
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 or Windows 7). 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 Show or Hide the Icons by 
the Clock?
Question: One of the programs installed on my PC puts an
icon in the ‘notification area’ beside the clock. However, the
icon is always hidden. When I want to see it or click it, I
have to click the arrow first and find it on the pop-up
panel. Back in the Windows XP days, I could choose which
icons should always be shown beside the clock. Can I still do
this in Windows 10?

Roger Speights

Answer: Whether you’re using Windows 10, Windows 8.1
or Windows 7, you can still choose which of these icons
appear in the notification area and which are ‘hidden’ in that
pop-up panel. The simplest way to do it is just to drag icons
to where you want them. Whenever you do this, Windows
remembers which icons appear where, and always puts them
in the same place in future.

Move an icon from the pop-up panel to the taskbar
If an icon is hidden away on that pop-up panel and you’d
like to place it permanently in the notification area, here’s
what to do:

1

Place
notification
icons right
beside the clock

You can drag
them out of the
pop-up panel

1. Click the arrow to the left of the notification area.

2. Move the mouse pointer on to the icon you want to
move .

1

2

1

:
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Move an icon into the pop-up panel to ‘hide’ it
Perhaps you’d like to do the opposite: there’s an icon you
don’t need to see or use in the notification area and you
want to move it into that pop-up panel so that it’s not
cluttering up the taskbar. Here’s how: 

03
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Drag an icon to
the notification
area

Move an icon
back into the
pop-up panel

3. Press and hold the left
mouse button, and drag the
icon down to the notifi-
cation area . You can
place it between any two
icons (or immediately to the
right of the arrow): when it’s
in the position you want,
release the mouse button to drop it there. (If you
don’t drop it quite where you want it, just drag it left
or right to move it.)

3

1. Move the mouse pointer on to the icon you want to
move .

2. Press and hold the left mouse button, drag the icon
over the upward-pointing arrow and pause there
for a moment (but don’t release the mouse button).

3. Within a second, the pop-up panel will appear. When
it does, continue dragging the icon up into this panel
and drop it wherever you like .

4

5

6

2

3
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Outside edges of
the pages are
not printed

Most printers
can’t print to
the edge of the
paper

Reduce the
dimensions
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Adobe Acrobat Reader Cuts Off Pages
when Printing
Question: Every so often I receive PDF documents by email
or download them from websites and I want to print them
on paper. When I try, Adobe Acrobat Reader has a habit of
cutting off the edges of the pages. How can I make it print
the whole of every page?

Tony Boak

Answer: Many PDF documents are laid out in such a way
that the text or images stretch to the very edges of the pages.
However, the vast majority of printers can’t print to the
edges of the paper – they require a margin of at last a few
millimetres. If a document you’re trying to print has content
that extends into this ‘unprintable margin’, the printer won’t
print it. As a result, you can find that ends of words (or even
whole words) are missing on the printed copy.

If Acrobat Reader is set to print a PDF document at its
original size (which it refers to as ‘Actual size’), it won’t make
any allowances for your printer’s margin requirements and
you may well find that the edges of each page are cut off.

To ensure that the whole of every page is printed, you have
to tell Acrobat Reader to reduce the dimensions of the pages

6
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Fit the page 
to A4 size with
suitable margins
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to be printed, fitting them within the printable area of the
paper. Here’s what to do:

1. After opening the PDF file in Acrobat Reader, go to
the File menu and choose Print.

2. In the Print window that opens, begin by making sure
that the correct printer is selected in the drop-down
list labelled Printer .

3. Now click the Size button so that you see
settings relating to the page size.

4. Just below this button, click the Fit option so
that a blob appears in the little circle beside it. If you
look at the preview of the document on the right
, you’ll see that Acrobat Reader has adjusted the page
size so that it fits entirely within the printable area
of the page supported by your printer: a grey border
around the previewed page represents the page
margins.

5. Click the Print button and Acrobat Reader will
print the document and close this Print window.

1

2

3

4

5

:
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Acrobat Reader remembers the print settings you’ve chosen,
so next time you print a PDF document, you’ll find that the
Fit option has been selected for you automatically.

Help! This Document Keeps Crashing Word!
Question: A few days ago I created and saved a new
Microsoft Word document. I’m trying to open it again today,
but every time I do, I see an error message saying ‘Microsoft
Word has stopped working’ and the Word window closes.
How can I open this document without Word immediately
crashing?

Jeanette Cleary

Answer: It seems that the document you created has become
defective in some way. That’s a rare occurrence, but it’s
obviously irritating when it happens: as soon as you try to
open it, Word gets confused by whatever is wrong with the
document and crashes, showing two error messages: 

The first of these disappears of its own accord to be replaced
by the second. Click the Close program button (as you have
no other choice) and Word closes.

By following the steps below, you stand a good chance of
recovering the faulty document and making it usable again: 
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Acrobat Reader
remembers your
choice

Can you recover
the faulty
document?

It’s rare for a
document to
make Word
crash

You have to
close the
program
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Start Word again

Close the
Document
Recovery task
pane

1. Start Word again by clicking the Microsoft Word icon
on your taskbar, Start menu or (in Windows 8.1) Start
screen, not by double-clicking the icon of the faulty
document.

2. At this point, Word will probably try to open that
faulty document again. (If it doesn’t, you can jump
ahead to step 4.) Assuming it does, you’ll encounter
the same two error messages as before: wait for the
second to appear and then click Close program.

3. Now repeat step 1 to start Word yet again. This time
it should start without trying to load your damaged
file, and thus without showing any error messages.

4. In the left panel of the
window, do you see the
heading Recovered and a
note that Word has rec-
overed files that you might
want to keep? If so, click
on Show Recovered Files.

5. Now you’ll probably see the ‘Document Recovery’
task pane pictured in the next screenshot. This task
pane shows the name of your defective document
and a few other details . However, don’t click this.
Instead, click the Close button      at the bottom of
the task pane. 

1

You might be wondering why we’re not taking advan-
tage of Word’s offer to recover the document. The
reason is that Word would try to open this document
yet again and, as we already know, that would cause
Word to crash once more!

:

2
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Select your
damaged
document

In situations where Word has crashed unexpectedly
while you’re working on a document, Document Rec-
overy task pane certainly can be useful. If you hadn’t
saved your work for a while (or you hadn’t saved it at
all), you can click the document’s name in this task
pane and Word should be able to recover and open your
document (or at least some of it), allowing you to save
it and continue.

6. Now press the key combination + , which
displays the Open dialog. In this dialog, find your
faulty document and click it once to select it .
(Don’t double-click it or, yet again, Word will try to
open it and crash!)

3

Ctrl F12

1

2
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Tell Word to
repair it

Save it with a
different name

7. At the bottom of the dialog, click the little arrow
beside the Open button and choose Open and
Repair .

8. Word now tries to repair your damaged document.
There are no guarantees of success, but in most cases
this is possible. If it does work, you’ll see the doc-
ument displayed in Microsoft Word.

9. Assuming Word has successfully opened your
document, press + to save it. Because Word
has just repaired it, you’ll be prompted to save it with
a new name. My suggestion is to use the same name
as the original file, but to tag the word ‘repaired’ on
the end (such as ‘Internet Details repaired’).

4
5

Ctrl S

If these steps did work, and you were able to repair and save
your document, the original damaged version of the doc-
ument is no longer needed and you can delete it.

3

4

5

WA2 Q&A.qxp_February 2020  18/12/2019  16:15  Page 15



The Windows Advisor   February 202016

Questions & Answers10

An annoying
Windows 10
habit!

It asks how you
want to open
this file

Choose which
program to use

Stop Windows 10 Asking You Which 
App to Use
Question: When I double-click a file to open it, or click a
link in an email message, Windows has a habit of asking me
which program I want to use. It doesn’t happen every time,
but often enough to be annoying, and I don’t recall it
happening before I got Windows 10. How can I stop it?

Eric Atkin

Answer: I get the impression that Windows 10 tries a little
too hard to please in this department. It seems to hate the
thought that you might double-click a file and have it open
in the wrong program, or
click a link to a website
and have it open in the
wrong web browser.

The result is that it
displays a dialog like the
one pictured to the right
asking if you want to
‘Keep using this app’. The
wording suggests it
knows you’ve been using
that app quite happily up
until now, but never-
theless it feels compelled
to make sure you’re still
happy!

In the example above, I’ve double-clicked a picture file and
I’m asked whether I’d like to continue using Windows 10’s
built-in Photos app to open it or use one of the other picture-
related programs on my PC. 

If you do see this dialog, here’s how to deal with it:

1

2

4

3
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From now on, Windows 10 should know (and hopefully
remember!) which app you prefer to use for this type of file
and use it without stopping to ask questions.

However, there’s one extra thing you might want to check
in order to minimise the occurrence of these dialogs. Taking
my own example above, I’d clicked a picture file with the
rarely-used .bmp extension, so now Windows knows which
program I want to use for .bmp files. However, if I try to
open a picture in one of the many other formats, it may ask
me about that in the same way.

To avoid that, I can tell Windows I want to use the same
program for absolutely all types of picture. Similarly, I can
tell it which program should be used for all videos, which

Ensure this
program will be
used without
asking

That may not be
the end of it!

Choose your
‘default
programs’

1. Do you want to keep using the suggested program
to open the type of file you’ve just double-

clicked (or to open links to web pages, if that’s what
you just clicked)?

  • If you do want to use that program, it’s selected for
you already, so jump straight to step 2 below.

  • If you want to use one of the other programs in the
list , click it once to select it. (You may be able
to scroll downwards and see more programs.)

2. Crucially, tick the box beside Always use this app to
open […] files . If you don’t, the program you’ve
chosen will be used this time, but you’ll be asked
again next time you try to open one of these files!

3. Finally, click the OK button . This dialog closes,
and the program you’ve just chosen will start and
display your file (or the web page whose link you
clicked).

1

2

3

4

:
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Select the
programs you
prefer to use

Once you’ve chosen a program in this way, you’re not
stuck with that choice. If you decide you want to use
something different, click the program’s name and the
same panel will reappear to let you pick a different one.

1. Open the Settings app by pressing + or by
clicking the cog-shaped icon at the bottom-left of
the Start menu.

2. In the Settings window, click the Apps icon.

3. At the left of the window, click on Default apps.

4. Now you’ll see a list of different types of program:
Email, Maps, Music player, Photo viewer, Video
player and Web browser. Below each heading you’ll
see either the name of a program or the words
‘Choose a default’. Where you see Choose a default,
click those words and a panel will appear listing
suitable programs. In the screenshot below, I’ve
clicked Choose a default below ‘Photo viewer’ and I
can choose the program I want to use to display any
type of picture just by clicking my preferred program.

I

program for audio files, and so on. Doing this will dram-
atically reduce the number of times you find yourself asked
which program to use.

:
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