
Handy Tips, Solutions and Answers to
Common PC Questions
Do you have a question about a Windows Advisor article, or
need help with a computing problem? If you do, just drop
us a line by email to editorial@windowsadvisor.co.uk and
we’ll do our level best to help!

When you write, please remember to include your customer
number, your postcode, and the version of Windows you use
(Windows 10, Windows 8.1, or Windows 7). Give us as much
detail as you can about the problem to help us understand
what’s happening, and feel free to attach a screenshot or
document if you think it would help to illustrate the problem
or error.

7The Windows Advisor   December 2018

•   Excel: Automatically Fill a Sequence of Cells ..............    

•   Can I Start My Screensaver on Demand? .....................    

•   How Can I Play DVD Movies in Windows 10? ..............    

•   Word: Insert a Blank Line Above a Table .....................    

•   Which of these Files is the One I Just Downloaded? ...    

Q&A/2

Q&A/6

Q&A/8
Q&A/11

Q&A/11

01Questions & Answers

WA12 Q&A.qxp_December 2018  11/10/2018  11:47  Page 7



Questions & Answers02

The Windows Advisor   December 20188

Excel: Automatically Fill a Sequence 
of Cells
Question: In an Excel spreadsheet, I need to fill one column
with a sequence of years from 1901 to 2000. I’m sure I’ve
read that Excel can do this automatically to save me typing
all those numbers, but how?

Jeff Wiley

Answer: Excel can indeed do this, and not only with
numbers. In a nutshell, you can enter the start of a sequence
into a spreadsheet cell (or, more often, into two adjacent
cells) and then use a feature named AutoFill to extend that
sequence over as many cells as necessary until you reach
your finishing point.

First, I’ll explain how to produce the result you’re looking
for, and then I’ll point out a few other handy uses for
AutoFill which all use the same approach.

With Excel open in front of you, follow these steps:

Quickly enter a
series of figures

The AutoFill
feature can 
do this

Highlight the
two cells

1.  In any cell you choose (such as the topmost cell of a
column) type the first figure of your sequence – in
this case, 1901.

2.  In the cell immediately below it, type the second
figure of the sequence – 1902.

3.  Now highlight both cells by
clicking in the middle of the upper
cell and dragging the mouse
downwards into the cell below it.
At this point, the result will look
like the screenshot to the right: there’s a box around
the two cells and a little square blob in the bottom-
right corner.

:
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Drag the blob
downwards

You can drag the
mouse out of
the window

Stop when you
reach your
endpoint

4.  Move the mouse pointer onto that
little blob, press and hold the left
mouse button, and drag the mouse
downwards. As you do this, you’ll
see the box extend down the page
with the mouse, and you’ll see a
little tooltip beside the box show-
ing which number Excel is planning to put in the cell
you’ve just reached. Keep an eye on this tooltip, and
con-tinue dragging downwards.

5.  In this particular case, the sequence is a very long
one (1901–2000), so your mouse will soon reach the
bottom of the Excel window. Don’t worry about that:
still keeping the left mouse button held down, move
the mouse a little lower still and Excel will continue
‘AutoFilling’. (In fact, the further down the screen you
move the mouse, the faster the AutoFilling will go.)

6.  Once the number in the tooltip
indicates that you’ve reached the end
of your sequence – 2000 in this case
– release the mouse button. Excel will
then fill in all those cells with the
appropriate numbers. Currently all

You may well overshoot the 2000 figure you want, but
don’t worry about that either. Still keeping the mouse
button down, slide the mouse back upwards a little way
until the box starts getting smaller again and the
numbers in the tooltip start reducing.
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That’s how you use AutoFill to generate a series of numbers,
and you always do it the same way. Needless to say, you
can start from any number you like (it doesn’t have to be
1901!), but you do always have to fill in the first two
numbers yourself so that Excel can identify what the
sequence should be.

To illustrate that, try typing 2 in the top cell and 4 in the
cell below it, select them both and drag the blob downwards.
Now Excel continues the sequence with 6, 8, 10, 12… a
sequence of even numbers. If instead you type 5 in one cell
and 10 in the next, select both and drag the blob, the
sequence continues with 15, 20, 25, 30.

AutoFill doesn’t just work with numbers; it can recognise a
variety of other sequences too. Sometimes you can get away
with typing into just one cell and dragging the blob, because
Excel can tell from this single item what sequence you want.
Sometimes, though, if you only type one item and then drag,
Excel will simply repeat exactly the same item in all the cells
below. If in doubt, type the first two items of your sequence,
as we did above, so that there’s no mistaking what you mean.

Non-consecutive
numbers too!

It’s best to type
into two cells
first

    those cells will be highlighted (and you could still
adjust the length of the sequence if you’ve overshot or
undershot by clicking and dragging that blob again),
but clicking any cell will remove the highlighting.

Although I’ve referred to typing (and filling) these
numbers in a column, AutoFill can do the same with a
row. Type your second figure in the cell to the right of
the first, highlight the two cells and drag the blob to the
right (rather than downwards) to fill a row.

WA12 Q&A.qxp_December 2018  11/10/2018  11:47  Page 10



The table below lists some of the other useful AutoFill tricks
you can use:

As you can see, Excel can cope with quite a variety of
sequences. So, if there’s a sequence you want, try filling in
the first two items of the sequence and seeing whether
AutoFill can extend it. If it can’t, you’ve only wasted a few
seconds, but if it can, it could save you a lot of typing!
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Start with this: Excel fills with this:

Tuesday, Wednesday, Thursday,
Friday, Saturday, Sunday, Monday…

Tue, Wed, Thu, Fri, Sat, Sun, Mon…

February, March, April… November,
December, January…

Feb, Mar, Apr… Nov, Dec, Jan…

July, October, January…

May, Jul, Sep, Nov, Jan…

10:00, 11:00, 12:00, 13:00… 22:00,
23:00, 00:00, 01:00…

11:00, 11:30, 12:00, 12:30…

Item 2, Item 3, Item 4…

2nd Item, 3rd Item, 4th Item…

a, b, c, a, b, c…

Red, Yellow, Green, Blue, Red,
Yellow, Green, Blue, Red…

Monday

Mon

January

Jan

January, April

Jan, Mar

9:00

10:00, 10:30

Item 1

1st Item

a, b, c

Red, Yellow,
Green, Blue
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Start a screen-
saver whenever
you like

Switching off
the monitor is
better…

…but you can
add a screen-
saver icon to
your desktop

Double-click
your C: drive…

…then the
Windows
folder…
…then System32

Can I Start My Screensaver on Demand? 
Question: My screensaver is set to come on if I don’t use my
PC for 15 minutes. I wondered if there’s any way I can make
it start on demand, just as I’m to leave my PC?

Ralph Cox

Answer: At the risk of being boring, a better option would
be to switch off your monitor. It’s not as att-ractive as a
screensaver, but it does save electricity!

However, if you’d like to be able to switch on a screensaver
as you leave your PC, you can do so. By following the steps
below, you’ll be able to choose a favourite screensaver and
add its icon to your desktop so that you can start it
whenever you like with a quick double-click:

1. Press + to open File Explorer (also known
as Windows Explorer).

2. In the main section of the window, can you see an
icon for your computer’s hard drive, named C:? If
you can, double-click it. If you can’t, have a look for
it in the left-hand section and then click it: you may
have to scroll down a little way, and you may also
have to expand the item named This PC (in Windows
10 or 8.1), or Computer (in Windows 7).

3. Now the main section of the window will show icons
for all the folders on your hard drive. Find the folder
named Windows and double-click it to open it.

4. Next, find the folder named System32 and double-
click that to open it. In the ‘System32’ folder you’ve
just opened, you’ll see a huge collection of files and
folders. These are all vital to the smooth-running of
Windows, so make sure you don’t delete anything
while you’re here!

E:

WA12 Q&A.qxp_December 2018  11/10/2018  11:47  Page 12



The Windows Advisor   December 2018 13

07Questions & Answers

Track down the
screensaver files

Double-click
them to try
them out

Send your
favourite to the
desktop

Double-click it
to start the
screensaver

5. The screensaver files are all somewhere in this folder,
but they’re not going to be easy to find amongst all
these other files, so let’s make them easier to see:
click in the search box at the top-right of the
window and type *.scr.

6. Now the contents of the window will change to show
only the files we’ve just searched for – those with
the extension .scr, which are screensaver files. The
next step is to choose your favourite. The one named
scrnsave just turns your screen black (which is
economical, but perhaps a bit dull); for the rest, just
double-click one to see it in action, and it will keep
going until you move the mouse to stop it.

7. When you’ve decided which you like best, the final
step is to add its icon to your desktop. To do that,
right-click it, move the mouse down to Send to and
click Desktop (create shortcut). A copy of the icon
will immediately appear on your desktop. (If you’d
like to add any others, you can right-click those and
‘send’ them in the same way.)

8. Finally, close the window containing these icons. If
you choose, you can rename the icon you’ve placed
on your desktop: just click it and press the key,
then type a new name and press . In
future, when-ever you want the screensaver to start,
just double-click this icon.

Enter
F2
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How Can I Play DVD Movies in Windows 10?
Question: I’ve just bought a new notebook PC which has
Windows 10. Although it has a built-in DVD drive, nothing
happens when I insert a DVD with a film or TV series. Is
there a particular program I have to start?

Jon Ledford

Answer: The answer to this is going to seem quite bizarre,
given that DVD movies have been common and popular for
years: Windows 10 doesn’t come with any program for
playing video DVDs!
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No options to
play DVDs in
Windows 10?

You could 
try Windows 
DVD Player

There’s just one exception to that. If you upgraded to
Windows 10 from either Windows 8.1 or Windows 7,
you might have had a program named Windows Media
Center. (It was included in most editions of Windows 7,
and in the ‘Pro’ edition of Windows 8.1.) Following your
upgrade to Windows 10, that Windows Media Center
program would have been removed, but you’d have
gained an extra program named Windows DVD Player.
After inserting a DVD, start this program from your
Start menu and it should play the movie (although, as
you’ll learn below, you can’t be certain!).

So what can you do if you want to play video DVDs on your
computer? Well, one option is to buy a copy of the Windows
DVD Player program mentioned in the tip above. If you open
the Store app from your Start menu and use the search box
in its top-right corner to search for ‘windows dvd player’,
you’ll arrive at the page from which you can buy and install
it. However, at the time of writing it costs £12.49, and that
seems a lot to pay Microsoft for something they should have
included in the first place. Worse, it currently achieves a user
rating of just two stars out of five, with many reviewers
saying it doesn’t work. I haven’t bought it myself, so I can’t
comment, but even if I did buy it and it worked for me, that
seems to be no guarantee it would work for you.
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There’s a better and more-reliable option, and it’s one that
won’t cost you anything. That’s to download and install a
free program named VLC media player is better. This
popular program is a jack-of-all-trades in the enter-
tainment department, playing almost any type of audio or
video file, along with audio CDs and – crucially for our
purposes – DVD movies. Here’s what to do:
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Download and
install VLC

Insert a DVD
movie disc…

The free VLC
media player

1. Start your favourite web browser and type the
address www.videolan.org/vlc into its address box.

2. Press and you’ll arrive at the web page for
VLC media player. Click the large orange Download
VLC button and the download will then begin after
a few seconds.

3. Once the download is complete, open the file you’ve
just downloaded and the installation process begins.
After confirming English as the choice of language,
just follow the straightforward steps, clicking Next
for each and finally clicking Install – refreshingly,
there are no tricks or ‘optional offers’ to catch you
out along the way. 

4. Once the program has been installed, you’re ready
to roll. Insert a DVD movie disc into your PC’s DVD
drive and start VLC media player from the Start
menu. When its window appears, open the Media
menu and choose Open Disc.

Enter

:
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…and play 
the movie

5. In the dialog that appears, pictured below, make sure
DVD is selected in the ‘Disc Selection’ section at 
the top. 

6. If you choose to, you can use the options in the
‘Starting Position’ section to begin playing the disc
at different points, but you’ll probably want to start
at the beginning, so just click the Play button ,
sit back and enjoy.

2

1

One thing you’d probably prefer is to have the movie
filling your screen rather than playing in a small
window. If so, choose View > Fullscreen Interface or
press the key on your keyboard. To return to a
normal (window) view at any time, do the same again.

F11

2

1
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The table is
stuck at the top
of page 1!

Pressing
doesn’t move the
table downwards

Forgotten 
the name of 
the file?

Enter

Which of these Files is the One I Just
Downloaded?
Question: My Downloads folder contains quite a large collection
of files. If I wasn’t paying attention to the name of a file I just
downloaded, I struggle to work out which one it was when I
look in this folder. Is there any way to make this foolproof?

Geoff Plummer

1. Click at the beginning of the text that appears in the
top-left cell of your table, so that the cursor is
flashing to the left of that text. 

2. Press the key combination + + .
This inserts a blank line above your table. 

3. Now you can click at the beginning of this blank line
and either start typing or press a few times
to create a little more space.

Ctrl

Enter

EnterShift

:

Word: Insert a Blank Line Above a Table
Question: At the very top of a Microsoft Word document, I’ve
created a long table. Now I’ve realised that I need to put a
heading and a paragraph of text above it, but Word won’t let
me! If I try to press Enter to move the table downwards and
create space, Word just puts a blank line in the first cell of
the table. Is there any way around this?

Phillip Ridley

Answer: It’s a situation that baffles many Word users! If you
put a table at the top of page 1 of your document, you can’t
click to its left and press to move the table down-
wards if you decide you want to type something above it: the
table seems to be stuck at the top of your document for good.
Fortunately, there is a solution:

Enter
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Don’t keep files
here if you don’t
need them

You can’t
recognise it in
your Downloads
folder

Separate files
you’ve already
dealt with

Display your
most recent
downloads first

Answer: A lot of the files you download have rather anon-
ymous names, and modern browsers don’t usually give you
an opportunity to choose your own name for a file when
downloading it. As a result, if your Downloads folder contains
a lot of files, that can make it difficult to identify the one
you’ve just downloaded. Here are a few tips that can help you
deal with this, and you can pick and choose between them: 

•     Move or delete anything you don’t need. The fewer
files you keep in your Downloads folder, the easier it
will be to spot the new arrival! If you don’t need to
keep a file, delete it; if you do, rename it in any way
you like (to make it easier to recognise) and move it to
a suitable folder.

•     Create a ‘Dealt With’ folder. If you’d rather keep all
your downloaded files, try this instead. Right-click a
blank white space in your Downloads folder, choose
New > Folder and name this new folder ‘Dealt With’
(or something similar). Then, whenever you’ve dealt
with a file you’ve downloaded, drag-and-drop it on to
this folder’s icon to move it there. This way, the only
files you’ll find in your Downloads folder itself are
those you’ve just downloaded and haven’t yet opened;
all the rest will be in your ‘Dealt With’ folder.

•     Sort your Downloads folder by date. Since the names
of the files you download are not particularly
memorable or recognisable, it doesn’t help that this
folder (like most others) organises its files in
alphabetical order. Right-click a blank white space in
the Downloads folder, move the mouse to Sort by and
choose Date. This arranges the contents of the folder
into date order, with the newest shown first. The result
is that every time you open this folder, you’ll see your
most recently-downloaded file(s) at the top of the list,
making them easy to identify.
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