
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 Print a Long Document in
Reverse Order?
Question: Whenever I print something, the pages emerge
face-up. If I print a long document, that means I end up with
a pile of pages that has the first page on the bottom and the
last on top, and I have to shuffle them into reverse order. Is
there any way to have the pages printed from last-to-first
instead? Even with a two-page document, that would be
helpful.

David Wright

Answer: You’re not alone: the majority of inkjet printers
print onto the upper side of the sheet as it passes through,
so the pages emerge printed-side-up. And, since they print
the document from first page to last, that puts page 1 on the
bottom and page 30 on top, leaving you the tedious job of
dealing out those pages into reverse order. (The other option
is to grab each sheet as it comes out of your printer and build
a face-down pile on your desk.)

You can’t change which side of the paper your printer prints
on, but the other half of the problem – the page order – is
controlled by whichever program you’re using to print, so
that’s something you should be able to change.

Exactly how you do that varies between programs. I’ll start
with Microsoft Word, where you can set this up once and
not have to worry about it again, and then explain how to
do it with other programs.

Microsoft Word: always print in reverse order
In Word there’s a simple option to print pages in reverse
order every time, so that you always end up with the last
page on the bottom and the first on top. Follow the steps
below to switch on this option:

First page on 
the bottom, 
last on top

Set your program
to print pages in
reverse order

Switch on this
simple option 
in Word
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1.  Click the File tab at the left of Word’s Ribbon and
choose Options.

2.  At the left of the Options window, click on Advanced
.

3.  On the right, scroll down until you reach the Print
heading. In this section, tick the box beside Print
pages in reverse order .

4.  Click the OK button and you’ve finished: from
now on, everything you print in Word will come out
last-page-first.

1

2

3

There’s just one point to consider when you have this
option switched on in Word: the page order will be
reversed with any printer you use. That means if you
print to one of the built-in software printers (such as
‘Microsoft Print to PDF’ to create a PDF document), the
result will be a document that starts at the last page and
works its way backwards to the first as you scroll
through it! If you do use one of these printers, be sure
to switch off this option temporarily first!

1

2

3

:

!
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1.  After choosing the ‘Print’ option (or by pressing
+ ) in the program you’re using, taking you

to the program’s Print dialog, click the button or link
near the top that says either Properties or Prefer-
ences (or, in Word, Printer Properties).

2.  The window that opens is part of the software that
came with your printer, and it contains options specific
to that printer, so I can’t tell you precisely what you’ll
see. However, somewhere among the various settings
on offer there should be one relating to print order.
(For my own printer, there’s a checkbox labelled Print
from Last Page.) If you can find the right option, tick
it, then click OK and print your document.

3.  No luck? In that case, there’s one final option to look
for in the Print dialog itself. If you can see a box lab-
elled Pages (usually inside a ‘Page Range’ section, as
in the screenshot below), you can use that to specify
the print order. Type the last page number in your
document, a hyphen, then 1 and that should cause
the pages to be sent to your printer in reverse order.

Ctrl P

Other programs: print the current document in
reverse order
If you’re not printing from Microsoft Word (or if you are,
but you’d prefer not to switch on the option above), it
should be possible to find another way to print the current
document in reverse order. Here’s what to do:

Print in reverse
with other
programs

Does your
printer’s
software offer
this option?

Specify the page
range in reverse
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Excel: Automatically Fill a Sequence 
of Cells
Question: In an Excel spreadsheet, I need to fill one column
with a sequence of years from 1901 to 2000. I’m sure I’ve
read that Excel can do this automatically to save me typing
all those numbers, but how?

Jeff Wiley

Answer: Excel can indeed do this, and not only with num-
bers. In a nutshell, you can enter the start of a sequence
into a spreadsheet cell (or, more often, into two adjacent
cells) and then use a feature named AutoFill to extend that
sequence over as many cells as necessary until you reach
your finishing point.

First I’ll explain how to produce the result you’re looking
for, and then I’ll point out a few other handy uses for
AutoFill which all use the same approach.

With Excel open in front of you, follow these steps:

Quickly enter a
series of figures

The AutoFill
feature can 
do this

Highlight the 
two cells
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:1.  In any cell you choose (such as the topmost cell of a
column) type the first figure of your sequence – in
this case, 1901.

2.  In the cell immediately below it, type the second
figure of the sequence – 1902.

3.  Now highlight both cells
by clicking in the middle
of the upper cell and
dragging the mouse down-
wards into the cell below
it. At this point, the result
will look like the screenshot to the right: there’s a
box around the two cells and a little square blob in
the bottom-right corner.
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Drag the blob
downwards

You can drag the
mouse out of
the window

Stop when 
you reach 
your endpoint

4.  Move the mouse pointer onto that little blob, press
and hold the left mouse button, and drag the mouse
downwards. As you do this, you’ll see the box extend
down the page with the mouse, and
you’ll see a little tooltip beside the
box showing which number Excel
intends to put in the cell you’ve just
reached. Keep an eye on this tooltip,
and continue dragging downwards.

5.  In this particular case, the sequence is a very long
one (1901-2000), so your mouse will soon reach the
bot-tom of the Excel window. Don’t worry about
that: still keeping the left mouse button held down,
move the mouse a little lower still and Excel will
continue ‘AutoFilling’. (In fact, the further down the
screen you move the mouse, the faster the
AutoFilling will go.) 

    You may well overshoot the 2000 figure you want,
but don’t worry about that either. Still keeping the
mouse button down, slide the mouse back upwards
a little way until the box starts getting smaller again
and the numbers in the tooltip start reducing.

6.  Once the number in the tooltip
indicates that you’ve reached the end
of your sequence – 2000 in this case
– release the mouse button. Excel will
then fill in all those cells with the
appropriate numbers. Currently all
those cells will be highlighted (and
you could still adjust the length of the
sequence if you’ve overshot or undershot by clicking
and dragging that blob again), but clicking any cell
will remove the highlighting.
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Non-consecutive
numbers too!

It’s best to 
type into two
cells first

Other useful
ways to use
AutoFill
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That’s how you use AutoFill to generate a series of numbers,
and you always do it the same way. Needless to say, you
can start from any number you like (it doesn’t have to be
1901!), but you do always have to fill in the first two
numbers yourself so that Excel can identify what the
sequence should be.

To illustrate that, try typing 2 in the top cell and 4 in the
cell below it, select them both and drag the blob downwards.
Now Excel continues the sequence with 6, 8, 10, 12… a
sequence of even numbers. If instead you type 5 in one cell
and 10 in the next, select both and drag the blob, the
sequence continues with 15, 20, 25, 30.

AutoFill doesn’t just work with numbers; it can recognise a
variety of other sequences too. Sometimes you can get away
with typing into just one cell and dragging the blob, because
Excel can tell from this single item what sequence you want.
Sometimes, though, if you only type one item and then drag,
Excel will simply repeat exactly the same item in all the cells
below. If in doubt, type the first two items of your sequence,
as we did above, so that there’s no mistaking what you mean.

The table below lists some of the other useful AutoFill tricks
you can use:

Although I’ve referred to typing (and filling) these
numbers in a column, AutoFill can do the same with a
row. Type your second figure in the cell to the right of
the first, highlight the two cells and drag the blob to the
right (rather than downwards) to fill a row.

Start with this: Excel fills with this:

Monday Tuesday, Wednesday, Thursday,
Friday, Saturday, Sunday, Monday….
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Only one
program at 
a time?

Mon Tuesday, Wednesday, Thursday,
Friday, Saturday, Sunday, Monday….

January February, March, April… November,
December, January…

Jan Feb, Mar, Apr… Nov, Dec, Jan…

January, April July, October, January…

Jan, Mar May, Jul, Sep, Nov, Jan…

9:00 10:00, 11:00, 12:00, 13:00… 22:00,
23:00, 00:00, 01:00…

10:00, 10:30 11:00, 11:30, 12:00, 12:30…

Item 1 Item 2, Item 3, Item 4…

1st Item 2nd Item, 3rd Item, 4th Item…

a, b, c a, b, c, a, b, c…

Red, Yellow, Green,
Blue

Red, Yellow, Green, Blue, Red,
Yellow, Green, Blue, Red…

As you can see, Excel can cope with quite a variety of
sequences. So, if there’s a sequence you want, try filling in
the first two items of the sequence and seeing whether
AutoFill can extend it. If it can’t, you’ve only wasted a few
seconds, but if it can, it could save you a lot of typing!

How Many Programs Can I Have Open 
at Once?
Question: Up to now I have always closed one program
before starting another, because I read some years ago that
not doing so would slow down my PC. However, some of the
steps I read involve having several programs open at 
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the same time. Has the advice changed, and how many
programs can I safely have open at once?

Markus Nielsen

Answer: Believe it or not, even if you’ve been diligently
closing one program before opening the next, that doesn’t
mean you’ve had only one program open at a time. Behind
the scenes, you’ve always had a few dozen programs running!

There are all sorts of things going on to keep your PC and
Windows running, and many of them involve starting and
stopping programs as needed or, in many cases, having
programs running all the time. Then there are additional
programs like your antivirus software and perhaps a few
others which are constantly running.

So, in purely numerical terms, whether you have one pro-
gram of your own open, or two, or four, doesn’t make much
difference to the tally.

What does matter is the amount of RAM (memory) installed
in your PC. Most new PCs have at least 4 GB of RAM, but
computers from the Windows 7 era (2009–2012) might have
only 2 GB, and a Vista or XP computer might only have 1
GB or less.

When your PC starts, the various components of Windows
have to be loaded into the RAM to get your computer
working (and many of them remain in the RAM until you
shut it down again). That limits how much RAM you have
left for your own use.

When you start a program, that is loaded into the RAM as well,
so now there’s still less memory available. If you keep that
program open and start another, that’s more memory filled.

Now, Windows will never allow the RAM to fill up entirely
– that would bring everything to a grinding halt – so it uses
a trick to keep everything working when the RAM is starting

There are always
lots of programs
running

Various programs
keep Windows
running

It’s the amount
of RAM that
matters

Windows uses
some of your
memory

Each program
you start uses
some more
The hard disk
substitutes when
RAM gets full…
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to get full. It copies some of the RAM’s data to the hard disk
in order to make more space in the RAM. It does this for data
that isn’t actively being used – perhaps the data relating to
a program you were using a few minutes ago and haven’t
closed.

If that data is needed again (perhaps you switch back to that
program and continue using it), Windows shifts some
different data out of the RAM and on to the hard disk, then
loads whatever it needs back into the RAM.

It’s a nifty trick, but whereas the RAM is rocket-fast, the hard
disk is very slow. Therefore, your PC performs best when
there’s enough RAM available to do all this without having
to rope in the hard disk to supplement it.

Summary: the upshot, then, is that Windows will always
find a way to cope, no matter how many programs you have
open at once. It’s true that in trying to cope, your PC may
be slowed down somewhat, but this is nothing to worry
about – at worst, it might just be a little frustrating, and it’s
only a temporary slow-down.

If it gets too annoying, you might need to close a program
or two you’re not actively using at the moment. But,
depending on your version of Windows and how much RAM 

…but the hard
disk is much
slower

Windows will
always cope

Here’s a point that may surprise you. If you close a
program, it isn’t necessarily removed from the RAM.
Assuming the RAM hasn’t become too full, Windows will
tend to keep that program in RAM in case you need it
again. You could test this by starting a program that
usually takes quite a while to appear and timing how
long it takes to start. Leave it on the screen a few seconds,
then close it. Now try starting the same program again
and you’ll probably find it starts in a fraction of the time
because Windows had left it in the RAM.
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is installed in your PC, you should find that you can always
have several programs open at once with no ill effects.

Why Does Windows Security Tell Me It’s
Found No Threats?
Question: Every few days I see a message from Windows
Security saying it has scanned my PC and found no threats.
Is there any way to stop that happening? I realise it’s
bringing me good news, but I’d much rather assume that ‘no
news is good news’ and only be told when there’s a problem!

Richard Turner

Answer: This is a quirk of Windows 10, and I must say I
agree with you. You didn’t know Windows Security was
running an anti-virus scan of your PC, because it does that
silently behind the scenes – generally when you’ve left your
PC for a few minutes. So the sudden appearance of a pop-
up box telling you that nothing suspicious was found comes
as a surprise, and an unnecessary one at that.

If it has a purpose at all, it’s to reassure you that Windows
Security is still keeping an eye on things for you, and you
might appreciate having regular confirmation of that.

But if you’d rather just take it for granted that all is well until
you’re told it isn’t, you can stop Windows Security giving
you those frequent ‘all clear’ messages. Here’s what to do:

Frequent
messages to say
nothing’s wrong?

Windows
Security has
silently scanned
your PC

You’d rather 
just be told of
problems!

1.  Open the Start menu, scroll down to the ‘W’ section
and click on Windows Security.

2.  Click the cog (‘Settings’) icon at the bottom-left
corner of the window that opens.

1

:
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All you’ve done here is to turn off those unnecessary notif-
ications that no threats were found. Windows Defender will
continue scanning your PC regularly and will always tell
you if it did find something suspicious. But if you’d ever like
to bring back those ‘all clear’ messages, just repeat the same
steps and switch on the option you just switched off.

Now only
important
notifications
appear

3.  Below the ‘Notifications’ heading, click the blue
words Manage notifications.

4.  Remove the tick beside the option Recent activity
and scan results .

5.  Click Yes to the security prompt that appears.
6.  Close the window by clicking the x in its top-right

corner and you’ve finished.

2

2

1
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