
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, Windows 7, Windows Vista or
Windows XP). 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.
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How Can I Backup My Outlook Email? 
Question: Can you tell me where Microsoft Outlook stores
my email messages? I have a lot of messages that I wouldn’t
want to lose, so I want to start keeping backups of email
along with my other documents.

Richard Turner

Answer: First a quick explanation of Outlook for anyone who
hasn’t come across it. It’s Microsoft’s heavyweight email
program, aimed mainly at professional users who need all its
extra features – contacts, notes, task management, calendar,
tea-maker and dog-walker. (Okay, I made up that last one.)

In the past, Outlook was only available in the most expensive
editions of Microsoft Office. These days, it’s included with the
comparatively-cheap Office 365 subscriptions, so many more
of us have a copy and use it to manage our email.

The handy thing about Outlook is that it stores absolutely
everything in just one file: not only your email, but your
contacts, notes, tasks, calendar appointments, tea-bags, the
lot. Therefore, it’s just a matter of finding that file and
copying it to your backup disk. Here’s how to find out where
that file is stored:

Where is Outlook
email stored?

Outlook is used
more widely
nowadays

Email (and
everything else)
is stored in just
one file

The full path 
to your data file
is shown

1. Click the File tab on the Ribbon and click the large
Account Settings button, then click Account Settings
on the menu that opens.

2. In the dialog that appears, pictured on the next page,
select the Data Files tab .

3. Straight away you’ll see the full path to your Outlook
data file – a file with a .PST extension. Perhaps
that’s all you wanted to know, in which case you can
click the Close button at the bottom of the dialog.

1

2

:
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Can I Copy Programs to My New PC?
Question: There are some programs on my old PC that I’d
like to use on my new one. Is it possible to copy them across
using a flash drive, as I did with all my own files?

Robin Ruberry

Answer: I’m afraid the answer is: probably not. Although a
program may appear to have been installed in one single
folder, which is fairly easy to find, there are often other vital
files scattered about in other folders too. You don’t know what  

03
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Outlook will
take you to 
the file

Program files
tend to be
scattered around

4. Helpfully, though, Outlook can lead you straight to
this file. Click the data file to select it and then click
the Open File Location button . A File Explorer
window will open showing your Outlook data file
(perhaps along with a few other items), and this file
is highlighted for you, making it unmistakable. This
is the file you need to copy to your backup disk.

3

Before trying to copy your Outlook data file elsewhere,
close Microsoft Outlook. If you don’t, you’ll find that this
file is said to be ‘in use’ and won’t be copied successfully.

31

2

!
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A program 
must usually be
installed from
scratch

Try locating 
the program’s
folder…

…and copying it
to your new PC
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or where they are, so  you won’t be copying them to the
new PC. In addition, changes may have been made to
Windows’ settings, and – even for an expert – it can be
nigh-on impossible to identify these and set them up on the
other computer.

Really, the only way you can use a program on your new
PC is to install it on that PC. If you bought the program on
a CD or DVD, use that disc to install it again. If it’s a
program you downloaded, you’ll probably need to find your
way back to its website and download it again.

If you can’t find any way to install the program on your
new PC in the usual way, there’s one thing you can try, but
do it more in hope than expectation! On the old PC, press

+ to open File Explorer (aka Windows Explorer),
double-click the icon for your hard drive (named C:), then
open the Program Files folder. This is where all programs
are installed, and you should see a folder that’s either named
after the program you’re looking for or named after the
company that made that program. (If you don’t, see if you
have a folder named Program Files (x86) where some
programs are installed in new versions of Windows.)

If you can find a folder named after the company or
program, try copying it to your new PC, then opening it and 

E

On that topic, there’s a lot to be said for keeping copies
of programs you download. Otherwise, when the time
comes that you need to set up a new PC, you may find
that the website (or company) has disappeared, or the
previously-free program now costs money, or the latest
version is more complicated than the old version you’re
used to. If you’d kept a copy of the file you downloaded,
you could simply copy it to the new PC, double-click it
to run the installation, and be up and running in seconds.
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Windows’
password
prompts
unnecessary?

Nobody but you
uses the PC

How to prevent
a password
prompt at
startup
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trying to identify which of the files inside it is the program
itself (it will be a file with a .EXE extension and an icon
you’ll probably recognise). When you’ve identified that file,
double-click it and see if it will run. You may be lucky,
indicating that everything required to run this program is
inside the folder you’ve copied. However, you may just see
error messages saying that particular files or settings are
missing. If so, then unfortunately it means the program was
relying on other files and settings from your old PC which,
as I mentioned above, would probably be impossible to find
or recreate.

Password Required When Waking the PC
from Sleep?
Question: I’m the only person who uses my PC, so I’ve set
up Windows to sign me in automatically when it starts,
rather than asking for my password. However, if the PC is
waking up from sleep rather than starting from cold, it does
still want my password. Is there a way to prevent that?

Frank Bradfield

Answer: If you’re the only person using your PC, and you
have no particular reason to try to keep anyone else out, the
requirement to enter a password when Windows starts is a
rather unnecessary one. It doesn’t take long to type it, of
course, and having to do so regularly does help to ensure
you won’t forget your Windows password, but perhaps
you’d rather not be bothered with it.

So, before tackling the question above, let’s quickly run
through the steps for removing the password prompt as
Windows starts. After these steps, Windows will log into
your account automatically and go straight to your desktop:
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No username or
password needed

Confirm your
password

1. Press the key combination + to open the Run
dialog. In this dialog, type the following (noting the
space between the two words) and press :

control userpasswords2

2. If a security prompt appears headed ‘User Account
Control’, click Continue.

3. Now you’ll see a dialog titled ‘User Accounts’. At the
top of this, remove the tick beside Users must enter
a user name and password to use this computer. 

4. Click OK and another dialog will appear. In this
dialog, type your
Windows password
into the Password
and Confirm Pass-
word boxes and
then click OK.

R

Enter

:
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If you don’t want to enter your password when Windows
starts, you probably don’t want to enter it when the computer
wakes up from sleep either, as in the question above. In that
case, follow the appropriate steps below for your version of
Windows:

Windows 10:

Windows 8.1 and Windows 7:
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No more
prompts when
you switch on
the PC

Prevent similar
prompts when
waking from
sleep

Tell Windows 10
never to require
sign-in

5. Done! From now onwards, every time Windows
starts, it will log you in automatically without asking
for your password. If you change your mind about
this, follow steps 1 and 2 above, replace the tick you
removed in step 3 and click OK.

1. Press + (the letter ‘i’) to open the Settings
app and click on Accounts.

2. At the left of the window, click on Sign-in options.

3. At the top of the page, below ‘Require sign-in’, you’ll
see that the selected option is currently ‘When PC
wakes up from sleep’. Open that drop-down list and
choose Never. Close the Settings window and you’ve
finished.

I

1. Start by opening the Control Panel. To do this in
Windows 8.1, press + and click Control
Panel on the menu that appears; in Windows 7, open
the Start menu and click Control Panel.

X

:

:
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The wakeup
password option

Choose to have
no password
prompt

A staple of
Windows 7 
and earlier

Windows 10: Add a ‘This PC’ Icon to 
Your Desktop
Question: On my old PC I had a ‘Computer’ icon on my
desktop which showed my PC’s drives when I opened it. I
don’t know how it got there, but I found it useful. I now
have a PC with Windows 10 and it doesn’t have this icon.
Is there a way to get it back?

Reginald Ferland

2. Click on System and Security, then Power Options.
At the left of the window, click on Require a pass-
word on wakeup.

3. Near the top of the window, click the link that reads
Change settings that are currently unavailable.
Further down, click the option Don’t require a
password to put a blob in the circle beside it.  

4. Finally, click Save changes and close the Control
Panel window.
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Quick access to
drives, plus
useful PC details

Windows 10’s
desktop has no
‘This PC’ icon

You can put 
it back

Tick the icons
you want to see
on your desktop

1. Begin by opening Windows 10’s Settings app. You can
do this by pressing the key combination +
(the letter ‘i’) or by opening the Start menu and clicking
the cog-shaped icon near the bottom-left corner.

2. In the Settings window, click the large Person-
alisation icon.

3. At the left of the window, click on Themes.

4. At the far-right, below the ‘Related Settings’ heading,
click on Desktop icon settings.

5. Now you’ll see the dialog pictured below. This shows
a short list of icons you can display on your desktop, 

I

Answer: You wouldn’t remember having put that ‘Computer’
icon on your desktop for a simple reason: you didn’t! In
Windows 7 and all earlier versions, a ‘Computer’ (or ‘My
Computer’) icon was put there for you automatically, along
with the ubiquitous ‘Recycle Bin’ icon.

It was a useful icon to have for two reasons. First, double-
clicking it would open File Explorer (aka Windows Explorer)
to show all the drives connected to your PC, as well as the
most-useful of your personal folders – your ‘Documents’,
‘Pictures’ and ‘Downloads’ folders along with a few others.
Second, you could right-click that icon and choose
Properties to see a window giving technical details of your
PC and your version of Windows.

In Windows 10, the equivalent section of File Explorer is
now called ‘This PC’ rather than ‘Computer’, and its icon no
longer appears on your desktop automatically. That’s a pity
as it would offer the same two benefits, making it as useful
in Windows 10 as it was in earlier versions.

Fortunately, if you’d like to get it back, you can. Just follow
these steps: 

:
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Drag the icons to
rearrange them

each with a checkbox
beside it. You should see
a tick beside Recycle Bin

, indicating that this
icon is already shown on
your desktop. To add the
‘This PC’ icon as well,
tick the box beside Com-
puter .

1

2

One extra icon you might like to include on your desktop
is Control Panel. Recent updates for Windows 10 have
removed one of the simple methods we had for opening
the Windows Control Panel, leaving us only a rather
longwinded method, so this would put the Control Panel
just a double-click away whenever you need to open it.

6. After ticking the box beside Computer (and any of the
other icons you’d like on your desktop), click the OK
button at the bottom of this dialog and then close the
Settings window by clicking the x in top-right corner.

If you ever want to remove one of the icons you’ve just
added to your desktop, repeat the steps above and then
remove the tick beside the unwanted icon. When you
click OK, that icon will disappear from your desktop.

You’ll now see the This PC icon on your desktop (along with
any others you chose to add). It may not be quite where you
want it, but you can drag icons around your desktop to
arrange them into any order you like.

2 1
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Stuck on
percentages?

Use the Windows
Calculator

Calculate a
percentage 
in Excel

1. Start the Calculator program. You may have a
dedicated key on your keyboard, near the top-right
corner, to do this. Otherwise, click the Start button
and type calc and then click on Calculator.

2. In the Calculator window, type 2400*18%, then press
(for ‘Equals’) and straight away you’ll see the

answer (432) displayed.
Enter

A couple of quick tips to accompany this:

First, you can type this using your keyboard’s numeric
keypad (if it has one) or the number keys on the top
row. Without a numeric keypad you’ll have to type

+ for the multiply (*) symbol. Either way,
you’ll need to press                     for the % symbol.

Second, although I’ve said ‘type’, you can do it by
clicking the buttons in the Calculator if you prefer (or
do it by a combination of clicking and typing).

Shift 8

How Can I Calculate a Percentage?
Question: I need to work out a percentage (18% of 2400),
but I’m not sure how to go about it. The Calculator program
seemed like the obvious choice, but when I type 18% I just
see a zero, and I have no idea where to go from there! Can
you point me in the right direction?

Oscar Davis

Answer: The Calculator program included with Windows is
certainly one way to do it – you just need to attack it in a
slightly different way:

Perhaps you want to do this in a Microsoft Excel spreadsheet
instead? For example, perhaps you’ve done some calculations 

:

+ Shift 5
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which happen to have produced a total of 2400, and now
you want to calculate and display 18% of that total. If so,
do this:

As always, since this is a spreadsheet, if you change any of
the figures in cells A1–A4 (causing that total of 2400 to
change) or change 18% to, say, 17%, the figure in cell A7
will be recalculated automatically.

1. We’ll assume you’ve totted-up some figures in cells
A1–A4 and the total (2400) is displayed in cell A5.
(If you simply want to test this quickly for yourself,
just type 2400 into cell A5).

2. Click in the cell below (cell A6) and type 18%.

3. Now click in the cell below that (cell A7) and type
the formula that does the calculation for you:
=A5*A6

4. Press , and cell A7 now displays the result
(432).

Enter

Type the 
formula

Excel shows 
the answer

:
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