PC Knowledge Keyword Index

Keyword Index Article/Page
A

Accessibility

- see the mouse pointer and text more easily ....... F 090/2

- make text more readable using zoom features...F 090/4
- make everything on your screen 25% larger...... F 090/8

- see your screen in close-up with magnifier......... F 090/10
- use a high contrast theme to see things

more clearly........oooooiiiiiiiii F 090/15
Android and Windows 10: Examining
the Partnership..........cooooiii A 443/21
App Store: A Complete Guide......................... A 510

Attachments, see Email

B

Backups

- as security against ransomware.............ccccoeeene F 256/3
- backup strategy explained...........cccoooiiiiiinnnie, F 256/17
- File Safety: Back-up Your Personal Files............ F 256/1

- how to back-up your files........cccccconiiinnie, F 256/13
- importance of having backups...........ccccccceeeennis F 256/2
- storage space required, calculating..................... F 256/11
- where to keep backups .........ccccvvvvvvviiniiiiieiiininn, F 256/10
- which files to back-up .........ccccvvvvviiiiiiiiiii, F 256/9

Battery Life for Notebooks and Tablets, Improving | 890/1
Bluetooth

- Another Way to Connect.............ccoooviininnin B 440

- basics explained...........cccoiiiii B 452/2
- using Bluetooth devices with your PC or tablet... B 452/10
-whatyou need ..........oooeiiiiiiiii B 452/4
- Wirelessly Connect Nearby Devices ................... B 452/1
Broadband

- The Basics: How Powerline Networking Works...M 011/2
- Quickly Set Up Your Own Powerline Network.....M 011/5

- changing provider..........cccoiieiiiiiei e Q&AM

- router, turning off ... News & Tips/1
Browser, Instant Access: Pin Websites to Your....News & Tips/1
Browse the Web, Quicker ways to..................... News & Tips/1
Bullet Points: Get Creative in Word.................... B 740/1

C

Calendar

- Get Organised with Calendar Appointments and
Reminders........c.ooviiiiiiiii e G 205/1
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Cameras, see Digital cameras

Card games for Windows ..........ccccceeviieiiiniinen e News & Tips/1
CDs and DVDs
- as storage for backups .........ccccovveeiiiiiiiiiiiieenns F 256/10
- DVD and CDs: Cheap Storage for Your Files.....H 590/2
- burn your chosen filesto disc......................... H 590/10
- choose the files and folders you want to copy....H 590/8
- opening drive without using button..................... Q&A/4
- preparing your disc burning session.................. H 590/4
Character Map
S USING ettt F 590/3
CheCKbDOX......eeeiivieeeeciiee e W 320/18
Cloud Storage: Discover OneDrive.................... C 491/1
Command Prompt, Understanding..................... U 435/1
Context menu
-explained ... W 320/5
Control Panel Missing, Why is My..................... Q&A/13
Convert Your Old Music, LPtoPC:.................... L 567/1
Creating Signs with Word.....................ce. C 666/1
Cursor thiCKNess ........ooiiiieiiiiie e, V 340/6
D
Data Privacy: Be Careful What You Share!........... D 0251
Desktop background
- iN WINAOWS 10 ... W 297/7
- Wallpaper Slideshows, Refresh Your Desktop

WIth. L R 130/1
Desktop Overload? Remove Unnecessary Icons.. D 802/1
Disappearing Desktop Items? Don’t Panicl.......... Q&A/10
Digital cameras
= MEMONY CArAS .....uvviiiieeeeiiciiiieee e e e e e eeirree e e e e e e e F 256/11
Domain name, registering your own..................... E 651/2
Downloading files, choose ‘Run’ or ‘Save’? .......... Q&A/2
Download Safely, How to............c.ccovvviiiiinnnnin. H 593
Drag and Drop: Can | Change My Mind?............... Q&A/8
Drag-and-Drop: Move and Copy Files Easily ........ D 854/1
Driver updater program ........c.cccccceeviiieeeiiciee e Q& A/6
Drives
- disconnecting USB hard drive...........ccccccvevveeenns Q&A/2
- Drives, Folders & Files: How to Stay Organised. D 890/1
o 11= 114110 T TSRS RRRR News & Tips/2
- speed up your USB hard drives....................... News & Tips/1
-volume [abel ......c.ooeviiiiiiiiie e Q&A/2
Dropbox, Online Documents Made Easy with...... 0 425
DuckDuckGo search engine.........cccccceeeeiiiieennn.n. O 436/4

DVDs, see CDs and DVDs

E

6/22

12/21
1/23
1/23
1/23
8/21
1/23

5/22
9/21
10/23
11/23

9/21

12/23
10/23
9/23

12/21

11/22

10/21

4/23
3/22
2/23

12/21
7/21
1/21
5/23

1/23
9/22
8/21

10/21
2/22

10/21
2/23
9/22
1/24

12/21



Email
- see also Microsoft Outlook, Outlook.com, Spam

- Accessibility: Make Text Easier to Read........... E 366

- disposable email addresses ............cccceeieeennes E 503/1

- Get Started with the Mail App.......coooiiiiiennnnies E 420/1

- High importance option .........ccccceeveviciiiieeee e, Q&A/8

- How Do Automatic Email Responses Work?....... 0O 866/5
-How to Send Large Files............cccoveieiiiiiinin, H 630

- How to Set Up Your Own Auto-replies............... O 866/7

- Malware: Beware of Email Attachments ............. M 032/1

- messages containing only a linK...........ccccocceee. Q&A/3

- Out of Office: Set Up Automatic Replies............ O 866/1

- Protect Your Account from Spam.............cccceee.. E 503/1

- Recognise Threats and Scams ...........cccccveeeenns E 509/1

- SeXtortion SCAMS......c.cooviiiiiiieiie e News & Tips/1
- Shortcut: Using Signatures...........cccococeeiviieeens E 540/1

- Tax Refund Scammers Warning...................... News & Tips/1
- Undeliverable: Dealing with Email Bounces....... U 365/1

- ‘View in browser’ liNKS ..........cccvvvevevevevvveiiieiineinnns News & Tips/2
- Your Own Personal Address..........ccccveeeeeeeennnnes E 651/1

Error messages, copy text of .........ccccciiiiin. News & Tips/2
Error Messages: What Are They Telling You?...... E 728/1
Essential Tips for Every Computer User.............. F 090/2

Excel and Word, Working with.......................... W 630/1

Excel, see Microsoft Excel

Excel, Run Tests with Random Numbers............ News & Tips/4

Explorer, see File Explorer
Extensions, see File extensions
External hard drive..........cccooooiiiiiiieieeieeeeee, F 256/11

File Explorer (aka Windows Explorer)

- backing-up files.........ocoiiiiii F 256/1
- breadcrumb bar ..........coooecii e F 204/10
- Choose the Best Settings for Easy Use............... F 204/1
- copying files to a backup drive ..........ccccccoeeiiiis F 256/13

- Drag-and-Drop: Move and Copy Files Easily...... D 854/1
- Efficient File Identification with the Preview

Pane.......cooii News & Tips/3
—explained ..., F 204/2
- icon sizes and styles in folders............ccccoceones F 204/12
- navigation Pane ..........ccocccvveiieii e, F 204/5
- pictures show icons instead of previews ............. Q&A/6
- PrEVIEW PANE ....eieiiiiiiieeee e a e F 204/13
- print documents quickly ..........cccccooiiiiiiii News & Tips/2
- Quick Access toolbar.........ccccceviiiiiiiiies News & Tips/1
- Quick Access/Favorites section ..........cccccceeens F 204/17
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- Ribbon, showing or hiding ...........ccccvvieiiiiiiennn, F 204/4

-SetiNG UP oo F 204/1

= StArtiNG e F 204/3

File extensions

- common file extensions..........ccccccoviiiiiiineni, F 216/6
-explained ... F 258/2

- file extensions revealed.....................coeenil News and Tips/2
- find a file’'s extension .........cccccco v F 258/5

- What Type of File is ThisS?........ccoccciviiiiiiiieens F 216/1

Files

-accidental 0SS ........uvveueieieiiiiiiieiiieiieieieee s F 256/4

- backing-up ..o F 256/1

- characters not allowed in filenames .................... Q& A6

- convert unrecognised files..........cccccovcviiiiiiees News & Tips/1
- copying and moving to different folders .............. News & Tips/1
- copying to a backup drive..........ccccveveiiiiiiiiiiiinnns F 256/13

- deletion, accidental............cccoooviiiiiiieiiieeeee, F 256/4

- Drag-and-Drop: Move and Copy Files Easily...... D 854/1

- Drag My Files!, HelpMe.............ccooiiin Q&A/13

- Drives, Folders & Files: How to Stay Organised. D 890/1
- extensions, see File extensions

- file @ss0CIations .........oooiiiiiiiii s F 258/3
- File Safety: Back-up Your Personal Files............ F 256/1
- File Trouble: Which Program Do | Need? ........... F 258/1
- Filenames: Keep Your Files Organised .............. F 261/1
- Find Missing Files on Your PC.........ccccccceiiiiis F 336/1
S fOldErS ..o F 261/2
e 1.=1021 10T PR RRRN F 261/7
= OFQANISING .vveeeeiiiiieeeciiee e ciee e e e et e e e e eaes D 890/1
- PC Clean-up: Remove Unnecessary Files.......... P 055/1
- recently-used files.........ccooieiiii i F 336/3
= TENAME @ SEIIES ...eeiiiiiiieiiiiieeeitieee e etiee e sieee e News & Tips/4
- replacing one file with another............................ F 256/5
- TiskS tOfileS .. F 256/2
- safety copies, see Backups
- safety: Opening and Saving........................... F 257
- saving regularly as you Work ............cccccuvvvvennnnnns F 256/7
- searching for files by date or type .........cccceeeen. F 336/13
- searching for files by name ............cccoveeieis F 336/9
- searching for files containing particular text........ F 336/12
- selecting multiple files ..........ccccoovviiiiiiiiiciies Q&A/4
- temporary files, Can | delete?.............cccccoeeienes Q&A/15
- what does it mean when files open in ‘protected

VIBW 2. ettt Q&A/8
Find Missing Files on Your PC .........ccccooiiiinee.n. F 336/1
Flash drive, see USB flash drive
Folders, How to Create Listed Files in................ News & Tips/4
Fonts

- Include Symbols & Pictures in Your Documents. F 590/1
—installing....oceeee e Q&A/6
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G

Gmail
- email address aliases..........cccccveeeeeicciiiiene e, News & Tips/3
Go0gle acCoUNt.....cccccciiciiiieee e G 526/4

Google Chrome
- Accessibility: Get Google Chrome to Read Web

Pages AloUud?..........ooviiiiiiiiiiie e Q&A/2
- autofill: get online forms completed in a jiffy!....... H 019/2
- bookmarks bar...........cccceeviiiiiiiiiiiiis G510/5
- brighten up chrome’s appearance with ‘themes’..H 019/5
- close unwanted tabs with just two clicks............ H 019/8
- delete old web pages ........cccceeeveiiiiiiiiie s P 055/12
- diNOSAUN GAME .....oiiiiiiiiiiiieieee e News & Tips/4
- Free Extensions for Better Browsing................... G 506/1
-handy tips. ... H 019/1
- private WiNdOW............uuveveiiieiiieieieiiieieisieierernnennnns W 086/9
- read web pages aloud ...........ccccoeiiiiiiiii s Q&A/2
-reading list ... G 510/9
- tabs, PINNING ... G 510/12
SthemMEeS ..o G 510/7
-TOP TIPS & TrIiCKS....uuvvveieieieieieieieieievevevevevevevereeeens G 5101
- use the bookmarks bar for fast access to

favourite sites. ... H 019/7
- quickly add a web page shortcut to your

deSKIOP. ..o H 019/4
- quick tips: chrome’s handy timesavers.............. H 019/9
Google Photos
- albums, creating and sharing ............ccccceevieees G 526/15
-explained ... G 526/2
- Store and Share Pictures Online...............cccce..... G 526/1
- uploading PhotoS ..........ceiiiiiiiiiiiiee e G 526/6
S USING ettt G 526/10
Google reviews: How to Help Out .............ccee News & Tips/4
Google: Tips to Search Successfully..................... G 532/1
Go0o0gle trCKS ...t News & Tips/3
H

Hacked Websites, How to Avoid........................ H 585/1
Hamburger button...........cccccoiiiiiie, W 320/15
Hard drive
-as backup storage ..........cccoveiiiiiiiici, F 256/10
mexternal. ... F 256/11
S faIlUre e F 256/6
- PC Clean-up: Remove Unnecessary Files.......... P 055/1
Hardware: Tips for Safe Usage......................... E 940/1

High contrast colour schemes for Windows .......... V 340/15
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Homegroup, Connect Your PCs with.................. C 510/1

HYPerlink.......ooo W 320/22
I

Identifying Safe Websites................ccccoeveninin. 1070
Identity Theft, Keep Safe from......................... K072
Images, see Photos

Internet

- Addresses: How Do They Work? ..........cccocueeen. 1 710/1

= COOKIES ...uvvruierieneneieietnineneeteieteaeeaeeeeeeeeeeenenenenenennns D 025/4

- Data Privacy: Be Careful What You Share! ........ D 025/1

- email, see Email

- Malwarebytes Browser Guard............c.ccccoeveenne News & Tips/1
- Online Privacy: Prevent Websites

- search engines, private ..........ccccccovniiiiiis D 025/11
- sites, see Websites

- two-factor authentication .............ccoocccoiiiis T 980/1

- Web, see Websites
- websites, see Websites
Internet Explorer

- network connection: internet explorer issues...... Q&A/5

- private WiINdOW...........cuvveieieieiniiieiiiiieieisiessrernnnnnnns W 086/7
[P @ddreSS...ccoiiiiiiiieieeee e 1 710/11
Internet Speed, Understanding.......................... U 537/1
J

JUMP ISES oo, F 336/8

Junk email, see Spam

K

Kensington 10CK ........cccvvieiieeiiiiiieee e, P 912/1
Keyboard

- Caps Lock key, avoid pressing accidentally........ News & Tips/1
- copyright symbol...........cccooviiiiiiiiic e, Q&A/4

- euro currency Symbol .........cccccevvieiiiiiiie i, Q&A/4
-explained. ... ... K 168

- fractions, typing .......cocoeeriiiiii i Q&A/8

- Help! My Keys Have Switched Places............... Q&A/2

- NUMENC Keypad ......ccocooiiiiiiiiiiiiee e K 222/10

- Overtype/lnsert mode.........cccceveeiiiiiiiiiiieeeeees K 222/14

- SEHINGS oo K 222/12

- Shortcuts: Work Easier and Faster .................... K 194/1

- Solve Common Problems Yourself .................... K 222/1

- Toggle Keys feature ... News & Tips/1

- wrong keyboard language ..........ccoeecciiieeeieiennns K 222/2
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Magnifier program.........cccocceeeniiiei e V 340/13
Maintenance in Simple Steps, PC...................... P 084/1
Malware: Beware of Email Attachments................ M 032/1
Malware: Practical Steps to Prevent Infection....... M 037/1
Memory cards (as backup storage)..........cccuueee.... F 256/11
Memory Cards: Choose Wisely to Keep
Your Photos Safe........cccccovvciiiiiiiiiiieiee e M 037/1
Memory stick, see USB flash drive
Menubar............ccc W 320/9
Microsoft account, hide surname............ccccccuunn..... Q&A/8
Microsoft Edge
- delete old web pages ........ccccceeveiiiiiiiiiie s P 055/11
-Edge bar......o M 325/2
- Favourites bar, see more websites ..................... Q&A/2
- Immersive Reader VIieW...........cccccvvvvveieieieinnnnnnnns M 325/13
- keyboard shortcuts ..., M 325/15
- New Features and Useful Options .............c........ M 325/1
- password safety checker............ccooooiiiis M 325/13
- private WiNdOW............uvvvviiiviiniiiiiniiieininininisnnnnnnnns W 086/11
-read a web page aloud..........cccceoviiiiiiiinin, M 325/8
- screenshot of web page .........cccccooiinis M 325/10
- search using Google ..o, Q&A/2
- sidebar searCh.........ccccvvvviiiiiiiiiiiiiieas News & Tips/2
- start from where you left off............cccoocceiis M 325/7
-tabs, vertical .........ooovveeiiiie e News & Tips/1
- toolbar buttons, add and remove......................... M 325/12
- WEDSItES @S APPS ..uviiieeiiiiiiiiieee e M 325/5
Microsoft Excel
-#signsincells ... E 904/2
- adding figures quickly ...........cccoiiiiiiiiies E 926/14
- An Accounts Spreadsheet from Scratch ............. E 882/1
- arrow keys stopped WOrking.........ccccocveeeeiiieeennns Q & A/10
- averages, calculating.........coccce e, Q&A/M4
- borders and lines between cells.................c.c...... E 882/8
- carry figures forward to another sheet ................ E 882/13
- cells, NAMING......uiiiiieie e E 926/4
- cells, referring to different sheets ...........cc.......... E917/17
- Compatibility Mode............cccveeeiiiiieiiiieec e, Q&A/5
- Conditional Formatting ..........cccccccoeviiiiiiene e, E 915/15
- Create Your Excel Database............ccccccceeerenis C 670/4
- currency, displaying pounds and pence.............. E 917/8
- dates, INSerting ........cocveeeiiiiiee e Q&A/5
- delete row or ColumMN .......cocvieeiiciiiee e Q&A/M4
- easily sort your data however you like............... C 670/11
—editing acello.. E 926/16
- Filtering: Find Information Matching Your

Criteria. ..o C 670/12

- Fix Common Problems Yourself...........cccccee..... E 904/1
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- formula not WOrking ..........occeeviiiiieiiiniiccciieeees Q& A6

formulas......ooo E 882/9
- headings, keeping in view as you scroll down .... E 917/16
- household accounts, tracking............ccccceeviieeens E 882/1
- How Can | Solve Excel Printing Problems?......... Q&A/10
- notes and comments for cells...........ccccceeeviieenns E 915/11
-plan yourfields...........ooiiiiiiii e, C 670/3
Practical Everyday Tips for Working with Excel.....P 585/1
- printing with boxes around cells .......................... E 917/11
- prints wrong area of spreadsheet........................ E 917/10
- Quick Tips to Improve Your Spreadsheets ......... E 915/1
- Tips to Fix Common Annoyances .............c......... E 926/1
- totals not automatically updates............c.c...o..... E 917/14
- unhide a hidden column Or row ............cccvvvevenees E 917/17
—unitsof time.....ooooi Q&A/8
- why use Microsoft Excel as a database............. C 670/2
- worksheets, adding ............ceevvvviiiiiiiieiiiiiiiiiiieiens E 882/3
- worksheets, editing multiple at once ................... E 882/5
- worksheets, viewing two at atime....................... E 926/2
-quickmaths.......ooiii News & Tips/4
Microsoft Office
- Can | Get Microsoft Office for Free?.................... Q&A/M15
- COlOUr SCNEME .....cvviiiiiiieieieieieterevevere v verereeeees News & Tips/2
- Create Stylish Documents from

Free Templates ........cccccoevvveiiiiiiiiiii O 150/1

- The Pros and Cons of Buying Microsoft Office...T 230/1
Microsoft OneDrive, see OneDrive

Microsoft Outlook

- add your own note to an email folder.................. M 384/14

- attachments, deleting from message .................. M 384/4

- attachments, saving .......ccccocciiii i M 384/2

- backing-up email and contacts............ccccccceennees M 384/15

- edit an email message .........cccooceeeiiiiei s M 384/7

- Quick Steps feature.........ccoceeiiiiiiis M 384/12

- save message to your PC .........cccciviieiiiieenns M 384/9

- save photos from a message ...........ccccceevvieeeens Q&AM

- Tips & Tricks with Email .........coocoeeiiiiiniiies M 384/1
Microsoft Word

- accented letters, typing ........ccoviiiiiiiiiiiiiiieees News & Tips/2
- Add Style with Borders, Lines and Text Effects .. W 436/1

= AULOCOITECE ... W 594/7

- AutoFormat......o W 594/5

S AUIOTEXE oo W 594/14

- business cards, designing ..........cccceviieeeiiiieenes W 509/1

- clipboard (Office Clipboard)...........cccovueeeiiiieennnns W 521/15

S ClP At e W 557/13

- coloured underlines ... News & Tips/2
- Compatibility Mode...........coovieeiiiiieee e Q&A/5

- Copy Unformatted Text............coooiiiiiiinin, News and Tips/4

- date, add to top of document............cccvvvvvvinnnnnns News & Tips/2
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- default font, changing .........cccccvvieiiiii s W 594/3 8/21

- Design Your Own Business Cards.............ccec..... W 509/1 8/22
- document is unsafe .........cceiiiiii Q&A/5 4/22
- documents are opening in WordPad.................... Q&A/2 12/21
o (o] o TN 7= o OSSP PPPPPRPPPPPPRS Q& A/10 2/22
- dummy text, generating........ccccceeeveviiiiiieine e, News & Tips/4 6/22
- foreign characters, typing .....cccccceeeevvciiiieeee e, Q&A/6 10/22
- formatting, copying to other text...........ccccccoos W 521/3 1/22
- formatting, removing.........ccccce i W 521/5 1/22
- Help! I've Lost Where | was Editing My Word

Document........ccoiiiii Q&A/13 11/23
- Hidden Tricks and Features ............ccccceeeviininns W 521/1 1/22
- horizontal dividing lIN€s ... W 557/5 10/22
- How to Use Bullet Lists...........coooiiiiiiiits H 631 5/24
- Include Text & Pictures from External Sources... W 522/1 10/21
- Inserting and Formatting Pictures ....................... W 524/1 2/21
- last item | copied: how and why does word

know?
- line spacing, changing..........cccccoiiiiiiieiiiins Q&A/6 9/22
- lists (numbered and bulleted) ..........ccccccceeeiiiiis Q& A7 2/22
- mini toolbar, hiding ..o, News & Tips/4 9/22
- new line without new paragraph...........cccccceones Q&A/5 10/21
- non-breaking spaces and hyphens .................... W 521/13 1/22
- Normal template .........ooveveeiiiiiiiiiiiieieeeeeeeeeeeees W 594/2 8/21
-page border art..........oooiiii s W 436/5 7121
- Page Numbers in Word?, How Can | see........... Q&A/14 10/23
- pages shown side by side?..........cccccn. Q&A/4 1/23
- PDF documents, opening and saving ................. W 521/17 1/22
- picture Shapes ...........ccoovciiieeiii i, W 524/14 2/21
- picture styles and effects..........cccccoiiiiiiiinnns W 524/9 2/21
- pictures, inserting into document........................ W 524/2 2/21
- pictures, positioNiNg..........cccceeviiiiee i W 524/5 2/21
- pictures, resizing and rotating ...........cccccooeeees W 524/4 2/21
- print on both sides of paper............cccoeceeiiiiieenn. Q&A/4 7/22
- Quick Formatting Using Styles ...........ccccccevneeen. W 542/1 11/22
- read documents aloud...........cccocceeeiiiiiieeiiiienn, W 300/14 2/21
- Saving Word Documents Safely...................... S 054 5/24
- separator lines between paragraphs................... W 436/3 7121
- Solve Problems with Pictures...........cccccevieenen. W 549/1 11/21
- spellchecker, remove misspelling..........cccc.ccc..... Q&A/2 11/22
- Start screen, bypassing........ccccceeveviiiiiieie e, W 521/9 1/22
= SHYIES W 542/1 11/22
- SYMDbBOI fONES ..o W 436/12 7/21
- synonyms, finding..........ooocoiiiiiii s W 521/6 1/22
- table, headings at top of each page .................... Q&A/2 12/22
- table, inserting blank line above........................... Q& A/5 9/21
- Tables: The Smart, Easy Way to Present Data .. W 551/1 6/22
- templates, finding personal ............ccccoccieiiiiinnis Q&A/7 1/22
- text, condensing into smaller space .................... News & Tips/3 10/22

- text, selecting.....cceevviiii i Q& A/5 5/22



—teXt effeCtS coune e W 436/9

- text size, type large text.........ccooveiiiiis Q&A/8
-thesaurus ... News & Tips/4
- Tips to Cure Frequent Annoyances .................... W 378/1
- Track Changes .......ccocoeeiiiiiieiiiieee e Q&A2
- Tricks to Create Stylish Documents.................... W 557/1
- Trying to Find the Last Part of the Word
Document You Edited?.........cccoocimiiieeeeieiiei, News & Tips/1
- two or more pages shown atonce ...................... Q&A/M4
- watermark picture ..o W 524/13
3D
- WordArt text effects ..., W 436/11
- Work Faster with Automatic Helpers................... W 594/1
- Working with Pictures.............coooviiiin, W 632/1

Monitor, see Screen
Monitor Trick: Work More Easily with

TWO SCrEeNS...ccciiiiiiiiiiii e M 544/1
Mouse

- Ergonomic Tips for Mouse Usage.................... E 723/1
- Find Fixes for Common Problems....................... M 568/1
- pointers for easier Visibility .............ccccccceiiiiiiis V 340/4
Music Streaming, The New Age of..................... T 216/1
N

New PC? Don’t Lose Your Bookmarks and

Favourites........ccooiiiiii N 172/1
Notebook PC
- Notebook Batteries: Pitfalls and Tips .................. N 618/1

- Protect Your Tablet or Notebook from Theft ....... P 912/1
(0]

Office, see Microsoft Office

OneNote, Project Management with.................. P 899

Online Privacy: 3 Ways to Beat the Trackers........ 0 436/1
Online Shopping: How to Bag a Bargain............... 0O 450/1
Outlook, see Microsoft Outlook
Outlook.com
- email address aliases..........ccceeveveveverereveeeverenennns News & Tips/3
P

Passwords
- avoid typing Windows password when

starting PC......oooo e News & Tips/1

- Creating a New Password: How it Works........... G 202/2
- Get Back Into Windows When You’ve Forgotten

Your Password...........coveviiiiiiiiiee e G 202/1

- lay the groundwork..............ccooiiiiiiiiiiiinns G 202/4
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- Password Theft: Avoiding the Risk.............c.c..... P 034/1

- Pin or Picture, Windows Sign In:..................... W 347/1
- Set Your New Windows Password................... G 202/7
- two-factor authentication ............cccccceeeeeieeiiiinnnn. T 980/1
Paint.NET, Don’t Underestimate....................... D 502

‘Paste’ vs ‘Paste Shortcut’: What's the Difference?.Q&A/9
PC

- Basics: Connecting to Wi-Fi..................ool. P 050
- Check Whether an Update was Installed
Correctly. ... W 145/8
- Clean-up: Remove Unnecessary Files................ P 055/1
- Efficiency: Disable Startup Programs............... P 070/1
- locking to protect your work..............ccoeeeeiinenens Q&A/7
- Security with Malwarebytes 3.0....................... P 180
- Startup: Hibernate Vs Sleep..............ccoooeen. P 193/1
- start your PC with a Windows DVD.................. G 202/3
- Updating, but Properly: What to Do.................. W 145/2
- Use this Free Tool to Update Your Programs......W 145/13
PC ‘Potentially Unprotected’?, Is My................... Q&A/8
PDF Files
- Find Important Text Fast by Highlighting it......... H 580/2
- How to Add Commentsona PDF..................... H 580/1
- Shortcut for Saving.........ccccovviiiiiii, Q&A/6
- Type Your Own Comments Anywhere with
Sticky Notes. ... H 580/8
- Useful Extras: More Ways to Mark Up a PDF
Document........ooiiiii H 580/11
Pen drive, see USB flash drive
Personalise Your Folder Icons..................c.oo..ls P 250/1
Photos
- editing in Windows 11 ... P 373/10
- edit your video to produce exactly what you
WaNT. C 601/5

- how to play, edit and share your finished video...C 601/15
- Photo Confusion? 6 Tips to Get Organised ........ P 3101

- Photo Printing the Quick and Easy Way ............. P 354/1
- Photos in Windows 11: View, Edit and Print ....... P 373/1
- Pictures: Find Free Images Online...................... P 410/1
- Picture Size for High Quality Photos, The

Importance of ... T 224/1
- printing in Windows 11 ... P 373/16
- sizes of JPEG files vary.......ccccccccovecviieeeneeccieenns News & Tips/2
- Successfully Enlarge Small Pictures................... P 374/1
- viewing in Windows 11 ... P 373/2
- Windows 10: Video Creation from

YOUr PhotOS......cveieiiiiie e W 316/1
- Word: Solve Problems with Pictures................... W 549/1
Picasa, How Can | Keep My Photos but Uninstall..Q&A/18
Picasa, How Can | Navigate............................. Q&A/11

Pictures, see Photos
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Pictures: Find Free Images Online.............c..c........ P 410/1 10/21
Printer

- default printer in Windows 10...........ccooooiieeennies W 297/15 10/21

- faster printing from File Explorer...................... News & Tips/2 1/23

-ink, SAVE MONEY ON....eiviiiiii i S 044/1 6/23
- print from File Explorer........ccccccceeviiiiiiieieeeeees News & Tips/4 7122
- Print SPOOIEr ITON ....ccceeviiciiiieeie e e e Q&A/3 11/21

- print Word documents on both sides of paper .... Q & A/4 7122
- printing preferences.........coccccevviiiee i P 818/4 8/21

- tfrouble: Take Back Control in Settings.............. P 650 4/24

Printing: Take Control of Your Print Settings......... P 818/1 8/21

Private Files, How to Hide Your......................... H 599/1 8/23
Problem solving

- PC constantly uses the hard drive...................... T 068/7 8/22
- PC keeps switching off .........cccociiiiiiiis Q&A/6 7/21

- Print SPOOIET €ITON .......vviiiiiiiiee e Q&A/3 11/21

- Printing: Solve Problems Yourself...................... P 816/1 11/22
- program can’t be uninstalled ............................... U 560/15 12/21

- program has crashed ...........cccccoeiiiiiiiiiiinneeens T 068/9 8/22
- registry error as program starts or closes ........... Q&A/5 1/22
- Slow PC? Get Rid of Startup Programs .............. S 393/1 7121

- Task Manager: Solve PC Problems .................... T 068/1 8/22
- finding old versions............ccccceiiiiiiiii s News & Tips/2 3/21
- Program Files folders ..........ccccooiiiiiiieiiis Q&A/6 4/22
- start by typing their names ............ccccoocciis News & Tips/3 9/21
- start maximised every time............ccccocciiiiiis News & Tips/3 1/22
- startup programs .........oooceeiiiiiii s S 393/1 7121
= UNINStAllING...eeee e U 560/1 12/21
Protect Your Tablet or Notebook from Theft ......... P 912/1 9/22
R

Radio button ..., W 320/19 9/21
Radio Online, Free........coovviiiiiiiiiiiiiiiee, News & Tips/6 11/23
Recycle Bin

- Delete and Recover Files .........cccccooviiieiiiiiennnnns R 127/1 5/22
- icon missing from desktop........ccccceeviiieiiiiiiennns Q&A/2 11/21
= NOt WOTKING ..eeeiiiiiieeiiiiee e Q &A/9 1/22
- protection from accidental deletion...................... F 256/4 12/21
Registry cleaner software ............cccoccoeiiiiennnnn. Q &A/9 10/22

Reminders in Windows 10 with

Rescue a File You Deleted by Accident................. R 175/1 8/22
Route Planning Online with Google Maps............. R 741/1 12/22
Router: Essential Security Settings ...........cccco....... R 778/1 8/22
Router, turning off ... News & Tips/1 8/21
Royal Mail parcel delivery scam ...........ccoccceeeeeen. News & Tips/1 9/21

S



Safety copies of files, see Backups

Save VS Save AS....ooi i News & Tips/4
Saving files ......oovvieiiii F 256/7
Scam Alert: Top Threats to Avoid.......................... S 058/1
Screen
- Monitor Trick: Work More Easily

With TWO SCreens .........coovviiieeiiiiie e M 544/1
- sockets at back of PC........ccccoiviiiiiiiiiiieciieees M 544/5
Screen Time: Tips for Healthy PC Use............... S 104/1
Screensaver, start manually .........c.cocccceeiiienenne Q&A/8
SCrollbar.......ccceeieiee e W 320/13
Shortcuts
Slow PC? Get Rid of Startup Programs ................ S 393/1
Software
- Free Gift CD, see Free Gift CD-ROM
- Malwarebytes Browser Guard............ccccceevveeenne News & Tips/1
-Undelete 360 .......oviivieeieiieeee e R 175/1
- UNINStalling.....oooee s U 560/1
Solutions to Common Internet Problems............. S 481/1

Sound Effects in Windows: Easy Customisation... S 570/1
Spam (junk email)

- addressed to someone else ..., Q& A/10
- Email: Recognise Threats and Scams................. E 509/1

- Email: Your Own Personal Address.................... E 651/1
SpiInbuttoNs.......cooovvii W 320/21
Splash SCreeN .......c.cooviiiiiiiiiiiie e Q& A/10
SSD vs Hard Drive in the Battle for PC Speed...... S677/1
SSID (wireless network name) ..........cccceeevveeeenee. R 778/5
Status bar ......ooovceeieiee W 320/10
T

- Protect Your Tablet or Notebook from Theft ....... P 912/1
- storage space required.........cccceeeviiciiiiieeee e Q & A/11
Tablet Mode

- choose whether and when to use tablet mode....T 010/13

- make your start screen more useful.................. T 010/8
- the different ways to use a tablet PC................. T 010/2
Tablet Screen Always Too Dark?, Why is My........ Q&A/M10
Tab Stops in Word, How to................cooivienial. H 624/1
Talk to Your PC: Easy Voice Control Hacks......... T 034/1
Task Manager: Solve PC Problems ...................... T 068/1
Taskbar

- date in other time zones, showing....................... News & Tips/4
= iNWINAOWS 10 ... W 297/8
- show day with date..........cccccoooeiiiiiii, Q&A/2
- Show Desktop button ..........ccccooeeiviiiiiieiieces W 320/4
- Tips, Tricks and Tweaks...........ccccuvvvvvvvninvennnnnnnns T 045/1
- weather button in Windows 10 .............ccccccoei. W 282/1

Tax refund SCamM ...........uvvvviiiiiiiiiiiiieieaieaans News & Tips/3
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Temp files, deleting ........ooooiiiies P 055/6
‘Thumbs’ File and Why Can’t | Delete it?, What

IS Bttt Q&A/14
Tiny URL” Explained............coooviiiiiinnnn Q&A/8
Title Dar....coe i W 320/7
TOOIDAN . ...eiii i W 320/9
TOr BrOWSET ..o O 436/7
Travel Safe with Our Wi-Fi Tips..........ccoevvveennnnn. T 401/1
TrAY et W 320/4
Troubleshooting, see Problem solving
Turn Your Pictures into Posters........................ T 975
Two-Factor Authentication: Protect
Your Onling ACCOUNES ...........uvvvvevereriieinieiiinieinnenanns T 980/1
Two-Factor Authentication, Stay Secure with....... S 830/
U
Undelivered Email Solutions............................ U 390
Uninstall Apps and Programs Successfully........... U 560/1

URLs, see Websites
USB flash drive

- as backup storage ... F 256/11
4= 104113 T OSSR Q&AM
- Tips for Trouble-Free Use ..........ccccvvvvvvvininrnnnnnns T 340/1
Vv

Viruses

- see also Microsoft Security Essentials, Malwarebytes

- Microsoft Safety Scanner .............ccccocveiiiiennns New & Tips/3
VirtualBox, foran Extra PC..............c.ccoeiviennen. D 290
Vision Trouble? Make Windows Easier to Use ..... V 340/1
Voice Control: Take a Break from

VPN (Virtual Private Network) ...........cccooveienninee, 0 436/11
w

Wallpaper, see Desktop background
Web, see Websites
Web browsing

- Back button doesn’t Work ...........ccoooecciieiieennnnns Q&A/2

- Keep Your Surfing Private............cccccvveeeeiiinni, W 086/1

- Online Privacy: 3 Ways to Beat the Trackers...... O 436/1

- padlock in address boX........ccceveeeiiiiiiiiiieee e, News & Tips/3
Web pages, printing..........ccccvveieeeeeiieiiiiieeee e News & Tips/3
Websites

- CUITENCY CONVEISION ......uvvviiiiiieeeeeieciiieeee e e e e e Q& A7

- disposable email addresses.............vvvvvvvevevenennns E 503/8

- domain name registration............cccccvvvviiviiiiinnnnns E 651/5

= DropboX ... D 930/1
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- Pictures: Find Free Images Online...................... P 410/1

-route planning........ooeeeeiiieee R 741/1

- shopping oNliNe ........ooooiiiiiii e O 4501

- tracking and privacy ........ccccceeviieeiiiieniee s 0O 436/1

- two-factor authentication ..............coocccoii i, T 980/1

- USEr ManUalS ........eeeeveeiiiiiiieeec e News & Tips/3
Wi-Fi, password forgotten.............cccocceeviieeiinnen.. Q&A/I7
Windows

- 32-bit Or B4-bit ....ovvveeieeiii Q&A/6

- date missing from taskbar ...............cccooeeeiiiinns Q&A/I7

- desktop is suddenly empty ........cccoecveviiienieennnen. Q&A/M4

- dialog: discover the ‘apply’ button..................... News and Tips/6

- Explorer, see File Explorer
- How Do | Reclaim Lost Disc Space After a

Windows Update?..........ccceeeiiiiiiiiiiiiiee e, Q&A/9
- How to Set Up the Windows Update Feature

CorreCtly. ... W 145/4
- Installing new fonts in Windows....................... Q&A/6
- sign in automatically ...........ccccooiiiiiiiii s News & Tips/1
- Sign Out explained...........ccoeeeiviiiee i Q&A/8
- start programs maximised every time ................. News & Tips/3
- StICKY KBYS .viieiiiiiee it Q&A/M4
- store refunds explained............................. News & Tips/3
- switch between two windows quickly .................. News & Tips/4
Windows 7
- Upgrade to WIindows 10 ........ccceeiiiiiiiiinineeins W 315/1
Windows 8 and 8.1
S APP DAN e, W 320/6
- apps, uninstalling........cccccoveeeeiiiiie e U 560/9
-Charms bar.......ccceevvvi i W 320/6
= SUPPOIt ENAS ... News & Tips/1
- Upgrade to Windows 10 ..........ccccceiiiiieiiiniiennnns W 315/1
Windows 10
- accessibility features .........cccccovviiiiiis W 300/1
- aCCOUNt PICLUNE ....eooiiiiiiiiiiiiee e W 284/13
K- (¢ - J PSPPSR W 297/2
- appearance, desktop background and colours ... W 297/7
- apps, uninstalling...........ccoovvee e U 560/5
- Battery Saver feature ...........cccccoeeeeeiiiiien s News & Tips/3
- Calendar: Appointments & Reminders

iINWINAOWS 10 ...oooiiiiiiiiieccece e C 0101

- colour mode (Light and Dark)...........cccceeeeriieenns W 284/2
- colour scheme (‘accent colour’)..........cccceeviieeens W 284/2
- Control Panel, quicker access..........cccccceveeeennes W 297/10
- Create a Photo Montage in Windows 10............ C 6011
- currency conversion with Calculator.................... News & Tips/2
- Don’t Let Updates Interrupt Your Work............. D 503/1
- Ease of Access features........cccccoviiiiiniis W 300/
- File Explorer, simpler version.............ccccevvvvvennnes News & Tips/3

- Fix Common ANNOYancCes ..........ccooecuveeeeeeeeenanns W 297/1
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- Focused Inbox in Windows 10........................ News & Tips/6 12/23

- Get Organised with the Windows 10 Calendar...G 201 3/24
- How Do | Use ‘Tablet Mode’ in Windows 107?......Q&A/2 2/23
- lock screen appearance ........cccccceeeeiiiiiieeeeeeeenns W 284/9 7121
- Mail app, USING .eeeeeiiiiiiee e E 420/1 6/22
- Make Your PC Easierto Use ........cccocveeeeviieennne W 300/1 2/21
- Myth Busting: Windows 10..........cccoooviiianns. M 992/1 3/23
- News & Interests on the Taskbar.............cccee.. W 282/1 9/21
- notifications, choose which should be shown ..... W 297/5 10/21
- Personalise Your Desktop.......c.cccovvuviiieeiiiinnnns W 284/1 7121
- Photos app, creating videos.............ccccvveeereeinnns W 316/1 3/21
- printer, setting default..............ccocciviiiniis W 297/15 10/21
- programs, pinning to taskbar..............cccccceeiiis W 284/13 7/21
- programs, uninstalling ...........ccccccooiiiiiins U 560/5 12/21
S MOAE i Q&A/2 1/22
- SCreensaver SetUP .......oovvvvieiieeiei e W 284/10 7121
- sign in automatically ..., W 297/6 10/21
- Start menu, apps list disappeared....................... News & Tips/1 1/22
- Start menu, show personal folders...................... News & Tips/1 5/22
- tablet mode, PC is stuck in.........ccooocieiiiiiinniis Q&A/2 7121
- taskbar, regain wasted space...........ccccccceeiiinns W 297/8 10/21
= tNEMES i W 284/15 7/21
- tray icons, choose which should be shown ......... W 297/11 10/21
- Upgrade Free from Windows 8.1 or 7 ................. W 315/1 1/22
- Video Creation from Your Photos..........c............ W 316/1 3/21
- Video Remix: Create Your Video Automatically...C 601/2 2/23
= WallPAPET ..o W 284/5 7/21
- weather button on taskbar..............cocooiiiiins W 282/1 9/21
- Windows Security: Built-in Protection

for Windows 10........ccciiiiiieeeiiieeee e W 347/1 1/22
Windows 11
- account picture, chooSiNg.........cccccevviieeeiiiiieenns W 816/16 4/22
= @NNOUNCED ... iiiieiiiiee e News & Tips/1 10/21
- Annoyances & Customisations............cccccccceeenee W 801/1 3/22
- audio enhancements .........ccccccveeeieiicciiieenee e W 801/15 3/22
- classic context menu .........cccceeveeiieiiciiiiee e W 801/9 3/22
- colour mode (Light and Dark)..........cccccvveeeeeennis W 816/6 4/22
- colour scheme (‘accent colour’).........ccccceeeeeeeens W 816/7 4/22
- common problems solved.........................e.l W 802 3/24
- differences from Windows 10...........ccccceeeviieeens W 808/8 2/22
- Free Apps from the Microsoft Store .................... W 804/1 7122
- Get Out of Trouble with System Restore ............ W 805/1 9/22
- Introducing the New Windows Version ............... W 808/1 2/22
- lock screen appearance ...........ccccvvveveieveinieinieinnn, W 816/12 4/22
- Mail app, USING -.eeveiiiieeiiie e E 420/1 6/22
- Microsoft Store ..o W 804/1 7122
- mouse pointer SChemMes ............evvvevevevvvevevevenennnns W 816/9 4/22
- NOLIfICAtiONS.......vvvvieiiiiiiiieeee s News & Tips/1 10/22
- personal folders, quick access t0.........ccccvvvunnnnnns W 801/7 3/22

- Personalise YOUr PC ..., W 816/1 4/22



- programs, get an old program working ............... Q&A2
- recovery drive, creating .........ccovveeeiinieee e W 805/6
- requirements to upgrade ..........c.ccoooiiiiiei e, W 808/3
S MOAE i Q&A/2
= SCIEENSAVEN ...eeeiviieeeitiieeeeteeeeesteeeeesbeeeessteeeeeans W 816/13
- Settings, quick access t0.......cvveeviviciiiiiiieeeees W 801/7
- S0UNd SChEMES ....eoiiiiiiiiiiiiiie e W 816/8
- Start menu, pinNiNg apps .....cccoocveeriieee e W 801/12
- Start Menu: What Are All

Those Programs? .........cccoceeiiiieeeinieee e W 821/1
- System Restore ... W 805/1
- taskbar icons, align to left..........cccccoviiininnns W 801/2
- taskbar icons, remove unwanted......................... W 801/6
Sthemes ... W 816/9
S UPGrading.....oooeeiiieeeee e W 808/6
- Virtual Deskiops ......occeeviiiiiiiiiiiie e Q&A2
= WallPAPET ..o W 816/2
- weather on the taskbar............ccccvvvvviiiiiiiiiiiiinnns News & Tips/1
- web browser, setting default.............................. News & Tips/1
- What’s New in Version 22H27...........ccccoceiiiiis W 828/1
Windows Controls: Understand What
YOU'T€ SEEING .t W 320/1

Windows Explorer, see File Explorer

Windows Security: Built-in Protection

for Windows 10 ........ooiiiiiii e W 347/1
Wireless router, security .........cccccoeviiiiiiieiieeiins R 778/1
Word, see Microsoft Word

World Wide Web, see Websites

Y
YouTube: A Complete Guide...................ceeeene. Y 505/1
YouTube Learning.........cocooviiiiiiiiiiins News & Tips/6
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