Finding Your
Way around the
System

You've bought your computer and taken everything out of the box.
You may be asking yourself, “OK, now what do | do?” This chap-
ter explains how to set up your computer, gives you tips on work-
ing comfortably and takes you on a tour of the computer’s
features.

Make Sure You Have Everything

Your computer comes with everything you need to get up and run-
ning quickly. However, before you rush off, it's a good idea to
make sure you received everything you were supposed to. This
information is listed on the Quick Start Card at the top of the box.

If any items are missing or damaged, notify your dealer immedi-
ately. For additional help, contact Toshiba as described in “If You
Need Further Assistance” on page 359.
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Select a Place To Work

Your Tecra 740CDT computer is portable, designed to be used in a
variety of circumstances and locations. However, by giving some
thought to your work environment, you can protect the computer
and make your work hours more comfortable.

Keep the Computer Comfortable

Use a flat surface with enough room to operate comfortably. If
you're planning to use a printer or other external device, make sure
there's enough space for it as well.

To keep your computer in prime operating condition, make sure
your work area is free from:

0O Dust, moisture and direct sunlight.

0 Liquids and corrosive chemicals.

the keyboard, turn the computer off, unplug it from the AC
power source, and let it dry completely before turning it on
again.

[@] Don't spill liquids into the computer. If you spill a liquid into

CAUTION

If the computer does not operate correctly after you turn it
back on, contact a Toshiba authorized service provider.

0 Objects that generate a strong electromagnetic field, such as
stereo speakers or speakerphones.

0 Rapid changes in temperature or humidity and sources of tem-
perature changes such as air conditioner vents or heaters.

0 Extreme heat, cold or humidity. Operate the computer within a
temperature range of 40 to 95 degrees Fahrenheit (5 to 35
degrees Celsius) and 20% to 80% non-condensing humidity.

Part I: Getting To Know Your Computer



Finding Your Way around the System 3
Selecta Place To Work

Keep Yourself Comfortable

[

CAUTION

Strain and stress injuries are becoming more common as people
spend more time using their computers. However, with a little care
and proper use of the equipment, you can work comfortably
throughout the day.

Using the computer keyboard incorrectly can result in dis-
comfort and possible injury. If your hands, wrists, and/or
arms bother you while typing, discontinue using the com-
puter and rest. If discomfort persists, consult a physician.

In addition to the hints provided in the following sections, there are
a number of books available on ergonomics, repetitive strain
injury, and repetitive stress syndrome.

Placement of the Computer

Proper placement of the computer and external devices is impor-
tant to avoid stress-related injuries:

O

Place the computer on a flat surface at a comfortable height
and distance. Your arms and hands should be in a relaxed posi-
tion with your forearms parallel to the floor. The top of the
screen should be no higher than eye level.

Maintain good posture with your body relaxed and your
weight distributed evenly. You should be able to type without
twisting your torso or neck, and see the display panel without
slouching.

Adjust the display panel to avoid glare.

If you use a paper holder, set it at about the same height and
distance as the computer.

Part I: Getting To Know Your Computer
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Seating and Posture

Proper seating is one of the primary factors in reducing work
strain. Some people find a backless chair more comfortable than a
conventional chair. Whichever type you choose, refer to the fol-
lowing guidelines to adjust your chair for maximum computing
comfort.

Below eye level

Approximately 90

Foot rest —| degree angles

\

Correct posture and positioning of the computer

0O Position your chair so the keyboard is at or slightly below the
level of your elbow. You should be able to type comfortably
with your shoulders relaxed.

If you are using a conventional chair:

0 Your knees should be slightly higher than your hips. If neces-
sary, use a foot rest to raise the level of your knees and ease the
pressure on the back of your thighs.

0O Adjust the back of your chair so it supports the lower curve of
your spine. If necessary, use a cushion to provide extra back
support. Lower back support cushions are available at many
office supply stores.

0O Sit with your back straight so that your knees, hips and elbows
form approximately 90 degree angles when you work. Do not
slump forward or lean back too far.
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Lighting

Proper lighting can improve the legibility of the display and
reduce eye strain.

0 Position the display panel so that sunlight or bright indoor
lighting does not reflect off the screen. Use tinted windows or
shades to reduce glare.

0 Avoid placing your computer in front of a bright light that
could shine directly in your eyes.

O If possible, use soft, indirect lighting in your computer work
area.

Arms and Wrists

0 Avoid bending, arching, or angling your wrists. Keep them in a
relaxed, neutral position while typing.

0O Exercise your hands, wrists and arms to improve circulation.

Work Habits

The key to avoiding discomfort or injury from repetitive strain is to
vary your activities. If possible, schedule a variety of tasks into
your work day. Finding ways to break up the routine can reduce
stress and improve your efficiency.

0O Take frequent breaks to change position, stretch your muscles,
and relieve your eyes.

0 Avoid performing repetitive activities for prolonged periods of
time. Vary activities from one task to another.

0O Focusing your eyes on your computer screen for long periods
of time can cause eye strain. Look away from the computer
frequently and focus your eyes on a distant object.

Part I: Getting To Know Your Computer
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Find Out Where Everything's Located

If you've never used a notebook computer before, you're probably
wondering how an entire computer can fitinto so small a case. The
next few pages take you on a guided tour of the computer and its
components.

Rather than reading through this section, you may prefer to use it
as a reference as you move through the remainder of the guide and
need to locate specific parts of the computer. This information is
also available in the electronic form of this guide, described in
“Using the Electronic Guide” on page 42.

Don't worry if you don't know what some parts of the computer
do. Some items in this tour are for more advanced computing
functions that you may want to use as your computing needs and
skills increase.

The Front with the Display Closed

Display latch Manual eject button

System indicator panel

CD-ROM drive in the SelectBay CD activity light CD-ROM eject button

]

The front with the display closed

Pressing thdisplay latch opens the computer’s display panel. For
more information, see “Open the Display” on page 28.

The computer's removabiattery powers the computer when
you're away from a convenient power source. For more informa-
tion, see “Changing Batteries” on page 151.

TheSelectBaycan hold &£D-ROM drive module, a diskette

drive module, or a hard disk drive module. An external diskette
drive case holds the diskette drive module when you install the
CD-ROM drive module or the hard disk drive module, letting you
use the diskette drive when it's not installed in the SelectBay. For
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more information about the SelectBay, see “Swapping SelectBay
Modules” on page 114.

Pressing th€D-ROM eject button opens the 5.25-inch
CD-ROM drive in the SelectBay when the computer’'s power
ison.

TheCD activity light glows when the system is accessing a disc
in the CD-ROM drive.

[ ] Do not open the CD-ROM drive if the CD activity light is on.

Ao Themanual eject button in the small hole next to the CD-ROM

eject button, opens the CD-ROM drive when the computer’s
power is off. Use a straightened paper clip or other slender object
to press this button.

The lights on theystem indicator panelprovide information
about various system functions. See “The System Indicator Panel”
on page 13 for a description of the panel lights.

The Left Side

Reset button  Security lock slot

)
O

OB [
/

CPU fan Power button cover
The left side

TheCPU fan provides extra cooling when necessary to help keep
the computer’s Pentium processor from overheating. This lets the
processor keep performing at its maximum speed.

To prevent possible overheating of the Pentium processor,
[ ] make sure you don't block the fan vent.

CAUTION
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RE@ Pressing theeset buttonrestarts the computer. Use this button if
all other attempts at restarting the computer have failed.

break off inside the computer and damage it. Instead, use a

[ ] Don't use a pencil to press the reset button. Pencil lead can
slender object such as a straightened paper clip.

CAUTION

Thepower button coverprotects the power button, which turns
£\ the computer on and off. Slide this cover toward the front of the
computer to reveal the power button. For more information, see
“Turn the Computer On” on page 30.

#=<  Attaching a special cable to thecurity lock slotlets you anchor
your computer to your desk or other large, heavy object. For more
information, see “Applying Physical Restraints” on page 256.

The Back

PS/2 mouse/keyboard Headphone Line-out

Microphone Line-in Display hinge

Infrared Serial Monitor Expansion Parallel DC IN

The back

E=/3  ThePS/2 mouse/keyboard portets you connect an optional
PS/2 mouse or keyboard. For more information, see “Using a PS/2
Mouse” on page 242 or “Using an External Keyboard” on
page 240.

Jwﬁ The 3.5 mm minline-in jack lets you connect a external stereo
device for audio input.

Jwa The 3.5 mm minline-out jack lets you connect a external stereo
device for audio output.
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The 3.5 mmmicrophone jack lets you connect an external
monaural microphone or other audio input device. Connecting a
microphone or other device to this jack disables the internal
microphone automatically.

The 3.5 mnheadphone jacklets you connect stereo headphones
or other audio output devices. Connecting headphones or other
devices to this jack automatically disables the internal speaker.

The serialnfrared port allows wireless communication with a
computer or other device, such as a printer, that has an infrared
port.

Thedisplay hingesattach the display panel to the computer.

Themonitor port allows you to connect an external monitor. For
more information, see “Using an External Monitor” on page 237.

Theserial port lets you connect a serial mouse, printer or other
serial device.

Theexpansion portallows you to connect the optional

NoteDock Il Enhanced Port Replicator or Desk Station V Plus.
These devices provide additional expansion capability. For more
information, see “The Desk Station V Plus” on page 245 and “The
NoteDock Il Enhanced Port Replicator” on page 250.

Keep foreign objects away from this port. Pins and other
small objects can slip inside the port and damage computer
circuitry.

Theparallel port lets you connect a printer or other parallel
device. For more information, see “Connecting a Parallel Printer”
on page 26.

TheDC IN socketis where you plug in the AC adapter. For more
information, see “Connect to a Power Source” on page 17.
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The Right Side
[ ] : Eiﬁ :Modem/fax (RJ-11) port
ﬁm PC Card slot cover
External diskette drive port cover

The right side

Theexternal diskette drive port coverprotects the external dis-

B kette drive port. You use this port to connect the external 3 1/2-
inch diskette drive when the another SelectBay module is installed
in the computer’s SelectBay.

ThePC Card slotcover protects the PC Card slot, which lets you

|:| install up to two Type | or Type Il PCMCIA-compatible PC Cards,
or one Type Ill PC Card. For more information, see “Little Cards
that Do Big Things” on page 193.

Q& Themodem/fax (RJ-11) portlets you connect the computer’s
internal modem directly to a telephone line.
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The Underside

Memory slot cover

A !

Legs
Guides
The underside

@ Thememory slot coverprotects a slot for adding extra memory to
your computer. For more information, see “Adding Memory
(Optional)” on page 19.

Releasing thiegslets you raise the back of the computer, provid-
ing an alternate typing angle.

Theguideshelp align the optional Desk Station V Plus or
NoteDock Il Enhanced Port Replicator. For more information, see
“The Desk Station V Plus” on page 245 and “The NoteDock II
Enhanced Port Replicator” on page 250.
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The Front with the Display Open

=)
/]
Screen \( Volume control dial
\\
~ Keyboard Microphone
indicator panel
| Speaker
Speaker = “ =
S
AccuPoint T Keyboard
AccuPoint buttons —< = Palm rest
2= = || —
_ i 1L

The front with the display open

The computer'screenis a liquid crystal display (LCD) that
provides clear, sharp images.

TheAccuPoint pointing device combines the function of a mouse
with the convenience of never having to remove your hands from
the keyboard. For more information, see “Using the AccuPoint
Pointing Device” on page 29.

TheAccuPoint buttonswork with the AccuPoint. The larger
(primary) button acts as the left button on a mouse. The smaller
(secondary) button acts as the right mouse button. For more infor-
mation, see “Using the AccuPoint Pointing Device” on page 29.

The 82-keykeyboard provides all the functionality of a full-sized
101-key keyboard. For more information, see “How to Use the
Keyboard” on page 90.

The built-inmicrophone lets you record sounds and speak
through the telephony modem.

Thevolume control dial lets you adjust the loudness of the
system speakers.

Part I: Getting To Know Your Computer



Finding Your Way around the System 13
Find Out Where Everything's Located

Thespeakerdet you hear system alarms and sounds associated
with your software.

The lights on th&eyboard indicator panel provide information
about various system functions. See “The Keyboard Indicator
Panel” on page 14 for a description of the panel lights.

Thepalm rest makes typing more comfortable.

The Indicator Panels

y

O OhE

[']

CAUTION

Two panels of lights display the current state of your system. This
section describes the two indicator panels.

The System Indicator Panel

This panel is located on the front of the computer.

[
1 Y,

The system indicator panel

00

The AC power light glows when the computer is connected to an
external power source. For more information, see “Connect to a
Power Source” on page 17.

The on/off light glows green when the computer is on.

The battery light indicates the current battery charge. For more
information, see “Monitoring Battery Power” on page 142.

The disk light indicates the hard disk or diskette drive module is
currently in use.

Do not turn the computer off if the disk light is on.
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The Keyboard Indicator Panel

4+
Al & E

The keyboard indicator panel

The caps lock light glows when you presste Lock key. When

this light is on, pressing a letter key on the keyboard produces an
upper-case (capital) letter. For more information, see “The Charac-
ter Keys” on page 90.

>

The cursor control mode light glows when the cursor control over-
lay is on. When the overlay is on, pressing an overlay key moves

the cursor as shown by the white arrow printed on the left front of

the key instead of the letter printed on the top of the key. For more
information, see “The Cursor Control Overlay” on page 305.

t
l«-‘»

The numlock light glows when the numeric overlay is on. When
the overlay is on, pressing an overlay key produces the white num-
ber printed on the right front of the key instead of the letter printed
on the top of the key. For more information, see “Typing Num-
bers” on page 91.
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\Very Beginning

Now that you know where everything is, it's time to get to work.
This chapter provides easy-to-follow steps for getting the com-
puter up and running.

Connect to a Power Source

Power cord AC adapter
The AC adapter and power cord

Before you can use the battery to power the computer, you must
charge it. Just plug the computer into a live power outlet using the
AC adapter andpower cord. Leave the computer plugged in for
four hours with the computer’s power turned off, or five and a half

17
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to twelve and a half hours with the power on. Soon the battery will
be completely charged and ready to power the computer.

Once the battery is charged for the first time, don't leave the
computer plugged in and turned off for more than a few hours
at a time.

To connect your computer to a power source, follow these steps:

DC IN socket

Connecting the AC adapter

1 Connect theAC adapteto the DC IN sockebn the back of
the computer.
Connect the power cord to the AC adapter.

3 Connect the other end of the power cable to a live wall
outlet.

The AC power light on the front of the computer glows green.

Part I: Getting To Know Your Computer
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Adding Memory (Optional)

Your computer comes with enough memory to run most of today's
popular applications. However, you may want to increase the com-
puter's memory. With additional memory, the computer:

0 Can run more programs and open more documents at the
same time.

O Runs Windows 95 and Windows applications faster.

By installing extra memory now, you'll be able to operate your
computer at its maximum capacity from the start. Of course, you
can always come back to this section if you decide to add memory
later.

Sizes of Memory Modules

Additional memory is easy to install. Memory modules, available
from your dealer, come in the following sizes:

Memory Module Size  Total Memory Installed

No module installed 16MB
8MB card installed 24MB
16MB card installed 32MB
32MB card installed 43MB
64MB card installed 80MB
128MB card installed 144MB
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Install the Memory Module

The memory module installs into the memory expansion slot on
the bottom of the computer. You'll need a small Phillips screw-
driver for this procedure.

1 Pressn +F3 to display the Resume Mode pop-up window.

2 If Resume Mode is on, hol@n and pressr3 until Boot
Mode is selected.

3 Releasen.
The Resume Mode pop-up window disappears.

4 If you are adding memory after you have used the com-
puter, click Start, then click Shut Down.

If you haven't used the computer yet, skip to step 6.
Windows 95 displays the Shut Down Windows dialog box.
5 Select Shut down the computer, then click Yes.

Windows 95 shuts down and turns the computer off
automatically.

6 Unplug the computer.

| Installing a memory moaule with the computer's power on
@ may damage the computer, the module or both.

WARNING

7 Close the display and remove any cables you may have
connected.

If you're installing additional memory before using the com-
puter, you haven't connected any cables yet.

8 Turn the computer upside down.

9 Remove the battery pack, following steps 4 and 5 in
“Changing Batteries” on page 151.
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Screws

Locating the screws

10 Use a small Phillips screwdriver to remove the twecrews
that secure thememory slot cover

11 Remove the memory slot cover.

handle the module, touch a grounded metal surface to dis-

[ ] Static electricity can damage the memory module. Before you
charge any static electricity you may have built up.

CAUTION
To avoid damaging the memory module, be careful not to
touch its pin connector (on the side you insert into the
computer).

Removing the screws from the brace

12 Remove the twacrewdrom the brace at the center of the
slot.
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Connector

Inserting a memory module
13 Carefully place the module in the slot with the card con-
nector facing down and aligned with the slots’sonnectar
14 Gently press the module down onto the connector.
Do not force the module into position.

15 Secure the memory module by replacing the two screws
you removed in step 12.

16 Replace the memory slot cover.

17 Replace the screws you removed in step 10.
18 Replace the battery pack.

19 Turn the computer over.

When you turn your computer on, it recognizes the additional
memory automatically.
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Removing the Memory Module

If you ever need to remove the memory module, follow these
steps:

1 Complete steps 1 through 11 in the previous section,
“Install the Memory Module” to turn the computer off
and remove the memory slot cover.

2 Remove the two screws securing the memory module in
the slot.

Remove the memory module.
4 Replace the two screws you removed in step 3.

Complete steps 16 through 19 in the previous section,
“Install the Memory Module” to replace the memory slot
cover and return your computer to its original state.

Using the External Diskette Drive

"

The computer’s external 3 1/2-inch diskette drive is useful for
installing programs on the hard disk, exchanging information with
other systems, and making backup copies of the files stored on
your hard disk.

If you prefer, you can remove the CD-ROM drive and install the
diskette drive into the SelectBay. See “Swapping SelectBay Mod-
ules” on page 114 for more information.

The external diskette drive case works with the diskette drive
only. The CD-ROM drive only works when installed in the
SelectBay.
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Connecting the External Diskette Drive

To connect the external diskette drive to the computer, follow these
steps:

External diskette drive port cover

Opening the external diskette drive port cover

1 Slide open theexternal diskette drive port coviercated on
the right side of the computer.

Cable External diskette drive port
Connecting the external diskette drive

2 Attach the cablefrom the external diskette drive to the
external diskette drive port
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You may attach the external diskette drive with the computer
on or off. If you attempt to use the diskette drive and it is not
attached to the computer, the computer displays an error
message.

The computer automatically recognizes the external diskette drive
and calls it the A drive.

Disconnecting the External Diskette Drive

To disconnect the external diskette drive from the computer, press
the cable connector buttons (on each side of the cable connector)
and gently pull the connector out of the external diskette drive
port.

If you try to access a diskette in the external diskette drive
after disconnecting the drive, you will get a disk error
message.

Inserting and Removing Diskettes

Disk eject button

Protective cover

Label

Inserting a diskette

A protective flap inside the disk insertion slot automatically
retracts when you insert a diskette.
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The preceding illustration shows the correct insertion procedure.
Make sure your fingers are touching ldgel and that th@rotec-

tive cover points toward theliskette drive. When the diskette is
almost completely in the drive, you will feel a slight resistance.
Push the diskette gently into place. When the diskette is securely
in the drive, thelisk eject button pops out.

Push the disk eject button to remove a diskette from the drive.

Connecting a Parallel Printer

If you already have a printer, now is a great time to connect it to
the computer. If you don't have a printer or don't wish to connect it
yet, don't worry. You can always connect one later.

The most common type of printer connection is through a parallel
printer cable. You may have received this cable when you pur-
chased your printer. Otherwise, printer cables are available from
your dealer and at most computer and electronics stores.

If your printer is ECP compatible and you wish to take advan-
tage of high speed printing, you'll need to connect the printer
to the computer using an IEEE 1284 printer cable.

To connect the printer to the computer, follow these steps:
1 Turn the computer’s power off.
2 Identify the two ends of the printer cable.

One end connects to the computer. The other end connects to

the printer.
~—
To the computer To the printer

Identifying the ends of the printer cable

3 With the printer off, connect the printer cable to your
printer.
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If youre unsure how to do this, your printer's documentation
will tell you.

Parallel port Printer cable
Connecting the printer cable to the parallel port

4 Connect theprinter cabldo the computer'sparallel port

5 Plug the printer's power cable into a live AC outlet.

Using the Keyboard Legs

Releasing the legs

Before you open the display, turn the computer over and locate the
keyboardegs Thesdegsunfold when you press the liegches
allowing you to adjust the keyboard angle for maximum typing
comfort. Once you've unfolded and folded the legs a few times,
you should be able to do so without turning the computer over.
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Open the Display

The final step before you turn your computer on is to open the
display.

Display panel

Display latch

Opening the display

1 Locate thedisplay latchon the front of the computer.
2 Press thalisplay latchand lift the display panel

3 Adjust the display panel to a comfortable viewing angle.

ing and closing the panel. Do not force it beyond the point
where it moves easily, and never lift the computer by the
display panel.

[ ] To avoid damaging the display panel, be careful when open-

CAUTION

Fill In Your Registration Card and Mail It

Take a few minutes now to fill in and mail your product registra-
tion card. The card was on the keyboard of your computer when
you first opened the display panel. Sending in your product regis-
tration card lets Toshiba keep you up to date with information
about new products and upgrades.
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Registering your computer also extends your Toshiba warranty
world-wide at no charge to you. See the registration card and war-
ranty information for details about the warranty options available
from Toshiba.

Using the AccuPoint Pointing Device

The computer's AccuPoint pointing device enables you to move
the cursor and to select items on the screen. If you're familiar with
desktop computers, you may have used a mouse or trackball for
this purpose. The AccuPoint provides all the functionality of a
mouse or trackball without your hands ever leaving the keyboard.

If you would rather use a mouse or trackball, you can connect one
to the serial port or PS/2 mouse/keyboard port.

R T DY S

)
T

I
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AccuPoint

Primary button

@\ Secondary button

The AccuPoint pointing device

To move the cursor, gently push fexuPoint in the direction
you want the cursor to move. Pushing harder on the AccuPoint
moves the cursor faster.

When a step instructs you to click or choose an item, move the
cursor to the item, then press and releaspritrary button . To
double-click, click the primary button twice in rapid succession.
The primary button corresponds to the left button on a mouse.

The function of thesecondary buttondepends on the program
you are using. It corresponds to the right button on a mouse.
Check your programs’ documentation to find whether it uses the
right mouse button.
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Turn the Computer On

Finally, the preparation is over. It's time to turn the computer on
and get to work. To turn the computer on, follow these steps:

1 Make sure there’s no diskette in the diskette drive.

2 If you have a printer connected to your computer, turn the
printer on and wait until the printer is ready (on line).

3 Locate the on/off light on the system indicator panel.
f

Power button

Power button cover
Opening the power button cover

4 Slide thepower button covaoward the front of the com-
puter, revealing thepower button
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Power button

Turning the power on

5 Press and hold thepower buttoron the left side of the
computer until the on/off light turns on (about one second).

power off again until the operating system has loaded

[@] When you turn the computer for the first time, do not turn the
completely.

CAUTION

When You Turn the Computer On the First Time

The first time you turn the computer on, the system displays the
Welcome to Windows 95 Setup screen.

Complete the following steps to select your operating system:

1 Inthe Welcome to Windows 95 Setup screen, click Next.
(Use the AccuPoint to position the pointer over the Next
button, then press the primary button.)

Setup displays the Windows Version screen.
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2 Choose your operating system:

|| Please consider your choice carefully. Once you choose
@ Windows 95 or Windows for Workgroups, the setup program
AN__4 automatically (and permanently) deletes the unselected oper-

WARNING
ating system from your system.
The Noteworthy ® Business Video Phone with Intel ®
ProShare ® Technology, provided with your Tecra 740CDT, is
specifically designed to work with Windows 95. If you choose
Windows for Workgroups as your operating system, you will
not be able to use this video conferencing package.

0 To choose Windows 95 (the default), click Next.

0 To choose Windows for Workgroups, click Change. Setup
displays the Operating System Choice screen. Click “No, |
want to install MS-DOS 6.22 and Microsoft Windows for
Workgroups 3.1,” then click OK.

If you chose Windows for Workgroups, follow the instructions
in the next section, “Finish the Windows for Workgroups
Setup Procedure” to complete the setup procedure. If you
chose Windows 95, follow the instructions in “Finish the
Windows 95 Setup Procedure” on page 33 to complete the
setup procedure.

Finish the Windows for Workgroups Setup Procedure

After you choose Windows for Workgroups as your operating sys-
tem, Windows Setup displays the License Agreement screen.

1 Read the license agreement, then click the button next to I
accept.”

Setup displays a Setup Wizard screen and installs the devices it
found on your system. Once it has installed the devices, Setup
displays the Finishing Setup screen, prompting you to restart
your computer.
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2 Click Finish to restart the computer.

The system restarts, loads Windows for Workgroups, and dis-
plays a Windows Setup screen, prompting you for your name,
company, and product number.

3 Type your name and company in the appropriate fields.
You may leave the product number field blank, or type in
the Windows 95 Certificate of Authenticity number.

4 Click Continue.
Setup prompts you to verify the information you just entered.
5 If the information is correct, click OK.
To change any of the information displayed, click Change.
Setup displays the Printer Installation screen.

6 If you have a printer, use thet and | keys to select your
printer from the list and click Install.

If you don't have a printer, choose No Printer from the list and
click Install.

Setup prompts you to select a printer port.

7 Setthe portto LPT1: for a parallel printer (or COM1.: for
a serial printer) and click Install.

The computer restarts and reloads Windows for Workgroups.

Finish the Windows 95 Setup Procedure

Aiter you choose Windows 95 as your operating system, Win-
dows Setup displays a Windows 95 Setup Wizard and installs the
devices it found on your system. Once it has installed the devices,
Setup displays the Finishing Setup screen, prompting you to
restart your computer.

1 Click Finish to restart the computer.
The computer restarts and loads Windows 95.

Setup displays the User Information screen.
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2 Type your name and company in the appropriate fields,
then click Next.

Setup displays the License of Windows 95 screen.

3 Read the license agreement, then click the button next to “I
accept the agreement.”

4 Click Next.
Setup displays the Certificate of Authenticity screen.

5 Type in the number from the Certificate of Authenticity,
affixed to the Windows 95 manual that came with your
computer, then click Next.

Setup displays the Start Wizard screen.
6 Click Finish.

Select Date/Time Properties

As Setup continues, Windows 95 displays the Date/Time Proper-
ties dialog box. This dialog box has two tabs. Click on a tab to
bring it to the front.

1 Onthe Time Zone tab, select your time zone by clicking
the up and down arrow keys.

2 On the Date and Time tab, set the correct date and time, if
necessary.

3 When you've finished, click Close.
Setup starts the Add Printer Wizard.

Set Up Windows 95 to Work With Your Printer

If you already have a printer, click Next when the system prompts
you to set up your printer. If you plan to purchase a printer later,
click Cancel now and see “Setting Up Windows 95 to Work with
Your Printer” on page 94 when you're ready to connect it.
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To set up Windows 95 to work with your printer now, follow these
steps:

1

When Windows 95 opens the Printers dialog box, scroll
through the lists of manufacturers and printers until you
find yours.

If your printer is not listed, it probably came with its own dis-
kette. Insert this diskette into the diskette drive and click Have
Disk. When Windows 95 displays the Install From Disk dialog
box, click OK.

Select your printer and click Next.

Set the port to LPT1.: for a parallel printer (or COM1.: for
a serial printer) and click Next.

Type in a new name for your printer or accept the default
and click Next.

If your printer is connected and turned on, click Finish to
print a test page.

To finish the setup procedure without printing a test page, click
No, then Finish.

Complete the Initial Startup Procedure

Windows 95 completes its setup procedure and displays the Wel-
come to Windows 95 screen. This screen provides the following
options:

O

The Windows 95 Tour gives you a brief overview of
Windows 95. For a more complete introduction, see “Getting
to Know Windows 95” on page 53.

Select What's New for answers to common questions about
Windows 95.

Online Registration lets you register Windows 95 with
Microsoft.
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o

To customize
and register

your computer,

click here now

Let's Start at the Very Beginning
How to Use this Guide with Windows for Workgroups

Once you've finished looking at any or all of the above options,
click Close to finish the initial startup procedure and open
Windows 95.

To finish setting up your system, double-click the stop sign icon on
the desktop. Follow the instructions on the screen to customize
and register your computer.

How to Use this Guide with Windows for
Workgroups

The instructions in this guide are specific to Windows 95. If you
chose Windows for Workgroups, a number of things are different,
including:

0 The tutorial provided in “Getting to Know Windows 95” on
page 53 refers to Windows 95 only.

O The instructions in this guide for starting the MaxTime Control
Panel, the Toshiba System Control Panel, and Fn-esse are for
Windows 95 only. You can access the equivalent programs in
Windows for Workgroups (MaxTime, Hardware Setup, and
Fn-esse) by double-clicking their icons in the Toshiba Utilities
group in Program Manager.

0 Windows for Workgroups does not include a Suspend
command. Use Resume Mode instead.

0 Windows 95 contains the files your computer needs to com-
municate with optional PCMCIA-compatible PC Cards. If
you're using Windows for Workgroups, use the supplied Card-
Wizard program for your optional PC Cards.

0 The steps in “Changing the Display Mode” on page 308 are
for Windows 95. To change the display mode in Windows for
Workgroups, double-click the Chips CPL icon in the Control
Panel.
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Create Master Diskettes or Purchase the CD-ROM

When you buy a program at a computer store, you receive a set of
program diskettes or a CD-ROM containing the files necessary to
install the program on your computer's hard disk. You can also use
the files to reinstall your software if necessary.

However, your computer comes with a number of programs, such
as Microsoft Windows 95, already installed on the hard disk. If
one or more of these programs is ever damaged or deleted, you'll
need program files to reinstall it.

You must buy blank diskettes and run Microsoft's Create System
Disks program to make a set of Microsoft Windows 95 diskettes.

There are two ways of obtaining program files for your other pre-
installed software (excluding Microsoft Windows 95):

0 Buy blank diskettes and run Toshiba’s Master Disk Creator
program.

O Purchase the Toshiba drivers/utilities on CD-ROM from
Toshiba, using the order form that came with your computer.

If you chose Windows for Workgroups, use Master Disk Creator
to make its program diskettes.

Preparing to Create Master Diskettes

Disk image files on your hard disk contain all the information to
create program diskettes for the factory pre-installed programs on
your computer. Microsoft Create System Disks and Master Disk
Creator copy these disk images to the diskettes.

You cannot reinstall programs from the disk image files on
the hard disk. You must use program diskettes created with
Create System Disks to reinstall Windows 95, and either the
diskettes created with Master Disk Creator or the CD-ROM
you purchased from Toshiba to reinstall other pre-installed
programs.
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To run both these programs, you need:
0 About four hours.

0 Up to 72 blank, formatted 3 1/2 inch high-density (1.44MB)
diskettes. The diskettes for Microsoft Windows 95 must be for-
matted but the others need not be. All the diskettes must be
write-enabled (thevrite-protect tab at the left corner of the
diskette must cover the square hole).

d A

Write-protect tab
[ — |:| | J

A write-enabled diskette

Although you can run these programs at any time, it's a good idea
to create your program diskettes the first time you start the com-
puter. That way you don't risk accidentally deleting a program file
and having no master diskettes available from which to reinstall it.

Running Microsoft Create System Disks

If you chose not to create Windows 95 diskettes when you turned
the computer on the first time, you should do so now. Since
Microsoft Create System Disks requires you to make all the
Microsoft Windows 95 diskettes at one time, you need to have at
least 32 new, formatted high-density diskettes available before you
start the program. Label the diskettes using the pre-printed
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Microsoft Windows 95 diskette labels provided with your
compulter.

You can run Create System Disks only once. After you create
the diskettes, the program deletes the images from your hard
disk.

To run Create System Disks, follow these steps:
1 Make sure the diskette drive is connected to the computer.

If you're unsure how to do this, see “Connecting the External
Diskette Drive” on page 24.

You may also swap the CD-ROM and diskette drive, following
the instructions in “Swapping SelectBay Modules” on
page 114.

2 Click Start, then point to Programs.
Point to Accessories, then point to System Tools.
4 Click Create System Disks.
Windows 95 opens the Create System Disks program.

5 Follow the instructions on the screen to create the program
diskettes.

Running Master Disk Creator

Master Disk Creator creates program diskettes for the rest of the
programs pre-installed on your computer (if you decide not to buy
the CD-ROM). Itis a very simple program to use. You'll need up
to 40 high-density diskettes to hold a complete set of program files
(more if you are using Windows for Workgroups). Label the dis-
kettes as indicated by Master Disk Creator.
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To run Master Disk Creator, follow these steps:
1 Make sure the diskette drive is connected to the computer.

If you're unsure how to do this, see “Connecting the External
Diskette Drive” on page 24.

You may also remove the current module from the SelectBay
and insert the diskette drive module, following the instructions
in “Swapping SelectBay Modules” on page 114.

2 Click Start, then point to Programs.

3 Point to Toshiba Ultilities, then click Master Disk Creator.
Master Disk Creator displays a welcome screen.

4 Click OK.

Master Disk Creator displays a list of the available disk
images.

e
0 TOSHIBA Windows 95 Display Drivers v 2.99 (1 disk)
b TranXit V2.01 (2 disks)
i3 Indeo Video Interactive 32 bit R4.1 (1 disk)
b TOSHIBA User's Guide (2 disks)

ion Disks:

@ B [a2]=X

o =
Make Disk(s] || Selectan || print Cabels About Exit

A sample list of disk images
5 To create a complete set of program diskettes, click Select
All.

If you don’t want to create a complete set of diskettes now,
choose only those programs for which you want to create
diskettes.

Part I: Getting To Know Your Computer



Let's Start at the Very Beginning 41
Create Master Diskettes or Purchase the CD-ROM

6 Label the diskettes with the names shown on the screen, or
click Print Labels to print the labels automatically.

If you choose to print the labels automatically, make sure the
computer is connected to a printer and you have enough printer
diskette labels.

7 Click Make Disks.

Master Disk Creator displays the MDC Disk Creation Confir-
mation screen.

8 Insert the appropriately labeled blank formatted diskette
into the diskette drive.

9 In the MDC Disk Creation Confirmation screen, choose a
Write method and click Create Disk.

Master Disk Creator begins copying files to the diskette and
displays a meter monitoring the copying process.

10 When Master Disk Creator prompts you to, press the disk
eject button to remove the diskette.

Check the system indicator panel on the front of the com-
puter. Do not remove a diskette while the disk light is on.
Doing so could destroy the information on the diskette and
damage the diskette and/or the drive.

11 Write-protect the diskette by moving the tab on the back of
the diskette to expose the write-protect hole.

Write-protecting a diskette prevents you from erasing or over-
writing the information on the diskette, but doesn’t protect the
diskette from damage caused by outside sources.
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12 Continue inserting and removing diskettes according to
the instructions on the screen.

Since creating program diskettes will take some time, now is a
good time to:

0O Fillin your registration card (if you haven't yet done so).
0 Skim through the rest of this guide.

O Fillin and mail the reader response card. Toshiba wel-
comes your comments and suggestions for improving the
documentation.

13 When you've finished making the master diskettes, store
them together in a safe place.

Make sure you keep the diskettes away from extreme tempera-
tures and humidity and strong magnetic fields, such as those
generated by large stereo speakers.

Using the Electronic Guide

Your Tecra 740CDT computer comes with this guide in electronic
form on your hard disk. Since the electronic book is stored on your
computer, you don't have to take the printed documentation with
you when you travel.

The electronitJser’s Guidds a copy of this printed book. This
section explains how to use the electronic version of the guide.
Opening the Book
To open the book, follow these steps:
1 Click Start, then point to Programs.
2 Point to Toshiba Utilities, then click User’'s Guide.
Windows 95 opens the guide.

Part I: Getting To Know Your Computer



Let's Start at the Very Beginning
Using the Electronic Guide

43

The Parts of the Window

The electronic book opens at the title page.

Top of chapter icon  Top of topic icon r
L

Menu commands

"+ Tecra 740CDT Electumic User's Guide [x]

Find ‘Go Back
Print

Next arrow

Tecra 740CDT

Electronic User's Guide

Previous arrow

Produced by Atkins Duane International, Inc.

The title page

Themenu commandsicons and arrows provide these options:

O

o o o o o o o o d

Contentsdisplays the table of contents for the entire book.

Index displays the index you normally find at the back of the
book.

Find lets you type in a term and search for it in the book.
Go Backretraces your steps through the book.

History shows a list of all the places you've been.

Help explains how to use the book’s features.

Bookmark marks a topic so you can return to it in the future.
Copy copies selected text to the clipboard.

Print prints the current topic.

Preferencedets you customize the book’s features.

Exit closes the book.
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0O Clicking theTop of chapter iconreturns you to the beginning
of the current chapter.

0O Clicking theTop of topic iconreturns you to the beginning of
the current topic.

0O Theprevious andnext arrows allow you to move forward or
backward from topic to topic.

Finding a Topic Quickly

As in a printed book, to find a particular topic you can either
search the index or use the table of contents.

In addition to providing an index and table of contents, the elec-
tronicUser’s Guidemaintains a list of all the words in the book. If
the index and table of contents do not contain the word you're
looking for, try the Find option. You can search the current topic or
the entirdJser’'s Guide

Follow these steps:
1 Click Find.

The book displays a box for you to enter the word or phrase.
2 Type the word or phrase and pressnter or click Search.

Find displays a list of all the sections that contain this term.
3 Select the section you wish to read and presser.

Find displays the section.

Reading a Topic

If the topic contains more text than will fit on the screen, use the
scroll bar to read the additional text.

When you get to the end of the topic, click the next arrow to go to
the next topic or the previous arrow to go to the previous topic.
Clicking the next arrow takes you through the topics in the same
sequence as the printed book.
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Using Cross-References

The topic you located using the Index, Contents or Find may still
not be the one you are looking for but, as you read the text, a cross-
reference may point you to the section you need.

Cross-references are shown in green underlined text. To view a
cross-reference, follow these steps:

1 Position the pointer over the cross-reference.

The pointer changes to a pointing hand symbol.

%+ Tecra 740CDT Electionic User's Guide

Contents. Index Find Go Back Hi: Hel)
-TOSHIBA u =2 o By
Bookmark Copy  Print Preferences  Exit
[P

~ L Tecra 740CDT User's Guide
ToP Tor Chapter I: Finding Four Fay acund the System &

Chapter 1 @

Finding Your Way around the
System

Tow've bought your new computer and taken everything out of the box. Now
you may be asking yourself, OK, what do 1 do? Well, this chapter helps yon set
up your computer, gives you tips on working comfortably and takes you on a
tour of the computer’s features.

Make Sure You Have Everything

Select a Place To Work

= Cross references

Find Out Where Everything's Located

Using a cross reference

2 Click the cross-reference

The program displays the section that contains the information
relating to the cross-reference you selected.

When you have finished reading the cross-referenced material,
click Go Back to return to the original topic.
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Using Bookmarks

Creating a bookmark allows you to mark a portion of the text that
you want to be able to find quickly in the future.

Creating a New Bookmark
To create (or define) a bookmark, follow these steps:

1 Position the pointer at the beginning of the text you want to
find again.

2 Click Bookmark.
The program displays the bookmark dialog box.

I Add a bookmark (enter name): ,Y”
| Emryup | EmryDown | RemoveEntry | Clearlist |

The bookmark dialog box

3 Type a name for the bookmark.
This can be any name you choose.

4 Pressnter or click the X in the upper right corner of the
box.

The program places a small mark at the bottom of the window.

Viewing the Topic Marked by a Bookmark

To view a marked topic, click its bookmark. Moving the pointer
over the bookmark displays the name you assigned.

Another way to locate the topic you marked is through the book-
mark list. Follow these steps:

1 Click Bookmark.
2 Select the bookmark name you wish to find.

3 Click the box above the list to go to the topic.
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Deleting a Bookmark
To delete a previously defined bookmark, follow these steps:

1 Enter the name of the bookmark or locate it in the drop-
down list box.

2 Click Remove Entry.

The program deletes the bookmark.

Keeping Track of Where You’ve Been

Unlike a printed book, an electronic book can keep track of what
you've already read. If you wish you could go back to the page
you read five minutes ago, but you don't remember where you
were, follow these steps:

1 Click History.

The program displays a list of all the topics you've viewed in
this session.

Index Find Go Back History Help .
Bookmark Copy Print Preferences Exit
4 Click on a topic below and then click thiz box to go there IY‘

[ Remove a Topic [ Clear the History List |

-TOSHIBA— 2o

Ch: Part I: Getting To Know Your Computer
1 Introduction

‘Where Do | Get My Questions Answere d
Contents at a Glanc
11y Notices
Fin fct.
S < Notices
y. Contents at a Glance
‘Where Do | Get My Questions Answere d?
Contents at a Glance Mow
Notices you set
Title Page ona
iy

A history list

2 Click the topic’s title.
3 Click the top box and you're back where you were before.

You can delete topics from this list or clear the list entirely by
clicking the appropriate boxes.
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Getting Help

The electronic guide comes with its own help text. If you are not
sure about a feature, click Help.

Help is context sensitive. If you keep the Help window open, the
Help text changes to describe the feature you are currently point-
ing at with your pointer.

Using Material from the Book

Though this book is copyrighted, you may select text and copy it
to the clipboard for use in your own projects. You may also print
individual topics or selected text.
Copying a Selection
To copy a selection, follow these steps:
1 Click Copy.

The book displays the Copy dialog box.

% Tecra 740CDT Electronic User's Guide

Contents Index Find ‘Go Back History Hel,
-TOSHIBA > ¢
Bookmark Copy  Print Preferences  Exit

Copy the zelection to the clipboard b4
| Make a selection with the cursor, then click the Copy command above. |

By installing extca memery now, you'lL be able to aperate yous computer atits =)
maximum capacily from the start, Of course, you can always come back to this
sestion if you decide to add mermory at a later time,

Sizes of Memory Modules

Install the Memory Module

The mernory module installs into the memery expansion slot on the bettem of the
computer. You'll need a Phillips screwdriver Lo install the memory module,

Selected text ready to copy

2 Select the text to copy.
3 Click “Copy the selection to the clipboard.”

You can insert this text into another document.

Part I: Getting To Know Your Computer



Let's Start at the Very Beginning 49
Using the Electronic Guide

Printing a Selection or Topic
Follow these steps to print:
1 Click Print.
2 Select the text you wish to print.
Do not select any text if you wish to print the entire topic.
3 Click “Print a Selection” to print the text you selected.
Click “Print the Current Topic” to print the whole topic.

The program prints to the current printer. Before you click
Print, make sure the printer is on line (ready) and the printer
has paper.

Changing How the Book Works

The Preferences command lets you customize the electronic
book’s features to meet your preferences.

Click below to change preferences: X
Audible Alerts
Boolamariclcons
Checkpoints

Teop lcons

Text Size
Match Color for Find ]

The preferences dialog box

W (a5 | | =

Audible Alerts sound for various functions. To turn these off,
click the Audible Alerts option.

If you would rather not see tlB®okmark Icons, click here to
turn them off. If the bookmark icons are off, click Bookmark to
view a list of the bookmarks.

Checkpointsare dialog boxes that appear when you are about to
do something that may be destructive.

You can control the size of the text in the book window by clicking
theText Sizeoption.

TheMatch Color for Find option changes the color the book
uses to highlight the text for which you are searching.
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Reinstalling the Electronic User’s Guide

If for any reason you need to restore this book to the hard drive,
you must use the master program diskette that contains the book
files. For more information about master program diskettes, see
“Create Master Diskettes or Purchase the CD-ROM” on page 37.

Follow these steps to reinstall on-line documentation:
1 Insert the master program diskette in the diskette drive.
2 Click Start, then click Run.

Windows 95 displays the Run dialog box.

3 Inthe Run dialog box, type the command lin&:\install and
click OK.

Always install the book into the C:\DOCS folder.

4 When the installation is complete, eject the diskette from
the drive.
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Windows 95

Windows 95 is the computer’s operating system providing a
means of communication between your computer, your programs
and you. This chapter introduces Windows 95 by taking you
through a few basic tasks.

If you've never used Windows before, the skill and confidence
you'll gain will more than offset the small amount of time you will
spend going through these lessons.

If you've used an earlier version of Windows, you'll notice that
Windows 95 is very different. Windows 95 Help discusses a num-
ber of the major differences in an easy question-and-answer for-
mat. Click Start, then Help to open Help, click the index tab, then
typetips and double-click “for Windows 3.1 users.”

One of the wonderful things about Windows 95 is its flexibility.
While the steps in this chapter will accomplish the indicated tasks,
there are often other ways of doing things. For example, if you've
used earlier versions of Windows, many familiar key combina-
tions will still work. If you're curious, refer to on-line help or your
Windows 95 documentation for more information.
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Lesson 1: Exploring the Desktop
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Start button \ﬂﬁl EX

The desktop is the launching pad for everything you can do in
Windows 95. You use its features to start programs, find docu-
ments, set up system components and most other computing tasks.

The following illustration identifies the major features of the
desktop:

Dgrﬂgf rDJIJJ T DJJ’JJJ;— fDJIJ
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Toshiba Access Panel
The desktop

TheStart button does just what it says. You can use it to start pro-
grams and open documents, files and folders within Windows 95
(see “Lesson 5: Starting Programs” on page 61).

Thetaskbar lets you know what documents you currently have
open. It may also display the time. Right now, the taskbar is blank
because you haven't started anything. As you work through the
lessons in this chapter, the taskbar will change to reflect what
you're doing.

Theiconsprovide shortcuts to programs, documents, files, folders,
system features and components. To learn how to create and use
these icons, refer to your Windows 95 documentation.
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One special icon is tHieecycle Bin You use the Recycle Bin to
delete files and remove objects from the desktop. You'll learn
more about the Recycle Bin in “Lesson 11: Removing Objects
from the Desktop” on page 70.

TheToshiba Access Panalisplays gauges which monitor the
current battery capacity and lets you launch applications, set up
configurations, and configure the system’s power management
settings. When you turn the computer on the first time, the panel is
closed. To view the panel, use the secondary button to click the
Toshiba Access Panel icon (the small grey “T” on the right side of
the taskbar). Click “Start Toshiba Access Panel” on the shortcut
menu that appears.

Lesson 2: Using the AccuPoint Pointing Device

The AccuPoint is your basic tool for moving around and working
in Windows 95. This lesson teaches you some of the things you
can do with the AccuPoint.

Follow these steps:
1 Push gently against the left side of the AccuPoint.

Notice how the arrow (pointer) moves to the right edge of the
screen.

2 Push a bit harder against the right side of the AccuPoint.

Notice that the pointer moves faster as you increase the
pressure on the AccuPoint.

3 Practice moving around the screen.

Experiment by moving in different directions and at different
speeds. See how quickly you can point to a particular spot on
the screen.

4 Move the pointer to the Start button and click the primary
button (it's the larger one).

Windows 95 opens the Start menu.
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The desktop with the Start menu open

5 Click an empty area of the desktop to close the Start menu.

6 With the pointer in an empty area of the desktop, click the

secondary button (the smaller one).

Throughout the remainder of this guide, the term “click” will
refer to the primary button. Instructions requiring the second-
ary button will specifically mention that button. For example,
“click the secondary button.”

Windows 95 opens the desktop shortcut menu.

Arange lcon: #
Ling up lcons

Paste
Faste Shortcut

Mew 3

Froperties

The desktop shortcut menu
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As the name implies, shortcut menus provide quick access to
many features of Windows 95. For more information about
shortcuts in Windows 95, refer to Help or your Windows 95
documentation.

7 Click an empty area to close the shortcut menu.

8 Move the pointer to the My Computer icon and click the
primary button twice rapidly.

This process is known as “double-clicking.”

The My Computer window opens.
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The desktop with the My Computer window open

e U

9 Click the taskbar at the bottom of the screen and, while
holding the primary button, drag the pointer to the right
edge of the desktop, then release the primary button.

This process is known as “clicking and dragging.”

The taskbar moves from the bottom to the right edge of the
desktop.
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You may move the taskbar to any of the desktop’s four edges.

10 Click the taskbar once again and drag it back to the bot-
tom of the desktop.

Lesson 3: Creating a New Document

Now that you're used to the desktop, you'll want to go on to do
some real work.

With earlier versions of Windows, you had to start a program
before you could create a document. Windows 95 lets you choose
a type of file and then opens a program appropriate to that file
type.

This lesson teaches you how to create a text file without first
opening a program. Follow these steps:

1 Move the pointer to an empty area of the desktop and click
the secondary button.

Windows 95 displays a shortcut menu of commands applica-
ble to the desktop.
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2 Click New, then click Text Document.

Windows 95 creates an icon on the desktop called New Text
Document with the icon name highlighted.

3 You'll probably want to give your file a meaningful name,
SO typeMy New File and pressenter.

4 Double-click the icon.

Windows 95 opens the new file in Notepad, the text editor built
into Windows 95.
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The Notepad window

Notice as you open the file that there’s a new button on the
taskbar that reads My New File - Notepad (the name may be
too long to fit into the taskbar space, but if you point to the
name, Windows 95 displays all of it). By displaying buttons
like this one, the taskbar helps you keep track of the programs
and files you currently have open.

To learn more about Notepad, click Help or refer to Windows 95
Help. But for now, leave Notepad open and go on to the next
lesson.
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Lesson 4. Creating a New Folder

Windows 95 stores documents, tools and programs in folders. It
even stores other folders in folders. In this lesson, you will learn
how easy it is to create folders.

To create a folder in which to store the document you just created,
follow these steps:

1 Move the pointer to an empty area of the desktop and click
the secondary button.

Windows 95 displays the desktop shortcut menu.
2 Click New, then click Folder.

Windows 95 creates an icon on the desktop called New Folder
with the icon name highlighted.

3 Type a name for the folder and pressnter.

4 Close the Notepad document you just created by clicking
the close button on the right side of the Notepad title bar.

Windows 95 displays the document as an icon on the desktop.
5 Click the document icon and drag it to your new folder.
The outline of the document icon moves across the desktop.

6 Position the document icon over the folder icon (the folder
icon should be highlighted), then release the primary
button.

The document disappears into the folder.
7 To see your document, double-click the folder icon.
A window opens and displays the contents of the folder.
8 Close the window by clicking its close button.

Continue with the next lesson to learn how to start programs.
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Lesson 5: Starting Programs

After you've gained some experience and added some programs
of your own, you'll know exactly which program to use for a par-
ticular task. This lesson teaches you how to start programs from
the desktop, using two of the programs built into Windows 95.

Follow these steps:
1 Click Start, then point to Programs.
Windows 95 displays a list of program folders.

2 Point to Accessories, then click Paint.

Windows 95 opens Paint, a simple drawing program.
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The desktop with Paint open
Your desktop now looks something like the above illustration.
Notice again the new addition to the taskbar.

3 To open a second program, click Start, then click
Programs.

4 Click Windows Explorer.
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Windows 95 opens Windows Explorer and adds a new button
to the taskbar.
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The Windows Explorer

The Windows Explorer provides access to all your computer’s
resources. For example, it lets you see all the files in a particu-
lar folder on the computer’s hard drive.

Notice the taskbar now has two buttons on it, one for Paint and
one for Windows Explorer.

Click the Paint button on the taskbar.

Windows 95 displays the Paint program. You can move back
and forth between the two programs by alternately clicking
each button.

Windows 95 places the active window on top of other win-
dows on the desktop unless you have resized the windows.
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Lesson 6: Resizing and Reshaping Windows

If you've been following the steps in this chapter, you now have a
screen cluttered with several program windows. Fortunately, it's
simple to recreate order out of this chaos. You can resize windows
S0 you can see more than one of them at a time. You can also hide
windows by removing them from the desktop without actually
closing your document or program.

This lesson introduces several ways to adjust the size and shape of
windows open on the desktop.
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Windows Explorer open on the desktop

L3

First, notice the above illustration. It identifies three buttons that
are on the title bars of most windows. These are the minimize,
maximize and close buttons. Now that you know where these but-
tons are, follow these steps:

1 To make the Windows Explorer window the active win-
dow, click the Windows Explorer button on the taskbar.

Windows displays Windows Explorer on top of other windows
on the desktop and highlights the menu bar to show it is the
active window.

Part I: Getting To Know Your Computer



64 Getting to Know Windows 95
Lesson 6: Resizing and Reshaping Windows

EZ

Click the minimize button at the top right of the Explorer
window.

Explorer disappears from the desktop. However, it's still open,
as you can see from the taskbar.

Minimizing program windows is a good way to clean up the
desktop without actually closing programs.

Click the maximize button at the top right of the Paint
window.

The Paint window expands to the full size of the screen, except
for the taskbar. Notice that the maximize button has changed.
It's now called the restore button.

Maximizing a program is a good way to work when you're
only using that program and don't want any distractions on the
screen.

Click the restore button.

Paint returns its previous size and location. Notice that the
restore button has changed back into the maximize button.

For the next few steps assume that you want to be able to see
both the Paint and Windows Explorer at the same time.

Move the pointer to the right side of the Paint window.
The pointer changes to a two-headed arrow.

Click and drag the edge of the window until it takes up just
less than half the width of the desktop.

Click the title bar of the Paint window and, while holding
the primary button, drag the window to the left side of the
desktop.

You can move any window by clicking its title bar and
dragging it.
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8 Click the Windows Explorer button on the taskbar.
Windows 95 displays the Windows Explorer window.

9 Repeat steps 6 and 7 to size and position the Windows
Explorer, placing it at the right side of the desktop.

Now that you've got the windows side-by-side, you can see
how you could refer to one window while working in the other.

When you are working with documents and programs, resizing
and moving windows allows you to rearrange the desktop to suit
your tastes and needs. Experiment with different sizes and place-
ments of windows. Discover the most comfortable and efficient
arrangement for your work.

At this point you have three programs open on the desktop. Go on
to the next lesson to learn how to close them.

Lesson 7: Closing Your Programs and Files

Once you're finished working with a document or program, it's a
good idea to close it to free up the space in memory for something
else. While you can run a number of programs at the same time in
Windows 95, having a large number of programs and documents
open simultaneously can slow down your system.

This lesson teaches you how to close the program you've opened
earlier in this chapter. Follow these steps:

1 Click the close button at the top right of the Explorer
window.

That's all there is to it. Windows Explorer closes, removing the
Explorer button from the taskbar as well.

2 Close Paint, Notepad and the My Computer window
(assuming it's still open) by clicking their close buttons.
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Lesson 8: Creating Shortcuts

By adding shortcuts to your desktop, you can open programs or
files with the click of a button. You'll probably want to create
shortcuts for the programs you use most frequently. This lesson
explains how to create shortcuts to two Windows 95 accessories,
Calculator and Character Map.

To create a shortcut, follow these steps:

1 Move the pointer to an empty area of the desktop and click
the secondary button.

Windows 95 displays the desktop shortcut menu.
2 Click New, then click Shortcut.
Windows 95 displays the Create Shortcut dialog box.

3 Inthe Command line box, typec:\windows\calc.exe and click
Next.

4 Windows 95 prompts you to select a name for the shortcut.
5 Type-alculator and click Finish.
Windows 95 displays the new shortcut on your desktop.

Now assume you want to create a shortcut, but don’'t know the
location of the program.

6 Click Start, then point to Find.
7 Click Files or Folders.
Windows 95 displays the Find dialog box.

8 On the Name and Location tab, typehar in the Named
box.

9 Click Find Now.

Windows 95 displays a list of all the files with “char” in their
names.
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10 Click the Character Map file with the secondary button
and drag it to the desktop.

A shortcut menu displays.
11 Click Create Shortcut(s) Here.
A shortcut to the Character Map appears on your desktop.

Clicking a shortcut icon opens the program or folder immediately.
Place as many shortcuts on your desktop as you find useful.

Continue to the next lesson, where you'll discover the meaning of
object properties in Windows 95 by changing the wallpaper on
your desktop.

Lesson 9: Changing the Wallpaper

Windows 95 treats all windows, icons, programs, drives, etc. as
self-contained objects. You can set each object’s properties (such
as size, position on-screen, and color) individually.

This lesson introduces object properties by showing you how to
change one of the properties of the desktop, the wallpaper.

To change the wallpaper, follow these steps:

1 Move the pointer to an empty area of the desktop and click
the secondary button.

Windows 95 displays the desktop shortcut menu.
2 Click Properties.
Windows 95 displays the Display Properties dialog box.
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The Display Properties dialog box

Click the Background tab to bring it to the front.

3 Scroll through the wallpaper options by clicking the scroll
arrows in the Wallpaper list box.

4 Try a different wallpaper pattern by clicking a name in the
list box.

Windows 95 displays a sample of the wallpaper selection in
the monitor above the list box. Try several patterns.

5 To apply a pattern to your desktop, click Apply.

6 After you've chosen a wallpaper pattern and applied it to
your desktop, click OK.

Windows 95 returns you to the desktop, with your new wallpa-
per displayed.

You can view any object’s properties by clicking it with the sec-
ondary button, and choosing Properties from the shortcut menu
that appears.

The next lesson explains how to set two other properties: the date
and time.
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Lesson 10: Setting the Date and Time

You set the computer’s date and time properties when you turned
the computer on the first time and set up Windows 95. To change
the date and time settings now, follow these steps:

1 Click Start, then point to Settings.
2 Click Control Panel.

Windows 95 displays the Control Panel.
3 Double-click the Date/Time icon.

Windows 95 displays the Date/Time Properties dialog box.
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The Date/Time Properties dialog box

This dialog box has two tabs. Click on a tab to bring it to the

front.
To open this dialog box more quickly, click the time display
Eﬂ on the taskbar with the secondary button, then click Adjust
A Date/Time.

4 On the Date & Time tab, select the correct month, year,
day, and time.
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5 On the Time Zone tab, select your time zone from the
drop-down list box.

6 When you're done, click OK.

You're almost done. Now go on to the next section to finish clean-
ing up the desktop.

Lesson 11: Removing Objects from the Desktop

Earlier in this tutorial, you created a new icon on the desktop.
Since everything you've done to this point has been just practice,
you'll want to return the desktop back to its original uncluttered
state. This lesson explains how to remove objects from the desktop
and introduces the Recycle Bin.

To remove your new icons from the desktop, follow these steps:

1 Click the icon for the folder you created in “Lesson 4: Cre-
ating a New Folder” and, while holding the primary but-
ton, drag it until it's over the Recycle Bin (the Recycle Bin
icon should be highlighted).

2 Release the primary button.

The icon disappears. But, with Windows 95, it isn't really
gone. It's merely set aside to where you can delete it com-
pletely later.

3 Repeat steps 1 and 2 for any other icons you created dur-
ing this tutorial.

Each icon disappears as you drop it on the Recycle Bin.
4 Double-click the Recycle Bin icon.

Windows 95 opens the Recycle Bin window.
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The Recycle Bin window

Notice that all the icons you dropped on the Recycle Bin are
listed.

5 To completely remove an object, click it and click File, then
click Delete.

The object is gone forever.

Later on—in your real work, not in this tutorial—you'll use the
Recycle Bin to delete other objects such as folders, documents,
and sometimes even programs. Still, the process is the same. Drag
an object’s icon to the Recycle Bin and, sometime when you're
absolutely certain that you never want to see it again, delete it from
there.

If you change your mind and want to restore an object you sent to
the Recycle Bin, click the object with the secondary button and
click Restore. Windows 95 restores the object to the place from
which it was deleted.

To delete everything from the Recycle Bin at once, choose
Eﬂ g Empty Recycle Bin from the File menu.

HINT
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Lesson 12: Exploring the Toshiba Access Panel

The Toshiba Access Panel, at the right side of the desktop, is a
handy place to check the power usage gauges, launch Toshiba util-
ities and other programs, access a variety of on-line help features,
and set up separate configurations for working at home, at the
office, or while traveling.

When you turn the computer on the first time, the panel is dis-
abled. To view the panel, use the secondary button to click the
Toshiba Access Panel icon (the small grey “T” on the right side of
the taskbar). Click “Start Toshiba Access Panel” on the shortcut
menu that appears.

Configuration button

Gauge Dashboard
Gallery button ] tear-off button
Dashboard
Splitter
Application
icons
Options button —__ | Help button
Tazhiliz
Ancens
Panzl

The Toshiba Access Panel

The preceding illustration identifies the sections of the Toshiba
Access Panel. Follow these steps to explore some of the panel's
features:

1 To move the panel from the right side of the desktop to the
left side, click the panel and, while holding the primary
button, drag the panel to the new position.
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When the panel is where you want it, release the primary but-
ton. You can place it on the right or left sides of the desktop
only.

The Toshiba Access Panel allows you to set up separate con-
figurations to use while you're at home, at the office, or travel-
ing. For example, if you use the battery while traveling and the
AC adapter and power cord when you're at the office, you
could set up a travel configuration that turns on the computer’s
battery saving features, and an office configuration that turns
those features off.

You keep track of which configuration you're using by looking
at the icon on theonfiguration button.

2 To change which configuration you're using, click the con-
figuration button.

Office configuration

Home configuration Travel configuration
The configuration slider bar

The configuration slider bar extends to the left, displaying the
home office, andtravel buttons.
3 Click the button for the configuration you wish to use.

The new configuration takes effect and the configuration slider
bar disappears.

Thedashboardsection of the Toshiba Access Panel displays
gauges that show the current battery capacity in a variety of
formats. You can choose which gauges display in the
dashboard.

4 Click the Gauge Gallery buttojust above the dashboard.

Part I: Getting To Know Your Computer



7 4 Getting to Know Windows 95
Lesson 12: Exploring the Toshiba Access Panel

Gauge Gallery

Add a gauge 1o the Toshiba Access Panel by dragging it
onto the dashboard

Hard Disk Gauge

Memory Gauge
The GDI, System and User Re:

The Gauge Gallery
The Gauge Gallery opens. This window lists the available
gauges:

0O The Hard Disk Gauge displays the hard disk space usage in
LED or bar graph format.

0O The Memory Gauge displays the available GDI, system, or
user resources in LED or bar graph format.

0O The Percent Remaining Gauge displays the percentage of
battery charge remaining in LED or bar graph format.

0O The Power Meter Gauge displays the current power usage
mode in LED or needle format.

0O The Time Remaining Gauge displays the amount of time
remaining before the battery discharges completely.

5 To hide the Gauge Gallery, click its close button.
The Gauge Gallery disappears.

Theapplication iconsprovide a convenient way to start pro-
grams. Clicking an icon starts its associated program.

You can add your own application icons to the panel.
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6 For example, to add the Windows 95 My Briefcase pro-
gram to the panel, click the My Briefcase icon and drag it
to the application icons section of the Toshiba Access Panel.

The panel displays a pop-up menu.

7 Click Add to All to display the My Briefcase icon on the
panel for all your configurations.

Click Add to Home/Office/Travel to display the My Briefcase
icon on the panel for the current configuration only.

Lesson 13: If I'm Lost—What Do | Do?

Windows 95 and the Toshiba Access Panel both provide excellent
on-line help. This lesson provides instructions for using both.

Windows 95 Help

Windows 95 has an excellent help facility. If you can't figure out
how to do something, the answer is probably only a few clicks
away.

Assume that you want to draw a picture but don’t know how.
Follow these steps:
1 Click Start, then click Help.
Windows 95 opens the Help window.
2 If you don't see the Index page, click the Index tab.

Help displays the Index page.
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Help Topics: Windows Help a
e g

1 Type the firs few letters of the word you're looking for

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

TZhour clock. changing to
24rhour clock, changing to
32bit PC card
disabling support for
displaying the status indicator
enabling suppot for
lash meraory card, installing suppart for
remaving & PC car
slots for PC cards, specifying the number of
SRiAM meraory card, installing suppat for
toubleshooling
tuming off sound effects
ahout new features
access control
conlroling acoess to shared resources
folder passnords
Netware server password |
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The Help window on the Index page
Most of the screen contains a list of topics. The upper part of
the screen, where the cursor is flashing, lets you type in a topic.

3 Typepicture.

Notice as you type that the topic list adjusts to locate what you
typed. When you type the letierthe topic list moves to the
first entry that begins with P, etc.

There are a number of topics listed under Picture. One of them,
Drawing, looks promising.

4 Double-click drawing.

Help opens a topic screen that gives a brief description of how
to draw pictures, including an icon to start the Paint program.

Windows Help L
Help Topics|  Back | Options

Using Paint to create pictures

You can use Paint o create, edi, and
iz pictures:

‘You can paste & Paint picture into
another document you've created, of
use it a3 your deskiop background
You can even use Paint to view and
edit scanned phatos

» To stait Paint click here (3]
Forinformation about how to use Paint.
click the Help menu in Paint

The Drawing help screen
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5 Click the Click here icon.
Windows 95 opens the Paint program.

Not every help topic screen contains an icon to start a program.
However, when you do encounter one, it's a great way to move
from reading about your guestion to an instant solution.

6 Just to clean up the desktop, close both Help and Paint by
clicking on their close buttons.

Toshiba Access Panel Help

The Toshiba Access Panel provides three types of help. In addition
to traditional text help, it provides video help, which not only
explains but demonstrates how to use its features. Follow these
steps:

1 Click the help button at the bottom of the panel.

General help button

N
%Iér@‘ﬂx

Video help button About TAP button
The help slider bar

The help slider bar extends to the left, displayingitieo
help, general helpandabout TAP buttons.

2 Click one of the buttons and follow the instructions on the
screen.

You're almost done! The next (and last) lesson tells you how to
shut down Windows 95 and turn your computer off.
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Lesson 14: Turning Your Computer Off

It's very important that you let Windows 95 shut down your
computer. As it shuts down, Windows 95 performs a number of
tasks that ensure that everything’s in place the next time you turn
the computer on. This lesson teaches you how to shut down
Windows 95.

To turn your computer off, follow these steps:
1 Click Start, then click Shut Down.
Windows 95 displays the Shut Down Windows dialog box.

ut Down Windows
@ e you sure you want to:
omputers
7

@ Ehut donn
© Restart the

The Shut Down Windows dialog box

2 Select Shut down the computer, then click Yes.

Windows 95 displays a message that it is shutting down and
turns the computer off. When the power is off, the on/off light

goes out.
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the Basics

If you are a novice computer user, this chapter is for you. It
describes many day-to-day computer operations and includes lists
of computing tips.

Comyputing Tips

This section presents a few rules that experienced users take for
granted.

Two Things Every User Learned the Hard Way

0O Save your work frequently.

Your work stays in the computer’s temporary memory until you
save it to disk. When the network goes down and you must restart
your computer to reconnect, or your battery runs out of charge
mid-flight, you'll lose all the work done since you last saved.

See the instructions in “How To Save Your Work” on page 56.
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Back up your files to diskette or tape on a regular basis.

It's easy to put off backing up because it takes time. However, if
your hard disk suddenly fails, you'll lose all the data on it unless
you have backup copies.

See the instructions in “How to Back Up Your Work” on
page 107.

Five More Things Every Computer User Should Do

g

Take frequent breaks to avoid strain.
See “Keep Yourself Comfortable” on page 3.

Turn the computer off using Windows 95’s Shut Down or Sus-
pend command, unless Resume Mode is on. See “When You Turn
the Computer On” on page 83 for information about Resume
Mode and the Suspend command.

Windows 95 records information such as your desktop setup dur-
ing its shutdown procedure.

Set up your computer to suit your tastes and needs.

If you don't like the colors or the fonts on the screen, you can
change them. Click a blank area of the desktop with the secondary
button, then click Properties to open the Display Properties dialog
box. The Appearance tab of this dialog box allows you to choose
the colors and font sizes you see on the screen.

Scan all new files for viruses.

This precaution is especially important for files you receive from
your friends or download from the Internet. See “Viruses and How
to Cure Them” on page 277 for details.

Run Create System Disks to make program diskettes for
Windows 95 and either Run Master Disk Creator or purchase the
master program CD-ROM for other pre-installed software.

At some point, you may need to reinstall programs that came pre-
installed on your computer’s hard disk. See “Create Master Dis-
kettes or Purchase the CD-ROM” on page 37 for more
information.
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Five Things You Should Never Do

O

Don't spill a drink or other liquid into the computer’s keyboard.

If liquid does get into the keyboard, turn the computer off immedi-
ately and unplug it. Get as much liquid out of the keyboard as pos-
sible. Leave the computer off overnight to give it time to dry out
before you return to work.

Don't format a disk that contains valuable information.

Formatting removes all the information that's currently on the disk.
Always double-check a disk before you format it.

Don't turn the computer off when a drive indicator light is on.
Doing so may damage the disk, the drive or both.

Don't expose your diskettes or the computer to magnetic fields,
such as the field generated by large stereo speakers.

Doing so can erase important files.
Don't be afraid to use your computer, it's just a machine.

Provided you follow the advice in this guide, you're unlikely to do
your computer any harm. So use it and have fun.

When You Turn the Computer On

Normally, when you turn the computer on it goes through its self-
test and startup procedure before loading Windows. As it does
this, a number of messages flash across the screen.

To save time and battery power you can skip these steps by using
Windows 95's Suspend command or Toshiba’s Resume Mode
when you turn the computer off.

Both these methods provide a sort of electronic bookmark. They
use the computer's backup battery to store its current state in mem-
ory while the power is off and restore it to that state when you turn
the computer back on. The system maintains the information until
the backup battery loses its charge (after approximately eight
hours).
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By using Toshiba’s Resume Mode, you can take advantage of
additional power saving features. These features let you:

0 Configure the computer to suspend when you close the display
panel, and resume when you open it again. You can set this
option in the Toshiba System Control Panel (on the Start Up
Options page) or in TSETUP.

0 Set the computer to turn on automatically at a time and date
you choose. You can set this option in the Toshiba System
Control Panel (on the Power-On Timer page) or in TSETUP.

For information about the Toshiba System Control Panel, see “The
Toshiba System Control Panel” on page 417. For information
about TSETUP, see “TSETUP” on page 427.

Using the Suspend Command

To turn the computer off using Windows 95's Suspend command:

1 Save any files you are using over a local area network.

Your network connection may be lost when you suspend your
[ ] compulter.

CAUTION
2 Click Start.
3 Click Suspend.

The Suspend command saves the current system settings, shuts
down Windows 95, and turns the computer off.
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Using Resume Mode

There are several ways to turn Resume Mode on and off. This
section describes how to use a key combination, called a hotkey, to
select Resume Mode. This is the quickest method. Turn to “Start-
ing Again Where You Left Off’ on page 149 for the other

methods.

To select Resume Mode, follow these steps:

1 Pressn +F3 to display the Resume Mode pop-up window.

ij @ Resume On

The Resume Mode pop-up window

2 While continuing to holdFn, pressr3 until the Resume
Mode icon is selected.

3 Release thén key.

The system is now in Resume Mode.

Turning the Computer Off in Resume Mode

To turn your computer off when you are using Resume Mode, fol-
low these steps:

1 Save your files to the hard disk or a diskette.

2 Check that the disk and CD activity lights are off.
3 Turn off the computer.
4

Turn off the power to any external devices connected to the
computer.

If you realize you can continue working after all, wait a few
seconds before turning the computer back on again.
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Starting the Computer in Resume Mode

To start your computer when you are using Resume Mode, follow
these steps:

1 Turn on any external devices connected to the computer.

2 Press the power button and hold it until the power light
comes on.

The system starts and displays the same screen as when you
turned off the power.

If the system displays the WARNING RESUME FAILURE mes-
sage when you turn the computer back on in Resume Mode,
the computer’s backup battery is probably discharged. This
may happen if you've had the computer turned off for a long
time. To recharge this battery, plug the computer in and turn it
off for seven hours.

How to Adjust the Display Brightness

Where you use the computer affects how easily you can see the
images on the display panel. Adjusting the display panel angle
often helps, but you may also need to adjust the display brightness.
To make the display brighter, follow these steps:

1 Click Start, then point to Settings.
2 Click Control Panel.

Windows 95 opens the Control Panel.
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3 Double-click the MaxTime icon.

You can also open MaxTime by clicking the MaxTime icon on
2 the Toshiba Access Panel.
HINT The icon on the panel looks like this: 2%

The MaxTime Control Panel opens.

MaxTime <]

Fower Settings | Batiery Alems | |

@ O Batlery ﬁ ® Edemal
- Power L

Porer Usage Mode: |Full Power F gg

Pawer Usage Details: Low High
Hard Disk Auta Off

------

30 minutes
Display Auto O
System Auto OIf
Pracessing Speed
Sleep Mode
Display Brighiness
Cooling Mode

Disabled
Disabled
High Speed
Enabled
Biight
Peifoimance

1

Moy Custom Settings

TOSHIBA

[k [ caed |[ aob [[ Heb ]

The MaxTime Control Panel

4 Set the Display Brightness option to Bright or
Super-Bright.

You can do this in two ways:

0 Set the Power Usage Mode to Full Power. This automati-
cally sets the Display Brightness option to Bright (if you're
using the battery to power the computer) or Super-Bright
(if you're using the AC adapter), and changes the other bat-
tery settings to maximize system performance.

O Set the Power Usage Mode to Custom Settings, then click
Modify Custom Settings. In the Modify Custom Settings
dialog box, move the Display Brightness slider to Bright or
Super-Bright and click OK.
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5 Click OK to save your settings and exit the MaxTime Con-
trol Panel.

6 For more information about the MaxTime Control Panel,
see “The MaxTime Control Panel” on page 409.

How to Start a Program

In Windows 95 there are two ways of starting a program—from
an icon or from the Windows Explorer.

To start an MS-DOS program from a system prompt, refer to
“Starting Some MS-DOS Programs” on page 90.

Starting a Program from an Icon

To start a program that has an icon in the Programs menu, follow
these steps, which use the Windows 95 Wordpad program as an
example:

1 Click Start, then point to Programs.

Windows 95 displays the Programs menu, which lists pro-
grams and program groups. If your program is listed go to
step 3, otherwise continue with step 2.

2 Point to the program group, in this case Accessories.
Windows 95 displays the Accessories menu.
3 Click the program, in this case Wordpad.

Windows 95 opens Wordpad. Wordpad is a text editor—a
scaled-down word processor without the frills.

That's all there is to it. To close the program, click the close button
at the upper right corner of the window.
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Starting a Program from the Explorer

If a program isn't in the Programs menu, you can start it in Win-
dows Explorer. To use this method, you need to know the file
name and location of the program.

This example, like the one above, opens Wordpad, using its file
name of WORDPAD.EXE.

To start a program from the Explorer, follow these steps:
1 Click Start, then point to Programs.
2 Click Windows Explorer.

Windows 95 opens the Explorer.

3 Inthe left part of the screen, under the C: icon, double-
click the folder containing the program, in this case Pro-
gram Files.

The Explorer shows the contents of the Program Files folder
on the right side of the screen. The left side of the screen shows
all the folders contained within the Program Files folder.

4 Click Accessories.

The Explorer shows the contents of the Accessories folder on
the right side of the screen.

5 Double-click Wordpad.
Windows 95 opens Wordpad.
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Starting Some MS-DOS Programs

Most MS-DOS programs will run in Windows 95. If an MS-DOS
program won't run, follow these steps:

1

Click Start, then click Shut Down.
Windows 95 displays the Shut Down Windows dialog box.

Click Restart the computer in MS-DOS mode, then click
Yes.

Windows 95 shuts down the computer, then restarts it in
MS-DOS mode and displays a system prompt.

Refer to the program’s documentation for the command
that starts the program.

At the system prompt, type the command and pregster.

How to Use the Keyboard

This section describes the keys on the computer keyboard and
explains how it differs from a typewriter keyboard.

The Character Keys

For these keys, typing on a computer keyboard is very much like
typing on a typewriter. However, there are some exceptions:

O

When you press the spacebar, a computer does not simply pass
over an area of the page like a typewriter does. Instead, it cre-
ates a space character just as it creates characters representing
letters or symbols.

The lowercase | (el) and the number 1 are not interchangeable.
The uppercase O and the number 0 are not interchangeable.

On a typewriter, the shift lock key locks all the keys into their
uppercase positions. On a computer keyboard, pressing the
Caps Lock key changes only the alphabet keys to uppercase—
the number and symbol keys aren't affected.
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The Other Keys

In addition to the character keys, the computer keyboard contains a
number of keys that carry out special computer tasks. This section
describes these special keys.

0O The 12 function keys{, F2, etc.) across the top of the
keyboard carry out program-specific tasks. To find out what
these keys do, refer to the program’'s documentation.

0 The function of thetrl key (Control key) also varies according
to the program you're using.

O In Windows programs, pressing thiekey lets you open
menus.

O Pressing then key simultaneously with one of the specially
marked keys allows you to emulate a 101-key keyboard (dis-
cussed below), turn keyboard overlays on and off (page 305)
and control various system functions.

Toshiba's powerful Fn-esse program lets you assign yourown
key combination to launch a Windows program or document
quickly from anywhere in Windows 95. Instructions for using this
program are given in “Starting Programs Faster with Fn-esse” on
page 292.

Typing Numbers

The keys with white numbers on the right front form the numeric
overlay. This overlay lets you enter numeric data as you would
using a ten-key numeric keypad. The following illustration high-
lights the keys in the numeric overlay.
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The numeric overlay

To turn the numeric overlay on and off, press F11. The num-
lock light on the indicator panel shows whether the numeric over-
lay is on or off.

You can still use the overlaid keys to type alphabetic characters
while the numeric overlay is on. To do so:

O For lower case letters, hald down while you press the keys.

0O For upper case letters, hetd+ shift down while you press the
keys.

The keys of the numeric overlay also act as a cursor control over-
lay, providing ther, |, —, and— keys, as well ass, Del, Home,

End, PgUp andrPgDn. To use the cursor control keys when the
numeric overlay is on, press and h@igk while you use the over-

lay keys. To return to the numeric overlay, release For more
information about the cursor control overlay, refer to “The Cursor
Control Overlay” on page 305.

How to Save Your Work

Before you turn the computer off and take a well deserved break,
save your work to the hard disk or a diskette. This is one of the
most important rules of computing.

Save your data even when you're using Resume Mode or the
Suspend command, in case the backup battery discharges
before you return to work.
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Saving documents is quick and easy, so it's a good idea to get in
the habit of saving frequently. That way, if you run into trouble,
you won't lose many long hours of work.

Many programs offer a feature that saves documents at regular
intervals, such as every fifteen minutes. Check your programs’
documentation to see whether they have an automatic save feature.

This section describes the procedure for saving files in Windows
programs. If you're using an MS-DOS program, refer to your pro-
gram documentation for instructions on saving files.

To save a file, follow these steps:
1 On the File menu of your Windows program, click Save.

If you're working with a document that already has a file
name, that's all there is to it. If you've created a new document,
your program displays a Save As dialog box.

Save As [2]x]
Samn |GV =
Claris [ [Z3Recent [ 8ystem
Comman ol Cintelvid (sendte (O Temp
Canfig (£ Lotusapp (3 Shellnew EWordview
Cursors (tedia (2 %poal Conlig
Fonts (£ Options (23 Start Menu Display
Help (] L statm1 Exchange
| [
File name:  [Document t ] Save |
Savs et Document -

A sample Save As dialog box
Use this dialog box to specify where to store the document and
to give it a file name.

2 Choose the drive and folder where you want your file to be
stored.

3 Type afile name and click OK.

Windows 95 supports file names of up to 255 characters, and
the names can include spaces.

If you plan to share your files with a computer using MS-DOS
or an older version of Windows, the file name must be no more
than eight characters followed by a period and a three-charac-
ter extension. You may use all the letters and numbers on the
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keyboard plus the following characters: _,*, $, ~, |, #, %, &, {,
} (), @ and . An MS-DOS file name must not contain a
space.

Most programs assign an extension that identifies the file as
being created in that program with a particular format. For
example, Microsoft Word saves files with a .DOC extension.
Creating your own extension is usually unwise since the pro-
gram is unlikely to recognize a strange extension and may
refuse to handle your file correctly.

How to Print Something You've Created

Before you can print your work, you need to:

0O Connect the printer to the computer (discussed in “Connecting
a Parallel Printer” on page 26).

0 Setup Windows 95 to work with the printer (discussed below).

You only need to perform the setup step the first time you connect
the printer. If you'll be using more than one printer or changing
printers, you'll need to set up Windows 95 to run with the addi-
tional printer(s).

Setting Up Windows 95 to Work with Your Printer

When you turned your computer on for the first time, the
Windows 95 Setup program offered you the opportunity to define
a printer. Read this section if you didn't do so, or want to set up a
different printer.

Setting up a printer involves choosing a printer driver. This special
program acts as a translator that turns your work into a form the
printer can understand. This section describes how to select a
printer driver in Windows 95.

If you're using any non-Windows programs, you'll need to set up a
printer driver for each of those programs. Refer to your program’s
documentation for more information.
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In Windows 95, you set up a printer with the Add Printer Wizard.
Follow these steps:

1 Click the Start button, then point to Settings.
2 Click Printers.

Windows 95 displays the Printers window.
3 Double-click Add Printer.

Windows 95 opens the Add Printer Wizard.

This wizared will help you to instal your printer quickly and
casly.

Ta begin instaling your printer, click Next

[ ks [ [ Cancel
The Add Printer Wizard

4  Click Next.

The Add Printer Wizard asks you to select your printer.

If your printer is Plug and Play, Windows 95 recognizes it
automatically. You can ignore the remainder of this section.

5 If the printer you're setting up:

O Isn't connected to a network, select Local printer and click
Next.

O Is connected to a network, select Network printer and click
Next.

The Add Printer Wizard asks you to select your printer.

6 From the list of manufacturers and printers, select your
printer and click Next.

The Add Printer Wizard asks for the printer port.
Part I: Getting To Know Your Computer



96 Learning the Basics
How to Print Something You've Created

7 Select the port settings according to the instructions in
your printer's documentation and the port to which your
printer is connected, then click Next.

The Add Printer Wizard asks you to enter a “friendly” printer
name.

8 Enter a name for your printer.

If you're using more than one printer, make sure the name is
descriptive enough to help you tell the difference.

9 If you want this printer to be:

0 The default printer for Windows 95, click Yes, then click
Next.

0O Available when specifically requested, click No, then click
Next.

Windows 95 prompts you to print a test page.

10 If your printer is connected and turned on, click Finish to
print a test page.

To finish the setup procedure without printing a test page, click
No, then Finish.

You're ready to print.

Printing Your Work

Once you have set up your printer and software correctly, printing
a file from a Windows program is easy. Follow these steps:

1 Turn your printer on if it's not already on.

2 On the File menu of your Windows program, click Print.
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Hae: [/ Apple Laserwiier Il N Tl | Properies
Staws ldle

Tope: Apple Laseiwiiter || NTX

whhere: - FILE [ Printta fle

L

e o i

5 6 -

Print what  [Document n [] P [alPagesin Range [a]

O Selestion

15 and/or page ranges
mas., For sxample, 1.3.5-12

[ o [ cames | [ opties. |

A sample Print dialog box

3 Click OK to print.

That's all there is to it. Depending on your application, you may
see different messages indicating the status of your print job.

Using the CD-ROM Drive

The CD-ROM drive is easy to use. You insert compact discs into it
while the computer is turned on, and change compact discs when-
ever you want to (as long as the system is not reading from the
disc).

Once you insert a CD-ROM into the drive, refer to the documenta-
tion provided with the compact disc to perform any necessary
installation procedures.

If the diskette drive module is currently installed in the SelectBay,
remove it and insert the CD-ROM module, following the instruc-
tions in “Swapping SelectBay Modules” on page 114.
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Inserting a Compact Disc

To insert a compact disc into the CD-ROM drive, follow these
steps:

CD activity light
Locating the CD activity light

1 Make sure theCD activity lightis off.

Pressing the CD-ROM eject button

2 With the computer’s power on, locate and press the
CD-ROM eject buttoron the front of the computer.

The CD-ROM drive won't open if the computer's power is off.

The CD-ROM drive slides partially open (about one inch).
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Opening the CD-ROM drive

ROM tray and pull the drive until it's fully

3 Grasp the CD

open.

4 Check the compact disc to make sure it is free of dust
before inserting it.

If the CD is dusty, clean it as described in “Taking Care of

Compact Discs” on page 101.

Placing the compact disc in the drive

5 Carefully place the compact disc in the drive (with the

label facing up).
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Correct position

Compact disc

Spindle

R m—
Incorrect positions

—

Positioning the compact disc on the spindle

6

Gently press thecompact disonto the centerspindleuntil
you feel it click into place.

Make sure the disc is completely on the spindle and is lying
flat.

If you insert the compact disc incorrectly, it may jam in the
drive. If this happens, see your dealer or an authorized service
provider for assistance.

Push the CD-ROM tray in by pressing gently on the center
of the tray until it clicks into place.

You are ready to use the CD-ROM.

Before moving the computer, even just across the room,
remove the CD-ROM from the drive and place it in a safe
place where it will not be damaged.
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Removing a Compact Disc

To remove a compact disc from the CD-ROM drive, follow these
steps:

1 Pressthe CD-ROM eject button on the front of the
computer.

The CD-ROM drive slides partially open.

The computer must be on for the CD-ROM drive to open.

If you need to remove a compact disc and cannot turn the
computer on (for example, if the battery is completely diis-
charged), use a slender object, such as a straightened paper
clip to press the manual efect button. This button is in the
small hole next to the CD-ROM gject button.

2 Grasp the sides of the CD-ROM tray and pull the drive
until it's fully open.

3 Remove the compact disc and place it in its protective
cover.

4 Push the CD-ROM tray in to close the drive.

Taking Care of Compact Discs

To protect the data stored on your compact discs:

O Store your CDs in the containers they came in, to protect them
from scratches and keep them clean.

O Do not bend a CD.

O Do not apply a label or otherwise mar the surface of a CD.
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0 Hold a CD by its outside edge. Fingerprints on the surface of a
CD can prevent the drive from reading the data properly.

0O Do not expose CDs to direct sunlight or extreme heat or cold.
0O Do not place heavy objects on top of CDs.

To clean a CD that is dusty or dirty, wipe it with a clean dry

cloth. Wipe from the center outwards, not in a circle. If necessary,
moisten the cloth with water or a neutral cleaner. Do not use clean-
ers like benzine or rubbing alcohol. Let the CD dry completely
before inserting it in the drive.

How to Prepare Diskettes for Use

Formatting makes a diskette ready to store files. If you're inter-
ested in what's going on when you format a diskette, see “How
Does a Disk Store Information?” on page 314.

You can buy two types of diskettes: preformatted and unformatted.
Check that preformatted diskettes are formatted for IBM (or
DOS).

If you've purchase preformatted diskettes, you don't need the
information in this section because the diskette manufacturer has
taken care of the process for you. If the package doesn't say any-
thing about formatting, your diskettes are probably unformatted.

This section describes the simplest way to format a diskette. For
more options, and an explanation of the other items in the Format
dialog box, see Windows 95 Help or your Windows 95
documentation.

To format a diskette, follow these steps:

1 If your diskette drive isn't installed in the SelectBay,
connect the external diskette drive or swap drives in the
SelectBay.

To swap drives, see “Swapping SelectBay Modules” on
page 114.

Part I: Getting To Know Your Computer



[']

CAUTION

Learning the Basics
How to Prepare Diskettes for Use 103

2 Insert a write-enabled diskette into the diskette drive.

Thewrite-protect tab at the left corner of the diskette must
cover the square hole.

Ll 0

Write-protect tab
[ —q |:| | J

A write-enabled diskette

Formatting a dlisk erases all information currently on the dlisk.
Do not format a disk unless you're sure it’s blank or contains
only unimportant files.

3 Double-click My Computer.
Windows 95 opens the My Computer window.
4 Click the icon for the diskette drive (drive A).

If you double-click the diskette drive icon, Windows 95 will
open a window displaying the contents of the diskette. If this
happens, close this window before going on to the next step.
Windows 95 will not format a disk whose contents are
displayed in a window.

5 On the File menu, click Format.

Windows 95 opens the Format dialog box.
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O Ful
© Copy system files only
- Other aptions ——————————————
Labek
1 Holabel
Display summary when fiished
1 Copy system fles

The Format dialog box
6 Make sure the options in the Format dialog box are set cor-
rectly, especially the Capacity option.
You cannot format 720KB diskettes for 1.44MB, or vice versa.
7 Click Start.

Windows 95 formats the diskette, displaying the Format
Results screen when it's finished.

8 Click Close.

9 Press the eject button and remove the diskette from the
drive.

10 To format another diskette, insert it into the drive and
repeat steps 7 through 9.

11 When you've finished formatting diskettes, click Close to
exit the Format dialog box.

12 Close the My Computer window by clicking its close
button.
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Taking Care of Diskettes

To protect the data on your diskettes:

O

Store your diskettes in a suitable container to protect them and
keep them clean. You can use the boxes in which the diskettes
were supplied, or you can purchase special containers from
your computer store.

Do not slide back the protective metal cover.

Do not touch the magnetic surface of a diskette. Fingerprints
can prevent the drive from reading the data held on a diskette.

Do not twist or bend a diskette.

Keep diskettes at room temperature and don't expose them to
direct sunlight. Otherwise data may be lost.

Do not place heavy objects on your diskettes.

Do not eat, smoke or use erasers near your diskettes. Foreign
particles inside a diskette’s protective jacket can damage its
surface.

Keep your diskettes away from speakers, radios, television sets
and other sources of magnetic fields which could damage the
data on the diskettes.

If a diskette is dirty, clean it with a soft cloth moistened in
water. Donotuse cleaning fluids.

How to Copy Something to a Diskette

Diskettes provide an easy means of transferring files from one
computer to another. Copying a file to a diskette also gives you a
backup copy in case something happens to the original on your
hard disk. This section describes how to use the My Computer
icon to copy a file from the hard disk to a diskette.
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To copy a file from the hard disk to a diskette, follow these steps:

1 If your diskette drive isn't installed in the SelectBay,
connect the external diskette drive or swap drives in the
SelectBay.

To swap drives, see “Swapping SelectBay Modules” on
page 114.

Insert a formatted diskette into the diskette drive.
3 Double-click My Computer.
Windows 95 opens the My Computer window.

4 Double-click the folder that contains the file you want to
copy.

As in earlier versions of Windows, you can usecth@ndshift
keys to select more than one file.

5 Click the file you want to copy.

You can use therl andshift keys to select more than one file.
6 Click File, then click Send To.
7 Click the icon for the diskette drive (drive A).

files) you want to copy with the seconaary button, then point-

E-. You can also copy a file to diskette by clicking the file (or
A ing to Send To and clicking 3 1/2 Floppy (A).

HINT

Windows 95 copies the file(s).
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How to Back Up Your Work

DEFINITION

Murphy's law applies to everything—even computers. Therefore,
it's a good idea to make periodic copies of everything on your
computer's hard disk and store them in a safe place. This is called
backing up your files.

Murphy's Law: If anything can go wrong, it will, at the worst
possible moment.

Your computer comes with Microsoft's Windows 95 backup pro-
gram pre-installed on the hard disk. Other backup programs are
available at many computer stores.

This section explains how to use the Windows 95 backup program
to back up the files on your hard disk. Complete information on
the backup program is in the on-line Help and your Windows 95
documentation.

Backing up all the files on your hard disk takes a considerable
amount of time and lots of diskettes. You may prefer to pur-
chase a high capacity backup system, such as an external
tape drive.

To back up your files, follow these steps:
1 Attach the backup drive:

O If you're backing up your hard disk to diskettes, connect
the external diskette drive or install the diskette drive mod-
ule in the SelectBay.

O If youre backing up your hard disk to a tape drive or other
external device, connect the drive to the computer, follow-
ing the instructions provided with the drive.
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2 Click Start, then point to Programs.
3 Point to Accessories, then point to System Tools.
4 Click Backup.

Windows 95 opens the Backup window.

Wwhat to back up [ <Previoussien | [ Memsienr |
Sielect fles to back up
[h Desktop Name | 8ize | | Modified
-5 My Computer )My Computer

)= 3% Floppy (&)

#-O= (€]

O @)

[ 1 O
File set: Untitled [[Files selected 0 [0 Kilobytes selected

The Backup window

5 Click the files and folders you want to back up.

When you select a file or folder, a check mark appears in the
check box next to it.

6 Click Next Step.

7 Select the drive to which you are backing up your files (the
diskette drive or any external drive you connected).

8 Click Start Backup.
9 Type a name for the backup.

10 If you are using diskettes, insert new diskettes when
Backup instructs you to do so.
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To restore information from your backup copies to your hard disk,
use the Restore page in the backup program. Look in the on-line
Help or your Windows 95 documentation for information on
restoring files.

if you try to overwrite a file that already exists on the hard
disk. Make sure the backup version is the one you want
before overwriting the existing file.

[ ] When you're restoring files, the backup program prompts you

CAUTION

Transferring Files to Another Computer

One method for transferring files from one computer to another is
to copy them to diskettes. The drawback to this method is that
each high-density diskette can only hold 1.44MB.

If you want to transfer a large amount of information, there are
better ways. One is to use the Windows 95 briefcase. Another is to
use the TranXit' program, included with your computer, which

lets you transfer files through your computer’s serial, parallel or
infrared ports.

The steps in this section provide an overview of how to use
TranXit to transfer files. For more detailed information about
TranXit, refer to the program’s on-line help.

To use TranXit to transfer files through:
0 The serial port, you'll need a null modem serial cable.

O The parallel port, you'll need a LapLifikcompatible parallel
cable.

O The infrared port, you'll need another computer with a com-
patible internal or external infrared port.
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Set Up Your File Transfer

To set up your file transfer, follow these steps:

Infrared Serial Parallel
The back of the computer

1 Use one of these methods to make the connection between
the two computers:

O For a serial connection, connect the serial cable to each
computer'sserial port.

0 For a parallel connection, connect the parallel cable to each
computer'arallel port.

0O For an infrared connection, aim your compuiefiared
port directly at the infrared port on the other computer. The
two computers must be within 3 feet (1 meter) of each
other.

2 On one of the computers, click Start, then point to
Programs.

3 Point to TranXit2, then point to TranXit.
Windows 95 opens the TranXit program.
4 Choose Connection from the Setup Menu.

If an appropriate Configured Connection is available,
choose it and go on to step 9. Otherwise, continue with the
next step.

6 Choose the appropriate type of connection in the
Connection Type list.
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7 Click the Setup Connection button.
8 Choose the port setting for the computer and click OK.
9 Click the Enable Connection check box.

An Xin the box indicates that a connection is enabled.
10 Click OK to accept the current settings.

11 Repeat steps 2 through 10 on the other computer, making
sure that the connection has been set up identically on both
computers.

Transfer Your Files

Now that you've set up the connection, it's time to transfer your
files. Follow these steps:

1 If you haven't already done so, start TranXit on both
computers.

2 Click the File Transfer tab, bringing the File Transfer page
to the front, on both computers.

— The connection status icon (the one that looks like a traffic
ﬁ signal) indicates your connection status:

O Ared light indicates no connection.

0 Avyellow light indicates that TranXit is trying to establish a
connection.

O A green light indicates that a connection has been
established.

3 When the connection status icon is green, open the Options
window on one computer.

4 If Auto New Window is checked, presssc to close the
Options menu.

If it is not checked, choose Auto New Window.
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5 Drag the desired file(s) to the destination drive or directory
(folder) icon.

TranXit asks you to confirm the operation.
6 Click Yes to proceed with the file transfer.

7 When you've finished transferring files, click the close
button to close TranXit.

Connecting to a Network

When you're not carrying your computer around on your travels,
you may want to tap into your company’s network. This section
gives tips on how to connect your computer to an existing
network.

Since most of the details in connecting to a network depend upon
the network operating system your company uses and the type of
cabling or wireless system installed, this section gives only a brief
overview specific to your Tecra 740CDT computer. Talk to your
network administrator for assistance in getting up and running on
your network.

What Do | Need to Connect to a Network?

Before you can connect to a network, you need to purchase a net-
work adapter card. These come in two forms that will work with
your computer:

O Network adapter PC Card
0 Parallel network adapter

The PC Card runs faster, but takes up one of your PC Card slots.
The parallel adapter leaves more space for PC Cards and can be
connected so you can still use a parallel printer.
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Making the Connection

To connect to a network using a parallel network adapter, refer to
the documentation provided with the adapter.

Connecting to a network using a network adapter PC Card
requires the following general steps:

1

Insert the network adapter PC Card into one of the com-
puter’s two PC Card slots.

Windows 95 automatically detects the card and installs the
software for it.

Enter the network information.

Ask your network administrator for the Workgroup name and
other requested information.

Click Close.

Windows 95 copies the necessary network files, then prompts
you to restart your computer.

Click Yes.

Windows 95 restarts and prompts you to enter your name and
password.

Type your name and password, then click OK.

To connect to another type of network, refer to Windows Help,
your network adapter documentation, and ask your network
administrator for assistance.

Networks and Suspending the Computer

If you're connected to a network, don't suspend the computer. Not
all networks and programs work with Windows 95’s Suspend
command and Toshiba’s Resume Mode. When you turn the com-
puter back on after suspending, you may lose access to your net-
work drives and programs. If this happens, press the reset button to
restart your computer.
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Swapping SelectBay Modules

N_4

WARNING

This section provides instructions for changing modules in the
computer’s SelectBay.

Your computer came with two SelectBay modules: a diskette drive
module and a CD-ROM drive module. You may also purchase an
optional hard disk drive module.

To use the CD-ROM drive module, you'll have to install it in the
SelectBay in the computer or the Desk Station V Plus. The dis-
kette drive module works either in the SelectBay or in the external
diskette drive case. Do not insert the CD-ROM drive module into
the external diskette drive case.

Make sure the power is off before you insert or remove a
SelectBay module. Inserting or removing a SelectBay module
while the computer is on may damage the computer, the mod-
ule or both.

Remove the Diskette Drive Module from the External Diskette
Drive Case

If you're installing the diskette drive module into the SelectBay;,
the first step is to remove the diskette drive module from the exter-

nal diskette drive case.

If the diskette drive module is currently in the SelectBay, the exter-
nal diskette drive case should be empty. Proceed to the next

section.
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Follow these steps:

Drive eject button

Drive lock
Releasing the drive module

1 With one hand, press and hold thdrive lock.
2 With the other hand, press thalrive eject button

The diskette drive module partially ejects from the external dis-
kette drive case.

Diskette drive module

Removing the diskette drive module

3 Pull the diskette drive moduleut of theexternal diskette
drive casend set it aside.
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Prepare the Computer

Follow these steps to prepare the computer for the SelectBay
module:

1 Shut down the computer.

P Make sure the power is off before you insert or remove a

@ SelectBay module. Inserting or removing a SelectBay module

kmm E‘ while the computer is on may damage the computer, the mod-
ule or both.

2 Disconnect the power cord and any other cables.

Remove the SelectBay Module

Follow these steps to remove the SelectBay module:

Drive cover

Opening the drive cover

1 Facing the front of the computer, slide thelrive covetto the
right and pull it open.

The drive cover won't open if the front of the computer is rest-
ing on a flat surface. Before you can open the drive cover,
you'll need to slide the computer towards you so its front
edge extends past the front edge of your desk slightly.
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Drive release tab

Pulling the drive release tab

2 Pull the drive release tatoward the front of the computer.

SelectBay module
Removing the SelectBay module

3 Remove theSelectBay module.
4  If the module you removed from the SelectBay is:

O The diskette drive, slide it into the external diskette drive
case until you feel it click into place.

O The CD-ROM drive, set it aside.
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Install the SelectBay Modules

To install the SelectBay module, follow these steps:

= | You must install the CD-ROM module into the SelectBay to
GDI use it. The external diskette drive case only works with the
poem diskette drive module.

1 Insert the SelectBay module into the SelectBay.

2 When you feel the SelectBay module stop, press firmly
until it is fully seated in the SelectBay and locks into place.

3 Close the drive cover.

Replacing the Hard Disk Drive

The hard disk drive on your Tecra 740CDT can be easily removed
and replaced. You can purchase an additional hard disk drive
through the Toshiba Accessories Catalog.

about computers and are able to create a new primary hard

[@] Do not replace your hard disk unless you are knowledgeable
disk and install an operating system.

CAUTION

Removing the Hard Disk Drive
Follow these steps to remove the hard disk drive:
1 Make sure Resume Mode is turned off.

2 Turn off the computer.

Part I: Getting To Know Your Computer



Learning the Basics
Replacing the Hard Disk Drive 119

Drive cover

Opening the drive cover

3 Slide thedrive coveron the front of the computer to the
right and pull it open.

Removing the hard disk drive

4 Gently pull the strapattached to the drive.
The drive slides out.

5 Close the drive cover.

Installing a Hard Disk Drive

1 Insert the drive into the hard disk drive slot with the
Toshiba label facing down.

2 Slide the drive all the way into the slot.

3 When you feel the drive stop, apply firm pressure to lock
the drive in the socket.
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How and When to Turn the Computer Off

It's a good idea to turn your computer off when you're not using it
for a while. There are, however, several things to keep in mind
when you turn off the power:

0 In Windows 95, use either the Shut Down or the Suspend com-
mand to turn the computer off.

If you plan to leave the computer off for more than eight hours,
use the Shut Down command instead.

0O Don't turn the power off if the disk light on the indicator panel
is on. Doing so may damage your hard disk, diskette drive or
CD-ROM drive.

O Ifyou close the display panel while the computer is on, it beeps
loudly. You can turn this alarm off in TSETUP or in the
Toshiba System Control Panel. In TSETURP, this is the Panel
Close Alarm option. In the Toshiba System Control Panel, the
option is called “Enable audible warning when panel closes.”
See “TSETUP” on page 427 or “The Toshiba System Control
Panel” on page 417 for more information.

Caring for Your Computer

This section offers easy tips on cleaning and moving your
computer. For information about taking care of your computer’s
battery, refer to “Looking After Your Battery” on page 160.

Cleaning the Computer
keyboard, speaker grille and other openings. Never spray

cleaner directly onto the computer. Never use harsh or caustic
chemical products to clean the computer,

[@] Keep liquid, including cleaning fluid, out of the computer's

CAUTION

To keep your computer clean, wipe the exterior case and LCD
with a lightly dampened cloth.
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Ask your Toshiba dealer for suggestions for appropriate cleaning
products.

Moving the Computer

Your notebook computer is built to withstand reasonable shock
and vibration. Before carrying or transporting your computer, fol-
low these steps:

1 Make sure all disk activity has ended (the disk and CD
activity lights have stopped glowing).

If a diskette is in the diskette drive, remove it.

w

If a compact disc is in the CD-ROM drive, remove it and
make sure the drive tray is securely closed.

Shut down Windows 95 and turn the computer off.
Disconnect the power cord.

Disconnect the external diskette drive.

Disconnect all external optional devices.

Close the display panel.

© 00 N oo o1 b

Close all port covers.

Do not pick up the computer by its display panel or by the
back (where the ports are located).

For long trips, transport the computer in a carrying case. You can
purchase a carrying case from your Toshiba dealer or through the
Toshiba Accessories Catalog.

You can also access the Toshiba Accessories Catalog on line at
http://computers.toshiba.com.
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Before You Go
to a Computer
Store

If you're new to computers, buying computer equipment (hard-
ware) and programs (software) can be a confusing experience.

This chapter provides advice and explains what you need to know
to purchase programs and devices that will work with your Tecra
740CDT computer.

Buying Programs
The range of entertainment, business and personal programs you
can buy is enormous. This section:
0O Gives you an overview of the types of programs you can buy.

O Discusses the question of integrated packages, such as
“Office” suites, versuindividual programs.

0 Explains the information on the program’s box.
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What Types of Programs Can | Buy?

The following section describes some types of programs that may
fit your needs.

If You’re a Writer

Almost everyone needs a word processor. This includes profes-
sional writers as well as others who use computers for daily
correspondence.

To go beyond working with text and create a book, an advertise-
ment or a newsletter, you'll need a desktop publishing program.

If you are a public speaker, a presentation package can help you
design professional-looking overheads, handouts, questionnaires
and announcements.

If You Want to Draw

If you are a graphics artist or a creative artist, a variety of flexible
two- and three- dimensional drawing programs are available.
Some require a tablet connected to your computer through the
serial port.

If You’re an Accountant or Financial Analyst

There are a number of outstanding spreadsheet programs on the
market. Professional accounting software is another category you
should investigate. The programs available range from general
purpose to highly specialized.

If You Want to Manage Your Money

You can choose from a variety of programs for keeping track of
your income and expenditure. They range from simple programs
for managing family finances to more comprehensive programs
that are also suitable for small businesses. In addition there are
programs for managing investments.
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If You’re a Designer

Your computer dealer can introduce you to a variety of sophisti-
cated design programs including programs to design a garden, or
to build or remodel a house, as well as the more common Com-
puter Aided Design (CAD) tools.

There are also various specialist programs for use in engineering
design.

If You're a Researcher or Student

On-line services such as CompuServe, America Online and Prod-
igy, and access to the Internet provide almost endless resources for
conducting professional research.

In addition, you can purchase dictionaries, and other reference
materials on diskette or CD-ROM for your own personal library.

Do You Need a Database?

If you need to keep and update a set of records, such as a list of
addresses or a catalogue of item