), exclamation point (!), number sign (#), percent sign
(%), ampersand (&), hyphen (-), braces ({ }), and parentheses ( ). No other
special character is acceptable.

¢ The name cannot contain spaces, commas, periods, or backslashes.

¢ Two subdirectories in the same directory cannot have the same name. For
example, the WORK directory cannot have two subdirectories named FILES.
However, subdirectories of different directories can have the same name. For
example, you can have a subdirectory named FILES in both the HOME
directory and the SCHOOL directory.

The name can contain extended characters. However, if you use an extended
character, it is recommended that you use code page 850. If you use code page
437, support for extended characters is limited. For information about extended
characters, see the Appendix, “Keyboard Layouts and Code Pages.”

The current directory can be referred to by its name or by a period. The parent
directory of the current directory can be referred to by its name or by a double
period (..). When you use the dir command to view the files and directories

in a directory (other than the root directory), you’ll see these symbols listed,
representing the current and parent directories.

The path specifies the location of a file within the directory tree. You can think
of it as the route MS-DOS must travel, starting at the root directory, to get to files
in another directory. For example, suppose that drive C has this directory tree:

[C:\1 tree

Directory PATH listing for Volume CHRIS

Uolume Serial Number is 15?A-6C23

C:.
DOS

RT

-—UORK

[-—HOME

——SCHOOL

To get to files in the HOME directory, MS-DOS must go through the following
directories: root (\), ART, and HOME.
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In MS-DOS commands, you designate the path in the following way:

\art\home

This is the path of the HOME directory. The first backslash represents the root
directory; the second backslash separates the HOME directory from its parent
directory, ART.

If you want MS-DOS to find the HOME directory, you type the path of the
directory. To specify the FIG1.MSP file in the \AART\HOME directory, you add

another backslash and the filename to the path:
\art\home\figl.msp

There may be more than one file called FIG1.MSP in other directories, and there
may be other directories called \ART\HOME on other disks. For this reason, to
fully distinguish one file from all other files, you must add a drive letter to the path
and filename. For example, the full path designation for the FIG1.MSP file in the
N\ART\HOME directory on drive C is:

c:\art\home\figl.msp

MS-DOS recognizes paths of up to 66 characters (including the drive letter and
colon).

The Current Drive

Unless you indicate otherwise, it is assumed that you want to use the directory

tree on the drive you are currently using. The letter of the current drive is usually
shown as part of the command prompt. For example, if you are currently using

the root directory of drive A, and you want to delete the A:\\FIG1.MSP file, you
wouldn’t need to type the letter of the current drive. You would type the following:

del figl.msp

There can be only one current drive at a time. To work with files on a drive that
isn’t current, type the other drive letter followed by a colon (:) and press ENTER
to make it the current drive.

The Current Directory

The directory you are working in is the current directory for that drive. MS-DOS
can display the path of the current directory as part of the command prompt. If you
want to perform some operation on a file, and you are currently using the directory
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that the file is in, you do not need to type the path of the current directory. For ex-
ample, if C is the current drive and \ART\HOME is the current directory, you can
delete the CNARTN\HOMENFIG 1.MSP file by typing this command:

del figl.msp

Because C is the current drive and \AART\HOME is the current directory, you do
not need to type them.

If you are working with two drives, each of them has a current directory. For
example, suppose C is the current drive and \ART\HOME is the current directory.
On your disk in drive A, suppose the \FIGS directory is the current directory. You
can type the following command to copy the FIG2.MSP file from A:\FIGS to
CNART\HOME:

copy a:fig2.msp c:

Unless you specify a different path, you work in the current directory on each
drive. When you start your system, all current directories are the root directories
of the drives in your system. The current directory on a floppy disk drive changes
to the root directory if you change disks.

To work with files in a directory that is not current, you have two options:

® You can type the path of the other directory.

¢ You can make the other directory current by using the cd (change directory)
command. The ed command is described in “Moving Between Directories”
later in this chapter.

If you are working with program files that aren’t in the current directory, you can
include the path of the other directory in the path command. For information
about the path command, see “Specifying a Search Path” later in this chapter.

If you want to type the path of another directory, you include the part of the path
that is different from the path of the current directory. For example, if the current
directory is \ART, you can delete the \ART\HOME\FIG1.MSP file by typing the
following:

del home\figl.msp

You do not need to type the complete path, because the file you want to delete is
in a subdirectory of the current directory. If the file is not in a subdirectory of the
current directory, you must either type its entire path or specify the path in relation
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to the current directory. For example, if the current directory is \ART, to delete
\TEXT\REPORTS\STOCK.TXT, you must type one of the following commands:

del \text\reports\stock.txt
Or
del ..\text\reports\stock.txt

In the second command, the double periods (..) represent the parent of the current
directory. In this case, the root directory is the parent of ART, and TEXT is a
subdirectory of the root directory.

Changing the Command Prompt
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You can use the prompt command to change the way the command prompt looks.
Unless you indicate otherwise, MS-DOS displays the letter of the current drive
followed by a greater-than sign (>) as the command prompt. For example, the
following prompt tells you that the current drive is A:

A>
You can use various parameters with the prompt command to change your
command prompt. For example, you may want the current directory, in addition
to the current drive, to be displayed as the command prompt. Knowing which
directory is current can be useful when you have numerous subdirectories. The

following command creates a command prompt that shows both the letter of
the current drive and the current directory name:

prompt $p
If the current directory is CAPBRUSH, MS-DOS displays this prompt:
C:\PBRUSH

The following command creates a command prompt that indicates the current
drive and directory and has a greater-than sign (>) to separate the prompt from
any commands you type:

prompt $p$g
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If the current directory is CAPBRUSH, MS-DOS displays this prompt:
C:\PBRUSH>

NOTE If you use $p to create a prompt that displays the current drive and directory,
MS-DOS checks the directory after every command. This may cause a delay if your current
drive contains a floppy disk. Type prompt and press ENTER to return the command prompt
to its original form—the greater-than sign (>) preceded by the current drive letter.

You can include the prompt command in the AUTOEXEC.BAT file so that every
time you start your system, MS-DOS sets the command prompt. If your prompt
already contains more than the current drive letter when you start your system,
there is already a prompt command in your AUTOEXEC.BAT file. For more
information about the AUTOEXEC.BAT file, see Chapter 11, “Customizing
Your System.”

For information about other parameters you can use, see the prompt command
in Chapter 14, “Commands.”

Viewing Directories

To see a list of files in any directory on any disk, use the dir command. The
simplest form of this command displays a list of files in the current directory.
By adding to the command, you can do the following:

e View only certain filenames in a directory
e View a directory listing, one screen at a time
e Designate the way files are displayed in a directory listing

This section describes how to view directories by using the command line.
For information about viewing directories in MS-DOS Shell, see Chapter 3,
“MS-DOS Shell Basics.”
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Viewing Whole Directories
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In Brief

To view the contents of a directory, use the dir command. For example, you could
use the following command to view the contents of the CAWORK directory:

dir c:\work

The dir command (without parameters) lists the contents of the current directory.
For example, if C:\is your current directory, you can use the following command
to view its contents:

dir

MS-DOS displays a listing similar to the following:

[C:N] dir

Uolume in drive C is CHRIS

Volume Serial Number is 157A-6C23
Directory of C:\

COMMAND COM 46246 11-21-90 4:06a

D03 <DIR> 11-26-96 6:31a
ART <DIR> 11-26-90 6:34a
MEETING <DIR> 11-26-90 6:34a
WORK <DIR> 11-26-90 4:21p
CONFIG  SYS 289 11-26-90 1:33p
AUTOEXEC BAT 598 11-26-90 2:15p
STATUS <DIR> 11-28-96  2:55p
MOUSE 3¥s 34581 11-07-90¢ 4:21p
EXPENSE <DIR> 11-26-90 6:36a
PROSE <DIR> 11-26-90  6:36a
SPREADSH <DIR> 11-26-90 6:38a
TEXT <DIR> 11-26-96 6:38a
CONFIG  OLD 260 11-19-90 5:04p
14 file(s) 81974 bytes

36835328 bytes free

If you add the path of a directory to the command, MS-DOS displays the contents
of the specified directory rather than the current directory. Regardless of which
directory is current, you would use the following command to view a list of files
in the root directory of a disk in drive B:

dir b:\
To view the filenames listed in a subdirectory, you can specify the path relative to
the current directory, or you can specify the entire path. For example, if CAYEAR

is your current directory and you want to view the contents of the C\YEAR\VJAN
directory, you could type the following command:

dir jan
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Viewing Groups of Filenames
In Brief

To view a group of filenames in a directory listing, include wildcards with the
dir command. For example, you would use the following command to view a
list of all files that have a .COM extension in the current directory:

dir *.com

Unless you specify otherwise, MS-DOS displays all filenames and subdirectory
names in a directory. To view only certain filenames in a directory, you can use
wildcards. For example, to see a list of files that have a .DOC extension in the root
directory of a disk in drive B, type the following command:

dir b:\*.doc

To view the filenames beginning with JAN in a subdirectory called YEAR
on drive C, type this command:

dir c:\year\jan*, *

The filename is separated from the directory name by a backslash.

For more information about wildcards, see Chapter 4, “Working with Files.”

Arranging the Directory Display
In Brief

To view the contents of a directory one screen at a time, use the /p switch, as
in the following command:

dir c:\year /p

To view an abbreviated directory, with only directory names and filenames listed,
use the /w switch:

dir c:\year /w

Often a directory contains too many filenames to be displayed on one screen.
To view a directory one screen at a time, use the /p switch, as in the following
command:

dir /p

After displaying the first screen of files, MS-DOS pauses. To continue viewing
the contents of the directory, press any key except the PAUSE key.
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If you include the /w switch with the dir command, MS-DOS displays only the
directory names and filenames, instead of all the additional information that is
displayed when you use the dir command alone. Directory names are enclosed in
brackets; for example, [DOS]. Using this switch, you often can view all the files
on a single screen. For example, you would use the following command to view
the directory names and filenames in the root directory of drive C:

dir c:\ /w

MS-DOS displays up to five columns of names.

Sorting a Directory Listing
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In Brief

To sort a directory listing by filename (n), extension (e), date (d), or file size (s),
use the /o switch. For example, the following command alphabetizes a directory
listing by filename extension:

dir c:\temp /oe

This command alphabetizes a directory listing in reverse alphabetic order (from Z
to A):

dir c:\temp /o-e

MS-DOS sorts a directory listing when you include the /o switch. The following
list shows the various ways of using the /o switch to sort a directory listing:

/on Alphabetizes the directory by name

lo-n Reverse-alphabetizes the directory by name (Z to A)

loe Alphabetizes the directory by extension

lo-e Reverse-alphabetizes the directory by extension (Z to A)
lod Sorts the directory by date (oldest first)

lo-d Sorts the directory by date (newest first)

los Orders the directory by file size (smallest first)

lo-s Orders the directory by file size (largest first)
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For example, the following command displays the contents of the current
directory of a disk in drive B, largest file first:

dir b: /o-s
You can also combine switches to get the results you want. For example, the

following command alphabetizes the listing of the root directory on the C drive
and displays the filenames in five columns:

dir c:\ /on /w

Viewing All Directories on a Disk
In Brief

To view the organization of a directory and its subdirectories, use the tree
command. For example, the following command displays the relationship
between the C\TEMP directory and its subdirectories:

tree c:\temp

In the following command, the /f switch is used to include filenames:
tree /f

The easiest way to see the relationship between directories on a disk, or between
a directory and its subdirectories, is to use the tree command. You can also see
subdirectories by using the dir command, but the tree command gives you more
information.

The dir command usually lists only the first level of subdirectories, whereas the
tree command lists all levels. The dir command displays subdirectory names
along with filenames in a list, whereas the tree command displays the
relationship between a directory and its subdirectories graphically, showing
how each level fits together.

For example, to see the subdirectories in the current directory, type the following
command:

tree
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MS-DOS displays a directory tree similar to this one:

[C:N] tree
Directory PATH listing for Volume CHRIS
Uolume Serial Number is 157A-6C23

c:.

|—Dos
—ART

OME
SCHOOL
—MEETING
—UORK
—EXPENSE
L BUSINESS
—PROSE
——SPREADSH
L—BUDGET
—STATUS

N
FEB

——TEXT
L—LETTERS

To see the tree structure, starting at the root directory of the current drive, type
this command:

tree \

If you want to see the filenames in each directory of the tree, include the /f switch.
For example, the following command displays all the directory names and
filenames on drive C:

tree c:\ /f | more

For information about the more command, see Chapter 7, “Advanced Command
Techniques.”
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Creating Directories
In Brief

To create a directory, use the md (mkdir) command. For example, suppose the
\TAXNQUARTER directory is the current directory. The following command
creates a new subdirectory called EST:

md est

If the new directory is a subdirectory of the current directory, you only need to
type the new part of the path, as in the preceding example.

When you have a group of related files (such as specialized files that you use
with one program, or files from a specific project), you may want to store them
in their own directory. To create a directory, you can use the md (make directory)
command. For example, suppose the current directory is the root (\). To create a
subdirectory called REPORTS, you would type the following command:

md reports

You can use either md or its longer form, mkdir, with the same results.

The md command makes a subdirectory in the current directory, unless you
specify otherwise. For example, suppose the current directory is \WORK. To
make a directory called \WORK\HOME, you can type the following:

md home

In this example, MS-DOS makes a subdirectory called HOME in the \WORK
directory. If you are not making a subdirectory of the current directory, you must
type the entire path of the new directory or specify the path relative to the current
directory. For example, suppose the current directory is \TAX. To make the
subdirectory \WORK\HOME, you would type one of the following commands:

md \work\home

Or

md ..\work\home
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Shell

>

If you include a drive letter with the md command, you can create a directory on a
disk that is not current. For example, suppose you want to copy files in the current
directory, CAWORK\HOME, to a subdirectory \HOME on a disk in drive A. To
create this directory on the disk in drive A without leaving the current directory,
you would type this command:

md a:\home

To create a subdirectory of the currently selected directory:

1. Select the directory for which you want to create a new subdirectory.

2. From the File menu, choose Create Directory.

The Create Directory dialog box appears. The currently selected directory is
shown as the parent directory.

3. Type the name of the new directory. The name can have up to eight characters.
The extension, if any, can have up to three characters.

4. Choose the OK button.

You can create directories at any level in the directory tree. Any directories you
create are subdirectories of the currently selected directory.

Moving Between Directories
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The disk in each drive of your system has a current directory. If you have two
floppy disks and one hard disk, there are three current directories.

If a disk has no subdirectories, the root directory is always the current directory
for that disk. If a disk has subdirectories, you can use the cd (change directory)
command to move from one directory to another.
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Changing Directories
In Brief

To move to a different directory on the current drive, use the cd (chdir)
command. For example, the following command changes the current
directory to \OFFICEAREPORTS\FINANCE:

cd \office\reports\finance

You can also use two periods (..) after the cd command to change to the
parent directory, as follows:

cd ..

If the current directory is the root (\), you can move to the \WORK directory
and make it current by typing the following command:

cd work

You can use either cd or its longer form, chdir.

When you use the ed command, you change to a subdirectory of the current
directory, unless you specify otherwise. For example, if the current directory is
\WORK, to change to \WORK\HOME, you type the last subdirectory in the path:

cd home

If the current directory is \OFFICE, to change to \WORK\HOME, you must type
the entire path:

cd \work\home

To change to the parent of the current directory (the directory one level closer to
the root), you can use two periods (..) in the command. For example, if the current
directory is \WORK\HOME, you can change to \WORK by using this command:

cd ..

Regardless of which directory is current, you can change to the root directory of
the current drive by typing this command:

cd \
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You cannot use the cd command to change the current drive, but you can use it to
change the current directory on a drive that is not current. For example, suppose
the current drive is A. To change the current directory on drive C to \WORK
without making drive C current, type the following command:

cd c:\work

The current directory on drive C is used if you specify drive C without a directory.
For example, suppose A is the current drive and \WORK is the current directory
on drive C. You would type the following command to copy all files from the
current directory on drive A to CAWORK:

Copy *.% C:

The current directory on any drive is the root, unless you change it.

Deleting Directories
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In Brief

To delete a directory, use the rd (rmdir) command, as in the following example:
rd \office\reports\finance
MS-DOS removes the FINANCE subdirectory from the \OFFICE\REPORTS

directory on the current drive. The directory you remove cannot contain any files
or subdirectories.

If you no longer need a directory, you can remove it by using the rd command. In
order for you to remove a directory, it must be empty and it cannot be the current
directory. For example, before you can remove a directory called \WORK, which
does not contain any subdirectories, you must delete its contents. To do so, you
can type the following command:

del \work\*.x*

You receive the following message: “All files in directory will be deleted! Are you
sure (Y/N)?” Type y to delete the files; type n to cancel the command.

You can then type the following command to remove the directory:

rd work

You can use either rd or its longer form, rmdir.
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Shell

>

MS-DOS removes a subdirectory of the current directory, unless you specify
otherwise. For example, if the current directory is \WORK, and \HOME is a
subdirectory of \WORK, you can remove \HOME by typing the following:

rd home

If the current directory is N\OFFICE, to remove \HOME you must type the entire
path or the path relative to the current directory:

rd \work\home

Or

rd ..\work\home

If you include a drive letter with the rd command, you can remove a directory
from a drive that is not current. For example, to remove the ANHOME directory
while the current drive is C, type the following command:

rd a:\home

If the directory you want to delete contains files or subdirectories, you must first
delete them.

NOTE If MS-DOS does not delete a directory after you have deleted all files and sub-
directories in it, there may be hidden or read-only files in the directory. For information
about changing the attributes of hidden or read-only files, see the attrib command in
Chapter 14, “Commands.”

To delete a directory or subdirectory:

1. Select the directory.
2. Make sure the directory does not contain any files or subdirectories.

3. From the File menu, choose Delete.

You are asked to confirm the deletion. (You can suppress the confirmation
message; see Chapter 3, “MS-DOS Shell Basics.”)

4. Choose the Yes button.

If you attempt to delete a directory that contains files or subdirectories, MS-DOS
displays the Deletion Error dialog box with the following message: “You cannot
delete a non-empty directory; delete all files and subdirectories in this directory
first.” If this message appears, delete the files and subdirectories in the directory,
and try again.
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Copying Directories

To copy a directory and its subdirectories, you can use the xcopy command. The
xcopy command is similar to the copy command. Both commands copy files from
one directory or drive to another. The copy command works with a single file or

a group of files, whereas the xcopy command works with a single directory or a
group of directories. Both commands create new files in the destination directory,
but only the xcopy command can also create new subdirectories.

Copying All Files in a Directory
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Shell P>

In Brief

To copy a single directory (without subdirectories), use the xcopy command
without switches. For example, the following command copies all files in the
CANEW\REPORTS\FINANCE directory to the \FINANCE directory on a disk
in drive A:

xcopy c:\new\reports\finance a:\finance

Because the xcopy command copies all files in a directory, you do not need to
use wildcards. For example, the following xcopy command copies all files in the
current directory from drive A to drive B:

xcopy a: b:

While MS-DOS prepares to copy the files, it displays a “Reading source file(s)”
message. As with the copy command, MS-DOS displays the names of the files it
copies and indicates how many files were copied when the operation is complete.

To copy all files in one directory to another directory:

1. Select the directory containing the files you want to copy. Make the file list
active by selecting any filename in the list.

2. From the File menu, choose Select All.

3. From the File menu, choose Copy.
The Copy File dialog box appears.

4. In the To box, type the path of the directory you want to copy files to. Any
text you type replaces what’s in the To box.

5. Choose the OK button.
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Creating Directories as You Copy Files
In Brief

If the destination path in an xcopy command does not exist, MS-DOS creates it.
For example, the following command copies all files from the root directory of
a disk in drive A to the C:\TMP directory:

xcopy a:\ c:\tmp

If the directory does not exist, there is a prompt asking you whether the name
specified is a file or directory. (To prevent MS-DOS from prompting you, add
a backslash at the end of the directory name.)

You can use the xcopy command to create a directory as you copy files. For
example, suppose you want to copy all files in the root directory of a disk in
drive A to drive C. Using the following xcopy command, you can put the files
in a directory called \NEWFILE:

xcopy a:\ c:\newfile

If the \NEWFILE directory does not exist on drive C, there is a prompt asking you
whether it is a file or directory. Type d for directory. MS-DOS then creates it as a
subdirectory of the root directory. (To prevent MS-DOS from prompting you, add
a backslash at the end of the directory name.) MS-DOS copies the files from the
disk in drive A to the \NEWFILE directory. In this example, only the files in the
root directory of the disk in drive A are copied. If there are subdirectories on the
disk in drive A, MS-DOS does not copy them.

If you do not type a path, MS-DOS copies the files to the current directory.

Copying Subdirectories
In Brief

To reproduce an entire directory structure in another directory or on another disk,
use the /s and /e switches. For example, the following command recreates on a
disk in drive B the directory structure and files in CAREPORTS:

xcopy c:\reports b:\ /s /e

To copy files in a directory along with any subdirectories that contain files, add
the /s switch to the xcopy command. For example, suppose a disk in drive A
contains the following subdirectories: SCHOOL, WORK, and HOME. The
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following command copies the files in the root directory of drive A, including
the three subdirectories and all their files, to the \MEMOS directory on drive C:

xcopy a:\ c:\memos /s

The backslash () after a: indicates that MS-DOS should start at the root directory.
When the /s is added, every file in every subdirectory that contains files is copied.
MS-DOS copies files from the root directory of drive A to CAMEMOS, from
ANSCHOOL to CA\MEMOS\SCHOOL, from AAWORK to C\MEMOS\WORK,
and from ANHOME to C:\MEMOS\HOME. If any of the directories do not exist
on drive C, MS-DOS creates them. In this example, empty subdirectories on drive
A are not copied.

To copy an empty directory, use the /e switch with the /s switch. For example,
suppose a disk in drive A has an empty subdirectory called MISC, in addition to
the three subdirectories just mentioned. You could type the following command
to copy all subdirectories, including the empty subdirectory:

xcopy a:\ c:\memos /s /e

You can use the /s switch without the /e switch, but you cannot use the /e switch
without the /s switch.

Renaming Directories
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In Brief

To rename a directory, use the xcopy, del, and rd commands. For example, the
following sequence of commands renames the \OPS\STATS directory as
\OPS\FIGURES:

xcopy \ops\stats \ops\figures
del \ops\stats\x.*
rd \ops\stats

If the original directory contains subdirectories, add the /s and /e switches to
the xcopy command, and delete each subdirectory separately.

The rename command, which you use to rename files, cannot be used to rename
directories. Instead, you use a combination of the xcopy, del, and rd commands
to rename a directory.
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Shell

>

To rename a directory:

>

1. Using the xcopy command, copy the contents of the directory to a directory
with the new name.

2. Delete the contents of the original directory.

3. Delete the original directory.

For example, suppose you want to rename the C\TEMP directory as
C\LETTERS. The first step is to copy the contents of the directory to the new
directory. You can type the following xcopy command:

xcopy c:\temp c:\letters

The following message appears: “Does LETTERS specify a filename or directory
name on the target (F=file, D=directory)?” After you type d, MS-DOS creates a
subdirectory (called LETTERS) in the root directory on drive C, and copies all
the files from C\TEMP into it.

The second step is to delete the files in CNTEMP. To do this, type the following
del command:

del c:\temp\#*. *

MS-DOS prompts you to confirm deletion of all the files in this directory. If you
are sure the files were successfully copied to CALETTERS, type y. If you have
any doubt, type n and use the dir command to double-check.

Once the C\TEMP directory is empty, the final step is to delete it by typing the
following rd command:

rd c:\temp

To change the name of a directory or subdirectory:

1. Select the directory you want to rename.

2. From the File menu, choose Rename.
The Rename Directory dialog box appears.

3. Type the new name for the directory.
4. Choose the OK button.
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Updating Directories

Sometimes you may want two directories to contain the same files. For example,
when you are making backup copies of files and directories, the primary directory
contains the files you are working on and a secondary directory or disk contains
the backup or most recent version of the files. To keep the secondary directory
current, you can use the replace command.

Replacing Outdated Files

122

In Brief

To replace files in a destination directory that are older than the corresponding
files in a source directory, use the replace command with the /u switch, as in
the following command:

replace c:\home\*.* a: /u

MS-DOS replaces the files in the root directory of the disk in drive A with the
more recent versions in CAHOME.

Suppose a directory called CNOPS\STATS contains files you periodically update.
To keep a backup copy of these reports, you can copy them to a floppy disk and
periodically update them by using the replace command with the /u switch, as
follows:

replace c:\ops\stats\*.* a: /u
MS-DOS compares the files in C:NOPS\STATS with the files on the disk in drive
A. If a file on the disk in drive A has a more recent version on drive C, MS-DOS

replaces the older version. Using the replace command with the /u switch does
not add any new files to the backup disk; it only updates those already there.
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Adding New Files
In Brief

To add files to the destination directory that are currently only in the source
directory, use the replace command with the /a switch. For example, the follow-
ing command compares the files in CAHOME with those on a disk in drive A.

If there are any files in C:N\HOME that are not on the disk in drive A, MS-DOS
copies them to the disk.

replace c:\home\*.* a: /a

To add files to a backup disk, use the replace command with the /a switch
rather than the /u switch. For example, the following command compares the
files in CNOPS\STATS with the files on a disk in drive A:

replace c:\ops\stats\*.x a: /a

If there are any files in the CNOPS\STATS directory that are not on the disk
in drive A, MS-DOS copies them to the disk.

Specifying a Search Path

In Brief

To specify a search path for program files, use the path command. For example,
the following command specifies that MS-DOS is to search for files in the three
directories listed, in addition to the current directory:

path \;c:\bin;c:\utilities

Each directory in the path command must be separated by a semicolon (;). The
first backslash (\) indicates that the search should begin in the root directory of
the current drive.

Unless you specify otherwise, MS-DOS looks for program files in the current
directory only. You can direct MS-DOS to look for program files in other
directories by specifying a search path. The search path indicates the route
from directory to directory that MS-DOS follows when it searches for a file.
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To run a program stored in a directory other than the current directory, you can
first make its directory current by using the cd command. An alternative to this
procedure is to include in the path command all the paths you use frequently. If
MS-DOS cannot find a file in the current directory, it searches the other directories
you have specified. The path command remains in effect until you restart or reset
your system.

For example, suppose you frequently run programs stored in the CAPBRUSH,
CAWORK, and CNACCTS directories. You can save time by including them
in the following path command:

path c:\pbrush;c:\work;c:\accts

Each directory must be separated from the others by a semicolon (;). MS-DOS
searches the directories in the order you have typed them (in this case, MS-DOS
would search \WORK before \ACCTS). If you want your root directory on the
current drive to be searched first, add it to the beginning of the list of directories:

path \;c:\pbrush;c:\work;c:\accts

The path command can include up to 127 characters (including the word path).

You can specify a search path by including a path command in your
AUTOEXEC.BAT file. For information about your AUTOEXEC.BAT
file, see Chapter 11, “Customizing Your System.”
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Disks provide long-term information storage. The information you save on disks
remains intact until you delete it. In contrast, random-access memory (RAM)
provides short-term information storage. The information stored in RAM is lost
each time you turn off your computer.

Types of Disks

Disks store information on magnetic surfaces. In a floppy disk, the magnetic
surface is a thin, flexible disk inside a protective plastic cover. A hard disk has

two or more rigid disks stacked on top of each other in a sealed case. A hard disk
is also called a fixed disk because it remains in your system. Once your hard disk is
installed, it should not be removed unless it is damaged or you upgrade to a larger
disk.

Information on disks is divided into tracks, somewhat like the grooves on a record.
Each track is a concentric circle that can hold a certain amount of information. The
more tracks a disk has, the more information it can hold. A hard disk holds more
information than a floppy disk because it has more sides and more tracks per side.
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Floppy disks vary in physical size and the amount of information they can hold.
The following list shows the major kinds of floppy disks that MS-DOS can work
with and the amount of information each can hold:

5.25-inch, single sided/double density 160K

5.25-inch, single sided/double density 180K

5.25-inch, double sided/double density 320K

5.25-inch, double sided/double density 360K

5.25-inch, double sided/quad density 1200K or 1.2 MB
3.5-inch, double sided/double density 720K

3.5-inch, double sided/quad density 1440K or 1.44 MB
3.5-inch, double sided/high density 2880K or 2.88 MB

Most floppy disks have labels indicating their type. You can also use the dir or
chkdsk command to view information about the storage capacity of a formatted
disk. For information about these commands, see Chapter 14, “Commands.”

Bytes, Kilobytes, and Megabytes

File sizes are measured in bytes. One byte is the amount of space it takes to store a
character. A kilobyte is 1024 bytes. In this guide, the word kilobyte is abbreviated
as K.

A megabyte is 1024K (about a million bytes). In this guide, the word megabyte
is abbreviated as MB. For example, if a disk can store about 1.2 million bytes of
information, it is a 1.2-MB disk. The following terms are equivalent:

1.2 MB = 1228.8K = 1,258,291 bytes

Types of Disk Drives

Not all types of floppy disks are compatible with all types of floppy disk drives. In
general, the disk must be formatted at a capacity less than or equal to the capacity
of the drive in order for the disk and drive to be compatible. For example, if you
have a quad-density 5.25-inch disk drive designed to work with 1.2 MB-floppy
disks, you can use floppy disks formatted as 360K disks. However, if you have a
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360K drive, you usually cannot use disks formatted as 1.2-MB disks. If you are
unsure whether a disk works with a certain drive, you can try using the disk by
inserting it in the disk drive and using the dir command. If the disk and drive are
incompatible or if the disk is unformatted, MS-DOS displays a “General failure
error’” message.

MS-DOS adjusts its operations to work with the type of disk drive you are using.
When using some commands, you must add a switch if your disk drive and disk
do not have the same capacity.

Formatting Disks

Before you can use a disk, you must prepare it by using the format command.
The disk may or may not have been previously formatted.

When you format a disk, MS-DOS performs a safe format by default. Because
of the safe format, you can restore the disk to its condition before the format by
using the unformat command, provided you have not stored files on the newly
formatted disk.

You can add the /u switch to the format command to perform an unconditional
format. The unconditional format destroys all information on the disk, which
means you cannot restore the contents of the disk after the disk has been formatted.

If you mistakenly format a disk unconditionally, you may still be able to recover
lost information, provided that you installed the Mirror program before using the
format command. The Mirror program is described in the section that follows.

When you format a floppy or hard disk, MS-DOS reserves a small part of the disk
for its tracking system. The tracking system consists of two parts: a file allocation
table (which tracks the location of each file on the disk) and the root directory
(which stores the name, size, creation date and time, and file attributes for the
files on the disk).

A sector is the basic unit of storage on a disk. Each sector on a disk holds half of a
kilobyte of information. When MS-DOS formats a disk, it marks defective sectors
so that it will not store information there. When MS-DOS stores a file on a disk, it
uses groups of sectors called allocation units. The number of sectors per allocation
unit depends on the size of the disk.

If you are using a new hard disk, you must partition it before you can format it.
While you are running the MS-DOS Setup program, you can partition and format
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the hard disk. For information about setting up MS-DOS on a hard disk, see
Microsoft MS-DOS Getting Started. You can also partition a new hard disk by
using the Fdisk program. For information about Fdisk, see “Using Fdisk” later
in this chapter.

CAUTION Because the format command destroys all information on a disk, it'’s a good
idea to develop the habit of using the dir command before formatting a disk so that you
do not destroy important files. MS-DOS displays a warning message if you attempt to
format your hard disk. If you accidentally format your hard disk, you may be able to use
the unformat command to recover its contents. For information, see “Unformatting a
Disk” later in this chapter.

Safeguarding Information on a Disk
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The Mirror program saves information about a disk. This information provides

a safeguard in case you mistakenly formatted a disk by using the /u switch with
the format command. The Mirror program is also useful for recovering data from
a corrupted disk.

The unformat command (described later in this chapter) recovers data from disks.
If you unconditionally formatted a disk or the disk is corrupted, unformat uses
information saved by the Mirror program.

Because unformat restores the disk’s system area to the condition it was in when
you last used Mirror, you should save this information frequently for every hard
disk drive in your system. To ensure that the information is saved each time you
start your system, add a mirror command to your AUTOEXEC.BAT file.

To save information about the current disk, type the following command:
mirror

To save information about drive A, type the following command:
mirror a:

You can also use Mirror to save information about hard-disk partitions onto a
floppy disk or network drive. If your hard disk is corrupted, unformat can use this
saved information to restore the disk. For more information about the mirror com-
mand, see Chapter 14, “Commands.”
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Formatting a Disk
In Brief

To format a floppy or hard disk, use the format command. For example, the
following command formats a floppy disk in drive A:

format a:

You must specify the drive that contains the disk you want to format.

MS-DOS performs a safe format by default. If you want to disable safe formatting,
add the /u switch to the format command. The /u switch deletes all existing data
on a disk, which means you cannot later use the unformat command to restore

the contents of the disk.

When you use the format command with the /u switch to format a hard disk, the
following message appears:
Warning, all data on non-removable disk drive C: will be lost!
Proceed with format (Y/N)?

Type y to proceed, or n to cancel the command.

Using the /q switch with the format command, you can perform a quick format on
a previously formatted disk, which decreases the time MS-DOS requires to format
it. Use the /q switch only if you haven’t received read or write errors on the disk
you are formatting.

As it formats the disk, MS-DOS displays the percentage of the disk that has been

formatted. After the disk is formatted, you are prompted to give the disk a volume
label. Type the name you want to give the disk, or press ENTER if you don’t want

a label.

MS-DOS then displays information about how the disk was formatted:

1213952 bytes total disk space
1213952 bytes available on disk

512 bytes in each allocation unit
2371 allocation units available on disk

Uolume Serial Number is 382C-17F4
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Bytes total disk space  Indicates the storage capacity of the disk.

Bytes used by system  Appears if you have transferred the MS-DOS system
files to the disk. This line shows how much disk space is used by the three
system files.

Bytes in bad sectors  Indicates how much of the disk is unusable because of
bad sectors. If there are no bad sectors, this line is omitted. If a floppy disk has
any bad sectors, you should consider not storing important files or backup files
on it. Most hard disks have a small number of bad sectors. In general, the portion
of a hard disk taken up by bad sectors should be a small fraction of the total space
available.

Bytes available on disk Indicates the total disk space minus the space taken up
by the system files and any bad sectors. If the disk does not contain system files
and there are no bad sectors, this number should be the same as the “bytes total
disk space” number.

Bytes in each allocation unit and allocation units available on disk  Indicate
how MS-DOS has divided the available disk for file storage. If you multiply the
two numbers on these lines, the result is the same as the “bytes available on disk”
number.

Volume serial number Indicates the serial number assigned to the disk. This
number does not change unless the disk is formatted again.

Following this information, you are prompted to format another disk. Type y to
format another disk in the same drive with the same switches, or type n to return to
the command prompt.

Specifying Disk Capacity
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In Brief

To format a floppy disk that has less capacity than that supported by the drive,
use the /f switch. For example, to format a 360K disk in a 1.2-MB, 5.25-inch
drive, type the following:

format a: /f:360

Unless you state otherwise, it is assumed that the disk you want to format has
the maximum capacity for the drive. For example, if you have a high-density
(1.2 MB) 5.25-inch disk drive, it is assumed that any disk you format in the drive
is also high density. To format a disk with a lower capacity, use the /f: switch.
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For example, if drive A is a 1.2-MB, 5.25-inch drive, and you want to format a
360K disk in it, use the following command:

format a: /f:360

If drive B is a 1.44-MB, 3.5-inch drive, and you want to format a 720K disk in it,
use this command:

format b: /f:720

Some of the newest disk drives are able to detect the capacity of a floppy disk.
If you have this type of drive, you do not need to specify these switches.

NOTE Because of hardware differences, some 360K drives cannot reliably read disks
formatted on a 1.2-MB drive when you use the /f:360 switch.

Formatting a Floppy Disk by Using MS-DOS Shell

Shell

>

To format a floppy disk when running MS-DOS Shell, you use the format
command in the Disk Utilities group. You use the same switches and some of
the same formatting procedures as you would at the command prompt.

You can use switches to format a floppy disk with a smaller storage capacity
than your floppy disk drive and to transfer system files to a disk.

To format a floppy disk:

1. From the Disk Utilities group in the program list, choose Format.
The Format dialog box appears.

2. To format a disk in drive A and use no switches, choose the OK button. To for-
mat a different drive or to specify parameters or switches, type the information
in the Parameters box, and then choose the OK button.

From this point on, MS-DOS displays the same messages and prompts in
MS-DOS Shell as it does at the command prompt.

3. After formatting is complete, you are prompted to give the disk a volume label.
Type a name if you want to label the disk. If you don’t want to give the disk a
label, press ENTER.

4. At the next prompt, type y if you want to format another disk, or type n if you
want to return to MS-DOS Shell.
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Shell P> To perform a quick format of a floppy disk:

1. From the Disk Utilities group in the program list, choose Quick Format.
The Quick Format dialog box appears.

2. To format a disk in drive A, choose the OK button. To format a different drive,
type the drive letter in the Parameters box, and then choose the OK button.

From this point on, MS-DOS displays the same messages and prompts in
MS-DOS Shell as it does at the command prompt.

3. After formatting is complete, you are prompted to give the disk a volume label.
Type a name if you want to label the disk. If you don’t want to give the disk a
label, press ENTER.

4. At the next prompt, type y if you want to format another disk, or type n if you
want to return to MS-DOS Shell.

Unformatting a Disk
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In Brief

To recover as much information as possible from a hard or floppy disk that has
been reformatted, use the unformat command, as in the following example:

unformat c:

You can restore a disk that has been reformatted by using the unformat command.
Unformat works most reliably if the disk was safe-formatted (that is, if you

used the format command without the /u switch), or if you installed the Mirror
program before you formatted the disk. You can use unformat without having
done either of these things, but there is a higher risk of losing data. Unformat

is most effective if used immediately after a disk has been reformatted.

If the disk was safe formatted, unformat restores the disk to its condition at the
time of the format. If the disk was not safe formatted but you did use the Mirror
program, unformat attempts to restore the disk to the condition it was in when
you last used Mirror.

To restore a disk that has been safe formatted, use the unformat command. For
example, to restore a hard disk (drive C), use the following command:

unformat c:
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You cannot restore a formatted disk if you use the /u switch with the format
command. The /u switch performs an unconditional format (removes the safe
formatting). You also cannot restore a floppy disk if you changed its storage
capacity when you reformatted it. You need to use the unformat command
immediately after you have formatted a disk. If you have saved anything on the
disk between formatting and unformatting, you will probably lose some of the
original information.

For more information about the unformat and mirror commands, see
Chapter 14, “Commands.”

Creating a System Disk
In Brief

To create a disk that can start your system, use the format or sys command.

To create a system disk during formatting, add the /s switch to the format
command. For example, the following command formats the disk in drive A,
then copies system files to the disk:

format a: /s

To make a disk that is already formatted a system disk, use the sys command.
For example, the following command copies system files to a formatted disk in
drive B:

sys b:

System disks contain three MS-DOS system files—IO.SYS, MSDOS.SYS, and
COMMAND.COM. When you start your system, these three files are copied from
the system disk to your system’s random-access memory (RAM). The IO.SYS
and MSDOS.SYS files are hidden files; you don’t see them in directory listings
unless you use the /a switch with the dir command. The COMMAND.COM file
is usually in the root directory of every system disk.

If you have a hard disk, it is usually your main system disk. However, generally
when you start your system, drive A is checked first. If there is a system disk in
drive A, it starts your system.

You can copy the three system files to a disk as part of the format command or
by using the sys command. You cannot make a system disk by copying these files
with the copy command.
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To create a system disk during formatting, use the format command with the /s
switch. After the disk has been formatted, MS-DOS copies the three system files

to the disk. For example, the following command formats the disk in drive B and
makes it a system disk:

format b: /s

To make a formatted disk a system disk, use the sys command. For example,
to copy the system files COMMAND.COM, I0.SYS, and MSDOS.SYS to a
formatted disk in drive A, type the following:

sys a:

When system files are on a floppy disk, you can use it to start your system from
drive A.

Labeling a Disk

Each disk can have a name, called the volume label, and a number, called the
volume serial number. MS-DOS uses the volume serial number to keep track
of which disk is in a drive. MS-DOS assigns a serial number to a disk when you
format it. The serial number does not change unless the disk is formatted again.
Only disks formatted by MS-DOS version 4.0 and later have a serial number.
MS-DOS displays the disk’s volume label and serial number above the list of
files in every directory.

You can change a disk’s volume label by using the label command. The volume
label you choose can contain no more than 11 characters, and it cannot include the
following characters: asterisk (*), question mark (?), slash (/), backslash (\), pipe
(), period (.), comma (,), colon (:), semicolon (;), plus sign (+), equal sign (=),
less-than sign (<), greater-than sign (>), caret (), quotation mark ("), brackets

([ 1), ampersand (&), parentheses, or any key combinations. Volume labels can
include spaces but not tabs.

NOTE You can use extended characters in a label, but if you do, it is recommended
that you use code page 850. If you use code page 437, support for extended characters
is limited. For information about extended characters, see the Appendix.
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Assigning and Deleting Labels
In Brief

To assign a volume label to a disk, use the label command. For example, the
following command gives the disk in drive A the label disk 1:

label a:disk 1

The label can contain no more than 11 characters, including spaces.

To delete a volume label, use the label command without a name.

If you work with a large number of disks, it may be convenient to create a label
for each disk. You can view the label when you use the dir or vol command.

To assign a volume label, use the label command. For example, use the following
command to assign the label disk 2 to a disk in drive A:

Tabel a:disk 2
If you type a drive letter, but no label, MS-DOS prompts you for a label. For
example, to label the disk in drive B, type the following command:

label b:

MS-DOS displays the current label and serial number of the disk in drive B and
then prompts you to type a new volume label.

To delete a volume label, use the label command without a name. When MS-DOS
prompts you to type a new volume label, press ENTER. A message appears, asking
you to confirm deletion of the volume label. Type y to delete the label.

Viewing Labels
In Brief

To view the volume label and serial number of a disk, use the dir or the vol
command. You can type the following command to view this information for
the disk in the current drive:

vol

To view a disk’s volume label and serial number, use the dir or vol command.
When you use the dir command, the volume label and serial number for the
disk that you specify are displayed above the list of files.
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The vol command displays the volume label and serial number of the disk in
the drive you specify (if the disk has no serial number, only the volume label is
displayed). For example, type the following command to view the volume label
and serial number of the disk in drive A:

vol a:

Making a Backup Disk

There are several ways to make backup copies of files. If you want to make
backup copies of a few files, the simplest way is to use the copy or xcopy
command.

If you have numerous files to back up, you can use the backup command to
do the following:

¢ Back up a single directory

Back up a directory and its subdirectories

Back up selected files

Add files to a backup disk that you previously created

When you’ve backed up files by using the backup command, you cannot directly
access the files. If you need to retrieve any of the files, you must use the restore
command. The restore command reads the backup disk and puts the files you
specify back where they came from. For more information about the restore
command, see Chapter 14, “Commands.”
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Backing Up a Directory
In Brief

To create and maintain a backup directory, use the backup command. For
example, the following command backs up the files in the CAWORK directory
onto a disk in drive A:

backup c:\work a:

The simplest form of the backup command backs up a single directory. For
example, the following command backs up the files in CAWORK\HOME to a
disk in drive B:

backup c:\work\home b:

The following prompt appears, telling you to insert your backup disk and warning
that any existing files on the disk will be deleted.

Insert backup diskette 01 in drive B:

WARNING! Files in the target drive
B:\ root directory will be erased
Press any key to continue . . .

When you press a key, MS-DOS begins copying files from C\WORK\HOME.
Files in subdirectories of this directory are not copied. To cancel the command
without deleting any files from the destination disk, press CTRL+C or CTRL+BREAK.

In the preceding example, MS-DOS creates two files on drive B—BACKUP.001
and CONTROL.001. It combines all the files in CAWORK\HOME and stores
them in BACKUP.001. It stores the paths of the files in CONTROL.001. MS-DOS
also changes the volume label of the disk to BACKUP 001.

If more than one disk is needed to back up your files, you are prompted to insert
another disk in drive B. The second disk contains the files BACKUP.002 and
CONTROL.002. If there is a third disk, the files are BACKUP.003 and
CONTROL.003, and so on.
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When you specify the location of the files that you want to back up, you can
specify a drive, a directory, a filename, or a combination of all three. If you
specify only a drive, backup looks in the current directory of that drive for the
files to back up. For example, if CAWORK\HOME is the current directory, you
could use this shorter command to back up all the files in CAWORK\HOME:

backup c: b:
You can also back up files onto a hard disk. The backup command creates a

directory named BACKUP in the root directory of the destination drive and
stores the backup files there.

Backing Up a Directory and Its Subdirectories
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In Brief

To back up a directory and its subdirectories, include the /s switch with the
backup command. For example, the following command backs up every file
in every directory on drive C onto a disk in drive A:

backup c:\ a: /s

You can save time by backing up a directory and all its subdirectories with one
command. To include subdirectories, use the /s switch with the backup command.
For example, to back up CAWORK\HOME and all its subdirectories onto a disk in
drive B, type the following command:

backup c:\work\home b: /s

MS-DOS copies the files from CAWORK\HOME and all its subdirectories to the
BACKUP.001 file on drive B. The directory structure of the files is preserved in
the CONTROL.001 file.

To back up all the files on drive C onto a disk in drive B, type this command:

backup c:\ b: /s

MS-DOS starts at the root directory and backs up all the files on drive C. MS-DOS
prompts you to insert new disks as needed.
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Backing Up Selected Files
In Brief

To back up selected files in a directory, use wildcards, as in the following
command:

backup c:\work\*.x1s a:

It is not always necessary to back up all the files in a directory. Sometimes you
need to back up only files of a certain type, or files that have changed since the
last backup.

To back up a single file, specify its filename after its drive letter and path. For
example, the following command backs up the OUTGO.XLS file in the
CAWORKN\HOME\ directory onto a disk in drive B:

backup c:\work\home\outgo.xls b:

To back up files of a certain type, you can use wildcards. For example, the
following command backs up only the files in CAWORK\HOME that have a
.DOC extension:

backup c:\work\home\*.doc b:

To back up files that have changed since a specified date, use the /d switch with
the backup command. For example, to back up all files in CAWORK\HOME
that have been modified on or after January 20, 1991, use the following command:

backup c:\work\home *.% b: /d:01-20-91

Adding Files to a Backup Disk

In Brief

To copy files to a backup disk without deleting any files on the disk, use the
/a switch with the backup command, as in the following example:

backup c:\work a: /a

To add only files that have later versions than currently backed up files or that
don’t already exist on the backup disk, include the /a and /m switches, as in this
example:

backup c:\work a: /a /m

To copy files to a backup disk without deleting files already on the backup
disk, use the /a switch with the backup command. For example, the following
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command adds the files from CAWORK\SCHOOL to those already on the disk
in drive A:

backup c:\work\school a: /a

If some of the files on the CAWORK\SCHOOL directory are already on the
backup disk, MS-DOS adds the files to the disk again—it doesn’t replace them.
When the operation is complete, the backup disk has its original files plus the
files in CAWORK\SCHOOL that you most recently added.

If you want to back up only files that have been added or changed since the last
time you backed up a directory, use the backup command with the /m switch
and the /a switch.

For example, suppose that after you backed up the CAWORK\SCHOOL directory,
you added three new files and changed two that have already been backed up. To
back up the new and changed files, you would put the original backup disk in
drive A and type the following command:

backup c:\work\school a: /a /m

MS-DOS adds the new and changed files to the backup disk.

CAUTION If you use the /m switch without the /a switch, MS-DOS deletes existing files
on the backup disk and copies only those that have changed since the last backup.

Making Backup Disks by Using MS-DOS Shell
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To back up files when running MS-DOS Shell, you use the same parameters,
switches, and wildcards and some of the same procedures as you do when you
are working at the command prompt. You can back up files stored on either a
hard disk or a floppy disk.

You can use parameters to specify the source and destination drives. You can

use switches and wildcards to back up subdirectories and selected files, and to

add files to an existing backup disk. For more information about using parameters,
switches, and wildcards with the backup command, see previous sections in this
chapter.



Chapter 6 Managing Disks

Shell P> To back up files on a hard disk:

1. From the Disk Utilities group in the program list, choose Backup Fixed Disk.
The Backup Fixed Disk dialog box appears.

2. To back up your entire hard disk onto disks in drive A, choose the OK button.
Or type the appropriate parameters, switches, and wildcards in the Parameters
box, and then choose the OK button.

From this point on, MS-DOS displays the same messages and prompts as it
does at the command prompt.

3. When the backup is finished, press any key to return to MS-DOS Shell.
Shell P> To back up files on a floppy disk:

1. From the Disk Utilities group in the program list, choose Backup Fixed Disk.
The Backup Fixed Disk dialog box appears.

2. Specify the drive that contains the floppy disk you want to back up and the
drive that contains the disk you want backup files stored on. You can also
use switches and wildcards, as appropriate.

3. When the backup is finished, press any key to return to MS-DOS Shell.

To restore the files you backed up, you can use the Restore Fixed Disk command
described in “Restoring Files by Using MS-DOS Shell” later in this chapter.

Restoring Directories and Files

If you lose files you backed up, you can retrieve them by using the restore
command. You can use the restore command to do the following:

e Restore all files on a disk to a specific directory or to a directory and its
subdirectories

o Restore selected files

CAUTION Unless you use the /p switch, the restore command replaces all files that you
specified, including those that have changed since they were backed up. For information
about the /p switch, see the following section.
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Restoring Files to a Directory
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In Brief

To retrieve files that were backed up by using the backup command, use the
restore command. For example, the following command restores the files on the
backup disk in drive B to their original locations in the root directory of drive C:

restore b: c:\*.%

To restore files to a directory and its subdirectories, use the /s switch, as in the
following example:

restore a: c:\*.% /s

If you want to be prompted before MS-DOS replaces files that have changed
since the last backup, use the /p switch, as in the following command:

restore b: c:\*.% /p

The restore command retrieves files you previously backed up. The restore
command requires two parameters: the first parameter teils MS-DOS where to
get the files from (the location of the backup disk), and the second parameter tells
MS-DOS which files to restore. For example, to restore all the files from the
backup disk in drive B to the CAWORK\HOME directory, type the following
command:

restore b: c:\work\home\x*. *

Drive B is the drive that contains the backup disk, and CAWORK\HOME\* *
specifies the files you want to restore—every file on the backup disk that came
from the CA\WORK\HOME directory.

When MS-DOS restores files, it puts them in the directory they came from. If
the directory they came from no longer exists, MS-DOS creates it.

When you use the restore command, MS-DOS prompts you to insert the disk that
contains the backup files. When you press a key, MS-DOS displays the date of the
backup and starts copying from the BACKUP.001 file to the destination directory.
As files are restored, MS-DOS lists them on your screen.

If the files you want to recover were backed up on more than one disk, MS-DOS
prompts you to insert the other disks. If the files you want to restore are not on the
disk you specified, MS-DOS displays a “No files found to restore” message.
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To have MS-DOS prompt you before it replaces a file that is read-only or that
has been changed since the last backup, use the /p switch, as in the following
command:

restore b: c:\work\home\x*.x /p

NOTE The /p switch depends on your system clock to determine which file is most
recent. Make sure your clock is accurate when using the /p switch.

To restore files to a directory and its subdirectories, use the /s switch. For
example, the following command restores files from the backup disk in drive B
to the CAWORK\HOME directory and all its subdirectories:

restore b: c:\work\home\*.* /s
MS-DOS reads the CONTROL.001 file to find out which directory originally

contained the files and then stores them there. Any directories that don’t exist
are created.

To make sure that every file on a backup disk is restored, use the /s switch and
start restoring at the root directory. For example, the following command restores
every file on the backup disk in drive A to its original location on drive C:

restore a: c:\*.* /s

Restoring Selected Files
In Brief

To restore selected files in a directory, use the restore command with wildcards,
as in the following command:

restore a: c:\work\*.x1s

If you want to be prompted before MS-DOS replaces files that have changed
since the last backup, use the /p switch, as in the following command:

restore b: c:\*.x /p

You can restore a subset of the files that were backed up by typing a
single filename or by using wildcards. For example, to restore only the
CAWORKNHOMENOUTGO.TXT file from the backup disk in drive B,
you would type this command:

restore b: c:\work\homeloutgo.txt
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To restore only files that have a .TXT extension, you would type this
command:

restore b: c:\work\home\*, txt

Viewing a List of Backup Files

You can use the restore command with the /d switch to view a list of backup
files on a disk. For example, to view a list of backup files on drive C (without
restoring the files), you would type the following:

restore c: a: /d
Notice that you have to specify a destination drive, as if you were actually

restoring files. When you use the restore command with the /d switch, a
list of backup files is displayed, but the files are not restored.

Restoring Files by Using MS-DOS Shell
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To restore files when running MS-DOS Shell, you use the same switches and
wildcards and some of the same procedures as you use at the command prompt.
For information about the switches and wildcards you can use to restore sub-
directories or selected files, see the previous sections of this chapter.

To restore files:

1. From the Disk Utilities group in the program list, choose Restore Fixed Disk.
The Restore Fixed Disk dialog box appears.

2. In the Parameters box, specify the source and destination drives.

3. To restore all the files on the backup disk in drive A, choose the OK button.

To restore selected files or change the drive that the backup disk is in, type the

appropriate drive letter, switches, and wildcards in the Parameters box, and
then choose the OK button.

From this point on, MS-DOS displays the same messages and prompts as it
does at the command prompt.

4. When the operation is finished, press any key to return to MS-DOS Shell.
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Recovering Files from Defective Disks

If MS-DOS or a program can no longer read a file or directory, there may be one
or more damaged sectors on the disk. To recover the parts of the file or directory
that are not damaged, you can use the recover command.

CAUTION The root directory, where the recovered files are stored, can hold only a limited
number of entries. If you try to recover more files than the root directory can hold, some
files will be lost. In general, you should use the recover command only when it is absolutely
necessary.

Recovering Files
In Brief

To recover as much information as possible from a file or directory that has been
stored on damaged sectors of a disk, use the recover command. For example, the
following command recovers the COMB.TXT file on a disk in drive A:

recover a:comb.txt

You cannot retrieve the part of a file that is stored in a defective sector, but you
can recover the rest of it by using the recover command. For example, if part of
the GRAY.HIC file on a disk in drive A is no longer readable by the program
that created it, you could use the following command to try to recover some of
the information in the file:

recover a:gray.hic

MS-DOS reads the file one sector at a time. If any of the sectors are damaged,
MS-DOS removes them from the file. MS-DOS marks the bad sectors so that
information cannot be stored there in the future.

When the operation is complete, MS-DOS stores the recovered file in the root
directory of the disk it came from. MS-DOS names the recovered files sequen-
tially, beginning with FILEOOO1.REC.

NOTE Even if a part of a file is successfully recovered, the file might be unusable if
the information that was unrecoverable is critical to the file.
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If a directory is unusable, you can use the recover command to recover as much of
the information on the disk as possible. For example, to recover files in a directory
on a disk in drive A, you would type this command:

recover a:

All files that MS-DOS recovers are stored in the root directory of the disk they
came from.

Substituting a Drive Letter with a Directory
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In Brief
To substitute a drive letter for another drive letter and path, use the subst
command. For example, the following command substitutes the CA\DEV
directory for the drive letter A:

subst a: c:\dev

To remove the substitution, use the /d switch, as follows:
subst a: /d

Some programs only accept drive letters A and B. In these cases, you can use
the subst (substitute) command, which temporarily substitutes a drive letter with
another drive letter and path. While a substitution is in effect, MS-DOS regards
any reference to drive A or B as a reference to a directory on your hard disk.

For example, suppose you are using a communications program that only accepts
files from drive A. To substitute the drive letter A with the \COMM directory on
drive C, you would type the following command before starting the program:

subst a: c:\comm

Then, when the program requests files from drive A, MS-DOS looks in CANCOMM
instead.

The drive letter you specify in the subst command must not be greater (in
alphabetic order) than the letter specified in the lastdrive command in your
CONFIG.SYS file. For more information about the lastdrive command,
see Chapter 11, “Customizing Your System.”

When you finish using the program, remove the association between the drive
and the directory by using the /d switch:

subst a: /d



Chapter 6 Managing Disks

The following commands ignore any substitutions you make when using the subst
command: backup, format, chkdsk, diskcomp, diskcopy, fdisk, label, recover,
restore, and sys.

Partitioning Your Hard Disk

Each operating system has conventions for storing files on a hard disk. If you use
only MS-DOS, your entire hard disk can be set up to use MS-DOS conventions.
However, if you want to use another operating system in addition to MS-DOS,
you must partition your hard disk into DOS sections and non-DOS sections.

If you use only MS-DOS, you can create a single DOS partition that occupies your
entire disk. If you use only MS-DOS and want to separate groups of directories,
you can create a second DOS partition. When you use multiple partitions,
MS-DOS still has access to the entire hard disk. However, the files in the

second partition appear to be on a different drive.

If you are going to use your hard disk with another operating system (for example,
XENIX), you must create a partition for MS-DOS and a partition for the other
operating system. You use an operating system by making its partition active.

Partitioning your disk is different from formatting it. When you partition a disk,
you specify which sections of the disk MS-DOS or another operating system can
use. When you format a disk, MS-DOS prepares an existing partition to receive
files. After partitioning your disk, you must still format each partition before it can
be used. See “Formatting Your Hard Disk After Using Fdisk™ later in this chapter.

To create one or more DOS partitions on a hard disk, use the Fdisk program
described in “Using Fdisk” later in this chapter.

Understanding Hard-Disk Partitions

You can create two kinds of DOS partitions on a hard disk:

e The primary DOS partition is the area that stores the I0.SYS, MSDOS.SYS,
and COMMAND.COM files necessary to run MS-DOS. The primary partition
can contain other files as well. If you want to start MS-DOS from a hard disk,
that disk must have a primary DOS partition.

® An extended DOS partition is an area where other non-system files can be
stored on a disk. An extended partition is optional.
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You can have two partitions on a hard disk: one primary DOS partition and one
extended partition. The extended partition can contain up to 23 logical drives. A
logical drive is a section of a hard disk that serves as a separate disk drive. If you
create a primary partition that doesn’t occupy the entire hard disk, you can create
an extended partition in the remaining space. In the extended partition, you can
create logical drives.

The Primary DOS Partition

- If you start MS-DOS from a hard disk, the disk must have a primary DOS
partition that contains the three MS-DOS system files (1I0.SYS, MSDOS.SYS,
and COMMAND.COM). This partition must be the active partition. In general,
the primary DOS partition on the first hard disk is assigned the drive letter C.

You can reserve a portion of the disk space for the primary DOS partition. The
rest of the disk space can be used for other partitions.

The Extended DOS Partition

When you create an extended DOS patrtition, you divide it into one or more logical
drives. There are 26 letters available for logical drives (A through Z). Drives A
and B are reserved for floppy disk drives. Drive C is reserved for the first primary
DOS partition. Thus, there is a maximum of 23 logical drives that you can create
in an extended DOS partition.

You can use logical drives to group your directories and files. Logical drives
do not create more disk space, however.

For information about how to create an extended DOS partition, see “Creating
an Extended DOS Partition” later in this chapter.

Non-DOS Partitions

Non-DOS partitions are partitions for other operating systems (such as XENIX).
You cannot use the DOS version of the Fdisk program to create a non-DOS
partition. For information about creating non-DOS partitions, see your system
documentation.
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The Active Partition

To start your operating system from a hard disk, you must make the primary
partition (in which the operating system is stored) the active partition. For
example, to use MS-DOS, make your primary DOS partition active. You can
use a partition that isn’t designated as active, but you cannot start an operating
system from that partition. A hard disk can have only one active partition at

a time.

If you have only a primary DOS partition, it must be the active partition. For
more information about the active partition, see “Setting the Active Partition”
later in this chapter.

Using Fdisk

The Fdisk program displays information about partitions, creates partitions and
logical drives, sets the active partition, and deletes partitions and logical drives.

If your computer has never had an operating system installed on it, you can choose
to have your disk partitioned during the Setup program, or you can run Fdisk to
partition your disk after you set up MS-DOS.

CAUTION Fdisk destroys all existing files in partitions you modify. If you are using Fdisk
to change the partitions on a disk with files on it, be sure to back up the files you want to
keep before you begin. If you want to create smaller partitions on a hard disk that has only
a large DOS partition, you must first back up all files you want to save.

Running Fdisk During the Setup Program

If MS-DOS version 5.0 is the first operating system to be set up on your computer,
you can choose to partition your disk when you run the Setup program. By default,
the Setup program creates one primary DOS partition that occupies the entire disk.
If you want to create more than one partition, choose “Partition some of the free
space for MS-DOS” during setup. To partition the disk, follow the steps described
in the subsequent sections of this chapter. When you finish creating partitions,
MS-DOS continues the Setup program. For more information about setting up
MS-DOS, see Microsoft MS-DOS Getting Started.
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Running Fdisk After MS-DOS Has Been Set Up
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After you set up MS-DOS version 5.0, you can repartition your disk by typing
fdisk at the command prompt. When the Fdisk program starts, the main menu
appears, as follows:

MS-DOS Version 5.00
Fixed Disk Setup Program
(C)Copyright Microsoft Corp. 1983-1990

FDISK Options
Current fixed disk drive: 1
Choose one of the following:
Create DOS Partition or Logical DOS Drive
Set active partition

Delete DOS Partition or Logical DOS Drive
Disptay partition information

BWN =

Enter choice: [1]
Press Esc to exit FDISK

CAUTION If you use Fdisk to change existing partitions on a hard disk, you lose the
information contained in those partitions. Be sure you have copies of all files in a partition
before using Fdisk to change the partition.

To choose a menu option, type the option number, and then press ENTER. To
return to a previous menu, press ESC. To quit Fdisk, return to the main menu,
and then press ESC.

Each menu displays a “Current fixed disk drive” message, followed by a number.
If you have only one hard (fixed) disk drive, the number is always 1. If you have
more than one hard disk drive, the number shows which drive Fdisk is currently
working with. The first hard disk drive in your system is 1, the second is 2, and
so on. Changing the current drive when you are using Fdisk doesn’t change the
current drive when you return to the command prompt. The current drive refers
only to physical disk drives, not logical drives, when you are using Fdisk.
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Viewing Partition Data

You can view information about the status, type, and size of the partitions on a
hard disk by choosing Display Partition Information (option 4) from the Fdisk
main menu. The Display Partition Information screen looks like this:

Display Partition Information

Current fixed disk drive: 1

Partition Status Type Volume Label Mbytes System Usage
C: 1 A PRI DOS 21 FAT16 50%
2 EXT DOS 21 50%

Total disk space is 42 Mbytes (1 Mbyte = 1048576 bytes).
The Extended DOS partition contains

logical DOS drives. Do you want to

display logical drive information? [Y]

Press ESC to continue

The information varies, depending on the number, size, and type of partitions
on your hard disk.

Column Description

Partition Shows the drive letter associated with each partition, and
the number of each partition.

Status Displays the letter A next to the active partition.

Type Shows whether a partition is a primary DOS partition

(PRI DOS), an extended DOS partition (EXT DOS), or
anon-DOS partition.

Volume Label Shows the volume label of the primary partition. This field

may be blank.
Mbytes Shows the size of each partition, in megabytes.
System Shows the type of file system being used on the partition.
Usage Shows the percentage of the current disk that each partition
occupies.

If there is an extended DOS partition that contains logical drives, a prompt
appears, asking whether you want to see information about that partition’s
logical drives. Type y if you want to view this information.
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The screen displaying information about logical drives would resemble this:

Display Logical DOS Drive Information
Drv Volume Label Mbytes System Usage
D: BACKUPA 18 FAT16 90%
E: BACKUPB 2 FAT12 10%

Total Extended DOS Partition size is 20 Mbytes (1 Mbyte = 1048576
bytes)

Press ESC to continue

The information varies, depending on the number and size of the logical drives.

Column Description
Drv Displays the drive letter of each logical drive.
Volume Label Shows the label assigned to each drive. This field may

be blank.
Mbytes Shows the size of each logical drive, in megabytes.
System Shows the type of file system being used on that partition.
Usage Shows the percentage of available space in the extended

DOS partition that each logical drive occupies.

Creating a Primary DOS Partition
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The hard disk you use to start MS-DOS must have a primary DOS partition. You
can create a primary DOS partition that occupies the entire hard disk or only part
of it. If you want to create an extended DOS partition with logical drives, or if
you want to have space for a non-DOS partition, you must create a primary

DOS partition that doesn’t occupy your entire disk.

You cannot change the size of an existing primary DOS partition. If you want a
primary DOS partition of a different size, you must delete the existing partition
and create a new one. When you delete the existing partition, you lose any infor-
mation stored there, so back up files you want to save. For information about
deleting a partition, see “Deleting a Partition or Logical Drive” later in this
chapter.

If your hard disk does not already have a partition, you can use the following
procedure to create a primary DOS partition that occupies the entire disk.
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P> To create a primary DOS partition that occupies the entire hard disk:

1. From the Fdisk main menu, choose Create DOS Partition or Logical DOS
Drive (option 1) by pressing ENTER.

Another menu appears.
2. Choose Create Primary DOS Partition (option 1) by pressing ENTER.
Another prompt appears, displaying this message:

Do you wish to use the maximum size for a Primary DOS Partition
and make the partition active (Y/N)......... ? [Y]

3. Typey.

(If you type n, Fdisk prompts you to create a smaller primary partition. See
the following procedure for more information.)

Fdisk creates a primary partition that takes up all the available space on the
hard disk. If you have only one hard disk, MS-DOS displays the following

message:

System will now restart

Insert DOS system diskette into drive A:
Press any key when ready

4. Insert an MS-DOS system disk, and then press any key.
After partitioning the disk, you need to format it by using the format command

with the /s switch. For more information, see “Formatting Your Hard Disk After
Using Fdisk™ later in this chapter.

P> To create a primary DOS partition that occupies part of the hard disk:

1. From the Fdisk main menu, choose Create DOS Partition or Logical DOS
Drive (option 1) by pressing ENTER.

Another menu appears.
2. Choose Create Primary DOS Partition (option 1) by pressing ENTER.
Another prompt appears, displaying this message:

Do you wish to use the maximum available size for a Primary DOS
Partition and make the partition active (Y/N)......... ? [Y]

3. Type n.
Another menu appears.
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4. If you want the default size (100 percent), press ENTER. Otherwise, type
the number of megabytes or the percentage of the disk to use. If you type a
percentage, follow the number with a percent (%) sign.

The following message appears:

Primary DOS Partition created, drive letters changed or added.

5. To return to the Fdisk main menu, press ESC.

When you quit Fdisk, you’ll need to format the new partition on your hard disk
by using the format command with the /s switch. For more information, see
“Formatting Your Hard Disk After Using Fdisk” later in this chapter.

NOTE When you create a primary DOS partition that doesn’t occupy your entire hard disk,
you must make the partition active before you can use the hard disk with MS-DOS. For more
information about making a partition active, see “Setting the Active Partition” later in this
chapter.

Creating an Extended DOS Partition

If you want to divide your hard disk into more than one DOS partition, you can
create an extended DOS partition in addition to the primary DOS partition. Within
the extended DOS partition, you typically can assign up to 23 logical drives. Logi-
cal drives are areas of your hard disk that MS-DOS treats as separate disk drives.
You must assign at least one logical drive to an extended DOS partition.

If you have one hard disk, there must already be a primary DOS partition that uses
only part of the disk before you can create an extended DOS partition. If you have
more than one hard disk, only the disk you use to start your system must have a
primary DOS partition; your other hard disk(s) can contain only extended DOS
partitions. However, if you are using only one partition per disk, you should set
the single partition as a primary partition.

P> To create an extended DOS partition:

1. From the Fdisk main menu, choose Create DOS Partition or Logical DOS
drive (option 1).

The Create DOS Partition menu appears.

2. From the Create DOS Partition menu, choose Create Extended DOS Partition
(option 2).
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A menu appears, showing the total number of megabytes available for an
extended partition. The default for the partition size is the maximum available
space on the hard disk drive, minus the size of the primary partition. If there is
no space available, you must delete and recreate the primary DOS partition so
it is smaller, or reduce the size of any non-DOS partitions that exist.

3. If you want the default size, press ENTER. Otherwise, type the number of
megabytes or the percentage of the unused disk space to be used for the
extended DOS partition. If you type a percentage, follow the number with
a percent (%) sign.

The Create Logical Drive(s) in the Extended DOS Partition menu appears.

When you create an extended DOS partition, you can set up one or more
logical drives. See the following section for more information.

NOTE If Fdisk finds defective tracks at the beginning of an extended DOS partition,
it adjusts the partition boundaries to avoid those tracks.

Creating Logical Drives in an Extended DOS Partition

To store information in an extended DOS partition, you must create one or more
logical drives. Each logical drive is assigned a drive letter. You can store and
retrieve information on a logical drive as though it were a physical disk drive.
For example, you can use logical drive D to store files for a particular program,
and you can work with those files by specifying drive D rather than a directory.

P> To create or modify a logical drive:

1. Create an extended DOS partition.

(See the preceding section for information about how to create an extended
DOS partition.)

2. Using the Create Logical Drive(s) menu, type the number of megabytes or the
percentage of the partition space you want to use for the first logical drive. If
you type a percentage, follow the number with a percent (%) sign. If you want
one logical drive to occupy the whole extended DOS partition, press ENTER.

3. Continue specifying the sizes of partitions until you have used up the entire
partition or until you have created all the logical drives you want.

If the entire partition is assigned to logical drives, the Fdisk main menu
reappears. To quit the menu before all the space has been allocated, press ESC.
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After you create a logical drive, you must format it. For more information about
formatting a logical drive, see “Formatting Your Hard Disk After Using Fdisk”
later in this chapter.

How Drive Letters Are Assigned
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The primary DOS partition on your startup hard disk is drive C. The drive letters
of additional hard disks and logical drives depend on the number of disks you are
using and how they are partitioned.

If you have only one hard disk, logical drives you create in the extended DOS
partition are given letters beginning with D. For example, if you create five
logical drives in the extended DOS partition, they are named D, E, F, G, and H.

If your system has more than one hard disk, and you have only one primary DOS
partition, all logical drives you create in the extended DOS partitions are assigned
letters consecutively.

Suppose your system has two hard disks. The first has a primary DOS partition
and an extended DOS partition with two logical drives, and the second hard disk
has an extended partition with two logical drives. The primary DOS partition on
the first disk is drive C; the two logical drives on the disk are drives D and E. The
two logical drives on the second disk are drives F and G.

You may have primary DOS partitions on more than one hard disk. If so,
MS-DOS assigns drive letters consecutively to all the primary DOS partitions
first, and then assigns drive letters consecutively to the logical drives in the
extended DOS partitions.

Suppose a system has two hard disks, each containing a primary DOS partition
and an extended DOS partition with two logical drives. The primary DOS partition
on the first disk is drive C; the primary DOS partition on the second is drive D.
Logical drives on the first disk are drives E and F, and logical drives on the second
are drives G and H.

MS-DOS assigns different drive letters to existing logical drives if you add
another hard disk to your system and create a primary DOS partition on it. (If you
create only an extended DOS partition, the drive letters remain unchanged.) For
example, suppose you have a disk with a primary DOS partition named drive C
and an extended DOS partition that has a logical drive named drive D. If you add a
hard disk to your system and create a primary MS-DOS partition on it, the primary
DOS partition on the new disk becomes drive D, because primary DOS partitions
are assigned consecutive drive letters. The logical drive on the original disk
becomes drive E instead of its prior designation as drive D.
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If you add another hard disk to your system and create only an extended DOS
partition on it, the drives on the original disk are unaffected. Any logical drive that
you create on the new disk is given the next available drive letter. For example,
suppose you have a hard disk with a primary DOS partition (drive C) and two
logical drives (drives D and E). If you add a second hard disk with two logical
drives, these drives are named F and G. The drive letters on the original disk
remain unchanged.

Setting the Active Partition

The active partition contains the operating system that is loaded when you start or
reset your system. Unless you create a primary DOS partition that occupies your
entire hard disk, you must set the active partition by using Fdisk. If you are using
a non-DOS partition, you must reset the active partition when you want to switch
between MS-DOS and the non-DOS operating system. Only one partition can be
active at a time.

P> To set the active partition:

1. From the Fdisk main menu, choose Set Active Partition (option 2).

A menu appears that displays the status of each partition. The active partition
is indicated by the letter A.

2. Type the number of the partition you want to make active. The default setting
is the current active partition number.

3. To return to the Fdisk main menu, press ESC.

You can make only primary partitions active. If you try to make an extended
DOS partition active, Fdisk displays a message similar to the following:

Partition selected (3) is not startable, active partition not
changed.

Deleting a Partition or Logical Drive

You might need to change the size of your partitions. For example, you might
need to make room for a non-DOS operating system or change the size and num-
ber of the logical drives. You cannot reduce or enlarge an existing partition. If you
want to change a partition’s size, you must delete the partition and recreate it.

When you delete a partition, all information in the partition is deleted and cannot
be recovered. Therefore, be sure you have backup copies of the information you
want to save. When you delete a partition, you don’t lose information stored in
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other partitions on your disk. For example, if you delete the extended DOS
partition but not the primary DOS partition, files in the primary DOS partition
are not deleted.

If you want to delete the primary DOS partition on a disk, you must first delete
each logical drive in the extended partition, then the extended partition itself.

You can delete one or more logical drives in the extended DOS partition of a
hard disk. All information on a logical drive is lost when you delete it. Deleting
one logical drive does not affect the information on other logical drives.

If there are logical drives that have drive letters greater (in alphabetic order) than
the drive you delete, these letters will change. Suppose, for example, that you have
logical drives D, E, and F on a disk. If you delete drive D, drive E becomes drive
D, and drive F becomes drive E.

NOTE To continue using MS-DOS after you delete the primary DOS partition, you must
restart your system, using an MS-DOS system disk in drive A. Make sure you have a floppy
disk formatted as a system disk before you delete the primary partition.

To delete a partition or logical DOS drive:

1. From the Fdisk main menu, choose Delete Partition or Logical DOS Drive
(option 3).

Another menu appears.
2. Type the number of the option you want.

Fdisk displays the status of the partition or logical drives along with a
message warning that the data in the partition or logical drive will be lost.

3. Type the number that corresponds with the drive letter, and type the volume
label of the logical drive you want to delete.

Fdisk displays a message confirming the information you typed.

4. Type y to delete the partition or drive.

If you deleted your primary DOS partition, you need to create a new one before
you can use MS-DOS from your hard disk. Before you quit the Fdisk program,
follow these steps:

1. From the Fdisk main menu, choose Create DOS Partition or Logical DOS
Drive (option 1).

Another menu appears.
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2. Follow the instructions in the preceding sections to create a DOS partition
that occupies either your entire hard disk or only part of it.

When Fdisk is finished, a prompt appears.
3. Insert a system disk in drive A, and press any key to restart your system.
4. Format the new partition by using the format command with the /s switch.

5. Remove the system disk from drive A, and restart your system.

At this point, your hard disk contains the MS-DOS files 10.SYS,
MSDOS.SYS, and COMMAND.COM. You can now install the rest of
the MS-DOS files by using the MS-DOS Setup disks.

Working with More Than One Hard Disk

If your system has more than one hard disk drive, you can use Fdisk to create
and modify partitions on any drive. Only one disk must have a primary DOS
partition. Your other disks can have primary DOS partitions or extended
MS-DOS partitions, or both. On most computers with multiple hard disks,
only drive C can be used to start the operating system.

When you start Fdisk, you work with the first hard disk on your system. To
work with a different disk drive, you must choose Change Current Fixed Disk
Drive (option 5) from the Fdisk main menu, and specify the number of the drive
you want to partition. If you have only one hard disk drive, the Change Current
Fixed Disk Drive option does not appear on the Fdisk main menu.

Formatting Your Hard Disk After Using Fdisk

When you quit Fdisk after you change the size of any of the DOS partitions on
your hard disk, this message is displayed:

System will now restart

If you changed the size of your primary DOS partition, Fdisk prompts you to
insert an MS-DOS system disk in drive A and press any key. You then return
to the command prompt.

After using Fdisk, you must use the format command to prepare any partition
that you create or change. If you don’t format the disk, MS-DOS gives you the
following error message when you try to use the hard disk:

Invalid media type

If you are formatting the primary DOS partition of the hard disk from which you
will start your system, be sure to transfer the MS-DOS system files from a floppy
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system disk by using the format command with the /s switch or by using the sys
command. For more information, see “Creating a System Disk” earlier in this
chapter.

When you format your hard disk, you must format each new partition separately.
For example, if you made your primary DOS partition (drive C) smaller and
created two logical drives in an extended DOS partition (drives D and E), you
must use the format command three times:

format c: /s
format d:
format e:

The first command formats the primary partition and transfers the MS-DOS
system files from the startup disk to that partition. The second and third
commands format the logical drives.

CAUTION If you made changes to some but not all of the partitions or logical

drives on your system, be careful when you format the partitions or drives you changed.
Because Fdisk may assign different letters to drives after you change partitions or
logical drives, you might inadvertently format a drive that has information stored on it.

Before you format a drive, you can use the chkdsk command to check the
contents of the drive. If you see the message “Probable non-DOS disk” or
“Invalid media type” before the disk information is displayed, the drive is not
formatted. If the disk information is displayed without this message, the drive
is formatted.

You may want to give a descriptive label to each logical drive you create so
that you know what information is on it when you make changes to your system.
You can do this by using the /v switch when you use the format command.

For more information about formatting, see “Formatting Disks” earlier in this
chapter, or see Chapter 14, “Commands.”
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Redirection characters, editing keys, and the Doskey program enable you to
perform many useful tasks. A redirection character changes the place that a
command gets information from or sends information to. Redirection characters
are useful when you want MS-DOS to save information in a file rather than dis-
play it on your screen. You can also use a filter command to redirect information
that a command typically would send to the screen. Filter commands help you
sort, view, and select parts of the output of a command.

By using editing keys, you can quickly view and edit your last command rather
than retype it. The Doskey program stores the commands you type so you don’t
have to retype them to use them. Doskey includes the MS-DOS editing keys plus
a number of other keys that are useful for editing commands. With Doskey, you
can also create macros that contain a series of commands. A macro runs much
like a batch program.

Redirecting Command Input and Qutput

Uniess you specify otherwise, MS-DOS receives input from your keyboard and
sends output to your screen. Sometimes it is useful to redirect the input or output
to a file or a printer. For example, you might want to redirect a directory listing
from the screen to a file.

To redirect the input or output of a command, you use one of the following
redirection characters:

e The greater-than sign (>) sends the output of a command to a file or a device,
such as a printer.
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e The less-than sign (<) takes the input needed for a command from a file rather
than from the keyboard.

¢ The double greater-than sign (>>) adds output from a command to the end
of a file without deleting the information already in the file.

Redirecting the Output of a Command
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Almost all commands send output to your screen. Even commands that send
output to a drive or printer also display messages and prompts on your screen.

To redirect the output from the screen to a file or printer, use the greater-than
sign (>). You can use the greater-than sign with most MS-DOS commands. For
example, in the following command, the directory listing produced by the dir
command is redirected to the DIRLIST.TXT file:

dir > dirlist.txt
If the DIRLIST.TXT file doesn’t exist, MS-DOS creates it. If DIRLIST.TXT

exists, MS-DOS replaces the information in the file with the output from the
dir command.

The following command creates a file named CHECKDSK.TXT, which contains
the output of the chkdsk command:

chkdsk a: > checkdsk.txt

If CHECKDSK.TXT already exists, MS-DOS replaces its contents with the output
that the chkdsk command usually sends to your screen.

To add the output from a command to the end of a file without losing any of the
information already in the file, use a double greater-than sign (>>). For example,
in the following command, the directory listing produced by the dir command is
appended to the DIRLIST.TXT file:

dir >> dirlist.txt

To send the output of a command to a printer, use the greater-than sign with the
name of the port to which the printer is connected. For example, the following
command redirects the output of the dir command from the screen to the printer
attached to the LPT1 port:

dir > 1ptl

NOTE Some command output, such as error messages, may not be redirected when
using the greater-than sign (>).
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Redirecting the Input to a Command

Just as you can send the output of a command to a file or printer rather than to
your screen, you can take the input for a command from a file rather than from
the keyboard. To take input from a file, use the less-than sign (<). For example, the
following command takes the input for the sort command from the LIST.TXT file:

sort < Tist.txt

MS-DOS alphabetizes the lines of the LIST.TXT file and displays the result
on your screen.

For more information about the sort command, see “Sorting Text Files” later
in this chapter.

Passing Information Through Filter Commands

Filter commands divide, rearrange, or extract portions of the information that
passes through them. MS-DOS has three filter commands:

¢ The more command displays the contents of a file or the output of a
command one screen at a time.

¢ The find command searches through files and command output for the
characters you specify.

¢ The sort command alphabetizes files and command output.

To send input from a file to a filter command, use the less-than sign (<). If you
want the filter command to get its input from another command, use the pipe (}).

NOTE Before you can use a pipe, you should set a TEMP environment variable. For
information about setting environment variables, see the set command in Chapter 14,
“Commands.”

Controlling the Screen Display by Using the More Command

The more command displays the contents of a file or the output of a command
one screen at a time. For example, the following more command displays the
contents of the LIST.TXT file one screen at a time:

more < list.txt
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After a screen of information is displayed, the word “More” appears. To continue
to the next screen, press any key. To stop the command without viewing more
information, press CTRL+C.

The more command is helpful if you are working with a command that
produces more than one screen of output. For example, suppose you want to
view a directory tree for your hard disk. If you have more directories than
MS-DOS can display on the screen, you can use the tree command with a
pipe (}) and a more command, as in the following example:

tree c:\ | more

The first screen of output from the tree command is displayed, followed by the
word “More.” MS-DOS pauses until you press any key (except the PAUSE key).

Searching for Text by Using the Find Command

The find command searches one or more files for the text you specify. MS-DOS
displays every line containing that text. The find command can be used as a filter
command or as a standard MS-DOS command. For information about using find
as a standard MS-DOS command, see Chapter 14, “Commands.”

To use find as a filter command, include a less-than sign (<) and a filename
to search through. (The search is case-sensitive.) For example, the following
command finds occurrences of the string “Pacific Rim” in the file TRADE.TXT:

find "Pacific Rim" < trade.txt

To save the output of the find command rather than display it, use a greater-than
sign (>) and the name of the file that is to store the output. For example, the
following command finds occurrences of “Pacific Rim” in the TRADE.TXT
file and saves them in the NWTRADE.TXT file:

find "Pacific Rim" < trade.txt > nwtrade.txt

To print the output rather than display it, use a greater-than sign and the name of
the port your printer is attached to, as in the following command:

find "Pacific Rim" < trade.txt > LPT1:

Sorting Text Files

The sort command alphabetizes a text file or the output of a command. For
example, you would use the following command to sort the contents of a file
named LIST.TXT and display the results on your screen:

sort < Tist.txt
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In this example, the sort command sorts the lines of the LIST. TXT file and
displays the results without changing the file. To save the output of the sort
command rather than display it, include a greater-than sign (>) and a filename
in the command. For example, you would use the following command to
alphabetize the lines of the LIST.TXT file and store the results in the
ALPHLIST.TXT file:

sort < list.txt > alphlist.txt

To sort the output of a command, type the command followed by a pipe (}) and
the sort command. For example, the following command sorts the output of the
find command:

find "Jones™ maillst.txt | sort

When you type this command, MS-DOS lists in alphabetic order the lines in
which the string “Jones” appears.

NOTE You can use the sort command on files that are 64K or less in size. For more
information about the sort command, see Chapter 14, “Commands.”

Combining Commands with Redirection Characters

You can combine filter commands, other commands, and filenames to make
custom commands. For example, you could use the following command to
store the names of files that contain the string “LOG””:

dir /b | find "LOG" > loglist.txt

MS-DOS sends the output of the dir command through the find filter command
and stores the filenames that contain the string “LOG” in the LOGLIST.TXT
file. The results are stored as a list of filenames (for example, A.LOG,
LOGDAT.SVD, and MYLOG.BAT).

To use more than one filter in the same command, separate the filters with a

pipe (}). For example, the following command searches every directory on drive C,
finds the filenames that include the string “LOG”, and displays them one screen at
a time:

dir c:\ /s /b | find "LOG" | more
Because you use a pipe (), MS-DOS sends the output of the dir command through
the find command. The find command selects only filenames that contain the

string “LLOG”. The more command displays the filenames that are selected by
the find command, one screen at a time.
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Using Editing Keys
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MS-DOS provides several editing keys that you can use to edit the last command
you typed. For example, suppose you misspell the name of a file in a copy com-
mand. Rather than retype the entire command, you can use editing keys to view
the command and change the part that is misspelled. This section describes the
editing keys you can use if you don’t have the Doskey program installed. For
information about using the Doskey program, see “Using Doskey to Work

with Commands” later in this chapter.

When you type a command, MS-DOS carries out the command and saves it in
a temporary location called the femplate. For example, suppose you type the
following command:

type ada.txt

When you press ENTER, MS-DOS displays the contents of ADA.TXT and copies
the command “type ada.txt” to the template. The template can contain only the
previously typed command. For information about saving and reusing more than
one command, see “Using Doskey to Work with Commands” later in this chapter.

You can use the command stored in the template as a starting point for typing
your next command. The following editing keys display and edit the previous
command, stored in the template:

F1 (or RIGHT ARROW) Copies the previous command to your screen, one
character at a time. One character is displayed each
time you press F1.

F2 Copies the previous command to your screen, up
to but not including the character you specify. For
example, suppose the previous command was “type
myfile.bak”. If you press F2 and type i, MS-DOS
displays “type myf”.

F3 Copies the remainder of the previous command
to your screen.

F4 Deletes the previous command from the template,
starting from the beginning of the command, up to
but not including the letter you specify. For example,
suppose the previous command was “type ada.txt”. If
you press F4 and type d, and then copy the template
to your screen by pressing F3, MS-DOS displays
“da.txt”.
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F5 Copies the current command line to the template,
but does not carry out the command.

F6 Places a CTRL+Z character (*Z) in the current
command line.

LEFT ARROW or Deletes the character before the cursor on the current

BACKSPACE command line, without affecting the template.

DEL Deletes the character on the template corresponding

to the current cursor position.

INS Starts insert mode so that characters you type do
not replace characters in the same position in the
template. Press INS again to stop insert mode.

ESC Cancels the current command line without carrying
it out, leaving the template unchanged.

NOTE Some of these keys function differently when Doskey is installed.

Copying a Command Without Retyping It

When you type a command, MS-DOS carries it out, copies the command to
the template, and displays the command prompt. For example, suppose you
type the following command:

copy c:\work\x.txt a:

The files are copied to a disk in drive A, the command is copied to the template,
and the command prompt appears. At this point, you can view the entire previous
command by pressing F3. The command from the template is displayed:

copy c:\work\x.txt a:_

The cursor appears at the end of the command. To copy your files to another
disk, you insert a different disk in drive A, and then press ENTER. MS-DOS
carries out the copy command again.

Editing a Command

If you only want to modify the previous command slightly for your next
command, you can use the editing keys.
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Fixing a Mistyped Command

It is often easier to edit your last command than to type it again. Using the F3
and LEFT ARROW keys, you can quickly fix a command that you mistyped. For
example, suppose you typed *.DPC when you meant to type *.DOC, as in the
following command:

copy c:\work\*.dpc a:

Rather than retype the command, you can edit the incorrect one. To edit the
command, first press F3. The command from the template is displayed:

copy c:\work\*.dpc a:_

The cursor appears at the end of the command. To change DPC to DOC, press
the LEFT ARROW key five times to move the cursor back five spaces:

copy c:\work\x.d

To correct the command, type o, press F3, and then press ENTER.

Using the F1 and INS Keys to Edit

Suppose the following command is stored in the template:

dir c:\work\finals\#*.bak

If you want the command to be displayed one character at a time, press F1. For
example, if you press F1 11 times, the first 11 characters of the command are
displayed:

dir c:\work_
To insert text in the command without changing where you are in the template,

press INS before typing the new letters. For example, to change WORK to
WORKNEW, press INS and then type new:

dir c:\worknew_

To continue copying characters from the template to the command line, press F1
as many times as necessary. For example, to copy \FINAL from the template to
the command line, press F1 six times:

dir c:\worknew\final_

Using the F2 Key to Edit

If you want only a part of the previous command displayed, use the F2 key. For
example, suppose this is your previous command:

dir c:\worknew\final\*.bak
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If you want to change the command so that it gives you a directory listing only
for CAWORKNEW, you can use F2. To copy the characters in the template up
to the first backslash (\), press F2 and type a backslash. The following appears on
your screen:

dir c:_

MS-DOS copies the characters up to, but not including, the backslash. The
next character in the template is the first backslash in the command. To copy
the characters up to the next backslash, press F2 and type a backslash again.
The following appears on your screen:

dir c:\worknew_

To carry out the command, press ENTER.

Using Doskey to Work with Commands

You can use the Doskey program to view, edit, and carry out MS-DOS commands
that you have used previously. Doskey includes the MS-DOS editing keys and
other keys that make it easy for you to use previous commands. When using
Doskey, you can type several commands on one line.

In addition, you can create, run, and save command macros. A macro is one or
more MS-DOS commands that are stored in random-access memory (RAM); it
runs much like a batch program. The first time you use Doskey, MS-DOS loads it
into RAM. Thereafter, MS-DOS saves your previous commands and any macros
you create.

Although you have more editing power with Doskey than you do with MS-DOS
editing keys, Doskey takes up a small amount of your computer’s temporary
memory. If you need the maximum amount of memory for other purposes,

you might want to use MS-DOS editing keys instead of Doskey.

Installing Doskey
To load the Doskey program into memory, type doskey at the command prompt.

Unless you indicate otherwise, MS-DOS reserves 512 bytes of temporary
memory for the commands and macros you record. If your average command
contains 15 characters, you can store about 35 commands with the amount of
memory reserved. The resident portion of the Doskey program itself occupies
about 3K of memory.
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If you want to reserve more or less memory, you can include the /bufsize= switch
in the command. For example, to reserve 300 bytes of memory for recorded
commands, type the following command:

doskey /bufsize=300
As the memory you reserved for Doskey is used up, the oldest commands are

removed so that the new ones can be stored in the buffer. You can clear the buffer
by pressing ALT+F7.

Typing More Than One Command on a Line

Typically, you type one command per line. Once you install Doskey, you can type
several commands on a line. You separate each command by pressing CTRL+T. A
paragraph mark () appears on your screen each time you press CTRL+T. You can
type as many commands as you like on one line as long as the total line length
does not exceed 128 characters.

For example, to delete all the files in the \TMP directory and then remove the
directory, you could type the following two commands on the same line:
del \tmp\=*.x § rd \tmp

MS-DOS carries out the del command and prompts you to confirm the deletion.
MS-DOS then carries out the second command.

Viewing Previous Commands
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Once Doskey is loaded, it keeps a list of your commands as you type them. You
can use the following keys to view previous commands. To carry out a command
again after it is displayed, press ENTER.

UP ARROW Displays the previous command in the list.

DOWN ARROW Displays the next command in the list.

F7 Displays the list of commands Doskey has stored.

F8 Cycles through the stored commands that start with the
characters you specify. (You type the search text, and
then press F8).

F9 Prompts you to type the number of the stored command

you want. To see the numbered list of commands, press F7.
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PAGE UP Displays the oldest command in the list.
PAGE DOWN Displays the newest command in the list.
ESC Clears the command from the screen.

Viewing the List of Stored Commands

Doskey displays a numbered list of the commands it saves. For example, suppose
you type the following three commands after you load Doskey:

copy c:\work\*.txt c:\backup
dir c:\backup\*.txt
dir c:\work\*.txt

Doskey saves the three commands. To view the full list of commands, press F7.
A numbered list of the commands appears:
1: copy c:\work\x,txt c:\backup

2: dir c:\backup\*.txt
3: dir c:\work\*.txt

If there are more commands in the list than can fit on one screen, Doskey pauses
after each screen of commands. To see the next screen of commands in the list,
press any key except PAUSE.

Viewing the Previous or Next Command

The first time you press the UP ARROW key, Doskey displays the most recent
command. For example, suppose Doskey has stored the three commands shown
in the previous section:

1: copy c:\work\*.txt c:\backup
2: dir c:\backup\*.txt
3: dir c:\work\*.txt

Doskey displays the following command the first time you press the UP ARROW
key:

dir c:\work\*.txt_

You can reuse the command by pressing ENTER, or you can edit the command
by using the keys described later in this chapter.

If you press the UP ARROW key more than once, Doskey displays commands
further back in the list. To move backward in the list and view command number
2, press the UP ARROW key again. If you press the UP ARROW once more, Doskey
displays command number 1.
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To move forward in the list, press the DOWN ARROW key. For example, if
command number 2 is displayed and you press the DOWN ARROW key, Doskey
displays command number 3:

dir c:\work\*.txt

Viewing the First or Last Command

To view the most recent command, press PAGE DOWN. To view the oldest
command, press PAGE UP. For example, suppose Doskey has saved the
following list of commands:

1: copy c:\work\*.txt c:\backup
2: dir c:\backup\#*.txt
3: dir c:\work\=x.txt

If you press PAGE DOWN, Doskey displays the following command:

dir c:\work\*.txt_

If you press PAGE UP, Doskey displays this command:
copy c:\work\*.txt c:\backup_

Viewing Other Commands in the List

You can use F9 or F8 to view a specific command in the list. Suppose Doskey
has saved the following list of commands:
1: a:
dir
c:\myuts\figdsk a: time=30 space=35.8
dir
del *.tmp

G AW N

If you want to view command number 3 again, you can use the arrow keys or
press F9. When you press F9, the following appears:

Line number:

To view line 3, type 3, and then press ENTER.

You can also use F8 to view a command that begins with letters you specify. For
example, to view the command that begins with C:\, type c:\ at the command
prompt, and then press F8.

When you press F8, Doskey displays the most recent command that begins with
the characters you typed. You can press F8 again to view the next command in the
list that begins with the characters you typed. Keep pressing F8 to cycle through
all the matching commands. If Doskey doesn’t find a matching command in the
list, nothing happens.
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Editing and Using Previous Commands

As you type a new command or after you view a previous command, you can use
editing keys to change it. You can use the same editing keys with Doskey that you
use with the command template described in “Using Editing Keys” earlier in this
chapter. When you use some of these keys with Doskey, however, you see slightly

different results. Doskey provides a number of additional editing keys that make
it easy to change a previously typed command. The editing keys affect only the
displayed command; they do not change any commands that Doskey has already

stored.

You can use the following editing keys with Doskey:

HOME Moves the cursor to the beginning of the
displayed command.

END Moves the cursor to the end of the displayed
command.

LEFT ARROW Moves the cursor back one character in the
displayed command.

RIGHT ARROW Moves the cursor forward one character in the
displayed command.

CTRL+LEFT ARROW Moves the cursor back one word in the displayed
command.

CTRL+RIGHT ARROW Moves the cursor forward one word in the
displayed command.

BACKSPACE Moves the cursor back one character. If the cursor
is at the end of the line, or if you are in insert mode,
it also deletes the character preceding the cursor.

DEL Deletes the character at the cursor.

CTRL+END Deletes all characters from the cursor to the end
of the line.

CTRL+HOME Deletes all characters from the cursor to the
beginning of the line.

INS Toggles between insert mode and replace mode.

ESC Clears the displayed command from the screen.

If you hold down CTRL while you press the RIGHT ARROW or LEFT ARROW key,
the cursor moves to the beginning of the next or previous word. A word in this
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case is a group of characters separated from other characters by a space. For
example, the following command has three words:

copy c:\games\suzz.exe a:_

If the cursor is at the end of the line, as in this example, you can move it to
the C in CN\GAMES\SUZZ.EXE by pressing CTRL+LEFT ARROW twice.

With the cursor anywhere in the word CNGAMES\SUZZ.EXE, you can move the
cursor to the beginning of the next word by pressing CTRL+RIGHT ARROW. If you
press CTRL+RIGHT ARROW again, the cursor moves to the end of the line.

By pressing the INS key, you can add characters at the position of the cursor.
The INS key toggles between insert and replace mode. In replace mode, new
characters you type replace any characters that follow the cursor. After you
press INS, you switch to insert mode; the character at the cursor position and the
characters following the cursor move right as you type. For example, suppose
the following line is displayed, and the cursor is under the S in SUZZ.EXE:

copy c:\games\suzz.exe a:
To change the line CNGAMES\SUZZ.EXE to read CN\GAMES\NEW\SUZZ.EXE,
you press INS and type new\. The line now appears like this:

copy c:\games\new\suzz.exe a:
To turn off insert mode, press INS again. The characters you now type replace any
characters following the cursor. Insert mode is turned off when you press ENTER to
carry out a command. You can start Doskey and specify insert mode as the default

by using the /insert switch. For more information about the doskey command, see
Chapter 14, “Commands.”

Deleting the List of Stored Commands

To delete the list of stored commands and begin a new list, you press ALT+F7.
You also delete the list when you reinstall Doskey or reset your system.

Saving the List of Stored Commands in a Batch Program

174

To save the list of stored commands, you can type the doskey command with the
/history switch, the output redirection character (>), and the name of the file in
which you want the list stored. For example, to store your list of commands in the
SAVCOMMS.TXT file, you would type the following command:

doskey /history > savcomms.txt
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To create a batch program by using Doskey, first press ALT+F7 to delete the list
of commands from Doskey. Then type the commands you want to save. Use the
/history switch to save the commands in a file with a .BAT extension.

For more information about using the /history switch, see “Saving Macros” later
in this chapter. For more information about batch programs, see Chapter 10,
“Working with Batch Programs.”

Using Doskey to Work with Macros

A macro is a set of commands that you can carry out by typing the name of
the macro. A macro is very much like a batch program. Both contain sets of
commands that you carry out by typing a name. A macro differs from a batch
program in the following ways:

® A macro is stored in RAM, whereas a batch program is stored on disk. Because
macros are stored in RAM, they run much faster than batch programs and you
can run them from any directory. On the other hand, when you reset or restart
your system, the macros are lost, whereas batch programs on disk are not.
Macros also take away memory from your command history buffer.

® You create a batch program by saving commands in a file. You create a macro
by putting commands in a macro definition. In a batch program, you put each
command on a separate line. There is no limit to the number of commands you
can put in a batch program. In a macro, you type all the commands on the same
line and separate each with a special character. The total length of a macro
cannot exceed 127 characters.

* You can stop running a batch program by pressing CTRL+C once. In a macro,
you must press CTRL+C for every command in the macro. Each time you press
CTRL+C in a macro, MS-DOS stops the command it is currently carrying out.

¢ In both batch programs and macros, you can use replaceable parameters. In
batch programs the parameters are %1 through %9, and in macros they are
$1 through $9. In addition, the redirection characters you use in macros are
different from those you use in batch programs and MS-DOS commands.

¢ In a batch program, you can use the goto command to jump to another location
in the program. In addition, you can start other batch programs from inside a
batch program. You cannot use goto commands in a macro or start other
macros from inside a macro.
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* You can run a batch program from inside a macro, but you can’t run a macro
from inside a batch program. However, you can include a command that
creates a macro inside a batch program.

e In a macro, you can’t use the echo off command to prevent commands from
being displayed as MS-DOS carries them out.

e You can define an environment variable in a macro; however, you cannot use
the environment variable in the macro. For example, you could set ABC to
the C\DOS directory (set abe=c:\dos), but you could not use the environment
variable ABC with any commands (for example, you could not use dir abc).
You could do this in a batch program. Also, you cannot use other environment
variables that may have been defined elsewhere. For more information about
environment variables, see the set command in Chapter 14, “Commands.”

Although you cannot run a macro from inside a batch program, you can define
a macro from within a batch program. Because you must run a macro definition
command to load a macro into memory, the most useful way to use macros is to
put the definition commands for the macros you commonly use into one batch
program. To make the macros available, you run the batch program.

Creating a Macro
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To create a macro, you type doskey followed by the name of the macro, an equal
sign, and the commands in the macro. For example, you could use the following
command to create a macro called ddir that displays a directory in wide format:

doskey ddir=dir /w

If you then type ddir at the command prompt, MS-DOS runs the macro, display-
ing a five-column list of the files in the current directory. Because the macro is
stored in memory, it doesn’t matter which directory is current when you run it.

To include more than one command in a macro, separate the commands with a
dollar sign ($) and the letter T. For example, the following command creates a
macro called cmp that alphabetizes and lists the .DOC files and then the .BAK
files in the current directory:

doskey cmp=dir *.doc /o:n $t dir *.bak /o:n
While you are creating and testing a macro, it is easiest to type the command that

defines the macro at the command prompt. Then, you can use the Doskey editing
keys to change and redefine the macro quickly.
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Because macros are stored in memory, they are lost when you turn your system
off or reset it. Thus, if you create a macro that you use often, put the command that
defines the macro in your AUTOEXEC.BAT file so the macro is available each
time MS-DOS starts.

Running a Macro

To run a macro, you type its name at the command prompt. For example, to
run the ddir macro, type the following command at the command prompt:

ddir

If the macro has parameters, leave a space between the macro name and the
parameters. For example, suppose you create a macro called move that has

as parameters the name of the file you want to move and the name of the
directory that you want to move the file to. To move all .TXT files from the
current directory to the CNTXTFILES directory, you would type the following
command:

move *.txt c:\txtfiles

There cannot be any space between the command prompt and the macro name.
If there is, MS-DOS does not recognize the name and displays the following
message:

Bad command or file name

Suppose you want to create a macro that has the same name as a command. For
example, you would use the following command to create a macro called dir,
which would replace the MS-DOS dir command:

doskey dir=dir /w

When you have a macro with the same name as a command, MS-DOS runs the
macro rather than the command. Thus, when you type dir at the command prompt,
MS-DOS runs the dir macro rather than the dir command.

Whenever you want to use the dir command instead of the dir macro, you can
type a space between the command prompt and dir. Now, MS-DOS does not
recognize dir as a macro name, but it does recognize it as a command.

NOTE You cannot run a macro from within a batch program, but you can define it in a
batch program. For more information about batch programs, see Chapter 10, “Working
with Batch Programs.”
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Editing a Macro

You can change a macro by editing the command that created it. If the macro is
defined in a batch program, you can edit the batch program and then run it again.
If the macro is one of the commands that Doskey has stored, you can redisplay the
macro command, edit it by using Doskey editing keys, and complete the edit by
pressing ENTER. For information about Doskey editing keys, see “Editing and
Using Previous Commands” earlier in this chapter.

Saving a Macro

To save macros stored in memory, use the doskey command with the /macros
switch, a greater-than sign (>), and a filename. In the following example, the
names and contents of the macros currently in memory are stored in the
MACS.BAT file:

doskey /macros > macs.bat

If you add the doskey command to the beginning of each macro that you saved in
the MACS.BAT file, you can load the macros into memory by running the batch
program. For example, suppose you created the following three macros and saved
them in the MACS.BAT file:

ddir=dir /oe /p

mv=copy $1 $2 $t del $1
where=dir /s /p $1:\%.%$2

If you want these macros to be available each time you start your system, first
add the doskey command to them, as follows:

doskey ddir=dir /oe /p
doskey mv=copy $1 $2 $t del $1
doskey where=dir /s /p $1:\x.$2

Each time you run the batch program, Doskey loads the three macros into
memory. You may want to run the batch program from your AUTOEXEC.BAT
file by using the call command. For information about the AUTOEXEC.BAT file,
see Chapter 11, “Customizing Your System.”

Deleting a Macro

To delete a macro, type doskey followed by the name of the macro you want to
delete, and an equal sign. For example, to delete the ddir macro, you would type
the following command:

doskey ddir=

178



Chapter 7 Advanced Command Techniques

Doskey removes the macro from memory. To delete all macros, press ALT+F10.

NOTE Deleting macros makes the memory available for other macros, but it does not
return the memory to the command-history buffer.

Using Replaceable Parameters

You can use replaceable parameters in a macro in much the same way you use
them in a batch program. In a macro, the replaceable parameters are $1 through $9
rather than %1 through %39.

For example, the following command creates a macro named findit that searches
through the directories on drive C for filenames that match the one you specify:

doskey findit=dir c:\$1 /s

The /s switch is used to display filenames from all directories on drive C
(including the current directory) that match the filename you specify.

To run this macro, type findit and a filename at the command prompt. For
example, to locate all files on drive C that have the extension .OLD, you would
type the following command:

findit *.0ld
Doskey substitutes the filename you type for the $1 in the macro. The resulting
command looks like this:

dir c:\*.01d /s
You can use the same parameter more than once in a macro. For example, the

following command creates a macro called ddel. This macro moves a file to a
directory named DELETED on drive C:

doskey ddel=copy $1 c:\deleted $t del $1

When you run the ddel macro, you type the name of the file that is to go into the
CA\DELETED directory. Doskey replaces the $1 in the macro with the filename.
It copies the file to DELETED and then deletes it from its original directory.

To delete the files in the CA\DELETED directory, you could use this macro named
cleanup:

doskey cleanup=dir c:\deleted $t del c:\deleted\*.x*

The macro displays a list of files in the CADELETED directory and then starts the
del command. Because the del command prompts you to confirm deletion of all
the files, you have a chance to review the filenames before deleting any files.
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Using the $* Replaceable Parameter

You can use the $* replaceable parameter to assign to a single parameter all of the
text following the command that starts a macro. Typically, MS-DOS distinguishes
parameters by looking for a space. The text between the first two spaces is the first
parameter, the text between the second and third spaces is the second parameter,
and so on. If you use the $* parameter, Doskey ignores spaces and assigns all text
to the $* parameter.

The $* parameter is most useful when the macro you create uses a variable
number of parameters. For example, you can use the following command to
create a macro named d that allows you to abbreviate the dir command:

doskey d=dir $=*
This macro works exactly like the dir command, regardless of the number of

parameters you specify. For example, all of the following commands are carried
out in the same way with the d macro as they are with the dir command:

d *.txt
d *.txt /s
d *.txt /s /b

If you use the $1 parameter instead of $* with the macro, MS-DOS substitutes
the first parameter and ignores the rest of the command line.

Redirecting Input and Output

You redirect input and output in macros the same way you do in MS-DOS
commands. The only difference is that macros require different characters:

$L (or $1) Equivalent to the less-than sign (<). It redirects the input
to a command.

$G (or $g) Equivalent to the greater-than sign (>). It redirects the
output of a command.

$GSG (or $g$g) Equivalent to the double greater-than sign (>>). It appends
output onto the end of a file.

$B (or $b) Equivalent to the pipe (). It redirects output from one
command to another.
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For example, the following command creates a macro named pdir that prints
directory listings:

doskey pdir=dir $g 1ptl:
The following command creates a macro named mtype that displays the contents
of the file you specify and pauses between each screen of information:

doskey mtype=type $1 $b more

The following command creates a macro named asort that alphabetizes the file
and stores the information in a different file:

doskey asort=sort $L $1 $g $2

To run this macro, you type the filename you want to sort. Doskey replaces the $1
replaceable parameter with the first filename you specify. The $L redirects the file
to the sort command. The $g and $2 parameters redirect the output of the sort
command to the second file you specify.

For example, after you create the asort macro, you could type the following:
asort input.txt output.txt

This is the same as typing:

sort < input.txt > output.txt

When defining a Doskey macro, you must mark the dollar sign ($) when it
occurs anywhere other than in parameters, command separators, and redirection
characters. You mark it by typing two dollar signs rather than one.

For example, suppose your macro copies a file to the $&CENTS directory.
When you type the name of the directory, you must use $$&cents in your
macro definition. As the command is carried out, the dollar sign is assumed
to be a standard character rather than a marker or parameter.
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Chapter 8
Customizing MS-DQOS Shell

You can customize MS-DOS Shell in several ways. You can change the screen
colors or change the way information is displayed in the MS-DOS Shell window.
You can also organize your programs into groups and display the groups graphi-
cally, making it easier to find and use your programs. When you add a program
item to a group, you can further customize the program by creating your own Help
text, controlling the memory needed to run the program, and defining application
shortcut keys.

Changing Screen Colors

There are several color schemes available for MS-DOS Shell.

P> To choose a color scheme:

1. From the Options menu, choose Colors.
The Color Scheme dialog box appears.

Color Scheme

Current Scheme: Monochrome-2 Colors
Basic Blue
Ocean

& Monochrome—-2 Colors i

Monochrome-4 Colors

2. To select the scheme you want, click the scroll arrows until the color scheme
you want comes into view, and then click that color scheme. Or use the UP
ARROW or DOWN ARROW key to select the color scheme you want.
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3. If you want to see what the selected color scheme looks like on your screen,
choose the Preview button.

4. Choose the OK button to implement the color scheme.

Switching Between Text and Graphics Mode

The appearance of MS-DOS Shell on your screen depends on what type of display
adapter you have and the screen mode you are using. The screen mode controls
the size and shape of the images that appear on your screen. A display adapter
determines the screen display’s capabilities, such as resolution and screen mode.

There are two types of screen modes: text and graphics. Only some display
adapters support graphics mode. All display adapters support text mode, which
is the mode MS-DOS Shell uses the first time you start it.

Within text or graphics mode, you usually have a choice of how many lines you
want displayed. For example, if you choose to view 50 lines instead of 25 lines
(the default), you see more information on your screen at once, but the words and
symbols appear smaller.

To change the screen mode:

1. From the Options menu, choose Display.
The Screen Display Mode dialog box appears.

2. Select the screen mode you want.

3. If you want to see what the selected screen mode looks like on your screen,
choose the Preview button.

4. Choose the OK button to implement the screen mode.
MS-DOS Shell appears in the screen mode you selected.

Organizing Programs
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You can organize programs into program groups to suit your needs. When you
create a program group, you give it a title, which appears in the program list.

(In the default view, Program/File Lists, the program list appears in the lower left
corner of the MS-DOS Shell window.) To work with a group, you choose its title.



Chapter 8 Customizing MS-DOS Shell

Adding and Deleting Groups

You can add groups to the Main group, the Disk Utilities group, or a group you
have created. For example, you might use three programs to keep track of your
finances—one to maintain your checkbook, one to estimate taxes, and one to track
your monthly bills. You could add a group named Account and put these programs
into it.

When you create a group, you must give it a title. You can also give it a password
that a user must know to view the group, and a Help message that provides infor-
mation on the group and its program items.

P> To add a group:

1.
2.

Make sure you have selected Program/File Lists on the View menu.

Press TAB to move to the program-list area of your screen. Or click anywhere

inside the program-list area.

. If the group to which you want to add the new group is not open, open it by

double-clicking the group name. Or use the UP ARROW or DOWN ARROW key

to select the group and then press ENTER.

From the File menu, choose New.

The New Program Object dialog box appears.

5. Select Program Group.
6. Choose the OK button.

The Add Group dialog box appears.

e (11 Group S
Required
Title . . . . 1
Optional
Help Text . . 1
Password . . | S ]
[ ok |

7. In the Title box, type a title for the new group.
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8. If you want the group to have a Help message, type up to 255 characters
(including blanks) in the Help Text box.

For example, you might type a Help message that reads, “Use the programs

in this group to perform statistical operations.” When you select this group and
press F1, MS-DOS Shell displays the message. The message appears exactly as
you have typed it and is formatted to fit in the Help dialog box. If you want a
line break to appear in the text, type *m (a caret followed by the letter M) at
the point where you want the new line to start.

9. If you want the group to have a password, type the password in the Password
box.

10. Choose the OK button.

P> To delete a group:

1. Select the group you want to delete.

2. From the File menu, choose Delete.
Or press DEL.
The Delete Item dialog box appears.

3. Choose the OK button.

When you delete a group, MS-DOS Shell removes the group name from the
program list and deletes the group’s password and Help message.

Changing the Contents of a Group
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You can change the contents of a group by adding program items, copying
program items from another group, reordering items, and deleting items.

Adding a Program ltem

When you add a program item to a group, you give it a title and specify the
command that starts the program. In addition to assigning titles and startup
commands, you can associate a variety of other information with a program
item. For more information, see “Working with Properties” later in this chapter.
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P Toadda program item to a group:

1. Make sure you have selected Program/File Lists on the View menu.

2. Press TAB to move to the program-list area of your screen. Or click anywhere

in the program-list area.

3. If the group to which you want to add the new item is not open, open it by
double-clicking the group name. Or use the UP ARROW or DOWN ARROW key
to select the group, and then press ENTER.

4. From the File menu, choose New.

The New Program Object dialog box appears, with New Program Item already

selected.
5. Choose the OK button.

The Add Program dialog box appears.

Add Program

Program Title . . . . [---- - oot
Commands . . . . . .
Startup Directory . . [--------nnnonn
Application Shortcut Key
[X1 Pause after exit Password . .
[ ok [ Cancel B Help

6. In the Program Title box, type the program-item title that you want to appear

in the program list.

7. In the Commands box, type the startup command, the command that starts
the program. If the command is not in the current directory or in a directory
specified by the PATH environment variable, or if it is not an internal
command, you must include the complete path of the file in the command.

You may include more than one command in this box. For more information
about startup commands, see “Specifying a Startup Command” later in this

chapter.
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8.

10.

Specify optional information you want to associate with the program item.
You can specity the following:

e A startup directory, which MS-DOS Shell changes to before starting the
program.

* An application shortcut key, which, once you have started a program, you
can use to switch to the program from other programs or from MS-DOS
Shell.

¢ Pause after exit, which prompts you to press any key to return to
MS-DOS Shell after the program has finished running.
¢ A password, which will be required before starting the program item.

For more information about these options, see “Working with Properties”
later in this chapter.

If you want to specify other options, choose the Advanced button.
The Advanced dialog box appears.

For information about the options in the Advanced dialog box, see “Specifying
Advanced Properties” later in this chapter.

Choose the OK button. (If you chose the Advanced button, you return to the
Add Program dialog box when you choose OK. You must then choose OK in
that box, also.)

Copying a Program Item to Another Group

To copy a program item to another group, you choose the Copy command on
the File menu. For example, if you have a Microsoft Excel program item in your
Account group, you can also put it in your Tax group. You can copy a program
item to as many groups as you like.

To copy a program item from one group to another:

1.
2.

Select the program item you want to copy.

From the File menu, choose Copy. (Instructions appear in the status bar.)

3. Open the group you want to copy the program item to.

If the group you are copying to has a password, the Password dialog box
appears. Type the password, and choose the OK button.

Press F2.
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Reordering ltems in a Group

To move a program item or group title from one position in a group to another,
use the Reorder command.

To reposition a program item or group title:

1. Select the program item or group title you want to reposition.
2. From the File menu, choose Reorder. (Instructions appear in the status bar.)

3. Double-click the new location.
Or move the selection cursor to the new location, and then press ENTER.

The selected program item or group title moves to the new location.

Deleting a Program Item from a Group

You can delete a program item that you no longer need. Deleting a program item
from a group does not delete the program file from the directory that contains it.

To delete a program item from a group:

1. Select the program item you want to delete.

2. From the File menu, choose Delete.
Or press DEL.

The Delete Item dialog box appears. If the program item has a password
associated with it, you’ll see a warning message, but you can still delete the
program item.

Delete Item

1. Delete this itenm.

2. Do not delete this itenm.

0k T Conccl el

3. Choose the OK button.
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Working with Properties
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A property is a piece of information that you associate with a program item.
You can specify numerous properties for each program item.

The following two properties are required:

e Program-item title
e Startup command

These properties are optional:

¢ Startup directory

® Application shortcut key
e Pause after exit

e Password

¢ Additional advanced properties

When you create a program item, you must specify two properties in the Add
Program dialog box: program-item title and startup command. You can also
specify any of the optional properties. For information about creating program
items, see “Adding a Program Item” earlier in this chapter.

After you create a program item, you can change its properties by using the
Properties command.

P> To change the properties of a program item:

1. Select the program item.

2. From the File menu, choose Properties.

If the program item has a password, the Password dialog box appears. Type
the password, and choose the OK button.

The Program Item Properties dialog box appears. The Program Title box and
the Commands box will show the properties that have been specified for the
program item you selected, along with any optional properties.
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Program Title . . . . [ProseMare---------------c- .. oo 1
Commands . . . . . . [prose.exe #1------------oiin 1
Startup Directory . . [-- - - o 1
fipplication Shortcut Key [ oo 1
[X1 Pause after exit Password . . [ LR 1
[ 0k J Concel N telp JE Advanced

The Program Item Properties dialog box is the same as the Add Program
dialog box, which is displayed when you create a program item.

3. Type the information for the properties you want to change.
4. Choose the OK button.

Specifying a Startup Command

When you create a program item, you must type a startup command in the
Commands box of the Add Program dialog box. If the command is not in the
current directory or in a directory specified by the PATH environment variable,

or if it is not an internal command, you must include the complete path of the
program file. For example, if you are creating a program item named WordPerfect
and the path for WordPerfect is CAWPAWP.EXE, you would type that path in the
Commands box.

You can also specify additional commands, run batch programs, and include
replaceable parameters for the program. The following sections describe how
to include these options.

Specifying Additional Commands

MS-DOS Shell carries out each command in the order it appears in the Commands
box. Each command must be separated by a semicolon (;). There must be one or
more spaces on each side of the semicolon. Text in the Commands box cannot
exceed 255 characters.

For example, suppose you want to put an abbreviated list of the files in a directory
into a text file, load the file into your text editor, edit the file, save it under a differ-
ent name, and delete the original file when you are finished. If you are using
MS-DOS Editor, your startup command might look like this:

dir /b > tmp.txt ; c:\dos\edit.com tmp.txt ; del tmp.txt
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In this example, MS-DOS Shell first stores the names of files in the current
directory in a file named TMP.TXT. Then it runs MS-DOS Editor, loading the
TMP.TXT file. When you quit MS-DOS Editor, the TMP.TXT file is deleted,
and you return to MS-DOS Shell.

Running Batch Programs in a Startup Command

You can run batch programs by including call commands in the startup command.
For example, suppose you want to run a batch program named PREP.BAT before
you start WordPerfect, and one called POST.BAT after you quit WordPerfect.
You would type the following in the Commands box:

call prep ; wp ; call post

For information about batch programs, see Chapter 10, “Working with Batch
Programs.”

Using Replaceable Parameters

A parameter is additional information you give a program when you start it.
For example, when you start MS-DOS Editor from MS-DOS Shell, the File to
Edit dialog box appears. You can specify a filename in the Text box. If you type
recipes.txt, for example, MS-DOS Editor loads the file RECIPES.TXT as soon
as it starts.

Many programs accept parameters in this manner. If the program item you add
to a program group accepts parameters, you can include these parameters in the
Commands box.

If you want to be able to specify a different parameter whenever you run the
program item, you can put a replaceable parameter in the Commands box.
Each time you choose the program item, MS-DOS Shell displays a dialog box
that prompts you to fill in the value for the replaceable parameter before the
program starts.

In the Commands box, you indicate a replaceable parameter with the percent sign
(%) followed by a numeral (1 through 9). For example, if you want MS-DOS
Shell to prompt you for a filename when you start WordPerfect, you might type
the following in the Commands box:

c:\wp\wp.exe %1
The %1 in this example indicates that you want MS-DOS Shell to prompt you

to type a value in place of %1 every time you choose the program item for
WordPerfect. MS-DOS Shell will prompt you by displaying a prompt dialog box.



Chapter 8 Customizing MS-DOS Shell

P To include a replaceable parameter in a startup command:

1. Select the program item.

2. From the File menu, choose Properties.

If the program item has a password, the Password dialog box appears. Type
the password, and choose the OK button.

The Program Item Properties dialog box appears.

3. In the Commands box, specify the command and indicate the replaceable
parameters by typing a percent sign (%) followed by a numeral (1 through 9)
for each.

4. Choose the OK button.

A Program Item Properties or Add Program dialog box appears for each
replaceable parameter you have specified.

Progran Item Properties

Fill in information for % 1  prompt dialog.

Window Title . . . . [ ---oooimom ]
Program Information . [-- .- oo oo 1
Prompt Message . . . [------- - oo ]

Default Parameters . . [-- .- oo 1

0k RN Covcol B clp

5. The information you type in this dialog box will create a customized dialog
box for the program item that you are adding or changing. Type the informa-
tion that you want to appear in the dialog box. Each time you choose the
program item, MS-DOS Shell will display the information you have typed.

The Window Title you supply will appear at the top of the dialog box. The
Program Information you supply will appear under the title. (You can type up
to 106 characters in the Program Information box.) The Prompt Message you
specify will appear to the left of the box where you specify the parameter value.

If you specify a value in the Default Parameters box, the value will appear

in the prompt dialog box. You can accept the default parameter or change it.
Specify a default parameter value if you plan to use that value frequently when
you run the program. For example, if you are working on a project that often
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requires you to use a particular document, you might type that document’s

name as the default parameter for a text editor.

There are two special parameters that you can use in the Default Parameters
box to automatically set a default parameter. The %f parameter sets the default
filename to the filename currently selected in the file list. The %1 parameter

(a percent sign followed by the letter L) sets the default parameter to the para-
meter that was specified the last time the program item was run.

If you want MS-DOS Shell to prompt you for a file to load when you start
a text editor, you could specify values such as the following in the Program

Item Properties dialog box:

Window Title
Program Information .

Prompt Message

Default Parameters . .

Program Item Properties

Fill in information for x 1  prompt dialog.

[Proselare- - - - -« c-vcevrinonnan 1

[To edit an existing file, type itl

[Path and Filenmame:-------------.- ]
1

Each time you select the program item, MS-DOS Shell will prompt you with

the following prompt dialog box:

Path and Filename: [

To edit an existing file, type its path and filename,
then click OK. To create a new file, click OK.
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Using the Same Replaceable Parameter More Than Once

You can use the same replaceable parameter more than once in a Commands box.
For example, suppose you create files by using WordPerfect, and you store them
in C\EDITAWP. Suppose that as you create these files, you always back them up
on a disk in drive A. To load a file into WordPerfect and then back up the file
(onto a disk in drive A) after you have edited it, you would type the following in
the Commands box:

c:\edit\wp\wp.exe %1 ; copy %1 a:

Using More Than One Replaceable Parameter

You can include up to nine different replaceable parameters in the Commands
box. For example, suppose you want MS-DOS Shell to prompt you for a file to
load with WordPerfect and for a backup directory to copy the file to when you
finish editing. You would include two different replaceable parameters in the
Commands box, as in the following example:

c:\wp\wp.exe %1 ; copy %1 %2
If you add this command in the Commands box, you will be prompted to provide

the name of the file you want to edit in addition to the directory to which you want
to copy the file. Then you can edit your WordPerfect document.

For each replaceable parameter, MS-DOS Shell prompts you for information to
appear in the prompt dialog box, as described previously.

Specifying a Startup Directory

You can specify which directory you want MS-DOS to change to before it starts a
program that is in a program group. For example, if you keep budget spreadsheets
in a directory named C:\FILES, you could make sure MS-DOS Shell changes to
that directory before starting your spreadsheet program.

195



MS-DOS User’s Guide and Reference

P> To specify a startup directory:

1. Select the program item whose properties you want to change.

2. From the File menu, choose Properties.
The Program Item Properties dialog box appears.

3. In the Startup Directory box, type the drive and path of the directory you want
MS-DOS Shell to change to before it starts the program, as in the following

example:
Program Title . . . . [ProseMare--------------- - oooinn ]
Commands . . . . . . [prose.exe #1- -« - -oomoaoo 1
Startup Directory . . [ei\prose------- -~ - -t 1
Application Shortcut Key 1
[X1 Pause after exit Password . . | 1

Specifying an Application Shortcut Key

If you have started a program but are not currently working with it, you can use

a key combination to switch quickly to it from another program or from MS-DOS
Shell. The shortcut key must have the form CTRL+character, SHIFT+character,

or ALT+character, where character is a letter, number, or function key on your
keyboard. (Exceptions are noted later in this section.) You can use any
combination of the CTRL, SHIFT, and ALT keys with the character.

P> To specify an application shortcut key:

1. Select the program item you want.

2. From the File menu, choose Properties.
The Program Item Properties dialog box appears.

3. Inthe Application Shortcut Key box, specify the key combination by pressing
and holding down CTRL, SHIFT, or ALT, and then pressing a character.
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For example, suppose you have a program item named My Editor in the Main
group and that you have enabled Task Swapper. You could assign CTRL+E as
the shortcut key for My Editor. If My Editor is on the Active Task List, you can
press CTRL+E to switch back to it from another program or from MS-DOS Shell.

The name of the shortcut key will appear next to the program-item title in the
Active Task List. For information about Task Swapper and the Active Task List,
see Chapter 3, “MS-DOS Shell Basics.”

The following key combinations are reserved and are not available as application

shortcut keys:

CTRL+M SHIFT+CTRL+M

CTRLA+I SHIFT+CTRL+I

CTRL+H SHIFT+CTRL+H

CTRL+C SHIFT+CTRLA+C

CTRLA[ SHIFT+CTRL+[

CTRL+5 (on the keypad) SHIFT+CTRL+5 (on the keypad)

Specifying Whether to Pause After a Program Ends

You can specify whether MS-DOS Shell should pause after you quit a program
that is in a program group. By default, MS-DOS Shell prompts you to press a
key to return to MS-DOS Shell after you quit such a program.

P> To eliminate the pause after you quit a program:

1. Select the program item you want.

2. From the File menu, choose Properties.
The Program Item Properties dialog box appears.

3. Clear the Pause After Exit option by clicking the X.
Or press TAB until you select the option, and press the SPACEBAR to clear it.

4. Choose the OK button.
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Specifying a Password
If you want MS-DOS Shell to prompt you for a password before it starts a

program item, you can specify the password in the Program Item Properties
dialog box.

P> To specify a password for a program item:

1. Select the program item.
2. From the File menu, choose Properties.

The Program Item Properties dialog box appears.
3. In the Password box, type the password you want.
4. Choose the OK button.

Specifying Advanced Properties

When you choose the Advanced button in the Add Program or Program Item
Properties dialog box, another dialog box appears in which you can specify
additional properties. The Advanced dialog box looks like this:

g dvanced |
Help Text  [------- v 1
Conventional Memory KB Required [----------. 1
XMS Memory KB Required [----.----- 1 KB Limit [---------. 1
Video Mode (+) Text Reserve Shortcut Keys [ 1 ALT+TAB
( ) Graphics [ 1 ALT+ESC
[X1 Prevent Program Switch [ 1 CTRL+ESC

[0k TN Coiccl B il

Adding Help Text

You can add a Help message of up to 255 characters to any program item. This
Help message is displayed if you press F1 when the program item is selected.
MS-DOS Shell displays the message exactly as you have typed it and formats
itto fit in a Help dialog box. If you want to begin a new line of text, type Am
(a caret followed by the letter M) at the point where you want the new line to
start.
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If you do not want the program item to have a Help message, leave the Help Text
box blank.

Specifying Conventional Memory

Use the Conventional Memory KB Required box to specify how many kilobytes
of conventional memory must be free in order to start a program. This property is
useful for programs with specific memory requirements.

Regardless of what you type in the Conventional Memory KB Required box, when
you start a program, MS-DOS Shell gives it all available conventional memory.
The number you type in this box determines how much memory must be available
before MS-DOS Shell starts the program; it does not limit how much conventional
memory the program receives.

If MS-DOS Shell cannot provide as much memory as you specify, a message
appears, telling you there is not enough memory to run the program.

If Task Swapper is not enabled, MS-DOS Shell ignores any conventional-memory
specification.

Specifying Extended Memory

Use the XMS Memory options to specify how much extended memory to give to

a program that uses memory according to the Lotus/Intel/Microsoft/AST Extended
Memory Specification (XMS) standard. If Task Swapper is not enabled, the XMS
memory specifications are ignored.

A description of each XMS Memory option follows. Before using these options,
you must have extended memory set up on your system. For more information, see
the discussion about extended memory in Chapter 12, “Optimizing Your System.”

KB Required Specifies how many kilobytes of extended memory must be
free in order to run a program.

Leave this setting blank for most programs. Specifying a
value significantly increases the time it takes to switch to
and from a program. You should specify a value only if a
program requires a certain amount of extended memory in
order to run. ~

If you run a program that requires extended memory, and
MS-DOS Shell cannot provide as much memory as you
specify, a message appears when you try to start the program,
telling you there is not enough memory. However, if Task
Swapper is not enabled, the memory specification is ignored.
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KB Limit Specifies the maximum amount (in kilobytes) of extended
memory that MS-DOS Shell can give to a program.

This option is useful for limiting a program’s access to
extended memory, since some programs take all available
extended memory whether they need it or not. If Task
Swapper is not enabled, the KB Limit specification is
ignored.

Leave this setting blank to prevent a program from gaining
access to any extended memory.

Setting this option to —1 gives the program all the extended
memory it requests (up to the maximum amount available).
Set this option to —1 only if the program requires large
amounts of extended memory.

Using Video Mode

Video Mode has two options: text and graphics. You should use text mode unless
you are having trouble switching to a program.

Usually the memory reserved by text mode is enough, but you may need more
memory if you are using a CGA monitor. Graphics mode requires more memory
than text mode. Use text mode for all program items if you have a high-resolution
graphics (VGA or EGA) monitor or a monochrome monitor.

Reserving Shortcut Keys

Use the Reserve Shortcut Keys option when you want a program to use shortcut
keys typically used by Task Swapper (ALT+TAB, ALT+ESC, and CTRL+ESC). For
information about Task Swapper, see Chapter 3, “MS-DOS Shell Basics.” If you
want to reserve a shortcut key for a program, select it in the Reserved Shortcut
Keys area of the Advanced dialog box.

For example, suppose you have a text editor that typically uses the ALT+TAB
shortcut key to insert a special character. If you want to maintain that function
while your text editor is running under MS-DOS Shell, you need to select the
shortcut key for the program. When you select this key, it is no longer reserved
for MS-DOS Shell.

Preventing Program Switching

If you want to prevent a program from switching to another program or to
MS-DOS Shell, select the Prevent Program Switch option from the Advanced
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dialog box. If you select this option, you must quit the program to return to
MS-DOS Shell.

Changing Group Properties

A program group must have a title associated with it. It can also have Help text
and a password. You can change any of these properties for all groups except
the Main group.

P> To change group properties:

1. Select the appropriate group.

2. From the File menu, choose Properties.

If the group has a password, the Password dialog box appears. Type the
password, and choose the OK button.

The Program Group Properties dialog box appears.

Program Group Properties

Required

Title . . . . [Account - ------------ 1
Optional

Help Text . . 1
Password . . | R 1

3. Change the title, Help text, or password.
4. Choose the OK button.
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Chapter 9
Working with MS-DOS Editor

MS-DOS Editor is a text editor you can use to create, edit, and print memos,
letters, and special files that customize MS-DOS. You can use your keyboard
or a mouse.

Files you create by using MS-DOS Editor are unformatted text files. Because
MS-DOS batch programs and files such as AUTOEXEC.BAT and CONFIG.SYS
must be unformatted text files, MS-DOS Editor is a useful tool for customizing
your system.

When you use MS-DOS Editor, you can do the following:

¢ Choose commands from menus and specify information and preferences in
dialog boxes

¢ Select text and move, copy, or delete it

¢ Find and replace text you specify

e Use Help to find information about MS-DOS Editor procedures and commands
Edlin, the line editor included in previous versions of MS-DOS, is also available

in MS-DOS version 5.0. For information about specific Edlin commands, see the
edlin command in Chapter 14, “Commands.”

CAUTION MS-DOS Editor does not work if the file QBASIC.EXE is not in the search
path, the current directory, or in the same directory as the file EDIT.COM. If you delete
QBASIC.EXE to save space on your hard disk, you will not be able to use MS-DOS Editor.

203



MS-DOS User’s Guide and Reference

Getting Started with MS-DOS Editor

204

There are two ways to start MS-DOS Editor: at the command prompt and in
MS-DOS Shell.

To start MS-DOS Editor at the command prompt:

m Type edit at the command prompt. If you want to open an existing text file,
include its path and filename, as in the following example:

edit a:\work\program.txt

MS-DOS Editor starts with the PROGRAM.TXT file loaded.

To start MS-DOS Editor from MS-DOS Shell:

Mouse

Keyboard

1. In the Main group, double-click Editor. The File to Edit dialog box appears.

2. To create a new file, click OK.

To edit an existing file, type its path and filename in the File to Edit box, and
then click the OK button.

—

Press TAB to move to the Main group.

2. Use the UP ARROW or DOWN ARROW key to move the selection cursor to
Editor, and then press ENTER. The File to Edit dialog box appears.

3. To create a new file, choose the OK button.

To edit an existing file, type its path and filename in the File to Edit box, and
then choose the OK button.

If you type only the word edit at the command prompt, or choose the OK button in
the File to Edit box without specifying a filename in MS-DOS Shell, the following
screen appears:
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File Edit Search

Options

Untitled

Welcome to the MS-DOS Editor

Copyright (C) Microsoft Corporation; 1987-1991.
All rights reserved.

B Press Enter to see the Survival Guide J

< Press ESC to clear this dialog box >

Fi=Help Enter=Execute Esc=Cancel Tab=Next Field Arrow=Next Itenm

To get information about MS-DOS Editor when this screen appears, press ENTER
or click the phrase, “Press Enter to see the Survival Guide.” An introduction to
MS-DOS Editor and its Help system is then displayed.

To start working with MS-DOS Editor, press ESC or click the phrase, “Press ESC
to clear this dialog box.”

An empty window appears. You work on text files by typing or editing text in the
window.

If you specify a filename when you start MS-DOS Editor, your file appears instead
of the dialog box. To get information about MS-DOS Editor after a file has been
loaded, press F1.
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To perform tasks in MS-DOS Editor, you choose commands from menus on the
menu bar. The menu bar is displayed at the top of the MS-DOS Editor window.
Before choosing a command, you select the menu that contains the command.

P> To select a menu:

Mouse w Click the name of the menu you want.

Keyboard 1. Press ALT.
The first menu name, File, is selected.

2. Press the LEFT ARROW or RIGHT ARROW key to move the selection cursor
to the menu you want, and then press ENTER.

Or type the first letter of the menu name.

P> To choose a command:

Mouse m Click the command you want.

Keyboard m Press the UP ARROW or DOWN ARROW key to select the command you want,
and press ENTER.

Or press the highlighted letter in the command name.

If a command does not have a highlighted letter, you must perform an action
before you can use it. For example, you must select some text before you can
use the Cut command.

You can also choose some commands by using shortcut keys. If a command
has a shortcut key, it is displayed next to the command name on the menu.

P> To cancel a menu without choosing a command:

Mouse m Click anywhere outside the selected menu.

Keyboard wm Press ESC.
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Working with Dialog Boxes

When you choose some commands, a dialog box appears. You type additional
information or select options in a dialog box.

For example, when you choose the Open command from the File menu, the Open

dialog box appears:

Open
File Name:
C:\
Files Dirs/Drives
SELLHOME . TXT ART

DOS
EXPENSE
MEETING
PROSE
SPREADSH
STATUS

TEXT
R |

BOKB < Cancel > < Help >

Most dialog boxes have areas where you can type information or select options.

You can move from one area to another by pressing TAB. (You can also use
SHIFT+TAB to move in reverse order.) If you’re using a mouse, click the area
you want to work in.

Most dialog boxes contain one or more of the following items:

® A text box in which you can type text. If the box you select already contains
text, you can clear it by typing characters or by pressing the SPACEBAR.

e A group of options with a dot next to the currently selected option. You select
an option by clicking between the parentheses next to the option you want, or

moving the dot by using the arrow keys.
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e Check boxes you can select or clear. To select a check box, click it; or use TAB
to move the cursor to the check box, and then press the SPACEBAR. To clear a
check box, click it again; or press the SPACEBAR again.

e A list of files, directories, and drives.

¢ Command buttons, such as OK, Cancel, and Help. They are located along the
bottom of the dialog box.

The OK button carries out the command and closes the dialog box. When the
angle brackets around the OK button are highlighted, you can press ENTER to
carry out the command, or click the OK button.

The Cancel button cancels the command and closes the dialog box. There
are three ways to cancel a command: by using TAB to select the Cancel button
and then pressing ENTER; by pressing ESC; or by clicking the Cancel button.

The Help button displays information about the command. There are three
ways to get Help: by using TAB to select the Help Button and then pressing
ENTER; by pressing F1; or by clicking the Help button.

P> To select an item from a list in a dialog box:

Mouse m Click the item you want.

If the item you want is not visible, click the scroll arrows until it comes into
view. You can also drag the scroll box in the scroll bar, or click the shaded
areas of the scroll bar.

Keyboard 1. Press TAB to move to the list.

2. Use the arrow keys to move the selection cursor to the item you want.

You can also use the HOME, END, PAGE UP, and PAGE DOWN keys to move
the selection cursor.
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Using Help

Status Bar

Command,

There are several types of Help available in MS-DOS Editor. The following
sections describe how to use the different kinds of Help.

One type of Help, which is always available at the bottom of your screen, is a
status bar that displays information about commands or keys that you can use.
When you choose a command, the status bar displays a short description of it.
If you need more information about the command, press F1.

The status bar changes when you select a menu, choose a command, or open a
dialog box. It also displays information about the functions of various keys.

Use this Help when you need a quick reminder about the purpose of a command
or you need a quick reference to the keyboard.

Menu, and Dialog Box Help

You can get Help on how to use a specific command, menu, or dialog box by
selecting the item and pressing F1. You can cancel Help by pressing ENTER or ESC.

In a dialog box, you can also get Help by clicking the Help button.

Use this Help when you need to know how to use a specific command, menu,
or dialog box.

Survival Guide

MS-DOS Editor also has Help for getting started with MS-DOS Editor and Help
for using the keyboard to navigate through text and Help. This Help is called the
Survival Guide. It looks different from the other types of Help in MS-DOS Editor.
The Survival Guide contains information about editing keys, cursor movement,
dialog boxes, selecting text, opening and saving files, and other basics.
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Use this Help when you are learning how to use MS-DOS Editor or when you
need help navigating through text.

You can use the Survival Guide by doing one of the following:

¢ From the Help menu, choose Getting Started or Keyboard.
e When in the MS-DOS Editor window, press F1.

¢ Immediately after starting MS-DOS Editor (and without specifying a file),
press ENTER.

When the Help window appears, you can choose to view any of the related topics
enclosed in the highlighted angle brackets. To view a related topic, move the
cursor to it and press ENTER, or double-click the topic.

You can use the following keys to move the cursor from one topic to the next in
the Survival Guide:

TAB Moves the cursor to the next Help topic

SHIFT+TAB Moves the cursor to the previous Help topic

A character Moves the cursor to the next Help topic beginning with
that character

SHIFT+a character Moves the cursor to the previous Help topic beginning
with that character

ALT+F1 Displays the Help window for a previously viewed
Help topic (you can recall up to 20 Help topics)

CTRL+F1 Displays the next Help topic in the Help file

SHIFT+CTRL+F1 Displays the previous Help topic in the Help file
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Specifying the Help Path

MS-DOS Editor uses a file named EDIT.HLP to display Help messages. MS-DOS
looks for this file in the current directory and any directories specified by the path
command. If the EDIT.HLP file isn’t found, MS-DOS Editor cannot display Help.

You can specify the location of the EDIT.HLP file by using the Help Path
command on the Options menu.

To specify the Help path:

Quitting

1. From the Options menu, choose Help Path.
The Help Path dialog box appears.

2. Type the path of the directory that contains EDIT.HLP.
3. Choose the OK button.

MS-DOS Editor

You can quit MS-DOS Editor and save the file you are working on.
To quit MS-DOS Editor:

m From the File menu, choose Exit.

If you started MS-DOS Editor from the command line, the command prompt
appears. If you started MS-DOS Editor from MS-DOS Shell, MS-DOS Shell
appears.

If you are working with a new file or a file that has been changed but not saved,
MS-DOS Editor prompts you to save it. For information about saving files, see
“Saving a File” later in this chapter.

Creating a Text File

You create a text file by typing text in the MS-DOS Editor window. When you
reach the end of a line, you must press ENTER to move the cursor to the next line.
A line of text can be up to 256 characters long. You can include escape sequences
in your text files by using techniques described in Chapter 11, “Customizing Your
System.”
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The following is a list of keys you can use with MS-DOS Editor:

BACKSPACE or CTRL+H
DEL or CTRL+G
CTRLA4T

INS or CTRL+V

Moving the Cursor

You can use a mouse or the keyboard to move the cursor. You can also scroll
through the text to see parts of a file that are not visible.

212

P> To move the cursor:

Deletes the character to the left of the cursor.
Deletes the character at the cursor.

Deletes the word at the cursor (the cursor must
be under the first letter).

Changes from insert to replace mode. The
insert mode is the default. Press INS to replace
characters instead of inserting them. Press INS
again to resume inserting. In insert mode, the
cursor is an underscore; in replace mode, the
cursor is a box.

Mouse wm Click the area where you want the cursor to be.

Keyboard wm Press the arrow keys.

You can also use the following keys to move the cursor through text:

Arrow keys
CTRL+LEFT ARROW
CTRL4+RIGHT ARROW
HOME

END

CTRL+ENTER

CTRL+Q+E
CTRL+Q+X

Move the cursor one character or one line
Moves the cursor one word to the left
Moves the cursor one word to the right
Moves the cursor to the beginning of the line
Moves the cursor to the end of the line

Moves the cursor to the beginning of the next
line

Moves the cursor to the top of the window
Moves the cursor to the bottom of the window
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If you are working with a file that is longer or wider than the MS-DOS Editor
window, you can scroll through text to bring it into view.

P> To scroll through text:

Mouse wm Click the scroll arrows, drag the scroll box in the scroll bar, or click the
shaded areas of the scroll bar.

Keyboard wm Use the following keys to scroll through text:

CTRL+UP ARROW or CTRL+W Scrolls up one line

CTRL+DOWN ARROW or Scrolls down one line

CTRL+Z

PAGE UP Scrolls up one screen

PAGE DOWN Scrolls down one screen

CTRL+HOME or CTRL+Q+R Moves the cursor to the beginning of a file
CTRL+END or CTRL+Q+C Moves the cursor to the end of a file
CTRL+PAGE UP Scrolls left one screen

CTRL+PAGE DOWN Scrolls right one screen

You can also scroll by holding down an arrow key.

Selecting Text

You begin most editing operations by selecting a block of text. In a single line,
you can select any amount of text, from a single character to the entire line. You
can also select several lines or the entire file at once. When you are selecting
more than one line, entire lines will be selected. You cannot select all of line
one and part of line two, for example. All of line one and two will be selected.

P To select text:

Mouse 1. Point to the first character you want to select.
2. Drag the cursor to the last character you want to select.

3. Release the mouse button.
To cancel a selection, click anywhere in the window.
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Keyboard 1.

Use the arrow keys or other cursor-movement keys to move the cursor to
the first character you want to select.

Press and hold down SHIFT, and use the arrow keys to move the cursor to
the last character you want to select.

. Release the keys.

To cancel a selection, press any cursor-movement key.

Once text is selected, you can delete it by pressing DEL, or edit it by using the
commands on the Edit menu.

Editing Text

The Edit and Search menus in MS-DOS Editor list the commands you use to edit
text. Using the commands on the Edit menu, you can move or copy a block of text
from one part of a file to another. You do this by transferring text from your file to
a temporary storage area called a buffer.

Using the Search menu, you can search for a set of characters in a file. The
characters found in a search can be replaced with a different set of characters.

Moving Text

You can move a block of text by using the Cut and Paste commands. This
procedure is useful if you want to rearrange the order of text in a file.
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P> To move a block of text:

1.
2.

Select the block of text you want to move.
From the Edit menu, choose Cut, or press SHIFT+DEL.
The block of text is deleted from the file and placed in the buffer.

You can move all the text from the current line to the buffer by pressing
CTRL+Y. You can select text from the cursor location to the end of the current
line and move it to the buffer by first pressing CTRL+Q, and then pressing Y.

3. Move the cursor to the location in the file where you want the text to appear.

From the Edit menu, choose Paste, or press SHIFT+INS,
The text in the buffer is inserted in the file at the cursor location.
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When you choose the Paste command, the text is not removed from the buffer; it
remains there until you move or copy another block of text to the buffer. You can
insert text from the buffer into a file as many times as you want by repeating the
Paste command.

Copying Text

You use the Copy and Paste commands to copy and reposition a block of text.

P> To copy a block of text:

1. Select the block of text you want to copy.

2. From the Edit menu, choose Copy, or press CTRL+INS,

The block of text is copied to the buffer. It is not removed from its original
location.

3. Move the cursor to the location in the file where you want the block of text
to appear.

4. From the Edit menu, choose Paste, or press SHIFT+INS.
A copy of the text in the buffer is inserted into the file at the cursor location.

When you choose the Paste command, the text remains in the buffer until you
move or copy another block of text to it. You can insert text from the buffer into
a file as many times as you want by repeating the Paste command.

TIP If you want the text in the buffer to replace a block of text, select the block you want
to be replaced, and choose Paste from the Edit menu.

Clearing Text

You can clear text from the MS-DOS Editor window without copying the text to
the buffer. Choosing the Clear command or pressing DEL has no effect on text in
the buffer.

P> To clear text:

1. Select the text you want to clear.
2. From the Edit menu, choose Clear.
Or press DEL.
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Finding Text

To find text in a file, use the Find command on the Search menu. The text can be
a word, a phrase, or any combination of characters and spaces. When MS-DOS
Editor searches for text, it starts at the current cursor position and selects the first
occurrence of the text.

P To find text:

1.

From the Search menu, choose Find.
The Find dialog box appears.

If you select text before you choose the Find command, the selected text
appears in the Find What box. Otherwise, the word at the current cursor
location appears in this box. If you want to search for different text, type
the text you are searching for in the Find What box.

. If you want to match capitalization exactly, select the Match Upper/Lowercase

option. Otherwise, MS-DOS Editor finds, for example, both Brown and brown.

. If you want to find only separate occurrences of the specified text, select the

Whole Word option. Otherwise, MS-DOS Editor finds, for example, main in
remainder.

Choose the OK button to start the search.

MS-DOS Editor begins searching at the cursor position. The first occurrence
of the text is selected. If no occurrences of the text are found, the Match Not
Found dialog box appears.

To search for the next occurrence of the specified text, choose the Repeat Last
Find command from the Search menu, or press F3.

The Find command continues to search through the file each time you choose
the Repeat Last Find command. When it reaches the end of the file, it returns
to the beginning and continues searching until it reaches its starting point.

Replacing Text

You can use the Change command to find text and replace it with new text. The
Change command begins at the cursor location and continues to the end of the
file. When it reaches the end of the file, it returns to the beginning and continues
searching and replacing until it reaches its starting point.
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P> To replace text:

1. Position the cursor where you want to start replacing text.
2. From the Search menu, choose Change.
The Change dialog box appears.

3. Inthe Find What box, type the text you want to replace. In the Change To box,
type the text you want to replace it with.

4. If you want to match capitalization exactly, select the Match Upper/Lowercase
option.

5. If you want to replace only separate occurrences of the specified text, select the
Whole Word option.

6. Choose either the Find and Verify button or the Change All button to start the
command.

If you choose the Find and Verify button, each occurrence of the original text
is selected, and the Change dialog box appears. The dialog box prompts you
to make the change, skip the occurrence, cancel the command, or get Help.

If you choose the Change All button, MS-DOS Editor replaces all occurrences
of the specified text.

7. Choose the OK button (or press ESC) when the Change Complete dialog box
appears.

Managing Files

You can use the commands on the File menu to open an existing file, work on a
new file, save a file, or print a file.

Creating a File

You can create a file by using the New command on the File menu.

P> To create a file:

1. From the File menu, choose New.

If you have an open file that has unsaved changes, MS-DOS Editor displays
a dialog box prompting you to save your changes. Choose the Yes button to
save your changes; choose the No button to close the file without saving your
changes.
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MS-DOS Editor closes the current file and displays an empty window labeled
“Untitled.” You can begin typing text in this window.

. If you want to save the new file, choose the Save or Save As command from

the File menu. Then specify the drive and directory where you want to store
the file, and give the file a name.

Opening a File
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You can open several types of files by using the Open command on the File menu:

¢ Files created previously by using MS-DOS Editor

e Other unformatted text files (including such files as AUTOEXEC.BAT and

CONFIG.SYS)

¢ Formatted text files created by using another text editor. However, special

characters may lose their formatting functions if you open them with MS-DOS
Editor.

P> To open a file:

1. From the File menu, choose Open.

The Open dialog box appears.

. Type the name of the file you want to open, or select the filename from the

file list.

If the file you want is not on the current drive or directory, type the path as
part of the filename.

To view a list of the files on a different drive or directory, move to the
Dirs/Drives list, select the drive or directory you want, and double-click it
or press ENTER. Depending on your directory structure, you might need to
move through several subdirectories to get to the directory you want. A list
of files in the current drive and directory appears in the Files box.

. When the name of the file you want to open is displayed in the File Name box,

choose the OK button.

If a file with unsaved changes is open, MS-DOS Editor displays a dialog box
prompting you to save your changes before opening a new file. If you want to
save your changes, choose the Yes button; if not, choose the No button. If you
decide not to open the new file, choose the Cancel button.
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Saving a File

After you create a file or make changes to an existing file, you can save it by using
the Save or Save As command on the File menu. It is a good idea to save your
work often in case there is a power loss or equipment failure.

CAUTION  Some files that you open might include special formatting characters. If you
save such a file when using MS-DQOS Editor, the special characters lose their formatting
function.

P> To save a new file:

1. From the File menu, choose Save. The Save dialog box appears.

2. In the File Name Box, type a name for the file.

If you want to save the file on a different drive or directory, select the drive or
directory in the Dirs/Drives box, or include a path when you type the filename.

3. Choose the OK button.

P> Tosave an existing file:

m From the File menu, choose Save.

P> Tosave an existing file under a new name:

1. From the File menu, choose Save As.
The Save As dialog box appears.

2. In the File Name Box, type a name for the file.

If you want to save the file on a different drive or directory, select the drive or
directory in the Dirs/Drives box, or include a path when you type the filename.

If you attempt to save a file in a directory that contains a file with the same
name, MS-DOS Editor displays a dialog box asking whether you want to
replace the existing file. Choose the Yes button to replace the existing file;
choose the No button if you want to give the file that you are saving a
different name.

3. Choose the OK button.
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TIP  You can use the Save As command to save a modified version of a file without
losing the original version. For example, if you have a file named MEMO.TXT, you can
keep the original file and save a modified version as MEMO_2.TXT.

Printing a File

You can use the Print command on the File menu to print part or all of an open
file. This command works only if you have a printer connected to or redirected
through your LPT1 (parallel) printer port.

P> To print a file:

1.

4.

Be sure the file you want to print is open. If you want to print a portion of a
file, select the text you want to print.

From the File menu, choose Print.
The Print dialog box appears.

If you want to print only the text you selected, choose the Selected Text Only
option; otherwise, select the Complete Document option.

Choose the OK button.

Printing a Help Topic

You can use the Print command on the File menu to print Help information.
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» To print a Help topic:

1.
2.
3.

From the Help menu, choose Getting Started or Keyboard.
Choose the Help topic you want to print.

Be sure your cursor is in the Help window. If you want to print part of a Help
topic, select the text you want to print.

From the File menu, choose Print.

If you want to print only the text you selected, choose the Selected Text Only
option; otherwise, select the Current Window option.

. Choose the OK button.
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Customizing MS-DOS Editor

You can use the commands on the Options menu to set the way the MS-DOS
Editor window appears.

Controlling the Screen Display

You can use the Display command on the Options menu to change the colors in
the MS-DOS Editor window, display or hide scroll bars, and set tab stops.

» To change the screen display:

1. From the Options menu, choose Display.
The Display dialog box appears.

2. If you want to change your screen colors, select a foreground and a background
color. The screen colors listed depend on the type of monitor you have. A
sample of the selected screen colors appears to the left of the list boxes.

If you want scroll bars to appear in the MS-DOS Editor window, select the
Scroll Bars option. If this option is not selected, the scroll bars are hidden and
you can see more of the window while you work. With the scroll bars hidden,
you can still scroll through text by using the keyboard.

If you want to set your tab stops, set the number of spaces between tab stops.
The default is 8.

3. Choose the OK button.
You can also change the screen display by specifying one or more switches when

you type edit at the command prompt. For information about these switches, see
the edit command in Chapter 14, “Commands.”
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Chapter 10
Working with Batch Programs

As you work with MS-DOS, you’ll find yourself repeatedly typing identical
sequences of commands. For example, you might often type the same three
commands to change the current drive, change the current directory, and then
start a program. By using MS-DOS, you can store commands in a batch program
or batch file. Instead of typing commands individually, you need only type the
name of the batch program. MS-DOS carries out this “batch” of commands as

if you had typed the commands individually from the keyboard.

Understanding Batch Programs

A batch program is an unformatted text file that contains one or more MS-DOS
commands. For example, a batch program might contain the commands you use
to change your directory and start a text editor.

Suppose you are backing up files to a floppy disk by using the following
commands:

cd \work\docfiles
copy *.txt a:
cd \reports\xfiies
copy *.txt a:

To put these four commands into a batch program, you store them in an unfor-
matted text file and assign the file a .BAT extension. Each time you want to back
up your files, you type the name of the batch program at the command prompt.

Using batch programs has the following advantages:

¢ Batch programs speed up your work. When you run a batch program, you only
have to remember one command, instead of several. You don’t have to retype
multiple commands or look up commands you can’t remember.
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e Batch programs customize MS-DOS. Using batch programs, you can create
personalized commands that perform the exact task you need. You can also
design your own prompts and messages.

Batch Commands

Any MS-DOS command you use at the command prompt or in MS-DOS Shell can
also be put in a batch program. In addition, there are eight MS-DOS commands
that are specially designed for batch programs. The commands and their functions
are as follows:

call Runs a second batch program, and then returns to the first one

echo Displays messages on your screen, or turns the echo feature on or off
for Carries out a command for a group of files or directories

goto Switches to commands in another part of your batch program, and

continues processing commands from that point
if Carries out a command based on the result of a condition

pause Temporarily stops your batch program from running; your program
starts running again when you press any key

rem Annotates your batch program so that you can remember what each
part of the program does
shift Changes the position of replaceable parameters

The call, echo, goto, if, pause, and rem commands are explained later in this
chapter. For information about the for and shift commands, see Chapter 14,
“Commands.”

Tools for Creating a Batch Program
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You can create a batch program by using MS-DOS Editor or the copy command.
If you use a text editor other than MS-DOS Editor to create a batch program, save
your files as unformatted (ASCII) text. Most popular text editors have an option
for saving files this way. For information about MS-DOS Editor, see Chapter 9,
“Working with MS-DOS Editor.”

If you are creating a small batch program, it may be more convenient to use the
copy command, which is described later in this chapter.



Chapter 10 Working with Batch Programs

Naming a Batch Program

A batch program must have a .BAT filename extension. It is generally not a good
idea to give a batch program the same name as an existing MS-DOS command.
Suppose, for example, that you create a batch program for a customized formatting
command and name it FORMAT.BAT. The program won’t run if MS-DOS finds
the FORMAT.COM file before it finds FORMAT.BAT, because MS-DOS gives
precedence to files with .COM and .EXE extensions.

You can avoid this problem by using a name that is not already assigned to an
MS-DOS command. For example, you could name the program MYFMT.BAT.

Running a Batch Program

To run a batch program, you type its name without the extension. For example,
to run a batch program named FILES.BAT, type the following command:

files

If the batch program has parameters, add a space after the filename. For example,
if the FILES.BAT program requires a file specification as a parameter, you would
type a command like this:

files c:\reports\data

By default, MS-DOS displays each command in a batch program as the
command is carried out. After the batch program runs, MS-DOS might
display two command prompts because it treats the end-of-file character
in a batch program as a new line.

Stopping a Batch Program

If you want to stop a batch program before all of its commands have run, press
CTRL+C or CTRL+BREAK (more than once, if necessary). You get a message asking
to confirm that you want to stop the batch program. Press y to stop the program or
n to continue with the next command.

You can temporarily stop a batch program by pressing CTRL+S or the PAUSE key.
This “freezes” the screen until you press another key.

If your batch program is on a floppy disk and you remove the disk while the
program is running, MS-DOS displays the following message: “Not ready
reading drive A. Abort, Retry, Fail?”” To continue running the batch program,
reinsert the disk and type r.
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Testing a Batch Program

It is generally best to a create a large batch program in stages. This ensures that
one part of the batch program works before you create another part.

‘When you run a batch program that contains an invalid command, MS-DOS
cancels that command and proceeds to the next. If the batch program is set up

to display commands as they are carried out, you’ll see an error message when a
command is invalid. If commands aren’t displayed, the batch program contains an
echo off command. Remove any echo off commands if you want commands to be
displayed along with the error messages.

For more information about the echo command, see “Displaying Messages with a
Batch Program” later in this chapter.

Creating a Small Batch Program
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You can use the copy command to create a batch program directly from the key-
board. Suppose, for example, you want to create a batch program that formats a
360K disk in your high-density disk drive. To create the program and name it
MYFMT.BAT, use the following copy command:

copy con c:\myfmt.bat
MS-DOS moves the cursor to the next line. At this point, the file is empty. To add
the format command to the file, type the following:

format a: /f:360

Now you are ready to close the file and return to the command prompt. You do so
by pressing CTRL+Z and then ENTER.

Once you have created the batch program, you need only type the name of the
batch program to format a 360K floppy disk in your high-density disk drive, as
follows:

myfmt

MS-DOS displays the format command on the screen, and then prompts you to
insert a disk in drive A. (Make sure the directory that contains this batch program
is either current or in the directory search path.)

The following batch program, BAKIT, is also small enough to create by using the
copy command:

copy con c:\bakit.bat
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The program backs up onto a floppy disk in drive A all .TXT and .BAK files from
two directories on a hard disk, and then displays a list of the files on the floppy
disk:

copy c:\work\may\*.txt a:

copy c:\reports\may\#*.bak a:
dir a:

If there are more than a few lines in your batch program, it’s a good idea to use a
text editor to create the file. For information about the MS-DOS text editor, see
Chapter 9, “Working with MS-DOS Editor.”

Displaying Messages with a Batch Program

In Brief

If you want MS-DOS to display a message, use the echo command in your
batch program, as follows:

echo Batchworks Backup Builder

To stop MS-DOS from displaying commands as it carries them out, use the
following command:

echo off

You can include messages in a batch program to prompt you for additional
information or to remind you of a particular task that the batch program does.

If you want MS-DOS to display a message on your screen, use the echo command.
For example, you would use the following command to display the message “Put a
disk in drive A™:

echo Put a disk in drive A

TIP  On networks, your message will be displayed more quickly if you putitin a .TXT
file and then use the type command in your batch program to display the message.

MS-DOS displays this message on the screen. If you want the message shifted to
the right a certain number of spaces, you must include the spaces as part of the
message. For example, to center the message on your screen, add the necessary
spaces in the command, as follows:

echo Put a disk in drive A
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If you want to skip a line, type echo followed by a period:

echo.

If echo is on, MS-DOS displays batch commands at the command prompt as it
carries them out. Therefore, the message in the preceding example (‘“Put a disk
in drive A”) is displayed twice: first at the command prompt as part of the batch
command, and then as a prompt to carry out the command itself. To suppress
commands that appear at the command prompt and display a message only once,
use the following command:

echo off
For example, you could add an echo off command at the beginning of the
BAKIT.BAT program (described in the previous section):

echo off
copy c:\work\may\*.txt a:
copy c:\reports\may\*.bak a:

cls

echo Here are the files on the backup disk:
echo.

dir a: /p

This batch program backs up files with a . TXT extension in one directory and
files with a .BAK extension in another, then clears the screen and displays
directory listings, one screen at a time. None of the commands listed after the
first command (echo off) are displayed while the batch program is running.
The line of text following the second echo command is displayed.

TIP To prevent a single command in your batch program from being displayed, put
an at sign (@) in front of it. For example, to prevent the display of the echo off command,
type @echo off.

If you want commands to be displayed, use this command at the beginning of the
program:

echo on
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Using the Pause Command

In Brief

To momentarily stop a batch program from running, use the pause command in
the batch program, as follows:

pause

When MS-DOS finds a pause command in a batch program, it displays the
following message:

Press any key to continue . . .

MS-DOS stops running the program until you press any key (except the
PAUSE key).

For example, adding a pause command to the following BAKIT.BAT
program stops the program from running while you put a disk in drive A:

echo off

echo Put a backup disk in drive A then
pause

copy c:\work\may\*.txt a:

copy c:\reports\may\*.bak a:

cls

echo Here are the files on the backup disk:
echo.

dir a: /p

When this batch program pauses, MS-DOS displays the following:

Put a backup disk in drive A then
Press any key to continue . .
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Including Remarks in a Batch Program

In Brief

To include a remark that you do not want to appear on your screen, use the rem
command in your batch program, as in the following example:

rem This part of the batch program copies files to a backup disk.

If your batch program is longer than a few lines, it is helpful to include remarks.
You can use remarks to comment on the commands in a batch program and to
make the program easier to read by separating it into sections.

You add a remark by typing rem followed by a space and the comment you
want to include, as in this example:

rem This part of the batch program copies files to a backup disk.

After you type rem and a space, MS-DOS ignores any other text on the line.
Therefore, you can type almost any characters you want on a remark line, or
you can type rem and leave the rest of the line blank to add space to the file.
However, do not use the less-than sign (<), the greater-than sign (>), or the
pipe (}), since they have special meaning for COMMAND.COM.

For example, the following remarks divide and explain sections of BAKIT.BAT:

rem #x*xkxBackup the MAY subdirectoriesskiksss
rem

echo off

echo Put a backup disk in drive A then
pause

copy c:\work\may\*.txt a:

copy c:\reports\may\=*.bak a:

rem

rem Clear the screen and display the files that were backed up
rem

cls

echo Here are the files on the backup disk:
echo.

dir a: /p

Remarks don’t affect the way a batch program runs; they simply annotate the
commands for anyone who reads the file.
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Running One Batch Program from Another

In Brief

To run a batch program from another batch program, include in your program the
name of the second program with or without the call command. For example, if
you want your batch program to start a program named SUBTASK.BAT, you
could include the following command:

call subtask

If you don’t need to return to the original batch program, you can type subtask
without the call command.

You can run a batch program from another batch program by including just the
name of the program you want to start or by including the call command with the
name of the program. If you type only the name, the original batch program quits
running, and the new batch program runs instead.

For example, the following batch program runs four commands and then starts a
batch program named NEXTONE:
a:
cd \tmp
copy c:\*.sys a:
cd \perm
nextone

When NEXTONE finishes running, MS-DOS displays the command prompt.

If you want to return to the original batch program after running the other batch
program, use a call command with the name of the program you want to start,
When the second batch program finishes running, MS-DOS returns to the
original batch program and carries out the next command.

For example, the following batch program carries out two commands, starts
NEXTONE, and then carries out two more commands when NEXTONE
finishes running:
a:
cd \tmp
call nextone
copy c:\*.sys a:
cd \perm
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Using Replaceable Parameters

In Brief

Replaceable parameters (%0 through %9) are placeholders for parameters typed
at the command prompt. For example, suppose the BAKIT.BAT program includes
the copy command with two replaceable parameters:

copy %1 %2

At the command prompt, you can type the two corresponding parameters, as in
the following command:

bakit c:\comm\*.* a:

MS-DOS replaces %1 with c:\comm\*.* and %2 with a:.

MS-DOS includes symbols called replaceable parameters, numbered %0 through
%9. You can include replaceable parameters in a batch program. When you run
the batch program, MS-DOS replaces the symbol with the parameter you include
when you type the batch command. The %0 replaceable parameter substitutes for
the name of the batch command as it is typed at the command prompt. Replaceable
parameters %1 through %9 substitute for command-line parameters typed after
the batch-command name. The first parameter on the command line is %1, the
second is %2, and so on. If you want to specify more than nine parameters, use
the shift command. For information about the shift command, see Chapter 14,
“Commands.”

Suppose you want to create a batch program that moves a file from one directory
to another. In its simplest form, the batch program consists of a copy command
and a del command. The copy command requires two parameters to specify the
source and destination files; the del command requires one parameter to

specify the file to be deleted. For example, the following batch program named
MOVE.BAT copies the CASTILE.EXE file from the root directory of a disk in
drive A to the GAMES directory of drive C, and then deletes the file on the disk
in drive A:

copy a:castile.exe c:\games
del a:castile.exe

This batch program is very limited because it applies to only one file. You could
use replaceable parameters in your MOVE.BAT program so that you could
specify different files, as in the following example:

copy %1 %2
del %1
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If you type the command move a:castile.exe c:\games at the command prompt,
MS-DOS substitutes a:castile.exe for parameter %1, and c:\games for parameter
%2.

If you use the percent sign (%) as part of a filename or string within a batch
program, you must type it twice. The first occurrence indicates that the second
% is part of a name, rather than a replaceable parameter.

In addition to replaceable parameters, you can use environment variables in a
batch program. For information about environment variables and an example
of how to use one in a batch program, see the set command in Chapter 14,
“Commands.”

Controlling Program Flow

To increase the flexibility of a batch program, you can use the if command to
carry out different commands under different conditions, and the goto command
to switch to different parts of the program. By using replaceable parameters with
if and goto commands in a batch program, you can perform complex tasks.

Using the If Command
In Brief

If you want a batch command to be carried out only after certain conditions have
been met, use the if command. For example, the following command starts
Microsoft Word when W is used as a parameter:

if "%1"=="W" c:\word\word

The parameter and the text it is compared with must be enclosed in quotation
marks, and they must match exactly. The double equal sign (==) means the
parameter must equal the value. In this case, the W must be uppercase.

You can use the if command to specify a condition that must be true for a
command to be carried out. For example, suppose you want to create a batch
program named RUNIT.BAT that starts your chess program, Cmate, when
you type the following command:

runit A

To perform this task, include the following if command in RUNIT.BAT:

if "%1"=="A" cmate
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The double equal sign (==) means the parameter must equal the value. When
MS-DOS carries out this command, it checks to see whether or not %1 is

an A. If %1 is an A, MS-DOS carries out the command that follows (in this
case, it starts the Cmate program). When you quit Cmate, MS-DOS carries out
the command on the next line of RUNIT.BAT.

If %1 is not an A, MS-DOS skips the command that runs Cmate and moves to
the next line of the batch program. Both the parameter and the letter with which
it is compared should be enclosed in quotation marks to avoid syntax errors when
no parameter is present.

Using the Goto Command
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In Brief

To switch to another part of a batch program, use the goto command and a label,
as in the following command:

goto runword

The label runword (preceded by a colon) must appear on its own line elsewhere
in the batch program, as follows:

:runword

The goto command directs your program to switch to another part of the program
and continue processing the commands at that point. The line that the program is
to switch to is marked with a label preceded by a colon (:). The same label appears
in the goto command, as in the following example:

rem goto example

goto skipdown

echo both of these echo commands
echo will be skipped

:skipdown

cls
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Using the If and Goto Commands Together
In Brief

To switch to a different line in a batch program after certain conditions have been
met, use an if command with a goto command, as in the following example:

if "%1"=="W" goto runword

If you use the goto command with an if command, you can run different
sections of a batch program under different conditions. For example, the
following command directs MS-DOS to switch to the line labeled chess if
you type an uppercase A:

if "%1"=="A" goto chess

Using a series of if commands, you can create a batch program that can run
several programs. For example, the following batch program changes to the
CNGAMES\CHESS directory and runs the Cmate program if you type an upper-
case A, and changes to the CNGAMES\CHECK directory and runs the Checkers
program if you type anything but an uppercase A:

if "%1"=="A" goto chess

rem

1 @M1k 3k sfe sk sk sk ske ke e sfe sfe sk sk sk sk sk ke sk sk sk sfe sk sk ok sk sfe ke sk sk sk sk s sk sk ke e sk sk e sk st e sk s ok ke Sk sk sk sk sk ke skskeoske sk
rem If the user doesn't type A, run Checkers.

rem

cd \games\check

checkers

rem Skip over Chess by jumping to the line labeled :end.
goto end

rem

M 3k kosk sk sk ok 3k sk sk sk ske sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk ske sk sk sk sk sk sk sk sk skook ok sk ok sk sk skesk skokoske ke sk skokok
rem If MS-DOS jumps to this label, the user wants Chess.

rem

:chess

cd \games\chess

cmate

rem The following line marks the end of the batch program.
:end
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Creating a Menu System
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One way to customize MS-DOS is to create a menu system that enables you
to type simple commands to start batch programs you use regularly. Menus are
particularly helpful if novice users are using your system.

For example, suppose you use Microsoft Word and a number of computer games.
In addition, you use a batch program to back up your document files to a floppy
disk. You can create a menu system that enables you or anyone else to use the
programs without knowing where the programs are or how MS-DOS starts them.

The customized menu you create might look this:
Start Menu

Here's what you can do:

1. Back up your document files
2. Start Microsoft Word

3. Play a game

4. Use MS-DOS

Type the number you want and press ENTER:

You can easily create this Start menu, which includes a customized command
prompt. Using the following echo and prompt commands in a batch program
named MENU.BAT, you can direct MS-DOS to display the menu and prompt:

echo off

cls

echo Start Menu

echo.

echo.

echo Here's what you can do:

echo.

echo 1. Back up your document files
echo.

echo 2. Start Microsoft Word
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echo.

echo 3. Play a game

echo.

echo 4. Use MS-DOS

echo.

echo.

prompt Type the number you want and press ENTER:

The cls command clears your screen before MS-DOS displays this Start menu.
The prompt command changes the command prompt so that you are asked to
type a menu option. Notice, however, that this MENU.BAT program doesn’t do
anything but clear the screen and display a number of messages. The real work is
done by other batch programs that perform the tasks on the menu. The menu itself
simply indicates what you need to type to start the batch program that performs a
particular task.

The batch program that performs each task is named according to the menu
number used to select it:

Task Batch program
Backs up your document files 1.BAT
Starts Microsoft Word 2.BAT
Starts a game 3.BAT
Returns to MS-DOS 4. BAT

Because the name of the batch program that performs a task is the same as the
number of the option in the list, when you type a number at the menu prompt
you are starting a new batch program.

Menu Item 1: Backing Up Files

In the menu system just discussed, menu option 1 is “Back up your document
files.” The batch program that performs this task is called 1.BAT so that it will
start when you type 1 at the menu prompt.

This batch program copies .DOC files from their usual directory to a floppy disk.
The batch program includes a pause command that causes the program to pause
while you put a backup disk in drive A. When the 1.BAT program finishes run-
ning, it starts the MENU.BAT program so that you can return to the Start menu
to perform another task.
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If your document files are in the CAWORD\DOCFILES directory, and the backup
drive is A, the 1.BAT program would contain the following commands:

echo off

cls

echo To back up your files, put a backup disk in drive A.
pause

echo These files are being backed up:

copy c:\word\docfiles\*.doc a:

echo.

echo When you are ready to return to the Start menu

pause

menu

When you choose 1 from the Start menu, this batch program runs. The batch
program clears the screen and prompts you to insert the backup disk. After the
files are copied, the batch program pauses so you can read the display. As its last
command, the batch program runs the MENU.BAT program to return you to the
Start menu.

Menu Item 2: Starting a Word Processor

240

In the menu system described earlier in this section, menu option 2 is “Start
Microsoft Word” and the corresponding batch program is named 2.BAT. If
the Microsoft Word program file is CAWORD\WORD.EXE and is defined
in your path, the following command would start the program:

c:\word\word

However, this option would be more useful if it displayed the available Microsoft
Word document files 