Soren Bjornstad ( Windows Tips


Windows Tips December 2005 (Last Issue of Year)

This Windows Tips version is early. The next issue will be mid-to-late-January. 

Five Ways To Delete A File (Ending this issue)

Drag the file to the Recycle Bin.

If you have missed any earlier ones or forgot some, the complete list will be posted at Windows Tips Club. To get in to this club, you have to use one or several of my tips. If one of these has really helped you, send details, the issue, and the tip to Soren Bjornstad and I will send you the password. Please do not give the password to anyone else.

Microsoft Word

Ever wanted to save text in a document? Well, now you can do it easily, in a separate file! Just drag any text in a document to the desktop or any other Windows Explorer window. (Press Windows + E to get a new Windows Explorer window.) 
Bonus Tip: For drag-and-drop haters, copy and paste works too.

Extra Tip: You know how, when you turn Caps Lock on and type without knowing it, it ends up looking bad. The only way to fix it is to delete it and start over. Or is it? If you are using Microsoft Word, you can go to Format>Change Case and choose Sentence Case. Any title capitalization won’t be fixed, but that is a lot less to fix than typing the whole thing over. You can use this for lots of case changes. But the best trick? To change from a different case to sentence case, use the shortcut Alt + S-o-r-e-n-’-s + Enter. Cool! 

Note: You may hear some error beeps in the middle of the keystroke, but nothing is wrong.

IE/Firefox

For Firefox non-users, you get a tip this month. 

Ever wanted to get to a favorite website really fast? Sure, you could put it in your Favorites or Bookmarks, but there is an even faster way. Right-click the desktop, choose New Shortcut, and type the address into the box. Click Next and type a name for your shortcut. Click Finish and put the shortcut on your desktop or Quick Launch bar. Of course, it doesn’t have to be there.

Notepad (This may be the last time Notepad appears)

Think the font in Notepad is so dull? Well, it doesn’t have to show up that way. Click Format>Font and choose something really snazzy or at least something good enough to look decent, like Times New Roman. 

Windows Explorer

OK, you have a folder full of pictures and want to see a slideshow. The task pane isn’t out, and you have no idea how you are going to get a slideshow. Right-click on the first picture, choose Open With, and choose Windows Picture and Fax Viewer. Make sure the window is selected, and press F11. It is at the top of the keyboard close to the right, unless you have an archaic keyboard. If you hate using keyboard shortcuts, the button is fifth from the right and is a picture of a screen.

Bonus Tip: If you find a picture that needs to be rotated within a slideshow, press Ctrl-L or Ctrl-R. If you don’t want to use the keyboard, right-click and choose Rotate [direction].

General Windows

Refer to the attached document about the Indexing Service. It doesn’t look too nice, because after all it is a .msc console, a Management Console, but if you leave your computer idle long enough, it will find files in a snap. Try to only use it for Word documents, because you can’t always find other documents with it.

The Escape Key- One Million Uses

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!


The Escape key is often labeled Esc, and is ALWAYS (note the 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 to leave.

Programs to Get:

These programs will have a tip column in the future.

· StatBar- What a neat program! It well show you practically everything about your computer. As an added bonus, it shows buttons to launch programs. Cleaner desktop ahead! 

