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Introduction

Using This Software Manual

This document combines two elements: "On-line Software Manual" and "Program Installer".

The "On-line Software Manual” provides easy, automatic access to all the information you’ll need about
Fileware™. The "Program Installer" actually installs the Fileware™ program libraries into your copy of
Word for Windows.

You may scan through the Software Manual "normally" (sequentially), the same way you might read any
other document. Or you can use our green hypertext to jump from topic to topic. For your convenience,
we’ve formatted the table of contents with hypertext links. We’ve also included hypertext cross-references
throughout this manual. To enhance the speed of jumping, we recommend that you copy this WinWord
document to your hard drive.

What is Fileware™ ?

e Chosen one of the "48 Best Add In" products by PC Magazine (February '93)
e PC Week says, "...adds a good selection of file and program management features that were left out
of Word for Windows." (January '93)

¢ In "Hacker's Guide to Word for Windows" (Addison Wesley) Woody Leonhard (creator of WOPR)
writes, "...the system that Microsoft forgot...makes WinWord stand on its ear." (December '92)

e A Shareware Magazine Editor's Choice Award Winner (July/August '93)

Fileware™ is a suite of eighteen file maintenance, document management, program launching and word
processing utilities which integrate seamlessly into Microsoft® Word for Windows ™. Fileware™ provides
the many commonly requested features that Microsoft "forgot" to include.

Do everything you need without ever leaving Word for Windows...

e Manage your files. Make directories, remove directories; delete, rename, copy or move files.
Because it's integrated into WinWord, Fileware™ is the easiest, safest way to manage files —
on stand-alone PC’s or over networks.

¢ Keep Names And Addresses At Your Fingertips. The indispensable TSS Address Book utility
keeps a database of names, addresses and telephone numbers always handy. Pop up the
list...point and click on a name. The name and address are instantly inserted into your
document, followed by the appropriate salutation. Or use TSS Address Book to dial the
telephone!

¢ Launch Programs Instantly. Launch programs instantly with Run Buttons, a customizable
toolbox of push buttons (or type a command on the convenient Quick Run Line).

¢ Forget Eight Character DOS File Names? The Fast Files List keeps a customizable list of
document descriptions close at hand. Just point and click to open or print the files you
want.
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¢ Forget Complicated Directory Paths? With Directory Jump Plus you can give your directories
real descriptive names, up to 60 characters long. Then jump instantly between them. Just
one click will open or save documents anywhere on your PC or LAN.

¢ Abolish Repetitive Keystrokes. Close all open files at the same time with just one command.
Options include Close Without Saving and Prompt To Save.

e Take Control Of WinWord. Font Minder analyzes the font composition of your document. Use
it to globally replace any or all of your fonts for a whole new look. Bookmark Lister creates a
detailed report outlining your bookmark names, the text they mark, and the pages on which
they appear.

¢ Edit document templates instantly, even if you don't know which directory they're in.
e Get A Little Privacy. Word Lock hides WinWord from prying eyes.

¢ Exit Or Restart Windows. You can end or restart your Windows session with just one click,
from right inside WinWord.

Call Today
To order, or for more information call toll free 800-814-2300 or 718-375-2997.

Acknowledgments

Special thanks to: Woody Leonhard for his accessibility, encouragement, and good humor; Mitchell D.
Mittman for his unfailing support; and Wim Morrison for his camaraderie and “C” programming wizardry.

Installation

Before You Begin

This file is more than a simple Word for Windows document. All the Fileware™ macro program libraries
are stored inside this file. Double clicking the INSTALL button at the top of this document will install

Fileware™ to your copy of Word for Windows.

Installing Fileware™

Make sure that this document is the only document window open. To verify that installation will proceed
properly, click the "Window" menu. If more than one document window is listed, please close all others
before trying to install.

Please Note If you received Fileware™ electronically, you don't need to copy any files to a
floppy for proper installation. This installation program only requires that this
document be in the same directory as all the other included files.

Double click the Install button at the top of the document to begin. Installation will do the following:

¢ Copy the included support files (DLL’s), to the WINDOWS\SYSTEM sub-directory
¢ Install all the macro program libraries to the global context (NORMAL.DOT)

Fileware™ User's Guide 4



¢ Create a menu item for Fileware™ on the menu of your choice

¢ Assign Fileware™ to the ALT+SHIFT+F "hot key" keyboard combination
(Due to differences in keyboard mapping, this hot key short-cut is automatically
installed to English versions of WinWord only. International users can, however,
install their own keyboard commands.)

¢ Install a custom color Fileware™ toolbar (WinWord 6.x only).
If you are unable to complete installation successfully, please call our Technical Support line at 718-375-
1261 for assistance. Alternatively, you can send us your questions via electronic mail. Send your

messages to either our CompuServe address 70154,2463, or dial directly into our product support BBS at
718-375-6261.

Network Compatibility

To ensure complete functionality, network users must have the text files NET.CFG and/or SHELL.CFG
in the root directory of each workstation running Fileware™.
These files must include the line: SHOW DOTS=0ON.

Running Fileware™

Complete the installation procedures described above.
There are two ways to display the Fileware™ main window:

e Select the "Fileware" menu item.
This will appear on whichever menu you specified during installation.

e Press Alt+Shift+F (English version of WinWord only).

Alternatively, you can run any individual Fileware™ utility directly (bypassing the main window) by clicking
its toolbar button (see below).

What Are Button Groups?

The Fileware™ main window has nineteen command buttons. These are divided into three "button
groups”, as follows: General WinWord Utilities, WinWord File Management Utilities, and Writer's
Tools. The Fileware™ toolbar (WinWord 6.x) is also divided into these same three button groups.

The Fileware™ Toolbar

Fileware™ comes with its own custom color toolbar (WinWord 6.x).
Click a button to instantly run any utility.

el 0 FlRRREE EEEEE

Where Is My Fileware Toolbar?

After you complete installation, your Fileware™ toolbar should automatically appear in WinWord 6.x
above all your documents. If it does not appear, here’s what to do:

1. Run the Toolbar customization window.

Mouse
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Click the View-Toolbars... menu item
OR double-click next to one of the toolbar buttons currently displayed

Keyboard
Select the View—Toolbars... menu item

2. A “Fileware” entry should appear on the toolbar list. Make sure that the checkbox to the left of the
entry is checked.

Then, click the OK button or press Enter.

If you don’t see a “Fileware” entry on the list, see below:
(page 36).

What Does Each Button Do?

If you’re not sure what a toolbar button represents, simply position your mouse pointer over that button.
The status bar (at the bottom of the WinWord application window) will display a description of the
Fileware™ feature represented by the button you indicated with your mouse pointer.

For example, position your mouse pointer over the first Fileware™ toolbar button on the left. The status

bar should display the following message: “FILEWARE® -- Directory Jump Plus”. This tells you that
clicking this button will run Directory Jump Plus.

Customizing Fileware™

You can also create your own shortcuts. It's easy to bypass the main window and assign Fileware™
functions directly to any menu or key combination. It’s completely flexible. For example, you could
assign Rename File to the “File” menu, or Make Directory to the “Tools” menu. You could run Directory
Jump Plus from the Control+Shift+J hot key combination. Any part of Fileware™ can always be
immediately available.

Below is an alphabetical list of all the Fileware™ utilities and their corresponding macro names. Use this
information to customize your copy of Fileware™ and assign features to the menus or hot key
combinations of your choice. (See the WinWord “Help” system for detailed instructions on Word for
Windows customization.)

Address BooK........ccevrunericcccssssnns FWAddressBook
Bookmark Lister.........cccceeeeeennnn. FWBookList
Close All Files......cccceveervveeneeennnens FWCloseAll
Copy File......ccuurriivvvnricsiccccnnnns FWCopyFile
Delete File.....uceeeeeeeeeeeennnneeneeennene FWDeleteFile
Directory Jump Plus......uceeeeeeeeee FWDirJumpPlus
Edit Templates.......ccccceeervcunnnenees FWEditTemplates
Exit WIndoWsS....ccceiiieeeccccssscsnnnnns FWEXitWin

Fast Files....cccccevvnnniccccciiniccnnnnnns FWFastFiles
Font Minder..........ccoonvneiccssnnnees FWFontMinder
Make Directory......cccceeersscccnnnnns FWMakeDir
Move File....ccooiviiiiiicccccinnnnnnnneennns FWMoveFile
Quick Run Line......ccccevereeceeccsneee FWQuickRun
Remove Directory.......cceeeeeeeeeee. FWRemoveDir
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Rename File.........ceeereeenenerennenne FWRenameFile
Restart Windows.........ccceeveneeee... FWRestart Win

Run ButtonsS.....ccccceeeereeeneeeeeneenens FWRunButtns
Set Password.......ceeeeeeeeeeeeceeeennes FWSetPass
WOrd LocCK..ceereeeeceereenecerencennes FWWordLock

Directory Jump Plus

Introduction

Do you keep your document files in more than one directory? The more directories you have, the more
bothersome opening files can become. To open or save a document you'll have to click and click
through sub-directory after sub-directory to get to the directory you want. You'll also need a good
memory. Directory names are limited to eight characters. You must remember exactly where it is, and
what it's named.

Wouldn't it be GREAT to be able to give your directories long, descriptive names? And be able to access
them quickly with just one click?

Directory Jump Plus provides you with intuitive, single click access to all your document directories.

No need to remember cryptic eight character directory names, or labyrinthine directory tree structures.
Just add your descriptions once, then you’ll always be able to open or save files with one simple mouse
click. With Directory Jump Plus you can even create new directories — from right inside WinWord. Save
yourself a lot of time and bother. Use Directory Jump Plus instead!

Running Directory Jump Plus
To run Directory Jump Plus...

Mouse
Run Fileware™ and click the Directory Jump Plus button

Keyboard
Run Fileware™ and press J
OR press Enter

Toolbar
Click the button on the Fileware™ toolbar
Tip: Because Directory Jump Plus is the most commonly used Fileware™ feature,

we’ve made it the easiest to use. After running the Fileware™ main window, run
Directory Jump Plus just by pressing the Enter key.

The Directory Jump Plus main window will be displayed. Next, you’ll need to select a directory description
from the Jump List. There are two ways to do this:

Mouse
Use the scroll bars to move up and down the Jump List,
then click directly on the desired directory description.

Keyboard
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Press the alphanumeric key corresponding to the first
character of the desired directory description. The highlighting
will jump to the first directory description starting with that letter.

After a description is selected you can then open files from that directory, save files to that directory, edit
the directory description or path, or remove the directory description from the Jump List.

Features In Depth

Here's how you can get up and running fast! Follow the instructions below to add descriptions of your
favorite directories to the Jump List.

Add Directory To Jump List
To add directories to the Directory Jump Plus directory list...

Mouse
Click the Add Directory To Jump List button

Keyboard
Press Alt+A
OR tab to the Add Directory To Jump List button and press Enter

Select A Directory

The "Select Directory" screen that follows contains drive and directory list boxes. Notice that the directory
of the active document (the document which is active on your Word for Windows application workspace)
is displayed by default. If there is no active document, or if the active document has not yet been saved,
then the current system directory will be displayed.

Choose a directory to add and then...

Mouse
Click the Choose button

Keyboard
Press Enter
OR press Alt+C

Assign Description

Next, enter a description for the selected directory in the screen that follows. Make sure that the
description is no longer than the length of the text field. When you are satisfied with the directory
description you've entered...

Mouse
Click the OK button

Keyboard
Press Enter
Opening Files
Highlight the description of the directory that you want to open. Then...

Mouse
Click the Open File button
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Keyboard
Press Alt+O
OR press Enter

Directory Jump Plus will jump you to the directory you want, then display the Word for Windows File
Open screen.

Tip: Because the Open File command is the most commonly used Directory Jump Plus
feature, we’ve also made it the easiest to use — you can also double click a
directory description to jump to a directory and open files.

Please Note: Directory Jump Plus does not change the Current System Directory (see ) to
be that of the jumped-to directory unless you actually open a file from that
directory or save a file to that directory. (Compare this with the Word for
Windows File Open and File Save As screens — they always leave you stuck
in the sub-directory you’ve clicked into.)

Saving Files

To save a file into a Directory Jump Plus directory, first highlight the description of the directory into which
you want to save your file. Then...

Mouse
Click the Save File button

Keyboard
Press Alt+S
OR tab to the Save File button and press Enter

Directory Jump Plus will jump you to the directory you've specified, then display the Word for Windows
File Save As screen. Enter a filename for your document. If the file was previously saved, the current
filename will appear in the File Name combo box by default.

Please Note: Directory Jump Plus does not change the Current System Directory (see ) to
be that of the jumped-to directory unless you actually open a file from that
directory or save a file to that directory. (Compare this with the Word for
Windows File Open and File Save As screens — they always leave you stuck
in the sub-directory you’ve clicked into.)

Creating A New Directory

Have you ever been ready to save a new file and then realized that there was no appropriate directory to
put it in? To create a new directory for your file you'll need to task switch to the Program Manager to run
the File Manager, make your new directory, then switch back to Word for Windows. This is a lot of
bother. And what happens if Windows crashes while you're doing all this? You could /ose the document
you were trying to save.

There's a better way. Use the Directory Jump Plus Create New Directory Now... button and you'll never
need to leave Word for Windows to create a new directory again. It's faster, safer, and easier.

1. Run Directory Jump Plus and click the Create New Directory Now... button or press Alt+C.

2. In the screen that follows, the directory of the active document (the document which is active on your
Word for Windows application workspace) is displayed by default. If there is no active document, or if
the active document has not yet been saved, then the current system directory will be displayed.

Fileware™ User's Guide 9



Point and click to change directories, if necessary. Make sure that the directory under which you
want to create the new directory is displayed. Then...

Mouse
Click the Choose button

Keyboard
Press Alt+C
OR press Enter

3. In the next screen, enter the name for the new directory you want to create (remember to follow DOS
naming conventions). Then click the OK button or press Enter.

That'’s it! You've created a new directory for your documents — without ever leaving Word for Windows.
Tip: Create New Directory Now... will change the current system

directory (see ) to the new directory you've just made. This
makes saving your new files even easier.

Configuring Directory Jump Plus

Edit Directory On Jump List

You can always change the Directory Jump Plus Jump List description associated with a directory. You
can even specify a new directory path for a given directory description. First, highlight the entry to be
edited, then...

Mouse
Click the Edit Directory On Jump List button

Keyboard
Press Alt+E
OR tab to the Edit Directory On Jump List button and press Enter

The “Edit Jump List Iltem” screen will be displayed. You may choose one of three actions:
Change A Description

To change a directory description as it appears on the Jump List, select the Edit Item Description
option. Then...

Mouse
Click the OK button

Keyboard
Press Enter

In the screen that follows, the current directory description will appear. Edit or replace it, making sure not
to exceed the width of the text entry box. When you are satisfied with the new directory description...

Mouse
Click the OK button

Keyboard
Press Enter
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Directory Jump Plus will return you to the main window, where the modified directory description will be
displayed on the Jump List.

Modify A Directory Path

To modify the directory path associated with a Jump List directory description, select the "Modify
Directory Path" option and then...

Mouse
Click the OK button

Keyboard
Press Enter

In the Select Directory screen that follows, select a new directory path for the entry. If the current path is
still valid, it will be highlighted in the drive-directory list box. If the current path is not valid, the display will
default to the Current System Directory. Choose a new directory path and then...

Mouse
Click the Choose button

Keyboard
Press Enter
OR press Alt+C

Display Current Information
To display detailed information about any Jump List entry, first highlight the directory description, then...

Mouse
Click the Display Description and Directory Path button

Keyboard
Press Alt+D
OR tab to the Display Description and Directory Path button and press Enter

A message box will appear displaying the directory description and its current directory path.

Remove Directory From List

When you remove an entry from the Jump List, you only remove the directory description from Directory
Jump Plus — the actual directory and the files in it are not deleted.

To remove a directory description from the Jump List, select the entry that you want to delete and then...

Mouse
Click the Remove Directory From List button

Keyboard
Press Alt+R
OR tab to the Remove Directory From List button and press Enter

Commonly Asked Questions

What is the maximum number of characters for each directory description on the Jump list?

The Directory Jump Plus list box will accommodate from 40-60 characters, depending on which
characters are used in the description.

How many directories can | add to the Directory Jump Plus list?
You can add an unlimited number of directory descriptions to the jump list.
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General WinWord Utilities Bl 7%

Fast Files List

Simple document management means immediate access to the files you need. The Fast Files List
keeps a customizable list of document descriptions always at hand. No need to remember confusing
eight character DOS file names and arcane directory paths. Just point and click on a file description to
open or print the document you want.

To display the Fast Files List...

Mouse
Run Fileware™ and click the Fast Files List button

Keyboard
Run Fileware™ and press F

Toolbar
Click the button on the Fileware™ toolbar

Add

To ADD an entry to Fast Files List...

1. Click the Add button or press Alt+A.

2. In the screen that follows, use the point and click interface to highlight a file and then...

Mouse
Click the Add button

Keyboard
Press Alt+A
OR press Enter

Please Note

The active document (the document you're working on) will be highlighted on the file list,
except in the following situations: if (1) the active document has never been named & saved;
(2) the active document is the macro editing window. In these cases, files from the Current

System Directory will be displayed. (For more information see ).

3. In the following screen, enter a descriptive title that will appear in the Fast Files List and then click the
OK button or press Enter.

Important
The following three characters can't be used in the description: =

[]
Highlighting A File On The Fast Files List

The key to using the Fast Files List features is to first highlight the description of the document you want.

Mouse
Use the scroll bars to move the list box up and down, then click directly on the description.
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Keyboard

Press the alphanumeric key corresponding to the first character of the description. The
highlighting will jump to the first document description starting with that letter. Press the down
arrow key until the highlight rests on the desired document description. If the folder list is very
long, you might want to use a combination of Page Down and down arrow keys to reach the
desired document description

For example, to select a document whose description starts with the letter "S", press S. The highlight will
jump to the first document description beginning with the letter "S".

After you've highlighted a document description, you're ready to use the Fast Files List.

Opening Files
Display the Fast Files List. Highlight the description of the file you want to open and then...

Mouse
Click the Open button
OR simply double-click the document description

Keyboard
Press Alt+O
OR press Enter

Printing Files
Display the Fast Files List. Highlight the description of the file you want to print and then...

Mouse
Click the Print button

Keyboard
Press Alt+P
OR tab to the Print button and press Enter

Next, choose the number of copies you wish to print (1 is the default). Click OK and the document will be
sent directly to the printer.

Configuring Fast Files List
Edit

You can always change the Fast Files List description associated with a document. (Alternatively, you
can also specify a new file path for a given description). First, highlight the entry to be edited, then...

Mouse
Click the Edit button

Keyboard
Press Alt+E
OR tab to the Edit button and press Enter

In the window that follows, you are offered two option buttons (Edit Item Description and Modify File
Path) and a command button (Display Description and File Path).

Changing An Item Description
To change a description, select the "Edit Item Description" option and then...

Mouse
Click the OK button

Keyboard
Press Enter
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Delete

In the screen that follows, the current document description will appear. Edit
or replace the document description, making sure that the new document
description does not exceed the width of the text entry box.

When you are satisfied with the new document description...

Mouse
Click the OK button

Keyboard

Press Enter
Modifying The File Path
To modify the file path associated with a document description, select the
"Modify file path" option and then...

Mouse
Click the OK button

Keyboard
Press Enter

In the Modify File window that follows, select a new file path for the entry. If
the current path is still valid, it will be highlighted in the drive-directory-file list

box. If the current path is not valid, the display will default to the .
Choose a new file path and then...

Mouse
Click the Modify button

Keyboard
Press Alt+M
OR press Enter

Displaying Current Information
You can also display detailed information about a document as follows:

Mouse
Double-click the Display Description and File Path button

Keyboard

Press Alt+D

OR tab to the Display Description and File Path button and press Enter
A message box will appear displaying the document description and its
current file path.

To delete an entry, highlight the entry you want to delete and then..

Mouse
Click the Delete button

Keyboard
Press Alt+D
OR tab to the Delete button, then press Enter

How many characters will fit in a Fast Files List entry description?
40-60 characters, depending on which characters you use.

What is the maximum number of files that can be added to Fast Files List?
You can add as many files as you want to the Fast Files List.

Fileware™ User's Guide
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Exit Windows

When you need to exit Windows you don't want to waste time. Exit Windows is the quick, safe way to
exit Windows from inside Word for Windows. It's easy, fast, reliable and completely safe.
Running Exit Windows

1. To Exit Windows...

Mouse
Run Fileware™ and click the Exit Windows button

Keyboard
Run Fileware™ and press X

Toolbar
Click the button on the Fileware™ toolbar
2. A confirmation screen appears. Click the Yes button or press Enter to exit Windows.

3. To stay in Windows, click the No button or press N.

Does Exit Windows prompt to save changes?
Yes. Exit Windows will prompt you to save any unsaved files before closing down Windows.

Restart Windows

Is your computer's performance slowing down? Maybe the memory is getting clogged up. Run Restart
Windows to instantly restart Windows (and flush out the memory) with just one click.

Running Restart Windows

1. To Restart Windows...

Mouse
Run Fileware™ and click the Restart Windows button

Keyboard
Run Fileware™ and press W

Toolbar
Click the button on the Fileware™ toolbar
2. A confirmation screen appears. Click the Yes button or press Enter to restart Windows.

3. To stay in Windows, click the No button or press N.

Does Restart Windows prompt to save changes?
Yes. Restart Windows will prompt you to save any unsaved files before restarting Windows.

Run Buttons
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Run Buttons allows you to launch any program from inside Word for Windows! Don't waste time
"mousing" around with the Program Manager (or any other Windows shell). Run the application you want
immediately, from right inside WinWord. Run Buttons can run applications two ways:

Run Buttons Tool Box
A customizable button palette of program descriptions. Just point and click!

Quick Run Line

Every power user's dream — a command line interface. Just type the file name of the application you
want to run. Access the Quick Run Line from either inside the Run Buttons utility, or directly from the
Fileware™ main window.

Using Run Buttons
1. To display the Run Buttons button palette...

Mouse
Run Fileware™ and click the Run Buttons button

Keyboard
Run Fileware™ and press R

Toolbar
Click the button on the Fileware™ toolbar

2. Click the Run Button representing the program you want to run.

Configuring Run Buttons
1. Display the Run Buttons button palette.
2. Click the Configure... button or press C.

Adding Programs

1. Choose the Add Program option button or press A.

2. Click the blank button you want to configure.

3. Using the point and click interface, highlight the program executable that you want to add and then...

Mouse
Click the Add button

Keyboard
Press Alt+A
OR press Enter

Type a title for the program in the next window, and click the OK button or press Enter.

To specify an accelerator key for a button face, type an ampersand ("&") before the letter to be the
accelerator. For example, to set up a button called Paintbrush, in which the first letter P will be the
accelerator key, type &Paintbrush as the button face. Don‘t use "R", "C", "H", "A", "M", or "D", as
they are reserved for various Run Buttons command buttons. Also, don't specify the same
accelerator key for two different buttons.

Modifying Run Buttons
1. Choose the Modify Run Button option button or press M.
2. Click the Run Button that you want to modify.

3. In the next window, choose either "Path & File Name" or "Button Face" to modify, and click the
Modify button or press M.
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Path & File Name
Use the point and click interface of the window that follows to choose a
program executable to associate with the program button, and then...

Mouse
Click the Modify button

Keyboard

Press Alt+M

OR press Enter
Button Face
In the window that follows, modify the current program button face text,
including the accelerator key if desired (see Error! Bookmark not

defined. above for more information) in the window that follows. Click the
OK button or press Enter.

Clearing Run Buttons

Clearing a run button means erasing the description on the button face and removing its association with
a program.

1. Choose the Clear Run Button option button, or press C.
2. Click the Run Button that you want to clear.

How many characters are allowed in a program description?

No limit is imposed. Use your aesthetic judgment to determine how many characters will fit comfortably
on a button face. Remember, you can modify the button face text again and again.

Quick Run Line

You can access the Quick Run Line in several ways:

Mouse
Run Fileware™ and click the Quick Run Line button

Keyboard
Run Fileware™ and press Q

Toolbar

Click the button on the Fileware™ toolbar
From Inside The Run Buttons Palette

Click the Run Line button or press R

Starting A Program Using The Quick Run Line
1. Access the Quick Run Line.
2. Enter the program's command line in the window that follows.

If the application isn't on the path, include path information. Run Buttons assumes an .EXE
extension. Other application extensions (.COM, .BAT and .PIF) must be appended.

Power Users: You can open a file in an application in one step. Enter the application executable
name and follow it with a fully qualified file-name (e.g. "NOTEPAD C:\FILEWARE\README.TXT).
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Word Lock

Leaving your desk and don't want the world to saunter by and "flip through" your Word documents? Lock
Word for Windows from prying eyes. Word Lock and its companion module, Set Password, provide
password protection for the WinWord application. Word Lock should only be considered a deterrent, not
an actual security system. When enabled, Word for Windows “vanishes”, replaced by a small window in
the lower right-hand corner of the screen. Inside, a text box displays the prompt: "Fill in password".

Running Word Lock

1. Run the Word Lock macro (FWWordLock).
Don’t run Word Lock before setting up your own password. This is done using the Set Password
utility (see below). However, if you want to test run Word Lock before setting up a new password, you
can. The default password is "Fileware by TSS".

2. To disable Word Lock and re-access Word for Windows:
fill in your password, then click the OK button or press Enter.

How does Word Lock work?

Word Lock does not shut down or minimize Word for Windows. Instead, it repositions the application
window out of sight, in the "virtual screen"” area (the area of the screen which is not visible because it is
"beyond" the monitor's borders).

Couldn’t someone start another instance of the Word for Windows application?

Yes. If you load SHARE.EXE before Windows is started, or if you are running Windows for Workgroups,
multiple instances of WinWord can be started. For this reason, Word Lock should only be considered a
deterrent, and not an actual security system.

Couldn't someone display part of the top-most Word for Windows document by using the Task
Manager to cascade or tile all the running application windows?

No. Before repositioning the Word for Windows application window, Word Lock first opens a new
document at full screen size, obscuring all other document windows. In addition, Word Lock displays the
following message in that top-most document:

Security alert!
Unauthorized access attempt!

Running Set Password

Set Password is the companion module to Word Lock that allows you to set and modify your password.
Set Password will not allow a password change unless the current password is first entered correctly.

1. Run the Set Password macro (FWSetPass).

2. A Verify Authorization window appears. Enter your current password (the one you want to change)
and click the OK button or press Enter. If you are setting your password for the first time, type in
"Fileware by TSS".

3. In the next screen, enter your new password and click the OK button or press Enter. Passwords are
not case sensitive.

4. Verify your new password. Enter it a second time and click the OK button or press Enter.

What type of characters are allowed in a password (and how many can | use)?
You can use any letters or numbers, up to a maximum of five characters.
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What if I can't remember my password?

Save yourself a headache by keeping a copy of your password written down in a safe place. You can't
set a new password without knowing the old one.

File Management [ZlZ[BilalE]Rs

File Management Overview

If you're like most Word for Windows users, you often need to do file management while working on a
document. The Fileware™ suite of file management functions contains all the file management features
you’ll need throughout the day. Now you can easily:

¢ Create Directories

e Remove Directories
e Delete Files

e Rename Files

e Copy Files

e Move Files

And all without ever leaving Word for Windows!

You can access Fileware™ file management functions in two ways:
¢ Display the Fileware™ main window (see the middle button group)
¢ Click a Fileware™ custom toolbar button from the middle button group

Not only is Fileware™ file management faster and more convenient than using a Windows file manager,
it's also safer. When a document is open, Word for Windows may often keep "temporary files" open
along with it. If you attempt to perform file management functions on an open file, there's a chance that
you'll corrupt the file, leading to an Unrecoverable Disk Error. Use Fileware™ and rest assured that your
files are safe — we completely protect against these kind of problems.

Make Directory

Have you ever been ready to save a new file and then realized that there wasn'’t an appropriate directory
to put it in? This is especially annoying when you've done a lot of creative work on a document before
naming and saving it for the first time. Use Make Directory to quickly create a new directory for your
document — from right inside Word for Windows.

Running Make Directory

1. To display the Make Directory window...

Mouse
Run Fileware™ and click the Make Directory button
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Keyboard
Run Fileware™ and press D

Toolbar
Click the button on the Fileware™ toolbar

2. In the screen that follows, the default directory displayed will be the path of the active document,
except in the following situations: (1) the active document has never been named and saved; (2) the
active document is the macro editing window. In these cases, the default directory displayed will be
the Current System Directory. Change directories if necessary, then...

Mouse
Click the Choose button

Keyboard
Press Alt+C
OR press Enter

3. A new screen appears: enter a name for the new directory (remember to follow DOS naming
conventions). Then click the OK button or press Enter.

Tip: Make Directory will change the current system directory to the new directory
you've just created. This means that new documents can automatically be saved
directly into your new directory.

Remove Directory

Have you ever had a whole directory full of documents that you just didn't need anymore? Since there's
no way to remove a directory and all its files while inside WinWord, you probably just put the chore aside.
So that's why you're running out of disk space. There's no need to put it off any longer. Use Remove
Directory to safely and quickly remove directories while inside Word for Windows.

Running Remove Directory
1. To display the Remove Directory window:

Mouse
Run Fileware™ and click the Remove Directory button

Keyboard
Run Fileware™ and press O

Toolbar
Click the button on the Fileware™ toolbar

2. In the screen that follows, the default directory displayed will be the path of the active