Windows Tips 

Year 2, Volume 4 (July 2006)
Important Notices

Please read the Notices at the end of this document for information about the Windows Tips Club. I am trying to get members.

Microsoft Word

Save time with a nearly undocumented toolbar

If you spend any time at all making tables in Word, you will love the Tables toolbar. This toolbar can go anywhere and makes creating tables and borders easy. To get started, right-click on the File menu, then check Tables and Borders. A new toolbar will appear. Move it to wherever you want.
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The Tables toolbar makes no provision for a normal table, but it provides lots of ways to manipulate one that already exists. All the buttons towards the right of the toolbar (which are grayed out unless you’ve selected a table) are handy buttons that perform tasks that would normally necessitate going to the Table menu. 

Button
What it does

Pencil
Draws a table.

Eraser
Erases a line in any table.

Drop-down menus and pencil with thick black line
Let you choose a border style.

Square button
Applies the border. Note that you can click the arrow next to it to select edges.

Paint color button
Lets you shade a cell or group of cells.

Funny-looking table pictures
Merge Cells and Split Cells.

Boxes with lines in them
Align text within cells.

Boxes with crosses above and to the side of them
Distribute Rows and Columns Evenly

Table with lightning
Table AutoFormat. I haven’t had much luck with any of Word’s Auto features.

‘A’ with lines pointing down
Makes the text go like this.
Or like this.

AZ        and ZA 
Alphabetizes entries in your table.

If you haven’t used these features before, you may want to open a Word document and try them out. Some are extremely handy.

IE/Firefox

The Google Toolbar is a handy add-on to both IE and Firefox. A fancy feature about downloading it: the page autodetects whether you have IE or Firefox and gives you the appropriate version.

Download at:

http://toolbar.google.com
Web Development: Notepad or Word?

That’s a simple question and answer: neither. WordPad, a word processor that comes with Windows, is great for HTML editing. If you’re curious, ask Soren.

Windows Explorer

Views are important

Okay, some people might say this isn’t a tip, but the Details view is often the best view to use in Windows Explorer.

Bonus Tip: If you switch to Details View, you can add more details. Right-click the little bar at the top that shows the categories, and choose More. Check or uncheck the boxes to choose what you want on your details bar (you have to set the current folder’s view as the default for this to show in all folders).

General Windows

Function keys can come in handy. They are at the top of your keyboard and are labeled Fx, where the X stands for a number from 1 to 12. Windows Tips will review function keys and their uses.

Function Key Reference

These keys often go unused but are handy shortcuts

F1 – Don’t you know? 99% of the time you can get help by pressing F1.

F5 – This keystroke usually tells a program to go out to your hard drive, the Web, etc. to get a new version. In Word, F5 brings up Find/Replace/Go To. 

The Escape Key- One Million Uses

The Escape key is often forgotten but often comes in handy

I think the Escape key is one of the neatest keys on the keyboard. Nobody uses it because

a) it is on the keyboard and

b) nobody knows about its uses

Therefore, I will tell you some uses, one a month. I don’t know nearly all of them, so look on!

Each month’s current tip will be labeled in bold.


The Escape key is often labeled Esc, and is ALWAYS in the upper-left corner of the keyboard. If your keyboard has shortcut buttons, the Escape key will be below them.

To escape from Menuland: If your keyboard doesn’t seem to work, you may be caught in Menuland. Press Esc twice to leave.

Close unwanted dialog boxes: If you accidentally open a box such as Open, just press Esc to leave.

Stop loading a page in IE, Firefox, Mozilla, Netscape, or just about any other browser you can think of: If you accidentally click a link, just press Esc to stop it loading.

If you can’t get to your taskbar and you can’t find your Windows key: Press Ctrl-Esc to show your taskbar and open your Start menu.

You probably know about Ctrl-Alt-Delete. Introducing Ctrl-Shift-Esc! Ctrl-Shift-Esc also brings up the Windows Task Manager, but if you are on a large network (domain), then you probably know that you normally have to click Task Manager after pressing Ctrl-Alt-Delete. Ctrl-Shift-Esc eliminates this step.

Programs to Get:

These programs will have a tip column in the future.

Desktop Sidebar – The best add-on to the taskbar and desktop ever!

It has a performance space that can be added. Prepare, though, to spend a few minutes customizing it. If you are really crazy about what is on it, you may spend several hours. (I did.)

If you are low on screen space, you can set it to auto-hide, even telling it a delay time between moving your mouse to the side and it popping out.

Crazy Computers

Computers think they’re smarter than we are

So sorry, Norton AntiVirus, but I don’t want you to start scanning all five gazillion bytes of my hard drive while I’m playing memory-intensive games. I don’t want Office adding bullet points to my documents when I’m trying to type three asterisks. Nor do I want Windows Explorer trying to use its feeble “system file protection” that prevents you from seeing folders and files that you occasionally need to mess with.

I wish that Norton would be smart enough not to scan your drive when it’s clear that you’re busy (or not try at all), that Office would not try to convert my typing to fancy-looking characters, and that Windows Explorer would turn that silly file protection off. I figure the message “These Files Are Hidden. This Folder Contains Files that Keep Your System Working Properly” has stopped about 5 people from looking at their system folders. Who exactly does Microsoft think they’re going to “protect”?

Sure, fixing Norton perfectly would be hard, but it would be easy to not make it schedule an automatic scan and instead notify you when it was time to scan. Fixing Word would be easy: just stop fancy conversions. Maybe provide a way to turn them back on, too. As for “system file protection”, it should be banished from the face of the earth. How about letting us see file extensions and hidden files while they’re at it too, huh? Microsoft is just too stubborn. It has been proven in real-life tests that having file extensions showing helps prevent viruses. And having them hidden can be confusing because Windows only hides registered filename extensions.

The Clippit Column

Stop Clippit from talking to you automatically

Clippit may be annoying, but he can occasionally find topics that normal Help just won’t find. But what about annoying “Do you want help with this feature?” messages? And what about the infamous “It looks like you’re writing a letter” message? In many cases, the best thing to do is prevent Clippit from coming up until you tell him to.

To do this, bring up Clippit by pressing F1 in Word, right-click on him, choose Options, and uncheck all the boxes. Close Clippit (right-click him and choose Hide Assistant), then restart Word. Clippit won’t come to see you until you ask him to.

For more details on disabling Clippit, see Computer Central News.

NOTICES

Windows Tips is NOT just for Windows XP! For the purposes of Windows Tips, I assume that you are running at least Word 97, Firefox 1.5, IE 6.0, and Windows ME, but many of the tips given here will work on earlier versions of Windows.
If anyone has a tip that they would like published, please let me know! I welcome these, and they will help the Windows Tips Club grow. Please email me at sobjornstad@hotmail.com. Feel free to email me about the newsletter and/or your tips. Your tip will be published on the Windows Tips Club website.

Windows Tips Club is up and running. With only two members so far, there isn’t all that much there! Members receive the password to Windows Tips Club website and are able to have their tips and email addresses posted there. They also have access to the Best Tips In The Universe area. Members also will have access to any previous Windows Tips newsletter, whether in the archive center or not, in full .doc format (or .rtf, if you prefer), directly emailed from Soren. Please do not email me at any of my “normal” addresses. Instead, please send all mail related to Windows Tips to sobjornstad@hotmail.com, my new address for Windows Tips. I will check it as soon as I can.

To get into the Windows Tips Club, one of Soren’s tips must have revolutionized your work. Send a screenshot of your workspace with the tip you are using for entrance. To take a screenshot, press the Print Screen key. To get the picture saved, open Windows Paint (Start > [All] Programs > Accessories > Paint), then press Ctrl-V and save the picture.
For more programs, advice, work aids, and the latest news in computers, visit Computer Central at http://home.comcast.net/~sobjornstad/computercentral.

Thanks to all for their support of Windows Tips.

Tip: When it’s cold, wear a coat.







