
Handy Tips, Solutions and Answers to
Common PC Questions
Do you have a question about a PC Knowledge for Seniors
article, or need help with a computing problem? If you do,
just drop us a line by email to editorial@pcforseniors.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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Windows 10: How Can I See the Files 
on a DVD or CD?
Question: I have a new PC with Windows 10 and I’m having
trouble using CDs. On my old computer, when I put a CD in
the drive, I’d see an AutoPlay dialog and I could click on Open
folder to view files. Then I’d see all the files on the CD.

In Windows 10, I see a little rectangle at the bottom of the
screen which says something about the CD, but if I’m not quick
enough it disappears before I can click it. I find myself ejecting
the CD and putting it back in again to try to reach that
rectangle more quickly next time. It gets rather frustrating!

Ann Coulter

Answer: This rectangular notification box briefly appears in
Windows 10 after you’ve inserted a CD or a DVD, but it
disappears after a few seconds. If you’re quick enough, you
can click this notification and then choose what you want
to do with the disc you’ve just inserted: if you do want to
see the files that are stored on the disc, you can click the
familiar Open folder to view files option.

However, you don’t really need this notification box, so if it
does vanish before you have time to click it, that’s not a
problem. Instead, follow these steps:

No easy way 
to see the files
on a disc?

If you’re quick,
click the
notification!

Otherwise, 
do this

1. Press the key combination + to open File
Explorer (the new name for Windows Explorer in
Windows 10).

E:
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Click the
CD/DVD drive’s
icon

Files and folders
on the disc are
listed

2.  In the left panel of the window, find the icon for
your CD/DVD drive and click it once. 

3.  Now, in the right-hand panel of the window, you’ll
see all the folders and files stored on the CD or DVD
you’ve inserted. As with any other type of disk, you
can double-click a folder to open it and see what’s
inside it, and you can double-click files to open them.
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Use Microsoft
Office on your
new computer

With a retail
copy, you’ll have
to buy it again

With Office 365,
you can move it

:
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Can I Move Office 365 to My New PC?
Question: For the last couple of years, I’ve been subscribing
to Microsoft Office 365 Personal. Now I’m thinking of
replacing my PC, and I’ll need Office on the new one rather
than the old. Is there a way to move Office to the new PC
when I get it, or will I have to cancel my Office 365
subscription and then start another on the new computer?

Arthur Roth

Answer: If you’d bought a retail edition of Office (such as
Office Home & Student), the answer would be No. These are
licensed for a single PC, and if you replace that PC, you’ll
also need to replace its copy of Office.

With Office 365, fortunately, there’s no such problem. Since
you pay an annual subscription to use Office, you can take
it from one PC to another. The way you do this is by
‘deactivating’ Office on your old PC, and then installing it
on the new one. Here’s what to do:

1.  On either your old PC or your new one, start your
favourite web browser and visit www.office.com/
myaccount.

2.  Log in using the email address and password of your
Microsoft account and you’ll arrive at your account
page for Office 365.

3.  Near the top of the page, click the Installs link .1

1
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Deactivate
Office on your
old PC

Now install
Office on the 
new computer

Click Install
Office

:

On your old PC, the copy of Office is still installed but it has
now been ‘deactivated’. This means that it can still be used
to open, read and print Office documents, but you won’t be
able to edit documents or create new ones on that PC.

That’s taken care of the first half of the job. The second half
is to install Office on your new computer, which you can
do whenever you’re ready (there’s no rush whatsoever).

To do that, follow these steps:
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1. On your new PC, start your favourite web browser
and again log in to your Microsoft account at
www.office.com/myaccount.

2.  As you did before, click the Installs link near the top
of the web page that opens.

3.  Now click the red Install Office button in the 
box headed ‘Install Office on all your computers’.
Then, in the pop-up panel that appears, click the
Install button.

4.  This leads you to a page listing the names of the
computers on which Office 365 is installed and the
versions of Windows installed on them. In this list,
identify your old PC (the one which no longer needs
Office), and then click the Deactivate link to 
its right.

5.  A pop-up message now asks for confirmation that
you really do want to deactivate this install: click the
Deactivate button and you’re done: you can close
your web browser.

2

2
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Word: Print on Both Sides of the Paper
Question: I’ve got a long document to print in Microsoft
Word, and I’d like to print using both sides of the paper. I
know I could print one page of the document at a time,
reinserting sheets the other way up each time, but is there
any simpler way?

Valerie Seward

Answer: Using the method in the question, you’d press
+ to open Word’s

Print settings, type 1 into the
box labelled Pages and then click
Print to print page 1. You’d then
reinsert the sheet of paper the

Ctrl P
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Run the Office
setup program…

…and wait while
it’s installed

Is there an 
easier way?

Double-sided
printing by hand

4.  In Internet Explorer, click Run in the panel at the
bottom of the window. In Firefox, click Save File,
wait for the file to finish downloading and then click
the ‘Downloads’ (arrow) button on the toolbar and
click the file you’ve just downloaded to start it. In
Microsoft Edge, wait for the file to finish
downloading and then click Run in the panel at the
bottom of the window.

5.  Now just twiddle your thumbs while Office is
installed on this new PC and you’re all set!
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Printing pauses
after each odd
page

other way up, go back to those Print settings and type 2,3 in
the Pages box to print the second page on the back of that
sheet and then the third page on the front of the next sheet.
Then you’d reinsert this second sheet the other way up, return
to the Print settings and set it to print pages 4,5, and so on.

That method works, but it’s a bit cumbersome. Here are two
alternatives which make things easier.

Method 1: the same way, but automatically

1.  Press + to open Word’s Print settings.

2.  Open the drop-down list which currently says 
Print One Sided and choose Manually Print on
Both Sides .

3.  Click the button .

1

2

Ctrl P

Print

4. Printing now starts. After each odd-numbered page
has been printed, printing will pause and a message
will appear asking you to reinsert the last sheet the
other way up. Do that and click the button in that
message to continue printing. 

Effectively, then, this prints your document in the same
page-by-page way I described above, but it saves you

:

2

1
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repeatedly pressing + and typing page numbers
– Word handles all that for you.

Method 2: print odds then evens

Ctrl P
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Print all 
odd pages…

…then all 
even pages

1.  Press + to open Word’s Print settings.

2.  Open the drop-down list which currently says Print
All Pages and, near the bottom, choose Only Print
Odd Pages .3

Ctrl P

3.  Click the button and Word will print all
the odd-numbered pages on the fronts of the sheets.

4.  When that’s finished, turn the stack of pages upside-
down and reinsert them into your printer so that
you’ll be printing on the back of page 1 next. 

5.  Repeat steps 1 and 2 above, but this time choose
Only Print Even Pages when you reach step 2. Click
Print to print the even-numbered pages on the
reverse of the sheets.

This method speeds things up still further, handling the
whole printing job in two passes, with just two visits to
Word’s Print settings.

4Print

:
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Why Doesn’t the Date Appear on
My Taskbar?
Question: Whenever I see pictures of the Windows taskbar,
the date always appears below the time at the far right. How
is that done? My own taskbar only shows the clock.

Ernest Seward

Answer: In Windows 10, 8.1 and 7, you should normally
see both the time and the date on the taskbar. However,
since these items are displayed on two lines, whether or not
you see both depends on the height of the taskbar: if the
taskbar isn’t tall enough to display the two lines, you’ll only
see the time.

And what determines the height of
the taskbar? A setting in Windows
that lets you choose to show large or small icons on the
taskbar. If you’ve chosen small icons, the taskbar isn’t as
tall and doesn’t have space to display the date. The simple
steps below will tell Windows 10, 8.1 or 7 to use large icons
and, as a result, show the date as well:

Windows 10:
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Switch off ‘small
taskbar buttons’

The time is
shown, but 
no date

The taskbar must
be tall enough

With ‘small
icons’, there 
isn’t space for
the date

:1. Right-click an empty space on the taskbar (not on an
icon) and choose Taskbar settings.

2. On the ‘Taskbar’ page of the
Settings app that opens,
click the switch labelled Use
small taskbar buttons to
turn it to Off.

3. Close the Settings window by clicking the x in its
top-right corner.
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All versions:
Done! You’ll see that your taskbar has grown a little in height,
and that the icons on it have also become larger – probably
a welcome improvement in itself! You’ll also see that this
increase in height has allowed the
date to be displayed below the time.
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Tell Windows
not to use small
icons

Result: a taller
taskbar which
shows the date

1. Right-click an empty space on the taskbar (not on
an icon) and choose Properties.

2.  In the dialog that opens, make sure the Taskbar tab
is selected.

3.  Remove the tick beside Use small taskbar buttons
(Windows 8.1) or Use small icons (Windows 7) and
then click the OK button at the bottom of the dialog.

The main benefit to using small icons on your taskbar is
that they take up far less space, giving you room to ‘pin’
icons for more programs there and/or to have a large
number of windows open and still be able to see all their
icons. (It also allows maximised windows to be a tiny bit
taller since your taskbar is a little shorter.) Using large
icons, it obviously takes fewer of them to fill up that
space, so you won’t be able to ‘pin’ (or see) quite as many.
That said, I’d be amazed if you do ever fill that space, so
the ‘large icons’ option is always the most sensible choice!

Windows 8.1 or Windows 7:

:
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