Computers and stuff.

Sam Houliston.

Welcome again to Jaycar as the sponsor of Sam's "Computers and Stuff* page. As they are
prepared to support us, please show your appreciation and support them. There's always a
store near you, click HERE to find the closest.
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Open two windows on the one screen.

A lot of people these days have two screens (monitors) attached to the one computer, this is very
handy as you can have two programs or features open at the same time and can easily move
items from one screen to the other. For instance, you might have Word open on one screen and
your photo directory (folder) open in the other, it is then a simple job to search for then drag a
photo from one screen and imbed it into your Word file on the other, there’s no need to minimise
the Word file while you search for the pic.


https://www.jaycar.com.au/
https://www.jaycar.com.au/store-finder/QLD
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But — if you don’t have two screens, Windows has a feature where you can split your one screen
into two and it's dead easy to do.

Let’s say you have a Word file open (you can do this with any Office product) click and hold the
very top of the screen with your mouse (see arrow below) and drag the image to the left of your
screen until you see a blank “ghost” in the background, when you see that unclick you mouse
and your original screen will now take up half of your available screen leaving the other half on
the right.
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You can now click into the right half of the screen and open anything you wish and just drag
anything from one side to the other. When you’re finished, just click the maximise button on the
side you wish to keep.
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Open the Command Prompt as Administrator.

There are times when you have to open the Command Prompt (what pre-historic man used to
call the Dos Prompt - C:\) with Administrator privileges. This is very easy to do, once you know
where to look. The easiest is to click the Start button (bottom left of your screen) then scroll down
the “All Apps” list until you find the W section.

(Depending on your Start page configuration, you mightn’'t see the All Apps list, if not, click the
“All Apps” icon at the top left of the screen. This icon is small and has four square dots, one on
top of each other, with 4 unequal lines, one on the right of each dot. This will open the alphabetical
list of all the programs (now called Apps??) available on your computer).

At the W section, click on Windows System. You'll find Command Prompt in here, right click it,
select MORE, then click Run as Administrator.

Simples.

The more you weigh, the harder you are to kidnap.

Stay safe, eat cake.

Some useful Windows commands. How-To Geek

There are some things you can only do from the command line—even in Windows. Some of
these tools don’t have graphical equivalents, while others are just plain faster to use than their
graphical interfaces.

If you're into using PowerShell instead of the Command Prompt, you should note that all the
commands we're covering in this article work just the same in either tool. PowerShell in an
improved version of the Command Prompt — we’ll ignore it in this article.

As the Command Prompt can be useful we suggest you pin it to the taskbar (that bar at the
bottom of your screen) so you can get at it easily, follow the instructions above when looking for
Administrator access, but when you get to MORE, click “Pin to Taskbar”.

You could find that the font used in the Command Prompt is too small for you to read easily. If
S0, you can easily change it so it suits you, open the Command Prompt, then at the top of the
page, right click in the title bar, to the right of the words “Command Prompt” and select properties.
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This will open the window at right, select the Font tab
and make any changes you want. You can also change = »
the colour scheme too if you wish. P Tt | o Cobum| Temind
Cursor Size Command History
‘? Small Buffer Size: E =
. (® Medium ) 3 %
1. Find your IP address. O Large Nborsitirs: 15

Open the Command Prompt, and type ipconfig and
click enter. If you really want to know what’s going on
Network wise with your computer, type ipconfig /all
and press enter.

[] Discard Old Duplicates

Edit Options

[[] Quick Edit Mode

Insert Mode

Enable Cird key shortcuts

Fitter clipboard contents on paste
[[] Use Ctd+Shift+C/V as Copy/Paste

Text Selection
Enable line wrapping selection
[[] Extended text selection keys

Current code page
850 (OEM - Mutilingual Latin 1)

2. Shutdown and Restart
A . [[] Use legacy console frequires relaunch, affects all consoles)
We've previously shown how to install a button on your
desktop to shut down your computer, it's HERE. Just
as easily you can place a button on your desktop which
will restart your computer. Just replace the command
shutdown /2 /t O with shutdown /r /t 0. Make sure you
find a suitable icon for the restart command.

Leam more about e

Find out more about nex

oK Cancel
|

3. Scan System files for problems

Windows includes a system file checker tool that scans all the Windows system files and looks
for problems. If system files are missing or corrupted, the system file checker will repair them. To
use this tool, open a Command Prompt window as Administrator and type sfc /scannow. Ensure
you leave a space between the sfc and the slash. You can read more info on this tool HERE.

4, Permanently delete files from a drive.

If you're using the NTFS file system, when you delete a file all you really do is remove its header
so that the computer can’t read it. Until it is overwritten by another file it is still on your hard drive
and can easily be recovered with undelete software. If you've deleted a file or files and you don’t
want anyone to be able to retrieve them, ever, Windows has a handy little program that will make
all those deleted files completely un-recoverable by overwriting them with utter rubbish. You'll
need to open the Command Prompt as the Administrator, then enter the following cipher /w:c\
where c\ is the drive which contains the deleted files. Ensure there are no blank spaces between
the / and the \.

It is completely safe to use as it does not touch your active files but only overwrites rubbish over
files that have been deleted. But remember, once it's done, it's done — it is completely un-
reversable.


http://www.austradesecure.com/radschool/Vol31/Page4.htm#ShutdownV31
https://www.howtogeek.com/howto/windows-vista/verify-the-integrity-of-windows-vista-system-files/
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5. Find the IP address associated with a Domain.

When you type a domain name (say, int0 a |& CommandPrompt
Microsoft Windows [Version 10.0.18362.86]
(c) 2019 Microsoft Corporation. All rights reserved.

browser address bar), your computer looks up the
IP address associated with that domain name. If
you Want, you can use a WindOWS Command '[0 L:\.,User‘“s\.,Raxjscﬁo?lz-nslookap radschool.org.au
. . . rver: dnsany@l.optusnet.com.au
find that information out for yourself. For example, |REEEEE R PRt EEH
if you want to find the IP address for "  —— ,

Nlon-authoritative answer:
Radschool.org.au you would open the Command [T -

Prompt, then type: nslookup Radschool.org.au. et

You would find that the IP address for RSt
www.radschool.org.au is 101.0.119.70

It's strange how drinking 8 glasses of water a day seems impossible,

but 8 middies of beer goes down like a chubby kid on a seesaw.

Getting the most out of Word. Windows Secrets

Everything Microsoft forgot to mention.

Here are some tips and tricks to help you get the most out of Word. We’re using Word 2016 but
these tips work just as well with Word 2013 and Word 2010.

Customise the Ribbon.

The ribbon is the bit across the top of your Word page that contains a number of Tabs (File,
Home, Insert etc) under each are sub-headings which contain commands pertaining to that Tab.

AAH asec: Asmc \ LA Ast

For instance, the Tab HOME contains sub-headings Clipboard, Font, Paragraph etc, the Tab
INSERT contains sub-headings such as Pages, Tables, lllustrations etc. Each sub-heading then
contains a number of commands represented by an icon, for instance, under the Tab HOME, you
have the sub-heading FONT which contains various commands to customise your word
document fonts. And so on.

What you can do is add a new sub-heading with your own commands under a Tab. Here’s how:

Right click anywhere in the ribbon then select Customise the Ribbon. The Word Options window
appears.

On the right side of the Word Options window are all the Ribbon Tabs; on the left side are all
available commands. Click on the Tab that you wish to customize and then click on the area
where you wish to place your new sub-heading. Click on the New Group button at the bottom of



http://www.radschool.org.au/
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the right pane. Click Rename to name the group and choose an icon if you wish. Then from the
left pane, click on a command you want to add to the new sub-heading and click Add. Do that for
each command you wish to add.

Customise the Quick Access Toolbar.

The Quick Access Toolbar rests at the top of your Word screen, just above the Ribbon. (You can
move it to below the ribbon should you wish). You can access often used commands from here
instead of having to chase these commands up [+~

via the normal menus. To add (or delete)
commands from this tool bar, click the down
chevron to the right of the Toolbar, the Quick —
Access Tool-bar Menu window appears. This
menu contains several commands that you can
add to the toolbar by clicking the command, a
green tick will appear along side the command.
If the command you want to add is not on the
immediate menu, click More Commands at the
bottom of the menu. The Options window opens

(right).

You can select a command from the left =
window, click the Add button between the two —
windows which will add it to the right window
which is the Quick Access Toolbar. If you wish to remove a command from the Toolbar, select it
then click Remove.

Tell me what you want to do.

Here’s a cool feature that many Word users may not know exists. Let’s say you want to run a
certain command or task but have forgotten where or how to access it. At the end of the Menu
tabs is a field that says: Tell me what you want to do. Type the task you want to perform in that
field. Word conjures up a list of commands that match what you’re trying to do. You can choose
the matching command, which hopefully will help you run the task. You can also get help on how
to perform the task or run a Smart Lookup, which delivers more details on how to run that task.

Change the location of Word's Autorecover File.
Microsoft Word allows you to make an automatic backup of your working document. If the

program crashes or your computer accidentally loses power, the AutoRecover feature will
attempt to load the most up-to-date version of your document.

| laughed so hard tears ran down my leg.
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If MS Word crashes, you're quite often able to recover all or part of the file, but if you have a
major computer problem and lose all your data, you could lose all your hard work if you've only
stored it on the hard drive. A solution is to move
the AutoRecover file off your computer to
services such as OneDrive, Dropbox or Google
drive. You can also choose an external drive.

In Word 2016, to autosave into OneDrive, do
the following. Open your File Explorer, in the
left-hand window, open the OneDrive directory
then make a subdirectory called “Autosave
Documents”. Close File Explorer. In Word, go
to File, then down the bottom, click OPTIONS,
then SAVE. About a quarter of the way down
the window, in the box titled, “AutoRecover file
location:” click BROWSE then navigate to
OneDrive\Autosave Documents. Click OK then
OK again.

How-To Geek

Powerpoint tip

If you're a regular user of Powerpoint, here’s a handy tip.

Adding quirky animations to your presentation gives your slideshow a little
extra life. Not only will adding a typewriter or command line animation
entertain your audience, but it will also keep them focused on the text.

Here’s how

The typewriter and command line animations are very similar. The only differentiating factor is
text style. If you're going with the vintage typewriter look, we recommend going with a 12pt
Courier New font in black. For the command-line look, we recommend using a 12pt Lucida
Console font in white (or green) over a black background. Since the animations are identical,
we’ll go with the command-line style as our example here.

Go ahead and open PowerPoint and go to the slide where you want the animation. You'll need
to make sure you'’ve got a black background to work against if you’re going for the command-line
look.
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Head over to the “Insert”

Eab and” then click the Insert — Draw Transitions Animations Slide Show
Shapes” button. —
6 0% O B ]
| 77 1
=Y 0 & =

Pictures Online Scre hotc Shapes lcons 3D  SmartArt Chart

Pictures ¥ Models ~

Images [lustrations

Recently Used Shapes
EIEINNOOCOALLD U

A dropdown menu will appear. From the “Rectangles” e}
group, select “Rectangle.”

Lines

NN 123 3\BEg
R les
[ N I | B B

Click and drag your mouse on the slide to draw the shape. You could make the shape take up
the entire slide or make it smaller if you're demonstrating something on a smaller scale.

Drawing Tools Presentation1

Head over to the shapes “Format” tab and select View  Help Format O Tell mew

“Shape Fill” from the “Shape Styles” group. i \
2 Shape Fill |
ATA

Select black from the drop-down menu. F [Z Shape Outline -
Do the same for the “Shape Outline.” - 3 Shage Effecis .
Finally, click and drag to size the shape the way r WordAr
you want it.

Now it's time to insert your text. Head
over to the “Insert” tab and click the “Text

Box” button. —[t:| A ’q _ﬁd El:j
an

Note: You could type text directly into the | Comment | Text rt Date & Slide Object
shape, but, using a text box gives you a Box v &Footer ~  Time Number

little more control over exactly where that | comments Text

text appears.

lvhat you want to do

Click and drag your mouse on the slide to draw the text box.
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Make sure your font’s settings are correct for your —

respective animation. Since we’re doing the Tr i Animati Slide Show
command-line animation for this example, click the

HOME tab then select Lucida Console (1), 12pt font %

(2) and white (3).

|Luc1da Console

B I US A Aavyp

i

Font

Go ahead and type
the text you want.

When you're done, |Home  Insert  Draw  Design  Transitions  Animations  Slide Show

select the text box,
switch to the /
“Animations” tab, k ﬁ \I

and then select Fade Fly In Flu-atln Split
“Appear” from the

“Animation”
section.
On the same tab, click the “Animation Pane” button. . [.'I! PP Pam]
Effect Add o Trigger ¥
(Options ~ | Animation ~ ‘}Ai' Animation Painter
= Advanced Animation

Animation Pane

The animation pane will appear on the right-

hand side of the window. Select your 19 * TedBoxd Mi.. p
animation and then click the arrow that :
appears.

E Start On Click

From the drop-down menu, select “Effect Options.” Start With Previous
(D Start After Previous

[ Effect Options... ]

Timing...
Hide Advanced Timeline

Bemove
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Effect |Timing |Textﬁ.nimati::nr1 |

_ Enhancements

In the window that appears, select the Sound: No Sound]
arrow next to “Animate text.” In the
dropdown menu that appears, select “By
letter.”

After animation: | Don't Dim

Animate text: All at once
All at once

By word
rByletter l

| | Cancel

Effect |Timing |Textﬁa.nimatic|n |

Enhancements

Sound: [Mo Sound]

After animation: | Don't Dim

Next, enter 0.1 in the “seconds delay Animate text: By letter
between letters” box and then click “OK.”

And that’s it. It's a fun way to demonstrate commands during a presentation or to hold your
audience’s attention with an old-fashioned typewriter animation.

My wife says sex is much better while on holidays.

| can tell you it was a terrible postcard to receive.
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How to Create and Print Labels in Word

If you’re looking to make customized labels, look no further than
Microsoft Word. Whether for personal or professional use, Word
provides a comprehensive feature set for creating personalized
mailing labels.

There are two ways of doing this, you can print a whole page of labels with the same information
or you can print each label with different information.

Here’s how to do it.
All labels with the same information.
When you consider how long Word has been around, it’s no surprise the application has evolved

past creating only simple documents. Not only does it provide the tools to create personalized
envelopes it also comes equipped to make custom labels to go with them.

Design Layout References Mailings Review View

Open a blank Word document and click

on Malllngs. A A | pa- A — - i= v a=e  £Z 3= -y
b X A-27A-AQ | EEE=EEE O]
Font a Paragraph

) File Home Insert Diraw Design
Next, click the “Labels” button.
=l
£ | =] Ir 5
Japanese Japanese E Labels Start Mail
Greetings ~ Postcar Merge~ R
Create 5



https://www.howtogeek.com/408456/how-to-create-and-print-an-envelope-in-word/
https://www.howtogeek.com/408456/how-to-create-and-print-an-envelope-in-word/
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In the Envelopes and Labels window
that opens, you'll find yourself already
on the “Labels” tab. Type the information
you want on the label into the “Address”
box. If you’ve previously created an
envelope and saved your return
address, then you can tick the box next
to “Use return address,” (1) and it will
transfer the information for you.

In the “Print” section, you can specify
that you’d like to print a full page of the
same label. (2) Alternatively, you can
select the “Single Label” option and
specify the rows and columns if you
want to print a specific number of labels.
The “Label” section (3) gives you a
description of your current label
selection. To change it, you'll need to
select “Options.” (4)

In the Label Options window, you can
tell Word how you’ll be printing the labels
and the brand of the label. Under
“Product number,” you can select the
label type from the provided list. You'll
notice the specifications of the labels will
appear under “Label information.” The
information displayed here is relative to
the selected product number. If you can'’t
find what you’re looking for, you can
select “New Label” and type the exact
details of what you need.

Envelopes and Labels

Labels

Address:

Marshall Gunnell
4309 Street rd.
Summit, MS. 39662

i

A

[

Print
(®) Full page of the same label
) single label

Row: |1 21 Column

1

Befare printing, insert labels in your p

-
W

|

Label

Microsoft, 1/2 Letter
1/2 Letter Postcard

|

r's manual feeder,

| Print

|| MNew Document |

| Options...

| | E-postage Properties... |

Label Options

Frinter information
) Continuous-feed printers
(®) Page printers Tray:
Label information

Label vendaors: | Microsoft

Find updates on Office.com
Froduct number:

Eypass Tray

‘I /4 Letter

30 Per Page
A3 [Landscape)
A3 [Llandscape)
A3 [Portrait)

S

W

Details...

| | Mew Label.. | | Delete

When you’re happy with your setup, click “OK.”

Make sure you have your labels loaded
into the appropriate tray in your printer
and then click “Print.”

Cancel

]

Label information

Type: Address Label
Height:  2.63°

Width: il

Page size: 117 = 8.5

/

[ ok

Cancel

Before printing, i

L]

in your printer's manual feeder,

| Print

Mew Document |

| Options...

| | E-postage Properties... |

Cancel

Exercise makes you look better naked. So does wine. Your choice!
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All labels with individual information.

Open a new Word document, head over

to the “Mailings” tab, and then click the
“Labels” button.

In the Envelopes and Labels window,
click the “Options” button at the bottom.

In the Label Options window that opens,
in the Label Information box you can
select the label manufacturer then in the
Product Number box select the product
number. Click “OK” when you’'ve made
your selection.

Back in the Envelopes and Labels
window, click the “New Document’
button.

A new Word document will appear,
displaying a blank label template.

Now, type the information you want into
each label and print them out when
you’re finished!

File Home Insert Draw Design Layout

1 ¥
D | E [F‘l‘ I A |
Japenese oo Envelapes fLabel Stort Mall  Sedect Lau

Gremtingn = “outincd Merge = Racipients = o 0
Create Sart Mad Merge

Refersnces

]

Madin

Higghget

Mesje #ale

Review

et Barcode

Sl -

Before printing, insert labels in your printer's manual feeder.

Label Options

Printer information
() Continuous-feed printers

(® Page printers Tray: | Bypass Tray

Label information

Label vendars:

Microsoft E

Find updates on Office.com

Product number: Label information

‘I_e:2 Letter Type: Address Label
]".j tsgs: - Height: 1"

£ . .

30 Per Page Width: 2.63

30 Per Page E Page size: 8.5 = 117
A3 [Landscape)

Print | | Newgocumy Options... | |E-postageProperties... |

| Details.. | |Newlabel. | | Deiete | | ok

| Cancel |

Before printing, insert labels in yo er's manual feeder,

| Print | | New Document

| Options... | |E-pos;ageProperties... |

Cancel
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How to create Mailing Labels in Word.

Like most people, you are probably using Excel to organize and store
your contacts. If you do, you should organise it so that each item of
information, eg: First name, Second Name, Street Address, Town,
State, Email etc is in a separate column in Excel, don’t set up your list
with columns such as Name, Address etc, you'll want to be able to
access each piece of information separately and you can’t if you lump
information into the one column.

If your list is set up the correct way, you can use this information to print mailing labels using
Word’s Mail Merge feature.
over to the “Mailings” tab and select Design Layout References Mailings Review

“Start Mail Merge.” % ﬁ |||”I|||

Select Edit Highlight Insert Barcode
Merge ~ |Recipients ~ Recipient List | Merge Fields Field ~

Here's how.

Start Mail Merge

@ Letters
In the drop-down menu that appears, select “Labels.” € E-mail Messages

Label Options

Printer information

(D) Continuous-feed printers

(®) Page printers Tray: |Bypass Tray
The “Label Options” window will appear. [ tabelinformation
Here, you can select your label brand Labelyendors: | Microsoft
and product number. Once finished, [ findusdates on officecon

click “OK.” Product number: Label information

1/2 Letter Type: Address Label
1/2 Letter L .

1/4 Letter e

1/4 Letter Width: 263
30 Per Page Page size: 8.5 = 117
30 Per Page

| Detaits.. | | Newlabel. | | Detete |
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Your label outlines will now appear in
Word.

Note: If your label outlines aren’t
showing, go to Design > Borders, and
select “View Gridlines.”

Before you can transfer the data from Excel to your labels in Word, | pesign  Layout  References

you must connect the two. Back in the “Mailings” tab in the Word — S

document, select the “Select Recipients” option. @ B =74
Start Mail]  Select Edit
Merge ~ | Recipients ~ |Recipient List

Start Mail Merge

ﬁ Type a Mew List...
A drop-down menu will appear. Select “Use an Existing List.” Use an bxisting List... )

= Choose from Qutlook Contacts...

Windows File Explorer will appear. Use | ==
it to locate and select your mailing list |rsest= \E — =
file. With the file selected, click “Open.” e~ | —

The “Select Table” window will appear. |t

If yOU have mUIUpIe SheetS in yOUI’ Mame Description  Modified Created Type
workbook, they'll appear here. Select [Efsheet1s | 5/7/2019 7:08:21 PM  5/7/2019 7:08:21 PM  TABLE

the one containing your list. Make sure

to enable the “First row of data contains
column headers” option if it's not already
and then click “OK.”

Your labels are now connected with your [ (¥ First row of data contains column headers Cancel
worksheet.

| often worry about the safety of my children,

especially the one that is rolling their eyes at me and talking back right now
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Now it's time to add your mail merge

fields in Word’s labels. Select the first Mailings Review View Developer Help Foxit PDF
label, switch to the “Mailings” tab, and D |||”|”| [ Rules ~
then click “Address Block.” iml o — — S %% Match Fields
Highlight Insert Barcode] Address |Greeting Insert Merge
Merge Fields  Field ~ Block | Line  Field~ L= Update Labels
Write & Insert Fields
In the “Insert Address Block” window
that appears, click the “Match Fields”
button. Correct Problems

If items in your address block are
] fatch Fields to identify the correct
your mailing list.

ing or out of order, use
5 elements from

ok |

| Cancel

Match Fields

In order to use special features, Mail Merge needs to know
which fields in your recipient list match to the required
fields. Use the drop-down list to select the appropriate
recipient list field for each address field component

The “Match Fields” window will appear. In the Required for Address Block

“‘Required for Address Block” group, make
sure each setting matches the column in your
workbook. For example, “First Name” should
match with “First Name,” and so on. Once
you’ve confirmed everything is set properly,
click “OK.”

First Mame First Mame
Last Mame Last Mame
Suffix (not matched)
Company [not matched]
Address 1 Street Address
Address 2 (not matched)

City City
State State

Postal Code ZIP Code
Country or Region (not matched)

Optional information
Unique ldentifier inot matched] [w] |

Use the drop-down lists to choose the field from your

database that correspo

Merge expects [listed on Yge left.)

[ ] Remember this matchi

this computer

J|33|33 3|33

s to the address information Mail

rthis set of data sources on

| Cancel




RAAF Radschool Association Magazine. Vol 66.

Page 4

Back at the “Insert Address Block”
window, check out the preview to make
sure everything looks good and then
click “OK.”

<<AddressBlock>> will now appear in
your first label.

Head back over to the “Mailings” tab and
then click “Update Labels.”

Preview
Here is a preview from your recipient list:

41 4 1

o

Lowell Heddings
111 Road st.

Potomac Falls, VA 20165
-

Correct Problems

If items in your address block are missing or out of order, use
Match Fields to identify the correct add@@ss elements from
your mailing list,

«AddressBlock» «MNext Record»
«Next Record» «Next Record»
Mailings Review Wiew Developer Help Foxit POF

= e
== — = == O
[l ‘t% Match Fields

Highlight Insert Barcode Address Greeting Insert Merge
Merge Fields  Field ~ Block  Line Field ~ I[% Update Labels

Write & Insert Fields




RAAF Radschool Association Magazine. Vol 66.

Page 4

Once selected, <<AddressBlock>>
should appear in every label.

«AddressBlock» «Next Record»«AddressBlock»

«Next Record»«AddressBlock» «Next Record»«AddressBlock»

Now, you’re now ready to perform the
mail merge.

On the “Mailings” tab, click “Finish &
Merge.”

Design Layout £ Tellme

&

e Y
Diavien :0l Find Recipient Finich &
Results D Check for Errors Merge v

Preview Results Finish

From the drop-down menu that appears,
Documents.”

The “Merge to New Document” window will appear. Select “All” and

then click “OK.”

rint Documents...

I3 (E
select “Edit Individual |5 P
I

dit Indnidual Documents... ]
e

nd Email Messages...

Merge to Mew Document

Merge records

() Current record

) From: To:

“ oK | | Cancel

Your list from Excel will now be merged into the labels in Word.

Mirror mirror on the wall — What the hell happened?
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