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ABOUT THIS MANUAL 

This handbook is an introduction and guide to  the basic opera- 
tion of MS-DOS@, your disk operating system. The handbook is 
divided into two parts. Each part has a different purpose. 

What is in Part 1 
Part 1 of this handbook is designed to teach you the MS-DOS 
functions you need to  know for the setup and use of your com- 
puter and disk drives. 

What is in Part 2 
MS-DOS has many commands and functions that you can use to 
create and manage data. If you want to  learn more about how 
the operating system works, and if you like to  explore, Part 2 is 
for you. The information in it prepares you to make use of all the 
MS-DOS functions and commands outlined in the MS-DOS 
Reference Manual. 
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Chapter 1 

WHAT IS AN OPERATING SYSTEM? 

MS-DOS is a Disk Operating System. An operating system is a 
group of programs acting as an interpreter and manager for your 
computer, monitor, and peripheral equipment. A disk operating 
system, or DOS, is one that can direct information to a comput- 
er’s disk drives, and interpret information received from the 
drives. 

A computer can do only what you instruct it t o  do. That is why 
MS-DOS is so important; it conveys your instructions to the com- 
puter so the computer can work for you. You can think of the 
operating system as an office manager. You give the orders, and 
MS-DOS sees that they get done. 

How much you need to know about MS-DOS depends on how you 
plan to use your computer. If you want to use it only for running 
application programs, you need to know little about the operat- 
ing system. On the other hand, if you plan to use advanced oper- 
a t ing  system features, or if you want to create your own 
programs, you should become quite familiar with the operating 
system. In addition, you need to be familiar with any features of 
MS-DOS that are designed specifically for use with any optional 
equipment your system might have. 

Regardless of how you intend to use your computer, you must 
know certain basic procedures, including how to: 

0 Start and exit MS-DOS 

Enter MS-DOS instructions 
0 

0 

Prepare a diskette for information storage 

Copy files (operating system, program, and data files) 
from one diskette to another 

0 Duplicate a diskette 

This manual presents this information and a few other items you 
might find helpful. 
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1 I What Is An Operating System? 

ntering M S - ~ O ~  Instructions 
The, instructions you give MS-DOS are called commands. You 
type commands at the system prompt displayed on the screen 
(usually FI>). The prompt indicates that MS-DOS is at the com- 
mand level, ready to accept commands. 

The drive that MS-DOS is set to access when you enter com- 
mands is called the current drive. You can access information on 
a drive other than the current drive by including a drive refer- 
ence when you enter a command. MS-DOS regards Drive A as 
the current drive unless you specify otherwise. (See “Changing 
the Current Drive” in Chapter 3 if you want to change the cur- 
rent drive.) 

Because your computer carries out the MS-DOS commands 
exactly as you give them, your entries must be precise and must 
have perfect syntax (spelling and form). You can type your 
instructions in either upper- or lowercase letters. However, pay 
special attention when typing keys that are interchangeable on a 
typewriter keyboard. These keys are not interchangeable on the 
computer keyboard. For example, never type the letter 0 for 0 
(zero) or the lowercase letter 1 for 1 (one). Be sure you type com- 
mands exactly as they are shown. 

This manual uses a simple method of notation to distinguish 
between what you enter and what you see on the screen. 

Example Description 

(BACKSPACE] Boxed characters represent keys that you 
press. These are usually function or com- 
mand keys. You do not need to press (ENTERI 
after you press a key. 

Two or more boxed keys together represent 
a key sequence that you press. For a key 
sequence, hold down the first key shown 
and-while holding down that key-press 
the second key. 

Text you type is shown in a different type- 
face than the body of the manual. You must 
press [ENTER) after you type the text. 

(CTRLJ IT-] 

f o r m a t  [ENTER] 

Text that appears on the screen, such as the 
system prompt, is also shown in a different 
typeface. 

2 



1 I What Is  An Operating System? 

If you make a mistake while typing, and have not yet pressed 
[ENTER], you can use FJ to  move back to the error. Then, simply 
retype the line from that character on. 

Application programs are designed to accomplish specific tasks. 
There a re  programs for word processing, data  processing, 
accounting, and much more. There are hundreds of application 
programs that you can operate on your computer with MS-DOS. 

Most of your computer’s application programs require that you 
use an MS-DOS system diskette to  start up your computer. A 
few of application programs have the MS-DOS system on the 
application program diskette. In such cases, you can start the 
program directly from the application diskette. Different pro- 
grams might require different procedures. Check your applica- 
tion program’s documentation for specific instructions. 

When you load an application program, the operating system 
prompt disappears. The program has i ts  own prompts and 
menus. When you are operating from an application program, 
the program passes your instructions to  MS-DOS. MS-DOS man- 
ages your computer’s operations in the background, and its func- 
tions are invisible to you. 





Chapter 2 

HOW TO START 
AND EXIT YOUR SYSTEM 

Starting your computer and initializing an operating system is 
called booting. The term refers to  the concept of pulling yourself 
up by your bootstraps. 

To boot your system with MS-DOS, follow these instructions: 

1. 

2. 

3. 

4. 

5. 

Turn on your computer, monitor, and any peripherals, such 
as a printer or extra drives. 

Remove the MS-DOS system diskette that came with this 
manual from its protective envelope. (Diskettes require spe- 
cial handling. Be sure to  read the section on diskette care 
in your Installation and Operation Manual.) 

Place the diskette, label side up, into Disk Drive A. The 
square notch should be on the left as you insert  the 
diskette. (If you cover this notch with a foil tab,  the 
diskette is write-protected so that you cannot change or 
delete the information on it. Refer to  Chapter 3 for more 
information.) 

Close the drive latch. Press the red Reset button on the 
front of the computer to  start loading MS-DOS. The red 
light on the front of Drive A lights as the computer loads 
the operating system. 

When a message asking for the date and time appears, use 
the sample format on the screen to enter the information. If 
you do not want to  change the date and time from those 
shown, press IENTER] at the prompts. 

MS-DOS completes the boot procedure, and displays the 
system prompt. This is the current drive reference, followed 
by a greater-than symbol ( A > ) .  You can now enter operating 
system commands to instruct MS-DOS to perform tasks 
and run application programs. 
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2 I How To Start And Exit Your System 

In the same manner that you use MS-DOS to start operations, 
you should use MS-DOS to exit or close operations. For instance, 
if you are in the middle of a process, it is unwise to  suddenly 
turn off your computer. Doing so can destroy files or garble 
disks. 

You can usually cancel an operation by pressing [CTRL] a. In 
some instances, you must let an operation complete its function 
before you can regain control of MS-DOS. If you are using an 
application program, that program’s manual tells you how to exit 
the program to return to  the MS-DOS command level. 

You should always be at the MS-DOS command level to  turn off 
your computer. When the system prompt is on the screen, follow 
these these steps: 

1. Remove any floppy disketteb) from the disk drive(s), put 
them back in their protective envelopes, and store them in 
a safe place. 

Turn off your computer, monitor, and other equipment. If 
you plug your equipment into one power strip, you can use 
the power strip switch to turn off all equipment at one 
time. 

2. 

Note: If your system has a hard disk, you should 
wait at least 15 seconds before turning the com- 
puter on again. 

6 



Chapter 3 

WHAT YOU NEED TO KNOW 
TO USE FLOPPY DRIVES 

Floppy diskettes are sensitive. To avoid losing information, han- 
dle them with care, as described in your computer's Installation 
and Operation Manual. 

eti 

WRI' 

/ 
B 

TE 

4- 

-PROTECT NO 

- TAB 

TCH 

Most diskettes have a square notch cut from one side. This is a 
write-protect notch. If you fold a special adhesive tab (supplied 
with diskettes) over this notch, your computer can no longer 
write (store) data on the diskette. The tab protects the diskette 
from inadvertent destruction of data. 

Removing the tab permits MS-DOS to write data on the diskette 
again. 
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3 I What You Need To Know To Use Floppy Drives 

Types of Floppy Disk Drives 
Tandy’s latest computers support more than one type of floppy 
disk drive. Your drive types depend on your computer. For exam- 
ple, the Tandy 3000 HL’s Drive A is installed at the factory as a 
standard drive (double-sided, 5 1/4-inch, 360-kilobyte). The 
Tandy 3000’s Drive A, on the other hand, is a high-capacity 
drive (double-sided, 5 1/4-inch, 1.2-megabyte). Both computers 
can have an optional Drive B, which can be either standard or 
high-capacity . 
The type of diskettes you can use in a drive depend on that 
drive’s type: 

You can use only standard, double-sided diskettes (Cat. 
No. 26-412) in standard drives. 

You can use either high-density diskettes (Cat. No. 26- 
422) or standard diskettes in high-capacity drives. 
High-capacity drives can read from and write to both 
kinds of diskettes. (Standard diskettes written to in 
high-capacity drives require a special format, which is 
discussed later in this chapter.) 

Backing Up Diskettes 
The magnetically stored information on diskettes can be 
destroyed by exposure to a magnetic field or by improper use or 
handling. Therefore, you should make several copies of important 
diskettes. If anything happens to a backup diskette, immediately 
make another. 

There are two ways to  back up diskettes. Depending on the types 
of drives you have, you use either the COPY command or the 
DISKCOPY command. If you use COPY, you must first use the 
FORMAT command to prepare the target diskette for information 
storage. (The target is the diskette to receive the information.) If 
you use DISKCOPY, you do not need t o  format the target 
diskette. DISKCOPY automatically formats the diskette for you. 

Note: MS-DOS now has an enhanced COPY command, 
XCOPY, which you might find handier than COPY for 
backing up diskettes that contain subdirectories. But 
for the MS-DOS system diskette and other diskettes 
that don’t contain subdirectories, COPY is simpler to 
use than XCOPY. (For more information on XCOPY, 
see “Copying Files and Directories” in Chapter 6.) 

8 



3 I What You Need To Know To Use Floppy Drives 

Before making copies of any diskette, place a tab over the 
diskette's write-protect notch (as shown in the illustration at 
the beginning of this chapter). This precaution ensures that you 
do not accidentally alter or destroy data on the diskette. If you 
want to store data on the protected diskette after copying, be 
sure to first remove the tab. 

We strongly suggest that you now make at least two back- 
ups of your MS-DOS system diskette, using the appropri- 
ate command sequence from the table of backups in this 
chapter. To use the table, you need to be aware that the MS- 
DOS system is distributed on a standard diskette. Also, note 
that you need to include the IS switch if you use the FORMAT 
command. 

Note: A switch is an  indicator you add to  a command 
that changes the commands operation in some way. 
All MS-DOS switches begin with a a slash (4. 
When used with FORMAT, IS causes FORMAT to 
copy the two invisible system files and the file 
COMMAND.COM to the target diskette as it formats 
the target. The system files are boot files. You must 
have them on any diskette from which you want to 
boot the system. The COPY command can transfer 
other files from the system diskette, but it cannot 
transfer the system files. Therefore, you must transfer 
the system files during the formatting. 

Preceding the table of backups are instructions for use of the 
FORMAT command. Following the table are two sample proce- 
dures for backing up diskettes. The samples are provided to 
familiarize you with the order of events and the prompts you 
might see on the screen. Use them for background, but use the 
table to determine the particular commands that you need. All 
the commands display screen prompts to lead you through the 
procedures. 



3 I What You Need To Know To Use Floppy Drives 

Formatting With One Floppy Disk Drive 
The following is a general procedure for formatting a diskette for 
any type of data storage. 

When formatting a diskette, the system writes to  the diskette 
information that the diskette needs in order to store data. There- 
fore, the diskette’s write-protect notch must not be covered dur- 
ing formatting. 

1. If your computer is off, turn it on, and boot MS-DOS as 
outlined in Chapter 2. 

2. At the system prompt (A>) ,  enter the FORMAT command 
that is appropriate for your drive and media (diskette type): 

a. To format a standard diskette in a standard Drive A, 
or to  format a high-density diskette in a high-capacity 
Drive A, type: 

f o r m a t  a :  (ENTER] 

Note: If you want to copy the boot tracks from 
the system diskette, which you must do to back 
up the system, include the /S switch before press- 
ing [ENTER]. For example, type: 
f o r m a t  a :  1 5  (ENTER). 

To format a standard diskette in a high-capacity 
Drive A, include the /4 switch in the FORMAT com- 
mand, as shown here: 

b. 

f o r m a t  a :  /4 [ENTER] 

The /4 switch causes a standard-density format in a 
high-capaci ty drive. 

Note: If you want to copy the boot tracks from 
the system diskette, which you must do to back 
up the system, include the /S switch before press- 
ing =. For example, type: 
f o r m a t  a :  1 4 1 5  (ENTER]. 

3. The following prompt appears: 

I n s e r t  new d i 5 k e t t e  f o r  d r i v e  A :  
a n d  5 t r i k e  E N T E R  when r e a d y  

10 



3 I What You Need To Know To Use Floppy Drives 

4. Replace the system diskette in Drive A with the diskette 
you wish to format, and press m. FORMAT informs you 
of its progress by displaying numbers corresponding to the 
different disk areas as it formats them. 

When FORMAT ends, a prompt appears, giving you the 
option to format another diskette in the same way. To for- 
mat another, press m. Then, at the I n s e r t  n e w  
d i 5 k et t e prompt, replace the newly formatted diskette 
with another blank diskette, and press (. If you don't 
want to format another, press @. 

5. 

6. Pressing 

7. 

causes the A >  prompt to return to  the screen. 

Store formatted diskettes in a safe place until you are 
ready to use them. 

Formatting With Two Floppy Disk Drives 
The following is a general procedure for formatting a diskette for 
any type of data storage. It describes how to format a diskette in 
Drive B. To format a diskette in Drive A, follow the steps under 
"Formatting With One Floppy Disk Drive," above. 

When formatting a diskette, the system writes to  the diskette 
information that the diskette needs in order to store data. There- 
fore, the diskette's write-protect notch must not be covered dur- 
ing formatting. 

1. If your computer is off, turn it on and boot MS-DOS as out- 
lined in Chapter 2. 

2. At the system prompt (A>) ,  enter the FORMAT command 
that is appropriate for your drive and media (diskette type): 

a. To format a standard diskette in a standard Drive B, 
or to format a high-density diskette in a high-capacity 
Drive B, type: 

f o r m a t  b :  

Note: If you want to copy the boot tracks from 
the system diskette, which you must do to  back 
up the system, include the /S switch before press- 
ing =. For example, type: 
f o r m a t  b :  / 5  m. 



3 I What You Need To Know To Use Flopp-y Drives 

3. 

4. 

5. 

b. To format a standard diskette in a high-capacity 
Drive B, include the /4 switch in the FORMAT com- 

’ mand, as shown here: 

f o r m a t  b :  /4IENTER) 

The /4 switch causes a standard-density format in a 
high-capacity drive. 

Note: If you want to  copy the boot tracks from 
the system diskette, which you must do to back 
up the system, include the /S switch before press- 
ing m. For example, type: 
f o r m a t  b :  /4/5(ENTERl. 

FORMAT asks you to insert the diskette to  be formatted in 
Drive B. When ready, press [ENTER], and formatting begins. 
FORMAT informs you of its progress by displaying numbers 
corresponding to the different disk areas as it formats 
them. 

When FORMAT ends, a prompt appears, giving you the 
option to  format another diskette in the same way. To for- 
mat another, press m. Then, when prompted for the 
diskette to  format, replace the newly formatted diskette 
with another blank diskette, and press m. If you don’t 
want to  format another, press m. 
Store formatted diskettes in a safe place until you are 
ready to use them. 
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3 I What You Need To Know To Use Flowwv Drives 

high-den. - standard 

Table of Backups 

Note: The following table includes the basic commands 
for backing up your MS-DOS system diskette. 

f orma t b :  / 4  /S [ENTER] 
c o p y  a:filename b :  [ENTERJ 

Drive Configuration 

Drive A + Drive A 
standard * standard 

high-den. - high-den. 

standard +standard 

Drive A + Drive A 
high-cap. - high-cap 

d i s  k c o p y  a: b :  [ENTER] 
d i s k c o p y  a: b :  IENTERJ 

standard - standard 

standard + high-den. 

Drive A + Drive B 
high-cap. + high-cap. 

f o r m a t  b :  /S IENTER] 
c o p y  a:*.* b :  

Drive A + Drive B 
standard .+ high-cap. 

Drive A + Drive B 
high-cap. - standard 

standard - standard 

~~ 

Media- I Command Sequence 

d i 5  k c o p y  a: b :  [m] 

source - target 

standard - standard d i s  k c o p y  

high-den. - standard 

c o p y  a:filename b :  

f o r m a t  b : /S IENTER] 
c o p y  b :  filename a: [m] 

13 
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Sample Backup Procedures 
In the following procedures, the source diskette is the diskette 
that contains the programs, system files, or data files that you 
want to copy. The target diskette is the diskette you select to 
receive the copy. 

Note: Some application programs you buy do not let 
you make copies of program diskettes. Check the pro- 
gram manual for information on protecting the data 
on these diskettes. 

Sample DISKCOPY Procedure 
Using the DISKCOPY command is faster than using FORMAT 
and COPY, but DISKCOPY has limitations. Look at  the table of 
backups. The source diskette must be of the same type as the 
target diskette for you to use DISKCOPY. Therefore, you cannot 
use i t  to copy between standard and high-density diskettes. 

Note: If you have a high-capacity drive, and you want 
to copy your MS-DOS system (on a standard diskette) 
to a high-density diskette, see “Sample COPY 
Procedure .” 

The following DISKCOPY sample assumes the computer has only 
one floppy disk drive-a standard drive. It illustrates how to 
back up the MS-DOS system to another standard diskette in 
that drive. 

1. If your computer is off, turn it on, and boot MS-DOS as 
outlined at  the beginning of Chapter 2. 

2. At the system prompt (A>) ,  type: 

diskcopy IENTERJ 
The screen displays the following prompt: 

Insert source diskette in drive A :  
Strike any key when ready 

14 
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3. To copy the MS-DOS system diskette, leave it in the drive. 
Otherwise, replace it with the diskette you wish to  copy. 
Press the space bar. The screen displays: 

C o p y i n g  2 5 i d e 5 ,  4 0  t r a c k 5 ,  9 5e c t o r 5 / t r a c k  

Note: This display might vary, depending on the 
diskette you are copying. 

After a few moments, the screen displays: 

Insert target d i 5 k e t t e  in d r i v e  A :  
S t r i k e  a n y  key w h e n  r e a d y  

4. Remove the source diskette. Be sure there is not a write- 
protect tab on the target diskette. Insert the target diskette 
in Drive A, and press the space bar. 

In some instances, MS-DOS might request that you swap 
the source and target diskettes one or more times before 
DISKCOPY is complete. 

When the DISKCOPY procedure is finished, this message 
appears : 

C o p y  c o m p l e t e  
C o p y  a n o t h e r  C Y / N ) 7  

5. If you wish to  create more copies, press m, and again fol- 
low the prompts. To ensure the safety of your operating sys- 
tem, make a minimum of two copies of MS-DOS. 

After making the number of the copies you wish, press 
a t  the C o p y  a n o t h e r  ( Y / N ) 7  prompt. The DISKCOPY 
procedure ends, and the system prompt reappears. 

Use one backup diskette as your working diskette. Store 
the original diskette and any additional backups away from 
heat, magnetic sources, and electric motors, in a relatively 
dust-free environment. 

6. 
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Sample COPY Procedure 
The COPY command, unlike DISKCOPY, “does not care” about 
media types. This is because COPY transfers by file; whereas, 
DISKCOPY transfers an entire diskette sector-by -sector, dupli- 
cating the format of the source diskette in the process. COPY is 
the more versatile command. 

In the procedure that follows, you see the characters *.* in the 
COPY command. This sequence of characters tells COPY to 
transfer all files on a diskette. To back up a diskette, you usu- 
ally want to  transfer all files. 

Note: The exception is if you back up a high-density 
diskette to  a standard diskette. Because a high- 
density diskette can hold so much more data than a 
standard diskette, you might need to use more than 
one standard diskette to back up one high-density 
diskette. If so, you need to copy individual files. This 
explains why three COPY commands on the table of 
backups include filenume instead of *.*. You need to 
enter the COPY command once for each file you want 
to copy, and you need to specify the file to  copy. (See 
“MS-DOS Disk Organization” in Chapter 4 to learn 
about files and filenames.) 

The following sample COPY procedure assumes the computer has 
only one floppy disk drive-a high-capacity drive. It illustrates 
how to back up the MS-DOS system to a high-density diskette 
in that drive. 

1. If your computer is off, turn it on, and boot MS-DOS as 
outlined at the beginning of Chapter 2. 

2. At the system prompt (A>) ,  type: 

format a :  /s[ENTER) 

This command instructs the system to format a diskette in 
Drive A, and copy the boot tracks to  it. 

3. The following prompt appears: 

Insert new diskette for drive A :  
and strike ENTER when ready 

16 
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4. 

5.  

6. 

7.  

8. 

9. 

10. 

11. 

Replace the system diskette in Drive A with the high-den- 
sity diskette you wish to format, and press m. 
When the format ends, a prompt appears, giving you the 
option to format another diskette in the same way. Press 
to  format a second diskette so that you can make two copies 
of the system diskette. When prompted for the diskette to  
format, replace the newly formatted diskette with another 
blank diskette, and press m. 
After formatting the second diskette, press when asked 
if you want to  format another diskette. 

Pressing causes the A >  prompt to  return to  the screen. 
Remove the formatted diskette from the disk drive, and 
replace it with the MS-DOS system diskette. 

Enter the COPY command to copy the remaining files from 
the system diskette: 

c o p y  a : * . *  b :  [ENTER] 

The operating system reads this command as “copy all files 
(except boot track files) on Drive A to Drive B.” Because 
you have only one floppy disk drive, it performs a single- 
drive copy, and it “thinks of’ the target diskette as the 
Drive B diskette. 

The copy begins. Insert your source diskette whenever the 
screen asks for the Drive A diskette. Insert your target 
diskette whenever it asks for the Drive B diskette. 

When the copy finishes, COPY displays the number of files 
copied. 

Re-insert the MS-DOS system diskette in the drive, and 
enter the COPY command again to copy the system to the 
second formatted diskette. 
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At any time, you can use COPY to  transfer files to  a diskette 
that already contains data. As long as the files on the target 
diskette do not have the same names as files on the source 
diskette, COPY does not affect the files on the target. (If a target 
file does have the same name as a source file, COPY overwrites 
the target file.) 

Caution: Formatting erases all information on a 
diskette. Do not reformat the target diskette. 

For example, if you have an application program that takes up 
two standard diskettes, you might want to  transfer the program 
to one high-density diskette. Further, you might want the high- 
density diskette to  be bootable so that you can start up the pro- 
gram without using a separate MS-DOS system diskette. If so, 
format a blank high-density diskette, being sure to  include the 
/S option. Then, use COPY to  transfer the remaining files from 
the system diskette. Use COPY again to  transfer all files from 
both standard diskettes t o  the now bootable high-density 
diskette. 

Changing the Current Drive 
So far, this manual assumes you are using Drive A as the cur- 
rent drive. The current drive is the one from which you operate. 
Whenever the computer needs a program or data file, it looks for 
the file on the current drive. 

You can, however, operate from drives other than Drive A. If you 
have two floppy drives, you can change the current drive by 
typing: 

b :  [ENTERJ 

The screen prompt changes from c \ >  to E>, and the system sets 
Drive B as the current drive. If you have a hard disk, but 
started your system using a floppy system diskette, you can 
change the current drive t o  Drive C in the same manner 
(assuming the hard disk is formatted). 

Whenever you want to access a drive other than the current 
drive, you must include the drive name in the command. For 
example, to  execute a program named Datapro in Drive A (if you 
are not operating from Drive A), type: 

a : d a t a p r o  [ENTER] 

18 
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As mentioned earlier, Tandy’s latest computers support more 
than one type of floppy disk drive, and the various Tandy com- 
puters might come with different types of drives. For example, 
the Tandy 3000 HL’s Drive A is installed at  the factory as a 
standard drive. The Tandy 3000’s Drive A, on the other hand, is 
a high-capacity drive. 

Suppose you have a Tandy 3000 HL with no extras (only a stan- 
dard drive) and a Tandy 3000 with no extras (only a high- 
capacity drive). Although the computers have different types of 
drives, they can nonetheless make use of the same data. You 
simply need to copy the data to the correct type of diskette by 
following the appropriate set of instructions from one of the next 
two sections. 

Caution: To safeguard your data,  follow this rule 
whenever you work with more than one type of drive: 
Never write to a diskette using a drive that is not 
of the same type as that used to format the 
diskette. For example, if you have a diskette that was 
created on Drive A of the Tandy 3000 HL, do not 
write information t o  i t  using the high-capacity drive 
of the Tandy 3000. 

Copying from Standard to High-Capacity 

Note: For the sake of simplicity, this example assumes 
both computers have only one drive, as in the scenario 
above. 

High-capacity drives can read all standard diskettes-including 
those formatted in standard drives. Thus, you can transfer data 
directly from a standard drive in one computer to a high- 
capacity drive in another computer. 

19 
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To copy the data, refer to  the following illustration. The source is 
a diskette created in a standard drive. (For safety’s sake, this 
diskette should be a backup copy of the information you want to  
transfer.) The target diskette is a diskette formatted in a high- 
capacity drive. It can be either a high-density diskette or a stan- 
dard diskette. In the target computer’s high-capacity drive, use 
the COPY command to transfer the files from the source diskette 
to  the target diskette. 

20 
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Standard to High-Capacity 

Copy the data from a standard diskette to a high-density 
diskette, using the target computer. 

Tandy 3000 with a high-capacity drive 
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Copying from High-Capacity to Standard 

Note: For the sake of simplicity, this example assumes 
both computers have only one drive, as in the scenario 
mentioned earlier. 

Although a standard drive cannot read a high-density diskette, 
it can read a standard diskette formatted in a high-capacity 
drive. Because of this capability, you can use a standard 
diskette formatted in a high-capacity drive as a means of trans- 
ferring data from a high-capacity drive to a standard drive. 

To copy the data, refer to the following illustration. The source is 
a standard diskette created in a high-capacity drive. This 
diskette is a copy of either a high-density diskette or of another 
standard diskette created in a high-capacity drive. (Unless the 
source diskette is new, you should bulk erase it before copying 
the data to it.) The target diskette is a standard diskette format- 
ted in a standard drive. 

In the target computer’s standard drive, use the COPY command 
to transfer the files from the source diskette to  the target 
diskette. The target diskette becomes your working diskette for 
standard drives. You might want to make a backup of it, using 
DISKCOPY. 
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High-Capacity to Standard 

1. Copy the file to a standard diskette, formatted 
in a high-capacity drive, using the source 
computer. 

High-density diskette or a 
standard diskette formatted in 
a high-capacity drive 

s.dat 
KUP 

Standard diskette 

a high-capacity drive 

Tandy 3000 with a high-capacity drive 

Copy the file from the source diskette to  a 
standard working diskette, using the target 
computer. 

2. 

a standard drive 
Standard diskette formatted in 

Tandy 3000 HL with a standard drive 
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Chapter 4 

WHAT YOU NEED TO KNOW TO USE 
HARD DISKS 

Hard disks greatly expand the capacity of your computer system. 
They can store much more information than floppy diskettes, and 
MS-DOS can access data and programs from them more quickly 
than from floppy diskettes. 

The first step in using your hard disk is to understand how MS- 
DOS stores and organizes data on disk. This section briefly pre- 
sents all the information you need so that you can quickly pro- 
ceed to the next, “Formatting a Hard Disk.” 

Note: The information presented here is true for both 
floppy and hard disks, but greater storage capacity 
makes it particularly important for managing data on 
a hard disk-based system (a computer system that has 
a hard disk). 

About Files 
All information on disks is stored in files. In some instances, 
this file data is a program (information that causes the computer 
to perform a task). In other instances, files consist of system 
information, such as what character to display on the screen 
when you press a key. A file can also contain data you create, 
perhaps a letter to a friend or information about your checking 
account. 

About Directories 
All files on a disk, whether a floppy diskette or a hard disk, 
reside in a directory. A directory is a storage space for filenames, 
directory names, or both. After you format a disk, it contains 
one directory called the ROOT directory. On your MS-DOS sys- 
tem disk, the commands are contained in the ROOT directory. 
When you boot your computer using MS-DOS, you are automati- 
cally in (operating from) the ROOT directory. 
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I 
Jimsales Joesales 

If you create another directory, it is a subdirectory of the ROOT 
directory. For instance, if you create a directory named SALES, 
it resides in the ROOT directory, and your disk organization 
looks like this: 

ROOT DIRECTORY 

SALES 
I 

You can now store files in the SALES directory. If you create 
two files named Joesales and Jimsales, the organization looks 
like this: 

ROOT DIRECTORY 
I 
I 

Joesales 
I SALES 

Jimsales 

You can continue to create files and directories on a disk until 
its storage space is filled. 

Multiple Directories 
There is nothing wrong with storing all your files in the ROOT 
directory. Doing so makes it easy to access them because you 
are always in the same directory as your files. 
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However, organizing a disk into multiple directories makes it 
easy to keep your data organized when you have many files or if 
more than one person is using the same disk. Such a multiple- 
directory organization is especially helpful when using hard 
disks because hard disks can store hundreds of files. 

The file and directory names shown so far consist of letters of 
the alphabet and of numbers, but you can use other characters 
and symbols in a file or directory name. The following is a com- 
plete list of acceptable characters: 

0 Uppercase letters: (A-Z) 

0 Lowercase letters: (a-z) 

0 Decimal digits: (0-9) 

0 These symbols: $ & # % ’ ( - @ * { } ! 

When creating filenames, do not include more than eight charac- 
ters. MS-DOS ignores any characters after the eighth, and this 
can cause problems. For example, MS-DOS truncates both 
Accounts1 and Accounts2 to  Accounts. If you save both files in 
the same directory, MS-DOS overwrites the first file with the 
second, destroying the first file. 

Filename Extensions 
Any filename can contain an extension, which further identifies 
the file. An extension is an appendage you add to the end of a 
filename. It is always preceded by a period. 

Extensions can be a maximum of three characters and can 
include the same characters allowed in filenames. If you attempt 
to  give extensions more than three characters, MS-DOS trun- 
cates them to the first three. 

One use of extensions is t o  give different files the same name but 
different extensions. For example, you can create two files named 
Accounts.one and Accounts.two without conflict. 

Once you include an extension in a filename, you must use,that 
extension whenever you specify the file. 

27 



I 4 I What You Need lb Know 5% Use Hard Disks 

Examples of Filenames 
The ,following are  samples of filenames tha t  MS-DOS can 
recognize: 

mydatal SAMFILE 
l.tst $ lOOGIFT 
records. srt 'HELP'. fil 
xxx.xx File#l .txt 
10%SALES par @64. gam 
PROGl.BAS -Check.bal 
PROGB .bas myprog . sor 

In addition to several characters and symbols that are not valid 
in filenames, there are a few special words (MS-DOS device 
names) that you cannot use. These are: 

aux con 
Prn nul 
1st 

Examples of invalid filenames are: 

his*hers . . . . . . . .  because * is not a valid character for 
names. 

.DATA . . . . . . . . . .because you can only use the period to 
separate filenames and extensions. 

regionsales . . . . .because filenames have a maximum of 
eight characters. MS-DOS truncates the 
name to Regionsa. 

COST+INT . . . . .because + is not a valid character for 
names. 

CON.dat . . . . . . . .because con is a word reserved by MS- 
DOS. 

~ o r ~ a t t i n ~  a Hard Disk 
To initialize your hard disk for use, you need to create one or 
more partitions (sections) on the hard disk, format the parti- 
tion(s>, and install MS-DOS. The task involves a number of 
steps, but normally you do it only once. 

The procedure varies, depending on the size of your hard disk 
and whether or not the disk is a standard type. Select the proce- 
dure that describes your hard disk. 
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Procedure AI A s tandard  hard disk of 32 or  fewer 
megabytes. 

Procedure B I A non-standard hard disk of 32 or fewer 
megabytes. 

Procedure C I A standard hard disk of more than 32 
megabytes. 

Procedure D I A non-standard hard disk of more than 32 
megabytes. 

To determine whether your drive is standard, compare the 
number of cylinders and the number of heads for your 
drive with the numbers in the following table. (Each hard 
disk drive comes with the information you need.) If your infor- 
mation exactly matches a type in the table, you have a standard 
drive. If it does not, you have a non-standard drive. 

Type Cylinders Heads 
1 306 4 
2 615 4 
3 615 6 
4 940 8 
5 940 6 
6 615 4 
7 462 8 
8 733 5 
9 900 15 

10 820 3 
11 855 5 
12 855 7 
13 306 8 
14 733 7 
15 . . . . . . . Reserved . . . . . . . 
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Before beginning the initialization, note the following about all 
four procedures: 

They are for a soft format of the hard disk. They 
assume that you first used the SETUP and FORMAT 
HARD DISK utilities on your Utilities diskette to do 
a hard format as outlined in your Znstal2ation and 
Operation Manual. 

They all describe how to format the entire disk for 
MS-DOS. Some Tandy computers, such as the Tandy 
3000, can use the XENIX operating system, as well 
as MS-DOS. With these computers, you can have both 
XENIX and MS-DOS residing on one hard disk, in 
separate partitions. If you want to  do this, see your 
XENIX documentation for more information. 

They are written as if you have only one floppy disk 
drive. As a result, you can follow the steps exactly, 
regardless of the number of floppy disk drives on your 
system. If, however, you have two drives, and you want 
make more use of Drive B, be sure to  specify b : when 
accessing files on that drive. For example, to run the 
FDISK program from Drive B, type: b : f d i 5 k m. 

0 

0 
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Procedure A 
(Standard HD of 32 or Fewer Meg) 
1. 

2. 

Boot your system as outlined in Chapter 2. 

Replace the MS-DOS system diskette in Drive A with your 
Supplemental Programs diskette. 

3. At the system prompt, type: 

fdisk [ENTER) 

The screen displays the following menu: 

Choose one of the following: 

1 .  Create DOS Partition 
2. Change Active Partition 
3. Delete DOS Partition 
4. Display Partition Data 
5. Select Next Hard Disk Drive 
6. Select Previous Hard Disk Drive 

Enter Selection - - >  

Press E S C  to exit to MSDOS. 

4. Type I [ENTER] to select the Create DOS Partition option. 
The screen displays: 

Do you wish to use the entire hard 
disk for DDS ( Y / N )  - - >  Y 

5.  Type Y I. After a moment, the screen displays: 

System needs to reboot 
Insert system disk i n  Drive A 
Press any key to reset the system 

6. Remove the Supplemental Programs diskette from Drive A. 
Insert the MS-DOS system diskette in Drive A, and press 
the space bar. The system reboots. 

Press [ENTER] a t  the date prompt and again a t  the, time 
prompt. 

7. 
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8. At the system prompt, type: 

format c: / 5  / v m  

The /S switch tells FORMAT to transfer the operating sys- 
tem files to  your hard disk. 

The /V switch causes FORMAT to ask you to enter a vol- 
ume label for Drive C. Labeling the drive helps protect it 
from accidental erasure because subsequent FORMAT com- 
mands require that you enter the correct label before for- 
matting can begin. 

Before MS-DOS begins to format your MS-DOS partition, it  
displays this warning and prompt: 

W A R N I N G ,  A L L  D A T A  O N  N O N - R E M O V A B L E  D I S K  
D R I V E  C: W I L L  B E  L O S T !  
Proceed with Format <Y/N)? 

9. Type Y [ENTER/ to  begin formatting. FORMAT displays num- 
bers corresponding to the various heads and cylinders on 
the hard disk as it formats them. 

When the formatting process is  finished, the screen 
displays: 

Formatting complete 
System transferred 

Volume label ( 1 1  character5, E N T E R  for 
none)? 

10. Type a label containing a maximum of 11 characters, and 
press [. 
Follow the steps outlined in “Copying MS-DOS to Hard 
Disk,” later in this chapter. 

11. 
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Procedure B 
(Non-Standard HD of 32 or Fewer Meg) 
1. 

2. 

Boot your system as outlined in Chapter 2. 

Because your disk is non-standard, you need to transfer the 
HDRIVESYS program from your Supplemental Programs 
diskette to your MS-DOS system diskette. (This program, 
when installed, enables you to use a non-standard disk.) 

a. If you have one floppy disk drive, type: 

c o p y  b : h d r i v e . s y s  a :  [ENTERJ 

When prompted for the Drive B diskette, replace the 
MS-DOS system diskette with the Supplemental Pro- 
g rams  diskette. When prompted for the Drive A 
diskette, re-insert the system diskette. COPY informs 
you when it finishes copying the file. 

If you have two floppy disk drives, insert the Supple- 
mental Programs diskette in Drive B, and type: 

b. 

c o p y  b : h d r i v e . 5 y s  a: [ENTERJ 

Almost immediately, COPY informs you that it is fin- 
ished copying the file. Remove the Supplemental Pro- 
grams diskette from Drive B. 

You’re now ready to install the HDRIVESYS device driuer. 
To do this, you put an instruction in a special file called 
CONFIGSYS that you create. CONFIGSYS is a configura- 
tion file, a file that MS-DOS automatically reads and exe- 
cutes whenever you boot or reset the system. To create the 
configuration file, type: 

3. 

c o p y  c o n  a : c o n f i g . s y s  [ENTER] 

Without displaying a prompt, the system waits for you to 
type the instructions that you want in the file. Type: 

d e v i c e = h d r i v e . s y s  [ENTERJ 

Then, press [CTRL] 17) to end the file. 

The screen displays ^z .  Press [ENTER] t o  save the file on the 
system diskette. The screen displays: 

1 File(s1 c o p i e d  
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4. Reboot the system so MS-DOS executes CONFIG.SYS. Do 
this either by pressing the red Reset button or by pressing 
JCTRL) [ALT] [DEL] simultaneously. 

Remove the MS-DOS system diskette from Drive A, and 
insert the Supplemental Programs diskette in Drive A. 

At the system prompt, type: 

5.  

6. 

fdisk [ENTER] 

The screen displays the following menu: 

Choose one of the following: 

1 .  Create DOS Partition 
2. Change Active Partition 
3 .  Delete DOS Partition 
4 .  Display Partition Data 
5. Select Next Hard Disk Drive 
6. Select Previous Hard Disk Drive 

Enter Selection - - >  

Press ESC to exit to MSDOS. 

7. Type 1 [ENTER] to select the Create DOS Partition option. 
The screen displays: 

Do you wish to use the entire hard 
disk for DOS C Y / N ) - - >  Y 

8. Type Y [ENTER]. After a moment, the screen displays: 

System needs to reboot 
Insert system disk in Drive A 
Press any key to re5et the system 

9. Remove the Supplemental Programs diskette from Drive A. 
Insert the MS-DOS system diskette in Drive A, and press 
the space bar. The system reboots. 

Press [ENTERI at the date prompt and again at the time 
prompt. 

10. 
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11. 

12. 

13. 

14. 

15. 

When the system prompt reappears, type: 

format c: / s  /v[ENTER] 

The /S switch tells FORMAT to  transfer the operating sys- 
tem files to  the disk you’re formatting. 

The /V switch causes FORMAT to ask you to  enter a vol- 
ume label for Drive C. Labeling the drive helps protect it 
from accidental erasure because subsequent FORMAT com- 
mands require that you enter the correct label before for- 
matting can begin. 

Before MS-DOS begins to format your MS-DOS partition, it 
displays this warning and prompt: 

W A R N I N G ,  ALL DATA O N  NON-REMOVABLE D I S K  
DRIVE C :  WILL BE LOST! 
P r o c e e d  w i t h  F o r m a t  ( Y / N ) 7  

Type Y [ENTER) to begin formatting. FORMAT displays num- 
bers corresponding to the various heads and cylinders on 
the hard disk as it formats them. 

When the  formatting process is  finished, t h e  screen 
displays: 

F o r m a t t i n g  c o m p l e t e  
S y s t e m  t r a n s f e r r e d  

V o l u m e  label ( 1 1  c h a r a c t e r s ,  ENTER f o r  
none)? 

Type a label containing a maximum of 11 characters, and 
press m. 
You now need to transfer the HDRIVESYS program and 
your CONFIG.SYS file from your system diskette to your 
hard disk. To do this, type: 

c o p y  a : h d r i v e . s y s  c : m  
c o p y  a : c o n f i g . 5 y 5  c: (ENTER) 

Remove the MS-DOS system diskette from Drive A, and 
leave the drive lever open. Reset the system either by press- 
ing the red Reset button on the system unit, or by pressing 
(CTRL] [m] [DEL] on the keyboard. The system boots from the 
hard disk. 
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16. Press [ENTER] at the date prompt and again at the time 
prompt. The screen displays the C >  prompt to  indicate that 

,you are operating from the hard disk. 

Follow the steps outlined in “Copying MS-DOS to Hard 
Disk,” later in this chapter. 

17. 
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Procedure C 
(Standard HD of More Than 32 Meg) 
1. 

2. 

Boot your system as outlined in Chapter 2. 

Remove the MS-DOS system diskette from Drive A, and 
insert the Supplemental Programs diskette in Drive A. 

When the system prompt reappears, type: 3. 

fdisk [ENTER) 

The screen displays the following menu: 

Choose one of the following: 

1 .  Create DOS Partition 
2. Change Active Partition 
3 .  Delete DOS Partition 
4. Display Partition Data 
5. Select Next Hard Disk Drive 
6. Select Previous Hard D i s k  Drive 

Enter Selection - - >  

Press ESC to exit to MSDOS. 

4. Type I IENTERl to select the Create DOS Partition option. 
The screen displays: 

Do you wish to use the entire hard 
disk for DOS ( Y / N ) - - >  Y 

5 .  Type Y m. After a moment, the screen displays: 

System needs to reboot 
Insert system disk i n  Drive A 
Press any key to reset the system 

6. Remove the Supplemental Programs diskette from Drive A. 
Insert the MS-DOS system diskette in Drive A, and press 
the space bar. The system reboots. 

at the date prompt and again at the time 
prompt. 

When the system prompt reappears, type: 

7. Press 

8. 

format c: 1 5  /v[=] 
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The /S switch tells FORMAT to transfer the operating sys- 
tem files to  the disk you’re formatting. 

The N switch causes FORMAT to ask you to enter a vol- 
ume label for Drive C. Labeling the drive helps protect it 
from accidental erasure because subsequent FORMAT com- 
mands require that you enter the correct label before for- 
matting can begin. 

Before MS-DOS begins to format your MS-DOS partition, it  
displays this warning and prompt: 

W A R N I N G ,  A L L  D A T A  O N  N U N - R E M O V A B L E  D I S K  
D R I V E  C: W I L L  B E  L O S T !  
P r o c e e d  w i t h  Fo rmat  (Y/N)? 

9. Type Y lENTERl to  begin formatting. FORMAT displays num- 
bers corresponding to the various heads and cylinders on 
the hard disk as it formats them. 

When the formatting process is  finished, the screen 
displays: 

F o r m a t t i n g  c o m p l e t e  
Sys tem t r a n s f e r r e d  

Volume label ( 1 1  c h a r a c t e r s ,  E N T E R  f o r  
none)? 

10. Type a label containing a maximum of 11 characters, and 
press m. 

11. 

12. 

When the format is finished, type: 

c :  [ENTERJ 

The screen displays the C >  prompt to indicate that you are 
operating from the hard disk. 

Your DOS partition can use only the first 32 megabytes on 
the hard disk. To use the remaining space with MS-DOS, 
you must create one or more non-bootable (DOS2) 
partitions. 

Before you can do this, you need to transfer three programs 
from your Supplemental Programs diskette to your hard 
disk. 
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Note: Two of these programs, MLPART.COM and 
MLFORMAT.COM, enable you to partition and 
format the area above the first 32 megabytes. 
The third, MLPART.SYS, is a device driver that, 
when installed, enables you to access that area. 

Remove your system diskette from Drive A, and insert the 
Supplemental Programs diskette in Drive A. At the system 
prompt, type: 

c o p y  a : m l * . *  c: [ENTEA] 

MS-DOS informs you when it finishes copying the three 
program files. 

Note: You can have a maximum of three DOS2 
partitions on any hard disk. The remainder of 
this procedure describes how to create one DOS2 
partition on Drive C. If you want to  create multi- 
ple DOS2 partitions, or if you want to create 
DOS2 partitions on Drive D, see your MS-DOS 
Reference Manual. 

13. To later install the MLPART.SYS device driver, you need to 
put an instruction in a special file called CONFIG.SYS 
that you create. CONFIGSYS is a configuration file, a file 
that MS-DOS automatically reads and executes whenever 
you boot or reset the system. To create the configuration 
file, type: 

c o p y  c o n  c:config.5y5 [ENTER] 

Without displaying a prompt, the system waits for you to 
type the instructions that you want in the file. Type: 

d e v i c e = m l p a r t . s y 5  c: (ENTER] 

Then, press [ T K ]  17 to end the file. 

The screen displays ^z. Press [ENTER] to save the file on the 
hard disk. The screen displays: 

1 F i l e C 5 )  c o p i e d  

14. You are now ready to use MLPART.COM to create the 
DOS2 partition. At the C >  prompt, type: 

m l p a r t  [ENTER] 
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The screen displays the MLPART menu: 

Choose one of the following: 
1 .  Create DOS2 Partition 
2 .  Delete DOS2 Partition 
3. Display Partition Data 
4 .  Select Next Hard Disk Drive 
5. Select Previous Hard Disk Drive 

Enter Selection - - >  

Press E S C  to exit to MSDOS. 

15. Type 1 [ENTER] to select the Create DOS2 Partition option. 
MLPART displays a screen like this: 

Partition Status Type Start End Size 
1 A DOS 0 7 6 9  770 

Total hard disk space is 986 cylinders 
Maximum available space i5 2 1 6  cylinders 
at cylinder 770 .  
Enter partition size----> 

The maximum available space is the maximum for the 
DOS2 partition you are currently creating. The number is 
limited by two factors: 

The maximum amount of space allowed for any 
partition (32 megabytes). 

The amount of space remaining on the disk. This 
is the case in the sample, which is for a 40-mega- 
byte drive. The DOS partition takes 32 mega- 
bytes (equivalent to 770 cylinders on this disk) so 
that only about eight megabytes (216 cylinders) 
remain for a DOS2 partition. 

In answer to the Enter partition size prompt, type the 
number of cylinders you wish to allot to  your DOS2 parti- 
tion, and press m. We recommend using the maximum 
ava i 1 ab 1 e 5 pace. For this example, you would type: 

16. 

2 1 6  [ENTER] 
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17. A new prompt appears: 

Enter starting cylinder number----> 

Enter the number of the cylinder where you wish your 
DOS2 partition to begin. You must type a cylinder number 
that is the same as or greater than the first cylinder num- 
ber in your free disk space. For example, type: 

7 7 0  (ENTER] 

18. When MLPART returns to its menu, type 3 lENTERl to select 
the Display Partition Data option. MLPART displays a 
screen like this so that you can verify the creation of the 
DOS2 partition: 

P a r t i t i o n  S t a t u s  T y p e  Start End S i z e  
1 A DOS 0 7 6 9  7 7 0  
2 N DOS2 7 7 0  985 2 1 6  

Total hard disk s p a c e  is 986 cylinders 

P r e s s  a n y  key to c o n t i n u e  - - - - - - - - - - - - - -  > 

The s t a t u s  column tells you which partition, if any, is 
active. It displays either an  A (for active) or an N (for non- 
active). The word DOS under the T y p e  heading indicates 
MS-DOS. The final columns list the starting and ending 
cylinder of each partition, and the size of each partition. 

Note: The DOS partition must be active for you 
to  boot MS-DOS from the  hard disk drive.  
FDISK made it active automatically when you 
indicated that you wanted t o  use the entire sys- 
tem for MS-DOS. DOS2 partitions cannot be 
active. 

19. Press the space bar to return to  the MLPART menu. 
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20. Press [ESC] to return to the MS-DOS commands level. The 
screen displays: 

21. 

22. 

23. 

S y s t e m  n e e d s  to reboot 
Insert s y s t e m  disk in D r i v e  A 
P r e s s  a n y  key to reset t h e  system 

Because you already formatted your DOS partition, you can 
now reboot from Drive C, instead of Drive A. To do this, 
remove the supplemental diskette from Drive A, and leave 
the drive lever open. Then, press the space bar. 

Rebooting the system causes MS-DOS to execute the new 
configuration file so that it can recognize the DOS2 parti- 
tion. The screen displays a message like this: 

T a n d y  M L P A R T  v e r s i o n  x x . x x . x x  split disk 

Installing a d d i t i o n a l  d r i v e  o n  C: a 5  D r i v e  
d r i v e  

D :  
- - I N S T A L L E D  

This screen tells you that the system is making your DOS2 
partition into a logical drive, and assigning it the letter D. 
From now on, you need to specify D: to access that part of 
the hard disk. 

Press (ENTERJ at  the date prompt and again at  the time 
prompt. 

At the C >  prompt, format your DOS2 partition by typing: 

mlformat d: [ENTER] 

The screen displays: 

W A R N I N G ,  A L L  DATA ON N U N - R E M O V A B L E  DISK 
D R I V E  D: W I L L  BE LOST! 
P r o c e e d  w i t h  Format (Y/N)? 
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24. Type Y (ENTERJ t o  begin formatting. A series of dashes 
appears on the screen. The dashes that refer to  the DOS2 
partition change to periods as each track formats. 

If a track is flawed, a question mark appears instead of a 
period. It is common for a few of the hard disk tracks to be 
flawed. MS-DOS locks out flawed tracks, and the system 
does not use them. 

After informing you that the formatting is complete, the 
screen displays information about your disk space in a for- 
mat like this: 

9375744 bytes total disk s p a c e  
9375744 bytes available o n  disk 

The numbers apply to  the space in your DOS2 partition. 

Follow the steps outlined in “Copying MS-DOS to Hard 
Disk,” later in this chapter. 

25. 
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Procedure D 
(Non-Standard HD of More Than 32 Meg) 

1. 

2. 

Boot your system as outlined in Chapter 2. 

Because your disk is non-standard, you need to transfer the 
HDRIVE.SY S program from your Supplemental Programs 
diskette to  your MS-DOS system diskette. (This program, 
when installed, enables you to  use a non-standard disk.) 

a. If you have one floppy disk drive, type: 

copy b:hdrive.sy5 a :  [ENTER] 

When prompted for the Drive B diskette, replace the 
MS-DOS system diskette with the Supplemental Pro- 
grams diskette. When prompted for the Drive A 
diskette, re-insert the system diskette. COPY informs 
you when it finishes copying the file. 

If you have two floppy disk drives, insert the Supple- 
mental Programs diskette in Drive B, and type: 

b. 

copy b:hdrive.sys a :  [ENTER] 

Almost immediately, COPY informs you that it is fin- 
ished copying the file. Remove the Supplemental Pro- 
grams diskette from Drive B. 

You’re now ready to install the HDRIVE.SYS device driver. 
To do this, you put an instruction in a special file called 
CONFIG.SYS that you create. CONFIG.SYS is a configuru- 
tion f i le ,  a file that MS-DOS automatically reads and exe- 
cutes whenever you boot or reset the system. To create the 
configuration file, type: 

3. 

copy con a:config.sys [ENTERJ 

Without displaying a prompt, the system waits for you to 
type the instructions that you want in the file. Type: 

device=hdrive.sys [ENTERJ 

Then, press (CTRL] [T] to end the file. 

The screen displays A ~ .  Press [ENTERJ to save the file on the 
system diskette. The screen displays: 

1 F i l e < s )  copied 
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4. Reboot the system so MS-DOS executes CONFIGSYS. Do 
this either by pressing the red Reset button or by pressing 
[CTRLJ [XI l7CL-l simultaneously. 

Remove the MS-DOS system diskette from Drive A, and 
insert the Supplemental Programs diskette in Drive A. 

At the system prompt, type: 

5. 

6. 

fdisk 

The screen displays the following menu: 

Choose one of the following: 

1 .  Create DOS Partition 
2. Change Rctive Partition 
3 .  Delete DOS Partition 
4 .  Display Partition Data 
5. Select Next Hard Disk Drive 
6. Select Previous Hard Disk Drive 

Enter Selection - - >  

Press ESC to exit to MSDOS. 

7. Type 1 iENTERl to select the Create DOS Partition option. 
The screen displays: 

Do you wish to use the entire hard 
disk for DO5 ( Y / N ) - - >  Y 

8. Type Y [ENTERJ. After a moment, the screen displays: 

System needs to reboot 
Insert system disk in Drive R 
Press any key to reset the system 

9. Remove the Supplemental Programs diskette from Drive A. 
Insert the MS-DOS system diskette in Drive A, and press 
the space bar. The system reboots. 

Press (ENTER] at the date prompt and again at  the time 
prompt . 

10. 
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11. When the system prompt reappears, type: 

f o r m a t  c :  /5 / v m  

The /S switch tells FORMAT to transfer the operating sys- 
tem files to the disk you’re formatting. 

The N switch causes FORMAT to ask you to enter a vol- 
ume label for Drive C. Labeling the drive helps protect it 
from accidental erasure because subsequent FORMAT com- 
mands require that you enter the correct label before for- 
matting can begin. 

Before MS-DOS begins to format your MS-DOS partition, it 
displays this warning and prompt: 

W A R N I N G ,  ALL DATA ON NON-REMOVABLE DISK 
DRIVE C :  WILL BE LOST! 
P r o c e e d  w i t h  F o r m a t  C Y / N ) ?  

12. Type Y [ENTERJ to begin formatting. FORMAT displays num- 
bers corresponding to the various heads and cylinders on 
the hard disk as it formats them. 

When the formatting process is finished, the screen 
displays: 

F o r m a t t i n g  c o m p l e t e  
Sys tem t r a n s f e r r e d  

Volume l a b e l  ( 1 1  c h a r a c t e r s ,  ENTER f o r  
n o n e ) ?  

13. 

14. 

Type a label containing a maximum of 11 characters, and 
press [ENTERJ. 

Your DOS partition can use only the first 32 megabytes on 
the hard disk. To use the remaining space with MS-DOS, 
you must create one or more non-bootable (DOS2) parti- 
tions. Before you can do this, you need to transfer three 
programs from your Supplemental Programs diskette to  
your hard disk. Also, transfer HDRIVE.SYS to your hard 
disk at this time. 
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Note: Two of these programs, MLPART.COM and 
MLFORMAT.COM, enable you to partition and 
format the area above the first 32 megabytes. 
The third, MLPARTSYS, is a device driver that, 
when installed, enables you to access that area. 

Remove your system diskette from Drive A, and insert the 
Supplemental Programs diskette in Drive A. At the system 
prompt, type: 

c o p y  a:hdrive.sy5 c: 
c o p y  a : m l * . *  c : m  

Note: You can have a maximum of three DOS2 
partitions on any hard disk. The remainder of 
this procedure describes how to create one DOS2 
partition on Drive C. If you want to create multi- 
ple DOS2 partitions, or if you want to  create 
DOS2 partitions on Drive D, see your MS-DOS 
Reference Manual. 

15. To later install the MLPARTSYS device driver, you need to 
put an  new instruction in the CONFIGSYS file. This time, 
create the file on Drive C. Type: 

c o p y  c o n  c:config.sys lENTERl 
d e v i c e = h d r i v e . s y 5  
d e v i c e = m l p a r t . s y s  c: 
[CTRLJm 
[ENTER) 

c: (miq 
16. When the system prompt returns, type: 

The screen displays the C >  prompt to indicate that you are 
operating from the hard disk. 

You are now ready to use MLPART.COM to  create the 
DOS2 partition. At the C >  prompt, type: 

17. 
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The screen displays the MLPART menu: 

Choose one o f  the following: 
1 .  Create DOS2 Partition 
2. Delete DOS2 Partition 
3 .  Display Partition Data 
4. Select Next Hard Disk Drive 
5. Select Previous Hard Disk Drive 

Enter Selection - - >  

Press ESC to exit to MSDOS. 

18. Type 1 [ENTER] to  select the Create DOS2 Partition option. 
MLPART displays a screen like this: 

Partition Status Type Start End Size 
1 f? DOS 0 769 770 

Total hard disk space i s  986 cylinders 
Maximum available space is 216 cylinders 

Enter partition size----> 
at cylinder 770. 

The maximum available space is the maximum for the 
DOS2 partition you are currently creating. The number is 
limited by two factors: 

0 The maximum amount of space allowed for any parti- 
tion (32 megabytes). 

The amount of space remaining on the disk. This is 
the case in the sample, which is for a 40-megabyte 
drive. The DOS partition takes 32 megabytes (equiva- 
lent to  770 cylinders on this disk) so that only about 
eight megabytes (216 cylinders) remain for a DOS2 
par ti tion. 

In answer to the Enter partition size prompt, type the 
number of cylinders you wish to allot to your DOS2 parti- 
tion, and press m. We recommend using the max imum 
available space. For this example, you would type: 

0 

19. 

216 IENTER] 
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20. A new prompt appears: 

Enter starting cylinder n u m b e r - - - - >  

Enter the number of the cylinder where you wish your 
DOS2 partition to begin. You must type a cylinder number 
that is the same as or greater than the first cylinder num- 
ber in your free disk space. For example, type: 

770 (ENTER] 

21. When MLPART returns to its menu, type 3 (ENTERJ to 
select the Display Partition Data option. MLPART displays 
a screen like this so that you can verify the creation of the 
DOS2 partition: 

P a r t i t i o n  S t a t u s  T y p e  Start End S i z e  
1 A DOS 0 769 770 
2 N DOS2 770 985 216 

Total hard disk s p a c e  is 986 cylinder5 

P r e s 5  any key to c o n t i n u e  - - - - - - - - - - - - - -  > 

The ~ t a t  us column tells you which partition, if any, is 
active. It displays either an FI (for active) or an N (for non- 
active). The word DOS under the T y p e  heading indicates 
MS-DOS. The final columns list the starting and ending 
cylinder of each partition, and the size of each partition. 

Note: The DOS partition must be active for you 
to  boot MS-DOS from t h e  ha rd  disk drive.  
FDISK made i t  active automatically when you 
indicated that you wanted to use the entire sys- 
tem for MS-DOS. DOS2 parti t ions cannot be 
active. 

22. 

23. Press to  return to the MS-DOS commands level. The 

Press the space bar to return to the MLPART menu. 

screen displays: 

S y s t e m  need5 t o  reboot 
Insert 5ystem disk in D r i v e  A 
P r e s s  any key to reset t h e  system 
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24. Because you already formatted your DOS partition, you can 
now reboot from Drive C, instead of Drive A. To do this, 

’ remove the supplemental diskette from Drive A, and leave 
the drive lever open. Then, press the space bar. 

Rebooting the system causes MS-DOS to execute the new 
configuration file so that it can recognize the DOS2 parti- 
tion. The screen displays a message like this: 

T a n d y  M L P A R T  v e r s i o n  x x . x x . x x  5 p l i t  d i s k  

I n s t a l l i n g  a d d i t i o n a l  d r i v e  o n  C :  a 5  D r i v e  
d r i v e  

D: 
- - I N S T A L L E D  

This screen tells you that the system is making your DOS2 
partition into a logical drive, and assigning it the letter D. 
From now on, you need to specify D: to  access that part of 
the hard disk. 

Press [ENTER] at the date prompt and again at the time 
prompt. 

At the C >  prompt, format your DOS2 partition by typing: 

25. 

26. 

m l f o r m a t  d: (ENTER] 

The screen displays: 

W A R N I N G ,  A L L  DATA O N  N O N - R E M O V A B L E  D I S K  
D R I V E  D: W I L L  B E  L O S T !  
P r o c e e d  w i t h  F o r m a t  <Y/N)? 
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27. Type Y IENTERl to begin formatting. A series of dashes 
appears on the screen. The dashes that refer to  the DOS2 
partition change to periods as each track formats. 

If a track is flawed, a question mark appears instead of a 
period. It is common for a few of the hard disk tracks to be 
flawed. MS-DOS locks out flawed tracks, and the system 
does not use them. 

After informing you that the formatting is complete, the 
screen displays information about your disk space in a for- 
mat like this: 

9 3 7 5 7 4 4 bytes total disk space 
9 3 7 5 7 4 4 bytes available o n  disk 

The numbers apply t o  the space on your DOS2 partition. 

28. Follow the steps outlined in the next section, "Copying 
MS-DOS to Hard Disk." 
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Copying MS-DOS to 
Now-that you have formatted your hard disk, you need to trans- 
fer MS-DOS to hard disk. Follow these steps: 

1. Place your MS-DOS system diskette in Drive A, and close 
the drive lever. 

2. Type: 

C O P Y  a:*.* C :  urn] 
COPY transfers the files from the diskette to the hard disk, 
one at a time, displaying each filename. When finished, 
COPY displays the number of files copied, and the system 
prompt returns. 

Replace the system diskette in Drive A with the Supple- 
mental Programs Diskette, and type ( - 5 1  ~ ~ ] .  

COPY transfers the files from the second diskette in the 
same manner as from the first. 

When the system prompt appears on the screen, you can 
select your hard disk, Drive C, as the current disk by 
typing: 

3. 

4. 

c :  [ENTERJ 

After your hard disk system is formatted and contains MS-DOS, 
booting your computer is easy. All you do is turn on the com- 
puter and answer the time and date prompts. 

When you boot from hard disk, you see the system prompt c >, 
instead of CI>, to indicate that your hard disk is the current 
drive. 

Your system boots from the hard disk only if: 

Drive C is formatted. 

Drive. C contains the MS-DOS system files. 

The MS-DOS partition on Drive C is the active parti- 
tion. (Whenever you specify that you want the entire 
hard disk for MS-DOS, FDISK automatically makes 
the MS-DOS partition active.) 
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0 You did not boot the system with a system diskette in 
Drive A. 

After you copy MS-DOS on a hard disk, you seldom need to use 
your floppy drives except for copying files and making backups of 
hard disk files. If you purchase an  application program, you can 
copy it to hard disk. 

All of the commands that operate on floppy diskette systems also 
operate on systems with both floppy and hard disk drives. Also, 
there are several commands designed especially for hard disk 
systems. 

If you have a hard disk initialized as the active drive, MS-DOS 
assumes it is Drive C. You can also have a second internal or an  
external hard disk, Drive D. 

Copying to Hard Disk 
You can transfer programs, or any files, from floppy diskettes to 
hard disk using the COPY command. For instance, if you have a 
program named Datapro that you want to  place on your hard 
disk, you place the floppy diskette in Drive A, and type: 

c o p y  a : d a t a p r o  c : m  

If you wish to copy all the programs and files from a diskette to 
hard disk, use this command: 

c o p y  a:*.* c: [ENTER] 
To execute the programs, be sure you are operating from hard 
disk. Type the proper filename, and press m. For instance, to 
execute Datapro you would type: 

d a t a p r o  [ENTERJ 

Many application programs have specific instructions for their 
installation on hard disk and their execution. Refer to each pro- 
gram’s instruction manual for any special steps you must follow. 
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Backing Up Hard Disks 
Making backups of hard disk files is even more important than 
making backups of floppy diskette files. Because the storage 
capacity of a hard disk is so much greater, lost data can repre- 
sent thousands of hours of work. 

You can use the BACKUP command to make copies of one or 
more directories or of an entire hard disk. For example, if you 
have a subdirectory named MYSTUFF in the ROOT directory of 
your Drive C hard disk, you can use BACKUP to copy it to a 
floppy diskette. With a formatted diskette in Drive A, type: 

b a c k u p  c : m y s t u f f  a :  /5[ENTERl 

Note: Unless you specify otherwise, using this method 
causes MS-DOS to erase any files currently on the 
floppy diskette used for the backup. Be sure you are 
using a newly formatted diskette or a diskette with 
files you do not want to keep. 

To accomplish the same backup without erasing files currently 
on the floppy diskette, add the /A switch to  the command. This 
switch causes the COPY command to append the new backup 
files to  any existing files on the diskette. The same command, 
with the /A switch, is: 

b a c k u p  c : m y s t u f f  a :  /5/a[ENTERl 

The preceding BACKUP commands include the /S switch. This 
switch tells MS-DOS to back up all the files in a specific direc- 
tory and all the directories and files that branch from that direc- 
tory. You can also use BACKUP with /S to back up the entire 
hard disk to floppy diskettes. Before using the command that 
follows, use FORMAT to prepare several floppy diskettes for use 
during the backup procedure. Then, to back up everything on 
Drive C, type: 

b a c k u p  c : \ * . *  a :  / 5 [ENTERl  

The backward slash ( \ )  is an abbreviation for the ROOT direc- 
tory of any disk. Therefore, this command line tells MS-DOS to 
copy all files from the ROOT directory of Drive C to the diskette 
in Drive A. The /S switch tells MS-DOS to copy all directories, 
and their files, that branch from that designated directory. 
Because all directories branch from the ROOT directory, 
BACKUP copies all the files in all the disk directories. 
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For more information on BACKUP and i t s  switches,  see 
BACKUP in the MS-DOS Reference Manual. 

Restoring Backups to Hard Disk 
You use the RESTORE command to copy one or more directories 
from diskette to hard disk. Use RESTORE only on those directo- 
ries that you copied to  floppy diskette using BACKUP. 

To restore the directory MYSTUFF from the diskette in Drive A 
back to the hard disk (Drive C), type: 

r e s t o r e  a :  c : \  1 5  (ENTERJ 

To restore all the files that were backed up from all directories 
on Drive C, insert the first backup diskette into Drive A, and 
use the same command: 

r e s t o r e  a :  c : \  /5(ENTERl 

The / S  switch tells MS-DOS t o  copy all files and directories that 
were saved to floppy diskettes using the BACKUP command. If 
the backup required more than one diskette, you are prompted 
when to swap diskettes during the restore process. 

For more information on RESTORE and its options, see the M S -  
DOS Reference Manual. 
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Chapter 5 
e- 

COMMANDS AND KEYS 

You have already put MS-DOS to  work with commands such as 
DISKCOPY and FORMAT. In these cases the handbook told you 
exactly what to do t o  accomplish a very specific task. If you want 
to s t r ike out on your own, you need additional background 
information. 

Note: To avoid confusion, P a r t  2 of this  manual 
assumes you a r e  operating with floppy diskettes. 
Therefore, if you are instructed to  insert your system 
diskette in a floppy drive and are operating from a 
hard drive that contains MS-DOS, you do not need to 
insert the system diskette. For instance, if you are 
instructed to access a file from the system diskette in 
Drive A, leave off the drive name, because the file is 
already on your current drive (Drive C), and you don’t 
have a system diskette in Drive A. 

You can enter a command whenever the screen displays the 
system prompt. 

A command consists of one word, the command name. A 
command line consists of one or more command names and 
their associated parameters and switches. Parameters and 
switches are means by which you include special informa- 
tion with a command. They provide data needed by a com- 
mand, or they change a command’s operation. 

A command line can have a maximum of 125 characters, 
including any combination of upper- or lowercase letters. TO 
execute a command, press [ENTER]. For example, to  clear the 
screen, type: 

‘11 5 

As described in Part 1, MS-DOS acts in much the same manner 
as an  office manager. It looks after the operation of your com- 
puter and equipment. Because MS-DOS is only a manager, it 
expects you to  make the necessary decisions. 
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For example, suppose you have an important document named 
Hotstuff that you want to  copy. Before giving it to your office 
manager (MS-DOS), you must make executive decisions, such as: 

Do you want the copy on disk, paper, or the computer 
screen? 

If you want the copy on disk, which disk? 

0 

0 

You make the decisions; MS-DOS manages the job. For instance, 
if your decision is to  copy Hotstuff from a diskette to  a hard 
disk, you might type the following command line: 

c o p y  a : h o t s t u f f  c : h o t c o p y [ m ]  

This is how MS-DOS sees your command: 

> The name of the command 

P The disk drive containing the 
original file 

The original filename 

+ The disk drive receiving the 
new file 

The name of the new file T 
c o p y  a : h o t s t u f f  c : h o t c o p y  

This command line tells MS-DOS to copy a file named Hotstuff 
from your floppy disk Drive A to  your hard disk Drive C .  The 
Drive C file is named Hotcopy. 

You only need to know the name of the file you want to  copy, on 
which disk drive it is located, and on which disk drive you want 
the new file. MS-DOS manages the operation for you. 

Types of Commands 
MS-DOS has two kinds of commands. One kind are the com- 
mands it keeps “in its head”-you might say it has them “memo- 
rized.” A second kind are those it keeps in files. The former 
commands are called internal commands, and the latter are 
called external commands. 
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When you give MS-DOS an external command, it must find the 
command in a disk file before it can perform the assigned task. 
(Usually, the external commands are in a file in the ROOT 
directory of the MS-DOS system disk.) If you are not operating 
on the same disk and in the same directory that contains the 
command file, you must use a complete command pathname to  
locate the file. A pathname is a route to the proper disk, then 
through the directory or directories, and finally to  the file. 

For instance, suppose you are in a directory called SALES on 
Drive C ,  and want to access the FORMAT command from the 
ROOT directory of Drive A. To do so, you need to type the com- 
plete pathname a : \ f o r m a  t , instead of f o r m a  t , when entering 
the command. 

MS-DOS is very particular about the commands you type. If you 
make any typing mistakes, and then press m, MS-DOS 
either does not understand (and tells you so with an error mes- 
sage) or does the wrong thing. 

If you see that you made a mistake before you press m, you have two choices: (1) use to move the 
cursor back to the mistake, and retype to the end of 
the line, or (2) press [CTRL] to exit the line 
you are typing, and start over. 

If you use (ESC] to end a line, the system prompt does 
not reappear. Retype the command line, and press 
[m] to execute it. 

or 

0 
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Special Keys 
The following keys and key sequences have special signifi- 
cance to MS-DOS. 

m 
d i s pl ay 
template 

[CTRLI 
special 
commands 

(CTRL) E) 
terminate 
process 

[CTRLl IT] 
correct typing 
error 

@m)m 
end line 

(CTRL] [NUMLOCK) 
or [CTRLl IT] 
stop scroll 

Displays the contents of the keyboard 
template (a storage place for the last 
line you typed) one character at a 
time. For more information on the tem- 
plate, see “EDLIN Command Refer- 
ence” in  the MS-DOS Reference 
Manual. 

Lets you give complex commands to 
your computer by pressing only two or 
three keys. While holding down [CTRL], 
press another key. 

Stops the execution of a program if the 
program uses MS-DOS functions. If 
the program does not access MS-DOS, 
this key sequence is not recognized. 
While holding down m, press m. 
The computer might take a few 
moments before it recognizes the key 
sequence. 

Moves the cursor (the blinking under- 
line character displayed on the screen) 
left one character. Erases the charac- 
ter beneath the cursor. 

Causes the current line to end and 
performs a carriage return, but does 
not cause the line to process. You can 
continue to add to the command line 
before pressing m. 
Stops the screen display from scrolling 
to let you view displays before they 
leave the screen. If you use m 
[NUMLOCK], press lENTERl to continue 
scrolling. If you use (CTRLI m, press 
[CTRLI p] to  continue. 
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[CTRL] IT] or 
(CTRLI (rn] 
print output 

(ENTER] 
process 
command 
carriage return 

terminate line 

El 
display 
character 

a c h u r  
copy to char 

LF31 
d i s pl ay 
template 

mchur 
delete to  char 

Causes all computer output to  print on 
your printer if the printer is connected 
and ready. Press this sequence again 
to  stop the function. 

Resets your computer. 

Erases the character under the cursor. 
(DEL) erases a character each time you 
press it until you erase all characters 
originally to  the right of the cursor. If 
you are at the end of the line, this key 
does nothing. 

Starts the processing of a command 
line you typed. [ENTER] also causes a 
carriage return; the cursor drops one 
line and returns to  the left margin. 

Terminates the current line but does 
not process it. [ESCJ clears the line 
buffer, and outputs a backslash, car- 
riage return, and line feed. The tem- 
plate is not affected. Although the 
system prompt does not display, the 
system is ready for a command. 

Displays the next character in the 
template until you reach the end of the 
line. Serves the same function as FJ. 

Copies all characters up to the speci- 
fied character and displays them. Type 
(F21 and then the character. 

Redisplays the last typed command 
line on the screen. Execute the line 
again by pressing m, or edit the 
line before re-executing it. 

Deletes from the template all charac- 
ters up the specified character. The 
deleted characters are skipped, and 
are not copied to the command line. 
Type [F4) and then the character. 
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Makes the line you type the new tem- 
plate, but does not execute the 

Lets you insert characters in a line. 
Press to begin inserting. Press 

again to end the insertion. Use 
the arrow keys to position the cursor 
where you wish the insertion to begin. 

Moves the cursor one space t o  the 
right, and adds a space to a line. 

(F51 
replace 

[INS] 

’ template command. 

space bar 

[SHlFT) [PRTSCJ 
print screen 

Causes the current screen display to 
print if your printer is connected and 
ready. 
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MS-DOS TOOLKIT 

You have learned about a number of MS-DOS commands that 
help you set up and use your computer system. There are many 
more commands available. This chapter contains information 
about a few of the most helpful commands. Becoming acquainted 
with these commands makes it easy for you to look up other 
commands and functions in the MS-DOS Reference Manual. 

Among other things, this chapter discusses how to create and 
use subdirectories. If you have a floppy disk-only system, you 
probably don’t need subdirectories. Subdirectories are intended 
mainly for hard disk use, to  help users organize vast amounts of 
data for easy access. If you use only floppy diskettes, you can 
organize your data simply by storing it on multiple diskettes. If, 
however, you want to  learn about subdirectories, read the “MS- 
DOS Disk Organization” section in Chapter 4 before reading this 
chapter . 
Floppy disk users should also read the section “About File and 
Directory Names” in Chapter 4 to  learn the restrictions MS-DOS 
puts on filenames. 

The examples in this chapter make use of the sample directory 
structures shown in Chapter 4. 

To look at the directory (a list of files and subdirectories) of a 
disk, use the DIR command. For example, to  view the contents of 
the current directory, type: 

d i r  [ENTER] 

If a disk contains more filenames than can appear on the screen 
at once, all but the last 22 scroll off the top of the screen. 

MS-DOS has three ways to  overcome this problem: 
0 Press (CTRL1 Q to stop the screen from scrolling. Press 

(CTRL] IT] again to  restart the scrolling. 
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0 Use the /P switch with the DIR command. In this 
case, /P causes the directory listing to pause when the 
screen is filled. To resume the listing, press the space 
bar. To use the /P switch, type: 

0 Use the NV switch to display the disk files in five col- 
umns. This format usually allows all filenames to 
appear on the screen at once. The format for this com- 
mand line is: 

Use DIR to view any directory on a disk. For instance to see 
which directories and files are in the SALES directory, you must 
specify the directory name, such as: 

If you want to look at a directory on a disk drive other than the 
current drive, you must specify a complete pathname for MS- 
DOS to follow. As mentioned in Chapter 5 ,  a pathname is the 
route through the drive and directories to the file. For example: 

d i r  b:\sales [ENTER] 

In this case, the backslash is used to indicate the ROOT direc- 
tory of Drive B. It can also be used to separate directory names. 
Always use a backslash to separate directory names and file- 
names in pathnames you type. 

Creating ~irectories 
Before you can store data in a directory other than the ROOT 
directory, first create a directory with MKDIR. For instance, to 
create a SALES directory on Drive B, type: 

m k d i r  b:5ale5 [ENTER] 

ing the ~urrent 
You can change the current directory (the default directory) by 
using CHDIR. If you are in the ROOT directory of the current 
drive and want to operate from the SALES directory, you can 
type: 

c h d i r  5ale5 (ENTER] 
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To change to a directory deeper in the directory structure, such 
as REGION1 within the SALES directory, you type: 

chdir 5ales\regionl 

Because of the multiple levels of directories possible with MS- 
DOS, it is easy to forget exactly which directories and files are 
on a disk. You can use the external command, TREE, to display 
a complete list of all directories and subdirectories on a disk. 

tree (ENTERJ 

If there are more directories than you can display on one screen, 
press a to stop the display. Press jCTRLl again to 
restart the display. 

Make a note of any paths in which you are interested. Then use 
the pathname to  access the file you want. 

It is easy to copy a file from one disk to another, using the 
COPY command. Th i s  command requires  the  following 
information: 

0 

0 

0 

The name of the file you want to copy. 

The disk and directory where it resides. 

The name you want to give to the copy. 

The disk and directory where you want the new copy 
to reside. 

For instance, to copy the Joesales file from the SALES directory 
of Drive A to the ROOT directory of Drive C, using the same 
name for the new copy, type: 

copy a:sale5\joe5ales c: joe5ale5 IENTERl 
It is also easy to copy all files in a directory to another direc- 
tory, using the XCOPY command. For instance, to copy all files 
in the SALES directory of Drive A to the ROOT directory of 
Drive C, type: 

xcopy a:sales c: [ENTER] 
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To copy al l  files in  a directory and its subdirectories, use 
XCOPY with the /S and /E switches. For example, to copy all 
files-on Drive A to  Drive C, type: 

x c o p y  a :  c :  / 5  / e  

The /S switch tells XCOPY to copy all subdirectories that con- 
tain at least one file. The /E switch tells the command to also 
copy empty subdirectories. 

Note: COPY has other functions, as well as the simple 
copying of files. You can also use it to  append and 
combine files. See the COPY command in the M S -  
DOS Reference Manual for more information on this 
versatile command. 

MS-DOS remembers which directory is the current directory for 
any disk, even if you change the current drive. For instance, 
assume that Drive B is the current drive and REGION1 is the 
current directory. If you then set Drive A as the current drive, 
REGION1 becomes the home directory of Drive B. This means 
that you can access REGION1 without specifying the full path- 
name, b: \sales\regionsl. Instead, you can type: 

d i r  b : \ r e g i o n l  

This feature is equally convenient for other commands, such as 
COPY. To place a file from your current directory into the 
REGION1 directory on Drive B, type: 

c o p y  t h i 5 f i l e  b : t h a t f i l e l E N T E R )  

COPY reproduces the data in Thisfile in a new REGION1 file 
named Thatfile. 

MS-DOS also lets you change the names of files. Suppose you 
have a staff change in your company. Use RENAME to give your 
old file a new name. For example, to  change Joesales to  Sam- 
sales, type: 

r e n a m e  5 a l e s \ ~ o e 5 a l e s  5ales\sam5ale5[ENTER) 
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If you expect to use a particular pathname frequently but want 
to remain in your current directory, you can use the PATH com- 
mand to expand the scope of MS-DOS’s search for files. For 
instance, if you are in Drive B but want to  easily access the 
commands in the ROOT of Drive A, type: 

p a t h  a : \  (ENTER] 

Now, to access a command in  the ROOT directory of Drive A, 
you only need to specify the command name, such as: 

c o p y  h o t s t u f f  h o t c o p y  [ENTER] 

TYPE is a command that lets you examine files that consist of 
text characters. For instance, to view the Joesales file from the 
SALES directory, type: 

t y p e  5 a l e s \ j  oesales  [ENTER] 

The contents of the file appear on the screen. If there are too 
many lines in the file to fit on the screen, use iCTRLl a to stop 
and start display scrolling. 

If you use TYPE to display a file that is not a text file, it pro- 
duces a meaningless display. 

To delete a directory, follow these steps. Note that MS-DOS does 
not allow you to delete a directory until it is empty. 

1. 

2. 

3. 

Use DIR to view the contents of the target directory. 

Copy any files you want to keep into another directory. 

Use DEL to delete all files from the directory. For example 
to delete all files from the SALES directory, type: 

del s a l e 5 \ * .  * (ENTER] 

4. Use RMDIR to remove (delete) the directory. For example to 
remove the SALES directory, type: 

rrndir 5 a l e 5 m  
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Using Other Commands 
MS,DOS has more than 50 commands and functions. The guide- 
lines you have learned from this handbook provide the back- 
ground you need to make use of any or all of MS-DOS's 
capabilities. 

By referring to the MS-DOS Reference Manual, you can learn 
how to create and edit data files, create command files to accom- 
plish numerous tasks in sequence, create directories, send infor- 
mation to a printer, and much more. 
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