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Microsoft Word

Use macros to automate common tasks

Do you perform the same actions in Word over and over again? Are you getting tired of clicking? How about trying macros?

Macros are simply miniature programs that replay your actions. No, you don’t have to program anything to create one. The little strip at the very bottom of Word that starts out with Page 1 Sec 1… is the status bar. Anyway, double-click the little grayed-out REC button on the status bar. Fill out the quick dialog box (no spaces allowed in the Macro Name) and click Toolbars or Keyboard, depending on how you want the macro activated.

If you click Toolbars (hmm… looks familiar if you used the August tip) drag the macro to a toolbar or onto a place on a menu. To open the menu, simply drag over it.

If you chose Keyboard, click in the Enter Shortcut Key box (I think it should have been Key Shortcut Key (). Key the key combination (sorry about nonsensical directions) and Word will tell you underneath whether it is assigned. If it is, press Backspace and try another one. You may have the most luck with Alt… key combos, but some Ctrl-Shift’s are unassigned.

After this is done, simply perform the actions you want recorded. When you’re done, click the square button on the little box that popped up. To run your macro, click its button or menu item or press the key combination.
Firefox

Yay! Firefox 2.0 is out! Don’t know much about it yet, though. Update in the next newsletter.

Windows Explorer

Rename your hard drive

Tired of going through life with a hard drive named “Local Disk”, “HP_PAVILION (C)”, or something similar? Fix it with a simple menu option. Open Windows Explorer to My Computer, right-click on your hard drive’s icon, and choose Properties. On the General tab, change the name in the box.

General Windows

You’ve got a very important tip. (Cryptic Code #24111)

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. 

F7 – In Word, F7 does a spell check. Pressing Alt-F7 checks the closest word and displays a popup menu with results.

F12-Ctrl+S in Word comes in real handy. What about a Save As shortcut key? F12 does just that.

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.

If you are playing one of the Windows games and your boss walks in: press Esc to minimize it instantly. Note that this doesn’t work on all of them.

Running an ancient DOS program with DOSBox or something similar that runs fullscreen. You stuck in it? Hit Esc and see if it helps.

Programs to Get:

These programs will have a tip or information column in the future.

Icon Restore

Ever had the layout of your icons lost? 10 million times? If you have the foresight to install Icon Restore and save your icon layout periodically, you can right-click the Recycle Bin and choose Restore Desktop Icon Layout to restore to the last-saved icon layout. It works great. Just one flaw: It’s easy to accidentally save your layout when you mean to restore, so watch out when choosing Restore.

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 say nonsensical things

When I accidentally leave a floppy disk in the drive and I shut down, the next morning I turn on my computer. I walk off to do something else while the computer loads. Five minutes later I come back and face a black screen with the words Non-System Disk Or Disk Error / Remove and Strike Any Key When Ready. First of all, what is a Non-System Disk? And what is a Disk Error? Turns out the Non-System Disk dates back to the days of DOS 1.0, when some people kept their versions on a floppy disk and used it to boot their computer. (Apple II, anyone?) If you had the wrong disk, the computer would tell you. A Disk Error apparently means the disk is corrupted. 

Then Strike Any Key. (Want me to destroy your keyboard, anyone?) Why can’t it just say Press Any Key, like anyone human? And why can’t the computer, when it sees that the floppy disk drive has a Non-System Disk In It, go looking in the CD drive and hard drive for an operating system?

The Clippit Column

Is Clippit staring blankly at you? Right-click him and choose Animate. You’ll have to do it a few times, but there’s a bunch of cool ones.

NOTICES

[image: image1.bmp]The use of this icon is new! This icon shows one-time columns that will not appear again (informational articles).

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.

SuperTip: If you go to the desert, bring water to drink.







