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- hedisk operating systeni (1908) is the most basic, and in many
ways the most important, piece ot software you own. Yet many
people totally ignore it, worse, they avoid it. This is similar to
buying a new house and never going into the kitchen, the
basement, or the attic. Not only does it waste valuable resources,
it could actually be dangerous. In this Preface, we will explain
why you need to understand DOS and how this book can help
you make the most of the operating system.
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Why You Need to Know 50OS

DOS contains many features that help you manage the various
elements that make up your system: hardware, software, data files,
disk media, and memory.

cssential Features

Some DOS features are essential; your system and your applica-
tions can’t function without them. You have probably already
iearned how to use the essential features, but if you're like many
people, you use them by roie. Many people don’t reaily understand
the DOS commands and functions they have been “laught” to use,
nor are they aware of what options and alternatives are available.

tificiency Features

Uther DOS fealures are less essential it can be used to make your
system more efficient—they speed up disk access, or they make
more room in memory, forexample. If you learnhow to understand
and use such features, you can make all vour applications run
faster.

Data Protection and Recovery reatures

DOS includes a number of fealures Lo proteci the most valuable part
of your system—your data. Not only can vou take sicps to prevent
data loss in the event of a catastrophe, vou can also recover much
of your data after the fact. The danger liee in not knowing how to
protect and recover your data

If you've used your system at all, you have pronably already
discovered how eacy itis to delete the wrong files, forat the wrong
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disk, or spill something on a diskette. You've probably also heard m
of viruses, although you may not realize how vulnerable your 445 know DOS
system is to a virus attack, how you can prevent them, and how to ~
recover from them. You also have to worry about hardware mal-

functions, software malfunctions, fire, tlood, earthquakes, theft,

vandalisin, power surges .. you get the message.

This book is designed 1o help you learn the latest version of [DXOS—
DOS 5. 1t is intended for people who have never learned anything
significant about [X05 before, no matter how long they’'ve been
using a compuder and other software. This book doesn’t cover all
of DOS. But it shows how to use the most important and usetu!
features. When you have tinished the book, you'll have much better
control over your personal computer and your data. And you'li be
better prepared to use the DOS 5 documentation to learn about
advanced features.

Assumptions

This book makes some basic assumptions about your sysiem,
which are:

A You have at least one hard disk, it has been prepared for use,
and it is named drive Ci. If you have more than one hard disk
drive, that's okay. No other hardware assumptions have been
made. You may or may not have a mouse. Any size diskette
drivels) and any type of monitor will do.

A DOS has been installed on your hard disk, on drive C;, in its
own directory named DOS. As long as you (or another person)
installed DOS 5 using its own Setup program and didn’t over-
ride the default dreive and directory name, this assumption will

be trie.
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TiP

Throughout this book, this icon signals a tip. It indicates an important
piece of informaiion that we want to highlight because it can save time
and money, make life easier, and/or protect your data. This particular
tip is: if you haven't instalied DOS 5 on your computer yet, Appendix
A contains some heipfui hints about how {0 go about it.

How to Use This Book

Self-teaching guides do more than present information—they help
you learn it. The material in this book is presented in a sequence
that promotes a gradual but steady increase of knowledge and
skills. For example, by the end of Chapter 1, you'll be able to boot,
start up the DOS shell, use menus, dialog boxes, and the onscreen
help system, exit the shell, and shut down your system safely. By
the end of Chapter 2, you'll be able to format disketles, unformat
them again, and make backup copies The succeeding chapters
continue to build your repertory of useful procedures.

TIP

Read this DO0K in sequence vniess you're in an emergency situation
and need {0 know fiow (0 soive a probiem righi away. The step-by-step
iormat ang exeicises wiil help you gain the inaximum skiils. if you do
have an einergency, the index or iable of contents shouid heip you find
the section you need.

Guided Steps

As you study the texi, vou'li encounter numbered praciice steps
such as the ones that-follow. These steps guide you in trying out
each new procedure at vour keyhoard. For example:
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1. When you see guided steps, take the book to your computer
(but not right now). You might find it easier tc study the book
at your computer, if that’s possible.

. Do each step carefully. Read the entire step first, then try it.

. If the results aren't what is described, restart the entire proce-
dure. You might have missed or misread a step.

W 19

‘he guided steps ime and vou may find that vou w O

The guided steps take time and vou mavy find that vou want to
skip them. You are encourayed not to skip them for two important
reasons:

& There's Jess chance of your missing or misinterpreting some-
trung that’s important.

A Your monitor willdisplay the object being discussed so that vou
can see it while you read about it.

CHECK YOURSELF

Attheend of every major topic vou'll see a “Check Yourself” section
where vou can bring together all the detailed steps you have
learned into one smooth {we hope) procedure.

The “Check Yourself” sections contain less detailed instructions
than the guided steps. This is your chance to see if you have learned
what you need to know about the topic. Almost all “Check Your-
self” practices are meant to take place at the computer.

ANSWERS

If you need some help during a “Check Yourself” practice, look
in the “Answers” section for detailed instructions. You might
also want to refer to earlier guided practice steps.

PRACTICE WHAT YOU'VE LEARNED

Each chapter has one final “Practice What You've Learned.” This
section lets you review and practice the procedures vou have

R R TR T R

How to Use
This Book
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learned in the chapter. It also brings together separate topics from
the chapter into meaningful procedures.

ANSWERS

By the time you reach the end of the chapter, youshouldn’t have
any trouble with the procedures in “Practice What You've
Learmed” if you have followed all the guided steps and “Check
Yourself” practices. But if you do encounter a problern or forget
a detail, the “Answers” section reminds vou how to do each
procedure.

Getting Additional Help

As you work through the book, and especially when you've com-
pleted it and are using DOS on your own, you may find that you
need more help. We can neither predict all your questions nor
anticipate all the variations of hardware and software that might
combine to create unique problems in your system.

If you need additional help, a number of resources areavailable.

You might want to try them in the order shown:

.

= W

N Oy

. This book: Try the glossary and the index.
. The online help system for the DOS shell, which you'll learn

about in Chapter 1.

. The DOS 5 documentation.
. Any filename that ends with .TXT in your DOS directory. These

.TXT files contain information not included in the DOS 5 docu-
mentation. Chapter 4 shows you how to view and print files.

. A friend or colleague who knows DOS.
. Your hardware or software dealer.
. The Microsoft technical support system. Microsoft has a large

staff of knowlecigeable people who can answer your questions
and guide you through problem soiutions by phone. if vou
can’t find the correct phone number in your DOS 5 documen

tation, you can call directory assistance in Redmond, Washing-
ton (206-555-1212) and ask for Microsoft’s technical support
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number. When you call technical support, vou'll get a recorded
message telling vou what phone numbers to call for help with

MS-DOS.

WARNING

This icon signals a warning. ignoring it could result in damage to your
system or data. In this particular case, the waming is financial: Micro-
soft charges for its technical suppert. The recorded message expiains

what the ccst will be,

Conventions

This book uses a number of typographical conventions to make
certain types of information clear.

italics

TIP

Information in italics is generic information
thatis meant to be replaced with specific text
when the command is used. For example,
when you see the expression DIR drive, you
are supposed to substitute a drivename for
drive. If you want to see thedirectory of drive
C;, for example, you would enter DIR C:.

Italics are sometimes used in regular text paragraphs for emphasis or

to indicate a new term.

ALL CAPS

[Sqtlare brackets]

All caps indicate text you must type on your
keyboard. You can type it in uppercase, low-
ercase, or a mixture of both. Drivenames,
commands, directory names, and filespecs
are also shown in all caps.

Information in square brackets is optional.
For example, when you see DIR [/P], you
may or may not add the expression /P after

How to Use

This Book
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DIR. Optional information is not completely
arbitrary, however. If you add /T to a DIR
command, it has a different effect than DIR
alone.

Three dots mean that semething is repeated.
For example, when you see the comumand
MIRRORJdrive|. . .], youcan enter more than
one drivename after the word MIRROR.

n A vertical bar indicates a choice between
two opticns. For example, the expression
BREAK ON | OFF means that you can enter
BREAK ON or BREAK OFF.

Key+key. Two or more key names connected by a plus
signare meant to be pressed simultaneously,
similar to a chord on a piano. Usually the
first key is a shifting key (Ctrl, Alt, or Shift)
and the other is a function key (F1-Fi2) ora
character kevsuchas A, 1, or *. For example,
Ctrl+C means to hold down the Ctrl key
while you press C. Ctrl+Alt+Delete means
to hold down both Ctrl and Alt while you
press the Delete key.

Key key Two or more key names connected by com-
mas are meant to be pressed in sequence For
example, Alt,F,O means to press first the Alt
key, then the F key, then the O key.

Overview of Appendixes

This book includes several appendixes you might find helpful.
Appendix A will help you install DOS if you haven't already done
so. Appendix B helps you use the DOS fuli-screen editor, which you
might need to create and modify ASCII text files if you don't have
a word processor with ASCII capabilities (of if you don’t know how
to use them). There is also a glossary to help you with unfamilia:
terminology.
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