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About
Your Documentation

Three standard documents are included with your Amiga:

1.

Quick Connect — How to Set Up the Amiga

This booklet, which folds out into a large poster, shows you how to connect
your Amiga equipment and any peripherals, such as a monitor or printer.
You can hang this poster in a convenient spot while you follow the set up
instructions.

Introducing the Amiga

This manual describes the major components and features of your Amiga,
and tells you what to expect when you first turn on the computer. The
manual also introduces you to the Workbench, which is the software
interface that lets you interact with your computer through graphic
symbols appearing on the screen. The expansion capabilities of the Amiga
are also covered.

Using the System Software

This manual, which explains how to use the software packaged with your
Amiga, is divided into three main parts: Workbench 2.0, AmigaDOS, and
AREXX Programming Language. The manual begins with a tutorial aimed
at the first-time user. Subsequent chapters build on this base and cover the
Workbench and AmigaDOS in detail. A comprehensive guide to AREXX
completes the manual.

Here's what’s in each chapter and appendix:

Chapter 1, Tutorial, takes you step-by-step through the elementary tasks
involved in using your Amiga.

Chapter 2, Basic Operations, expands on the tutorial to provide a more
detailed explanation of how the Amiga works.

Chapter 3, Preferences, tells you how to properly set your Amiga to work
with monitors, printers, and other peripheral devices and how to
customize your Workbench screen (e.g., by changing colors and type
fonts).



Chapter 4, The Workbench Programs, explains all the programs on the
Workbench disk, like Say, which lets you enter text for the Amiga to
speak.

Chapter 5, The Extras Programs, explains all the programs on the Extras
disk, like GraphicDump, which lets you print out screen images.

Chapter 6, Using a Hard Disk, explains how to use the Amiga’s hard disk
to store and retrieve files and programs. The chapter also provides step-
by-step instructions for backing up the hard disk and adding new hard
disks to the system.

Chapter 7, Using AmigaDOS, introduces you to the terms and concepts
behind AmigaDOS. The discussion includes a description of the Shell, a
keyboard-based interface that lets you run programs and perform basic
operations through typed commands, and explanations of some of the
most basic AmigaDOS commands.

Chapter 8, AmigaDOS Reference, lists and describes all the AmigaDOS
commands and error messages.

Chapter 9, Editors, explains the three text editors included with the
Amiga: ED, EDIT, and MEMACS.

Chapter 10, AREXX, fully describes a new and powerful programming
language.

Appendix A, Troubleshooting, contains a list of possible problems and
suggested solutions.

Appendix B, Printers, lists many of the printers that can be used with the
Amiga, as well as the standard printer escape sequences.

Appendix C, Backing Up Your Hard Disk with BRU, describes BRU, a
sophisticated backup-and-restore program for Shell users. The appendix
also tells you how to customize BRU’s defaults, discusses BRU'’s help
screen, gives individual explanations of BRU commands, and lists sample
commands to create archives and restore files.

The Glossary defines important terms used throughout the manual.



How To Use This
Documentation

If you have never used an Amiga before, read Quick Connect and Introducing
the Amiga. Then read Chapters 1 through 3 in this manual. Finally, as you
need or want more detailed information on the Amiga’s operations and specific
features, read the remaining chapters.

If you have used an Amiga before, you should first read Quick Connect and
Introducing the Amiga. In Using the System Software, you may want to skip
the tutorial, but you should read the other chapters as needed to learn what's
new about Workbench and AmigaDOS.

A Word About
Graphic Symbols

The following graphic symbols appear in the margins:

This symbol draws attention to instructions that
must be read carefully in order to avoid damage to
your system.

= HD This hard disk symbol directs you to information
important to hard disk users.



A Word About
Keys

All references to alphabetical keys are shown in uppercase letters. Unless
otherwise specified, do not press Shift. If the instructions read “Press Q,”
simply press the Q key. If an uppercase letter must be used, it will be specified
in the instructions.

Non-alphanumeric keys are shown as they appear on the keycap (Ctrl, Esc,
Del, Alt, Help).

The Amiga keys are referenced by their position: left Amiga | A ) and right
Amiga ( A ). Several keys on the keyboard have arrows on the keycaps. The
list below shows the keycap and the name used for that key:

I

e

Return Backspace

>
f

¢

Shift Tab

The group of arrow keys to the left of the numeric keypad are the cursor keys.
The keys are referenced by the direction of their arrow: up cursor, down cursor,
left cursor, and right cursor.

At times, you need to press a sequence of keys. In these instances, the keys are
separated by a hyphen and shown in the order they should be pressed, such as
Ctrl-O. This means you must press, and hold, the Ctrl key, then press the O.



A Word About
Type Styles

Bold words Words that appear in bold are defined in the glossary.

Screen Qutput Words that appear in this style can be one of two things:
input you must type at the keyboard or output that is shown
on the Amiga screen. This style is especially prevalent in the
AmigaDOS section of the manual.
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Chapter 1. Tutorial

/™ This chapter introduces you to the Amiga® system and the
Workbench ™ software by telling you how to:

® turn on your machine

® use the mouse

e choose options from menus

® make backup copies of your floppy disks
¢ prepare floppy disks for data storage

® organize your files on a disk

When you finish this tutorial you will know enough about
your Amiga to begin running application software, such as
spreadsheets, word processors, desktop publishing or graphics
programs.

Don'’t worry if it seems that some ideas are not explained in
. full detail. Chapter 2, “Basic Operations,” provides more
complete explanations.
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Getting Started

=

HD

Turn on the power to your Amiga as shown in your Introducing
the Amiga manual. The power light on the front of your
machine signals that the power is on. You must also turn on
the power to your monitor. Consult the documentation that
came with your monitor for instructions.

If you have a floppy disk system, an animated screen appears
showing a floppy disk being inserted into a disk drive. This is
your signal to insert the Workbench2.0 disk into the disk drive.

™

[]I

2.0 Rons (36.xxx)
Copyright @ 1998 Comnodore-Aniga, Inc,
All Rights Reserved

If you have an autobooting hard disk in your Amiga, you will
not see the animated screen. The system software is already
installed on your hard disk, so you do not need to insert the
Workbench2.0 disk into the disk drive. If you do see the
animated screen, you have a problem with your hard disk and
should consult your dealer or authorized Commodore service
center.




1. Insert the Workbench2.0 disk into the disk drive,
metal end first, with the labeled side facing up .

The process of turning on your computer and loading
information from a disk containing the Amiga operating
system is known as booting your computer—from the old
expression “‘pulling yourself up by your bootstraps.” It refers to
the process of reading the information needed to start the
system from a storage device, such as a floppy or hard disk, into
the computer’s memory.

The disk drive light comes on as the Amiga starts
reading the information on the disk. Never remove

a floppy disk from the drive while the disk drive light
is on.

Tutorial

1-3




1-4

Tutorial

The first thing that you'll see on your monitor is some
introductory information, such as copyright notices and the
name and version numbers of the software. After a few
seconds, the introductory screen is replaced by the Workbench
screen. It is through this screen that you access the programs
on the Workbench2.0 disk.

Horkbench 2.8 920376 graphics men 912952 other nen

)
icon - H
Ram Disk
pointer \
of

Workbench window

 _HD

Workbench2.8

.

A window (an area on the screen that accepts and displays
information)| fills most of the screen. This window, called the
Workbench window, contains two icons. Icons are images that
represent various items, such as disk or files.

If you have a hard disk system, you may have different or
additional icons in this window, but you can still follow this
tutorial. (Consult your Introducing the Amiga manual for an
accurate depiction of the screen.) When this manual refers to
the Workbench2.0 disk icon, just substitute the System2.0
hard disk icon. Some of the screens shown in this manual may
vary from what actually appears on your screen, but the
procedures remain the same.



The icon with the word Workbench2.0 underneath represents
the actual Workbench2.0 disk that is in your Amiga’s disk
drive. Whenever you insert a disk into the drive, an icon
representing that disk appears in this window.

The icon labeled Ram Disk represents a section of the Amiga’s
internal memory that is available for temporary data storage.

The Ram Disk acts like a floppy disk in that you can store
information in it and retrieve information from it. However,
the computer can access information on the Ram Disk much
faster than information on a floppy disk.

The contents of the Ram Disk are erased if the Amiga is

turned off.

There is also a pointer on the screen. The pointer is controlled
by the mouse. By positioning the pointer over objects on the
screen and pressing a mouse button, you can start programs,
exit programs, copy disks, rearrange your screen, and much
more.

Tutorial
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RAM stands for Ran-
dom Access Memory.

You can change the
shape and color of the
pointer with the
Pointer editor in the
Prefs drawer (ex-
plained in Chapter 3).
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Using the Mouse

The mouse controls the movement of the pointer. When you
move the mouse across your table or desk, the pointer will
move across the screen.

1. Hold the mouse with your thumb and little finger
resting on either side of the mouse. Put your index and
middle fingers over the mouse buttons.

>

=
=

2. Without pressing either button, slide the mouse across
your desk.

As you move the mouse, the pointer moves in the same
direction. If you run out of room before getting the
pointer where you want it, lift the mouse, put it down
where there is more room, and continue moving it.
Lifting the mouse does not move the pointer.

To work with an icon, you must first point to it. When pointing
to an icon, the tip of the pointer must be over the icon. The tip
is where the pointer’s “hot spot” is located.
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Once you have the pointer in the right spot, you use a mouse
button to send an instruction to the Amiga. There are two
buttons on the mouse:

selection
button

The left mouse button is the selection button; the right mouse
button is the menu button. How to use the mouse buttons is
explained in the following sections.

The Selection Button

The left mouse button is the selection button. You use this Throughout this chap-
button to select icons that you want to use. ter, you are reminded

that the selection but-
Pressing and releasing a mouse button is known as clicking. ton is on the left, and

Clicking the selection button while pointing to an icon
is known as selecting an icon. When an icon is selected,
it becomes available for use and changes its appearance in this chapter.
in some way.

For instance, the Workbench2.0 icon, along with the other
icons in the Workbench window are enclosed in a box that
appears to be raised above the screen.

the menu button is on
the right. These re-
minders only appear
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If you accidentally
click the mouse but-
ton twice, a new win-
dow will appear on
the screen. Don’t wor-
ry about this. Just
leave it there, and con-
tinue on with the tuto-
rial.

unselected icon

selected icon

1. Point to the Workbench?2.0 disk icon, and press and
release the selection (left) button.

When the Workbench2.0 icon is selected, it appears to
sink into the screen. An icon will remain selected until
you click on another icon or an empty part of the screen.

Horkbench 2.8 9208376 graphics men 912872 other men

N

Horkbench2.8

2. While the Workbench2.0 disk icon is selected, point to

it, hold down the selection (left) button, and move the
mouse.

A copy of the icon will move across the screen. When
you release the mouse button, the icon will move to the
new location. This is known as dragging.

You can drag any icon by pointing to it, holding down the
selection button and moving the mouse. You can also drag
windows and screens. This is explained further in a later
section.
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The Menu Button

The right mouse button is the menu button. When this button
is held down, a menu bar appears across the top of the screen.
The menu bar shows the headings of any menus that are
available to you. A menu is a list of options, known as menu
items, that is provided by the software you are using.

1. Hold down the menu (right) button.

The menu bar appears across the top of the screen. It

consists of four menu headings: Workbench, Window,
Icons, and Tools. Each of these menus is explained in
detail in Chapter 2.

Horkbench  Hindow Icons Tools menu bar
o| Horkbench Fads s - EII@I
teeh R
I JI
Ram Disk

I3

Horkbench2 .8

The next section of this tutorial explains how to choose an
item from a menu.
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Quick Review

Moving the mouse moves the pointer across the
screen.

The left mouse button is the selection button.
Pressing and releasing the selection button while
pointing at an icon makes that icon available for use.
This is known as selecting an icon.

Holding down the selection button while moving
the mouse drags the selected icon to a new location
on the screen.

The right mouse button is the menu button. Holding
down the menu button causes the menu bar to
appear.




Most programs allow you to interact with the Amiga through
menus. For instance, you can rename an icon or copy a file by
choosing menu items from the various Workbench menus.
While menus may vary from program to program, the steps
involved in choosing an item from a menu are the same for all

Amiga software.

The following example shows you how to choose a menu item

from the Icons menu.

1. Point to the Workbench2.0 icon on your screen, and

click the selection (left) button.

The icon will change color and will appear to sink into
the screen. This indicates that the icon is selected. (If
the icon is still selected from Step 3 of the “Using the
Mouse” section, it will already be highlighted. Selecting

it a second time has no effect.)

2. Hold down the menu (right) button, and point to the

Icons heading in the menu bar.

A list of options, known as menu items, will appear.

Horkbench  Hindow R{{0H

o| Horkbench Open 0
. Copy | AL

H Rename. .. AR
il Infornation... #E3]

Ran Disk Snapshot LA
= UnSnapshot (ALl

‘ Leave Out L
4t

Horkbench2.8 = |CEECTESEEES

Enpty Trash

|

Tutorial 1-11

Using Menus

X
W
J€]s L

lcons menu
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Open menu item

3. Without releasing the menu (right) button, move the
pointer down to the Open menu item.

Notice that when you point to Open, it is highlighted.

Norkbench Window JOEIRJ Tools
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; (opy Al [l
H Renanme, .. PR
o Infornation. .. P}
Ran Disk Snapshot AR
=] UnSnapshot L. ALl
Leave Out L
" Put Ruay 7ar
Horkbench2.8  EEEESEEEEEs
Delete...
Format Disk...
Enpty Trash
=
o
151314

4. While Open is highlighted, release the mouse button.

The Workbench2.0 disk window will appear on the
screen.

Mouse shortcut: Another way to open an icon is to point to the
icon and double-click (quickly click twice) the selection (left)
button.

Keyboard shortcut: You don’t always need to use the mouse to
choose a menu item. You can often get the same result by
pressing two keys on the keyboard — right Amiga and a
corresponding letter. Keyboard shortcuts are shown to the right
of the menu item.

For instance, to choose Open from the Icons menu, you can
press right Amiga-O. (Press right Amiga, keep holding it down,
press O, then release both keys.)
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Ghosted Menu Items

At certain times some menu items are not available for use.
The unavailable items are displayed less distinctly than the
others. These items are ghosted and will not be highlighted
when the pointer passes over them.

Workbench  HWindow
o] Horkbench

)

Ran Disk

K

Horkbench2.8 LA s :

ghosted menu items

Usually menu items are ghosted because something on the
screen must be selected before the menu can be used. For
instance, if you haven’t selected an icon, you cannot choose
any of the menu items in the Icons menu.

Quick Review

® Before choosing a menu item, the icon, window, or
screen that you want to work with must be selected.

® To choose the menu item, hold down the menu
(right] button, highlight the menu item by pointing
to it, and release the menu button.
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Working with Windows

disk icon

drawer icon

When you open a disk or drawer icon, a window appears. A
window is a rectangular area on the screen that displays
information, such as graphic images and text, and allows you
to work with that information. If you were following the steps
explaining how to use the menus, you should have two
windows on your screen: the Workbench window and the
Workbench2.0 disk window.

The Workbench window contains icons for the Ram Disk, for

floppy disks that have been inserted into a disk drive, and for

any hard disks that are installed in the system. (You can also

add other types of icons to the window. This is explained in the

“Icons Menu” section of Chapter 2.) »
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The Workbench2.0 disk window contains several drawer icons.
Drawers are subdivisions of a disk that are used to organize the
information on that disk.
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. If you have a hard disk system, the System2.0 disk window W
contains drawers for both the Workbench2.0 and Extras2.0
disks. While your window contents may look slightly different
than the windows shown in this manual, you can still follow
this tutorial.

The Amiga is a multitasking computer. This means that it is
possible to have more than one program running at a time.
For instance, you could have a calculator, a word processing
program, and a spreadsheet all open and running at the same
time. This usually results in several windows open at once,
with the windows overlapping each other.

However, only one window at a time can be active (capable of
accepting information). The frame of the active window is a
different color from the other windows on the screen.

Take a look at the border of the Workbench2.0 disk window. It
contains several boxes, known as gadgets, that let you control
the window in many ways, including moving the window,
changing the size of the window, scrolling (moving) the

contents of the window, and closing the window. zoom gadget

995880 other nen

close gadget . [N ELR RV T T

depth gadget

1 =] =2 _I.LI‘
o Expansion Systen Honitars\
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@‘ “WBStartup Utilities i\

Trashcan

scroll gadget

KN s

3 <3| sizing gadget
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These are some of the most common gadgets found in
windows on the Amiga. Depending on the software you are
using, windows can contain any combination of these gadgets.
Some windows have gadgets particular to their software. For
instance, a window in a paint program may have gadgets that
let you choose colors, brushes, magnifications, or other
specialized functions.

The gadgets in the Workbench window are briefly explained in
the following sections. Complete information on standard
system gadgets is available in Chapter 2.

The Title Bar

The title bar identifies each window. The title bar of the
Workbench2.0 disk window contains the name of the window
and information as to the amount of data contained on the
Workbench2.0 disk. When a drawer icon is opened, the title bar
of the drawer window displays the name of the drawer.

You can also use the title bar to drag a window across the
screen.

1. Point to the title bar of the Workbench2.0 disk
window,

2. Hold down the selection (left) button, and move the
mouse.

An outline of the window will appear and will move in
the same direction as the mouse.
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3. Release the mouse button.

The window will move to its new location.

The Depth Gadget

The depth gadget lets you move a window to the front of the
screen or push it behind any other open windows. This is
useful when you have several windows open and the one you
need is not at the front of the screen.

If you've been following this tutorial, there should be two
windows open on your screen: the Workbench window and the
Workbench2.0 disk window.

aty
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depth gadget

1. Point to the depth gadget on the Workbench window,
and click the selection (left) button. -

The Workbench window moves to the front of the
screen. The Workbench2.0 disk window has not been
closed. It is just hidden behind the larger Workbench

window.
Horkbench 2.6 941792 s nen 395888 other nen !
K
Ram Disk
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HorkbenchZ.@

2. Point to the depth gadget on the Workbench window,
and click the selection (left) button again.

The Workbench window will be pushed to the back of
the display, and you will be able to see the
Workbench?2.0 disk window again.

The action of the depth gadget depends upon the window’s
location. If the window is behind another window, selecting
the depth gadget brings it to the front of the screen. If the
window is at the front of the screen, selecting the depth gadget
sends it to the back. You can also send a window to the back of
the screen, regardless of its current position, by holding down
Shift and selecting the depth gadget.
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The Zoom Gadget

The zoom gadget changes the size of a window. This is helpful
when you have several windows open on the screen. You can
move unneeded windows out of the way by making them
smaller with the zoom gadget.

Selecting the zoom gadget on the Workbench2.0 disk window
reduces the size of the window.

1. Point to the zoom gadget in the Workbench2.0 disk
window, and click the selection (left) mouse button.

The Workbench2.0 disk window becomes smaller.

Horkbench 2.8 949344 graphics men 1839128 other men
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zoom gadget

2. Click on the zoom gadget again.

The Workbench window returns to its previous size and
position.

In general, if a window is small when it is opened, selecting the
zoom gadget will make it large. If a window is large when it is
opened, selecting the zoom gadget usually makes it smaller. If
you change the size or position of a window, the window will
use that new size or position when the zoom gadget is selected.
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The Sizing Gadget

Another way to change the size of a window is by using the
sizing gadget. This is an easy way to change a window’s size so
that you can see other information on the screen.

1. Point to the sizing gadget in the lower right corner of
the Workbench window.

2. Hold down the selection (left) button, and move the
pointer up and to the left.

The window becomes smaller as you move the mouse.
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3. Release the mouse button.
The window stays the smaller size.

You can enlarge the window by pointing to the sizing gadget
and dragging the window down and/or to the right.
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The Scroll Gadgets

When a window is small, you cannot always see all its icons.
You can tell whether all the icons are visible by looking at the
scroll gadgets that run along the right side and bottom of the
window. The scroll gadgets are made up of scroll boxes, scroll
bars and scroll arrows.
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The scroll bars are the highlighted areas inside the scroll boxes.
The bars change size depending on how much of the window’s
contents are visible. When the scroll bar completely fills a
scroll box, all of the icons are visible.
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When some of the icons in the window are not visible, the
scroll bars shrink and only fill part of the scroll box.
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By dragging the scroll bars, you can see the hidden icons
without changing the size of the window. If you were following
the steps on how to use the sizing gadget, your Workbench?2.0
disk window should be small, as shown above. If not, use the
sizing gadget to make the window smaller.

1. Point to the scroll bar along the right side of the
window.



2. Hold down the selection (left) button, drag the scroll
bar down, and release the mouse button.

Drag the scroll bar into the empty space of the scroll
box. For instance, if the bottom of the scroll box is
empty, drag the scroll bar down so that the bottom of
the box is full and the top is empty. When you release
the mouse button, you will see the icons from the
bottom of the window.
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3. Point to the scroll bar in the bottom of the window.

4. Hold down the selection (left) button, and drag the
scroll bar to the right.

When you release the mouse button, you can see the
icons from the right side of the window.
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The location of the scroll bar indicates what part of the
window is currently visible. For instance, if the scroll bar is in
the lower portion of the right scroll box, you are looking at the
bottom of the window.

Another way to move the scroll bar is to point in the empty
area of the scroll box and click the selection (left) button. The
scroll bar will move to the empty area.

The scroll arrows also allow you to scroll through the viewing
area of the window. The direction of the arrow determines in
which direction the viewing area will move.

1. Point to one of the scroll arrows in the lower right
corner of the Workbench2.0 disk window.

2. Click the selection (left) button.

The viewing area will move in the direction of the
arrow.

If you hold down the selection (left) button, the viewing area
will move more quickly.



The Close Gadget

When you are finished working in a window, you can use the
close gadget to remove it from the screen.

1. Point to the close gadget in the Workbench2.0 disk
window.
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2. Click the selection (left) button.
The Workbench2.0 disk window disappears.

Be especially careful of the close gadget on the Workbench
window. When you select this gadget, a requester asks you if
you are sure you want to quit the Workbench. If you close that
window, you cannot access any of the Workbench programs.

Note: You do not want to close the Workbench at this time.
Cases in which you may want to do so are explained later in
this manual.

close gadget

A requester is a mes-
sage from the system.
It is a box that ap-
pears on the screen
and has gadgets that
let you select a course

of action.
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Quick Review

The title bar displays the name of the window and
information about its contents. By pointing to the
title bar, holding down the selection (left) button and
moving the mouse, you can drag a window to
another area of the screen.

Selecting the depth gadget of the front-most window
moves that window behind any other open
windows. If a window is behind another window,
selecting its depth gadget brings it to the front of the
screen. Holding down Shift and selecting the depth
gadget sends a window to the back of the screen.
Selecting the zoom gadget changes the size of a
window. Selecting it again returns the window to its
previous size and position.

By dragging the sizing gadget, you can expand or
shrink the size of a window.

Dragging a scroll bar enables you to see the hidden
areas of a window. Another way to move a scroll bar
is by pointing to the empty area of the scroll box and
clicking the selection (left] button.

Selecting a scroll arrow scrolls the viewing area of
the window in the direction of the arrow. Pointing to
a scroll arrow and holding down the selection (left)
button moves the viewing area more quickly.
Selecting the close gadget removes a window from
the screen.
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One of the most important things for you to do is to make
backup copies of all your disks. A backup copy is simply a
duplicate of an original disk. It is important to use the backup
as your everyday working disk and to store the original disk in
a safe place. This way if the working disk is ever damaged, you
can make another copy from the original disk.

Most application software allows you to make a backup copy.
Generally when you purchase a program, it includes a licensing
agreement. Be sure to read the agreement to learn exactly how
many copies you are allowed to make. Making and distributing
unlicensed copies of disks is a copyright violation (also known
as software piracy) and is illegal.

To copy your Workbench2.0 and Extras2.0 disks, you need two
blank 3.5 inch disks that are write-enabled (able to accept
information). This means that the small plastic tab in the
corner of the disk must be covering the hole.

write-protected

write-enabled
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= HD

When copying your disks, you’ll notice that the Amiga often
instructs you to insert disks into specific disk drives. It refers
to these drives by their drive names. The drive names for the
various Amiga models are shown below.

Amiga Drive Names
Location of Drive A500 A2000/A3000
Ist internal drive DFO0: DFO:
2nd internal drive n/a DFl1:
Ist external drive DFl: DF2:
2nd external drive DF2: DF3:

You can refer to a disk by its volume name, the name that is
under its icon, or you can refer to a specific disk drive by its
drive name. For instance, if you tell your Amiga to copy the
disk in DF1:, it will copy whatever disk is in drive DF]:.

(A colon must always follow the volume or drive name.) Be
careful when specifying a drive name when saving or copying
files. Make sure you know which disk is in which drive or you
could accidentally save or delete files on the wrong disk.

When copying your disks, you will review most of the basics
that you have just learned. If you only have one floppy drive,
please read the next section. If a second floppy drive has been
added to your Amiga, skip ahead to the section titled “Using
Two Disk Drives,” on page 1-33.

Even if you have a hard disk system, you should still make
backup copies of your original disks just to be safe. This will
also give you practice in copying disks.
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Using One Disk Drive

When you use only one disk drive to copy your disk, the
system reads information from the Workbench2.0 disk (the
source disk) into the Amiga’s internal memory. Then, you have
to remove the Workbench2.0 disk from the disk drive and
insert a blank disk (the destination disk). The information is
then written to the blank disk. This is known as a disk swap.
You may have to swap disks several times before the copy is
completed. The steps involved are outlined below.

1. The Workbench?2.0 disk should be in the internal disk
drive, known as DFO0:.

2. Point to the Workbench2.0 icon, and click the selection
(Ieft) button.

The icon is now highlighted.
3. Hold down the menu (right) button.

The menu bar appears.

4. Point to the Icons menu, move the pointer down to the
Copy menu item, and release the menu button.

Horkbench  MWindow QUG
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Copy menu item
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A requester appears and shows how many times you
will have to swap the disks. The number of swaps
depends on the amount of memory available to the
Amiga. If you have enough memory in your system that
the disk copy will take fewer than 5 swaps, this
requester may not appear.

Harning: This will take 5 swaps.
Fewer disk swaps are needed if

swap requester other tools are closed.

Continue gadget ———Lontdnue Cancel
Horkbench2.8

)

DFB:BUSY

1<]> C
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5. Point to the Continue gadget, and click the selection (left)
button.

A second requester asks you to insert the source disk,
Workbench2.0, into drive DF0:, the internal disk drive.
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Put  SOURCE disk
( FROM disk ) in drive DF8:

Contipue
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Cancel
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6. Since the disk is already in the drive, simply point to the
Continue gadget in the requester, and click the selection
(left) button.
The text in the requester will show how many cylinders A cylinder is a phys-
have been read and how many are left. ical division of a disk.
The 3.5 inch disks
After the Amiga has read as much information as it can used with the Amiga
from the source disk, a third requester instructs you to have 80 cylinders
insert the destination disk into drive DFO0:. wuobeted 0:17.

Make sure the disk drive light is out before removing
the Workbench2.0 disk from the drive.
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7. Put your blank disk into the drive, then select the
Continue gadget.

Point to the Continue gadget in the requester, and click
the selection (left) button. The data that was read into
memory is copied to the blank disk.

To finish copying the disk, follow the requesters that
appear and switch back and forth between the
Workbench2.0 disk and the backup disk as many times
as requested by the system. (Be sure the drive light is
out before ejecting a disk from the disk drive.) When the
copy is finally finished, the message Disk Copy Finished
appears on the screen.

8. Remove the backup disk from the drive and put an
adhesive label on it.

Write the name of the disk on the label.



The procedure is the same for copying the Extras2.0 disk
except for one small detail. After you choose Copy from the
Icons menu, a requester asks you to insert the Workbench2.0
disk into any drive. The Amiga must load the DISKCOPY
program on the Workbench2.0 disk before it can begin copying
the Extras2.0 disk.

At this point, be sure to use your original Workbench2.0 disk.
A second requester asks for the Extras2.0 disk, and from there
the procedure follows the steps outlined above. Always be
sure to read the exact text in a requester and follow the
instructions.

Hard Disk users will not see the requester that asks for
Workbench2.0, since the Amiga can read the necessary
program from the hard disk.

The backup disks are named copy_of_Workbench2.0 and
copy—_of_Extras2.0. You'll learn how to rename the disks on
page 1-38.

Using Two Disk Drives

When only one floppy drive is available, the system reads
information from the source disk (the disk that is being copied)
into the Amiga’s internal memory. Then the source disk is
removed from the disk drive, and the destination disk (the
blank disk] is inserted. The information in memory is then
copied to the blank disk. This is known as a disk swap. The
disks may have to be swapped several times, depending on how
much memory is available.

Tutorial
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blank disk icon

When you have a second disk drive added to your Amiga, you
can save time by putting the Workbench2.0 disk (the source
disk) into one drive and the blank disk (the destination disk|
into the other. This way the Amiga can copy directly from one
disk to the other. This eliminates the need to swap disks and
allows the disk duplication to proceed much faster. The steps
involved are outlined below.

1. Insert the Workbench2.0 disk into the Amiga’s original
internal drive, known as DFO0:.

2. Insert the backup disk into your second drive.

A new disk icon appears on the screen. Since it is

point, there is no information on the disk. Therefore,
the computer sees it as an unknown disk.

)

Horkbench2.8

o

DF2:277?

3. Point to the Workbench2.0 disk icon, and press the
selection (left) button.
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4. Continue to hold down the selection (left) button, and
drag the Workbench2.0 disk icon over the icon for the
blank disk.
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5. Release the mouse button.

A requester will ask you to insert Workbench2.0 into
drive DFO: and to insert the destination disk into your
second drive (DF1: or DF2:, depending on your system

configuration).
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A cylinder is a phys-
ical division of a disk.
The 3.5 inch disks
used with the Amiga
have 80 cylinders,
numbered 0 to 79.

% _HD

6. Since the disks are already inserted, simply point to
the Continue gadget in the requester and click the
selection (left) button.

The Amiga will read the information on the
Workbench?2.0 disk and copy it to the destination disk.
A requester shows the number of cylinders that have
been copied and the number of cylinders left to be read.

7. When the disk copy is finished, make sure that both
drive lights are out and remove the backup disk from
the drive.

8. Put an adhesive label on the new backup disk.
Write the name of the disk on the label.

The procedure is the same for copying the Extras2.0 disk
except for one small detail. After you drag the Extras2.0 disk
icon over the blank disk’s icon, a requester asks you to insert
the Workbench2.0 disk into any drive. The Amiga needs to
load the DISKCOPY program from the Workbench2.0 disk
before it can begin copying the Extras2.0 disk. A second
requester asks you to replace the Extras2.0 disk, and from there
the procedure follows the steps outlined above.

Hard Disk users will not see the requester that asks for
Workbench2.0, since the Amiga can read the necessary
program from the hard disk.

The backup disks are named copy_of_Workbench2.0 and
copy—of_Extras2.0. You'll learn how to rename the disks in the
next section,
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Quick Review

With one disk drive:

Select the icon for the disk to be copied. Choose Copy
from the Icons menu. You'll have to swap back and
forth between the source disk (the disk being copied)
and the destination disk. Follow the instructions in the
requesters that appear on the screen. When the Disk
Copy Finished message appears, wait for the disk drive
light to go out, then remove the disk from the drive.

With two disk drives:

Drag the icon for the disk to be copied over the icon of
the destination disk. A requester will appear
confirming that the disks are in the appropriate drives.
Select Continue, and the disks will be copied. Be sure
all disk drive lights are out before removing the disks
from the drives.
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Renaming Your Backup Disks

After copying your Workbench2.0 and Extras2.0 disks, you
should rename the backup disks, removing the words
copy_of_ from the names. To rename a disk:

1. Put the copy_of_Workbench?2.0 disk in the disk drive.

2. Point to the copy_of_Workbench2.0icon, and click the
selection (left) button.

3. Hold down the menu (right) button, point to the Icons
menu heading, then move the pointer down to the
Rename menu item.

Rename is highlighted.
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4. Release the menu (right) button.

A requester will appear containing the words

copy—of_Workbench2.0.
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5. Delete copy—_of_.
Move the cursor to the beginning of the text gadget. To
do this you can use the left cursor key, press Shift-left
cursor, or click on the C in copy. Then use Del to erase
copy—of_. Each time you press Del, the character under
the cursor will be deleted.
Del
.6- r:lqlulnlt‘:l!-lqlnc_l *
CIC TR ][ SR ICIEEE] =] =]
[_ELILLJ J0 K I II [ UJ
Bl FEE [ » ] il
- g z e w I 0 NH - - J* L*. L
= Jla_] ’t I = { cursor
keys

Be sure to erase the underscore before the W
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6. Press Return.

The requester disappears and the disk icon is now
named Workbench2.0.

Follow the same steps to rename copy_of_Extras2.0 to
Extras2.0.

Rebooting the Amiga

Now that you have a working copy of your Workbench2.0 disk,
you can reboot the computer with that disk. Reboot is the term
used to describe the process of resetting the Amiga without
turning the power off. Rebooting eliminates any data stored on
the Ram Disk and abruptly terminates any programs that are
running.

= HD Hard disk users can reboot directly from the hard disk. If
the Workbench2.0 disk is in your floppy drive, remove it.
Otherwise, the Amiga will boot from the floppy disk instead of
the hard disk. Skip to step 2.

1. Insert your working copy of the Workbench2.0 disk
into the Amiga’s disk drive.

If your Amiga has more than one floppy disk drive, it
does not matter which drive you use. The Amiga checks
each drive to see which one contains a bootable disk. (A
bootable disk is one that contains the files the Amiga
needs to start operation.) However, if the Amiga does



not find a bootable disk in any drive, it displays the

animated screen.

At this point, a bootable disk must be inserted into
drive DFO: in order for the Amiga to boot. The Amiga
will not check any of the other drives after the initial

search.

All three keys must be held down at the same time.

Wait for the disk drive light to go out, then hold down
Ctrl (Control), left Amiga, and right Amiga.
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Just as you should never remove a disk from the drive
while the floppy drive light is on, you should also never
reboot or turn off the Amiga when a floppy disk or hard
disk drive light is on. Be sure to wait for all disk
activity to stop.

The Workbench screen will appear just as it did when you
booted with the original Workbench2.0 disk. Once you have
rebooted with your working copy of Workbench, store the

original disk in a safe place.
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Using Application Software

=

HD

Application software refers to the programs available for use
with your Amiga, such as databases, video and sound
programs, or CAD (computer-aided design) packages.

When you purchase application software, be sure to read the
documentation included with the software to learn how to use
the program.

Some application software is supplied on a bootable disk.
This means that you can insert the program disk into the
Amiga’s disk drive, turn on (or reboot) the Amiga, and get
started. You usually do not need to use the Workbench2.0 disk.

Just as you made a backup of your Workbench2.0 disk, you
should always make a backup of your program disks. (Most
application software will allow you to do this, although some
programs may be copy-protected. Some programs may also
place restrictions on your right to make backups. Please
consult your license agreement packaged with the application.)
Store the original program disk in a safe place, and use the copy
as your working disk. This way if anything ever happens to
damage the disk, you can make another copy from the original.

Hard disk users should consult the program’s documentation
(and Chapter 6 of this manual] to learn how to copy the
program to their hard disk. This allows you to run the program
directly from the hard disk instead of from the floppy disk,
increasing the speed of operation.



When you boot with a program disk, the program may
automatically start (this is common when loading games,
animated demonstrations, etc.), or you may be presented with
a Workbench screen. If a Workbench screen appears, you may
need to open the program disk icon, then another program icon
to get started. Again, this procedure varies, so be sure to read
the documentation packaged with the program.

No matter what type of application software you are using, you
will undoubtedly want to save your work. In general, it is a
good idea to save your work on disks other than the program
disks. You should also make a copy of your original program
disk(s), and use the copy as your working disk.

For instance, when using a word processing program, you will
want to keep your data files on a separate disk, or data disk.
Your data files contain the documents you create with your
word processor. One reason for using a separate disk is that
there may not be much extra room on the program disk.

Another reason is to safeguard your program disk against
accidental damage. If possible, you should keep the disk write-
protected. The small plastic tab in the corner of the disk should
not be covering the hole. This way you can’t erase or write over
any files stored on the disk.

Tutorial
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Formatting a Disk

Before you can use a disk for data storage, you must first format
the disk. The magnetic surface of a blank disk is one large
continuous area. When a disk is formatted, the Amiga’s
operating system (AmigaDOS) divides that area into
manageable sections so that it can easily find stored
information. An easy way to do this is with the Format Disk
menu item in the Icons menu.

The following steps explain how to format a blank disk. You
may want to try this now so that you know how to do it in the
future. Or, you may want to come back to this section when
you need a formatted disk. It might be a good idea to format at
least one disk now, so that you have one readily available when
you need it.

1. Insert a blank disk into the disk drive.

The disk icon is labeled DF0:2222, DF1:2222, or DF2:2222,
depending on which disk drive it is in. Make sure the
disk is write-enabled.

Horkbench 2.8 939168 graphics men 987912 other men

Ram Disk

)

Horkbench2.8

DF8:777?
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2. Point to the disk icon, and click the selection (left)
button.

The icon will be highlighted.

3. Hold down the menu (right) button, point to the Icons
menu, move the pointer down to Format Disk, and
release the menu (right) button.

Workbench ~ MWindow JI®ORY Toole |

Infornation... %

Snapshot

UnSnapshot

Leave Out

Put Auay
Horkbench2, B |

h& ornat Di - Format Disk
Enpty Trash s menu item

DFB:277?

4. A requester will ask you to insert the Workbench?2.0
disk in any drive. Insert the Workbench2.0 disk, point
to the Continue gadget, and click the selection (left)
button.

The Amiga must load a program from the
Workbench2.0 disk before it can format the blank disk.

If you have a hard disk system, you will not see this requester. - HD
Skip to step 5.
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5. A requester asks you to insert the disk to be formatted
into the disk drive. Insert the disk, point to the
Continue gadget and click the selection (left) button.

Please insert disk =
to be formatted in
drive DFB:,

Continue gadget ——— Contgnue Cancel

fwi
Horkbench2. 8

I w

Next, a requester asks you if it is OK to format the disk
in the disk drive. It also reminds you that any data on
the disk will be erased.

L o
0K to Format disk in
drive DF8:

(all data will be erased) ?

Continue gadget ——— Contjpue Cancel

LECA
Horkbench2.8
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6. Point to the Continue gadget in the requester, and
click the selection (left) button.

Once the formatting process begins, you'll see text in the
requester showing the cylinder of the disk that is being
formatted and verified. When the disk is formatted, its disk
icon is labeled Empty. You can change this to any name you
like by using the Rename item in the Icons menu.

Organizing Information on a Disk

To store information on a disk in a logical manner, disks are
generally divided into drawers. Think of a disk as a filing
cabinet. You wouldn'’t take all your papers and throw them into
the cabinet. You would put drawers in the cabinet. Then you

would organize the papers into folders and put the folders in
the drawers.
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A formatted blank disk does not contain any drawers. If you
were to store all of your files on the formatted disk without
creating any drawers, it would be like throwing your papers
into the drawerless file cabinet. When you opened the disk
window, all the file icons would be in the disk window. If you
had many icons on the disk, you would have to scroll through
the window until you found the correct icon. This could be
quite tedious and time consuming. Instead you should create
some drawers, then put your files into them.

Let’s assume that you have several business reports you want
to keep on disk. Perhaps for each month you produce several
reports pertaining to payroll, inventory, sales, office
expenditures, etc. Here’s how you might organize them:

First, you should give your disk an appropriate name. For this
example, we'll name it Reports. To name the disk, use the
Rename item in the Icons menu.

1. Insert the formatted disk into the disk drive.
The formatted disk is labeled Empty.
2. Select the Empty disk icon.
Point to the icon, then click the selection (left) button.

3. Hold down the menu (right) button, point to the Icons
menu heading, then move the pointer down to the
Rename menu item.

Rename is highlighted.

4. Release the menu button.
A requester containing the word Empty appears on the
screen. Use Backspace to erase the word Empty. Type
the name Reports.

5. Press Return.
The disk icon is now labeled Reports.
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Next, you might create four drawers pertaining to the four
quarters of the year: Quarterl, Quarter2, Quarter3, and
Quarterd. You can create drawers with the New Drawer menu
item in the Window menu.

1. Open the Reports disk window by double-clicking on
the disk icon.

The Reports disk window appears on the screen.

2. Select the Reports disk window, then choose New
Drawer from the Window menu.

A new drawer, labeled Unnamed], appears in the
Reports disk window. A Rename requester also appears
to let you change the name of the drawer.

Horkbench 2.8 956936 graphics nen 1042632 other men |-
o| Workbench a]l=)
]
H Enter a new name for 'Unnamedi’.
Ran Disk New Name: Wnna\edi_k | Rename requester
Hl K| (ancel |
Horkbench2.8 T New Drawer icon
H Unnanedi
of
Reports =
: b f 1
!
Trashcan |
1<|3] 4 i
A
>
T = 1<) 4
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Follow step 2 to create each additional drawer. Your window
would look like this:

Horkbench 2.8 951896 graphics men 1838896 other men
o| Horkbench o8] ||

I

Ram Disk

1
HI Quarterd fQuarterd
Horkbench2.8

T %
H Quarter2
Reports =] E
fluarter3 Trashcan %
J4¥
[ 1<[2[

You can store files in any of these drawers, but you might
also want to create some drawers within those drawers
corresponding to the different months of the quarter.

For example, within the Quarter] drawer, you might want
drawers for January, February, and March. Again, you can use
the New Drawer menu item.

1. Open the Quarter1 window by double-clicking on its
drawer icon.

2. Select New Drawer from the Window menu.
A drawer icon labeled Unnamed] will appear in the
Quarter]l window. A Rename requester also appears so

you can change the name of the drawer. For this
example, name the drawer January.
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Create two additional drawers for February and March in the
same way. When you wanted to save the Sales report for

January, you would put it in the January drawer within the
Quarterl drawer.

Horkbench 2.8 949168 graphics mem 1829896 other men
o] Horkbench

r-:’1 o| Reports 18% full, 792K free, 8% in use I
H Quarterd Quarterd
W | =] o| Quarterd
Horkbench2,8 r—|='—-—
. Tuarter? | =——d o] Ja Ty
Rr;! i January
eports
Quarterd Sales ®
j e—
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Paths

When a program asks you for the name of a file, you must
specify the complete path to the file. The path specifies the
disk name, or location, and all of the drawers that lead to the
specified file.

The manner in which you refer to files varies from program to
program. Some programs may provide separate boxes (called
text gadgets) in which you can enter the disk name, any drawer
names, and the filename. However, sometimes you may need
to enter the complete path on one line. To correctly cite the
path, you must type:

1. The name of the disk followed by a colon. For instance,

Reports:
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You can also substitute the disk’s volume name with the disk
drive name — DFQ:, DF1:, or DF2:. However, if you do this, be
sure the correct disk is in the drive that you specify.

2. Toput a file in the disk window, not in a drawer, specify the
filename after the colon. For instance,

Reports:Sales

The icon for the Sales file would be in the Reports disk
window.

3. To put the file in a drawer, you must first specify the drawer
name, followed by a slash, then the filename:

Reports:Quarterl/Sales

The icon for the Sales file would be in the Quarterl window.
You would first have to open the Reports window, then the
Quarter]l drawer.

4. However, in this example, there is another drawer —
January. To put a file in the January drawer, you must specify
each drawer, followed by a slash, then the filename:

Reports:Quarterl/January/Sales

The icon for the Sales file would be in the January window.
You would first have to open the Reports window, the
Quarterl window, then the January drawer.

The chart on page 1-53 gives several examples of how to
determine path names.

Quick Review

To correctly specify a path, you must type:

I. The disk name or drive name followed by a colon
such as Reports: or DF0:.

'

2. The complete sequence of drawer names. Each
drawer name must be followed by a slash.

3. The filename.
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Sample Path Chart
i
Fleplorts
1 1
Quarlten Vendors Qua{terz
-_-E—. B -_-I.-. 3 'E_E“ T I
J M
anuary Returns Income CashFlow il:;f“ ay
5 ! 6 'J- 7
= = ] = =
Sales Expenses Sales Sales

The chart above illustrates a typical disk arrangement. If you were to open the Reports disk icon,
you would see the Quarter] and Quarter2 drawers and the Vendors file in the Reports disk window.

If you were to open the Quarterl drawer, you would see the January drawer and the Returns and
Income files in the Quarter]l drawer window. Open the Quarter2 drawer, and you would see the
April and May drawers and the CashFlow file, and so on.

It is possible to have several files on one disk with the same name. For instance, in this example
there are three files called Sales. However, cach Sales file is in a different drawer. So long as the
correct path to the file is specified, you do not have to worry about replacing one Sales file with a
different Sales file.

The list below shows the correct path to each of the files in the chart:

Reports:Vendors
Reports:Quarterl/Returns
Reports:Quarterl/Income
Reports:Quarter2/CashFlow
Reports:Quarterl/January/Sales

6 Reports:Quarter2/April/Sales
Reports:Quarter2/May/Sales
Reports:Quarter2/April/Expenses/Rent

W o G e —

oo -~
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Naming Files

When choosing names for your files and drawers there are a few
rules you must adhere to:

® A filename can be up to 30 characters long.

® Colons (:) and slashes (/) are not allowed within the name.
They are reserved to separate disk names and drawer names
when specifying a path to a file.

® Beware of using spaces before or after filenames as they
are hard to discern on the screen and can cause a lot of
confusion.

® Uppercase and lowercase differences between file names
are not recognized. This is known as case-indifference.
However, the Amiga will use the case you specified when
displaying the filename.

® You cannot have two files with the same name within the
same drawer. If you already have a file named Sales within
the Quarterl drawer, you cannot create a second file also
named Sales. The Amiga will replace the original Sales file
with the new file of the same name.

® You can have two files with the same name in different
drawers. For instance, you could have files named Sales both
in the January drawer of Quarterl and the February drawer.
As long as the paths to the files are different, you will not
have a problem.



Chapter 2. Basic Operations

“ In the previous chapter, you learned the basics about using
your Amiga, such as using the mouse to move the pointer,
using menus, and making backup copies of disks. This chapter
reviews what you learned in the tutorial and presents some
more detailed information explaining:

® the theory behind the Workbench system
additional mouse techniques

how to respond to requesters

the features of the Workbench screen
special features of windows

standard gadgets used on the Amiga

the different types of icons

the four Workbench menus

If you were following the steps outlined in the tutorial, you
should have rebooted your Amiga with the backup copy of
your Workbench2.0 disk. If you are a new Amiga user and
have not read Chapter 1, you should do so before starting this
chapter.

If you have a hard disk system, you do not need to boot with - HD
your working disks. Reboot your Amiga by pressing Ctrl, left
Amiga, and right Amiga.

The information in this chapter is presented in independent,
easy-to-reference sections. Each section contains both
explanatory text and, in most cases, a step-by-step
demonstration. For instance, if you need to know about a
particular gadget in a window, you can look in the “Windows”
section where there is a subheading explaining that gadget.

