Formatting a diskette

Put the supplied diskette (or floppy) into the disk drive located on the front of the
PC. Double click on My Computer to open the list of drive on the PC.

Right click on the A: (3¥2 Floppy)
drive icon and select Format. The LiliREILIIIIER |
window on the right wil be

displ d Capacity:

ISplayed. 744 hb (3.5 ] Start |
Change the Label to read your — Famat type
required name and ensure the &+ Quick [erase]
settings are as shown.  Ful

™ Copy system files only

When ready click on the Start
button in the window. — Other options
Label:

The disk will be formatted and any I'F-Kagcmnnz
information on the disk will be lost.

I~ Mo label
When completed the disk is W Display summary when finished
blank and ready to be used. I Copy system files

There are three options when |
formatting a diskette :

Quick (Erase) : This erases all the files from the diskette but does not check the diskette for
bad or damaged areas. This is suitable for diskettes that you know are working and use
regularly. It is the fastest formatting option.

Full : This erases all files and performs a complete scan of the diskette surface for errors.
This option is slower but useful if you are having disk problems and want to test the diskette
prior to use. New unformatted diskettes must be formatted with this option prior to first use.

Copy system files only : This applies to formatted diskettes and copies the system files
necessary to boot the PC from a diskette.
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Windows Help

Windows Help can be activated by selecting Help from the Start Menu. & Help
Windows provides very comprehensive help on all aspect of the desktop. Itis a =
standard that specific help is also included with all Windows applications. The main Help
window will look similar to the following :

Help Topics: Windows Help |

Contents | index | Find |

Click a topic, and then click Display. Or click another tab, such az [ndes.

@ Tour: Ten minutes to using Windows
@ [f you've uzed Windows before

@ | ntraducing Wwindows

@ How Ta...

@ Tipz and Tricks

@ Troublezhooting

Dizplay I Erirt. .. Cancel

The Help window has three tabs, indicating three available methods for displaying help on a
particular topic that the user requires.

Contents

A list of topics are displayed, each with an icon to the left. The icon that looks like a page
with a question mark is a specific help topic. Clicking on the topic, then clicking on the
Display button will open a new window displaying the information.

The book icon represents a general topic containing a series of related specific topics.
Double clicking on the book will open it and display a list of specific topics indented
underneath.
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Index

To aid in searching for help on a specific area click on the Index tab. A window will be
displayed like the example below :

Typing in a word will Help Topics: Windows Help EE

limt the search to
topics containing that

word. Clicking on the _ , .
topic required, then 1 Tupe the firzt few letters of the ward you're looking far.

clicking on the Display [
button will open a
window displaying the
selected information. T2-haur clock., changing to il
24-hour clock, changing to
32-bit PC card

dizabling suppart for

dizplaping the status indicator

enabling suppart for

Flazh memorny card, ingtaling support for

remaoving a PC card

glotz for PC cards, specifying the number of

SRAM memomy card, inztalling support for

troubleshoating

turning off sound effects
3D araphics. suppart for Active® contrals
about new features
accesz control

controlling access to rated Web pages

controlling access to shared resources j

Contents  Index |Fin|:| I

2 Click the index entry you want, and then click Dizplay.

Dizplay I Eiraf:.. | Carnicel |

Find

This option is available if the topic required cannot be found in either the Contents or Index
windows. Find allows searches through every word of every help topic to aid the search.
This option runs more slowly than the others and requires Help to build a database the first
time it is used.

Clicking on the Find tab for the first time will display the Find Setup Wizard. This wizard will
prompt the user to determine what size of database is required. The larger the database,
the better the chance of finding the required topic. However, a maximum sized database
will utilise a large portion of the PC’s resources, and will slow down the search. It is
recommended to use the minimum database firstly, as this option can be changed later.

When the wizard has completed the database build, key words can be typed in relating to
the required topic. The Help window will then display all the topics containing those words.
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