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ABOUT THIS MANUAL

This manual uses a number of conventions that make it easier to read and
understand.

The manual uses the following conventions:

m This font denotes button and field names

® This font denotes menus and menu paths

1. You will see this 123 graphic any timieere are numbred steps
or instructions.

Notes contain additional information that may not directly relate
N to the current text, but is important todw.

Warnings contain important information that you must be aware
WARNING of to avoid possible system problems.

The term “click,” as in “ClickNext to continue” means that you move
the mouse pointer over the specified aregaur screen, and clickith
the left mouse button.

The term “right-click”, as in “Right-click on the tray icon” means that you
move the mouse pointer over the specified location and click the right
mouse button.



WHAT You NEED BEFORE INSTALLATION

To install PowerDesk Utilities, you need the following:

m A 486, Pentium or faster PC (Pentium or faster is recommended)
m  Windows 95, 98 or NT
m  CD-ROM drive

m  3.5" diskette drive (to create a System Rescue Disk...not required
for installation)

m At least 10 megabytes of free space for PowerDesk.

WHAT YOU’LL FIND IN THIS PACKAGE

When you open the PowerDestilltles packaye, check to be sugeu

have everything. If yourgrkage is m&ing anything (it shouldn’t be),

call the Customer Service number on the back ofrtizisual and let your
customer representative know immediately. The package should include:

m  PowerDesk Utilities CD
m  Registration card
m  User Guide

GETTING HELP

THIS MANUAL

This manual will get you started installing and using PowerDesk Ultilities.
It provides an introduction and explanation of PowerDesk,d@sdribes
how to use eachiiiity.



ONLINE HELP

The PowerDesk Utilities online help system is available by several access
methods:

m  Select the Help Topics item from thizlp menu.
m At any dialog boxglick onthe help button.

m At any dialog box, move the mouse pointer over the field in
question. Most fields will pop up a yellow text baescibing
that field.

ONTRACK WEB SITE

At the Ontrack Web Sitexfww.ontrack.com you can send email to our
customer support team or order other Ontrackipcts.

TECHNICAL/CUSTOMER SUPPORT

Free technical support is available for 90 days from the date you purchase
the product. We would also besplsed to hear from you if yoave
suggestions or special requests regarding any of our products.

You may email our support staff sipport@mijenix.comOr, if youare

not on the Internet, our support staff is available by telephone M-F from
8:00 am to 5:00 pm Mountain Standard Time at (303) 245-8000. Our fax
number is (303) 245-8111.

ONTRACK Data International, Inc.
3030 Sterling Circle
Boulder, CO 80301-2338

USA
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Chapter 1. Welcome to
PowerDeske Utilities

INTRODUCING POWERDESK® UTILITIES

PowerDesk Utilities is the ultimate desktop enhancement utility for
Windows 95, 98 and NT 4.0, providing the power and features you need
to get more work done in less time.

PowerDesk Utilities comprises six incredible utilities that will
immediately increase your productivity in Windows 95, 98 and NT 4.0:

m  PowerDesk

m  Toolbar

m  Folder Synchronizer
m  Size Managétl

m  File Finder

m Dialog Helper

PowerDeskis a Windows Explaer-type file management and navigation
utility. PowerDesk includes many powerful tools such as a toolbar,
drivebar, launchbar, Zip compression support, and support for many other
compression formats. PowerDesk features multiple digpdaes that

allow you to work between folders, and it also teas a file viewer that

can display and print the contents of dozens of types of files. PowerDesk
works similarly to Windows Explorer, so you don't have to learn a totally
new user interface.

Toolbar is a powerful utility that puts one or more toolbars, each
comprising one or more tools, on your desktop. Different tools give you
access to your applitians, files and folders, various kinds of system
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information, printer control, the command line, start menus, and much
more. You can custom construct any number of toolbars and display them
independently of each other. SBlee toolbaron page 2-55 for directions

on how to use Toolbar.

Folder Synchronizerallows you to compare and synchronize the
contents of two folders. This is especially useful for those who work on
files that are shared between two computers, but it is alfol fise
backing up files, and many other uses.

Size Manageris a powerful utility designed to show yolhereand how
the space on each of your drives é&ng used. Using Size Mager
makes it easy to efficiently manage storage space on your disk.

File Finder is similar to the file finding utility built into Windows but it
provides extra functionality. File Finder features a customizable toolbar of
file operations, a viewer pane to see the contents of most files, and
superior search capabilities.

Dialog Helper enhances Open dialog boxes and Save dialog boxes by
adding a menu of previously opened files, andlomenu of

previously opened folders. Dialog Helper also makes it possible to change
the size of standard dialog boxes.



Chapter 2: Installing
PowerDesk Utilities

SYSTEM REQUIREMENTS

PowerDesk Utilities has the following system requirements:

Microsoft Windows 95, 98 or Windows NT 4.0
a CD-ROM drive
11MB of free hard diskmace

8 MB of RAM for Windows 95 and 98, or 16 MB of RAM for
Windows NT

REPLACING OTHER VERSIONS OF POWERDESK

3

If you have an older or an evaluation version of PowerDesk, you can keep
your toolbar configurations by following these steps. If you do not
currently have PowerDesk installed, then jeext to the next section.

1.

Back up your PowerDesk Configuration files.These files

store your toolbar configurations and can be used yuithr

newest version of PowerDesk. Make backups by copying all
files with a .pdc extension to a folder outside of your PowerDesk
directory.

Uninstall the currently installed version of PowerDeskRun
the program called Uninstall PowerDesk which can be found in
your PowerDesk group.
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3. Install PowerDesk Utilities. Follow the installation instructions
in the following sectioninstalling PowerDesk Utilities

4. Copy your *.pdc backups to your new PowerDesk
installation folder.

INSTALLING POWERDESK UTILITIES

Before you install PowerDesk, please do the following to ensure that the
installation proceeds smoothly:

m  Close other applications

m  Turn off virus protection and disk utility programs. If you are
uncertain how to turn oBuchprograms, pleassonsult their
documentation.

Follow these steps to install PowerDesk Utilities:

1. |Insert the Fix-It CD into your CD-ROM drive. Your
computer will automatically run the installatiprogram from
the disc.

2. Follow the on-screen instructions.

When you are prompted to choose astahation folder, we recommend
that you choose the default patRrogram Files\PowerDeskfou may
install it elsevinere, but wénighly recommend that you install it ¢ime
drive on which Windows is installed (which is usually C:).

If you choose not to install PowerDesk to the default folder,
Nj?/ choose a folder other thaWvindowsor any of its subfolders.

At this point, files will be copied to your hard drive.
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3. Read the ReadMe fileAt the conclusion of the installatiotihe
ReadMe.dodile will appear. This file ontains thdatest
information on anypdates or mdifications that veremade to
PowerDesk Utilities since this guide was printed.

UNINSTALLING POWERDESK UTILITIES

You can fully unirstall Power2sk Uilities by running its own
uninstallation programyninstall PowerDesk . To do so, follow these

steps:
1. Back up your PowerDesk Configuration files. (Optional)If
you plan on reinstallingd®veiDesk Utilities in the future, you
should back up yourdolbar configuration files. Make sure to

back up the files with a .pdc extension to a folder other than
your PowerDesk installation folder.

1. SelectStart ==Programs —wowerDesk
Utilities ===Jninstall PowerDesk

2. Click Yes, remove PowerDesk.

UPDATING POWERDESK UTILITIES

Easy Update allows you to effortlessly update PowerDesk Utilities via the
Internet. To do so, follow these steps:

1. SelectStart —==Programs —=owerDesk Utilites —sy
g Update .
2. Follow the on-screen instructions.
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Chapter 3: PowerDesk Basics

POWERDESK OVERVIEW

PowerDesk is a file management utility, similar to the Windows 95, 98
and NT 4.0 Explorer, but with many significant irogements. Like
Windows Explorer, PowerDesk allows you to vigaur deg&top, drives,
folders and files using a tree list and a file list.

If you are moving from Windows 3.1 or Windows for Workgroups, you'll
enjoy many PowerDedleatures since many of them are based on the
Windows 3.x File Manager. If you are using the Windows 95, 98 or NT
4.0 Explorer, you'll find that these PowerDesk features give you greater
control over your files and drives and make file management and
navigation easier and more intuitive. PowerDesk provides the following
key features:

m  Dual panes to let you work in two folders at once

m  PkZIP-compatible file compression and decompression

m  An integrated file viewer

m A customizable toolbar of file commands

m A drivebar that provides quick and easy access to all system
drives

m A customizable applications launchbar from which you can
launch applications

m Z GZ TAR, TAZ, LZH/LHA, ARJ, ZOO, CAB, ARC, ARK,
PAK, DWC, RAR archive support

m A command line right in the PowerDesk window

Page 2-13



Volume 2: PowerDesk® Utilities User’s Guide

STARTING POWERDESK

You can start PowerDesk by selagt
Start =—=Programs ==wowerDesk Utilities ==mwerDesk

POWERDESK WINDOW COMPONENTS

When you start PowerDesk for the first time, you'll notice thaiaké

like Windows Explorer with a few exceptions. The most obvious
differences are th@olbar and drivebar located directly beneath the menu
bar. The toolbar provides buttons that you can click to quiakbess the
PowerDesk features you use most often. The drivebar proaess to
each of the drives available on the system.

The PowerDesk window can be configured to meet your needs. By using
the options in th&iew andOptions menus, you can enable or disable the
various views and option bars. The PowerDesk window shoutrein
following figure is configured to display all possible components.

Fle Edi Aghee YWew G0 Fageomes Opfions Too: ‘Window  Helo — Menus
d%mE o B aB2heF v« m sirEm ol U8 E 0 ®m— Toolbar
3] e e G — Drivebar
AN &2 — Launchbar
. ]
21 S
= mirk
= il )
e — File pane
] ek
+ o kit
I gk
i St Tree pane
af
“— Viewer pane
i | - Viewer pane
— =l menu button
DO Comema | . Command line
O 343ME tea 2 3EGE W]  #2TEE 4N7TRT &6 PN Totsl 6 cbjactis] |5 |— Status bar

Figure 1 The PowerDesk window
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THE MENUS

The menus providaccess to most of PowerDesk’s features.You'll find
descriptions of each of the menu commands for all PowerDesk modules

in the coming chapters.

THE TOOLBAR

The toolbar provides easy eftlick access to many of threostpopular
PowerDesk features and options. The toolbar is easily customizable.

For detailed information on the toolbar, Séee toolbay on page 55.

THE DRIVEBAR

The drivebar displays an icon for each drive available on your system
(floppy drives, local drives, CD-ROM drives, removable drives, and
network drives). To view a drive’s contents in the file list, simply click its
icon in the drivebar.

The following preérences, which affect the drivebar, caralbeessed by
selectingOptions —=>references =—=»rives

Drives This option acts as afilter for drives. Check the drives you wish to
see and work with in PowerDesk. Drives which are not checked
will not be visible in the drivebar and the tree list.

All Floppy, When checked, all the drives of the checked type are selected in
etc. the Drives list.

You can also access the following drivebar grefice by seléing
Options —»>references —eneral Settings

Wrap Wraps the drivebar to multiple rows, if necessary, to display all the
Drivebar drive buttons. Otherwise, the drivebar is limited to a single line,
and may cut-off the right-most drive buttons.
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THE LAUNCHBAR

The launchbar provides quick accesgadar favorite programs and files.
When you install PowerDesk, the launchbar is configured with a few
launchbar buttons, but you can fully customize the launchbar yourself.

For detailed information on the launchbar, $be launchbaron page 2-
56.

THE TREE PANE

The tree pane, which is displayed whéew —=Show Folder List is
checked, displays a tree list, or hierarchy of resesithat are available on
your system down to the folder level. The root of tee fist is the

Windows desktop (the large, backgrowardayou see when you first start
Windows).

For detailed information on the tree pane,Geerating the tree panen
page 2-42.

THE FILE PANE

The file pane displays the contents of the drive or folder tisaiésted in

the tree pane. The contents of the file pane arecaltexd the fildist. The

file pane typically contains a list of folders and files but may also contain
desktop items (such as the Recycle Bin and My Computer), shortcuts to
files, applications, and printers.

From the file pane, you can drag and drop items (files, folders, shortcuts,
etc.) for file and arhive managenm, launch applications, rame files
and folders, and much more.

For detailed information on the file pane, €gerating the file paneon
page 2-44.
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THE VIEWER PANE

The viewer pane, which is displayed wi@ptions —sviewer Pane is
checked, displays the contents of the file that is selected in the file pane,
without using the application in which the file was made. The file viewer
supports over eighty formats including graphics files, word processing
files, and spreadsheet files.

The viewer pane has its own menu that you can access by clatking (the
magnifying glass icon) in the bottom right ner ofthe viewerpane.

For detailed information on the viewer pane and its menu, see
Understanding fileviewers on page 29.

THE COMMAND LINE

The command line, which is displayed wiggtions =—=Zommand

Line is checked, allows you to enter most DOS commands from the
PowerDesk application window. Simply type the command in the
command line combbox, then press the Enter key. The command line

also remembers the recently carried out commands, and stores them in the
list box which you can display and select from.

The following command line preferences carabeessed byesecting
Options —=>references —»OS Cmd Line

Delete to When checked, any item that is deleted with the command line to
Recycle Bin the Recycle Bin.

Show When checked, you are asked to confirm commands that result in
Confirmations overwriting files.

Include folders inWhen checked, folders are included in Copy operations from the
Copy command line.
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THE STATUS BAR

The status bar, which is displayed wi@gstions —=s3tatus Bar is

checked, provides feedback about the cursefgtion oroperation.

Usually, you'll see the drive letter, its amount of freacs andts

capacity on the left side. When one object is selected in the fiks e
status bar shows the file’s size, and its time and date stamp in the center.
When more than one object @@lected in the file pane, te&atusbar

shows the number of selected objects, and their collective size in the
center. The right pane displays the number of objects (files and
subfolders) in the folder or drive selected in the tree pane, and their
collective size.

USING MULTIPLE POWERDESK WINDOWS

You can have multiplanstancef PowerDesk—that is, you can open the
program multiple times—and work between windows.You can open
additional instances of PowerDesk manually, or you can simplthase
New Window commands found in tigndow menu. There are a number
of different commands to open aadrangeadditional windows:

New Window Opens a new PowerDesk window.

New+Cascade Opens a new PowerDesk window, and covers the existing
PowerDesk window(s).

New+Tile Opens a new PowerDesk window, and then arranges all open
Horizontally PowerDesk windows top to bottom.

New+Tile Opens a new PowerDesk window then arranges all open
Vertically PowerDesk windows side-by-side.

The following commands, also found under Wiedow menu, are
available to manage windows that are already open:

Cascade Cascades all open PowerDesk windows.
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Tile Arranges all open PowerDesk windows top to bottom
Horizontally

Tile Vertically Arranges all open PowerDesk windows side-by-side.

Close All Closes all PowerDesk windows.

Close All Closes all PowerDesk windows with the exception of the active
Others one.

Refresh Refreshes the contents of the PowerDesk window.

USING POWERDESK OPTIONS AND PREFERENCES

There are many ways to customize PowerDesk to meet your specific work
style through the preferences dialoax. All these skings can be saved
by using the following commands found in thgtions menu:

Save Settings Immediately saves the current PowerDesitisgs.
Now

Save Settings When checked, PowerDesk will always start with the settings that

on Exit it had before it was last exited. If uredtked, any changes made
during a session will be lost when you quit PowerDesk (unless
you use th&ave Settings Now command).

GENERAL SETTINGS TAB

The General Settingggferences, which can be accesseddigcting
Options =references , affect the way that the PowerDesk window
appears. The options are as follows:

Display the full Displays the full MS-DOS path to the current folder in the title bar
MS-DOS path of the PowerDesk window.
in the title bar
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Display the
path before
PowerDesk in
the title bar

Keep the file
extension
when
renaming a file
whose type is
hidden

Force refresh
after file
operation

Office 97-style
buttons

Resizable

toolbars

Wrap toolbar

Wrap Drivebar

Use
PowerDesk to
open My
Computer and
folders

Page 2-20

Displays the name of the current directory before the
“PowerDesk’ title in PowerDesk’s title bar. Otherwise, the current
directory is displayed after “PowerDesk” in the title bar.

If Windows and PowerDesk are configured to hide registered file
types, and you rename a file, PowerDesk will keep the original file
extension for that file. So, if the .txt extension is hidden and you
want to renammydoc.txto story.txt you only have to type

story.

When you copy, move or delete a file, PowerDesk will
automatically refresh the screen to reflect the change.

Buttons in the toolbar and launchbar start even with the rest of the
display and press in wheselected.

Allows you to combine a toolbar, drivebar, launchbar or
command-line on one line to save screen space. If this is checked,
you cannot wrap the toolbar or drivebar.

Wraps the toolbar to multiple rows, if necessary, to display all the
tool buttons. Otherwise, the toolbar is limited to a single line, and
may cut-off the right-most buttons. This choice is not available if
resizable toolbars is checked.

Wraps the drivebar to multiple rows, if necessary, to display all the
drive buttons. Otherwise, the drivebar is limited to a single line,
and may cut-off the right-most drive buttons. This choice is not
available if resizable toolbars is checked.

When checked, PowerDesk will open My Computer or any folder.
If Save Settings on Exit is also checked in thi@ptions menu,
PowerDesk will remember the settings of the folder being closed
so that the next time the folder is opened, PowerDesk will open it
with the same settings.
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CONTEXT MENUS TAB

The Context Menu preferences, which can be accessed by selecting

Options —=>references —=sontext Menus , affect the way
PowerDesk right-click context menus appear, and what commands you
can use from them. Thareferences are dasllows:

Zip to,etc. Check the menu commands that you wish to include in your
context menus.

Cascade When checked, the PowerDesk context menus are active,
Menus appearing grouped in a sub-menu.

KEYBOARD TAB

If you're an experienced user of XTree Gold or fdarCommander, you
can configure PowerDesk to let you use many of the keyboard commands

you're used to in those file managers. Selecbptions —=>references

—»Keyboard lets you choose what program your keyboard and shortcut
commands will emulate.

The choices are:

PowerDesk When selected, PowerDesk will use its default keyboard and
accelerators which are compatible with Windows Explorer and
the Windows 3.x File Manager. This is the default choice, and will
be best for most users.

XTree Gold When selected, PowerDesk will emulate the XTree Gold
keyboard and accelerators.

Norton When selected, PowerDesk will emulate the Norton Commander
Commander  keyboard and accelerators.
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GETTING HELP

You can access PowerDesk online Help anytime froraigfye menu. The
following help is availale:

Help Topics Displays the Help topics for PowerDesk.

Ontrack Home Opens your web browser on the Ontrack home page
Page (www.ontrack.com).

Easy Update  Allows you to check for, download and install free PowerDesk
software updates via the Internet.

About Displays copyright and trademark information, as well as the
PowerDesk version number of your copy of PowerDesk.

For help on a particular button, list, or other item, simply move the
pointer to the item, then press the F1 key. The respective Help Topic will
then appear.

Page 2-22



Chapter 3: PowerDesk Basics

QUITTING POWERDESK

You can quit PowerDesk either by seiegtFile —=Close , or by

clicking %] (the close button) in the window’s title bar. If multiple
windowsare open, you carase all of them by selecting

Window —=Close All .
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Chapter 4: Performing File
Operations

PowerDesk is fundamentally a file management utility, which means most
of its work involves file operations such as organizing, accessing,
copying, moving, deleting, viewing, modifying, and so on. This térap
discusses all the ways you can work wjthur files.

SELECTING FILES AND FOLDERS

Almost all operations begin by selecting one or more items (files, folders,
shortcuts, etc.). There are a number of different ways to select items,
depending on how many items tlyatu wish toselectand their location

with respect to each other.

SELECTING WITH THE MOUSE OR KEYBOARD

To select a single itemsimply click the item in the tree pane or the file
pane.

To select multiple items that are listed next to each otheclick the first
item, then Shift-click the last item. All the items between the first and last
item will be selected. You can also select a block of fileslioking the
mouse button to the left orgtit of an itemand then dragginthe

selection rectangle to surround the files you want to select. To do it this

way, Options —=>references ==ists should have “full ronseletion
in Details view” unchecked.

To select neighboring files with the keyboard, use PgUp, PgDown, the
arrow and Tab keys to move into the folder containing the files you want
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to select. Use the arrow keys to the first item to select. Press anthéold
Shift key. Use the arrow keys to extend the selection to the last item to
select. All items between and including the first and last item will be
selected.

To select multiple files and/or folders that are not listed togetheCtrl-
click each item.

SELECTING WITH MENU COMMANDS

The following commands are also available fromgde menu:

Select... Displays a dialog with which you can specify the () that you
want to select in the current directory (see the following section
for details).

Select All Selects all of the items in the file list.

Invert This command selects unselected items, and unsaigetsted

Selection items.

SELECTING USING THE SELECT DIALOG BOX

The Select dialog can find files and folders that match one or more name
and attribute criteria. To use the select dialog box, follow these steps:

2. Type one or more File(s) or Item(s)You can either type a

g 1. SelectEdit =»Select . The Select dialog box will theappear.
specific item name, or use DOS wildcards, such*asr *.doc.

3. Select appropriate options.There are two optionsclude
Folders which, if checked, will include folders in the selection.
Otherwise, folders are excluddglase Sensitivewhen checked,
selects only those items that matchame and letter case.

4. Select appropriate Attributes. Attributes usually have a gray
check mark, indicating that the attribute is ignored when
searching for files. A black check mark indicates that files must
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have the attribute tmatch. Finally, no check marikdicates
that, to match, files must not have that attribute.

COPYING AND MOVING FILES OR FOLDERS

3

3

There are three ways to copy or move items (files, folders, etc.): by using
the command€opy or Cut, andPaste by using theCopy or Move dialog;
or by dragging and dropping the items.

USING MENU COMMANDS

Follow these steps to use the menu commands to copy or move.

1.
2.

3.

4.

Select one or more items to copy or move.

SelectEdit ==Copy to copy the item, orEdit ==»Cut to move
the item.

Select or open the folder to which you will move or copy the
item(s).

SelectEdit —=»Paste .

USING DIALOG BOXES

To use the Copy or Move dialog box, follow these steps:

1.
2.

Select one or more items to copy or move.

SelectFile ==Copy to... to copy the item(s), ofFile —==Move
to... to move the item(s).The dialog box will then appear.

Select a destination folderln the right pane, navigate through
your system to locate the destination folder—that is, the folder
to which you will ©py or nmove the item(s). Click the folder.

(Optional)Change the operationfrom Copy to Move and back,
if you want.
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5. Click OK.

USING THE DRAG AND DROP METHOD

To drag and drop a file is to use the mouse to drag its icondinem

location to another. You can drag and drop an item to a different position
in the same list or to aftierent window. Anong other operations, drag

and drop can be used to copy and to move items.

To copy or move a file by drag and drop, folldvese steps:

1. Select one or more items.

2. Open the destination—that is, the folder to which you will
copy or move the item(s) in another windowMake sure that
the source and the destination are both visible on the screen.

3. Move the screen pointer to one of the selected itenress
and hold down the right mouse button to copy the item(s), or the
left mouse button to move the items.

4. Move the screen pointer to the destination window or folder.

5. Release the mouse button.

CREATING A NEW FOLDER

3

The basic way to orgé&e data on your goputer is by sepatiag them
into folders. There are two ways to make folders. One is to-cigtk a

window or the desktop, and then selketv —=Folder from the context
menu. The other way is to use the PowerDesk menu command. Follow
these steps to use the window command method:

To make a new folder, follow these steps:
1. Open the folder in which you will make the new folder.

2. SelectFile ==Create Folder... .
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3. Type the name of the new foldeif you want to make the
folder in a folder other that the currently selected folder, you can
specify a different path, including the name of the new folder,
such as:\documents\letters

You can also cliclBrowseto locate andelect golder in which you will
make a new folder. After you select the folder, addndmee of the new
folder to the path.

4. Click OK.

DELETING FILES OR FOLDERS

You will inevitably need talelete one or mor@es or folders fom your
system. PowerDesk allows youdelete items to the Recycle Bin or to
perform a full Deletavhich bypa&ses the Rarcle Bin.

USING THE RECYCLE BIN

Normally a deleted item is moved to the Recycle Bin where it can later be
recovered to its original state, or be permaneselgted. While in the
Recycle Bin, an item still occupies disk space. The default for delete
operations in Windows 95, 98 and NT 4.0 is tagel deleted items in the
Recycle Bin.

To delete items to the Recycle Bin, select one or more items from either

the tree pane or the file pane, and then sélise—=»Recycle . You can
also press thBeletekey.

Later, you can permanenttielete the files bgelecing Tools ==Empty
Recycle Bin .

You can also restore the items in the Recycle Bin. To do so, Relgate
Bin in the tree list, then move the iteysu want to recover from the
Recycle Bin to their appropriate location. You can also right-click on an
item in the Recycle Bin and seléstorefrom the context menu to

return the item to its original location.
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PERMANENT DELETE

Sometimes you will want to permanently delete a file, bypaghimg
Recycle Bin. To do so, select the item(s) to delbten select

File —=Delete , or press Shift+Del.

Be careful when using this option because the selected items will
H be deleted immediately, and cannot be recovered from the
Recycle Bin.

RENAMING FILES OR FOLDERS

Renaming a file or folder is easy in PowerDesk:

1. Click anitem.
g 2. SelectFile ==Rename . Alternatively, you can wait one second,
then click the item a second time, or right-click ahdase
Rename from the context menu.

3. Type the new name, then press the Enter key.

DISPLAYING ITEMS” PROPERTIES

It is often necesyy to determine specific informatioaut a file or
folder. File and folder properties provide information about the file or
folder such as the creation date, the size of the itéensattributes (read-
only, system, hidden and archive), version information, and more.
PowerDesk allows you to viedetailed property informatiorbaut any
item.
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To view property information, follow these steps:

1. Selectone or more items.
g 2. SelectFile ==Properties . Alternatively, you can right-click

one of the items, and then seleedperties from the context
menu.

PRINTING FILES AND LISTS

You can print the contents of both the tree pane and the file pane, as well
as any file that has an associated application.

PRINTING FILES

PowerDesk supports the printing of any file that has a file association.
Windows uses associations to associate various types of files with
applications. For example, text (TXT) files are usually associated with the
Notepad application and Write (WR) files are@sated with the

WordPad application.

To print a file that has an association, follow these steps:

2. SelectFile ==Print ==»-ile . PowerDesk will then launch the
associated application, and then use the application’s print
operation to print the file. Alternativelypu can also print a file
by right-clicking on a file, and then selectirgnt from the
context menu.

% E 1. Selectthe file you want to print from the file pane.
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PRINTING LISTS

In addition to printing filesyou can print theontents of the tree pane by
selectingrile ===Print —=»Tree List , and you can print the contents of the

file pane by selectingile ==Print —-ile List . The standard Print
dialog for your printer will be displayed. Makey necessanettings
changes, and then clickk.

EMAILING A FILE

PowerDesk allows you to email a file if your system has a properly
installed and configured email package.

The Send menu item is only available if your system contains a
Nj?/ properly installed and configured electronic mail package.

To send a file, follow these steps:

send must have the focus as indicated by the dasiceahgle

1. Locate and select the file in the file panélhe file you want to
g around the file name.

2. SelectFile ===Mail or pres<Ctrl-M . The standard dialofpr
your electronic mail package will appear. Use this dialog to send
your file.

Large files can take a long time to upload and download. You
Nj?/ may want to use PowerDesk to zip up a large file before mailing

it.
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UUENCODING OR DECODING EMAIL ATTACHMENTS

Data other than plain text must benverted to a tex¢équivakent kefore it

can be sent overemail, which is a text medium. One means of converting
or codingdata is UUencoding. Many email software packages encode and
decode attachments automatically, but for those users whose email
program does not, PowerDesk includes commands to both UUencode and
decode files, as described in the following procedures.

To UUencodea file for sendingver email, fdlow these steps:

1. Selecta file to send over email.
g 2. SelectArchive —=JUEncode file... . A dialog box willthen
appear.

3. Select afolder to put the enadedfile in. You can either type a
destination path in th&ave in Folder edit box, or you nagate
your folders using the tree pane, and then click a destination
folder.

4. Select optionsThere are two options available for htoding
files. Add cut line will add cut lines to the file. The benefit of
this is that when it appears in an email message that includes
both the coded filand a real messadgapth the gerand
decoding software will have an obvious clue aw/bere each
section begins and endaplit size for encoded filewill split
large files into multiple, smaller blocks thete no larger than
the size indicated in thH€B edit box, whichyou canchange.

This option is especially useful for those whose mail servers
have limits on the size of messages that are sent and received.

5. Click OK.

After you have UUencoded the file, run your email program, begin a
message to the intended recipient, add the UUencoded file to the message,
and then send the message.
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DECODING EMAIL ATTACHMENTS

PowerDesk can decode email attachments encoded with MIME,
UUEncode, XXEncode or BinHex. Tdecodean email attachment,
follow these steps:

1. Save the attachment to your hard drive.
g In PowerDesk, select the saved file.

2.
3. SelectArchive ==sdecode Files... . A dialogbox will appear.
4.

Note the name of the file to be decoded his is usually
different from the name of the saved file, amtl appear in the
window on the left side of the dialog box.

5. Select a folder to save the decoded file t¥ou can either type
a destination path in ttgave in Folder edit box, or you can
navigate your folders using the tree pane, and thek @l
destination folder.

6. Click OK.

The decoded file will then appear in the destination folder that you
selected.

FILE SECURITY

For users who need to kedpta secure, PowerDepkovides the means
to encrypt and decrypt files, and to destroy filegdmel recovery, much
like a paper-shredder for electronic files.

ENCRYPTING AND DECRYPTING FILES

You can encrypt current files so that unauthorized users cannot read or
execute them. Default encryptioenforms a standard eryption that
provides adequate security for ordinary purposes. Howgwarcan

specify DES encryption if you live in the United States or Canada. Access
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to the DES encryption feature must be requested in writing from Ontrack.
An order form can be found in the PowerDesk Help file anthen
Ontrack/Mijenix web site.

To encrypt or decrypt files:
1. Selectthe file(s) to encrypt or decrypt.
2. SelectFile ==Encrypt/Decrypt .

If you select a folder, you can specify to include all thesfind folders
contained in the folder to be encrypted or decrypted as well.

3. Enter the destination file in the To text box.Enter the folder
and name of the file wheg®u want the encrypted or dgpted
output file.

Enter a key in the Key text box.The key must be between 3 and 32
characters.

Be very careful when you assign a key to encrypt files because if
you cannot remember the key, you cannot decrypt the file to

WARNING make it usable again. The key is not merely a password—it codes
all your data.

4. Select appropriate options.There are three possible options.
DES encryptionuses that encryption instead of thenslard
encryption. The use and export of DES encryption is restricted
and access to this feature has to be requested in writing from
Ontrack.Delete and destroy the source file(syill destroy the
original files once they have been gmqted or decrypted.
Overwrite existing files will delete and overwrite anylaer
versions of the file that you specified in step 3.

5. Click Encrypt to encrypt files, or Decrypt to decrypt files.
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DESTROYING FILES

You can securely delete files so titia¢y cameverbe recovered. Destroy
completely wipes the files by writing over their assigned clusters on the
disk with zeros.

WARNING It is impossibleto recover destroyed files.

To destroy a file, follow these steps:
1. Select one or more files.
g 2. SelectFile ===Destroy .
ASSOCIATING FILE TYPES

Associating a file type tells Windows that files with atam extension,
such as INI, TXT, or GIF, should be opened Ipadicular application.
Among other things, assiating a file ypemakes it possible topen data
files by doulte-clicking the file.

To associate a file type, follow these steps:

1. Select afile of the type that you want to associate with an
g application.

2. SelectFile =»Associate... . A list of applications will appear in
a list.

3. Check the option, Always use this program t@pen this type
of file.

4. Selectthe application that you want to associate with this
type of file. If the correct application is not in the list, click
Other, select the application, then clicipen
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5. Click OK.

OPENING FILES AND STARTING APPLICATIONS

You canstart an application directly from the file pane by double-
clicking the item you want to open or run. There are three diffevays

to open a file using the Open command, using the Edit File command,
and using the Asgiate command.

USING OPEN

Using the Open command is the same as double-clicking a file: it starts
the file’s associated application, and then opens the file for editing.
Follow these steps to use the Open command:

1. Right-click afile.
g 2. SelectOpen.
USING EDIT FILE TO EDIT A TEXT FILE
The Edit File command is for opimg text files specifically. To open a

text file with a text editor, follow these steps:

1. Selecta file whose contents is texAlthough most text files are
TXT files, many other types of files also contain text such as
BAT files, CFG files, and COM files.

2. SelectFile ==Edit File .

To change the default text editor, do the following:

1. SelectOptions —=references .
2. Click the File Viewer tab.
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3. Change the File Editor.Click i, then locate and double-click a
text editor.

4. Click OK.

USING ASSOCIATE...

Although this command doesn'’t appear to open files, it activates the Open
With dialog box. From this dialog box yaan select an appation with
which to open the selected file.

To open a file with the Open With dialog, follow these steps:

1. Selectafile.
g 2. SelectFile ==Associate... . TheOpen With dialog box will
appear.

3. Make sure that theAlways use this program to @en this
type of file is not checked(If the optionis checked, then that
file type will be always be assiated vith theselected
application.)

4. Click OK.

SETTING A FILE’S DATE AND TIME

You can set the date and time stamp of your files which is northelly
date and time the file was made.

Follow these steps to change the date and time of a file:

1. Selectafile.
g 2. SelectFile ==»Set File Date/Time... .

3. Seta dateYou can either type numbers directly into khenth,
Day, andYear edit boxes, or you can use thpggrgbuttons to
increase or decrease the values.
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Set a time.You can either type numbers directly into thaur,
Minutes andSecond=dit boxes, or you can use the spin buttons
to increase or decrease the values. Also specify whether the time
iS AM or PM.

Click OK.
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Chapter 5: Navigating the
Tree and File Panes

This chapter discusses how to use the tree and file pameéshe Go and
Favorites commands to ngéte the fesand folders on your system.

DISPLAYING POWERDESK PANES

File navigation is performed primarily with theeé and file panes which
can be displayed in one of many ways. You can use the following
commands, foundnder theview menu, to change the way the panes are
displayed:

Show Folder  Displays the tree pane which is normally hidden.

List

Single Pane Displays one tree pane and one file pane.

Dual Pane Displays two pairs of tree and file panesg pair on top of the
Horizontal other.

Dual Pane Displays two pairs of tree and file panes side by side.
Vertical

Swap Panes  Switches the positions of the pane pairs.

CHANGING DISPLAY FONTS

You can change the font that is used in tke tand filgppanegbut not the
printer font, which can’t be changed) by following these steps:
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3

1. SelectOptions —s-ont .
2. Select a Font.Scroll through the font list, and therial a font.
3. Select a Font StyleScroll through the style list, and then click a

font style.

4. Selecta Font SizeScroll through the size list, and thelick a
size.

5. Click OK.

OPERATING THE TREE PANE

Navigation of folders is performed primarily in the tree pane. There you
can

m  Expand tree branches to view therarchy of folders and files.
m  Select folders to display their contents in tie pane

If you doube-click afolder in the tree pane, it will both expand the tree
and display the contents in the fjlane. Whenyou click the folder's
symbol, it will display the next level of folders, but ilMnot changehe
file list. Likewise, you can collapse an expanded folder by clicking the
folder’s= symbol without affecting the file list. You can also use the

View ==Expand Folder List menu to expand branches, drivesyou
whole system of files. The following commands are available:

Expand One  Expands the folder that is selected in the tree pane by displaying

Level its next level of subfolders.

Expand Expands the folder that is selected in the tree pane by displaying
Branch all subsequent levels of subfolders in the branch.

Expand Expands the entire drive that is selected in the tree pane, or the
Drive drive of the folder that is currently selected in the tree pane.
Expand All Expands every folder on your computer. This can take some time.
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You can also use¢iew —=Expand Folder List commands to collapse
folders—that is, to hide their subfolders. The following collapse
commands are avaible:

Collapse Collapses the folder that is selected in the tree pane by hiding all
Branch of its subsequent levels of subfolders.

Collapse Drive Collapses the entire drive that is selected in the tree pane, or the
drive of the folder that is currently selected in the tree pane.

Collapse All Collapses the folder that is selected in the tree pane by displaying
only those folders or drives that are accessible from the desktop.

The following commands, found in tie® menu, can also be used to
navigate previously displayed folders:.

Back Displays the previously displayed folder.
Forward Displays the next of a series of folders that you have viewed.
Up One Level Moves the current directory one level up on the system hierarchy.

Go to... Displays the Go To Folder dialog, from which you can go directly
to a specified folder.

Go to Drive... Displays the Select Drive dialog from which you can select a local
or network drive. The contents of the selected drive are displayed
in the file pane.

PRINTING THE TREE LIST

You can print the tree list by selectiAe —==Print —=s/ree List . The
resulting dialoghox letsyou print the whole tree, or just thelgcted
branch.
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SETTING TREE PANE PREFERENCES

The following tee preferences can be accessedelgcting
Options =—=references =—=wists

Keep current  Keeps the folder selected in the tree pane in view whenever you
folder visible  resize the PowerDesk window. Otherwise, PowerDesk makes no
when resizing effort to keep the current folder in view during resizing

window operations.

Expand folder Automatically expands a folder in the tree pane when dragging an

whendragging jtem over it.
over it

OPERATING THE FILE PANE

The file pane is where the contents of your tree pane are displayed. There
are many ways to display and arrange the files, as described in the
following sections.

FILTERS

You can apply filters to display in the file pane one or more files types
such as TXT files or BMP files. To do so, follow these steps:

1. Selectview —sFilters .
g 2. Specify one or more name filtersYou can use wildcards to

search for files and/or folders. For instartogav would display

any files that have a wav extension—thaslk;wave” files.

You can use the wildcard character anywhere in the hame so that
car*.*, *car*.* , and*car.* are all meaningfuhame filters.

You can use multiple filters, but you must aggte each of them with a
semicolon.
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3. Set Attribute filters. You can display files which have, or do
not have the attributes listed thaributesbox. Attributes
usually have gray check mark, indicaty that the attribute is
ignored when searching for files. A black check mark indicates
that files must have the attributertmatch. Finally, na@heck
mark indicates that, to match, files must not have that attribute.

4. Display Files, or Folders, or both Finally, you can choose
whether to select only files, only folders, or both files and
folders by clicking the gpropriate slection button.

5. Click OK.

After this last step, only the files and/or folder that match the specified
names and attributes will be displayed in the file pane.

Filters remain in place until you remove them, even if you leave
Nj?/ PowerDesk.

DISPLAY VIEWS

There are four ways to display the items in the file pane. Each view can be
selected from th&iew menu. They are as follows:

Large Icons Represents file pane items with large icons. Items are listed left to
right and top to bottom.

Small Icons Represents file pane items with small icons. Iltems are listed left to
right and top to bottom.

List Represents file pane items with small icons. Items are listed from
top to bottom.

Details Represents file pane items with small icons. Items are listed from
top to bottom. Comipte cktails (size, date, time, extension, etc.)
are listed along with the items.
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ARRANGING ICONS

You can also select one of the following five ways to display the contents
of the file pane. There are foundderView —==Arrange Icons :

by Name Arranges the file list alphabetically by name.

by Extension  Arranges the file list alphabetically by extension.

by Size Arranges the file list by size in ascending order.

by Type Arranges the file list alphabetically by type. Only files that have
associations have a type.

by Date Arranges the file list by date and time stamp from newest to
oldest.

by Attributes  Arranges the file list according to the file attributes.

PRINTING THE FILE LIST

You can print the file list by selectirfgjle —=Print —»-ile List .

SETTING FILE PANE PREFERENCES

The following tee preferences can be accessedelgcting

Options —=>references =sists
Hide system  Hides system files and system libraries in the file pane that would
files and otherwise be visible.

system
libraries

Keep current  When checked, the current selection in the file pane is kept in

selection view whenever you resize the PowerDeskdeiv. Otherwise,
visible when PowerDesk makes no effort to keep the selection in view during
resizing resizing operations.

window
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USING THE FAVORITES MENU

You can store all the programs and folders that you use oftée in
Favorites menu so that you can access them quickly.

SELECTING FROM THE MENU

Selecting a programor a file from the Favorites menu launches the
program or opens the file with its associated applicaBetecting a
folder makes PowerDesk go to the folder location and display its
contents.

ADDING TO THE FAVORITES MENU

You can add files, programs, or folders to the menu either by using the

menu commands, or by directly altering the Favofiéter in which the
contents of the Favorites menu reside.

To add the current folder to the Favorites menu, select
Favorites —=Add == urrent Folder

To add a file or program to the Favorites menu, follow these steps:

1. SelectFavorites —»Add —==lew Item... .

2. Select an itemlIn the Add New Item to Favorites dialog box,
locate the item to add.

3. Click Add.

The second way to customize the contents of the Favorites menu is by

selectingravorites =—=Jpen Favorites Folder , which displays the

Favorites folder in the tree pane, and displays its contents in the file pane.

The contents in the file pane are the contents of the Favorites menu,

therefore you can customize the favorites menu by adding files, programs,

their shortcuts, and sub-folders. You can always add, renamedgbated
items as you please.
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The viewer pane displays the contents of the file selected in the file pane,
offering numerous display and print options through ibever menu.

UNDERSTANDING FILE VIEWERS

Through a utility called Quick View, Windows 95, 98 and NT 4.0 can
display the contents of maunlfferent types of fes (including word
processing documents, andghics) wihout opening the associated
application. PowerDesk has its own native viewanslalso takes
advantage of Quick View, displaying files’ contents in the viewer pane.

Quick View is not automatically installed when youstall
Windows. For information on installing Quick View, see the

Windows Help Topic|nstalling a Windows component after
Nj?/ Windows has been installed copy of Quick View for
Windows 95 and NT 4.0 is included in the PowerDesk CD-
ROM. If you are using Windows 98, you will need to install
Quick View from the Windows CD-ROM. PowerDesk also

supports QuickView Plus, an enhanced version of Quick View
that supports additional file formats.

VIEWER PANE PREFERENCES

To view a file, simply select the file in the file pane. If the format of the
selected file is supported, the fil&sntents willappear in the viewer
pane. You can turn the viewer pane on and off by selecting

Options ==s/iewer Pane , or pressing F9.
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The following viewer panerpferences can be accessed by selecting
Options —=>references =—=ile Viewer

Text When you select a file of a format that PowerDesk does not
support, the viewer pane will display the file’s contents using Text
Mode. In Text Mode, the file’s data is displayed as decimal values.

Hex Dump When you select a file of a format that PowerDesk does not
support, the viewer pane will display the file’s contents using Hex
Mode. In Hex Mode, the file’s data is displayed as hexadecimal
values.

Open file When selected, double-clicking a file that is being displayed in the
viewer pane will open it for editing.

Display file When selected, the file being displayed in the viewer pane is also
with external  displayed in an external Quick View window when you double-
Quick View click the viewer pane.

File Editor Enter the editor program you wish to use wherFite—=Edit
File menu is selected.

USING VIEWER PANE MENU COMMANDS

You can take advantage of the many viewer options iniéveev menu.

When the viewer pane is open, the viewer menu button appears at the
bottom right corner of the screen as a magnifying g'as s  [(pwdhyou
can also access it by right-clicking on the viewer pane when a file is being
displayed. This section describes the options available through this menu.
Some of these features apply only to certain types of files.

USING EDIT-LIKE COMMANDS

When a file is being displayed in the viewer pane, you can select text by
highlighting portions of it, oyou canselectall the text in the file by
selectingSelect All from the viewer menu. You can further copy it to the
clipboard by selectinGopy from the viewer menu.
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PRINTING A FILE

You can quickly print the contents of the viewer pane (excepalaor
movie files) by selectingrint... from the viewer menu. Doing this opens
the standard prirdialog from which you can select a printer and its
settings.

RENDERING FILES

There are three different options under\¥ew...submenu for rendarg

files in the viewer pan®raft displays the file, ignoring graphics and
some text formatting so that more of the file is visible, and so that the file
can be displayed fast®ormal displays files a little more slowly, but it
displays all the correct formatting and graphics. Fin&igview displays

the file as it will appear if printed.

DISPLAYING FILES AT DIFFERENT SIZES

When the viewer pane is on an@gw —=Preview is checked, th&ize
submenu offers four different sizes at which to view fifagl Size

displays the file at 100% magnificatidit to Window displays the entire
page in whatever space is available to the viewer gang. window

Height displays the file large enough for it to occupy the entire height of
the viewer pane, regardless of how it fits horizont&lyto Window

width displays the file large enough for it to occupy théremidth of

the viewer pane, regardless of how it fits vertically.

You can also magnify images to cover your entire screen by right-clicking
the image and then selecti8gow Full Screen from the viewer menu.

To return the screen to its normal display, right click the screen, and then
selectRestore Screen .
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ROTATING IMAGES

You can rotate graphics that are being displayed by 90°, 180°, 270°, or not
at all by selecting the respective value inBogation submenu.

ZOOMING IN AND OUT OF IMAGES

In the viewer pane, you can zoom in on an image by selecting

Zoom ==In. You can zoom out of an image by selectogm —==Out .
You can also set the imageit® original size byseleting

Zoom —»Reset .

CONVERTING PICTURES  (GRAPHICS)

Graphics can beonverted fom one format t@nother. To do so, follow
these steps:

1. SelectConvert Picture from the viewer meny or go to
g File ==Convert Picture File .

2. Select a format to convert toClick theTo list box to display
the list of supported formats that you can convert to. Scroll
through the list and select a format.

3. Select a destination path and file namePowerDesk will offer
a default file path, but you can change it by typing a new
destination path directly into ttgave As edit box. You can also
click 1] (the Browse button) to locate a destination file.

4. Select any necessary Option€licking Options will display
three additional options, although one or more matbe
available, depending on the format you chose in step 2. The first
is the formatSubfile Type. The second is théolor Depth.
Higher color depth produces a file that appears “smoother,” but
the file will be larger. The third option is t®mpression Rate
Unlike “lossless” compression, graphics compression reduces a
file's size by reducing its detail, in effect, producing an
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approximation of the image. Thus, high compression produces a
small file, but it also results ipoor image quality. Conversely,
low compression results in higher image quality, but a larger file.

5. Click OK.

SEARCHING FOR TEXT

You can search for stigs of text in files that are being displayed by
selectingFind... from the viewer menu. When the dialog appears, type
the text in the edit box, select any appropriate options, and therriglick
To find the next occurrence of the same string, sé&limct Next from the
viewer menu; to find the previous occurrence, sdtgud Previous.

DISPLAYING FILE DATA

There are different ways to display a file's data asciatgi by the

commands found under théew As submenuNative Format displays

the file as it wouldappear in its associategplication ANSI Text

displays the raw data in the file, using the ANSI characteDga8 Text
displays the raw data in the file, using the DOS charactets&tode
displays the data in the file using the Unicodarelter setdexadecimal
displays the data in the file bath as hexadecimal characters, and as their
text equivalents.

ALIGNING THE VIEWER PANE

You can align the viewer pane in one of two positionspasd under the
Align Viewer Pane submenuBottom positions the pane below the tree
and file panes, spanning the width of the windBight positions the
viewer pane to the right side of the window, spanning the height of the
window.
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OPENING THE FILE FOR EDITING

You can open a file in its associated application simply by seleOtem
File for Editing from the viewer menu.

OPENING A FILE WITH QuICK VIEW PLUS

If you have Quick ViewPlus irstalled,you can use it to view dé by
selectingQuick View Plus from the viewer menu. This is especially
useful for viewing files that the original Quick View does not support.

CLOSING THE VIEWER PANE
In addition to the viewer pane button in the toolbar, pressing F9, and the

Options ==s/iewer Pane command in the menu, you can close the
viewer pane by selectinglose Viewer Pane from the viewer menu.
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THE TOOLBAR

The PowerDesk toolbar provides quick access to most PowerDesk
commands. When you install PowerDesk, the toolbar is configured for 22
tool buttons, although you can add tools to, or remove tools from the
toolbar. To use a tool, simply click its icon. To see which command a
toolbar button represents, move your screen pogverthe button. In
approximately one second, a tool tip will reveal the command.

TOOLBAR PREFERENCES

The following toolbar preferences can be set by selecting
Options —»>references —eneral Settings

Office 97-style Buttons in the toolbar and launchbar start even with the rest of the

buttons display and press in wheselected.
Resizable Allows you to combine a toolbar, drivebar, launchbar or
toolbars command-line on one line to save screen space. If this is checked,

you cannot wrap the toolbar or drivebar.

Wrap toolbar ~ Wraps the toolbar to multiple rows, if necessary, to display all the
tool buttons. Otherwise, the toolbar is limited to a single line, and
may cut-off the right-most buttons. This choice is not available if
resizable toolbars is checked.
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CUSTOMIZING THE TOOLBAR

You can customize the PowerDesk toolbar to include or exclude one or
more of the available tools. To do so, follow these steps:

3

1.

4.

SelectOptions —=-ustomize Toolbar, or right-click anywhere
on the toolbar and clicRustomize Toolbar . The Customize
Toolbar dialog box wilbppear.

Add or remove tools.TheAvailable buttons pane displays all
the buttons that amvailable to the toolbar. THepolbar

buttons pane displays all the buttortsat are curnetly onthe
toolbar.To add a buttonto the toolbar, highlight it ithe

Available buttons pane, then clickdd . To remove a hutton

from the toolbar, click the tool in theolbar buttons pane,

then clickRemove . You can also add or remove separators from
the toolbar.

Reorder the Toolbar buttons list. The top-to-bottom order of

the buttons in th&@oolbar buttons  list reflects the left-toight

order the buttons will have in actual toolbar. To change the order
of a button, select it, then clickove Up or Move Down to

move the tool up odown, respctively, in the list.

Click OK.

You can also use theustomize Toolbar dialog to reposition toolbar
buttons. To do so, follow the preceding steps, skipping step 2.

You can also reset the list to the default settings by invoking the
Customize Toolbar dialog, and then clickinBeset.

THE LAUNCHBAR

The PowerDesk launchbar provides one-click access to your favorite
programs and files (Clicking a file on the launchbar opens the file in the
application that created it, and draggindl@fifom the file pane to a
launchbar application opens the file in that application.) When yaialiin
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PowerDesk, the launchbar is configured with a few Launch buttons.You
can, however, add programs to or remove programs from the launchbar.

CUSTOMIZING THE LAUNCHBAR

You can customize the PowerDesk launchbar by following these steps.
Note that steps 2 through 5 are optional:

1. SelectOptions —=»Customize Launchbar or right-click on the
launchbar and clickustomize Launchbar . The Customize
Launchbar dialog box withppear.

2. Remove unwanted files/programscClick the program/file in
the Launch buttons pane, then clicbelete.

3. Add new files/programs.Click New Button . Fill in the launch
button properties which are almost identical to the New Button
properties of the toolbar described on pa ge92.

You can also add a button to ttreeihchbar by draggg and
Nj?/ dropping a file onto the empty area of the launchbar.

4. Edit any buttons that require editing. Click the program/file
in theLaunch buttons pane, then clickdit. The editable
properties that appear are described on pa ge92.

5. Reorder the launchbar buttons.The top-to-bottom order of
the buttons in theaunch buttons list reflects the left-to-right
order the buttons will have in actual toolbar. To change the order
of a button, select it, then drag it to its new position.
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This chapter discusses tools that can increase your productivity by
helping you to

m |ocate items on yowsystem
®  manage your Recycle Bin
m  perform disk operadins

All the following tools are located in thi@ols menu.

FINDING FILES, FOLDERS, AND COMPUTERS

There are dialog boxes that can locate files and folders on your computer,
as well as computers that are connected to yompaoder. These dialog

boxes can be accessed throagbls —Find :

PD File Opens the PowerDesk utility, File Finder. For detailed
Finder... information on this utility, seBile Finder Basicon page 2t31.
Find Files or  Displays the standard Windows utility for finding files and
Folders... folders.

Find Displays the Find Computer dialog. This dialog allows you to
Computer... search for a network computer by name.
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MANAGING YOUR RECYCLE BIN

You can access the following Recycle Bin commands from
Tools —=Recycle Bin :

Properties... Displays theRecycle Bin Properties dialog. This dialog
allows you to configure your Recycle Bin.

Empty Empties the contents of the Recycle Bin.
Recycle Bin

DISK OPERATIONS

The following tools ar@available to perform disk operatis:

Erase Opens a dialog box through which you can erase all the files on
Diskette... the selected disk.

Copy Disk... Opens the Copy Disk dialog box through which you can copy the
contents of a floppy disk to another floppy disk of the sadmee s
Put the disk you want to copy from in your A:\ drive, then put the
other disk in the same drive when you're prompted. This dialog
also works for dual floppy drives.

Label Disk...  Opens the Label Disk dialog box which alloyau to edit and
update the label for any local drive on your system.

Format Disk... Opens the Format Disk dialog box. Thislog allows you to
format any local drive on your system.

Create Rescue/ Makes a disk that you can use to start your computer. This disk
Startup Disk... contains several Windows 95/98 utilities to help you recover your
system if yothave problems. (Not available in Wdiows NT 4.0)
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NETWORK TOOLS

The followingTools menu commands, affect your access to network
drives. The tools are as follows:

Map Network Displays the Map Network Drive dialog which allows you to
Drive... assign a drive letter to a network computer or folder.

Disconnect Displays the Disconnect Network Drive dialog which allows you
Network to unmap one or more network drives.
Drive...

Disconnecting from a network drive unmaps the drive |diter,
Nj?/ does not log you off your server. You will still have access to

your network drive(s) through Network Neighborhood.

MISCELLANEOUS TOOLS

Here are two commands tharealso available from th&ols menu:

Add/Remove Displays the Add/Remove Programs dialog. This dialog can be
Programs... used to install and uninstall applications.

Open MS DOS Opens an MS DOS window.
Window
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Chapter 9: Working with Compressed
Files

UNDERSTANDING FILE COMPRESSION

File compression utilities allow you to reduce the amount of space it takes
to store your data. File compression involves creating a mathematical
shorthand for recurring patterns of data in a file, and then using the new
shorthand to write the file to an archive, which is a special type of file that
contains one or more compressed files. Over the years, the Zip archive
format has become the standard compression format in the DOS and
Windows world.

PowerDesk allows you to make, view, extract, and add to Zip
archives.This chapter describes all these options.

In addition to Zip archive support, PowerDesk also displays and
extracts files from the following archive types: ARC, ARJ, ARK,
Njf CAB, GZ, LZH/LHA, TAR, TAZ, TGZ, PAK, PWC, RAR, Z, and

Z00.

VIEWING ARCHIVES

The ability to view Zip-compatible archives and other archives is built
right into the PowerDesk tree and file panes. Since cesspd athives
contain files, as folders contain files, PowerDesk treats archives in the
same way it does folders. Thus, to display the contents of an archive, click
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once if the file appears in the tree list, or double-click it if the file appears
in the file list, and its contents will appear in the file pane.

Once you have opened a Zip archive for viewing, you can add files to or
extract files from the archive. Note thaiu can only extract files from
non-Zip archives.

CREATING A NEW ZIP ARCHIVE

To make a new Zip, use the Zip dialog as follows:

N

Nj:’fﬁ

5.
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In PowerDesk, select one or more files or folders to
compress.

SelectArchive —=Zip .

Type the Destination Zip Archive name and path.Type what
you want to name the final Zip file. You should always specify a
.zipfile extension for your archives. You can also use the
Browse button to specify the folddor a new achive or to

select an existing archive. If you want to put the file on floppy
disk(s), typeA:\filename.ziplf the Zip file takes up more than
1.4MB, PowerDesk will prompt you to insert additional disk(s).

Choose a Password (optional)f you would like to encrypt the

Zip file so that only those people that have the password can
access it, then enter a password in this edit box. If you specify a
password, be sure to remember it!.

If you forget your password, you will not be able to extract files
from the archive.

Click OK..
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These steps are quick and easy and aalk@ntage of thdefault values
for most of the options in the Zilialog.

ADVANCED OPTIONS

The default values are optimal for the majority of users, but can be
changed by advanced users to takeddilantage of the powerful Zip
features provided in PowerDesk. The advanced options are as follows. To
perform the éllowing steps, cliclOptions in the Zip dialog box.

m  Path. If you are zipping files with subfolders, PowerDesk can
preserve the path structure with this optiStore Relative Paths
(the default choice) will save the path up to the parent folder, so
that if you zip a folder C:\Main, the file could be extracted to
D:\My Documents\Main (or any othelgee on theomputer).

The same folder zipped with ti&tore Full Pathsoption would
unzip only to C:\MainStore No Pathsretains no path
information, so the files (and any subfolders) in C:\Main would
unzip anywhere on the computer.

m Action. Specifies one of four acthis when making the archive.
Add will add the comressed files to a new ekisting Zip. The
original files are not deleteove will add the compessed file
to the Zip, and then delete the original version, effectively
“moving” the file into the Zip file.Only compress if newer If
you are zipping to an existing archive, you can select this option
to freshen the archive. That is, PowerDesk will compare the files
in the archive with the original source files. If the source files
match and are newer than the files in the archive, the newer files
will be added to the archive. If you chod3ely compress if
newer or not in Zip file, PowerDesk will compare the files in the
archive with the original source files. If the scei files match
and are newer than the files in the archive, the newer files will be
added to the archive. If the source files are not in the Zip archive,
then they will be added.

m  Compression.When choosing a compression setting, you must
decide the relative importance of effee compression and
speed because the moreeetive the compre&m, the longer it
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takes to compress and decompress thédfite. Likewise, the
faster the compression and later decompression of the files, the
larger the size of the Zip file.

There are four optiongJaximum results in the smallest files, biakes
the longest to compreddormal balances speed and efficienegst
yields fast compression, butwercompression eifiency. Super Fast
results in the fastest compression, but in the lowesfiezity.None adds
the file to an archive without compressing them.

Include Subfolders.If you choose to compress a folder, you will
have to check this option to compress its subfolders as well.

Store Paths.This option will store the path of the goe files.
When the Zip file is later decompressed, theaotird fileswill

be given the same path, even if the computer has to make new
folders.

Store filenames in DOS formatWhen checked, the archive and
its contents are stored in standard DOS 8.3 file navmas.

should use this option jfou are planing to use this Zip ardbe

in DOS, in Windows 3.x, with on-line services, or on the Internet.

Keep Zip file date.When checked, the original Zip file date is
not modified.

ADDING FILES TO A ZIP ARCHIVE

You can add files to existing Zip files with the Zip dialog, but there is a
tool dedicated to adding files to existing Zip files. To add files to an
existing Zip file, follow these steps:

I

3.
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Locate and select the existing Zip archive in the tree pane.

SelectArchive —sAdd Filesto Zip . The Add to Zip dialog box
will then appear.

Using Add from and its supporting buttons, select the source
folder from which you'll select files to add.The contents of
the source folder will be displayed below the foldame.
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4. Select what types of files to displayyou can narrow down
what types of files are displayed in the file list byestihg one
of theFiles of Type options.

5. Select the file(s) and/or foldershat you want to add to the
existing Zip file. As in Explorer and My Computer, you can
click, Ctrl-click, and or Shift-click slections. Selecting an item
will automatically added its name to thige name text field.

You can also type in a partial name to add all the files whose name
matches the pattern. For instance, you can typewy to add all the files
in the folder whose extensionvigv.

You can use a combination of name patterns, specifies names, and folders,
remembering to separaad entries with a semicolon.

6. Choose the appropriate Paths, Action, Comression,
Password, and Options All theseoptions araelescibed in the
previous section, beginning on page65.

7. Click OK. The selected files will be added to the archive.
These steps take advantage of the default values for most of the options in
the Add to Zip dialog which are optimal for the majority of users.

Advanced users can use these options to take full advanttye of
powerful Zipfeatures provided in PowerDesk.

EXTRACTING FILES FROM AN ARCHIVE

The process of decompressing a file and removing it from an archive is
called extracting. You must extract a file from an archive before you can
use it with DOS or Windows. PowerDesk allows you to extract files from
any Zip-compatible archive as well as from ARC, ARJ, ARK, CAB, GZ,

LZH/LHA, TAR, TAZ, TGZ, PAK, PWC, RAR, Z, and ZOO archives.

To extract a file from an archive using PowerDesk, follow these steps:

g 1. Locate and select the archive in the PowerDesk tree pane.
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2.

6.

In the file pane, select the files that you want to extract.
(Optional) If you want to extract all the files in the archiyeu
do not have to make a selection.

SelectArchive —s=xtract . The Extract dialog will appear.

Choose a folder to Extract to.You can either type the
destination path directly in the edit box, or you can browse your
files and folders in the tree pane of tharact dialog, and then
click the folder that you will extract the archive to.

Enter any Decryption Password.If the archive is encrypted,
you must specify the password to extract the files. If the archive
is not encrypted, you may skip this step.

Click Extract.

These steps take advantage of the default values for most options in the
Extract To dialog and can be used for the majority of extraction
operations. Advanced users can manipulate the following offtons

more advanced extractiaperatons.

Page 2-68

Files. All files in archive is the default selection hedéyou
selected files in Step #2 above, the dialog will sededécted

file(s) only. If you didn’tselect files earliefyut decide that you
want only certain specific files extracted now, you can type in the
filename(s) in thé-iles edit box.

Action. Choose one of several ways in which the dialog extracts
the files.Extract extracts all the selected files to the destination
folder. If you choos®nly extract if newer, PowerDesk extracts
only those files whose name match a file in the destination folder,
and that are newer than the mat©inly extract if newer and

not in dest. folderis similar to the previous option, but it also
extracts files that have no match in the destination folder.

Include Original Path (if any) extracts files to their original
locationsif path information was stored when the filesrev
compressed. If necessary, the folder structure is recreated on your
computer when path information is stored. If no path information
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was stored, the files are extracted to the destination folder
specified inExtract to folder.

Overwrite existing files extracts files to the selected destination
folder, overwriting any existing files of the same name. No
confirmationsare provided wherhts option is checked.

Remove extacted files from Zip removes the files from the
archive after they are extractedieetively “removng” them
from the archive.

EDITING ZIP COMMENTS

3

Each Zip archive can contaicammentwvhich is simply a text message,
such as a catalog of the archive, ane@ssage to the recipient of the
archive. You can both view and edit Zip comments with PowerDesk by
following these steps:

1.

2.
3.

Select the Zip file.

SelectArchive —==dit Zip Comments

View or edit the comments.You can either read the comments,
or edit them by clicking the edit box, and then typing or deleting
text.

Click Save or Cancel.f you read the comments without
making changes, you can click eiti8atve or Cancel to exit. If
you edited the comments, then cligkve to save the edited
comments and exit.

TESTING A ZIP FILE’S INTEGRITY

3

You can test a Zip file tgerify that its contents can be decompressed
successfully—that is, to teigs integrity. To do so, ftow these steps:

1.

Locate and select a Zip file that you will test.
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The test

Select Archive—s Test Zip Integrity.

Enter a Decryption Password if one eists. An encrypted Zip
archive can not beested without supplying the decryption key.

Click Test.

will then be pormed,andtheresults will be displayed in a

message box.

SETTING ARCHIVE-RELATED PREFERENCES

There are other Zip-related preferences yloat can access bgkecting
Options ==>references ==»ip/UnZip . The preferences are as tulis:

Confirm on
delete

Beep after
archive
operations
Display
archives in
Tree List

Open archives
from the File

List

Associate

When checked, you are asked to confirm each operation that
results in the deletion of a file or folder in a Zip archive.

Notified you by a beep that an archive operation has been
completed.

Treats archives as folders, displaying them in the tree pane, and
displaying their contents in the file pane. Otherwise, archives are

treated as regular files.

new PowerDesk window.

Associate archives with PowerDesk.

Archive Files
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Treats archives as folders, displaying them in the tree pane, and
displaying their contents in the file pane, all in the same window.
Otherwise, archives are displayed in the tree and file panes of a
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TOOLBAR OVERVIEW

With Toolbar you can make one or more customized toolbars, much like
your taskbar, that can contain one or more of the following tools: a
launchbar for applidéons, Start menus, the MultiView tool, a clock tool,
system monitors, a print manager, a command line, and system access
tools with whichyou canchange oaccessystem functions such gsur

screen saver.

When you start Toolbar for the first time you’ll have tpportutity to
make your first toolbar with the Toolbari¥drd (seeChapter 11, Using
the Toolbar Wizaradn page 2-7Tor details). The following figure is just
one of countless possible examples of a toolbar.

® PowerDezk Toolbar

?-2+X

cpu
g B ClipMate 45 | Fiselt Utilties 39

T RN e
cotien =P2PY

Internet Explo...

Heoplanet

 12:12:04 P

Martan Antivir... 1'

|ﬂ |. Eudora Pro FreeSpace 1.0

Microsaft Plus...

Metzcape Co...

Online Services -l

Figure 2 A Toolbar toolbar

STARTING TOOLBAR

You can start Toolbar in one of two ways:
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m  SelectStart ==Programs —owerDesk Utilities ==»olbar.

m  From the PowerDesk, clid® on the launchbar.

CONFIGURATIONS, TOOLBARS, TOOL GROUPS, AND TOOLS

Toolbars are organized by a very simple system of four gadss, tool
groups toolbars andconfigurations

TooLs

Individual tools peform or monitorany number of operations. The tools
include the Start Menus tool, the MultiView tool, the System Access tool,
the command line tool, the QuickLaunch tool, the System Monitor tool,
the Print Manager tool, and the Clock tool.

TooL GROUPS

One or more tools are contained in a customizable tool group. A tool
group is simply a convenient means of arrangimg tools in the toolbar.
You could, for instance, place several clocks in a single tool group, each
displaying the time of ffierent relatives’ homes, or differenbuntries.

You could also place seval system mnitor tools in the same tool group.
Tool groups can either be arranged vertically to create a column of
groups, or horizontally toreate a row of gups.

TOOLBARS

One or more tool groups are contained in a toolbar. Y ounce
multiple toolbars, but you must have at least one. The tootbarbe
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docked or floating.

;rhetfirslt of ot R Tfhe secorlld
wo too of two tools
: 11:06 A 13:06:13 Y
gr.oups In amiEay RN 28 e in this tool
this toolbar group
e

Figure 3 A floating toolbar of two
vertically arranged tool groups

The preceding figure illustrates a toolbar that is made up ofdalo t
groups. The top row of tools has three tools—all clocks—while the
bottom row has two system monitors. You can, of coutsmseany
combination of tools to include in a tool group

CONFIGURATION FILE

Finally, a series of toolbars are contained @o@afiguration file The
configuration files, which have a .pdc extension, store the settings of all
the tools, tool groups, and toolbars. You can have multiple guatiion

files, each containing a unique set of toolbars, that you can switch
between anytime. These configurations can be altered at any time through
the Properties dialog box which can be opened by right-clicking a toolbar,
a toolbar title bar, or the Toolbar icon in the system tray, and then
selectingProperties from the context menu.
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TOOLBAR WINDOW COMPONENTS

Although toolbars can be customizéiggre are element®mmon to all
toolbars. Theselenents are illustited in the following fiure.

Title bar buttons
Toolbar ID Toolbar title

i 2 Help
Toolbar berhsal™s man ol b = Minimize

selectors 11:20 A A @ Always on top
Fophas™ [T . .
_ﬂ _ . A + Properties
x

Frame Close

Figure 4 Components common to all
regular toolbars

TOOLBAR ID

The toolbar ID identies a bolbar by color. which is esprlly helpful

when working with multiple toolbars (see the following sectitwulbar
selecto}. Clicking the toolbar ID displays a menu that showsitheliar
button commands, plus a command to disable the tool tips.arhe s

menu can be displayed by right-clicking the title bar. Taskbar toolbars do
not have toolbar IDs.

TOOLBAR SELECTOR

Each toolbar can be displayed or hidden through its toolbar selector which
is found on anythertoolbars in the configuration. Toolbar selectors,
which are much like a remote control, are colored to match other toolbars’
toolbar ID. For example, iGeoff’s Toolbarhas a blue toolbar ID in its

toolbar title, then that means that a blue selector will appear in every other
toolbar, includingviom’s Toolbar If the blue selector is clicked Mom’s

Toolbag thenGeoff's Toolbarwill either be displayed or hidden, depending

on its current state.
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TOOLBAR TITLE

The toolbar title is the name of that particular toolbar. The default name
for the first toolbar i®owerDesk Toolbaand each subsequent toolbar is
numbered. A second toolbar, for example, wouladmedPowerdesk

Toolbar 2by default. However, each toolbar’s title can be changed through
the Properties dialogox.

TITLE BAR BUTTONS

The Context Help button provides context-sensitive Help for the toolbar.
To display a tool's Help topic, click the Help button, then click the tool for
which you need help.

TheHide button minimizes the toolbar. Minimized toolbars can be
displayed byclicking on the pprogiate toolbaiselector in an active
toolbar, or by clicking the Toolbar icon located in the system tray.

The Always on Topbutton allows you to keep the toolbar on top of all
open applications. Clicking this button toggles between Always on Top
and Not Always on Top. When the tool tips are activated, this button’s
tool tip will reveal whether the toolbar will be on tafter the next click

of the button.

The Properties button displays the Properties dialog box through which
you can add, remove, and modify toolbars, tool groups, and tools.

The Closebutton closesll the active toolbars and quits Toolbar. If you
wish to hide a particular toolbar, click its Hide loutt

FRAME

Floating toolbars have a frame with which you can changdazbarsd
position of the toolbar. This is done thearse wayany other widow’s

size is changed: by pointing to a side or corner of timelow, pessing

and holding the mouse button, dragging the window to the desired size,
and then releasing the mouse button.
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TASKBAR TOOLBAR WINDOW COMPONENTS

The tools in a taskbar toolbar are displayed to the right of the system tray
in a horizontal taskbar, or above the system tray in a vertical taskbar. The
Toolbar tools are separated from the standard taskbar buttons by the
taskbar splitter which can be used to adjust the amount of space allocated
to the taskbar buttons and the taskbar tools. To move the splitter, click it,
and then drag it to a new position.

Depending on the number of buttons on the taskbar, the number of tools
in the taskbar toolbar, and the spacecalted to each, there may be
insufficient space to displall the taskbar buttons. In such as capin
buttonsappear with which yoaan cyclehrough the tadsbar huttons.

GETTING HELP

To get help for the tools on the Toolbar, c®k in the upper-right corner
of the toolbar, then click the tool for whiglou want help.
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TOOLBAR WIZARD OVERVIEW

The Toolbar Wizard has two fjea functions. One function is to establish

a default configuration if you have never run Tz before. Ifyou try to

run Toolbar, and yohave no default configation, then Toolbar Wizard

will start. You will then be able to set your default configuration, and have
a new toolbar to work with while you learn how to use Toolbar to its full
potential. The second function is for new users to make a hew
configuration and toolbaguickly, before reading the guide any further
than this chapter.

Before using the wizard, make sure that you really want to
create a new toolbar configuration and not jasid a new

toolbar to the current configuration. For a descriptions on
N configurations and toolbars, see Configurations, toolbars, tool
groups, and tools, on page 2-72. To add a new toolbar to the

current configuration, see Adding a toolbar, tool group, or tool,
on page 2-82.

MAKING A QUICK AND EASY TOOLBAR

Follow these steps to make a toolbar:

1. Start the wizard. Select
g Start —==Programs —owerDesk ==so0lbar Wizard.

2. Click Next after reading the first two pages.This first page
describes what the wizard does, while the second page describes
how to use the wizard.
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Page 2-78

3.

Pick a toolbar style, then click Next.There are three styles
from which to choosegach of which are described. Picktgle
by clicking the style’s selection button.

Pick tools that you want to include in the toolbar, then click
Next. To display a desiption of a tool at the bottom d¢fie

window, move your screen pointer over the tool. To select a tool
for inclusion in the toolbar, click its selection box. A check mark
indicates the tool will be included.

Type a name for the toolbar, then click Next.

Read the final page, then click Finish.



Chapter 12: Using theToolbar
Properties dialog box

This chapter discusses how to use the Properties dialog box to add,
remove, modify, and organize toolbars, tool groups, and tools in the
current configuration. It also discusses other Toolbar options such as
starting Toolbar automatically at startup.

OPENING THE PROPERTIES DIALOG BOX

When Toolbar is running, the Properties dialog can be opened in any of
the following ways :

m  Click the + located in any toolbar’s title bar.

m  SelectProperties from any Toolbar context menu.

PROPERTIES DIALOG BOX COMPONENTS

The Properties dialog, as shown in the following feguontains five
major components: menus, the Available Tools pane, the Current
Configuration pane, the Properties section, and command buttons.

MENUS

There are four menus in the Properties dialog box: File, Edit, Options, and
Help. The File menu is used to open and save configuration files. The Edit
Menu allows you to undo adificaions made to the Current
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Configuration, to test configurations, to cut andtpzend to copy and

paste items. The Options menffeos two settings: whether to display
Toolbar automatically at startup, and whether to display aToolbar icon in
the system tray. The Help menu providesess to the PowerDesk Help
file.

AVAILABLE TOOLS PANE

The items in thewvailable Tools pane are the building blocks with which
you can create toolbars. These items are discussed in more d&tail,in
Tool Group, and Toolbar Propertiesn page B7.

CURRENT CONFIGURATION PANE

The Current Configuration pane provides a visual hagchy of the

toolbars, tool groups, and tools in the current gpmftion file. Every
configuration contains at least one toolbar.

Prapedfios - |[MONITORS POC)
Fle Edt Ophons  Help — Menus
dadanis Teak Comwd Cordepavas
: B T ek bow Dokl s
#i 1 ool Geap B CFU A onio
B Decdlases ml.l-\.'.l'.-L
Flml M B -3 [P e . .
e i et LS j i i *J»— Current Configuration
Choch [ et Frow G0 s omt pane
B Il i R e R T T ]
P b g B Jacons wan ook
Lrorararsd L = ﬂ |-\_.l-\.l S
e Available Tools pane
Carard |1m|
Tl 5 b
T~ Farg
[ ' Blorgrar: 1 .
Oiad T— — Tool properties area
™ e Hele ™ Ragune SHFT ey o aciresis siohsis
F g onTm
[ - ooty | | W= |— Command buttons

Figure 5 Properties dialog box components
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TooL PROPERTIES AREA

Clicking a toolbar, tool group, or tool in tidairrent Configuration pane
will display its properties in the Tool Properties section of the screen.

The actual properties and options available for each toolbar, togbgr
and tool are discussedTool, Tool Group, and Toolbar Propertiesn
page 2-87.

COMMAND BUTTONS

The Properties dialog contains the following seven command buttons:

Add Adds the item selected in tixgailable Tools list to the
Current Configuration pane.

Delete Deletes the selected item in tB@arrent Configuration
pane.

OK Updates the current configuration to confirm any changes

you've made, then closes the dialog. Changes to the
current configuration cannot be reversed withuhdo
command afteOK is clicked.

Cancel Closes the dialog. Any changes made to the current
configuration are ignored.

Apply Temporarily updates the current configuration to
correspond to theurrent Configuration pane. With this
option you can previewhe chages you have made. You
can reverse the last change made to the configuration
with theUndo, cancel all changes withancel, or make
the changes permanent by clicking.

Undo Reverses the last change made toGheent
Configuration pane androperties options. You can not
Undo changes aftedK has been clicked.

Help Displays the Contents of the PowerDesk Help file.
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OPENING AND SAVING CONFIGURATIONS

As mentioned earlier, a configuration is a single collection of one or more
toolbars. You can have multiple cogiirations, but onlypne
configuration can be active at a time.

To open a configuration selecFile ==Open , navigate your files, select
the configuration, then clickpen. If the desired configuration was
among the last four loaded, it will be listed underkie menu and can
be selected directly from there.

To save a configuration selectrile —==Save As . The configuration is
saved every time you click OK, though, so it is netessary to use this
command every time you change your configuration.

ADDING A TOOLBAR, TOOL GROUP, OR TOOL

To add a toolbar, tool group, or tool to theremt configuration, select the
item in theAvailable Tools list, then clickadd . The item will then appear
in the Current Configuration pane. You can also drag and drop an item
from theAvailable Tools pane to theurrent Configuration pane. You
should note that you cannot drag and drop tools tt@Available tools
list to the taskbar too#r; ratheryou must use the options in the toai
properties.

Toolbars must have at least one tool group, so new toolbars will
Nj?/ automatically include a new tool group.

Added items appear specifically in ttestination toolbapr destination
tool groupthat is highlighted in th€urrent Configuration pane. So
before adding a tool group, make sure that you select the correct
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destination toolbar, and before adding a tool, make sure that you select the
correct destination tool group.

You can place all of a toolbar’s tools in one tool group, or you can arrange
them using multiple tool groups. You can add as many tools as you want
to a tool group angtou can use the sameol more than oncé-or

example, you can add four clock tools and configure each iffaecdtly.

Only one taskbar toolbar can be added to aigordtion, afer whichthe
taskbar toolbar option will disappear from theailable Tools pane.

DELETING A TOOLBAR, TOOL GROUP, OR TOOL

Deleting a toolbar, tool group, or tool from the Current Configuration is as
easy as seléiag it, thenclicking Delete.

You cannot delete all toolbars. One toolbar must remain in the
Nj?/ Current Configuration pane.

You can alsalelete an item by rightlicking it, and then selectiripelete
from the context menu.

Deleting a toolbar also deletes all its tool groups aoals.
Likewise, deleting a tool group also delesighe tools inside

WARNING the tool group. If you wish to save any tools from a toolbar or
tool group that you are about to dédeyou shouldirst move
them to another tool group.
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RENAMING A TOOLBAR, TOOL GROUP OR TOOL

Each tool, tool group, and toolbar has the same default nEonébar,

Tool Group, Clock, CPU Monitogtc.), which can make it difficult to
differentiate nultiple instances of the same tool. You can, however, give a
unigue name to each toolbar, tool group, and tool irCtheent

Configuration pane.

To change the name of a tool or a tool group, select the item, wait about
one second, then click the item a second time. The item will thesaapp

in edit-mode as indicated by a flashing cursor at the end of the name. Type
the new name and then press the Enter key.

You can also rename an item by right-clicking it, and then selecting
Rename from the context menu. The name will automatically be placed
in edit mode. Type the new name for the item, and then press the Enter
key.

MOVING A TOOL GROUP OR TOOL

You can rearrange the order of your tool groups and tools in the current
configuration, either within tool groups and toolbars, or between them.

To move a tool groupinto the first position in a toolbaafkytoolbar in

the Current Configuration ), drag and drop the tool group to the
destination toolbar (the toolbar to whigbu will move the sourceol

group). To move a tool group to a position that follows another tool group
(anytool group in theCurrent Configuration ), drag and drop theosrce

tool group to the destination tool group.

To move a toolinto the first position in a tool grouprfytool group in the
Current Configuration ), drag and drop the tool to the destination tool
group (the tool group to whicyou will move the sourc®ol). To move a
tool to a position that follows another toahftool in theCurrent
Configuration ), drag and drop theoarce tool to the destination tool.
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CUSTOMIZING A TOOL

Although each tool hasffierent properties, the procedure for ngang
each tool's properties is the same:

1. Open the Properties dialog box.
g 2. From the Current Configuration pane, select a tool to
modify.

3. Alter the item’s properties. The selected item’s properties will
appear in the Tool Properties area of the Properties dialog.
Change the options under each tab. For a description of each
tool's properties, se€ool, Tool Group, and Toolbar Propertjes
on page 2-87.

4. Click the appropriate command button. To see the changes

without making them permanent, cligkply . To make the
changes permanent, click.

LOADING TOOLBAR AT STARTUP

You can set the Toolbar to automatically load at startup by adding it to
your Startup menu (a menu of items that aetomatically loaded when

you boot Windows). To do this, open Properties, and then select

Options ==»_oad Toolbar at Startup . A check mark beside the option
indicates whether the option is active. Use the same procedure to remove
Toolbar fromyour Startup menu.
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SHOWING THE TOOLBAR ICON IN THE TASKBAR

You can add a Toolbar icon to the system tray through whachcan
access your toolbars and the Properties diatbg This is good ifou
want quick access to multiple or hidden toolbars. You can also et to
Toolbar Properties screen by right-clicking on a taskhkmar.igo do this,

open Properties, then sel@yitions —»3how Iconin Taskbar . A check
mark beside the option ifchtes whethethe option is active.

GETTING HELP

You can open Help Topics for Toolbar by selectitegp —=Help Topics .
You can also display “About” information by selectinglp —=About .
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Toolbar Properties

While Customizing a toglon page 2-85idcusses how to cushaize

Toolbar toolbars, this chapter discusses the specific properties of toolbars
(both regular and taskbar toolbars), tool groups, and each of the eight
tools.

TOOLBAR PROPERTIES

This section describes thetsngsyou can aply to regular toolbars.
Taskbar toolbars follow slightly fierent rules, and are described in the
next section.

THE GENERAL TAB

Toolbar Style  There are two toolbar styles from which to choose:
Floating andDocked . Floating toolbars can be moved
around theareen and sized using ttaolbarframe.

Docked toolbarare attached to the lefight, top, or

bottom of the screen, just as your taskbar is, and their
width can be changed by dragging the inner edge towards
the center of the screen.

If you selectDocked , theAlignment drop-down list box

is enabled. From there you can choose to dock the toolbar
to the left, right, top or bottom of treereen. (Once the
toolbar is on the screen, you can drag ibttoer

positions.)
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The General tab also provides the following options with which to define
the toolbar position:

AutoHide When checked, the toolbar is hidden when it is docked. The
toolbar is displayed by positioning the cursor over the hidden
toolbar. This option is similar to the Windows taskBaito
Hide feature. Selecting the companion option, Require SHIFT
key to activate autohide, will set the autohidden toolbar to be
displayed only when passing the cursor over the toolbar area

while the Shift key is pressed
Always on When checked, the toolbar will always be displayed on top of

Top all other windows. This keeps the toolbar accessible at all times.

THE TOOLBAR TAB

The toolbar tab is used to set toolbar properties, tool groamgement
and spacing. Two groups of options are available on the toolbar tab:
Toolbar andTool Group .

TheToolbar options are used to set the caption, hotkey, background, and
toolbar selector color. The following toolbar options are available on the

toolbar tab:
Title This option sets the title that appears in the title bar of the toolbar.
By default, the first toolbar is titiddowerDesk Toolbar the
second, PowerDesk Toolbar 2, and so on. To change the name,
click the edit boxdeletethe old name, and then type the new
name.
Hotkey Specifies the key-sequence, that will display or hide the toolbar

(just as the toolbar selector does). To specify a hotkey, click the
edit box, then press the key or key combination that you want to
assign to the toolbar.
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Background Specifies the background pattern of your toolbar. You can choose
from among several predefined patterns, or you can browse for
another bitmap that you can use as a background pattern. By
default, the background is the color defined in Windows for 3-D

objects.
Selector Specifies the color of the toolbar ID and the associated toolbar
Color selector buttons. Avoid assigning the same color to two toolbars

as it will become difficult to distinguish between toolbar selectors.

TheTool Groups optionsset arrangement and g of the tool groups
on the toolbar. The following tool group options are available:

Arrangement  Specifies the arrangement of the tool groups on the toolbar.
The arrangement ¢ipns are:Horizontal, which positions
the tool groups setby-side;Vertical, which positions the
tool groups one on top of the other; @domatic, which
automatically positions the tool groups to make the most

efficient use of space on theotbar.
Spacing Specifies the amount of space between tool groups. The

default value is 1, but can be as high as 20.

For tool group options, the default values (Automatic and 1, respectively),
provide the most efficient use of space on thodiar.

TASKBAR TOOLBAR PROPERTIES

You can add up to five tools to the taskbar. Unlike a regular Toolbar
toolbar, the taskbar toolbar does not support the clock tool or the system
monitors.

Hotkey You can specify a key or key-sequence, that will shift
focus to the taskbar toolbar. Once focus is on the taskbar
toolbar you can use Tab key to move among tools, and
use the arrow keys to move frame item tahe next
within the tool (for example, between QuickLaunch
icons).
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Tool 1, etc.

To specify a hotkey, click the edibx, then press the key
or key combination that you want to assign to the toolbar.

Beside each Tool label is alist box that, when yiak ¢
the down arrow, will display a list of available tools.
Choose a tool by clicking it. Throperties button to its
right will become active whickiou can click to sethe
tool’s properties. Each tool’s properties are described
later in this chapter, although retery tool setting is
available for taskbar toolbars.

TOOL GROUP PROPERTIES

The single set of Tool Group options setsdhengenent of toolswithin
the tool group. The options are as follows:

Arrangement

Spacing

Specifies the arrangement of the tools in the tool group.
The following Arrangement options are available:
Horizontal, which position tools side-by-sid¥ertical,
which positions the tools on top of the other; and
Automatic, which automaticallarranges th&ools

within the tool group to make to most efficient use of
space.

Specifies the amount of space between tools. The default
value is 1, but can be as high as 20.

The default values for each of these options (Automatic and 1,
respectively) use space the meficiently, but you should experiment
with the options to see what best works for you.
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QUICKLAUNCH TOOL PROPERTIES

QuickLaunch provides instant access to applications, files, folders, and
special items such as the Recycle Bin. To access a QuickLaunch item,
simply click its button which is actually the Windows icon for that item.

GENERAL TAB

The QuickLaunch options available on the Gerral tab How you to
specify the arrangement and appeere of QuickLaunch buttonghe
following optionsare available:

Automatic

Manual

Button Style

Add New
Button

When selected, the buttons are arranged automatically to make the
most efficient use of the space within the tool.

When selected, the QuickLaunch buttons are arranged according
to the settings iRows andMax Columns . Rowsspecifies the
number of rows of QuickLaunch buttons to displshax

Columns specifies the maximum number of button columns
displayed in the QuickLaunch tool, although depending on the
size of the buttons and toolbar, fewer columns may be displayed.

Specifies the style of the QuickLaunch buttons. The options are
Small icon, Large icon, Small icon with Label, and Large icon
with label.

Displays the New Button dialog with which you can add a new
QuickLaunch button to the tool. See the following section for
details on adding buttons to a QuickLaunch bar.

ADDING A QUICKLAUNCH BUTTON

You can add one or more files, folders, ésyshortcuts, or the Resle

Bin to a QuickLaunch tool. The easiest way to add a new QuickLaunch
button is to drag and drop an item from PowerDesk, the Desktop, the
Toolbar Start Menus, or from othfle-managementtilities, to the

Page 2-91



Volume 2: PowerDesk® Utilities User’s Guide

QuickLaunch tool. Whegou drop an itenonto the QuickLaunch toal, a
button is automatically created with thgpaopriate parameters.

Another way to add QuickLaunch buttons to the QuickLaunch tool is with
the New Button dialog box. You can display the New Buttiafod box

by clicking Add New Button on the QuickLaunch Properties General tab,
or by right-clicking the QuickLaunch tool and selectigy Button

from the context menu.

The New Button dialog provides all the necessary optionsgtea new
QuickLaunch button. The options available on the New Button dialog

follow:

Command File Specifies the path of the file, folder, application, or shortcut that

Start In

Optional
Parameters

Label

Run

Icon

Hotkey

you want to add to the QuickLaunch tool.

Specifies the working directory for the item name@ammand
File. The working directory typically contains application-
specific files and data.

Lists any command line options that should be passed when
opening the item in Command File.

Specifies the label for the button. The QuickLaunch tool
properties determine whether this label is displayed along with the
button. The tool tip, also, displays the label.

Indicates the type of window in which the item will open: a
Normal window, a Minimized window, or Maximized window.

Displays the icon used to represent the item in the QuickLaunch
tool. ClickingSelect Icon displays a list of icons, one of which
you can select to represent the QuickLaunch button.

Specifies the hotkey to associate with the item.

EDITING A QUICKLAUNCH BUTTON

You can edit a QuickLaunch button by right-clicking it, and then selecting
Button Properties . The dialog box that appearfers the same djpns
as the New Button dialog.
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START MENUS TOOL PROPERTIES

The Start Menus tool isrsilar to the Programs menu of your Windows
StartMenu, except

m |t gives you gicker acess to the menus and their contents

®  You can keep the menus unclutteredrmtuding onlythose
menus that you access frequently.

m  You can size and position the tbal as you please.

To view a Start Menu's contents, simply click the menu button.

Adding an item to or deleting an item from the Windows Start

menu alsadds the item to or deletes the item from the Start

Menus tool. Conversely, adding an item to or deleting an item
Nj?/ from the Start Menus tool also adds the item to or deletes the

item from the Start menu (except for custom menus).

GENERAL TAB

The Start Menus options available on the Gerntatahfects the
arrangement and appearance of the menu buttons in the Start Menus tool.
The following options are available:

Automatic When selected, the buttons are arranged automatically to make the
most efficient use of the space within the tool.

Manual When selected, the tool’s buttons are arranged according to the
settings inRows andMax Columns . Rows specifies the
number of rows of buttons to displdylax Columns specifies
the maximum number of button columns to display, although
depending on the size of the buttons and toolbar, fewer columns
may be displayed.

Item Icon Size You can select the icon size of each menu. The optiorgnzeaé
icon andLarge icon .
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Add New Displays the New Menu dialog. You can ulsis dialog to add a
Menu new Start Menu button to the tool. Details on adding custom
menus follow.

Show Menu Allows the user to display or hide Start Menu menu icons (the

Icons menucontentsalways display their icons). When checked, the
corresponding icon will be displayed next to the menu name.
When unchecked the icons are not displayed.

Menu Button  Allows user to specify a minimum and maximum size for the Start
Size Menus on the toolbar in pixels.

MENUS SHOWN TAB

Clicking this tab will display a list of menus that appear in the

Start =»Programs menu, as well as custom menus that you have made.
You can include or exclude any of those menugoiir Start Menusool

by clicking its check box. A check indicates that the menu will be
included in the Start Menus tool.

MAKING A CUSTOM MENU

You can add a custom menu to your Start Menus tool that comprises
normal items, the control panel, and other items. To add a custom menu,
do the following:

tool's Properties under th@eneral tab, or right-click the Start

1. Openthe New Menu dialog boxClick Add New Menu in the
g Menus tool and then selegéw Menu from the context menu.

2. Name the new menuln theMenu Name edit box, type the new
menu’s name.

3. Attach the menu to the Start menu if you wishTo add the
menu to your WindowsStart menu, leave the option selected.
To add the menu only to the Start Menu tool, uncheck the option.

4. Choose the type of Menu Items. (Optional)f you choose not
to add the new menu to the Start menu, then you will be able to
choose what to include in the new menWNérmal menu
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comprises typical files, and is the only type of menu of items
that you can rename, etc.esktopmenu is a list of all the
items on the desktop. The rest of the menu ty@esffol

Panel Printers, andRecent Document}¥ correspond to menus
of the same name in ti8tart menu.

5. Click OK.

If you made a new Normal menypu can add files, folders, dpgations,
or shortcuts to it. To do so, drag and ditgns from the desktop,
PowerDesk, etc. to the new menu button. You can alstcligh the
menu, seleatlew Item from the context menu, and then select an item
with the New Item dialogdpox.

The New Item dialog box allows you to define a menu item. The
following optionsare available on the New Menu Item dialog:

Command File Specifies the path for the file, folder, application, or shortcut
associated with the menu item.

Start In Specifies the working directory for the item@ommand File .
The working directory typically contains application-specific files
and data.

Optional Lists any command line options that should be passed when

Parameters opening the item indicated dommand File .
Label Specifies the label for the menu item.

Run Indicates how the item should open: Minimized, Maximized, or in
a Normal window.

You can access these settings for most of the Start Menus menu items by
right-clicking one of them, and then selectitegn Properties .

MULTIVIEW TOOL PROPERTIES

If you tend to have a lot @pplications open at theame timeyou know
the Windows taskbar can get pretty full. The MultiView tool provides a
quick and easy way to switch between open applications. It is like having
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multiple monitors on your system. With the MultiView tool, you can have
up to 16 screens, each containing one or more applications. You can
switch betweenhesescreens by ddble-clicking the appropate

MultiView screen button.

GENERAL TAB

The followingView Arrangement settings control how the screens
buttons appear in the toolbar. MultiView can display a maximum of 16

buttons.

Rows Specifies the number of rows of MultiView screen
buttons displayed in the MultiView tool. The maximum
number of rows is 16.

Columns Specifies the number of columns of MultiView screen

buttons displayed in the MultiView tool. The maximum
number of columns is 16.

TheVview Options define the appearance of the MultiView screen

buttons.

Color Specifies the color of that series of MultiView screen buttons.

Scheme You can choose from Red, Blue, and Green.

Size Specifies the size of the MultiView screen buttons. The options
are Small, Medium, Large, and Automatic which selects a size
that makes the most efficient use of available space on the
toolbar.

Follow When checked, MultiView will automatically display the

Active MultiView screen of the application that is selected from the

Window Windows taskbar. When not checked, selecting an active

program in the Windows taskbar will move the application
from its initial MultiView screen to the current one.
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HOTKEYS TAB

You can set a hotkey for each of the 16 possible screens. To assign a
hotkey, click on the appropriate hotkey edit field, and then press the key
you want to use as a hotkey.

Be careful to associate hotkeys with the correct screen buttonefber
that the screen buttons are always berad left to right, and top to
bottom. For example, screen 5 in a MultiViewol of two rows by three
columns would be the second button of the second row.

STICKY APPS TAB

Here you can set one or more applications to appear on all MultiView
screens. For examplgou can defingrour email software package as a
Sticky App so that email is always displayed on every MultiView screen.
The following field and buttons are available on the Sticky Apps tab.

Add Displays theChoose Sticky Application dialog box. This
Program dialog box is a list of all open applications from which you can
select a Sticky Application.

Remove Removes the application that is selected inStieky
Program Applications list.

PRINT MANAGER TOOL PROPERTIES

Print Manager displays an icon for each output device on your system,
making it easy to switch between printers, fax machines, and othpert out
devices. To switch between devices, simply click the device’s icon in
Print Manager. A colored button indicates the active device.

You can also use Print Mager to print a file or deenent. Simply drag

the item to the appropriate printer icon. Print Manager will automatically
launch the application that is assatedwith that particular file type, and
then print the file.
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GENERAL TAB

The following optionsaffect the appeance of the icons in the Print
Manager tool.

Max Columns Specifies the maximum number of columns for printer buttons.
This value has a range of 1 to 100.

Icon Size Sets the size of the icons used to represent output devices on your
toolbar. The options are Small icons or Large icons.

Show Printer  Displays the printer’'s name below its icon. This option

Name distinguishes device icons, but it also takes up a lot of room on
your toolbar. If you choose not to display the primame,you
can always identify a printer icon by moving your scrpeinter
over the icon which displays the printer name in a tool tip.

SHOWN PRINTERS TAB

Clicking this tab displays a list of print devices from which you can select
or deselect printers that will be displayed in the Print Manager tool. This
allows you to display only those printers you use frequently, without
deleting seldom used printers from your system.You can also drag and
drop the devices in the list to reorder the display on the Fiamiager

tool.

SYSTEM ACCESS TOOL PROPERTIES

The System Access tool provides access to commonly-used Windows
functions: Start Screen Saver, Log on as ffebBint User, Restart
Windows, Shut Down, Print Screen, Restart in MS-DOS Mode, Restart
Computer and Change Screen Resolution. The tools appear from left to
right, top to bottom.

Page 2-98



Chapter 13: Tool, Tool Group, and Toolbar Properties

GENERAL TAB

The System Access options available on thee&adimab How you to
specify which buttonappear on the System éess tool, and to specify
the appearance of theittons on the tool.

Available These are the system functions that you can access via the System
Functions Access tool. To include any of them in the tool, click the selection
box so that a check mark appears.

Icon Size You can select the size of the system access icons. The available
options are Small Icon and Large Icon.

Confirm Exits  If this option is checked, every time you use the Sysheoess
tool to exit or restart Windows, you will be asked to confirm the
exit.

CLOCK TOOL PROPERTIES

The Clock tool displays a clock on the toolbar in any combination of
sizes, shapes, colors, time zones, and other options.

GENERAL TAB

Each Clock tool can have a unique display, captiae,and color, as

follows:

Clocks Each clock can havelgital display, amnalog display,
or both at the same time. To select one, the other, or both,
click the appropriate check box.

Caption Selecting this option will give the clock a caption. The
caption that appears on the tool is the text that you enter
in the edit box.

Date If checked, the system date is displayed.
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Seconds

Size

Color

24 Hour

Time Zone

If checked, a digital clock will display the seconds after
the minutes, and/or an analog clock will display a second
hand.

Specifies the size of a digital clock. The following size
options are availabl&mall, Medium, Large andHuge

Specifies the color of the numbers in the digital clock.
The color options includé&ked Green Blue, Black,
ForegroungBackground

When checked, the digital clock displays 24-hour time.

You can select from the drop-down list which tizane
to display.

SYSTEM MONITOR TOOL PROPERTIES

The System Monitor tool displays several different kinds of system
information in either bar or graph format. With Windows 95, 98 and NT
4.0 offaring improved multitasking, the monitoring of computer
performance is very important.

GENERAL TAB

The following monitors are available under gtatistics Display list:

CPU Usage

Threads

Free Memory
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Identifies the percentage of time the processor is busy.

Some programs run several tasks, or threads, at a time. This
monitor identifies the number of threads running concurrently in
Windows.

Specifies the percentage of available RAM, including virtual
memory.
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Free System  Displays the amount of free memory available from combined
Resources User and GDI resources (Windows 95/98 only).

Free User Indicates the percentage of user resources that are available
Resources (Windows 95/98 only).

Free GDI The Graphics Device Interface manages the video display. This
Resources monitor specifies the percentage of GDI resources that are
available (Windows 95/98 only).

Free Space Displays the amount of free disk space available (in megabytes)
on Drive x on the specified drive.

The following optionsaffect thesystem monitor chosen from thbove
list.

Color Select the color of the graph by dieg the color bar,
scrolling through the color list, and thelicking a color.

Update Time  You can choose how frequently the graph is updated. To
do so, click the time displayed, and then click an update
time.

Display Type  You can disfay either aBar graph which indicates the

level at any given moment, or a traditio@hphthat
displays the level over time.

COMMAND LINE TOOL PROPERTIES

The Command Line tool provides quick access to many DOS commands
without having tocopen a DOS widow. Seehe online helgor alist of
supported DOS commands.
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GENERAL TAB

The Command Lin€&eneral takcontains the following options:

Show Current Displays the current directory above the Command Line edit field.
Directory

Delete to When checked, items deleted with BEL command are moved
Recycle Bin to the Recycle Bin.

Show When checked, you are asked to confirm commands, suzBlas
Confirmations

Include When checked, you can copy folders and their contents instead of
Folders in just the folders’ names.
Copy
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FOLDER SYNCHRONIZER OVERVIEW

Folder Synchronizer copies or moves one or more files between two
different folders. You can tailor file seléan and hen perform a batch
operation, or move individual files. This utility is best suited to

m  Working on a single set of files between a laptop computer and a
desktop computer, angpdating one or the othethenthe files
become outdated

m  Working locally on files that normally reside on a network

m  Backing up selected files to a floppy disk dher external drive
rather than using a dexdited bakup utility

m  Comparing folders to determine there are duaplicate files that
can be deleted.

STARTING FOLDER SYNCHRONIZER

There are several ways to launch the Synchronizer.

m In PowerDesk, right-click on a folder. From the context menu,
choosePowerDesk =—=»Synchronize Folders

m  Click on the Synchronizer button in the PowerDesk launchbar.

m  Go to theTools ==Synchronize Folders menu in PowerDesk.
m  Double-click onC:\Program Files\PowerDesk\PDSync.exe
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m  From theStart button:Programs —=2owerDesk Utilities ===
Folder Synchronizer .

FOLDER SYNCHRONIZER WINDOW COMPONENTS

The user interface for Folder Synchronizer makes it very easy to use.
Here is a brief description of each component of the Folder Synebroni
window, each of which is identified in the following figure.

MENUS

The menus contain all of the File Synchronizer functions.Fileemenu
has the command to synchronize folders and gives you the option to
cancel confirmation of the synchronization. Hu#t menu lets you set
filters and fonts. You can customize #lements of/our display with the
View menu. And thédelp menu gives you access to online help and
identifies the version number in the “About Folder Synchronizer” item.

: Folders Synchronizer
File Edit iew Hel == wenus
——————— =l _Toolbar with
B A WK @ Include: |".x Include filter
|a C:hTestl j | iy Copy Newer j | 3 CATest2 j History line
Up one level Up one level —L Folder boxes and
ﬁ budget.xls s ﬁ budget. =1z [ Older ) i
@ planz.doc [ Older ) <}% @ planZ.doc operatlon box
products. txt s products. tet [ Older )
plnposal draft_txt prop_osal drafttat [Oldar) | File pane
@ equipment. doc = @ equipment. doc
ﬁ tares. wls = ﬁ tanes. H
. = - . Status bar and
1 file(s) to update 1 Synchronize | 3 file(s) to update — Synchronizebutton

Figure 6 The Folder Synchronizer window
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TOOLBAR AND INCLUDE FILTER

The toolbar, which is displayed by selectiwtigw —=Toolbar , has

shortcuts to some menu commands, and it also displays the file filter edit
box. In the file filter edit box, you can specify what files to include in your
synchronizing operations.

THE HISTORY LINE

The first time you launch the Synchronizer, a default folder will come up

in both Synchronizer panes. If you launch Synchronizer from PowerDesk,
the selected folder will appear. If you launch Synchronizer from the Start
button, the C: drive will appear.

When you complete a synchronization, the screen will refresh, showing
the results of the operation. The History line will show the date and time,
the two folders and the action performed. Each gime launchthe
Synchronizer, the folders in the last synchronization will appear.

You can keep up to eight different ymonizations on the History line.
You can click on this entry in the History line to duplicate this operation
later, saving you the setup time required for each synchronization.

FOLDER BOXES AND OPERATION BOX

The folder boxes display the name of the folders being synchronized.
From them, you can selecffférent folders. The operation box displays
the specific operation that will beegormed during synchronization.
From this boxyou canselect a diffeentoperation.

FILE PANE

The file pane displays the files that are specified in the include filter, and
that are selected in thdew menu. The file pane identifies the newer files
by placing them in bold face. It also uses icons to indicate how each file in
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both folders will be d&cted by gnchronization. The icons, alsalled
action arrows are as fthow:

Icon Meaning
= The file will be copied from the first folder to the second folder.
& The file will be copied from the second folder to the first folder.
= The file will be moved from the first folder to the second
folder.
- The file will be moved from the second folder to the first
folder.

= The files are equal.

AT The file has been filtered out and will not be affected during
synchronization.

& The item is a folder

1¥'e This icon indicates that the relationship between the two items

is unclear, and therefore that the files will be ignored during
synchronization. The uncertainty may arise becadse i

one folder has the same name aslafolderin the other folder.
Another case that might cause this icon to appear is when files
of the same name and modification date have different sizes.

STATUS BAR

The status bar, which is displayed by selectitagy —=Status Bar , has
three parts. The informatigranes (one on each end) icaties how many
files in its respective folder will be updated. T®gnchronize button,
located in the middle of the status bar, is what you click to perform the
actions identified by the action arrows in the file pane.
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FOLDER COMPARE

Folder Compare lets you compare two folders to identify dasifiles
you can delete anadd¢ateunique files you want to back upere are a
couple of examples of how to use it to better maryage files.

EXAMPLE: GET RID OF DUPLICATE FILES

If you download many files from the Internet, this has happened to you at
least once: you spend some time downloading a large program with an
obscure file name and an .exe extension into a Download folder, and
when you run it, disaster strikes. Instead of simply installing itself, this
self-extracting zip file puts a large number of files (including the setup
file) into your Download folder, hogging space gour drive. You're not

sure what files belong to this program y&odon’t know what you can
safely remove. Folder Compare can help.

1. First you need to extract this downloaded .exe file into a folder
of its own. In the PowerDesk file manager, move the
downloaded file to a new folder (let’s calFtogram\Temp\and
double-click on it to extract it again.

2. Highlight the Download folder. This is where the files you want
to remove are.

3. GotoTools —==Compare Folders . The figure below shows the
dialog box that comes up.
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Compare Folders

Current Falder:  C:A\Test

Compare with:

CATEMP -] = 0K

(] ZM3sGL ] Caricel
D McCallizter's
-4 My Documer

—Select Files——

] Newip.zip " Unique

-] MewZipl.zip J & Duplicate

-.D Flrl:lgram FilE: ---------------------
-] psfonts

) I _~|'I

4. Use the folder tree to pick the folder with all thaod files in it
(Program\Temp).

v Dlder

5. To identify the files in the Download folder that you want to
delete, check the Duplicate box.

6. Click on OK. The dialog box will go awadll theduplicate
files in the Download folder will be highlighted. Click on the
Delete key to send those files to the Recycle Bin. If you're sure
you won't need these files, you can also click on the Trashcan
button in the PowerDesk Toolbar to remove them completely.
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BACKUP CHECKUP: FINDING UNIQUE FILES

If you use zip files to back up data to floppykdisPowerDesk cahelp

you in two ways. Unlike most other zip programs, PowerDesk can show
you the contents of a zip file, just as if it were another folder. Because of
this, you can use Folder Compare to make sure the files you zipped up are
all there. Here's how:

1. Zip the contents of a whole folder to the A: drive (see p. 46 of
this guide for details). Call the zip file A:\folderbackup.zip.
Keep the folder on yourdnd drivehighlighted after the zip
process is finished.

» Go toTools ===Compare Folders .
Use the folder tree to find the floppy drive\folderbackup.zip

Check the Unique box.

uvhWwWN

» Click onOK. Any files not included in the backup will be
highlighted. Copy them to the floppy (see pp. 23-24). Caution:
This only works if it will fit on one disk. If you get a “diskif”
message, you'll have to re-zip the original folder.

GETTING HELP

You can access online help by séilegHelp —=Contents , or by
clicking € on the toolbar. You can also perform a search of the Help

topics file by selectingielp —=Search .

QUITTING FOLDER SYNCHRONIZER

As with most programs, you can quit Bet Synchronizer by selecting

File —==Exit .
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SYNCHRONIZING FOLDERS

To synchronize two folders, follow these four simple steps:

1. Selecttwo folders to synchronizeThe last pair of folders
synchronized are selected when you start Folder Synchronizer,
but you can select different folders through the folder boxes.

Avoid synchronizing root directories and system directories
such agC:\Windowsor its subfolders. Also, avoid synchronizing

WARNING system files. Updating some system files might render your
computer unbootable.

2. Specify an include filter. You can use the include edit box in the

toolbar, or theEdit —»Set Filters... command to specify what
files to include. See the following secti®etting filtersfor
more information.

3. Select an operationFrom the operation box, you can select
whether to a) copy or to move b) thewer orthe older files c)
from one folder to the other, or from either folder to the other
folder.

4. Synchronize one or all fileslf you click Synchronize at the

bottom of the screen, or sel&it —=Synchronize , then all the
items with action arrows will have that action carried out.
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You can also synchronize one file at a time. If you move yaeesc
pointer to the action arrow, the arrow will becomeugton. Clickingthe
button will cause that indidualitem to be synchronized. After the file is
synchronized, its status changes to “Equal.”

SETTING FILTERS

You can specify what files to include in the synchronization, in one of two
ways. One is to use thecludeedit box in the toolbar, which sets only a
name filter. A second way is to set name, attribute, and date filters by

selectingedit —»Set Filters... .

To use the Set Filters dialdmpx, fdlow these steps:

5

2.
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Open the Synchronizer Filters dialog.You can do this by
selectingedit =»Set Filters... , or by clicking® on the toolbar.

Set the Files filter. You can use wildcards to specify what files
are considred for synchronization. For instangeu can

include all files by typing.*, or all text files by typing. txt, and

so on. You can use multiple name filters by separating them with
a semicolon. For exampletxt;*.wav would include all text files
and all wave files.

Set Attributes filter. Attributes usually have a gray check mark,
indicating that the attribute is ignored when searching for files.
A black check mark indicates that files must have the attribute to
match. Finally, no check mark indicates that, to match, files must
not have that attribute.

Set Date Filter.Normally thelncludeoption is set tagnore
meaning that files will be included regardless of their date. You
can selecifter to include files that were made after the
indicated date. You can also selBeforeto include files that
were made before the indicatédte. Tochange the&ate, ype

the new date directly into the ethiox.

Select or deselect the Missing files filtef you want files that
are in only one of the folders to be in both folders, théecse
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this option. Files willhen appear ith the propiate acion
arrow. Ifyou want to synchronize only those files that are
common to both folders, then make sure thtoaps
unchecked. Missing files wilhen appear with the filtered icon.

6. Click OK.

The file name filter in step 2 is duplicated on the toolbdnat&veryou

set in either the toolbar or the filter dialog will appear in the other. Unlike
the dialog box, when you type a filter in the edit box, Folder Synchronizer
reads the filter edit box as you type, and resets the contents déthe f
pane.

OPERATING THE FILE PANE

3

In the file pane you can select new folders, display or hide a variety of
files, view file properties, and open or run files.

SELECTING DIFFERENT FOLDERS TO SYNCHRONIZE

There are two ways to change the selected folders. One way is to click the
folder icons in the file pane. Clickingr  will immediatedglectthe

parent folder, while clicking any subfolders in the file list will

immediately make that subfolder the current folder. A second way to
select different folders is to use the folder boxesloMothese steps to
change folders with the folder boxes:

1. Click the list box of the folder that you will change.

2. Navigate your folders.You can click a folder’= symbol to
expand the folder to the next level of folders. Likewise, you can
collapse an expanded folder by clicking the fold=r's symbol.

3. Select afolder by clicking it.
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DISPLAYING AND HIDING FILES IN THE FILE PANE

You can choose which files and folders are displayed in the file pane.
Each of the following items can be displayed by selecting it ivithve

menu.

Equal Display file that are the same. Equal files are identified by=the
icon.

Not Equal Display files that are not the same—that is, files that should be
synchronized. Not Equal files are identified by action arrow icons.

Filtered Displays items that do not meet the Include criteria. Such items
appear in the file pane identified by 1% icon.

Folders Display folders which are normally hidden. Folders are identified

by the icon.

File pane items appear in the following order: items that will be
synchronized, equal items, filtered items, #meh folders.

CHANGING THE FILE PANE FONT

You can change which font is used to display items in theéilee. To do
so, follow these steps:

1. Open the Font dialog box.You can do this bgelecing
g Edit —=Set Font... , or by clickingA on the toolbar.

2. Select a Font.Scroll through the font list, and therial a font.

3. Select a Font StyleScroll through the style list, and then click a
font style.

If you select a different font style, the file pane will lose its ability
Nj?/ to use the bold face to differentiate old aralver files.
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4. Select afont SizeScroll through the size list, and then click a
size.

5. Click OK.

REFRESHING THE FILE PANE

If you are working in File Synchronizer, then switch to a different
program, and then back to File Synchronizer, you should consider
perfornming arefresh A refreshwill scan the open folders and update the
file pane to reflect any changes that thegerwent after you initially
started File Synchronizer. To refresh the file pane, select

View ==Refresh , press the F5 key, or cli@& on the toolbar.

DISPLAYING FILE PROPERTIES

Moving the screen pointer to any of the file's icon will display the
following file properties: modificationlate, #ributes, and size.

STARTING APPLICATIONS AND OPENING FILES

Double-clicking a file will launch the file's associated application, and
open the file. Double-clicking a program file will start the program.
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SI1ZE MANAGER OVERVIEW

Size Manager is a utility with which you can see how and where disk
space is being used on your system.

STARTING SIZE MANAGER

You can start Size Manager in one of two ways:

m  SelectStart =»Programs —»owerDesk Utilities —»ze
Manager.

m  From the PowerDesk, clica on the launchbar.

Si1zE MANAGER WINDOW COMPONENTS

You'll notice that the Size Manager window shares many ofanee

features of the Windows Expler window, such as the menu, the pane,
the toolbar, and the status barysodon’t have to learn an entirely new
interface. The Size Manager window shown in the following figure is
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configured to display all possible components.

6 Sire Managar -= CAEmod-CddbData HEA

Fike Edil Trea wWew Tool Help — Menu bar
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1l F=ck —_— 44 duf
=l My Tufp A
O Claiics = '.;'\-I-'I- ';--J
0 ey | | 4 1BuB |
53 Bl - [ . ,J Tree pane
23 Searchs { LR 1 ET
=] Fak | | i 5Bl 455
il Cousiry - 1E4HE 3 B o
518 | i |
R ol e A [ e I .
o Gt | (] 35t — File pane
willains (T Z31ME Data i 340K  View: | Sarf by Acise: | Status bar

Figure 7 The Size Manager window

THE MENUS

The menus provide access to most of Size Manager’s features. Each of the
menu commands can be found in the melgtvant sections of this or the

next chapter, althougyou can onsult the index to quickly locate the

page on which a command is documented.

THE TOOLBAR

The toolbar, which is displayed wheiew —=Show/Hide —loolbar is
checked, provides quick access to many of the mostgofaatures and
options. The toolbar is easily customizable, and is as easy to use as itis to
press a mouse button.

The toolbar in Size Manager works identically to the toolbar in
PowerDesk, except that you open the Customize Toolbar dialog by

selectingview =—=»Preferences == ustomize Toolbar . With that
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exception, then, sékhe toolbar on page 2-55 for detailed information on
using and customizing the toolbar.

THE TABS BAR

By clicking tabs on the tabs bar, you can make the tree pane display either
the normal view of all your system folders, or you can display the results
of your last folder search. These tabs are shortcuts to commands in the
View menu.

THE TREE PANE

The tree pane displays a tree list, or hierarchy of resourcearéhat
available on your system down to the folder level. The root of the tree list
is the Windows desktop (the large, background area you see when you
first start Windows).

The Size Manager tree pane works the same as the PowerDesk file
manager tree pane. For detailed infoliorabn thetree pane, see
Operating the tree pan®n page 2-42.

THE FILE PANE

The file pane, which is displayed wheigw —=Show/Hide —»-ile

Pane is checked, displays the contents of the drive or folder selected in
the tree pane. The contents of the file pane arecaltexd the fildist. The

file pane typically contains a list of folders and files but may also contain
desktop items (such as the Recycle Bin, My Computer, etc.) and shortcuts
to files, applications, and printers.

From the file pane, you can drag and drop items (files, folders shortcuts,
etc.) for file and arhive managenm, launch applications, rame files
and folders, and much more.

The Size Manager file pane works g@me as the PowerDesk file
manager file pand-or detailedmformation on the file pane, see
Operating the file paneon page 2-44.
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THE STATUS BAR

The status bar, which is displayed whéew —=Show/Hide —»3tatus

Bar is checked, providefgedback about the current selen or

operation. The information displayed in the status bar depends on the
selection or current operati.

CONNECTING TO NETWORK DRIVES

Size Manager is unable to determine thester size of network drives,
which makes it impossible talculate the size of folders on a network.
Consequently, wheyou connect to aetwork drive, Size Manager will
prompt you for its cluster size. You mhgive toconsultyour system
administrator for the cluster size. You can(setreset) anetwork drive’s

cluster size by selectirgjle —»Set Cluster Size .

CHANGING SETTINGS

There are three categories of settings that you can access by selecting
View —=Preferences —3ettings .

SCANNING SETTINGS

There are two scan settings. You can choose what happens when you stop
scanning; you can choose to either stop scanning thentwrive, or to

stop scanning all the drives. You can also select what drives Size Manager
will scan at startup.
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SHOwW DRIVES SETTINGS

Under this tab you can select which drives Sizedggerwill display
while it is running. To display a drive whilézé Manager isunning,
check its selection box.

COLOR SETTINGS

Size Manager can indicateffdirent @nditions by displaying file graphs

and details in different color¥ou canassign a color to gphs that are

wider than the graph column can display. A different color can be
assigned to normal graphs. And a color can be assigned to the details of
folders that are tagged. To change any of these graph colorsthdick
button to the right of the color, thefick acolor in the color table, then

click OK.

SAVING PREFERENCES

You can save all the Size Manager preferences in two ways. First you can

save them immediately by selectivigw —»Preferences —=»3ave
Preferences Now . The other way is to have Size Manager see
preferences every timgu exit by selecting

View —==Preferences —=s3ave Preferences on Exit

GETTING HELP

You can display online Help by selectinglp —»Size Manager . You

can also display About information by selectifgp —=About Size
Manager.
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QUITTING SIZE MANAGER

You can close or exit Size Manager, as with mamgrams, by alecting
File —==Close .
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SCANNING DRIVES

To display each folder’s size graph, Size Manager mustysnan

drive(s). This is usually done at startup, but if you stopped the startup
scan, or if your folders changed since the startup scan, you can begin
another scan by selectimjje —=Scan . When you select this comma,

a dialog will prompt you to choose whether to scan the current drive or
the current folder. If you choose to scan the folder, you can also choose
whether to include its subfolders in the scan. Choose onéhandtlick
Scan.

OPERATING THE TREE PANE

There are many differentays to display folder information in theee
pane.

REPORTING SIZES

The byte is the basic unit of storage size. Files have a certain size in bytes,
and the operating system reports that size in Explorer with the unit that is
easiest to undersid—in bytes, kibbytes, megabytes, or gigabgt This

is also the size that Size Manager displays file sizes as when

View —»Sizes —=Reported Size is checked. However, because of the

way data is stred on a hard dre, files actally take up a different

amount of disk space, usually more. You can see how much disk sp

files are taking up by checkingew —=Sizes —Actual Size on Disk .
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You can also constrain the tree pane to display all sizes in bytes by
checkingview —»Sizes —=»3izes in Bytes .

DISPLAYING FOLDER DETAILS

The tree pane can be customized to display different comtisadif
details. To do so, follow these steps:

2. Select details to display, and the order in which they’'ll
appear. Under theDrganize Details tab, check every detail that
you want to include in the details view of the tpeme.Then
drag and drop each ebked dtail into the ordewou like. Their
order from top to bottom in the list will be their order from left
to right in the tree pane.

3. Modify each column’s individual settings. The tabs at the top
of theFolder Details window correspond to the active columns.
To change the settings, click the taktted @lumn you wish to
change. Each detail has one or more of the following settings:
Display Here you can choose whether show sizes in bytes, whether to
Properties hide sizes of zero, and whether to show sizes as a percentage
of the parent.

g 1. Selectview —=sPreferences —=-older Details

Graph Options You can choose whether or not to display graphs of the sizes.

Column Width This edit box sets the width of the column.
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Graph Scale  The Auto Scale option scales the graphs logarithmically, with
respect to the capacity of the drive. The benefit of auto scaled
graphs is that they are usually large enough to see, and small
enough to fit within the space provided. The drawback,
however, is that relative sizes are indicated only roughly. The
auto scale option, therefore, is most useful when highly
visible graphs are more important than accurate, relative
folder sizes.

The Fixed Scale option scales the graph linearly with respect
to the capacity of the drive. That means the width of the graph
column represents the capacity of the drive, and the width of
a folder’s graph directly reflects the percentage of hard drive
space that the folder occupies. For example, a graph spanning
half the column signifies that the folder occupies 50% of the
storage drive’s capacity.

The size of the graphs can be multiplied by the number in the
edit box. If, for example, the number was set to 3, then a
folder that occupies 5% of the storage drive’s capacity would
have a graph that spans 15% (3 x 5%=15%) of the column,
which makes it much easier to see. The benefit of fixed scale
graphs is that they represent relative sizes in a clear,
straightforward manner—a graph twice as long means the
folder is twice as large. The drawback of fixed scale graphs,
however, is that graphs are often too small to compare with
other folders. Fixed scale graphsetéfae, are most useful
when relative folder sizes are more important than visible
graphs, and when the folders being compared have similar
sizes.

4. Click OK.

EXPANDING AND COLLAPSING FOLDERS

The following commands, located under thee menu, will expand or
collapse branches:

Expand One  Expands the drive or folder to display the next level of subfolders.
Level
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Expand All

Levels

Expands the drive or folder to display all of the subsequent levels
of subfolders.

Collapse One Collapses the current folder or drive, hiding alitsfaubsequent

Level subfolders. If the branch is expanded again, all subsequent levels
will be displayed.

Collapse All Collapses the current folder or drive, hiding alitefsubsequent

Levels subfolders. If the branch is expanded again, only the next level of

subfolders will be displayed.

REFRESH THE TREE PANE

If the files on your system undergo change while Size Manager is

running, then it’s best to refresh Size Manager to reflect those changes. To

do so, selectiew —=Refresh .

FOLDER TAGS

Tagging folders is an easy way to highlight the folders thestroriteria
of your choice. Size Manager displays tagged folders by displaying their
details in a differentaor. (You can set the color, as describe@ator
settings on page 2-121.)

TAGGING FOLDERS

To tag folders, follow these steps:

3
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2.

SelectTools =—=»Tag Folders or press Ctrl-T

Select a Folder Sizelf you choose to tag folders based on size,
then click theFolder Size tab and seledtolders which match the
following sizes Then select theetail which specifies whether to
look at the whole folder, or at just its files, or at just its
subfolders. Then make the appropriakestions from the
remaining edit boxes. You can select whether to tag filesatkeat
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larger than, smaller than, or equal to a specific size, or you can
choose to tag files that are between two sizes of your choice. If
you don’t want to tag on this basis, chetdmbre folder size.”

3. Select a Folder Name.If you choose to tag folders based on
name, then click thEolder Name tab, and click-olders whose
names matchThen in the edit box, enter one or more names,
separating each with a semicolon. For instance, you could tag all
folders that contain the strirmig andluke by typing
*big*;*luke* . Size Manager also stores previous search strings,
which you cardisplayandselect from by clicking the down
arrow in this box.

4. SelectaFolder Date/Time.If you choose to tag folders based
on their date and time stamp, then clfgkder Date/Time . you
can tag folders that were or were not created, accessed, or
modified within the last number of minutes, hours, days,
months, or years. Make thppopriateselectons using the
selection buttons and edit boxes.

5. Click Tag.

Size Manager will then tag the matching folders by displaying their
details in an alternate color.

CLEARING TAGS

SelectingTools ===Clear All Tags Wwill clear all the tags, awill exiting
Size Manager.

FINDING FOLDERS

Finding folders is the same process as tagging files, except instead of
tagging matching files in the tree pane, Size Manager displays the
matching folders (and onlypatching folars) in the tree pane.

To find folders, follow these steps:
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1. Select Tool—= Find Folderr press F3

g 2. Select a Folder SizeSee step 2 in the previous sectiBalder
tags

3. Select a Folder NameSee step 3 in the previous section,
Folder tags

4. Selecta Folder Date/TimeSee step 4 in the previous section,
Folder tags

5. Select appropriate Advanced options. (Optional)here are
three categories of advanced options. The firstdation where
you can choose whether to search all the drives, thierdu
drive, or the current folder, each of which is named. Irstizech
Optionssection you can choose whether tharcle reglts will be
displayed by themselves, or along with the previous search
results. In thd®isplay Optionssection you cashoose whether to
display the results in a tree form, or in a list form.

6. Click Find Now.

Size Manager will then display tmeatching folders in the tree pane
under the Find Results tab.

USING THE FIND RESULTS TAB

Find Folders displays matching folders in fied Results tab of the tree
pane. TheFind Results tab appearsuaomatically, after whictyou can
freely switch between thigormalview and the=ind Resultview by
clicking their respective tab in the tabs bar.

You can stop any scan in progress by sele@ilec—=»Stop Scanning .

PRINTING OR EXPORTING THE TREE LIST

The contents of the tree pane can be selectively printed or savisd.to d
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PRINTING THE TREE LIST

To print the tree list, seleEtle ==»Print Tree . ThePrint Tree dialog box

will appear. All the dialog sections are part of the standard prirdglial
except theerint section. There you can choose whether to prinEtiies

tree, or theSelected branch only , and then select whether to print all the
subfolders, or just to the level of the subfolders displayed in the tree pane.

EXPORTING (SAVING TO DISK) THE TREE LIST

The tredist can be exported to other applications by first saving it to disk.

To do so, seledtile ==Export to file . TheExport to File dialog will

appear. The dialog box is a standaaesbox except thexport section.
There you can choose whether to printEnére tree , or theSelected

branch only , and then select whether to print all the subfolders, or just to
the level of the subfolders displayed in the tree pane.

DISPLAYING DRIVE INFORMATION

Drive information can be displayed by selectifiig —=Drive Info . The

Drive Info message box will display the drive’s type, bytes per sector,
sectors per cluster, cluster size, number of clusters, capacity, free space,
and used space.

ADDING AND REMOVING PROGRAMS

The Add/Remove Programs dialog box can be displayed by selecting

Tools ==Add/Remove Programs . This dialog can be used to install and
uninstall applications.
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FILE OPERATIONS AND DISK OPERATIONS

Selecting th&ile or Disk submenu from the Size Managdie menu will
display a number of file or disk commands, respectively. #dse
commands are identical to the comrmds of thesame name in
PowerDesk. As such you can read about theReifiorming File
Operations on page 2-25.

MANAGING YOUR RECYCLE BIN

Your Recycle Bin can be cogiired and emptied through Size
Manager.The following commands appear under imtloés menu:

Configure This command will display the Recycle Bin properties. From the

Recycle Bin properties dialog box you can choose whether to delete files
permanently or to the Recycle Bin, and you can also choose what
percentage of your hard drive to consume with theyBledin.

Empty This command will empty your Recycle Bin, permanently
Recycle Bin deleting your files.
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FILE FINDER OVERVIEW

File Finder can find files based on any combination of the following
criteria: path; attributes; creation, modification and access dates; size; and
contents. You can then iferm any of a number of file opations on the
search results. Searchudéis can be listed in ddéirent ways, they can also

be printed, and they can also be viewed with File Finder's built-in viewer
pane.

STARTING FILE FINDER

You can start File Finder in one of three ways:

m  SelectStart =»Programs —sowerDesk Utilities —»e
Finder.
m  From PowerDesk, clici on the launchbar.

m  From PowerDesk, press F3.
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Figure 8 File Finder
FILE FINDER WINDOW COMPONENTS

The following components, labeled in the preceding figure, make up the
File Finder window.

MENUS

The menus have all of the File Finder commands. Many of the more
popular commands can be found on the toolbar.

TOOLBAR

The toolbar, which is displayed by selectibgtions —=loolbar ,
contains shortcuts to many menu commands. You can add tools to or
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remove tools from the toolbar, as well as arrange their order, just as in
PowerDesk. To do so, follow all the direction€imstomizing the toolbar
on page 2-56.

TABS BAR

You can use the tabs bar t@wefrom one category of search criteria to
the next while you are setting the search criteria.

SEARCH BUTTONS

The activate buttons carry out and display the searches in different ways.
For more information on these buttons, Search buttonson page 2-
138.

SEARCH RESULTS

The search mallts list has all the files and folders that match the criteria
that File Finder used to carry out the search. You cdioqmeany

operation (Copy, Move, Open, Zip, etc.) on any file or group of files using
either the File Finder menus or the right-click context menu.

VIEWER PANE

The viewer pane, which is displayed by selecmpgons —s/iewer

Pane, displays the contents of the item selected in search results. For
detailed information on the viewer pane, €ggerating the Viewer Pane
on page 2-49 here itdescribes the Powed3k viewer pane which is
identical.
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STATUS BAR

The status bar, which is displayed by selec@pgons —s3tatus Bar ,

has two informatiompanes. The left pane refwthe number of items in

the search results and their combined size in bytes. The right pane reports
the number of items selected from the searshltg, and their combined

size in bytes.

GETTING HELP
Help is available for File Finder by selectiRglp —==Help Topics .
QUITTING FILE FINDER

You can quit File Finder by seliég File —=Close .
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SEARCHING FOR FILES

The basic process for searching for files is very simple:

1. Set search criteria.You can do this either by setting the criteria
g manually, or by loading previously saved criteria.
To load saved criteria, s&aving search criterison page 2-137

To set the criteria manuallylick the tab of theriterion by whichyou'll
search for files, and then select specifidam as described in the
following section Search criteria

2. Activate the search using the appropriate search buttorthe
search buttonare desgbed inSearch buttonson page 2:38.

SEARCH CRITERIA

There are four categories of criteria by which to search for files wéh F
Finder: General, Attributes, Details, and Contents.

GENERAL
With theGeneral options you can select what file names to look for, and
where to look for them.

To look for files of a particular name or file naeensiontype the
name in theNamedtext field. For example, to find files that have
“chicken” in the name, typehicken Or to find bitmap files,yipe .bmp
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3

File Finder also stores previous search names, which you can display and
select from by clicking the dowarrow on theNamedbox.

To find files that are on a dain drive, dick the Drive(s) button, and then
select all the drives in which you wishgearch.

To find files that are in a certain folder, click thathbutton, and then type
the path of the folder in which you wish to searclyolfidon’t knowthe
exact path, you can select the path with the Browse dialog by clicking
Browse To search in the subfolders of the specified path, selgatie
subfolders before beginning the aech. File fnder also stores previous
search pathsyhich you can display and select from by clicking the down
arrow on thePathbox.

ATTRIBUTES

TheAttributes tab define file types and typical file attributes.

To find files of a particular file type, select the type frtira Of type list
box.

To specify file attributes for which to search, make thgrapriate
selections in thaéttributes section. Attributes usually have a gray check
mark, indicating that the attribute is ignored when searching for files. A
black check mark indicates that files must have the attribute to match.
Finally, no check mark indicates that, to match, files must not have that
attribute.

DETAILS

TheDetails options concerdates, times, and file sizes.

You can find files that were created, accessed, or modifiededore) or
after a specific date, or between, or not between two specific dates. To do
so, follow these steps:

1. Click Date, Time, or Size box to find files based on that
criterion.

Page 2-136



Chapter 19: Operating File Finder

2. Select the relationship from the list boxIn the Date and Time
list, you could sele@®eforeor After a certain date or time. the
Size list, you could seletarger Thana certain size in bytes, or
+/- 25% of,which means “within 25% of the byte size that you
specify”.

3. Type the appropriate detail in the edit box.In the Date edit
box, you could specif$/13/98 In the Time edit box you could
specify13:05. In the Size edit box you could sped&fp0bytes.

4. Select whether you want to search for files that were
Created, Modified, or Accessed at this time, and at this size.

You can find files that are equal to, smaller than, larger than, within 25%,
or within 50% of a specifibytesize, or between two specifiytesizes.

To do so, select the approgie relation from thést box, then in the edit
box type the size in bytes.

CONTENTS

You can search for text files thadrdain a specified line or “string” of
text. To do so, type the string in the edit box. To ignoreése of the
letters check the optioignore case duringesirch

SAVING SEARCH CRITERIA

It is possible to savany set of search #imgs, and todad them again in
future sessions.

To savethe current search settings, selgilet —=s»Save Search . A Save
Search Settings dialog will appear in whiclyou can name the settings.

To openpreviously savedesrch settigs, selecFile =»Open . An Open
dialog will then appear in whicjou canselect stings files.
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SEARCH BUTTONS

After selecting the sach criteriayou can click one of the following
buttons, each of which applies theseh criteria, andisplays the sarch
results in a unique way:

Find Now

Refine

Append

Clicking this button applies the search criteria to the files on your
system, and then displays only the results of that search.

This button will apply the search criteria to ttesultsof the
previous search results, and then digplonly the results of that
search.

This button will apply the search criteria to the files on your
system, and then display the results along with the results of the
previous search.

New Search Clicking this button will clear all the search criteria and clear the

list of search results if any are being displayed.

You can abort a search in progress bgkitig Stop .

FILE OPERATIONS

You can perform basic file opeians (move, copy,acycle,delete, view,
and print) on the search results. To do so, follow these steps:

3
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2.

Generate a list of files by performing a searchThis process is
described irSearching for fileson page 2t35.

Select one or more files on which you will perform one or
more file operations.For detailed information on selecting
files, seeSelecting Files And Foldersn page 2-25.

Perform the file operation. You can do this either with tdwhr
tools or by context menu commands. For detailed information
on file operations, sdeerforming File Operationson page 2-
25.
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To use a toolbar tool, simply click the appropriate iconddt@rmine

what command each icon represents, move the pointer to the icon and
wait for approximately one second. A tool tip will then display tbe’'s
command.

You can also use file context menu conmais exactly as you would in
Windows Explorer.

The followingfile commands are available from the toolbaove to,
Copy to, Recycle, Delete . The first three comands aretandard
Windows commands while thgelete permanentlyremoves files from
your system.

The followingprinting commands are available from the toolbar: print
file, and print list. These commds are described in the next section,
Printing from File Findeyon page 2£39.

The following selection commands are available from the tooSelect
All selects all the listed fileBeselect Alldeselects all the listed files.
Invert Selection selects all the unselected files, andelectsall the
selected files. Th8elect Filescommand brings up a dialog box in which
you can select or deselect files based on certain critétidtes, fle
name, etc.)

PRINTING FROM FILE FINDER

You can print the contents of files, or the list of search results.

To print the contents of fileselectone or nore files,and then click the
Print Files icon. A dialog box will @pear to confirm youredection of
files to print. If the list is correct, then cli€kint . A program such as
Notepad will appear only momentarily and then the file will be printed.

To print the list of search results, click thent List icon. A standard

print dialog will appear. Select any omtis thatyou need to, and then
click OK. The list will then be printed from the printer specifiedhia

print dialog.
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To print the contents of the viewer pane, segait... from the viewer
menu (right-click the contents of the viewgane tadisplay the menu).

This opens the standard print dialog from which you can select a printer,
and its settings.
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DIALOG HELPER OVERVIEW

The simplest utility of PowerDesk Utilities, Dialog Helper enhances most
of your standargrour Open andsavedialogboxes by adding

m A history of previously ecessed folders
m A history of previously ecessed documents
m  The ability to resize the dialog box

STARTING DIALOG HELPER

You can start Dialog Helper by doing the following:

1. Select Start—= Programs—= PowerDesk Utilitie—= Dialog
Helper. The following dialog box will appear.

Dialog Helper Properties x|

¥ Show Faolder Hiztary

—

¥ Show Document History

¥ Load Dialog Helper at Startup

Figure 9 Dialog Helper
dialog box

Page 2-141



Volume 2: PowerDesk® Utilities User’s Guide

2. Click OK.

When Dialog Helper is running, you can also access Dialog Helper
properties by selectingialog Helper Properties from either the File
Tracker menu or the Folder Tracker menu Baaeor Opendialog box.

USING THE FOLDER TRACKER

You can add a folder history unique to each of your applicatiorsjghr
which you camuickly display and select a folder to access. Thaef
history will work in thestandarddialog boxes of most 16-bit and 32-bit
applications.

SHOWING THE FOLDER TRACKER

Follow these steps to activate the Folder Tracker feature in your Open and
Save dialogoxes:

1. Select Start—== Programs—s PowerDesk Utilitie—= Dialog
g Helper.
2. Select Folder Tracker.A check mark indicates that the feature
is active.
3. Click OK.

USING THE FOLDER TRACKER

To take advatage of the Blder Tracker, do the following:

2. Click al(the Folder Tracker icon). A list of previously

% F 1. Invoke the Open or Save dialog in an application.
accessed folders will appear.

3. Click a folder in the list to make it thecurrent folder in the
dialog box.
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CLEARING THE FOLDER TRACKER

The Folder Tracker can be cleared from an application by sel&itiaug
Folder List from the Folder Tracker menu in a dialogx.

USING THE FILE TRACKER

File Tracker creates a document history unique to each of your
applications, through whicyou canquickly display and select a file
which you can open or save. File Tracker will work ingtendarddialog
boxes of most 32-bit applications.

SHOWING THE FILE TRACKER

Follow these steps to activate the File Tracker featuyeumopen and
save dialog boxes:

1. Select Start—» Programs—» PowerDesk Utilitie—= Dialog
g Helper.
2. Select File Tracker.A check mark indicates that the feature is
active.
3. Click OK.

USING THE FILE TRACKER

To take advatage of the File Tracker, do thelfmving:

2. Click O](the File Tracker icon). A list of previously accessed
files will appear.

3. Click a document in the list toimmediatelysave to or bad
that file.

% E 1. Invoke the Open or Save dialog in an application.
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CLEARING THE FILE TRACKER

The File Tracker can be cleared from an application by seleCtézgy
Document List from the File Tracker menu in a dialbgx.

ADDING AN EXCLUDED APPLICATION

On rare occasions, some applications’ OpenSenckedialogs will
misbehave when Dialog Helper is installed. This button allows you to
prevent Dialog Helper from seeinigatt applicéion. To do this:

1. Select Start—» Programs—» PowerDesk Utilitie—= Dialog
g Helper.
2. Click Add an Excluded Application

3. From the dialog box, click oAadd.

4. Find the application that is causing tréeyeither from the Start
Menu tree or by using the Browse button to search for the
program’s main executable file.

5. Highlight the application so thatappears in thapplication to
Add box.

6. Click Add, then clickDone
7. The application should noappear on thést. Click Done

LOADING DIALOG HELPER AT STARTUP AUTOMATICALLY
You can set Dialog Helper to automatically load at startup by following

these steps:
g 1. Select Start—= Programs—s PowerDesk Utilitie—= Dialog
Helper.
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2. Select Load Dialog Helper at Startup A check mark indicates
that Dialog Helper will load at startup.

3. Click OK.

UNLOADING DIALOG HELPER

You can remove Dialog Helper by doing the following:

1. Select Start—== Programs—s PowerDesk Utilitie—= Dialog
g Helper.
2. Click Unload.
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the viewer pane in File FindéB5
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clearing146
showing145
using 145

drag and drop, how 80

drive info 131
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E
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e-mailing a file from PowerDesk4
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F
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selecting from49
File attachments, decodir®p
file compressior65
File Finder10, 133
help 136
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toolbar134
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<ltal>See also file pane
printing, in PowerDesig84
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in File Finder140
in PowerDesk7—41
in Size Managei 32
file or folder properties
in Folder Synchronizet17
in PowerDesk32
file pane
displaying, in Size Managdr21
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PowerDeskl8, 46—48
Size Managef21
file security 36—38
File Tracker
defined145
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Find Folders129-130
Find Results viewl 30
Normal view130
Find Results view, Size Managé80
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fonts
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changing, in PowerDesk3
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include filter 107
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Quick View51
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Keyboard preference®3
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loading at startup
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help 24
File Finder136
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Size Managef23
Toolbar78, 88
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M

manuald
mapping network drive63
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File Finder134
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Size Managef20
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O
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PowerDesk window20
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preference21—23
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window componentd6—20
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preferences
archive72
Cmd Linel9
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Drives 17

General Setting21
Keyboard23

Lists 45, 46, 48
PowerDesk21—23
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Viewer Panes1

Print Manager too89

properties99—100

Print Screen tool00
printing

File Finder search resuligi1
files from File Finderl41

files from PowerDesi83

the file list in PowerDesB4, 48
the tree list in PowerDes#d, 45
the tree list in Size Manads1
viewer pane contents3, 142

properties

Clock tool101—102
Command Line tool03

file or folder, in Folder $nchronizer117

file or folder, in PowerDesl82
MultiView tool 97—99

Print Manager to099—100
QuickLaunch tooB3—94
Recycle Bin62

Start Menus to095—97
System Access todl00
System Monitor tooll02—103
taskbar toolbar91

tool groups92

toolbars89

Properties butto?7

Properties dialog box window compone8ts—

83

Q

Quick View 51
installing51

Quick View Plus56
QuickLaunch tooB3

properties93—94
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saving
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Size Manager preferencég3
Size Manager tree lisit31
scanning drived 25
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search
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results135
searching
for files 137
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File Finder133
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technical supporb
telephone suppo#
testing Zip archive integrity 1
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tool groups
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Tool Properties are@3
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help 88
loading at startui@7
starting73
window component36—77
toolbar 5758
customizing the, in PowerDe 48

customizing the, in Size Manag&20

displaying, in File Finded.34
displaying, in Size Managé€r20
File Finder134
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PowerDeskL7

Size Managef20
Toolbar icon, showing in taskb&8B
toolbar ID 76
toolbar selectioi76
toolbar title bar button37
Toolbar Wizard79

making a toolbar9
toolbars

adding84

deleting85

properties39

renaming86

the definition of74
tools

adding84

customizing87

deleting85

moving 86

renaming86

the definition of74
tree list18, 121

<ltal>See also tree pane

printing in PowerDesld4
tree pane

displaying, in PowerDesk8

PowerDeskl8, 44—46

Size Managef21, 125128

U

uninstalling PowerDesk Utilities 981
unloading Dialog Helpet47
unmapping network drive83
upgrading file viewer24

URL, Mijenix 5

UUdecoding files36

UUencoding files35

\Y

view as55

viewer pane51—56
aligning the55
closing the56



Index

displaying the, in File Findet35
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menu52-56
PowerDesklL9
preference$1
using Quick View Plu$6
viewing archives65
virus protection program$2

W

Web pageb

window components
File Finder134
Folder Synchronizet06
PowerDeski6—20
Properties dialog bo1—83
Size Managef19
taskbar toolbai8
Toolbar76—77

windows
arranging20
closing, in PowerDesR1
opening, in PowerDesR0
using multiple, in PowerDesR0, 21

Windows 9511

Windows NT 4.011

World Wide Web sité

X

XTree Gold keyboar®3

4

Z archivesl5

Zip archive
adding files to 869
creating a66—68
editing, comment§'1
testing, integrity71
<$ltalarchive
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zooming images in viewer panéd
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