
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   January 2019

•   How Can I Clean Up My Desktop Icons? ......................    

•   Are There Any Programs for Currency Conversion? ....     

•   Why Am I Not Receiving Some of My                            
Email Messages? .............................................................    

•   Can I Delete Unnecessary Temporary Files by Hand? ...    

•   Browser Problem: The Back Button Isn’t Working! .....     

•   Can I Type Huge Text into Word? ..................................    

Q&A/2

Q&A/7

Q&A/8

Q&A/10

Q&A/12

Q&A/14

01Questions & Answers

WA1 Q&A.qxp_January 2019  30/10/2018  15:43  Page 7



Questions & Answers02

The Windows Advisor   January 20198

How Can I Clean Up My Desktop Icons?
Question: I have gained a great many icons on my desktop
over the months I’ve had my PC and it has become rather a
mess. What is the best approach for getting them into some
sort of order?

Harold Ganey

Answer: Windows offers a variety of useful options for
arranging the icons on your desktop to make them neater
and easier to use. However, before investigating those, the
first step towards getting your desktop organised is to get
rid of any icons that don’t need to be there.

Your desktop can gain all sorts of unnecessary icons: 

•     Icons for programs you rarely use. When you install
certain programs, they place a shortcut on your desktop
to give you a slightly quicker way of starting the
program. Since you can find the program on the Start
menu (or the Start screen in Windows 8.1) on the odd
occasions you need it, you don’t need its icon cluttering
up your desktop.

Icons on the
desktop are
untidy

Are all the icons
really needed?

New programs
may put icons
here
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Same icon
already on 
the taskbar

Unnecessary
shortcuts to your
documents

Files you’ve
downloaded and
no longer need

Before deleting desktop icons for your own documents,
make sure they really are shortcuts, not real documents
you’ve saved or moved to the desktop. A shortcut will
have a small curly arrow overlaid on the bottom-left
corner of its icon. If you’re still in doubt, right-click the
icon and choose Properties,  then look at the tabs near
the top of the dialog that opens: if they include a
Shortcut tab, it’s definitely a shortcut. If they don’t, it’s
a real file, so rather than deleting it you should move it
to your Documents folder. 

•     Icons that already appear on the taskbar. You can use
this icon to start the program, so the additional copy
on your desktop is unnecessary.

•     Shortcuts to your own documents. Unless these are
documents you really do open frequently (an acco-unts
spreadsheet you add to daily, for instance), it’s a fairly
quick job to open your ‘Documents’ (or ‘My Do-
cuments’) folder to find it when you need to open it. 

•     Programs or other files you’ve downloaded from the
Internet. If you save downloaded files to the desktop,
perhaps you don’t always delete them after using them.
For example, downloading the installer for a new
program and saving it on your desktop, you double-
click the installer’s icon to install your program. Once
that’s done, the installer itself is no longer needed. 

Delete icons from the desktop

1. When you’ve found an icon that can be removed
from the desktop, right-click the icon to display its
context menu.

:

!
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Delete 
unwanted icons

Make icons
larger (or
smaller)

Choose an 
icon size

:
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Change the size of the desktop icons

At this point you’ve streamlined the desktop by getting rid
of icons you don’t need or use. As well as making the
desktop less cluttered, this gives you more space for the
icons that remain, so you might like to make them a little
larger and easier to see. Here’s how:

2. On the menu, choose Delete.

3. What happens next will depend on your version of
Windows:

    Windows 10 or 8.1: the icon is immediately deleted
(or, more precisely, moved to the Recycle Bin).

   Windows 7: a dialog will appear asking if you really
want to delete the shortcut or file. The dialog will tell
you where the shortcut leads (if it is a shortcut). Click
Yes and the icon will be deleted to the Recycle Bin.

1. Right-click a blank space (not an icon) on the desktop.

2. Move the mouse pointer to the View item in the
context menu that appears, and you can choose
between Large icons, Medium icons, and either
Small icons or Classic icons.

3. Click whichever
of these three
sizes you prefer.
If you’re not
keen on the re-
sult, repeat the
steps to try a
different size. 
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Resize icons in
small steps using
the mouse wheel

:

If none of the three preset sizes seems quite to fit the bill,
there’s another method you can use which allows you to
fine-tune the icon size. This relies on your mouse having a
wheel on top: if it does, first click a blank space on the
desktop, then hold down the key on your keyboard,
and then roll the wheel towards you (to make the icons
smaller) or away from you (to make them larger). When
you’re happy with the new size, release the key.

Have your desktop icons arranged neatly

With your desktop now de-cluttered and the icons the size
you like them, you can follow the final step to getting things
organised:

Ctrl

Ctrl
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1. Right-click a blank space (not an icon) on the desk-
top and move the pointer to the View item .1

Note that whatever icon size you choose, and whatever
method you use to change the icon size, the text
captions below each icon don’t change: the size of the
text always stays the same and only the icon itself (the
picture) changes size.
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Align icons to an
invisible grid
for neatness

Have icons
forced into
columns

Arrange the
icons your 
own way

2. Is there a tick beside the Align icons to grid option 
? If not, click the item to switch it on. This forces

all your desktop icons to be placed within an
invisible grid of squares, ensuring they will always
be neatly lined up (and won’t be able to overlap one
another). Whenever you drag an icon to a different
point on your desktop, it will jump into the nearest
grid square.

3. Now you have a choice between two ways of
arranging your icons:

•   Let Windows arrange them for you. Right-click the
desktop again and see whether there’s a tick beside
Auto arrange icons . If there is – or if there isn’t,
but you click this option to switch it on – Windows
will automatically arrange your icons into columns
fixed at the left of your desktop. Every new icon
added to the desktop will be added to this list. Using
this method, icons look neat, but they must remain
in these columns (you can’t place an icon in the
centre of your desktop, for example) and it isn’t easy
to adjust the order in which they appear.

•   Arrange the icons yourself. If there’s a tick beside
Auto arrange icons , click it to switch off the
option. You can then drag icons around on your
desktop, placing them wherever you want them. In

2

3

3

1

3
2
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A free currency
converter?

Use Google!

Find and use 
the currency
converter

   this way, you might place your most-used icons at
the left of the screen, and lesser-used ones on the
right, or organise them into alphabetical order, or
whatever layout you prefer – the choice is yours.

Are There Any Programs for Currency
Conversion?
Question: Every so often I need to convert amounts in US
dollars into pounds. I can find the exchange rate in the
newspaper and use the calculator, but it occurred to me there
might be a program (ideally free) that can do all this for me.
Do you know of such a thing?

Maia Byrd

Answer: You don’t need a separate program for this, you
just need the Internet. Specifically, all you need is Google
(www.google.co.uk), which counts currency conversion
among its other skills. You can approach it in two ways:

Method 1: visit Google and search for currency conversion.
You’ll arrive at a results page (which you might like to add to
your browser’s Favourites or bookmarks for quick access in
future), but above the results you’ll see this conversion panel:
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Choose your ‘From’ currency (set to 'Pound sterling' in the
screenshot above) and your ‘To’ currency (currently ‘United
States Dollar’), then type a figure into the box to the left of
the ‘From’ currency (I’ve typed ‘200’) and as you type it will
be converted automatically, showing you the equivalent in
the ‘To’ currency in the box below (here, 256.9 dollars).

Method 2: visit Google and type into the search box the
currency conversion you want to look up. For example:

200 pounds in dollars

850 euros in pounds

22.95 USD in GBP

40 swiss francs in PLN

Google recognises this type of query, and it will take you to
the same currency-conversion panel pictured above, but
with the appropriate values already inserted and the
conversion displayed.
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Open and
convert in 
one go

Not returned,
but not arriving

Incidentally, although I’ve suggested that you ‘visit
Google’ in each of the two methods above, you may not
even need to do that. If your web browser’s own search
box or address box is set to use Google, you can simply
type the query into that box and press .Enter

Why Am I Not Receiving Some of My
Email Messages? 
Question: My sister insisted she sent me an email message
a while ago, but I didn’t receive it. She forwarded another
copy a few days ago and that hasn’t arrived either. We can’t
understand it, because I receive other messages from her.
What could be happening to this one?

Jacqueline Ferrill
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Answer: Most email messages arrive somewhere – they don’t
just disappear. So, if a message can’t be delivered to the
recipient’s email address for some reason (such as an incorrect
email address or some kind of technical fault), it should be
returned to the sender with a note that delivery failed.

In this case, that doesn’t seem to have happened, which
suggests that the message was indeed delivered somewhere.
That gives us two possibilities:

•     The email address it was sent to was incorrect, but it
was an email address that actually exists – someone
else received the message that was intended for you.
Your sister can find out whether or not this is the case
by examining the message in her ‘Sent items’ folder
and checking what address she sent it to. 

•     The message was delivered, but something about it
caused it to be treated as junk mail (also known as
‘spam’). This is the most likely situation.

Assuming you’ve checked the ‘Junk email’ folder in your
email program and the message isn’t there, it must be that
your Internet Service Provider (ISP) does its own anti-spam
checks on incoming messages and this message fell foul of
those checks. 
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Treated as junk

Your ISP may
filter your
messages

Messages should
always arrive –
somewhere!

Sent to someone
else by mistake?

You might well think you couldn’t possibly have sent a
message to the wrong email address because you didn’t
type the address yourself – you picked the person from
your contacts list. In fact, though, if you type an address
yourself and make a typing mistake, you’ll probably be
sending the message to a non-existent address and it
will be returned to you, so you’ll realise your mistake.
However, if you pick someone from your contacts list,
but you pick the wrong person by mistake, the message
really will be delivered: just not to the person for whom
it was intended! 
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Check your email
account online

Mark as
legitimate and
move to Inbox

Disk Clean-up
too slow?

It’s well worth knowing whether or not your ISP filters
out junk mail before delivering the remainder to your
email program, because junk filtering isn’t 100%
accurate. If your ISP does do this, it’s a good idea to visit
the website every month or so to check that no legitimate
messages have been moved to the ‘Junk’ folder.

Alternatively, you could see whether it’s possible to
switch off your ISP’s junk filtering so that all messages
arrive at your email program, and rely on your email
program’s own junk filtering to do the job.

Can I Delete Unnecessary Temporary
Files by Hand? 
Question: I regularly use the Windows ‘Disk Clean-up’
program to get rid of the unnecessary temporary files that
build up on my PC. The trouble is, it’s a slow process because
Disk Clean-up has to scan the hard disk for all sorts of other 

Visit your ISP’s website and log into your email account (by
following links to ‘Email’ or ‘Webmail’ or something
similar), and this should lead to a web page that’s designed
to look much like an email program. One of the folders it
contains will be named ‘Junk’ (or, again, something similar):
click this folder to look inside it, and you may find that this
is where that missing message has been placed.

If you do find the lost message in this ‘Junk’ folder, there
should be a way to mark it as ‘Not Junk’ (telling your ISP
not to treat this sender’s messages as junk in future). Having
done that, move the message to the ‘Inbox’ folder. Next time
you start your usual email program, this message should be
delivered to it.

!
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Temporary files
should be
deleted but are
often left

You can delete
them manually

Select all
temporary files
and folders

Ignore any files
that can’t be
removed

1. Press the key combination + to open the
Run dialog. Type the command %temp% and press

.

2. Windows will open
the folder containing
the temporary files.
Press + to
select every item in
this folder, then press
the          key to delete them all.

3. Windows is smart enough to know which (if any) of
these temporary files are still required, and if a file
can’t be deleted you’ll see a message telling you. The
deletion process will continue after you close this
warning message, with the result that you’re left
with only the files that couldn’t be deleted (and
they’ll get deleted next time you repeat these steps).

Enter

Ctrl A

R :

things along the way. I’ve read that it’s quicker to delete
temporary files manually, but I don’t know how to do it. And
is it safe to do that?

Clarence Smith

Answer: As their name suggests, temporary files are files
created by Windows – or by one of your programs while
you’re using it – to store data temporarily. Any program that
creates a temporary file should delete it when it’s no longer
needed, but sloppy programmers often don’t bother and
these temporary files just build up on your system.

Temporary files are stored in a single folder on your PC, so
it’s an easy job to open this folder and delete its contents by
hand. Close any open programs and then follow these steps:

Del
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Stuck on a 
web page?

A link may 
take you to a
different website

The Back button
should take you
back again

Sometimes it
leaves you where
you were

Browser Problem: The Back Button
Isn’t Working! 
Question: Every so often, after I click a link that takes me
to a different website, I find I’m stuck on it. Clicking the
Back button does nothing, it just leaves me where I am. Why
does this happen, and what can I do about it?

Bernard Walsh

Answer: When you click a link on a website, you can’t
always be sure quite where it will take you: it may be a
different page on the same website, or it may be a different
website. Sometimes the text of the link – or the context –
will give you a clue, and sometimes a little symbol beside
the link will indicate that it takes you away from the current
site, but you won’t always know.

Often, of course, you won’t care either.
After all, you can click the Back button
(or press the Backspace key) after-wards
to jump back a step to the previous page
and carry on reading. 

Sometimes, though, if the link did take you to a different
website, you might find you’re stuck there and the Back
button seemingly does nothing; it just leaves you on the
same page.

In fact, the Back button is working, but an oddity of the
website’s design means that it isn’t able to do anything
helpful.

Perhaps you’d like an explanation of this ‘oddity’?
When you arrived at the website, some code hidden in
the page instantly redirected your web browser to a
different page on the site. Thus, when you click the Back
button, your browser goes back one step, lands on the
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Right-click the
Back button

Click the page
you want to
jump to

Tip: follow a 
link in a new 
tab instead

So how can you get around this when it happens? Rather
than clicking the Back button, right-click it. This will display
a menu listing the last few web pages you’ve visited, with
the current page at the top of the list, the previous page
second on the list, and so on.

If you click the second item down, that’s the equivalent of
clicking the Back button – and you already know that
doesn’t work!

Instead, then, click the third item down. That way, you’re
skipping over that annoying page that keeps bringing you
back to where you are, and you’re jumping straight to the
page you were viewing before it.

An alternative is to try clicking the Back button twice in
very quick succession. With a bit of luck, that will take you
back one step, then back a second step before that annoying
‘redirect’ page has a chance to scupper you.

Better still is to avoid the possibility of this happening
entirely, and that’s easy to do. If you haven’t finished
reading a particular web page, but you want to follow a link
you’ve found on it, open that link in a new tab using either
of these methods:

•     Hold the key when you click the link.

•     Right-click the link and choose Open in new tab (or
very similar wording).

Ctrl

page it arrived at before, and instantly gets redirected
again by the same piece of hidden code, putting you
back on the page you’re trying to escape!
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This way, when you want to go ‘back’ to where you were,
you either click that first tab or you close this second tab by
clicking the little x button in the tab.

Can I Type Huge Text into Word? 
Question: I need to type a number, such as ‘5’, into Micro-
soft Word and print it in such a way that the number is big
enough to fill a whole A4 page. As far as I can tell, the
largest text size is 72 and judging by that I need something
at least 10 times the size. Am I out of luck?

Oliver Woods

Answer: If you type the number ‘5’ into a Word document,
highlight it, and then click the arrow beside the ‘Font Size’
box, you will indeed find that the available text sizes range
from a tiny 8 points up to 72 points. One point is roughly
1/72 of an inch, so the largest size available – 72 points –
gives you a character roughly one inch tall. Big, but nowhere
near as big as you need!

Fortunately, you can ignore
that. Instead, click in the Font
Size box itself to highlight
the figure currently shown
there and then type any
figure between 1 and 1638 and press the    Enter key. A size
of about 800 will probably enlarge the figure you’ve typed
sufficiently to make it fill the whole page (depending on
which font you choose to use – you might like to experiment
with different fonts too). If it doesn’t, highlight the figure
once more, click in the Font Size box again and type a
different number followed by .Enter

Close the new
tab when you’ve
finished with it

Is 72 points the
maximum size?

The Font Size 
list offers sizes
up to 72

But you can type
any size up to
1638

Enter
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