
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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Will Windows Clear Out My Downloads? 
Question: My ‘Downloads’ folder is full of files I’ve down-
loaded over the past couple of years – programs, PDFs,
pictures and so on. Will old ones start being deleted
eventually, like files in the Recycle Bin, or does all this just
keep on growing?

Adam Gledhill

Answer: The simple answer is that it keeps growing.
Whenever you download a file from a website, regardless of
what web browser you use and where you save that file –
the Downloads folder or elsewhere – it’s kept forever (or until
you delete it yourself).

That should usually be exactly what you want. If you
downloaded a PDF document you wanted to keep for
reference, for example, it would be frustrating to find that
Windows had wantonly deleted it some months later!

But it does pay to consider which downloaded files you need
to keep and which you don’t. If there’s something you don’t
need to keep, delete it. Not only does that give you back a
tiny bit of space on your PC, but it gives you less clutter to
look through in your Downloads folder when you need to
find something in particular.

But I’d suggest that if there really are things in your
Downloads folder you want to keep, you should move them
to somewhere more practical! The trouble with this folder is
that everything you download is stored here, giving you a
disorganised jumble of different files.

By aiming to keep this folder empty, you’ll be able to quickly
find a file you’ve just downloaded and you won’t be hanging
onto a bundle of years-old files you’ll never need.

Downloads folder
getting full?

Windows won’t
delete old files

Consider what
you want to
keep…

…and reorganise
them!
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What’s My Wireless Network’s Password?
Question: Several years ago, my son set up our wireless
network for us. It’s worked well since then, but now I have
a problem. I’ve just bought a new PC which I need to connect,
and none of us can remember the password for the network!
Is there any way to find out what it is, or have we got
ourselves into a proper pickle?

Bill McLelland

Answer: You’re definitely not pickled. If worst comes to
worst, there are two options you could use, both of which
should be explained in your router’s manual:

•   Use your web browser to log into your router’s settings,
and the password you chose should be shown somewhere
among those settings.

•   If you can’t do that, reset the router to its factory settings.
You can then set it up again, choosing any password and
using that password to reconnect to the network.

However, it shouldn’t come to that. On your current PC,
which is successfully connecting to the network, you can
find out the password like this:

Questions & Answers

Forgotten your
home’s Wi-Fi
password?

Two last-ditch
solutions…

…but your PC
can reveal it

1. Press + to open the Run dialog. In this dialog,
type ncpa.cpl and then press            or click OK.

R
Enter :
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Right-click the 
Wi-Fi icon

Your wireless
network’s
password is
displayed
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2. This opens the Network Connections area of the
Control Panel. Among the various icons here, you’ll
find one that relates to your wireless network named
either Wi-Fi or Wireless Network Connection .
Right-click that icon and choose Status .

3. In the dialog that opens, click the Wireless Properties
button.

4. Another dialog will appear. Select the Security tab
at the top .

5. Tick the box beside Show characters .

6. Now the box beside Network security key, which
previously showed just blobs, displays your wireless
network’s password . This is the password you
need when you want to connect another computer
(or any other device that requires Internet access) to
your home’s wireless network.

1
2

3

4

5

1

2

3
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Word always
wants to use the
‘Normal’ text
style!

Too much 
white space?
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7. After reading and/or copying the password from
here, click Cancel in this dialog, then Close in the
dialog that opened in step 4, and finally close the
Network Connections window.

Can I Force Word to Always Use the 
‘No Spacing’ Style?
Question: Whenever I start typing a new document in Micro-
soft Word, it uses the ‘Normal’ text style, with extra space
between all the lines and paragraphs. I don’t like that extra
space, so I always switch to the ‘No Spacing’ style instead.

That’s no great problem as it only takes one click, but when-
ever I type a heading, Word switches back to the ‘Normal’
style after it, and that does get annoying! Is there any way
I can tell Word to use the ‘No Spacing’ style all the time?

Ronald Danes

Answer: The ‘Normal’ style isn’t everyone’s cup of tea,
but that’s what you find yourself using whenever you start
typing into a new, blank Word document. It places a little
white space between each line of a paragraph, and a larger
white space below the paragraph when you press the 
key to start a new one:

1

Enter

1
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If you’d like to keep some white space between paragraphs
when you’re using the ‘No Spacing’ style, press
twice at the end of a paragraph.

Unfortunately, it isn’t always quite as simple as that, as the
questioner points out. If you type a heading into your
document, using the ‘Title’ or ‘Subtitle’ styles, or one of the
‘Heading’ styles, and then press to type a paragraph
of ordinary text below it, you’ll be given the ‘Normal’ style
with all its white space once more.

What’s the solution? Well, since Word is so reluctant to stop
using that ‘Normal’ style, the trick is to continue using it,
but modify it to remove all that white space! In other words

Enter

Enter
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The No Spacing
style removes it

Word returns to
the Normal style
after headings

Modify the
Normal style 
to remove its
extra space

If you’re not keen on all this white space, you can use the
‘No Spacing’ style instead. Before you start typing into your
new document, click the No Spacing item in the ‘Styles’
box on the Ribbon’s Home tab and Word will use that style.
It will also continue using that style for the next paragraph
when you press .

2

Enter

If you’ve already typed one or more paragraphs, click
somewhere in your first paragraph and then click No
Spacing, then click somewhere in your second paragraph
and click No Spacing, and so on. Alternatively, highlight
all the paragraphs you’ve typed so far and then click No
Spacing to switch them all to that style in one go.
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1. In the ‘Styles’ group on the Home tab of the Ribbon,
right-click the Normal style . On the context
menu that appears, click Modify .

2. This opens a dialog titled
‘Modify Style’. In the bottom-
left corner of this dialog,
click the Format button
and then choose Paragraph

from the menu that
opens.

3. Now you’ll be looking at another dialog titled
‘Paragraph’. In the ‘Spacing’ section of this dialog,
open the drop-down list headed Line Spacing and
choose Single . This will get rid of the white
space between each line of a paragraph.

4. Would you also like to get rid of the white space
between paragraphs? If so, highlight the text shown
in the After box and type 0 (zero) in its place.

3

5

6

7

8

:
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Choose Format
and then
Paragraph

Switch to
single-spacing…

…and remove 
extra space 
between
paragraphs

5

6
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4
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This document
only, or all
future
documents?

Word now
updates 
your text

Anywhere you’ve used the ‘Normal’ style in this document,
Word will immediately adjust it to reflect the changes you’ve
just made to it, removing the white space between lines and
(if you chose to do this in step 4) between paragraphs too.

As you continue working on your document and you use
the ‘Heading’ or ‘Title’ styles, Word will continue switching
to the ‘Normal’ style after them, but – because you’ve now
modified that style – it will always look the way you want
it. Like-wise, if you chose to use this modified ‘Normal’ style
in all future documents in step 6, they will always behave
in the same way and you’ll never have to bother using the
‘No Spacing’ style again.

5. Click OK in this ‘Paragraph’ dialog and you’ll be
returned to the ‘Modify Style’ dialog that opened in
step 2. 

6. Now you have a choice to make. You’ve just modified
the ‘Normal’ style to remove its added white space,
and the question is whether you want the ‘Normal’
style to look this way only in the current document
or in all the documents you write in future:

•   If it should look this way only in the current
document, make sure the option Only in this
document is selected.

•   If it should look this way in all future documents too,
choose New documents based on this template .

7. Finally, click the OK button to close this dialog
and return to your Word document.

9

11

10

9
10 11
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If I restore it,
where will it go?

Files are restored
to wherever they
were deleted
from

Not sure where
that is? This will
tell you

Alternatively,
restore the file
to the desktop
for easy access
to it

Recycle Bin: Where is a ‘Restored’ 
File Placed?
Question: I’ve just found a file in my Recycle Bin which I
don’t think should be there. I think I must have deleted it
accidentally. I realise I can right-click it and choose Restore
to get it back, but where would it be put if I did that? I want
to be sure I’ll find it again afterwards!

Pauline Rooks

Answer: The rule for this is straightforward: if you right-
click a file in the Recycle Bin and choose Restore, Windows
puts that file back in the folder from which it was deleted.
So, for example, if you deleted a file from your desktop and
you go to the Recycle Bin to restore it, it will be put back
on your desktop.

Here are two quick tips for this which you may find useful:

•   Perhaps you can’t remember where it was deleted from,
meaning you don’t know where it would be restored to.
In that case, right-click the file in the Recycle Bin and
choose Properties. In the dialog that appears, look
alongside the word Origin and you’ll see the name of
the folder it was deleted from (and will therefore be
restored to).

•   Perhaps you don’t want to restore the file to that folder.
In that case, here’s a useful trick. Move and/or resize the
Recycle Bin window as necessary so that you can also
see an empty patch of the desktop. Then, using the left
mouse button, drag the file out of the Recycle Bin
window and drop it on that empty patch of desktop. In
doing that, you’ve just ‘restored’ the file to your desktop.
From there, you can double-click it to open it and see
what it contains (if you were unsure whether it should
have been deleted or not). If you want to keep it, but move
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Why the choice
of different
picture formats?

A picture could
be a huge file

In fact, it gets worse. If a particular pixel uses the very
last of those 16.7 million colours, it has to be written
into the file as ’16,700,000’ (eight digits). But if it uses

it elsewhere, you can do so: select it and press +
to ‘cut’ it to the Windows clipboard, then you can use the
left panel of the Recycle Bin window to navigate to a
different folder (such as your Documents folder, or wherever
you’d like to keep the recovered file). When you arrive,
right-click a blank white space and choose Paste to move
the file from your desktop to that folder.

Ctrl X

What’s the Difference Between JPEG, PNG,
GIF and BMP?
Question: When I’ve edited a photo and I’m ready to save
it, my photo-editor gives me a choice of saving as JPEG,
PNG, GIF or BMP. I’m dimly aware that photos are JPEG
files, so that’s what I choose, but what are the others for?

James Knowles

Answer: These options are known as ‘picture formats’ and
there are actually dozens of them, although these are the four
which have emerged as the standard choices over the years.
Each picture format specifies a different way of saving the
picture (or, more precisely, saving all the little dots of colour,
named pixels, that form the picture) into a file on your PC.

Historically, that’s been a knotty problem. Every pixel in a
picture can be any of 16.7 million colours, and the picture
file needs to note the colour of every single pixel. Since a
picture might contain millions of pixels, that could be a very
long list of numbers, making a very big file.
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Different ways
were invented to
make them
smaller

A perfect-quality
(but very big!)
file

A compressed
file, ideal for
photos

colour number 12, it has to be written as ’00,000,012’
(still eight digits) rather than just a two-digit ‘12’.
There’s no escaping that – it’s the way computers have
to work – but it serves to make an already-big file much
bigger still.

Since computers used to be much slower and hard drives
much smaller, lots of people tried to devise ways of
‘compressing’ all this data into a smaller file, ideally without
changing the look of the picture too much along the way.
Some of those methods survived while others fell by the
wayside, and these are the four most widely-used formats
we’re left with:

•   BMP (short for bitmap): this saves a picture in a
completely unaltered way, storing the colour of every
single pixel in the file in the way I described above, and
thus producing a very big file. If you take a typical photo
produced by your digital camera (a JPEG file of perhaps
5 MB) and save it as a bitmap file, it will be 40–60 MB.
You’d generally only save as a bitmap file for use in very
specific circumstances (such as print publishing or
graphic design).

•   JPEG (pronounced ‘jay-peg’): this was one of the first
successful methods for compressing true-colour
(photographic) pictures. It was one of very few picture
formats that web browsers could display in the early
days of the World Wide Web, which sealed its acceptance
and has ensured its survival. It’s not perfect – it
compresses a photo into a small file by removing some
detail – but its ability to compress a photo down to about
10% of its original size while keeping it almost identical
makes it hard to beat for photos. (For hand-drawn
artwork, however, it’s absolutely useless: that’s not what
it’s intended for!)
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A good choice
for most types 
of picture

JPEG files can
degenerate when
edited too often

Using PNG
preserves the
original quality

•   GIF (pronounced ‘giff’ or ‘jiff’ as you prefer): this is very
much designed for hand-drawn artwork, and it will make
an absolute mess of a photo! A GIF picture can never
contain more than 256 different colours, so the natural
shading of a photo will turn into ugly clumps of solid
colour as each pixel is converted to its nearest equivalent
in that tiny palette. Like JPEG, GIF was popularised by
the Internet, and most of the non-photographic images
you see on web pages are GIFs.

•   PNG (pronounced ‘ping’) is a more recent invention, and
it works well for all kinds of pictures. Unlike GIF, it
doesn’t restrict you to 256 colours for hand-created
artworks, and unlike JPEG it compresses a photo
without removing any detail from it. That means you’ll
end up with a somewhat larger photo file when you save
as PNG than when you save as JPEG, but without any
loss of quality.

In summary, then, JPEG is still the usual choice for saving
photos, and GIF or (especially) PNG for saving any artwork
you create yourself. The one drawback to JPEG is that
every time you open a photo, edit it and save it again, you
lose a little more detail from it, and if you do that often
enough, that deterioration may become noticeable as a
gradual blurring.

If you think you’re going to edit a particular photo a number
of times over a number of sessions, it’s a good idea to save
it as a PNG file the first time, and use the PNG file to do
your future editing. When you’re finally happy with the
result, you could simply keep the PNG, or you could save it
as a JPEG to replace the original.

Hand-drawn,
low-colour
artwork
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