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Super practical tips and tricks for Word

Y ou definitely won’t want to miss On our website
— Links of Interest —

our April 4, 2006 meeting, because Go to:
Linda Oltz will once again share her mvpcug.com/index1.htm
expertise with us. Most of us use the
omnipresent Word for our day-in and
day-out work, and we may manage
very well.

Linda will Surprise us, however, Click on the links to fin_d out
with some tips and tricks that will enable us to work more about these subjects.

even more efficiently with Word. This will not be a

quicky overview of what you can do in Word.

tinyurl.com/fa69w
tinyurl.com/zjnxc
tinyurl.com/r762u
tinyurl.com/hjspf

* ok ok ¥

Rather, Linda will take some key elements within May — Milt Broedel
Word and show usin detail how to save time and Bugs aC”r‘ia?Hr‘g; Nasty
trouble. She'll also provide us with handouts that
cover each step that she demonstrates so that we can June — The Whittles
take home theinfo that will enable usto replicate Picks for the Digital Home:
what she did in her presentation. Quality Technologies

Some of her topics will include the following: Sept. — Guru Nite
* Macros— major time savers Our Annual Q&A Fest

*  Columns and tables— Why add up the column of
numbers when Word will do it for you?
*  TextArt — an easy way to get fancy with titles

Oct. — Al Fasoldt
The Man Who Tells It

_ Like It Is!
and headings.
*  Styles and Formatting — Do you use the “double Dec. — Lisa Britt
A” icon? It's handy dandy fast, fast, fast! Do You Know Who s

Watching You?

*  Graphics — A pictureisworth a 1000 words. <

( Tuesday, April 4, 2006 - 6PM at Whitesboro HS Cafeteria )



http://tinyurl.com/fa69w
http://tinyurl.com/zjnxc
http://tinyurl.com/r762u
http://tinyurl.com/hjspf

Page 2

MVPCUG Explorer | April 2006

ohawk

Personal Computer
User roup, Inc,

PO Box 586 + Marcy NY 13403-0586

explorer

TheM VPCUG EXPLORERispublished monthly from September
through June by the M ohawk Valley Personal Computer User Group,
Inc.(MVPCUG), PO Box 586, Marcy NY 13403-0586.

Opinions expressed herein are the writers and are not reflective of
the MV PCUG, nor are they considered substantiated by inclusion in
thisnewsletter. All articlesare copyrighted by their respective authors
but may bereprinted by other User Groups provided credit is given to
the author and this publication.

The. MVPCUG was founded in 1981 by individuals interested in
IBM compatible computers. This non-profit organization consists of
volunteers whose expertise range from novice to professional.

Regular meetings are held on the first Tuesday of the month at
6pm, usually at the Whitesboro High School, Route 291, Marcy NY.
A typical agenda consists of discussion of business affairs and a
demonstration of computer related products. M eetings areopen tothe
public.

Initial membership fee for an individual is $25. Annual renewal
dues are $20.
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Meeting Agenda
5:30 ...l Meet and Greet
6:00 ............ Business Meeting
6:30 ... Program, Part 1
7:00 ... Break
715 L Program, Part 2
8:15 ........... Drawing for Prizes
830 ... Adjournment

Editorial Notes . ..
i

An inventory of MVPCUG :

equipment has been compiled by

Bill Gorrell. Equipment no longer

used by the club will be sold. If

you are interested in purchasing

any of the items, check our website [www.mvpcug.com]

for a list of what will be available at future meetings.

Bob Schaffer's columns will return in the next issue.
Some word processing tips can be found in the Did
You Know column and the tweaks for Word, by Kim
Komando, on page 5 also can be applied in
WordPerfect.

Remember to “Spring Forth” on April 2 and turn your
clocks ahead. We may lose an hour of sleep, but it will
return to us when we “Fall Back” in October.

Stay connected . . . to the MVPCUG
Mohawk Valley PC User Group, Inc.
$25 for initial sign-up - $20 for renewal

Name

Address

City NY
Zip Phone
E-mail

Please mail this application with a check payable to MVPCUG to
MVPCUG
PO Box 586
Marcy NY 13403-0586
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Minutes of March 7, 2006

— John Hunter, Secretary

The MVPCUG general meeting was held at the Whitesboro
HS cafeteria. President Jerry Finkelstein called the meeting to
order at 6:03 PM. There were 37 persons in attendance.

BUSINESS MEETING

Treasurer Bill Gorrell reported that income was
$266.23, expenses were $345.05, and thereisa
balance of $3,715.41 as of February 28, 2006.

Jerry told us about reports of people being hearing
impaired after using iPods. The volume probably has a
lot to do with the damage done to the ears.

In the past few months we' ve had much discussion
about the newdletter and costs. Doing a search for
some information regarding user groups, Donna
Gorrell came upon some interesting facts. Several
other user groups are in financia difficulty and are
looking to somehow alter their newdetters. Since we
have several thousand dollars in the bank, Donna
thinks that we should not be overly concerned at this
time. Other user groups report that members want a
hard copy more than an online digital copy—some up
to as much as 75% of the membership wanting a hard
copy.

Jerry asked for any questions and George
Bracken said he had a problem trying to access a hard
disk that he had attached to a USB. It was an old disk
and he wants to transfer the data to a new internal
disk. He was advised to wire it as an internal drive and
access it that way.

PROGRAM

At 6:25 PM, Beverly Choltco-Devlin, Reference
Consultant at the Mid-Y ork Library System, returned
for an encore presentation of the resources that are
available through the Mid-Y ork web site. Assisted by
Ruth Cosgrove, Reference Services and Volunteer
Coordinator at Kirkland Library, Beverly showed us
the various ways to use the Google search engine.
Although many of us are familiar with and use Google
frequently, Beverly showed how to do advanced
searches and how to word things to produce the

desired results. A little known fact isthat Goggle is
limited to the use of only 10 words. She aso talked
about the genealogy resources and links that can be
found on the midyork.org website. The program
concluded at 8:15 PM.

DOOR PRIZES

[furnished with club funds

ISCDRS ... oo Helen Russdll
10DVD+Rs .......... ... ... Don Jennings
Surgeprotector . ............... Richard Eades
Photo paper 8x11 .................. Fred Cole
Photo paper 4x6 ............ Howard Netzband

[donated by Que/Sam’s Pub Co]

Secretsto Online Shopping ... . ... Kay Janowsky
The meeting adjourned at 8:30 PM.
Donna Gorrell, acting secretary <*
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Did You Know ...

— by Donna Gorrell

. that you could use Stationery in Outlook Express
mail? This stationery is background graphics which
may be pleasant to some people; annoying to others,
so be careful of what you choose. Some stationery is
built into Outlook Express, others may be downloaded
from the Internet. To use stationery when sending
email : On the Compose menu, click New Message
Using, then click the design you want. In version 5,
click New Message Using on the Message menu, then
the design. Click on More to see more than what ison
the list. Then write your message and click send.

. that you can go to http://tinyurl.com/8zznb and
find out what hardware you' |l need to run Windows
next operating system now known as Vista? Thisis a
Microsoft TechNews site that will give you al the
particulars from Microsoft’s viewpoint. Another site
to check is http://tinyurl.com/bnp7h on which Fred
Langa outlines and explains his top decision points
when purchasing new desktop hardware. Both give
extensive information that you should take into
consideration before you purchase that new PC.

. that last month’s Explorer [Bob’'s Book Review]
held an excellent tip for those of us who have trouble
seeing the text on our computer screens? He said atip
from the MS Office Word 2003 book was to hold
down the Ctrl key while rotating the wheel on your
mouse. Not only does it work in Word, but try it in
your other programs—not necessarily from MS either.
It works in WordPerfect, Firefox, and Eudora just to
name a few. While holding down the Ctrl key,
scrolling the wheel one way will increase the size of
the text, while scrolling it the opposite way will
decrease the text [which will alow you to view a page
inits entirety]. What a marvelous convenience!

... that you can change the drive letters of your
CD/DVD player? Go to Control Panel, select the
System icon then Device Manager tab. Select the drive
you want to change; click the Settings tab. At the
bottom, you will see the current drive letter, followed
by two boxes called Start Drive Letter and End Drive
Letter. Click the drop-down arrow in the Start Drive
Letter and choose the drive letter you want. Click

Apply and reboot.

.. that you can insert ablank line when doing a
numbered or bulleted list? By pressing Shift+Enter
after an item you will insert a blank line, or more if
you want [just keep pressing Shift+Enter to insert the
desired blank lines]. To continue with the numbering
or bullets, just hit Enter.

. that there is a program that will allow you to
reformat to rtf so that documents can be read by your
software programs? Go to: atrise.com/to-rtf/

The ToRTF file format converter, by Artise, can
convert these file formats to portable RTF:

* Windows WordPad (*.wri);

* Microsoft Word 2, 6.0-95, 97-2002 (*.doc);

* Word Perfect (*.doc, *.wpd);

* HTML (*.html, *.htm);

* other types.

If you have Microsoft Office installed, it can convert
Microsoft Excel documents (*.xIs) and many other
types. The program has very easy and efficient user
interface and fast multithreading engine. Simply drag
and drop your files or directories from Windows
Explorer to the program window to begin. [Thanks to
Jim Pease for thisinfo.]

. that there are free programs available that rival
most of the more expensive Microsoft software?

A word processor, AbiWord, is available at
abiword.com/ or OpenOffice, at openoffice.org/

Go to: gnome.org/projects/gnumeric/ for a
spreadsheet that will import Excel documents. For a
list of functions see http://tinyurl.com/mfhcé.

Looking for a program to rival Photoshop or
PaintShopPro? Look at GIMP at gimp.org/. GIMP is
a good graphics program which has been available for
the past 10 years.

There is aweb authoring program that can be
downloaded at www.nvu.conv for those of you who
would like to build your own website.

And last of al is Mozilla' s Firefox—a browser, and
it's email client, Thunderbird. Each is available at
mozilla.com/firefox/ and mozilla.com/thunderbird.

... that you can sort alist in Word? To do so, high-
light the list. Then open the Table menu and select
Sort. Make sure Text is highlighted, then choose
ascending or descending and click OK. <

<,


http://tinyurl.com/8zznb
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Word’s Toolbar Tweaks
— by Kim Komando

Use Microsoft Word every day? Millions do simply
taking the way its developers designed the program’'s
menus as the way it has to be. With a few
customizations, you can make changes that better suit
the way you use the program.

A toolbar is an areain Word (and other Microsoft
Office programs) that contains buttons or menus or a
combination of both. Generaly the toolbars are
located just below your menu options (File, Edit,
View, Insert, etc.). The buttons and menus displayed
allow you to perform certain actions called commands.

Y ou are probably most familiar with the Standard and
Formatting toolbars. The Standard toolbar liststhe
icons to save a document, print a document, spell
check and more. The Formatting toolbar isthe area
for changing the font, font size, left or right justify, to
name afew.

Y ou may not know that you can change these toolbars
to display only the buttons of the commands you use
most often. This helps clear out clutter and makes the
precise action easer to find.

For example, over two-dozen buttons can be assigned
to the Standard toolbar. Many of those commands,
such as Document Map (a separate pane that displays
alist of headings in the document), you'll probably
never use.

To remove Document Map from the Standard toolbar,
click Tools>>Customize. Click the Toolbars tab and
make sure Standard is highlighted. Left-click the icon
for Document Map and drag the button off the
toolbar. In the Customize dialog box, click Close.

Or, click the Toolbar Options (thisis the little arrow
on the far-right side of the Standard toolbar) and place
your mouse over Add or Remove Buttons. Clear the
checkmarks next to any type of command you don’t
use regularly. Alternatively, you can add buttons to
the toolbar by placing a checkmark next to the
command.

Y ou can aso add commands to atoolbar that aren’t
listed in Toolbar Options. For example, | use the
Word Count command often when writing my
columns. Instead of clicking Tools>>Word Count, |
can add that command to atoolbar.

To do this, click Tools>>Customize. Click the
Commands Tab. Scroll to Toolsin the Categories
pane. In the Commands pane, scroll down until you
find Word Count. Left-click on Word Count and drag
it up to atoolbar (you can drag it to any toolbar).

Once the commands that you want in the toolbars are
displayed, make it easier on yourself by displaying the
name of the command along with the icon. For
example, the icon used for the command to “paste” is
apicture of aclipboard with a tiny document over it.
Y ou can see that icon every day for years and still
have a hard time associating it with the command
“paste.”

To change the icon, click Tools>>Customize. Place
your cursor over the icon and right-click on the
button. Here you can select a different button image,
select Text Only or Image and Text.

There are more than the Standard and Formatting
toolbars. Click View>>Toolbars to access them.
You'll probably never need many of the toolbars. But
some are worth exploring. If you track changes of
documents, the Review toolbar will come in handy.
You'll aso find toolbars for Drawing, Forms and
more.

Finally, understand that you can change the location
of toolbars. Y ou might find it useful to dock one
toolbar at the top of the screen and another at the
bottom or the left sde of the screen. To move a
toolbar, place your cursor on the leftmost side of the
toolbar. The cursor will turn into four arrows.

L eft-click the mouse and drag the toolbar to the area

R

you want it. &

Copyright 2005 WestStar TalkRadio Network.
Subscribe to Kim Komando's free e-mail
newsletters at: www.komando.com
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