
Word: Easier Navigation by Hiding Text
If you use Microsoft Word 2013 or later, and you tend to
work on long documents, here’s a handy tip that makes it
easier to move around a document quickly. You can
‘collapse’ sections of your document, hiding them so that
only their headings are visible.

This only works if you’ve used headings in the document.
After typing the text of your heading, and with the cursor
flashing somewhere on the line containing the heading, go
to the ‘Styles’ group on the Home tab of the Ribbon and click
either Heading 1 (to make it a main heading) or Heading 2
(for a smaller sub-heading).

When the various sections of your document have headings,
here’s what to do. Move the mouse over one of your headings
and you’ll see a little arrowhead in the margin beside it:

Click the arrowhead, and that section collapses, leaving only
the heading and its arrowhead visible. Do this for all the
headings you’ve finished
writing and no longer need to
see, and you’ll be able to scroll
through your document far
more quickly. When you want to see a section again, just
click the arrowhead beside the heading to expand it.
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Identify Files by Revealing File Extensions
Besides having a recognisable name, every file on your
computer also has an ‘extension’, also known as a ‘file
extension’ or a ‘file name extension’. This consists of a dot
and several characters (usually three or four) at the end of
the name, such as .jpg or .docx.

File extensions are important: they specify what type of file
it is, and in turn that tells Windows which program has to
be started in order to open the file. If you were to double-
click a file with a .docx extension, for example, Windows
knows that .docx files belong to Microsoft Word, so it starts
Word to display the file.

If you’re thinking, ‘Well, I’ve never seen those!’, there’s a
reason for that: Windows hides these extensions. It doesn’t
want to trouble us with such complications, and if we could
see a file’s extension, we might accidentally change it or
delete it, leaving us unable to open that file.

Sometimes, though, it’s useful to see file extensions. Take
the three files pictured below, for example: they’re all
pictures, and – as always – Windows displays a miniature
version of the picture itself rather than an icon. As a result,
you can’t tell what type of picture files they are.

A quick way to find out is to display their file extensions,
and Windows 10 and 8.1 offer an easy way to do that: on
the Ribbon at the top of the folder window, switch to the
View tab . In the ‘Show/hide’ group, tick the box beside
File name extensions . Straight away, you will see file
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extensions at the end of all your filenames. In this example,
you can now see that the three pictures actually all have
different extensions: one is .png, one is .bmp and one is .jpg. 

Easily Take a Screenshot in 
Windows 10 and 8.1
Taking screenshots (pictures of your screen) has always been
useful, but in most versions of Windows it’s been a bit of a
palaver. In Windows 10 and 8.1, it’s quick and easy: just
hold down the key and tap the key
(possibly abbreviated to Prt Scrn or something similar on
your own keyboard).

Print Screen

If you like to keep these extensions visible, you can leave
this box ticked. Just be careful not to change or remove
an extension when you rename a file. Fortunately,
Windows 10 and 8.1 will display a warning if you do
change an extension when renaming a file, and you
should always click No in this warning (unless you have
a very good reason to change it). However, since it’s so
easy to show extensions when you need to see them, I
recommend keeping this box unticked the rest of the time.
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These versions of Windows instantly take a picture of your
whole screen and store it in a folder named Screenshots inside
your Pictures folder. (If this folder doesn’t exist, Windows
creates it automatically the first time you take a screenshot).

When you open the Screenshots folder, you’ll find that each
screenshot you’ve taken is named Screenshot followed by
a number in brackets, such as Screenshot (1), and the
number increases for each shot. Therefore, the most recent
screenshot you’ve taken should be the one with the highest
number in its name.

How Does Your Typing Speed Measure Up?
Have you ever wondered how many words per minute you
manage when you’re at the keyboard and in full creative
flow? Or how your speed stacks up against that of other
typists? Here’s a great website to put yourself to the test:
www.10fastfingers.com/typing-test

When you arrive, you’ll see two lines of text (actually a
series of unrelated words) with a text box beneath them.
When you’re ready, just start typing those words into the
text box, with a space between each, and keep going for one
minute as quickly (but accurately!) as you can. 

A timer appears beside the text box (and if you have time
to look at that, you must be a far better typist than I am!).
When your minute is up, the test will stop and you’ll see
your score, which shows your words-per-minute count, the
number of wrong words you typed, and how your speed
measures up against other users.
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