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Preface 

Wel come to the AT&T QNIX™ PC Gett i ng Started Guide . 
This guide provides in formation on how to begin us ing 
your UNIX PC . This guide is organized in the fol l owing 
sections : 

o Introducing the UNIX PC expl a ins what you 
need to know about the UNIX PC be fore you 
begin the practice sessions . 

o Getting Started introduces you to the O f fice 
work area , the starting pl ace for a l l  o f  your 
work . 

0 

0 

Moving Ar ound the Office gives you the bas ic 
ski l l s  you need to work with the UNIX PC. 

Working in the Office shows you how to 
accompl ish fami l i ar tasks such as l o oking at 
the work you keep in the O f fice . 

0 Managing Your Windows shows you how to set up 
your work area the way you want it us ing the 
windows on your screen . 

0 Managing Your Files shows you how to use 
f i l es and folders to manage the in formation 
you store in your computer . 

o Setting Up Your Own Office shows you how to 
estab l i sh an O f fice work area for your own 
use . 

o The Glossary explains the O f fice and computer 
termino l o gy  used in thi s guide . 

How to Proceed 
Your UNIX PC should already be set up and the so ftware 
instal led be fore you begin using this guide . I f  your 
computer is not instal led , see the AT&T UNIX™ PC 
Harctware Insta l l ati on Guide for in format ion on 
unpacking , setting up , and instal l ing your UNIX PC. 
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Preface 

You can bene fit most from this guide by working through 
a l l  o f  the chapters systematical ly . Once you are 
famil iar with the UNIX PC, you wil l find the AT&T UNIX™ 

PC Owner ' s  Manua l better suited to your needs . 

Other Useful Manuals 

You wil l find additional  in formation about the UNIX PC 
in these manual s :  

AT&T UNIX™ PC S ystem So ftware Install a tion Quide 

This manual contains in formation you need to update the 
system so ftware on your UNIX PC. 

AT&T UNIX PC Owne r ' s Manual 

This is a re ference manual containing complete 
in formation about the use and care o f  the UNIX PC. 

AT&T UNIX™ PC Communications Management User ' s  Guide 

This set o f  manual s  covers the telephone and terminal 
communications features of your UNIX PC. 

APplication Manuals 

E ach optional so ftware package you purchase for the 
UNIX PC is accompanied by a user ' s  guide . You wil l 
want to consult these manuals be fore you use the 
so ftware . 
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1 Introduc�ng the UNIX PC 

This introductory section presents general information 
about your AT&T UNIX PC and tel l s  you what you need to 

� do before starting the practice sess ions . 

Welcome to the QNIX PC 

Your new UNIX PC is a desktop computer that makes 
o ffice , telephone , and UNIX data process ing avail ab l e  
in a format designed for bus iness computing . 

The O f fice software provides you with an easy , flexible 
means of working with your computer . The UNIX PC 
Office is organized much l ike your o ffice , with a file 
cab inet , a wastebasket , and a work area where you do 
famil iar o ffice tasks . The UNIX PC also serves as a 
bus iness communications system that manages your 
telephone cal l s ,  including cal l s  to other computers . 

At the same t ime , the UNIX PC lets you take ful l  
advantage o f  the strengths o f  AT&T ' s  UNIX System V 
operating system . This means you can per form several 
tasks at the same t ime . You also have access to an 
extens ive l ibrary o f  UNIX so ftware and appl ications . 

The UNIX PC is des igned to accommodate the way you work 
and do bus iness today . Even so , it doesn ' t  get in the 
way o f  the exper ienced UNIX user , who can eas ily gain 
direct access to the UNIX operat ing system . 

Getting to Kno w Yo ur QNIX PC 

Your UNIX PC system is made up o f  hardware ,  the 
electronic and mechanical parts o f  the machine , and 
so ftware , the programs that create , process , and 
displ ay information . The hardware and software work 
together so you can store , manipul ate , and retr ieve 
in formation quickly and e fficiently . 

To use your UNIX PC, you don ' t need to learn about how 
the hardware and so ftware work , any more than you need 
to know how the engine o f  a car works to dr ive one . 
The UNIX PC is des igned for use by bus iness peop l e  
whose pro fess iona l expertise is in areas other than 
computing . 
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Introducing the UNIX PC 

UNIX PC Hardware 

The UNIX PC hardware cons ists o f  several  components .  � 
The il lustration below shows the parts o f  the UNIX PC 
that you wil l be concerned with: 

� Display Screen 

Hard Disk Drive 

Mouse 

Keyboard 

The keyboard and the mouse are your means o f  
communicating with the computer . You use the keyboard 
to type in formation and instructions to contro l  the 
work per formed by your computer . The mouse l ets you 
select and act on the in formation you choose . 

The displ ay screen is where the computer displ ays 
in formation . The in formation on the screen changes 
frequently . When you want a permanent paper copy o f  
the displ ayed in formation , you can pr int it on your 
pr inter , if you have one attached to your UNIX PC . 

The two disk dr ives store in formation in a form that 
the computer can rapidly retr ieve . The hard disk 
dr ive , ins ide the UNIX PC case , stores a l l  o f  your 
programs and data . The fl oppy disk dr ive lets you l oad 
new so ftware and data from floppy disks onto the hard 
disk and copy data from the hard disk onto floppy 
disks . 
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Introducing the UNI X PC 

Connectors are provided for two telephone l ines . You 
can talk on one l ine whi l e  you send and receive 
in formation from another computer on the other l ine . 
The Te l ephone Manager so ftware acts as an extens i on o f  
your telephone system and lets you contro l  telephone 
activities automatical ly . 

This manua l shows you how to use a l l  o f  these UNIX PC 
components except the telephone . See the AI&T QNIX™ 
PC Tel ephone Manager Us er ' s Gui de in the Communications 
Management binder for telephone instructi ons . 

UNIX PC S o ftw are 

So ftware is  the set of programs that makes your 
computer work . Your UNIX PC so ftware includes the UNI X 
operating system , which contro l s  the flow o f  
in formation through the computer .  The UNI X  system wa s 
designed by AT&T to work on a variety o f  di f ferent 
computers and to a l l ow so ftware wr itten for other 
computers to be used on UNI X systems . As a resul t ,  it 
is e f ficient , highly rel iab l e ,  and lets your computer 
take advantage o f  a l arge co l l ection o f  popul ar 
so ftware . 

The UNIX PC so ftware also includes the O f fice , which 
l ets you communicate your instructi ons to the UNI X  
system i n  an easy- to -use window format . You can also  
add a var iety o f  appl ications , which are programs 
designed for speci fic purposes . 

The O f fice 

You use the O f fice whenever you work with the UNIX PC . 
This so ftware takes care o f  the complex parts o f  
providing instructi ons to the computer s o  you can focus 
on the task at hand . 

The O f fice organizes your work using windows , menus , 
forms , and Engl ish language commands . Windows are 
separate areas on your screen that permit you to have 
more than one task displ ayed . Menus are l ists o f  
cho ices from which you make selections . � are 
requests for in formation that you type into the form . 
Commands are instructions you send to the computer 
us ing either the mouse or the keyboard . 
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Introducing the UNI X PC 

This manual gets you started using a l l  o f  these O f fi ce 
features . 

Windows 

The O f fi ce displ ays the vari ous tasks you are working � 
on in separate s creen areas cal led windows . You can 
work with severa l  windows at the same time , moving from 
one activity to another simply by changing windows . 
You can pr int a do cument , for example , whi l e  you are 
working on a spreadsheet . You can make a phone cal l  
and at the same time display the in formation you want 
to dis cuss . You can make a graph from spreadsheet 
in formation with both the graph and the spreadsheet 
visib l e  on your s creen . And , help is always within 
reach from the Help key or the mouse . 

Applications 

App l i cations are programs that per form speci fi c tasks . 
You can pur chase a variety o f  app l i cati ons for the UNIX 
PC to suit your parti cul ar business needs . The types 
o f  appl i cations ava i l able for the UNIX PC include 
o f fice productivity ,  business management , communi ca­
ti ons , and systems programming . 

After you finish this Getting Started Guide , you wi l l  
b e  ready t o  start learning your first app l i cation . 

Before You Begin 

Al l ow yoursel f about hal f  an hour to complete each o f  
the six pract i ce sessions in this guide . You can take 
as l ong as you want and stop between session s .  

You won ' t have to learn techni cal termino l o gy t o  use 
this guide , but you wi l l  learn some new concepts and 
new uses for fami l i ar words . When a word is used in a 
new way for the first time , it is explained . I f  you 
see an un fami l i ar term , you can find its de finition in 
the Gl ossary at the end of this guide . 

Keyboard Layout 

Be fore you begin with Getting Started, take a few 
moments to look at the UNIX PC keyboard . 
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Introducing the UNIX PC 

Your keyboard is very much l ike a typewr iter keyboard , 
but it has additiona l keys for computer tasks . You 
wil l want to l ocate these groups o f  keys : 

Action 
Keys Function Keys 

Action 
Keys 

�r-----------------�----------------�r-�--� 

Letter and Number Keys Numeric Pad 
and 

Cursor Movement Keys 

Curs or movement keys - -Located at the bottom r ight o f  
the keyboard, these keys are used to move around on the 
screen . 

Funct ion keys - -The keys Fl through F8 at the top o f  the 
� keyboard per form dif ferent act ions depending on the 

program you are us ing . Labe ls for these keys are 
displ ayed at the bottom of the screen on " screen keys . "  
Each screen key shows the function that is currently 

� assigned to the corresponding function key . 

Action keys - -The named keys on the l e ft and r ight s ides 
o f  the keyboard per form var ious commands and functions . 

Letter and number keys - -These keys are s imil ar to keys 
on a standard typewr iter . You use them to type 
in formation for displ ay on the screen . 
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Introducing the UNI X  PC 

Numer ic pad- -This group of keys , arranged l ike a 
cal cul ator , is  use ful for typing numbers .  Press the 
Num Lock key at the lower right o f  the keyboard to use 
the numer i c  pad . 

Materials You Will Need 

When your UNIX PC is set up and ready to go , you can 
pro ceed with the practice sessions . To do the steps , 
you wi l l  need : 

o A UNIX PC 

o The so ftware that was provided when you 
pur chased your UNIX PC 

I f  your UNIX PC is new and sti l l  in the 
shipping carton , re fer to the AT&T UNIX PC � 
Har ctware I nsta l l ation Quide . You may want to 
get another experienced computer user to help 
you set up the computer and instal l  the 
so ftware . � 

o You also need copies o f  the two sample 
files , ex ample and windows. These are 
provided as part of your standard so ftware . 
I f  these files are missing , you wi l l  learn 
how to restore them in the Moving Around the 
Of fice chapter of this guide . 

Conventi.ons 

This guide uses the fo l l owing conventions : 

I n formation displ ayed on the screen is shown in 
boldfaced type . For example: 

Please login : 

I n formation you type is sho wn in boldfaced type . For 
example . :  

Type meeting 

Names o f  keys on the keyboard are encl osed in <> ' s when � 
used in pro cedures . For example : 

<Exit> 
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Introducing the UNI X PC 

The mouse buttons are represented as fo l l ows : 

Le ft mouse button 
Middle mouse button 
Right mouse button 

<Bl >  
<B2 >  
<B3 > 

Screen keys are encl osed in [ ]  ' s .  For examp l e : 

[PASTE] 

You can press the corresponding functi on key , or you 
can point to the screen key with the mouse and press 
Bl .  

I tems to select (highl ight) from menus are encl osed in 
I I ' s .  For example : 

I F i lecabinetl 

Key combinations are represented by the two keys 
separated by a dash . For example : 

<Shi ft>- <Page> 

To type this key combination ,  you ho ld do wn 
<Shi ft>, press <Page>, then release both keys . 

The exit symbo l  in the l ower l e ft corner o f  a window is  
sho wn as : 

[X] 

The help symbol in the upper right corner of a window 
is sho wn as : 

[ ?] 

The symbo J. at the bottom o f  a form used to implement 
� changes is  sho wn as : 

[OK] 
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2 Getting Started 

This practice session shows you how to turn on your 
UNIX PC and start working . You wi l l  find out what the 

� mouse , windows , O f fice obj ects , and commands are . Then 
you wi l l  learn how to end your computer session . 

> The steps for you to per form are given in 
paragraphs that start with > ,  l ike this one . 

These acti on paragraphs are fo l l owed by expl anati ons o f  
the results . 

Turning On the Power 

The first step is to turn on the power to the UNIX PC . 
I f  you ' re facing the front o f  your UNIX PC , you ' l l  find 
the power switch on the right rear o f  the base above 
the power cord: 

> Press the power switch on (toward the I )  . 
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Getting Started 

The UNIX PC displ ays messages whi le it is  starting up . � 

The messages don ' t  require responses from you . 

F irst , these messages are displayed : 

********************************************* 

* * 

* * 

* Tit * 

* AT&T UHIH pc * """'l 
* * 

* Uersion 3.8 * 

* * 

* * 

* Copyright (C) 1985 * 

* * 

* AT&T * 

* * 

* All Rights Reserved * 

* * 

* * 

********************************************* 

Searching floppy disk • • •  

Searching hard disk • • •  

************************************************************* 

************************************************************* 

************************************************************* 

************************************************************* 
********************************* 

This tel l s  you that essential so ftware is being l oaded 
into the computer ' s  memory . It also tel l s  you the =, release number o f  your so ftware . 

Next the screen is cleared, and you see thi s  disp l ay : 
"""'1 
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Getting Started 

Melcoae to the AliT UftiH pc. 

Stoped files are being checked. 

Please stand by • • •  

This message tel l s  you the UNIX PC is  testing to be 
sure the in formati on stored on your disk is usab l e . 

Then a message appears tel l ing you the device drivers 
are being l oaded . 

F ina l ly ,  this disp l ay appears brie fly: 

,_ Adjustments 

The scPeen will now b e  set up 

Please stand by • • •  

Whi le the UNIX PC is getting ready to go to work , you 
can make some adj ustments for your com fort . 

The brightness o f  the UNIX PC display can be adj usted 
to suit your l i ghting conditi ons . You can a l s o  t i l t  
the UNIX P C  screen up and do wn o r  side to side for easy 
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Getting Started 

viewing . The keyboard and mouse can be moved to 
convenient l ocations on your desk . 

F irst , adj ust the screen brightness: 

> F ind the brightness control l ocated on the 
l ower l e ft side o f  the disp l ay screen unit:  

Turning this control wheel away from you dims the 
screen disp l ay ;  turning it toward you increases the 
brightness .  

> Adj ust the brightness to a comfortable level . 

2-4 
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Getting Started 

Now adj ust the viewing angle o f  the screen : 

> P l ace both hands on the disp l ay screen unit ,  
a s  shown in the i l lustration bel ow ,  and 
s l owly turn and tilt it adj usting it to the 
viewing angle you pre fer . 
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Getting Started 

I f  the keyboard is not in a convenient position for 
typing , you ' l l  want to move it . You ' l l  a l s o  want to 
provide a clear area beside the keyboard for the mouse: 

> Pul l the keyboard away from the disp l ay 
screen unit using both hands . 

> Move the keyboard to a convenient typing 
position . 

""""\ 
I 

> Move the mouse to a convenient l ocation near � 
the keyboard within easy reach . 

You can repeat any o f  these adj ustments at any time 
whi le you ' re using the UNIX PC . 
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Getting Started 

Logging In 

Caution 

Do not unplug the keyboard or the mouse 
whi l e  the power is turned on . 

By the time you finish making adj ustments , you ' l l see 
this displ ay : 

l\!IIIMWMUJII DATA 2 

Nelcome to the AT&T UHIX pc 
Please login: 

Non Sept 9, 5:83 pa 

The top l ine on the screen is cal led the sta tus l i ne .  
I t  displ ays current in formation about your UNIX PC 
system . I f  your UNIX PC is connected to the telephone 
l ines , the l e ft end o f  the status l ine disp l ays 
telephone in formation as shown in the i l lustration . 

The date and time are displ ayed in the middle o f  the 
status l ine . When you receive messages , you ' l l  see a 
notice to the right o f  the date and time . 

The r i ght end o f  the status l ine displ ays the Window 
Manager icon , which you wi l l  learn about in the Mov ing 
Ar ound the Office chapter o f  this guide. 

Bel ow the status l ine is the l ogin prompt . I n  response 
to the login prompt , you type a user name. A user name 
is a name that identi fies you to the computer . I t  can 
also be re ferred to as a user id or a user l ogin . I t  
gives you access t o  your o wn  storage area for 
in formation,  separate from in formation stored by other 
users . Genera l ly,  your user name is your name or 
initi a l s . In  the Setting Up_ Your Own O f fice chapter in 
this guide , you wi l l  set up your o wn  user name . 

For practice purposes you wi l l  use a special user id 
supp l ied with your UNIX PC system . This user id is  
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Getting Started 

tutor . When you use tutor to log into the UNIX PC , any 
work that you or others have stored under other user 
names is protected , so you can expl ore and experiment 
as much as you want . 

> Type tutor 

I f  you type a wrong character , press the Backspace key , 
l ocated above and to the right o f  the letter keys . 
Then retype the character . Your screen looks l ike 
this : 

Welcome to the AT&T UNIX pc 

Please login: tutor 

> Press <Enter >, located to the r ight o f  the 
Shi ft and Return keys . 

You see a message simi l ar to this : 

65% o f  the storage space is availab le 

The message tel l s  how much space is avai l able on your 
hard disk to store your work . The percentage you see 
probably di f fers from the example above . 

2-8 
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Getting Started 

The Office 

After a few moments ,  the O f fice menu appears : 

Office Window Status Line Work Area 

I ••IIIIi\ •• ••• 
Message Line Command Line ---- Screen Keys/ 

The O f fice is the central part o f  your UNIX PC system . 
� Just as the o f fice you probably come to every morning 

is the starting point o f  a l l  the tasks you per form in 
your business ,  the UNIX PC O f fice is  where you begin 
a l l  o f  the business tasks you per form with your 
computer .  Notice that the O f fice menu is personal iz ed 
(in this example , O f fice o f  tutor ) . 

> Look at your O f fice menu and find each o f  the 
parts discussed bel ow . Re fer to the 
i l lustration i f  you need help . 
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Getting Started 

Bel ow the status l ine is the work area in the middle 
section of the screen . This area is where windows 
containing your work in process are displayed . 
Currently , this section contains the O f fice window . 

The message l ine is located j ust bel ow the work area 
near the bottom of your screen . This l ine displ ays 
feedback from any task you have selected and messages 
to guide you in completing your work . Right now, the 
message l ine is  bl ank . 

Bel ow the message l ine is the command l ine . This l ine 
disp l ays the commands you have selected to accomp l i sh 
your tasks . The command l ine is also bl ank at the 
moment . 

At the bottom o f  the screen are the screen keys ,  which 
correspond to keys F l  through F S  at the top o f  the 
keyboard . You'l l  learn to use the screen keys l ater in 
this chapter . 

The work area is  currently displaying the O f fice 
window . A window is a section o f  the screen surrounded 
by a border . I t  contains a portion o f  your work or 
in formation necessary to per form your work . Windows 
separate the many tasks you may be working on at one 
time . 

Your O f fice window provides the too ls you use to get to 
a l l  of the other parts of your system . This window is 
a lways ava i l able . 

Some o f  the too l s  in your computer O f fice have the same 
names as things commonly found in an o f fice , such as 
the F i l ecabinet , Telephone , and Wastebasket . 

As you can see , the O f fice window occupies only a sma l l  
part o f  the work area . You wi l l  probably have more 
than one window on your screen most of the time , j ust 
as you usual ly have several papers out on your desk . 

A bar , cal led the cursor , highl ights one o f  the obj ects 
in the O f fice . By moving this cursor , you choose the 
obj ects you want to use . 
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Getting Started 

The i l lustration below shows you the parts o f  a window . 
As you work through these chapters you wi l l  l earn the 
purpose o f  each part : 

'lbe Mm1se 

The mouse is a piece o f  equipment designed to fit in 
the palm o f  your hand and let you contro l  the movement 
o f  the mouse pointer on the screen . The mouse pointer 
is the moveable arrow on the screen . 
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Getting Started 

Practice moving the pointer around the scr een : 

> P l ace the mouse in the palm o f  your hand with 
your fingers over the three buttons , l ike 
this : 

Mouse Pointer 

2-12 
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j ust r o l l  the mouse in any direction on your 
desktop . Observe how the pointer fo l l ows 
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Getting Started 

You can move the pointer anywhere on the screen . 

> Move the pointer around in t he O f fice window . 

Notice as you move the pointer through t he l ist o f  
obj ects , t he cursor moves from one obj ect t o  anot her . 
Moving t he cursor to an obj ect is cal l ed pointing to 
i t . 

> Move the cursor to I F i l ecabinet l . Then move 
t he pointer out o f  the O f fice window to t he 
right so that I F i l ecabinetl remains 
highl ighted . 

Getting Help 
The first t hing you'l l learn to do with the mouse i s  to 
get he lp . 

UNIX PC He lp is  designed to provide the in formation you 
need immediately . Help gives you in formation about the 
work you are currently doing . After l ooking at t he 
help in formation ,  you return to what you were doing 
when you asked for help . 

The Help Icon 

To get help , you use the ? symbol in the upper r i ght 
corner o f  t he O f fice window : 

O;D!IJI,i�'IMibiHl 
Clipboard 
Filecabinet 
Floppydisk 
Preferences 
Printers 
Telephone 

This s ymbo l  is cal led an � - I cons are symb o l s  t hat 
represent common UNIX PC tasks . To use an icon , you 
move the tip o f  the mouse pointer to it and press Bl or 
B2. 
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Getting Started 

To use the help icon , you point to it and press the 
l e ft mouse button , cal led Bl.  This button tel l s  the 
UNIX PC to take action on the help icon . 

> With the highl ight on I E i lecabinetl , move the 
mouse pointer to the help icon , as shown 
bel ow : 

II• 

Adlinistration 
Cli.ard 

'Wopp!/H" 

Preferences 
Printers 
Telephone 

> Press <Bl> so that it cl icks , as you would a 
keyboard key . 

The Help Window 

A new window opens ; your screen now looks l ike this : 

.................. 6 
The Filecab!net Object 

The F ilecabinet provides storage for !/OUl' folders and 
files. 
Nhen !IOU select Filecabinet fro• the Office •enu, !IOU Bl'e 
shown a displa!l of the files and folders in !/OUl' 
Filecabinet. To change the II&!/ the objects BI'B displa11ed 
(order or uount of inforaation) , go to the Office choice 
of the Preferences Office Object. 
Once !IOU have the F ilecabinet displa11ed, !IOU can change 
the t11pe of displa11 b11 selecting the Organize co•mand 

� a 

> Read the in formation in the Help window . 
tel l s  you about the highl ighted obj ect . 

When you requested help , a new window appeared . The 
new window covers part o f  the O f fice window . The 
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Getting Started 

O f fice window is sti l l  availab l e ,  but the new window 
takes priority . The new window is the most recent 
window you asked for , so the system makes the new 
window active . Notice that its border is highl ighted, 
whi l e  the O f fice window's border is no l onger 
highl ighted . 

You can easi ly return to the O f fice window at any time . 
For the time being , work with the new window and find 
out how to use the help in formation . 

Choose one o f  the topics displ ayed by the screen keys : 

> Move the mouse pointer to the [TABLE OF 
CONTE NTS ]  screen key . 

> Press <Bl> . 

Another new window appears , containing a l ist o f  more 
subj ects for which help in formation can be disp l ayed: 

UH!H pc  Help 
-Usin hel - Hou To Use the HELP Facilit 

UNUI PC Overview - Introduction to the UNJK PC 
UNJK PC Hardware - UNJK PC Hardware Suaaarv 
House - Using the House 
Kevboard - Using the Kevboard 
Screen - UNJK PC Displav screen 
UNJK PC Software - Using the UHIK PC Software 
Office - The UH IK PC Office 
Forms - Using Forms 
Menus - Using UH IK PC Menus 
Nindows - UNJK PC Nindows 
Nindow aanager - Nindow Management Operations 
Suspend - Suspending a Nindow 
Resume - Resuming a Nindow 
Reposition - Hoving a Nindow 

�DIIIIII!IIIIIII!IIIIIII!IIIIIII!IIIIIII!IIIIIII!I-L!I_!I_. ___ ._ ---•-----�-

Closing the Help Window 

Now that you've seen how the UNIX PC provides you with 
r. help , you can cl ose the Help windows . Closing a window 

c lears it from your screen , j ust as you c lear a 
document from your desk when you put it away . 
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C l ose the Help windows : 

> Move the mouse pointer to the [X] icon in the 
l ower l e ft corner o f  the window border : 

> Press <Bl> . 

> Point to the [X] icon on the other help 
window , and press <Bl> again . 

The windows cl ose and the O f fice window becomes the 
active window . 

Leaving the Office 

When you have finished using the O f fice , you c lear the 
O f fice from the screen to protect your in formation from 
unauthorized use . Just as you displayed the O f fice by 
logging in , you leave the O f fice by logging out . 

There are several  ways to log out: From the O f fice , 
you can select the [X] icon with the mouse , then press 
the Enter key; or press the Exit key, then the Enter 
key . For the fo l l owing exercise , you wi l l  use the 
Logout command to practice using commands . 

A command is an instruction that tel l s  a computer to 
per form a function or carry out an operation . The UNIX 
PC makes it easy to give commands : you disp l ay a menu , 

'"'""! 
I 

""""'l 
I 

which is a l ist o f  the commands for the active window ; � 
then choose the command you want . The middle button on 
the mouse , B2 , displays menus o f  commands . 
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A new window appears : 

Dmmm!l 
Close 
Create 
Find 
Help 
Lavout 
Logout 
Open 
Refresh 
Run 
Securitv 
Shutdown 
Tile 

--- -

Getting Started 

This window , cal l ed the Commands menu , i s  a l ist o f  t he 
O f fice commands . You'l l  learn more about t hese 
commands l ater in t his guide . For now , l ocate Logout 
in t he menu . 

You can use t he mouse to point to commands , j ust as you 
point to obj ects in the O f fice window . 

> Move the mouse po inter into t he new window . 

> Point to Logout . I t  looks l ike t his : 

II• 

Cleanup 
Close 
Create 
Find 
Help 

rJmm\ ' 

Open 
Refresh 
Run 
Securitv 
Shutdown 
Time 

i 
£f II 
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> Press <Bl> . 

The Commands menu and the O f fice window both c l ose , and 
the Please login : message is displayed . 

Note 

We recommend that you do not turn o f f  
the power t o  your UNIX PC . I f  you want 
to turn o f f  the power , you must fo l l ow 
the Shutdo wn procedure to avoid possib l e  
damage to the hard disk . See the � 
UNIX PC Owner's Manual for detai l s . 

By now you're probably curious to know more about 
windows , the obj ects in your O f fice , and the other 
commands on the menu . In the next chapter , you'l l  open 
more windows and move between them, and you'l l  get to 
know some o f  the obj ects in your O f fice . 
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Office Contents 

Opening the F i lecabinet 

Filecabinet Contents 

Opening the practice Folder 

Moving from Window to Window 
Suspending a Window 
Previ ous and Next Windows 

The Window Manager 

C l osing Windows 
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3 Moving Around the O f fice 

This chapter gives you an overview o f  the O f fice 
contents and shows you how to use the F i l ecabinet, the 
O f fice obj ect you use most frequently . You wi l l  a l so 
learn how windows work- -how they separate and organize 
your proj ects so you can do several things at once . 
You wi l l  find out how to move from one window to 
another . 

Be fore starting this practice session ,  you need to do 
the fo l l owing : 

> Log in as tutor , displaying the O f fice . 

See the Getting Starte d  chapter in this guide i f  you 
need a reminder on how to log in . 

Office Contents 

The obj ects l isted in the O f fice give you access to the 
in formation you store in the computer . They a l s o  
provide you with facil ities and services that help you 
work with in formation . 

Administration is used to maintain the UNIX PC . You 
can change your password , back up and restore data , set 
up so ftware ,  and view system in formation . For other 
administrative functions , see the AT&T UNI X PC Owner's 
Manual. 

The C l i pboard is a temporary location for in formation 
being trans ferred from one place to another . 

The Fi lecabinet stores and organizes the work you keep 
in your UNIX PC . 

F l oppydi sk lets you work with the UNIX PC ' s fl oppy disk 
� drive to copy data and programs between fl oppy disks 

and the F i lecabinet . 

Pre ferences is used to customize some o f  the O f fice 
,� features , such as the F i lecabinet disp l ays and the 

telephone . 
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Printers l ets you display a l ist o f  print jobs that are 
waiting to be printed . You can also restart a printer 
that has been halted . 

Tel ephone contains the UNIX PC's telephone features 
that assist you in making cal l s  to both peop l e  and 
computers . 

The Wastebasket contains information you have removed 
from the F i lecabinet . 

Your O f fice may contain more obj ects than the ones in 
thi s  l ist . These additional objects appear in your 
O f fice when you have purchased and instal l ed opti onal 
so ftware . The manuals for your optional so ftware tel l  
you how t o  use these obj ects . 

Q,pen1ng the F1lecab1net 

The F i lecabinet in your computer o f fice is very much 
l ike an ordinary fi le cabinet . I t  stores your fi l es or 
documents and organizes them by keeping them in fi l e  
folders . 

To disp l ay the contents o f  the F i l ecabinet , you first 
open the F i lecabinet . When you open the F i lecabinet, 
you open another window on the screen . 

3- 2 

> Move the mouse pointer into the O f fice 
window . 

> Point to IFilecabinetl . Your o f fice looks 
l ike this : 
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> Press <Bl> . 

You see a Filecabinet window: 

Administration 
Clie/lmard 

Ill· ibffiU 
Floppydisk 
Preferences 
Printers 
Telephone 
Wastebasket 

Moving Around the O f fice 

When you point to an object in the Office and press Bl, 
the object opens automatically in its own window . 

Filecabjnet Contents 

Your Filecabinet may contain several files and folders . 
These would exist if you have some optional software, 
or other people have been using the tutor user name . 
I n  any event, you should see an entry for a file folder 
named practice: 

practice - F ile folder 

You should also have a Notes File folder maintained by 
your telephone software and a Profiles File folder for 
setting up communications profiles . These folders 
appear whether or not you have set up communication 
lines . You'll learn about these folders when you begin 
using the manuals in the Communications Management 
binder . 
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Qpening the practice Folder 

Every pro j ect you create in the O ffice is stored in a 
f i l e . A F i l e  fol der is a container that s tores and 
organizes these files . Just as you can keep a l l  o f  the 
papers related to a proj ect in a folder named a fter the 
proj ect , you can use fi le  folders to store and organize 
groups of related files . 

The folder named pract�ce contains the examp l e  fi l es 
supp l ied with your so ftware . To use these practice 
fi les , open the pract�ce folder : 

> Point to !practice - F i l e  fol der ! in the 
F i lecabinet display . 

> Press <Bl > .  

Now you have three open windows : 

Adlinistration 
Cli.ard ••· w• 
Floppyd1sk 
Preferences 
Printers 
Telephone 
Nastebasket 

...... 111111 .. Ill .. 

The name o f  the window for the pract�ce folder is 
F i lecabinetjpractice . This reminds you that the 
practice fol der is stored in the F i lecabinet . 
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Moving Ar ound the O f fice 

Your practice folder contains two sample fi l es , example 
and windows . These are special fi l es that don't 
require app l i cations . You may see additional fi l es i f  

� other users have been using the tutor user name . 

Moving trom Window to Window 
Only one o f  the windows on your screen is the active 
window . Some windows wi l l  over l ap or comp l etely cover 
the other windows . The active window is always on top 
and c l early visible . The window border i s  highl i ghted . 

The F i l ecabinet/practice window i s  the active window . 
To return to the O f fice : 

> Move the mouse pointer anywhere in the O f fice 
window . 

> Press <Bl > .  

Now the O f fice window is the active window . The 
F i l ecabinet and F i lecabinet/practice windows are sti l l  
open , but they are currently suspended . Suspended 
windows remain open , waiting for you to make them 
active . 

Suspending a Window 

When you suspend a window, you are leaving it 
temporar i ly . It is sti l l  open . 

Suspending a window is simi l ar to what you do with a 
group o f  documents on your desk . I f  you are l o oking at 
one document and pul l another document from a fi l e  
folder , you may put the new document o n  top o f  the 
first document . You don't have to put the first 
document back in the fi l e  fo lder to l ook at another 
document . You simply open the new document over the 
previous document . 

Previous and Next Windows 

One way to get back to a suspended window i s  to point 
,� to it and press Bl . However , you can also  l o ok through 

each o f  the windows in order . This is  help ful when you 
have several windows on the screen or when windows are 
comp l etely covered by other windows . 

3-5 



Moving Around the Office 

The PREV WINDOW command makes the window you were 
previous ly using the active window . One way to give 
thi s  command is by pointing to the screen key and 
pressing Bl . You can also give the command in a s ingle � 

step by pressing the function key associated with the 
screen key : 

The screen keys contain tasks rel ated to the active 
window . When you make another window active , you may 
see a new set o f  screen keys , a l l owing the same 
function keys to per form di f ferent tasks in di f ferent 
situations . 

> Press the [PREV WINDOW] key, <F 4>, severa l  
times . 

> Press the [NEXT WINDOW] key , <F S>, severa l  
times . 

> Finish with the O f fice window active . 

When you disp l ay a new window , you are QPeni ng the 
window . When you make a suspended window active , you 
are resuming the window . 
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Tbe Window Manager 

You now know two ways to move from one window to 
another : by pointing to the window you want and 
pressing Bl, and by using the NEXT WINDOW and PRE Y 
WINDOW commands . A third way is to use the Window 
Manager menu . This menu l ists the open windows for 
you . These are a l l  the windows including any suspended 
windows you have been using . 

Disp l ay the Window Manager menu : 

> With the mouse , point to the [W] s ymbo l  in 
the status l ine in the upper right corner o f  
the screen : 

> Press <Bl> . 

You see this menu : 

-· 
Office of tutor 

- F1lecab1net of tuto1 

F ilecabinet/practice 

[1J 

The menu l i sts your open windows : the O f fice o f  tutor , 
the F i l ecabinet , and F i lecabinet/practice . This menu 
is particul arly use ful i f  you want to use a window that 
is compl etely covered by other windows . Us ing this 
menu , you can resume any o f  the open windows . 

> Po int to I F i lecabinet/practicel in the Window 
Manager menu . 
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> Press <Bl> . 

The Window Manager window cl oses , and the 
F i lecabinet/practice window is now the active window . 

Window selection is only one o f  the functions the 
Window Manager provides ; you'l l  learn about some o f  the 
others in the Managing Your Windows chapter in thi s  
guide . 

So there are three ways to move from window to window: 

o Point to the window you want and press <Bl>, 

or 

o Use [NEXT WINDOW] and [PRE Y WINDOW] , 

or 

o Use the Window Manager menu . 

Use the method you find most e f ficient or appropriate 
for the task at hand . 

You wi l l  find there are usual ly several ways to do an 
O f fice task . You can per form most functions using 
either the mouse or the keyboard . This guide 
concentrates on teaching you the easiest ways to do 
things and showing you the flexibil ity o f  the UNIX PC 
system . As you gain experience , you wi l l  discover 
which methods you pre fer . 

Closing Windows 

When you have finished working with the O f fice , cl ose 
all of the windows you have opened . 

You already know how to cl ose windows by pointing to 
the X icon in the border and pressing Bl.  You can also  
cl ose windows using the Exit key , located on the upper 
right side o f  the keyboard . -, 
F irst , cl ose the F i lecabinetjpractice window: 
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Mov�g Ar ound the O ffice 

> Press <Exit > .  

When one window is cl osed , another window is  made 
active automatica l ly .  Here , the F i l ecabinet window is 
made active . 

Now cl ose the F i l ecabinet window: 

> Press <Exit> again . 

Al l o f  the windows except the O f fice are now c l osed . 

You have finished this practice session . I f  you want 
to log out : 

> Press <Exit>, then press <Enter > .  

So far , you haven ' t  seen a window containing your work . 
In  the next chapter , you ' l l  take a l o ok at some samp l e  
work and learn how t o  set up your o wn  work . 
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4 Working in the O f fice 

A f i l e  contains what you create using any o f  your 
app l i cati ons . In  this chapter you wi l l  find out more 
about fo lders and fi les , including how to open f i l es 
and l o ok at their contents . After seeing how fi l es 
work , you wi l l  create a fi l e  fo lder o f  your own and 
learn how to fi l l  out forms . 

Be fore starting this practice sessi on , you need to do 
the fo l l owing: 

> Log in as tutor . 

See the Getting S tarte d  chapter o f  this guide i f  you 
need a reminder on how to log in . 

Files and Fo lders 

You ' ve seen how to display the names o f  the fi l es in a 
folder . To see what is in a fi l e ,  you open the f i l e . 

To open one o f  the sample fi les in the practice fol der , 
you first open the F i l ecabinet and then the practice 
fo lder . You have already opened these using the mouse . 
You can also  open them using the keyboard: 

> F ind the arrow keys on the l ower r i ght corner 
o f  the keyboard: 

> Press the up arrow or do wn arrow keys unt i l  
you highlight IFilecabinetl .  
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> Press <Enter > .  

The arrow keys move the cursor j ust a s  the mouse does . 
The Enter key serves the same purpose as Bl . You can 
use either o f  these methods , mouse or keyboard , to 
point to things and open them . 

Use the mous e to open the practice folder : 

> Point to !practice - F i l e  folder I .  

> Press <Bl> . 

Opening a File 

You use the same pointing method to open a fi l e  as you 
do to open the F i lecabinet and pract ice fol der : point 
to the fi l e  you want to open and press either Bl on the 
mouse or the Enter key . 

Open the example fi le : 

4-2 

> Point to !example - Sample F i l e l  in the 
F i lecabinetjpractice window . 

> Press <Bl> . 



Working � the O ff�ce 

The examp l e  fi l e  opens and your screen l o oks l ike thi s :  

Mel come tp the IIH IK PC 
Finall11, an affordablB co•puter that provides all the 
power of  the UHIK operating 111111te• in a friendl11, 
eas11-to-use environment. The UHIK PC provides the 
solutions to 11our current Office Automation needs, and 
grows to •eat 110ur future business requirements. Mithout 
endless •odifications and arUust•entsl confusing 
teninolos11 and constant bu11lng decis ons. 

IIIII .... .... .... .. 

ScrolUng 

� The examp l e  file contains a discussion o f  the bene f i ts 
o f  the UNIX PC . You can see there is  more o f  the 
discussion than appears on your screen , since i t  ends 
in midsentence . To see the rest o f  the fi l e ,  you use 

� s cr olling .  
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Scro l l ing means ro l l ing the in formation forwar d or 
backwar d or s i de to s i de in the window to see what is 
not shown in the original window displ ay . The framed 
areas in this i l lustration bel ow represent the parts o f  
the documents you see on the screen : 

....•...... ::: .. ._....:::.:::::::::::::::····:::::::::: . .• :=-...::.:::::::···::::::: ..•. ::::: ........• �---

A�:�-:�� ���:���!�, 
:::··::::::··:::::::::... -- ::::::: .. ··:;::::::-;:::;.� 

�.�

·

.:.-.:��;f;���:�' '''cc?.-:�.7: .. ·.·.·. ··· .. ·.�.·.·= =. ' . '·'·'·
·· ··· · �;;:�:���:'::\)�) -- - :::::__:.:::.:.-:.:::::::::

.:·:::::: ············--···· ········ ··········--·· ······················--·--····· ··············· ··················-·······--·------···· 
·············· ················- -····· ······················· 

··::: ... ::::::::···::::::.:.:·.":::..-..:::::;;;;::;--.-:::::
. 

-- ..... 

Scro l l  the example file to see the rest o f  the 
in formation in the file:  
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> Press <Bl> . 

The contents of the example window scroll to display 
several more lines of the file . You can also scroll 
the text by pressing the Page key . 

> Press <Page> repeatedly until all of the file 
has scrolled by on the screen . 

You can also scroll in the other direction until the 
beginning of the file is displayed . 

> Move the mouse pointer to the up-arrow icon 
in the window border . 

> Press <Bl> repeatedly until the beginning of 
the file is displayed . 

You can also scroll back to the beginning of the file 
using the Shift key with the Page key . 

Some of the applications allow you to scroll sideways 
as well, using the arrows in the bottom border of the 
window . 

The sample files are designed to work without 
applications so that you can use them for practice . 
You can scroll through these files, but you can't edit 
or change them . When you create files using your 
applications, you will be able to make changes to them 
and save the changes on your disk . 

C l osing a File 
When you are finished working with a file and want to 
put it away, you close the file . You use the same 
methods to close a file window that you used to close 
the Filecabinetjpractice window and the Filecabinet 
window: You can either press the Exit key or select 
the [X] icon with the mouse . 

Close the example file: 

> Press <Exit> . 

The example window disappears, and the Filecabinet/ 
practice window becomes active . Remember, when you 
close a window, it is no longer available . When you 
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suspend a window , it is sti l l  avail able but no l onger 
the active window . 

> Press <E xit> again to cl ose the practice 
fol der . 

Creating a New Folder 

So far you have been working with fi les and fol ders 
that were provided for you . You can create fi les and 
fo l ders using the Create co mmand . 

You already know how to use co mmands - -you practiced 
wi th the Logout co mmand in the Gett�g Started chapter 
of this guide . 

Create a fo lder o f  your o wn : 

> Move the mouse pointer into the F i lecabinet 
window . 

> Press <B2>, the middle mouse button , to 
disp l ay the Co mmands menu . 

> Point to ICreatel . 

> Press <Bl> . 

You see the menu of obj ects you can create : 

[ilillllllliil·-·�� 
Select ph feet tp create 

ldiWiillitM 
Modem Profile 
Phone Humber 
RS-232 Profile 
Standill'd file 

ltD��----

Your menu probably contains several choices in addition 
to those sho wn in the i l lustration . What your menu 
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displays depends on the applications you have installed 
and the obj ects they let you create . You ' ll want to 
check your application manuals to find out what names 

� they use for their obj ects . 

One o f  the choices on your menu is  File folder . 

> Point to I F i le fo lder ! .  

> Press <Bl > .  

� Another window appears:  

� �� ............ . 
File folder name: 

Filling Out Forms 

The new window contains a form . A form requests 
in formation needed to complete a co mmand or task . The 
blanks you fi ll in are called fields . 

Some forms have several fields for you to comp lete . 
This form has only one field ,  in which you type a name 
for the f i le fo lder you are creating . 

> Type myfolder 

Your form now looks like this :  

File folder nue: fhtilftl§ 
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I f  you make a typing error, use one of the following 
methods to correct it: 

> Press the <Back Space> key until you ' ve 
erased the mistake, then type the name again 

or 

> Press the <Clear Line> key, in the upper left 
corner of the keyboard, to erase what you ' ve 
typed ; then type again . 

When your form is filled out correctly, tell the UNIX 
PC to use the name you typed to create the folder: 

> Point to [OK] at the bottom of the form . 

> Press <Bl> . 

The Filecabinet window changes to list your new file 
folder, myfol der - File folder . To see what ' s  in the 
new folder, open it: 

4 -8 

> Point to l myfolder - File folder ! .  

> Press <Bl> . 
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The new folder l ooks l ike this :  

Administration 

.warm. 
Floppl'disk 
Pl'efel'ences 
Pl'intel's 
Telephone 
Nastebasket 

� � � ll!lllil!ll, •
• ... l!lllliiil!l l!lllliiil!l - llliY.ill!ll 

The newly created fo lder is empty- -you have not stored 
any in formation in it yet . 

You have finished this session and can cl ose your 
windows . 

You know two ways to close a window: point to the X 
symbo l  in the border and press Bl , or press the Exit 
key . Using the way you pre fer : 

> Cl ose myfolder . 

> Cl ose the F i lecabinet . 

You are ready to try using some o f  the features that 
make the O f fice a power ful tool for organiz ing and 
managing your work . 
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5 Managing Your Windows 

When you open windows , their siz e ,  shape , and position 
on the screen are determined automatical ly . I n  this 
chapter you wi l l  find out how to contro l  the shape and 
position o f  windows . You can set up your screen so  a l l  
the in formation you are working with is  visible and 
organized to suit your needs . 

Be fore starting this session , you need to do the 
fo l l owing : 

> Log in as tutor . 

See Getting S tarted in this guide i f  you need a 
reminder on how to log in . 

> Create a new file fo lder in your Fi lecabinet . 

> Name this folder myfo lder . 

I f  you comp l eted the previous chapter , Working in the 
O ffice , this fo l der is  already present . See the 
previous chapter i f  you need help to create the fo lder . 

Changing Window Size and Shape 

When you open a new window , the Window Manager 
determines the size the window needs to be to displ ay 
the contents . You can change the size and shape o f  any 
window that contains your work . 

To practice reshaping a window, open the samp l e  f i l e  
named windows . T o  open the fi l e ,  you must first open 
the F i lecabinet and the practice fo lder : 

> Point to IFilecabinetl in the O f fice . 

> Press <Bl > .  

> Point t o  !practice - F i l e  fo l der ! .  

> Press <Bl > .  

> Point t o  !windows - Sample F i l e  I .  

5 - 1 



Managing Your Windows 

> Press <Bl> . 

You now have four windows open . These windows each 
have square- shaped icons in the lower right corners o f  � 
their borders : 

Hhat is a Mlndpy? 
A 11indo11 is a section of 11our screen that is surrounded 
b11 a border and contains a portion of 11our 11ork or 
inforsation necessar11 to perfors 11our 11ork. Mindo11s are 
used to separate san11 tasks that 110u sa11 be 11orking on at 
the sue tise . 

There are san11 t11pes of 11indo11s. Some 11indo11s contain 
11our 11ork,  such as a docusent or spreadsheet that 110u ••11 
have created .  Other 11indo11s are senu 11indo11s , Menu 
11indo11s contain a list of tasks or comaands . So•e 

rJ.IIiiind�O�II�SiCiOint�aiiiniflolrmisilith�a�t·II�D�Uifliilliiiinitioielxiec�u�t�eia··· 

Reshaping Symbol 

,_, 

! 

You can use thi s  icon to change the size and shape o f  a '-1 window . You can reshape any window that has this icon 
in the bor der . 

When you reshape a window, you pul l an outl ine o f  the -, 
window border a l ong wi th the mouse . As you move the 
mouse , the outl ine expands and contracts . 

""""! 
I 
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Practice by making your window sma l l er : 

> Point to the reshape icon : 

windows contain 
sheet that you •ay 
indows. Menu 
ands . Some 
to execute a 
--1.': 

> Press and ho ld <Bl> . Do not release <Bl> . 

A dotted out l ine appears around the window . You can 
now change the size and shape o f  the window . 

> Move the mouse pointer toward the upper l e ft 
corner o f  the window . 

As you move the mouse , the outl ine moves with i t : 

A window is a section of  
bv a border and contains 
inforaation necessary to 
used to separate •any 
the same tiae. 

screen that is surrounded 
of vour work or 

your work. Nindows are 
vou •ay be working on at 

!IDIB .. .. .. .. .. ..  .. 
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> Move the pointer to di f ferent parts o f  the 
screen and notice how the outl ine becomes 
l arger and smal ler . 

> Continue moving the mouse unt i l  the out l ine 
is about the size and shape shown in the 
i l lustration above . 

> Release <Bl> . 

A few moments a fter you release Bl, the window 
displ ayed with the dimensions of the out l ine : 

is  

A window is a section o f  
11our screen that is 
surrounded b!l a border 
and contains a portion 
of  11our work or 
information necessar11 to 
perfor• !/OUr work. 
Nindows are used to 
separate man11 tasks that 
!IOU liB!/ be working on at 
the same time • 

.. .. .. .. .. .. .. ..  

Notice that the in formation in the window is  rearranged 
to take the new window shape into account . You wi l l  
find that each o f  your appl ications takes a di f ferent 
approach to how in formation is displ ayed in windows o f  
di f ferent sizes and shapes . I f  a l l  o f  the in formation 
does not fit in the window , you wi l l  be abl e  to scro l l  
the contents a s  you learned in Working in the Office . 

Some windows , such as the E i lecabinet window , cannot be 
made narrower than the width required to disp l ay the 
in formation they contain . 
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Moving Windows 

You can move windows anywhere within the work area . By 
combining reshaping with moving, you can arrange the 
windows on the screen to display the in formation you 
want to see . For example , you can displ ay a 
spreadsheet window in one part o f  the screen and a 
graph made from the spreadsheet in another window 
e l sewhere on the screen . 

To move a window, use the icon in the upper l e ft corner 
o f  the window border : 

Moving Symbol 

Hhat is a Hi ndow7 
A window is a section of  
your screen that is  
surrounded by a border 
and contains a portion 
of your work or 
information necessary to 
perfon your work . 
Hindows are used to 
separate many tasks that 
you aay be working on at 
the same time. 

IBM .. .. .. .. .. ..  .. 

� To practice , move the window you j ust reshaped : 
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> Point to the move icon . 

> Press and hold <Bl> . Do not release <Bl> . 

> Move the mouse pointer to di f ferent parts o f  
the screen . 

The outl ine appears as it did when you reshaped the 
window . But thi s  time the outl ine retains the shape o f  
the window . I t  can be moved anywhere on the screen . 

> Move the outl ine unti l  it is  in the l ower 
l e ft corner o f  the screen: 

IIIII .... .... .. ..  .. 

> Release <Bl> . 

The window is  displ ayed in the new l ocation . 

Now you can practice moving a couple o f  windows so  that 
both are visible .  

> Point to the F i lecabinet window . 

> Press <Bl> . 
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Managing Your Windows 

> Point to j myfolder - F i l e  fo lder ! .  

> Press <Bl > .  

> Point to the move icon o n  the 
F i lecabinetjmyfo l der window . 

> Press and ho ld <Bl > .  The dotted out l ine 
appears .  

> Move the outl ine to the upper r i ght corner o f  
'the screen . 

> Release <Bl > .  

> Point t o  j Fi l ecabinetjpractice j and press 
<Bl > .  

> Point t o  the move icon on the 
F i lecabinet/practice window . 

> Press and hold <Bl > .  The dotted out l ine 
appears .  

> Move the outl ine to the l ower r i ght corner o f  
the screen . 

> Rel ease <Bl > .  

5-7 



Managing Your Windows 

Your screen looks l ike this :  

A Nindow i s  a section of 
!IOUI' SCI'BBn that is 
SUI'I'OUnded b11 a bol'dBI' 
and contains a pol'tion 
o f  IIOUI' MOI'k 01' 
infol'aation necessal'll to 
pel' fol'• IIOUI' NOI'k . 
Mindows ai'B used to 
sepill'ate •an11 tasks that 

•all be NOI'king on at 

.. .. .. .. .. .. 111 1111 

Note 

I f  you move the mouse pointer out o f  the 
work area into the status l ine or screen 
keys when moving or shaping a window , 
the dotted outl ine wi l l  not turn o f f  
when you release B l .  I f  this happens , 
j ust move the mouse so the pointer 
returns to the work area . The border 
disappears .  

By arranging the windows so they are a l l  c learly 
visib l e ,  you make it easy to do work involving a l l  o f  
them , as you wi l l  see in the next chapter . 

You can do a l l  o f  the tasks you j ust completed using 
the Window Commands menu and the arrow keys . To 
disp l ay the Window Commands menu , press the Suspd or 
Rsume key , then the Cmd key; or point to [W] and press 
Bl, then point to the Windows menu and press B 2 .  
Select Move or Shape from the menu and use the arrow 
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Managing Your Windows 

keys to move the dotted outl ine . When you have the 
size or l ocation you want , press the Enter key . 

You have finished this chapter , and you can c l ose your 
windows and log out i f  you want . 

> Cl ose a l l  o f  the windows except the O f fice . 

You now know how to set up the screen to displ ay the 
work you need , j ust as you arrange your desk with what 
you ' re working on in view . You can combine thi s  with 
what you know about moving from one window to another 
to work on several tasks simul taneous ly . For examp l e , 
you can produce a report in one window whi l e  you type a 
l etter to accompany the report in a second window . The 
report is cl early visible on your screen so you can 
re fer to it as you write your letter . 

I n  the next chapter you wi l l  practice working with 
several windows at once whi l e  l earning to manage your 
f i l es and fo lders . 
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6 Managing Your Files 

As you work with the UNIX PC , you soon begin to 
accumul ate fi les storing your reports , memos , budgets , 
and other in formation . To keep your co l l ection 
organized , you ' l l  want to know how to l ocate f i l es 
quickly , move fi l es from one folder to another , make 
e xtra copies o f  files , and get rid o f  fi l es you no 
l onger need . In  this chapter you ' l l  l earn the commands 
to manage your files and folders . 

Be fore starting this practice sess ion , you need to do 
the fo l l owing: 

> Log in as tutor . 

See Getting S tarted i f  you need a reminder on how to 
log in . 

> Create a new fo lder in your F i lecabinet . 
Name this fo lder myfolder . 

I f  you completed the Working in the Office chapter , 
this fo l der is  a lready present . Re fer to thi s  chapter 
i f  you need help to create the fo lder . 

By now you know how to open , resume , move , and c l ose 

� windows , so  these procedures aren ' t  described in det a i l  
here . 

Finding Files 

As you bui ld a co l lection o f  fo lders and fi l es , you 
wi l l  want to l ocate a particul ar fi l e  quickly , and you 

� may not recal l  where it is stored . For e xamp l e , you 
might want to find a memo you wrote l ast week , but you 
don ' t  remember the name of the fi l e  or the folder where 
it i s  stored . 

The F ind command can help in these situati ons . This 
command l ets you enter the in formation you have about a 
fi l e  or folder . I t  uses the in formation to search 

� through a l l  o f  your fo lders , then disp l ays the names o f  
any fi l es and folders that match your criter i a . 
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You can practice using the F ind co mmand to l o ok for a 
samp l e  f i l e  beginning with the letter e :  

> Press the [FIND] key , <F6 > .  

You see the F ind form : 

name: 
Type: 

Owner: 
Size: 

Age: 

The form l ets you enter the in formation you have about 

-

the f i l es you are seeking . You can include information � 
about the name o f  the fi l e ,  the fi l e  type , the owner o f  
the fi l e ,  how l arge the file is , and how o l d  the fi l e  
i s . In  this case , you know that the file ' s  name starts 
with e ,  and you know it is a sample file . 

> Highlight the Name : field . 

> Type e *  

The * tel l s  the F ind co mmand t o  look for a l l  names that 
start with the l etter or group o f  letters (or 
characters) be fore the * ·  You can use * to find groups � 
o f  files with simi l ar names . 
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Managing Your F iles 

You see a l ist o f  the file types ava i l ab l e  on your 
system : 

Clip oard 
Executable file 
File folder 
I nstallable File 
Mode• Profile 
Phone Director11 
Phone number 
RS-232 Profile 
Sample File 
Screen Du1p 
Standard file 
Text Phone Director11 

Your menu probably contains additional choices , 
depending on the optional so ftware you have instal l ed .  

The form fields you have used so far have required you 
to type a response . The Type : field is a second kind 
o f  fiel d ,  a multiple choice field . You can see each o f  
the choices for a mul tiple choice field by repeatedly 
pressing the Mark key , or you can disp l ay a menu o f  the 
choices by pressing the Cmd key as you did here . 

> Highlight !Sample F i lel.  

> Press <Enter > .  

Now your F ind form looks l ike this : 

� ................ n 
name: e* 
T11pe: Sa11 le F 1le 

Owner: 
Sil';e: 

Age: 
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Since you don ' t  have any information for the other 
three fiel ds ,  you can leave them bl ank . Le ft b l ank , 
these fie l ds tel l the Eind command to look for files o f  
any age , any size , and bel onging t o  any owner . 

> Press <Enter > .  

After a few moments , you see this window : 

- I  1_[8] ______________ 5]_, 

This window is named E ind : E i lecabinet o f  (user name) 
to tel l  you that the file is in the E i lecabinet . The 
name o f  the file is shown as practice/example , tel l ing 
you that it is stored in the practice fol der . 

> Cl ose the E ind window . 

Moyipg Files 

When you work with a group of files and fol ders , you 

_., 
I 

-

wi l l  find that you occasional ly nee d to rearrange them . � 
You can move fi les from one fo l der to another . When 
you move a fi l e ,  it is remove d from the o l d  fo l der and 
pl ace d (pasted) in the new fol der . To practice using � 
the Move co mmand , you can move the windows file from I 
the practice fo lder to the folder you created in 
Working in the Office , myfo l der . 
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Managing Your F i les 

You now have four windows open, and your screen looks 
l ike this : 

Administration 
cue��mard 

1ft - . !mti!  
Floppydisk 
Preferences 
Printers 
Telephone 
Wastebasket 

.. IIlli IIlii 

Arrange the windows for this sessi on : 

> Move the Filecabinetjmy folder window to the 
l ower l e ft corner o f  the work area . 

> Move the Fi l ecabinetjpractice window to the 
l ower r i ght corner o f  the work area . 
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Now your screen looks l ike this :  

Administration 
Cli

ftr!j,
ard 

1flo�py98 
Preferences 
Printers 
Telephone 
Wastebasket 

> In the F i lecabinet/practice window , point to 
j windows - Sample Filel . 

> Press <B2>, displaying the Commands menu . 

> Point to j Move j . 

> Press <Bl> . 

You see these messages at the bottom o f  the screen: 

Open destination folder and touch PASTE 
Move windows 

The first message , on the message l ine , tel l s  you what 
to do to finish moving the file . The second l ine , the 
command l ine , echoes the command and shows you the fi l e  
you selected to move . � 

> Point to the F i lecabinetjmyfolder window . 
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> Press <Bl> to make it the active window . 

> Point to [PASTE] . 

> Press <Bl > . 

The windows file now appears in the F i lecabinet/ 
myfo lder window . When you resume the F i lecabinet/ 
practice window , you wi l l  see that the f i l e  is no 
l onger in the practice fo lder . 

> Resume the F i lecabinetjpractice window . 

Your screen now looks l ike this :  

Adainistration 
o'W8ibfuu 

Floppydisk 
Preferences 
Printers 
Telephone 
Mastebasket 

You have seen how to move a file using the Commands 
� menu and the mouse . You can also use the keyboard to 

give the Move command . The action keys on the l e ft 
side o f  the keyboard provide several o f  the most 
frequent ly used commands : 
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You can use the action keys or the Commands menu to 
give commands , whichever you pre fer or find most 
convenient for the work you ' re doing . 

To practice using an action key, move the windows fi l e  
back to the practice folder : 

> Resume the F i lecabinet/myfo l der window . 

> Point to !windows - Sample F i lel.  

> Press the <Move> key . 

Press ing Move is the same as choosing Move from the 
Commands menu . 

> Resume the F i lecabinet/practice window . 

> Press <FB>, the [PASTE] key . 

The windows file is back in the practice fo lder . When 
you resume the F i lecabinet/myfolder window , you wi l l  
see that windows i s  no longer in myfolder .  
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Copying F i les 

Moving a file relocates it in a different folder . 
Copying a file makes a duplicate of it . 

There are a number of reasons for copying files . You 
may want to have two copies of the same file in 
different folders, or you may want to make some changes 
in a file but leave the original file intact . 

Just as you can move a file using either the Commands 
menu or the action keys, you can also use both methods 
to copy a file . To practice, copy the exampl e  file 
from the practice folder to my fo lder . 

> I n  the Eilecabinet/practice window, point to 
! example - Sample Eile l . 

> Press <B2> to open the Commands menu . 

> Point to I Copy l 

> Press <Bl> . 

You will see these messages at the bottom of the 
screen : 

Open destination folder and touch PASTE 
Copy example 

> Resume the Eilecabinetjmyfolder window . 

> Point to [PASTE] . 

> Press <Bl> . 

The example file now appears in two places : the 
� practice folder and myfo lder . You have made a 

duplicate of this file . 

What if you want to make a copy of a file in the same 
� folder ? You can make a second copy of example in the 

same folder . For this copy, practice using the action 
keys . 

> I n  the Eilecabinetjmyfolder window, point to 
! example - Sample Eile l . 
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> Press the <Copy> key . 

A message tel l ing you to select the destinati on folder 
appears . Since you are copying to the same fo l der , the 
destination fo lder is already selected . 

> Press [PASTE] . 

You see this form : 

Copy exuple to: 

Because you are putting the copy in the same fo l der as 
the origina l , you need to give the copy a di f ferent � 
name . You can ' t  have two fi les in a fo lder with the 
same name . This form is provided for you to fi l l  in 
the new name for the copy . 

> Type myfile 

> Press <Enter > .  

Now your fo lder has two files i n  i t ,  example and 
myfile : 

uyfile - Suple File 

Deleting 

When in formation is no l onger needed , you wi l l  want to � 
remove it from the O f fice to clear out space for more 
current in formation . Removing in formation from the 
O f fice is cal led deleting . 

,_, 
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Delete is a power ful command that can quickly erase 
l arge amounts o f  information . When you del ete 
in formation from the F i l ecabinet , it is  moved to the 
Wastebasket in the O f fice . I f  you accidental ly del ete 
a f i l e  or fo l der , you can retrieve it by moving it out 
o f  the Wastebasket into the F i lecabinet or a fo lder . 
Once you del ete in formation from the Wastebasket , 
however ,  i t  i s  permanently removed from the O f fice . 

To practice , you can delete the two copies o f  the 

� example fi l e  from myfolder . To l earn how to select 
more than one fi le for use with a command , you can 
del ete both o f  them at the same time . 

> I n  the F i lecabinet/myfolder window , point to 
!example - Sample F i lel.  

> Press the right mouse button , <B3 > .  

> Point t o  lmyfile - Sample F i lel.  

> Press <B3 > .  

When you move the mouse , example remains high l i ghted 
and myfile a l s o  becomes highlighted . You can use B3 to 
select an assortment of fi les or other obj ects . When 

�� you give a command , the command a f fects everything that 
is high l i ghted in the active window . 

Use the Dlete key to delete the two fi les:  

> Press <Dl ete> . 

The message l ine momentari ly displ ays : 

example was moved to Wastebasket 

and then: 

myfile was moved to Wastebasket 

The command l ine displ ays : 

delete example myfile 

The two f i l es no longer appear in myfolder . 
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Tbe Wastebasket 

When you del ete something from the F i l ecabinet , i t  is  
moved to the Wastebasket . I f  you find that you need it 
a fter a l l ,  you can open the Wastebasket and move it  
back into the F i lecabinet . When you know you wi l l  not 
want a file again , you can delete it from the 
Wastebasket , erasing it permanently . 

Practice opening the Wastebasket and retrieving your 
samp l e  files:  

> Resume the O f fice window . 

> Point to !Wastebasket ! .  

> Press <Bl > .  

Your Wastebasket looks l ike this :  

II 
-exan le - San le hle 

•!I file - Saaple File 

Retr ieve the example file from the Wastebasket , moving 
it back into myfolder : 

> I n  the Wastebasket window , point to !exampl e  -

-

-

-

-

""""l 
I 

Sample F i l e  I . """') 

> Press <Move> .  

> Resume the F i lecabinet/myfolder window . 

> Press [PASTE] . 

The example fi l e  has been returned to myfol der . When .._, 
you make the Wastebasket the active window , you wi l l  
see that example i s  no longer in the Wastebasket: 

> Resume the Wastebasket window . 
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Managing Fo l ders 

The commands used to manage fi les , F ind , Copy, Move , 
and Delete , can be used with fo lders as wel l  as fi l es . 
These commands a f fect a fo lder and everything it  
contains . For examp l e ,  when you copy a fo l der , the 
fo l der and its entire contents are dup l icate d . 

You are finished working with myfolder . You can start 
creating your own fo lders and files . To l eave the 
F i lecabinet clean for the next user , c l ose the 
F i lecabinetjmyfo lder window , and then del ete thi s  
fo l der : 

> Resume and cl ose the F i lecabinetjmyfo l der 
window , making the F i lecabinet window the 
current window . 

> I n  the F i lecabinet window , point to l myfo l der 
- F i l e  folder 1 • 

> Press <Dlete > .  

When you make the Wastebasket the active window , you 
wi l l  see the newly deleted fo lder: 

> Resume the Wastebasket window . 

Your Wastebasket looks l ike this :  

II . . 

-,,, file - Sar,r le File 

ayfolder - File folder 

When you del ete things from the Wastebasket , they are 
permanently removed from your UNIX PC system and can no 
l onger be retrieved . Deleting a fo lder a l s o  del etes 
everything contained in the fo lder . 

Del ete myfile and �folder from the Wastebasket : 

> I n  the Wastebasket window , point to l myf i l e  -
Samp l e  F i l e  I . 
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> Press <B3> .  

> Point to lmyfo lder - F i l e  fol der ! .  

> Press <B3> .  

> Press <Dl ete> . 

You have finished this practice session . You can c l ose 
your windows and log out : 

> Cl ose a l l  o f  the windows except the O f fice . 

> Give the Logout co mmand . 

You wi l l  find as you bui ld your col l ection o f  fi l es and 
fo l ders that a l ittle time spent organiz ing and 
pl anning greatly improves your e f ficiency . For 
examp l e , you might want to create a fol der for each 
proj ect , or a folder for each appl ication . 

You ' l l  want to be cautious about deleting in formation 
that you might need in the future . However , you know 
how to retrieve in formation from the Wastebasket i f  you 
make a mistake whi l e  deleting . 

You also know several di f ferent ways to select items 
from a menu and to enter co mmands . This bui l t - in 
flexibil ity is one o f  the features that makes the 
O f fice easy to use . 
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Adding Your Own User Name 

Choosing Your User Name 

Using Your User Name 
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7 Setting Up Your Own O f fice 

From the first five chapters o f  this guide , you now 

� have a good worki ng knowledge o f  the O f fice and its 
fac i l ities . The tutor user name provided you with an 
O f fice a nd a set of practice fi les that you could 
expl ore without disturbing other users ' work . 

Now that you are ready to begi n usi ng the UNIX PC for 
your own work , you should set up your own user name . 
This provides you with an O f fice area o f  your own to 

� store your fi les and fo lders , and keep them separate 
from those bel o nging to other users . This chapter 
guides you through the process of sett i ng up your o wn  
user name . 

When you finish this practice session, you ' l l  be ready 
to start usi ng your appl ications . 

�� Be fore sett i ng up your user name , you wi l l  need to l og 
out o f  the tutor O f fice , displaying the P lease login : 
prompt . See the Getting Started chapter o f  thi s guide 
i f  you need i nstructions to log out . 

Adding Your Own User Name 

To set up your user name , you wi l l  need to l og i n  as 
insta l l . The i nstall  user name is provided for you to 
l oad so ftware onto the UNIX PC and set up separate user 
names for each person who works with the computer . I t  

r'"llll provides you with " expert user " commands that aren ' t 
avai l ab l e  when you use the tutor user name . 

Log in as i nstal l :  

> I n  response to the Please login : prompt , type 
instal l .  

> Press <Enter > .  
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Setting Up Your Own Office 

You see the instal l O f fice containing the same obj ects 
as the tutor O f fice , plus the UNIX System obj ect , which 
i s  for expert users : 

lii!J I 

lP Oill'd 
F ilecabinet 
Floppydisk 
Preferences 
Printers 
Telephone 
UHIH Syste• 
Nastebasket 

lgt:t--·· 

To create a new user name , use Administration : 

> Po int to !Administration ! .  

> Press <Enter>.  

This displ ays the Administration menu : 

lii!J • II 
iiJllllllllllliW Changing Password 

Date and Time 
Diagnostics Floppy 
Disk Backup 
Disk Restore 
Hill'dNill'B Setup 
Mail SetuG SoftNill'B etup 
Svste• lnfor•ation 
User Lagins 

tl u 

> Point to !User Logins I .  

> Press <Enter> .  
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Setting Up Your Own Office 

The User Login Inter face menu appears showing a l l  the 
user names on the system . 

USER 10 NAME EXPERI SPACE I AS! I DCIH 
-tutor Tut01•ial No Se 6 BS 
install Initial Login Ves Sep 9 85 

The first field o f  the form is hi ghl ighted . 

You want to add a new user name: 

> Press [ADD USER] . 

The ADD US ER form appears: 

li! ' II 

Login Name : -
User Name 
Expert ? No 

Cboo s i ng Your User Name 

� Give some thought to the user name you want to use when 
you log into the system . A user name is  a s ingl e word , 
nine characters or fewer . A good user name is  short , 
simp l e ,  usua l ly a l l  l owercase , and easy to remember . 

� Your first name or your initials make good user names . 

> Type your user name in the Login Name field . 

> Press <Return> .  

You can a l s o  enter your ful l name up t o  2 4  characters 
in the User Name field and whether you want to be an 
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Expert user . I f  you plan to work directly with the 
UNI X  operating system or to use Admini stration for 
tasks like setting up hardware , adding user logins , or 
setting up for remote mail ,  you will want to be an 
Expert user . I f  you don ' t  plan to use these features , 
you do not have to be an Expert user . 

> I n  the User Name field ,  type your full name . 

> I f  you do want to be an Expert user , point to 
the Expert User field and press <Mark> . 

> Press <Enter> . 

Your user name i s  added to the system . You see the 
User Login I nterface menu displaying your user name . 

lil!l 
USER IP HAM£ 
tutor Tutorial 
install Initial L?i!J 

bl:miAA!M;IIItfi•• d'!Til! 

EXPERT SPACE I AST I OGJH 
Sep 6 85 
Sep 9 85 

Using Your User Name 

Now you can log out of install and log back in with 
your user name: 

> Press <Exit> to close the User Login 
I nterface window . 

> Press <Exit> again to close the 
Administration window . 

> Press <Exit> , then <Enter> to logout . 

> I n  response to the Please login : prompt , type 
your own user name and press <Enter> . 

From now on , use your own user name to log in and work 
in the Office . Use the tutor user name when you want 
to practice or learn to use software . 
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Setting Up Your Own O ffice 

For instructions on password-protecting your fi l es , 
re fer to the Managing the UNIX PC secti on o f  the � 
UNIX PC Owner ' s  Manual .  

Note 

The practice fo lder that appears in tutor ' s  
Fi l ecabinet does not appear in your own 
Fi l ecabinet . 
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8 Conclusion 

This guide has introduced you to working in the O f fice 
and helped you set up an O f fice of your o wn . Now that 
you know your way around the O f fice , you can begin 
using the many applications ava i l able for your UNIX PC . 
You ' l l a l s o  want to learn to use the telephone features 
o f  the UNIX PC , using the AT&T UNIX PC Telephone 
Mana ger User ' s  Guide in the Communications Management 
binder . 

When you need help with O f fice tasks , you can press the 
Help key or re fer to the Owner ' s  Quick Re ference Card . 
For more detai l ed in formation ,  see the AT&T UNIX PC 
Owner ' s  Manual ,  where you ' l l  find expl anations and step ­
by- step instructions for every O f fice procedure . 

The practice sessions you ' ve j ust completed covered the 
basic O f fice procedures that you need to know to begin 
working,  but they did not attempt to demonstrate a l l  o f  
the commands and features your O f fice provides . I n  
many cases you learned only one way t o  per form a task 
when several  a lternative ways are ava i l ab l e . 

Here are some examples o f  subj ects you may want to 
expl ore in the AT&T UNIX PC Qwner ' s  Manua l :  

o Several o f  the screen keys were not covered . 
These provide additional fi le  management 
co mmands . 

o There are several additional co mmands on the 
Co mmand menu and keys on the keyboard . 

Some features are provided as both co mmands 
and keys - - for example , there is a Great key 
as wel l  as a Create co mmand and a D l ete key 
as wel l  as a Delete co mmand . 

o You wi l l  learn shortcuts that help you give 
co mmands more quickly and e f ficiently . 

o You can l earn more about the rest o f  your 
O f fice obj ects . 
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Conclusion 

For example , you ' l l  use the Cl ipboard to 
trans fer data among di f ferent appl ication 
fi l es . You ' l l  use F l oppydisk to copy data to 
fl oppy disks for trans fer to other UNIX PC � 
systems or for sa fekeeping . 

o As you create more fi les , you ' l l  want to 
learn more about the faci l ities for 
organiz ing your co l lection . You ' l l  a l s o  want 
to learn how to make backup copies o f  
important fi les . 

o I f  you have a printer attached to your UNIX 
PC , you ' l l  want to read your printer manual 
and learn how to make printed copies o f  your 
proj ects . 

As you work with your UNIX PC, you ' l l  discover 
additional ways to make your work easier and more 
e f ficient , and to improve the qual ity o f  the 
in formation you process and use . 
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Action Keys 

Active Window 

App l ication 

Backup 

;--"'I 
Character 

r"'''l Cl ipboard 

� 

Cl ose 

;"!iil 

Command 
n!llj 

Glossary 

Named keys on the l e ft side o f  the 
keyboard that per form various O f fice 
and appl ication commands . 

The window you are currently using . 
This window is disp l ayed over other 
windows and has a hi ghl i ghted border . 

So ftware designed to per form a 
particul ar kind o f  work . For 
example , you use a word processing 
application to create and edit 
documents you want to print . 

A spare copy o f  data or s o ftware you 
keep in case the ori ginal is damaged 
or l ost . 

A letter , number , or symbol . 

An O f fice obj ect you use for 
temporary storage , especia l ly for 
moving or copying in formation from 
one fi le to another . 

A command that removes a window from 
the screen so that it is no l onger 
ava i l able . 

An instruction by which you tel l  the 
computer to per form a function or 
carry out an activity . 
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G1ossary 

Computer 

Con fi guration 

Copy 

Create 

Cursor 

De fault 

Delete 

Disk 

Disk Drive 

G- 2 

A machine that processes in formation 
by accepting data , per forming 
operations on the data , and supplying 
the results o f  these operations . 

The way the computer is  set up to 
al low for particular uses or 
situations . For examp l e ,  you 
configure the UNIX PC to work with 
your particul ar model o f  printer . 

A command a l l owing you to dup l icate 
in formation . 

A command you use to make new fi les 
and file fo lders . 

A mark that shows where the next 
action wi l l  be taken or character 
wi l l  be displ ayed on the screen . 

A value the computer uses i f  you po 
not speci fy a value or change the 
setting . 

To remove , erase , or discard data . 

Circul ar magnetic medium used to 
store data and programs . This term 
can re fer to a fl oppy disk or a hard 
disk . 

A device that reads and writes 
in formation on a disk . The disk in a 
floppy disk drive can be removed and 
replaced ; a hard disk drive is  sealed 
and its disk cannot be removed . 
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Error Message 

F i e l d  

7"""1 
F i l e  

� 

"""' F i lecabinet 

T"'i1llj F i l e  F o lder 

� F l oppy Disk 

F orm 

F ormat 

Glossary 

A response from a program indicating 
a problem has arisen or something 
unexpected has happened requiring 
your attention . 

An area in a form that you fi l l  in 
with your choice or response . For 
examp l e ,  you fi l l  in a fi l e  name 
field with the name o f  a fi l e . 

A co l lection o f  data organized as a 
unit and identi fied by a name . Al l 
o f  the work you store on the computer 
is kept in files . 

An O f fice obj ect where you can store 
work , including folders and f i l es . 

A named container used to store fi l es 
and other fo lders . 

Removable flexible p l astic medium 
used with the fl oppy disk drive to 
store data and programs . 

A display that provides b l anks for 
you to fi l l  in to give the computer 
in formation it needs to comp l ete a 
task . 

( 1 )  To prepare a new fl oppy disk to 
use with the UNIX PC . 

( 2 )  The way data is disp l ayed ; 
pertaining to the way the data 
appears on your screen or printed 
copy . 
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Glossary 

Function Keys 

I con 

Insta l l  

Login 

Logout 

Menu 

Modem 

Mouse 

G- 4  

The top row o f  keys , F l -F B , that 
per form the commands displ ayed in the 
screen keys . 

A symbol you can select with the 
mouse to per form a function or 
command . 

To set up the hardware and so ftware 
o f  a computer so it can be used . 
Instal l ing o ften includes customiz ing 
the system for a particul ar situation 
or user . 

A command you enter when you start 
using a computer to identi fy yoursel f 
so you can gain access to your fi les . 

A command you use to exit from the 
O f fice when you have finished 
working . 

A l ist o f  selectable items displ ayed 
by a program . As in a restaurant , 
you choose something from the menu 
be fore anything else happens . 

Contraction o f  the words mQdul ator ­
demodul ator . A device that encodes 
and decodes data transmitted over 
communication l ines . 

A device that moves a po inter on the 
screen as you move the mouse a l ong 
the sur face of your desk . The mouse 
has three buttons that give you 
access to vari ous computer functions . 
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Mouse Pointer 

Pll1ll 

Move 

"P'I'l1 

Obj ect 

I� 

CJTh1ill O f fice 

T"'!lll!l 

Open 

� 

Operating 
� System 

R'l!l!l 

Password 

Qlllll 

Paste 
� 

Glossary 

A symbol that moves on your screen 
when you move the mouse,  and 
indicates what you have sel ected . 
The pointer is usual ly an arrow , but 
can change shape when you point to 
certain parts of the screen disp l ay .  

A command that moves text o r  files to 
another location . 

An article in the O f fice you can act 
upon or use to store information . 
For example , the F i lecabinet is an 
obj ect that stores fi les and fo l ders . 

The central part o f  the UNIX PC 
system , from which you can get to 
obj ects and to which you return when 
you are finished doing work . 

A command that puts a new window on 
the screen containing the obj ect you 
are opening . 

The so ftware that contro l s  and 
a l l ocates the UNIX PC resources , such 
as memory , disk storage , and the 
screen displ ay . 

A word or series o f  characters you 
type to gain access to a computer 
system a fter responding to the l o gin 
prompt . 

The command that puts the in formation 
stored in a buf fer from the copy or 
move operation in its new l ocation . 
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Glossary 

Point 

Printer 

Program 

Resume 

Save 

Screen 

Screen Keys 

Scro l l  

G-6 

To highl ight an obj ect , command, or 
field you are selecting . There are 
several ways to point : by moving the 
mouse , by pressing the arrow keys , or 
by typing the name or first few 
characters o f  an item . 

An output device that prints 
in formation stored in or received by 
the computer . 

A set o f  step -by- step instructions 
that tel l s  a computer how to do a 
particul ar task . 

A command that makes an avai l able but 
inactive window the active window . 

A command to preserve in formation by 
recording it in a file  on a disk . 

The UNIX PC ' s  workstation disp l ay . 

The commands displayed at the bottom 
o f  the screen l abel the functi on keys 
F l  through F8 . These commands can 
also be selected with the mouse . 

An action that causes the contents o f  
a window t o  move up o r  down , o r  to 
the right or l e ft . This l ets you 
display in formati on not visible when 
a window is first opened . 



Select 

So ftware 

Status l ine 

Suspend 

System 

System 
Administration 

UNIX 

Wastebasket 

Glossary 

To highlight an obj ect or command for 
action . You can select an i tem by 
pressing Bl or Enter , or you can 
select several items by pointing to 
each in successi on and pressing B3 or 
Mark . 

Computer programs that have been 
stored on a disk or other medi a . 

An area at the top o f  the screen 
reserved for in formation about the 
current state o f  the computer and its 
activities . 

A command that makes the current 
window inactive , so you can use a 
di f ferent window or give window 
management commands . 

A general term for a computer and its 
so ftware and data . 

The maintenance tasks required to 
keep the UNIX PC system in good 
running order , such as making backup 
copies o f  fi les and formatting fl oppy 
disks . 

The operating system used by the UNIX 
PC . 

An O f fice obj ect that serves as a 
receptacle for discarded information . 
You can retrieve in formati on that has 
been consigned to the Wastebasket or 
discard it permanently . 
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G1ossary 

Window 

Work Area 

Write -protect 
notch 

G-8 

A section of the screen surrounded by 
a border containing a portion o f  your 
work or in formation necessary to 
per form your work . Windows are used 
to separate many tasks you may be 
working on at the same time . 

The part o f  the screen where windows 
containing your work appear . 

The rectangul ar cutout on one edge 
o f  a fl oppy disk . I f  this notch is  
covered with a piece of  speci a l  tape 
that comes with the disk ,  new 
in formation cannot be written on the 
disk . In this way , data on the 
fl oppy disk is protected from 
alteration . 
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Index 

A 

acti on keys 1-5 , 6-7 to 6-8 
active windows 2-16 , 3-6 
adding user id (name) 7 - 1  to 7-3 
adj usting UNIX PC 

keyboard 2-6 to 2-7 
mouse 2-6 to 2 - 7  
screen brightness 2 - 4  
screen viewing angle 2-5 

Administration 3-1 
app l ications 1-3 to 1-4 

B 

brightness , screen 2-3 to 2-4 

c 

changing window shape and size 
choosing user id (name) 7-3 to 
Cl ipboard 3-1 
closing 

fi l es 4-5 to 4-6 
Help window 2-15 to 2-16 
windows 3-8 to 3 - 9  

command l ine 2-1 0 
f"""l commands 

action keys and 6-7 to 6-8 
Copy 6-1 3 
Create 4-6 

� Delete 6 - 1 1 , 6-1 3 to 6-14 
F ind 6-1 3 
Logout 2-1 7  
menus and 2-1 6  
Move 6 - 7  to 6 - 8 ,  6-1 3 
O f fice and 1-3 

5-1 to 5 - 4  
7-4 

Commands menu 2-16 to 2-18 , 6-6 to 6-9 
Copy command 6 - 1 3  

� copying 
fi l e  fo l ders 6-1 3 
fi l es 6-9 to 6-1 0 

Create command 4 - 6  
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Index 

C (continued) 
creating 

f i l e  fo l ders 4 - 6  to 4 - 9  
f i l es 4 - 6  

cursor 2 - 1 0  
cursor movement keys 1 - 5  

D 

Delete command 6 - 1 1 , 6 - 1 3  to 6 - 14 
deleting 

file fo lders 6 - 1 1 
from Wastebasket 6 - 1 3  to 6 - 14 

files 6 - 1 0  to 6 - 1 1  
Dlete key 6 - 1 1 , 6 - 1 3  t o  6 - 14 
from Wastebasket 6 - 1 3  to 6 - 14 

disk drives 1 - 2  
disp l ay screen 1 - 2  
displaying 

fi le contents 3 - 4  
F i lecabinet contents 3 - 3  

D l ete key 6 - 1 1 ,  6 - 1 3  t o  6 - 14 

E 

example sample file 3 - 5  
expert users 7 - 4  

F ,  G 

file fo l ders 3 - 3  
copying 6 - 1 3  
creating 4 - 6  t o  4 - 9  
deleting 6 - 1 1 

from Wastebasket 6 - 1 3  to 6 - 14 
files and 3 - 4  
finding 6 - 1  t o  6 - 4  
moving 6 - 1 3  

F i l ecabinet 3 - 1 ,  3 - 3  

I - 2 

disp l aying contents o f  3 - 3  
opening 3 - 4  to 3 - 5 ,  4 - 2  t o  4 - 3  
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F ,  G (continued) 

fi les 3 - 3  
c l o s ing 4 - 5  to 4 - 6  
copying 6 - 9  t o  6 - 1 0  
creating 4 - 6  
del eting 6 - 1 0  t o  6 - 1 1  

from Wastebasket 6 - 1 3  t o  6 - 14 
displ aying contents of 3 - 4  
fi l e  folders and 3 - 4  
finding 6 - 1  t o  6 - 4  
moving 6 - 4  t o  6 - 7  
opening 3 - 4 ,  4 - 2  t o  4 - 3  
retrieving from Wastebasket 6 - 1 2  
scr o l l ing 4 - 3  t o  4 - 5  

fl oppy disk drive 1 - 2  
F l oppydisk 3 - 1  
F ind command 6 - 1 3  
finding files , fo lders 6 - 1  t o  6 - 4  
forms 

the O f fice and 1 - 3  
windows and 4 - 7  t o  4 - 9  

function keys 1 - 5  

H 

hard disk drive 1 - 2  
hardware for UNIX PC 

disp l ay screen 1 - 2  
� fl oppy disk drive 1 - 2  

hard disk drive 1 - 2  
keyboard 1 - 2 ,  1 - 4  t o  1 - 6 , 2 - 6  t o  2 - 7  
mouse 1 - 2 ,  2 - 6  t o  2 - 7 , 2 - 1 1  to 2 - 1 3  
tel ephone l ine connectors 1 - 3  

help 2 - 1 3  t o  2 - 1 6  
symbo l  2 - 1 3  to 2 - 14 
window 2 - 14 to 2 - 1 5  

c l o s ing 2 - 1 5  to 2 - 1 6 

I , J 

I D ,  user � user id 
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Index 

K 

keyboard 1 - 2  
adj usting 2 - 6  to 2 - 7  
l ayout 1 - 4  to 1 - 6  

keys 

L 

acti on 1 - 5 ,  6 - 7  to 6 - 8  
cursor movement 1 - 5  
D l ete 6 - 1 1 ,  6 - 1 3  t o  6 - 14 
function 1 - 5  
l etter and number 1 - 5  
NEXT WINDOW 3 - 6 ,  3 - 8  
numeric pad 1 - 6  
PREV WINDOW 3 - 6 , 3 - 8  
screen 2 - 1 0 

leaving O f fice 2 - 1 6 
letter and number keys 1 - 5  
l ocating fi les , fo lders 6 - 1  t o  6 - 4  
logging i n  2 - 7  

with tutor user i d  2 - 8  to 2 - 9  
login prompt 2 - 7  
Logout command 2 - 1 7 

M 

menu (s)  
commands and 2 - 1 6 
Commands 2 - 1 6 to 2 - 1 8 ,  6 - 6  to 6 - 9  
O f fice and 1 - 3  
Window Manager 3 - 7  t o  3 - 8  

message l ine 2 - 1 0  
mistakes , typing 4 - 8  
mouse 1 - 2 ,  2 - 6  t o  2 - 7 ,  2 - 1 1 t o  2 - 1 3  

pointer 2 - 1 1 t o  2 - 1 3 
Move command 6 - 4 ,  6 - 7  to 6 - 8 ,  6 - 1 3  
moving 

between windows 3 - 5  to 3 - 8  
f i l e  folders 6 - 1 3  
files 6 - 4  to 6 - 7  

action keys and 
Move command and 

windows 5 - 5  to 5 - 8  
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N 

NEXT WINDOW key 3 - 6, 3 - 8  
numeric pad 1 - 6  

0 

obj ect (s)  2 - 1 0  
Administration 3 - 1  
Cl ipboard 3 - 1  
F i lecabinet 3 - 1  
F l oppydisk 3-1 
Pre ferences 3 - 1  
Printers 3 - 2  
Tel ephone 3 - 2  
UNI X  System 7 - 2, 7-4 
Wastebasket 3-2 

O f fice 1-3 
command l ine and 2 - 1 0  
commands and 1 - 3  
Commands Menu and 2 - 16 to 2 - 18, 6 - 6  t o  6 - 9  
cursor 2-1 0 
forms and 1-3 
getting help and 2 - 1 3  to 2 - 1 6 
leaving 2 - 1 6 
menu disp l ay 2-9 
menus and 1 - 3  
message l ine and 2-1 0 
mouse 2-1 1  to 2 - 1 3  

screen keys 2-1 0 
status l ine 2 - 7  
Window 2 -1 0  to 2 - 1 1  
windows and 1 - 3  
work area and 2 - 1 0 

opening 
F i lecabinet 3-4 to 3 - 5, 4 - 2  to 4 - 3  
files 3-4, 4 - 2  to 4 - 3 
windows 3-6 

P , Q 
powering up UNIX PC 2 - 1  to 2 - 3  
practice fo lder 3 - 4  to 3 - 5  
Pre ferences 3 - 1  
PREY WINDOW key 3 - 6, 3 - 8  
Pr inters 3-2 
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R 

resuming windows 3 - 6  
retr ieving ( from Wastebasket) 

s 

samp l e  files 3 - 5  
screen 

brightness 2 - 3  to 2 - 4  
keys 2 - 1 0  
viewing angle 2 - 5  

scro l l ing files 4 - 3  t o  4 - 5  
so ftware for UNIX PC 

appl ications 1 - 3  to 1 - 4  
O f fice 1 - 3  
UNI X  operating system 1 - 1  

status l ine 2 - 7  
suspending windows 3 - 5  to 3 - 7  

T 

Telephone 3 - 2  
telephone l ine connectors 1 - 3  
typing mistakes 4 - 8  

u 

UNI X  operating system 1 - 1  
UNI X  System obj ect 7 - 2 ,  7 - 4  
user i d  (name) 2 - 7  

adding 7 - 1  t o  7 - 3  
choosing 7 - 3  t o  7 - 4  
expert users and 7 - 4  
using 7 - 4  t o  7 - 5  

6 - 1 2  

User Login I nter face form 7 - 3  t o  7 - 5  

v 

viewing angle ,  screen 2 - 5  
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w, X, Y, z 

Wastebasket 3 - 2  
deleting file fo lders from 6 - 1 1  to 6 - 1 3  
deleting fi les from 6 - 1 1 to 6 - 1 3  
retrieving fi les from 6 - 1 2  

Window Manager menu 3 - 7  to 3 - 8  
("""'� window (s ) 1 - 3 ,  2 - 1 0  

active 2 - 1 6 , 3 - 6  
changing shape and size 5 - 1  t o  5 - 4  
closing 3 - 8  to 3 - 9 ,  2 - 1 5 to 2 - 1 6 
Commands menu 2 - 1 6 to 2 - 1 8 ,  6 - 6  to 6 - 9  
forms and 4 - 7  to 4 - 9  
Help 2 - 14 to 2 - 1 5 

closing 2 - 1 5  to 2 - 1 6 
moving 5 - 5  to 5 - 8  

between 3 - 5  to 3 - 8  
NEXT WINDOW key and 3 - 6 ,  3 - 8  
O f fice and 1 - 3  

("""'� O f fice window 2 - 1 0  to 2 - 1 1  
opening 3 - 6  
PREV WINDOW key and 3 - 6 ,  3 - 8  
resuming 3 - 6  

f'\'1!1) samp l e  fi l e  3 - 5  
suspending 3 - 5  to 3 - 7  
Window Manager menu and 3 - 7  to 3 - 8  

work area 2 - 1 0  
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