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Unplug flash drive
I have changed my ways!

T used to unplug my flash drive from the computer without taking any precautions.
While surfing the Internet for information about these devices it became apparent
that I was taking a risk to do so.

There is a danger that, if the flash drive is removed too soon, while data is still
being written to it, that data on the flash drive can become corrupted and the drive
may become unusable.

The correct method is to click the % iconon t he syst esithetbotbom (t hat
right-hand corner of your screen). A message wil/l
USB Mass Storage Device”. Click that message a
“Safe to Remove Hardware”.

Give your flash drive a name
Identifying which drive is your flash drive when using My Computer or Windows
Explorer can be difficult. To make it easier, give your flash drive a name by right
clicking the drive and selecting Rename from the menu. I have renamed my drives to
Flash128 and Flash512.

If you have a camera card reader installed in your computer, you can also name
that, or them if you have more than one slot. My camera card slot is called Canon.

Internet Explorer back button

T frequently find that when I click the back arrow to view a previous Web page, I am
stuck on the current page. However, I have found that double clicking the back arrow
does the frick.

Office 2003/2007 compatibility

Office 2003 users may have problems opening files created with Office 2007. This
applies to Word, Excel, PowerPoint, Access and Publisher. To overcome this, download
and install the Microsoft Office Compatibility Pack.

The easiest way to find it is to do a Googl e
It will be the first item in the search results. Alternatively, go to www.microsoft.com
and find it under Downloads & Trials. Yet another way is to go to this link
http://www.microsoft.com/downloads/details.aspx?FamilyID=941b3470-3ae9-4aee-
8f43-cb6bb74cd14664&displaylang=en

If you are not sure whether the recipient of your document or file is able to cope
with the Office 2007 format, it is best to save your work in Office 97 —2003 format.



http://www.microsoft.com/
http://www.microsoft.com/downloads/details.aspx?FamilyID=941b3470-3ae9-4aee-8f43-c6bb74cd1466&displaylang=en
http://www.microsoft.com/downloads/details.aspx?FamilyID=941b3470-3ae9-4aee-8f43-c6bb74cd1466&displaylang=en

CAPITALS IN UPPER CASE AND LOWER CASE
I think this is quite an effective style of fonft.
Here“s how to do it:
e Highlight the text you want to format.
e Inthe Format/Font dialog box (Word 2003) select the Smal/ caps option
e Word 2007 users can access the dialog box by clicking the small arrow in the

bottom right hand corner of the Font group under the Home tab then select
the Small caps option.
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Random Text
In Microsoft Word, if you want to quickly fill a page with text so you can experiment
with, say, text formatting, do this:

e Inadocument, enter =RAND(4,7). That is, type the text and hit Enter.
You can change the numbers to suit yourself. The first number is the number of
paragraphs that will be created and the second number is the number of sentences in
each paragraph.

The text that appears in Word 2007 is quite realistic but in Word 2003 it is simply
arepetitionof , The quick brown fox.."

Being devious

Sometimes, before I can go any further in a Web site, such as downloading a file, T
have to fill out a form giving my personal details. Usually I prefer not to do this. What
sometimes works is to complete all the fields in the form by putting xxx or spaces.
l't*s surprising how often this works!

The text on Web pages is too small to read

Some Web designers love to torture the public by putting up Web pages with small
text. Or, perhaps that's just my excuse for my aging eyes. Thankfully, Internet
Explorer contains a useful setting to change Web page text on the fly.



1. On the View menu in Internet Explorer, point to Text Size, and then click Larger.
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2. If the text still seems small, go to the View menu, point to Text Size, and then

click Largest.

This choice works only on a page-by-page basis. The solution enlarges the text only on
the page you're currently viewing. The next Web page you go to will have the text

back to the original size.

If you're finding all Web pages difficult to read, you may want to change your

monitor settings.

Internet radio

While working at the computer, I quite often like to have some background music, but
not music punctuated with talking and advertising. An Internet radio web site I have
discovered recently is www.accuradio.com. This site has a wide range of music

including classical, jazz, celtic and country.
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and if you have a low monthly allowance, that you keep an eye on the usage meter for

your account.

Michael Lawrence
Technical Administrator
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