File Manager Jr. 2000

For Microsoft® Word 2000, Version 9.0

Installation

1. Copy all files in the File Manager Jr. package to a 3.5-inch floppy disk.  The floppy will be your installation disk.  Keep it as a backup.

2. Copy the template file Fmj.dot from the installation disk to the folder where Word 2000 templates are stored.  If your operating system is Windows 95 or Windows 98, the default folder is C:\Windows\Application Data\Microsoft\ Templates.  If your operating system is Windows 2000, your user name is part of the path to the default folder.  Example: If your user name is Janice, the folder is C:\Documents and Settings\Janice\Application Data\Microsoft\ Templates.  If you’re on a network, consult the network administrator.  
3. With the installation disk in drive A, start Word.

4. On the File menu, click New.  In the New box, click the General tab.  Click the template name Fmj.dot.  Click OK.  Word opens a new window.

5. On the Tools menu, point to Macro and then click Macros.  The Macros box appears.  Below the list of macros, click the shallow box labeled Macros in.  A drop-down list appears.  Click Fmj.dot (template).  In the list of macros above the Macros in box, click FileMgrJrInstall.main.  Click Run.   Follow the onscreen directions.

Note    After installing File Manager Jr., do not attempt to repeat the installation process without first quitting and then restarting Word. 

Assigning File Manager Jr. to a shortcut key

1. On the Tools menu, click Customize.

2. In the lower part of the Customize box, click the Keyboard button.

3. In the Categories list, click Macros. 

4. In the Macros list (to the right of the Categories list), click FmjShortcut.

5. Click the box labeled Press new shortcut key.  Press a key or a combination of keys.  Example: If you want File Manager Jr. to start when you press ALT+J, hold down ALT and type J.  

6. In the box labeled Save Changes in, click Normal.dot.

7. Click Assign.

8. Click Close in the Customize Keyboard box and again in the next box.

Note   During installation, the main program module (FileMgrJr.main) is assigned to the shortcut key ALT+CTRL+SHIFT+BACKSPACE.  That shortcut must not be removed.  It won’t interfere with your own File Manager Jr. shortcut key.

Assigning File Manager Jr. to a toolbar button

1. On the Tools menu, click Customize.

2. In the upper part of the Customize box, click the Commands tab.

3. In the Categories list, click Macros.

4. In the Commands list (to the right of the Categories list), click Normal.FileMgrJr.FmjShortcut and keep the mouse button depressed.  A small rectangular box appears at the tip of the mouse pointer.  Drag the box to the toolbar.  Release the mouse button.

5. Below the Commands list, click the Modify Selection button.  A drop-down list appears.  Near the top of the list, double-click the box labeled Name.  The name Normal.FileMgrJr.FmjShortcut is highlighted.  Type a shorter name for the toolbar button.  Press ENTER.  

6. Click Close in the Customize Keyboard box and again in the next box.
Program guide

Before using File Manager Jr. 2000, please glance through the program guide (Readme.doc).  The file is placed in the Program Folder during installation. 

The program guide uses the following typographic conventions: Names of commands, command buttons, Menu-bar headings and boxes appear in Times New Roman  bold.  Examples: Open.  Address Book.  (Command buttons are sometimes referred to simply as “commands.”)  Examples of words to be typed by the user appear in Courier New bold.  Example: memos biz.  Paths,  filenames, template names and descriptive names for folders appear in Arial.  Examples:  C:\Misc\Wombat.doc.  Fmj.dot.  Names of keys appear in small capitals.  Examples: ENTER.  ALT.

Terms of use 

You may use the program without charge.  You may also make and distribute copies of the program, provided that the copies are distributed without charge.  You may not sell copies of the program or use the program for any other commercial purpose without the author’s express consent. (See the file License.fmj.)
Caution

You’re welcome to examine the program code, but take care not to make any changes.  File Manager Jr. expects to find each line of code at its original position.  If you inadvertently add, remove or reposition a line in the code window, the program may behave unpredictably, and you may have to reinstall it.

Uninstalling File Manager Jr.

1. In the folder where Word templates are stored, delete Fmj.dot and any backup copies of Fmj.dot.

2. On the Tools menu in Word, point to Macro and then click Macros.  In the Macros box, click Organizer.  In the list of Normal.dot macros, delete FileMgrJr.main and FileMgrJrAux.  If there are any macros whose names start with “Fmj,” delete those also.

3. Delete the folders C:\Fmj2000v9 and C:\Trash4fmj2000.  But first check to see whether they contain any files you want to keep.

Problems?

Send an e-mail message to cmaher@dmi.net.
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