
Word Tip: Find Recently-edited Parts 
of a Document
When you’re working on a long document in Microsoft
Word, here’s a quick tip to keep in mind that could help to
speed things up a little.

One of the things you may find yourself doing is scooting
back and forth through the document making little changes
here and there – adding a word on page 4, replacing a
sentence on page 7, and so on. Every so often when you do
this, you’ll remember that you changed something some-
where in the document, but you can’t remember quite where
it was.

Rather than painstakingly looking through the whole
document trying to spot the text you changed, do this
instead: hold down the                    keys on the keyboard,
and repeatedly tap the key. Using this + + 
shortcut, Word will take you back to the last-edited point in
the document, then the point you edited before that, and so
on – just stop tapping the key when you reach the point
in the document you wanted to find.

Get Top Speed from Your USB Hard Drive
Do you have an external hard drive? By that I mean an extra
hard drive that sits on your desk and plugs into a USB socket
on your PC, giving you extra storage space for your files.

If you do have one of these, you’ll know, because you’ll have
made the decision to buy one. Roughly £40 will get you a 1
TB (1000 GB) external hard drive, giving you a vast amount
of extra space. If your main hard drive is getting full, one of
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these external drives is the ideal addition, and it also gives
you a safe and easy place to keep backup copies of your files.

Although they’re larger and heavier, external hard drives
are similar to tiny flash drives in that both plug into a USB
socket and give you extra storage space. The main difference
is that you plug a flash drive into your PC when you need
to use it, and unplug it again when you’ve finished, whereas
an external hard drive would normally be connected
permanently, just like your mouse or printer.

Curiously, though, Windows treats your external hard drive
in much the same way as a flash drive: it assumes you may
suddenly unplug the drive, so it uses a careful, methodical –
and slow! – way of copying files to it and from it. If you really
do keep your external hard drive plugged in permanently,
there’s a useful setting you can change in Windows that
makes it work an awful lot faster. Here’s what to do: 

1.  Press + to open the Run dialog, type the
command devmgmt.msc and press  .

2.  In the Device Manager window that opens, expand
the Disk drives section by clicking the little arrow-
head or plus sign beside it.

3.  You’ll see a list of the hard drives connected to your
PC, and your external hard drive should be easy spot
from mentions of its manufacturer, and/or the words
‘external’ and ‘USB’. When you’ve identified the
external hard drive in the list, double-click it.

4.  In the window that opens, select the Policies tab.

5.  You’ll probably see that the ‘Quick removal’ option
is the one currently selected. Click the option labelled
Better performance.
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Having made this change, the only thing you need to
remember is not to unplug the external hard drive while
Windows is running without following the proper routine.
It’s the routine you should be using for all USB devices
anyway, so it’s probably second nature: in the tray section
at the right of the taskbar, click the Safely Remove
Hardware icon, then click the device you want to remove
(your external hard drive in this case), and then wait for
Windows to tell you it’s safe to unplug it.

Find the Right File by Using 
the Preview Pane
When you’re looking through your documents, you can’t
always find the right one just by looking at their file-names:
you really need to open the document and have a look at it.
To save you doing that over and over again, all versions of
Windows have a useful time-saving feature.

6.  Click OK and then close the Device Manager wind-
ow. Along the way you should be prompted to restart
your PC, and you can either do this now or later. Once
your PC has restarted, your external hard drive will
be working at full speed, and you should notice that
you can copy files to it and from it far more quickly.
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It’s the optional ‘preview pane’ in File Explorer. When you
switch on the preview pane, it appears at the right-hand side
of the Explorer window. As you’re looking through the files
in a folder, you can click one and it will open in this preview
pane to let you see what it contains. Here’s how to open this
preview pane when you need it:

Windows 10 and 8.1: switch to the View tab on the Rib-
bon and click Preview pane in the section at the far-left.

Windows 7: either open the Organize menu and choose
Layout > Preview Pane or (more easily) click the ‘Show
preview pane’ button near the right-hand end of the toolbar.

To hide the preview pane again when you no longer need
to see it, just repeat the same step. One catch with the
preview pane is that it can’t display all possible types of
files. However, it can certainly cope with most types of
picture file, many audio and video files, Microsoft Office
documents (Word, Excel and so on) and text documents. So,
if you’re looking through a collection of Microsoft Word
documents and trying to work out what’s what, switch on
the preview pane and just click your way through the files,
one by one, until you recognise the one you wanted.
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