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THE KEYBOARD

The keyboard for your KAYPRQO 16E is divided into three areas: a
function key area on the left, a typewriter-style keyboard in the center,

"~ and an area to the right that resembles a calculator keypad.

With the exception of a few control keys, such as CTRL, ESC, and NUM
LOCK, keys will automatically repeat when held down,

KEYS ON THE LEFT OF THE KEYBOARD

On the left side of the keyboard are two columns of functions keys labeled
F1 through F10. The functions of thes¢ keys are determined by the
program being used. Consult the software manual for the program.

When the A > or C > prompt is on the screen, the function keys perform

command line editing functions. See the section on Editing Commands.

KEYS IN THE CENTRAL SECTION OF THE KEYBOARD

m The ESCape key is often used to cancel some action or to
u escape from an undesired activity depending on the

instructions for the software you're using.

— The TAB key moves the cursor horizontally and/or inserts
— a certain number of spaces, depending on the program in
use. Normally the cursor moves to the right. Tab to the
left by holding down the shift key while pressing TAB.

The control key is used simultaneously with letter keys to
do certain functions. Hold down the CTRL key and type
the letter. Sometimes the function will display as a ~
character followed by a second character.

Ctd

The system can be reset from the keyboard by holding
down both the Ctrl and Alt keys; then pressing Del.

16
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Caps
Lock

The CAPS LOCK key, when activated, puts alphabetic
characters in upper case. Press once to activate it {the
green light at the top of the keyboard goes on), and press
again to deactivate it.

The SHIFT key is used with letter keys to put alphabetic
characters in upper case. It also accesses the characters on
the upper part of keys which have two characters, for
example, @ and 7. When the CAPS LOCK key is activated,
the shift key will temporarily reverse its effect on other
keys. Try it.

The BACKSPACE key moves the cursor backward,
sometimes deleting the character over which it moves,
depending on the program being used.

The ENTER key moves the cursor down a line and returns
the cursor to the left of the screen, It also tells the
computer to execute a command and has various other uses.
<RET> and <CR> are symbols which are often used to
indicate that you should press the enter key.

The Alternate key enables a third interpretation to be
placed on the keystroke following it. The Alt key is held
down while the next key is pressed.

Pressing Shift-PrtSc sends the contents of the screen to your
printer.
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USING THE MASTER MENU

It’s easy. On the screen the main choices are on the left. Information
about the choices is on the right. Directions are at the bottom of the
screen. When you choose an option by pressing the right-arrow key, new
information appears on the right,

When beginning to use a program, you may be asked to name a file. See
the section on Naming Files.

If you leave the Master Menu by pressing the ESCape key and you want to
return to the Master Menu, at the >, type: menust
Press ENTER.

TURNING OFF THE COMPUTER

For now, turn off the computer by using the power switch on the back
panel of the computer.

IMPORTANT! [In the future, if you are working in a file, be fore you turn
off the computer, the file should be closed according to the instructions for
the program.

NOTES

Strange things may happen if you do something that the program/computer
doesn’t expect, or if there is a "bug" (a hole in the logic of a program). Try
resetting the computer by pressing Ctrl, Alt, and Del simultanecously, or
press the red reset button on the left panel of the computer. Either of
these procedures will destroy information which is in the temporary
memory of the computer, but will not affect the information which has
been saved on the disk.

When the computer is turned on, it looks for a diskette in drive A. If there

is no diskette in the drive, or the drive door is open, the computer will
then start from the fixed disk, drive C.
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UNDERSTANDING FILES

A file is a collection of related information, either data, text or
instructions, stored on a magnetic surface (diskette or fixed disk drive) and
given a specific name. All information in your computer is stored in the
form of files. If you use WordStar to write a letter to a friend, the file’s
name might be FRIEND.LTR. A data file might be named PARTS.DTA.
WordStar itself is a file, called WS.COM. A file name can have a maximum
of eight letters in it, with a three letter extension, For example;
AUTOEXEC.BAT or DISKCOPY.COM.

RESERVERD CHARACTERS AND NAMES

When using your computer, you will be creating and naming files. These
are the characters that you must not use in a file name:

Period {) Comma (,)
Colon () Semicolon )
Plus Sign {+) Equal Sign (=)
Less than sign (<) Greater than sign (=)
Slash {/) Backslash \)
Left Bracket D Right Bracket §)]
Bar { Quotes ™M

It is recommended that you use only the letters A through Z and the
numbers 0 through 9, as some programs may have problems with other
characters.

MS-DOS has names for the components of your computer. MS-DOS calls
these components devices, and their names are reserved. Do not use any of
the following device names in a filename;

DEVICE NAME
Console (keyboard/screen) CON
First serial port AUX or COMI1
Second serial port COM2
First printer port LPTI1 or PRN
Second printer port LPT2
Third printer port LPT3
Test device NUL
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PATHS

A directory path is a route through the directory tree. When using certain
commands, you must specify the path to the files with which you are
working, There are two types of paths: absolute paths and relative paths,

ABSOLUTE PATHS

When specifying an absolute path, you must begin at the root directory, no
matter what directory you are currently in. For example, if you are logged
on to the C drive, in a subdirectory called DATA, and you wish to list the
files in a subdirectory of WRITE called TEXT, then from the C> prompt:

Type: DIR \WRITE\TEXT-—-—- The directory you wish to list
||

I 1
-1
T

t A directory along the path

The Root Directory

RELATIVE PATHS

Relative paths start at the current dircctory (the directory that you are in)
and involve only subdirectories of the current directory. For example, if
you ar¢ in the directory ROOT, and you want to see a listing of the files
in the subdirectory WRITE from the C> prompt,

Type: DIR MAIN\WRITE—— The directory you wish to list
|

i

t A directory aloﬁg the path

If you wish to perform an operation (DIR, COPY, KCOPY) on a file or
directory that is above your current position in the directory
tree, then use an absolute path. Othegrwise use a relative path.

Before proceeding further, look up the DIR, COPY, CHANGE
DIRECTORY and PATH commands, and the definition of *wild cards’ in
your MS-DOS USER’S GUIDE. Pay special attention to the COPY
command. Once you have some blank formatted diskettes (See
FORMATTING A DISKETTE), experiment: List directories, change from
directory to directory, copy a file, use PATH to link two directories. Use
the wild cards in copying and displaying files.

28
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LISTING A DIRECTORY

When a directory is listed, the listing consists of other directories, file
names, their size in bytes, and the time and date of their last change.

To list all files on the current directory or the DEFAULT DRIVE, which is
the drive onto which you are currently logged, then at the system prompt,

type:

DIR
Press the ENTER key.

To list all files on a SPECIFIC DRIVE, at the system prompt, type the DIR
command, then type the drive letter followed by a colon. For example:

DIR A:
Press the ENTER key,

To list all files with a SPECIFIC FILE NAME which are on the disk in the 1
current directory of the DEFAULT DRIVE, at the system prompt, type

" DIR and the file name, for example:

DIR SMITH
Press the ENTER key.

To list all files with a SPECIFIC FILE NAME which are on a SPECIFIC

DRIVE, at the system prompt, type:

DIR cfilename.ext
Press the ENTER key.

To list all files with a SPECIFIC EXTENSION which are on the current
directory of the default drive, at the system prompt, type:

DIR .EXT
Press the ENTER key.

To pause the directory listing after the screen is filled, type a /P switch
after the command, for example:

DIR B:/P
Press the ENTER key.
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To display only file names (five per line) in a Wide Display, type a /W
switch after the command, for example:

DIR B:/W
Press the ENTER key.

A directory listing the files on a diskette may look like:

Directory of C:\MAIN\WRITE

MATIMRGE OVR 13568 8-09-84  10:15a

WINSTALL EXE 40960 8-09-84  10:15a

WS oM 4096 11-21-84 9:30a

WS INS 45824 11-21-84  10:15a

WSMSGS 29056 11-23-84 6:35p

WSOVLY1 41216 12-01-84  12:49p
6 FILE(S) 2892387 bytes free

For further information on manipulating the named directories, see the
section on Working with Directories or the MS-DOS USER’S GUIDE.

D

D is a program that tells the user exactly what files exist in specific
directories, and how many kilobytes those files use. To use D, start from
the UTILITY directory.

Type: D
Press ENTER.

Paths and drives may be specified when using D (see the section on
PATHS). For example, to examine the files in a subdirectory called DATA
which is on a diskette in the A drive, type:

Subdirectory

Root directory

Drive designation
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DIRECTORIES

By entering a backslash (), you tell KCOPY to mark only directories, not
the files within them. Remember, KCOPY begins with all files marked, so
to copy only a directory structure you would first unmark all files (ALT-
F2), then mark by type and choose directories.

HIDDEN FILES

Mark any hidden file by entering an H. A ‘hidden’ file is a file that is in
the directory, but cannot be viewed from MS-DOS. If you enter a DIR
command at the MS-DOS prompt, vou will see every file in the directory,
except the hidden files, KCOPY lists and copies hidden files.

ARCHIVE FILES

Notice the column directly to the left of the filename column, The *A’
stands for archive. An ‘archive’ file is one that has not been copied (by a
backup program) since the last time it was changed. Archive files are
usually data files that are changed every day, however, any file can be an
archive file. KCOPY is a backup program. Every time a copy operation
takes place you are asked, "Clear archive bit after copying?". Answer yes,
copy a file, and the file ceases to be an archive file. The archive column

appears empty. If the archive bit is to be cleared, the source diskette must
not be write protected.

SYSTEM FILES
By entering an S, you tell KCOPY to mark only the files that compose the
operating system, such as MSDOS.SYS. There is a column to the left of the

name column that will contain an S if the highlighted bar is currently
positioned on a system file,

ALT-F3 - UNMARK BY TYPE

This allows you to unmark files using the conventions described in F3 -
MARK BY TYPE.
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F4 - MARK BY PATTERN

This option allow you to mark files using wild cards (See "wild cards" in
your MS-DOS USER’S GUIDE index). For example, if you wished to mark
every file with a DTA extension, you would press F4, and the at the
prompt:

Type: *DTA
Press ENTER

You will be asked whether or not you wish to mark files in

subdirectories, then KCOPY will mark all the files with a . DTA
extension.

ALT-F4 - UNMARK BY PATTERN

This allows you to unmark files using conventions described in F4 - MARK
BY PATTERN.
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THE OPERATION COMMANDS IN KCOPY

FS - START COPYING FILES

Pressing the F5 key begins the copy operation.

F6 - QUIT KCOPY

Pressing the F6 key ends KCOPY and returns the system to MS-DOS.

F7 - REPLACE SOURCE DISK

Pressing the F7 key enables the user to change the logged diskette drive. If
you wish to switch diskettes or access another drive, use this option.

F8 - TRANSFER FILES OVER DATA LINK

This option allows the user to transfer marked files and directories to

another computer, through the serial port of the computer running KCOPY.

KCOPY automatically sends the files, and the user should have some type
of telecommunications software running on the other computer, waiting to
receive the files. Set the telecommunications software on the receiving
computer to the following parameters.

Protocol: XMODEM/B CRC

Baud Rate: 9600

Data Bits: 8
Stop Bit: i
Parity: NONE

42
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The XMODEM protocol will not allow the transfer of subdirectories or
directory structures. If you wish to copy subdirectories or directory
structures over 3 data link, you must run the KAYPRO program
CATCH.EXE on the receiving computer instead of telecommunications
software. At the system prompt of the receiving computer:

Type: CATCH
Press the ENTER key.

Note: The F8 option does not work with modems. It works only with a
direct, computer-to-computer connection.
THE KCOPY SWITCHES
Switches are characters placed at the end of the command line that cause
KCOPY to operate in a specific manner. These are the switches.

/A Copies all archive files and clears the archive bit.

/B Marks only archive files.

/C Copies all files and directories.

/M Marks according to specified wildcard pattern.

/U Unmarks according to specified wildcard pattern.

/S Allows the user to swap diskettes before KCOPY runs.

/X Copies all files and directories to a data link.
The /A, /C, and /X options bypass the KCOPY menu and starts copying
immediately. For example, to cause KCOPY to bypass the mark/un-mark
menu and begin the copy operation immediately, place the /C "bypass

switch" at the end of the command:

Type: KCOPY A** C: /C
Press the ENTER key.

This command would copy every file and directory from drive A to drive
C, without displaying a menu or a file and directory list.
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ESCAPE AND CONTROL-C

To stop any operation at any time, and return to the KCOPY main menu,
press either the Escape key, or simultancously press the control (Ctrl) and
the C keys.
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BACKING UP FILES

It is imperative that all files be backed up on diskettes. If a fixed disk
fails, it can be reformatted, repaired, or replaced, but the information on it
cannot. However, if you have backed up your fixed-disk files onto
diskettes, they can be reloaded onto a new or repaired fixed disk.

1.

Following the instructions in Formatting a Diskette, format one
diskette for each named directory containing software. If a DIR shows
more than 300 kilobytes worth of files in one directory, you may need
more than one diskette per directory.

Place a blank, formatted diskette in the diskette drive.

From the Master Menu, choose Copy Files.

If the combined size of the files will fit on a diskette, then, when
asked for the source, type the source as indicated on the right of the

3Creen,

When asked for destination, type: a:
Press the ENTER key.

The name of each file will be displayed on the screen as it is copied
onto drive A.

When the copy process is complete, label the diskette(s) with the name
of the directory from which the files came.

Repeat steps 2 through 4 for each named directory on drive A.

DATA FILES

Data files, especially business data files, such as those from an accounting
system, require a more c¢laborate backup. The following system is the
MINIMUM and the least complicated method.

I.

On day 1, back up all data on a blank diskette. This diskette, or
diskettes, is the Grandfather.

At the end of day 2, back up all data on a second blank diskette., This
diskette is the Father.
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3. Following the end of business on day 3, back up that day’s data on the
Grandfather diskette. This process will overwrite the old information
with new data. This diskette is now the new Father, and the old
Father becomes the Grandfather.

4. Repeat this procedure at the end of each business day. These steps
illustrate the basic sequence of a simple backup schedule for data
diskettes. The worst that can happen is that two days’ data will have
to be reconstructed. Some companies will carry this sequence to a Son
generation of backup and always keep the Grandfather in another
location. The old Grandfather (new Son) is brought in each day for
backup, and the old Father (new Grandfather) is removed from the
premises. That way, even a fire or other catastrophe will not destroy
the business records. We are talking about the accounting records of a
business. Without them, a business cannot survive.
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RENAMING FILES

To change a file name, ¢xit the Master Menu by pressing ESCape; then
type:

REN PRESENT.EXT NEWNAME.EXT

If the file is on another drive, the drive letter and 2 colon must be given
after the command, REN.

ERASING FILES

Erasing of files is done with the DEL command.
To erase a file:

1. Exit the Master Menu by pressing the Escape key.
2. Go to the directory containing the file.

3. Type: DEL or ERASE

4. Add the file name with its file extension.
Press the ENTER key.

Example: DEL VEHICLE.EXP

This will erase VEHICLE.EXP {rom the current directory.
Wildcard characters may be used in the filename. (See the MS-DOS
USER’S GUIDE for information about wildcards.) Be careful using

wildcards when erasing files, as it is quite easy to delete files that you
really want to keep.
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LEARNING ABOUT THE STATUS OF A DISK

After the system prompt, enter the command; CHKDSK
This utility will give the following status report on a disk:
362496 bytes total disk space
22528 bytes in 2 hidden files
18432 bytes in 8 user files
321536 bytes available on disk

262144 bytes total memory
237568 bytes free

Other uses of the CHKDSK utility are itemized in the MS-DOS
USER’SGUIDE.
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COMBINING SEVERAL FUNCTIONS IN ONE COMMAND LINE

Command "piping" lets you give more than one command to the system at a
time. You can combine normal commands, filters, and redirection into one
command line. Pipes are specified with the vertical bar (| ) placed
between commands.

To sort the output of the directory command and list it on the screen one
full screen at a time, type:

DIR | SORT | MORE
Press the ENTER key.

To sort the listing of the current directory and write it to a disk file (as,
for example, DISK.DIR) instead of printing it on the screen, type:

DIR | SORT | >DISK.DIR
Press the ENTER key.

For further information, see the MS-DOS USER’S GUIDE.
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EDITING COMMAND LINES

When you enter a command after the C> prompt, the command is
automatically saved in a "command template". By using the function keys
on the left of the keyboard, vou can recall, change, and then re-execute a
command line.

If you display part of a line and type new characters, the following
characters in the line will be overwritten. To insert characters, press the
Ins{ert) key on the right of the keyboard. To stop insertion, press Esc(ape).

To delete characters to the right of the cursor, press Del(ete).

To void the current input and leave the template unchanged, press Es¢(ape).

After the C> prompt, you can use the following function keys to display
the contents of the template:

F1 <COPY1>
Displays one character at a time. The right-arrow key does the same thing.

F2 <COPYUP>

Displays all characters up to a specified character. Press F2 followed by a
character in the command line. If you press ENTER, the rest of the line
will be deleted.

F3 <COPYALL:>
Displays all the remaining characters.

F4 <SKIPUP>

Skips up to a specified character, deleting the characters over which it
skips. Press F4 followed by a character in the command line.

F5 <NEWLINE>
Makes the new, edited line the new template without executing the
command. Press F3 to display the edited line.

F6, F7, F8, F9, and F10 have no functions.

When you are done editing a line, press ENTER. The command as it
appears on the screen will be executed and will become the new command
template.
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ADDRESS

ARCHIVE

ARRAY

ASCII

BACK UP

BAUD
RATE
BIT

BIT RATE

BOOT

BUFFER

BUG

BYTE

CHIP

GLOSSARY

a number used by the computer to keep track of different
memory locations

a file that has not been copied (by a backup program) since
it was last changed. Archive files are usually data files
that are changed every day, however, any file can be an
archive file.

a set of elements arranged in a pattern

acronym for American Standard Code for Information
Interchange; a 7-bit code for representing character data,
such as letters, punctuation, etc.

to copy information or programs as a protective measure

the number of signal level changes per second in a
serial transmission

a binary digit, the smallest piece of information a computer
can handle (see BYTE)

number of bits transmitted per second

loading the operating system into memory Cold boot occurs
when the machine is first turned on. It may also be
reloaded while the computer is on by pressing the Ctrl-Alt-
Del keys.

an area of memory set aside for storing and manipulating
data associated with I/O devices, such as disks and
keyboards

a problem or undesirable side-¢ffect of a computer
program, almost always unexpected and unwelcome (see
DEBUG)

8 bits; the size of a memory location in the KAYPRO. A
kilobyte or kbyte is 1024 bytes

slang for an integrated circuit
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PROGRAM

PROMPT

RAM

ROM

SAFETY
ZONE

SECTOR

SOFTWARE

a set of instructions for a computer; the SOFTWARE.

When these instructions are in a high-level language like
BASIC, they will always have to be converted into a set of
low-level or machine language instructions by ¢ither an
interpreter (GW-BASIC) or a compiler (COBOL, FORTRAN,
PASCAL, ctc).

a symbol or message displayed by a program to inform the
user that the program requires some instruction or
information. In MS-DOS, the A> is a prompt which
indicates that the computer is waiting for the user to enter
a command.

acronym for Random Access Memory; the memory that the
computer uses for short-term storage of information and
programs. Unlike ROM, the information stored in RAM is
changeable and volatile, meaning it will disappear when the
power to the computer is turned off. RAM can be read
from and written to.

acronym for Read Only Memory; the memory that is used
for unchanging information and programs. Information
stored in ROM is not volatile, and will remain intact
regardless of whether the power to the computer is on or
of f.

A program in ROM tests the computer when it is turned on;
then, if everything is OK, it loads the operating system.
Read Only Memory also contains the instructions needed
for the hardware and software to talk to each other.

a portion of a fixed disk which is reserved as a
space to which the read-write head can move when it has
nothing else to do.

a group of bytes on a disk. The standard MS-DOS 2.1
double-density floppy disk has 9 sectors on each track, with
each sector containing 512 bytes of information.

the programs which make it possible for a user to operate a
picce of computer equipment
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INDEX
(Continued)

hidden files, 40
I/O connectors, 69
I/O port addresses, 76
input--doesn’t appear on screen, 64
KCOPFY, 37
KCOPY--marking files, 38
KCOPY--operation commands, 42
KCOPY--scrolling through files and directories, 38
KCOPY--switches, 43
KCOPY--write protect diskettes, 40
keyboard, 16
keypad, 18
keys

automatic repeat, 16

F1 through F10, 16
lights--indicator, 15
line editor, 59
LINKER, 59
linking object modules, 59
maintenance, 65
marking files--with KCOPY, 38
Master Menu, 21
memory map, 75
mode command, 57
modem cable, 72
monitor--configuration, 57
monochrome monitor, 57
monochrome--switching to, 57
MS-DOS operating system, 22
Num Lock key, 18
operating system, 22
operation commands--in KCOPY, 42
overseas power requirements, 5
parallel port--mode command, 58
parent directory, 31
paths--absolute, 27
paths--relative, 27
power, 5

none, 63
power line filter, 5
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