
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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Caution: Confidential Data in a PDF File
isn’t Secure!
Question: I need to send someone a copy of a document on my
PC, but it contains some confidential details. My plan is to
highlight the sensitive information in the document and change
its text colour to white, and then save the document as a PDF
file to send. The person who receives the document won’t be
able to see that text as it will be the same colour as the page’s
background. Is this trick safe enough?

Leslie McGough

Answer: This is certainly easy enough to do. If it’s a Micro-
soft Word document, for example, you can highlight the
sensitive details and change their text colour to white and
they’ll disappear into the white background. You can then
create a PDF of this document: if you’re using Word 2013 or
later, you can do that by going to File > Export > Create
PDF/XPS Document; in Word 2010, choose File > Save &
Send > Create PDF/XPS Document.

It’s true that when the recipient opens this PDF, he’ll just see
innocent-looking white space in place of the confidential
parts of the document. However, that sensitive text is still
contained in the PDF document: as in the original Word
document, it’s just shown in white on a white background
so it’s not visible.

Nevertheless, those seemingly-blank spaces might tweak
somebody’s interest, and it’s the work of just a few seconds
to find out what’s hiding behind them:

The trick: white
text on a white
page!

You can then
save the result 
as a PDF

The white text
can’t be seen in
the PDF

When highlighted,
it’s still not visible

1.  Open the PDF document in a suitable program, such
as Adobe Reader, and then find one of the areas
containing some of that white-on-white text.

2.  Using the left mouse button, click at the beginning
of the white area (or a few words before it) and then 

:
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Copy it into a
blank Word
document

Your document
looks normal
again
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    drag to the right and downwards to highlight the
whole area (and perhaps a few words after it). Now
release the mouse button. You still won’t see any text
in that blank area: as the screenshot below indicates,
you’ll just see some slightly-darker highlighting.
However, it’s already clear that this blank space isn’t
quite as innocent as it might have first appeared!

3.  Press the key combination + to copy the
selection to the Windows clipboard.

4.  Now start Microsoft Word (and, if you’re using Word
2013 or later and you arrive at its Start screen, click
Blank document).

5.  Press the key combination + to paste the
text into this Word document.

6.  The text you’ve pasted is still white, so you still
won’t see it. However, at the end of the text you’ll
see a little Paste Options box which offers
options about how to paste the text into this
document. Click this box and then click the icon
showing a bold ‘A’ .

1

2

Ctrl C

Ctrl V
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Straight away, the text you’ve just pasted into Word turns
black and becomes easily readable. It may have been
confidential, but it only took a few quick steps to copy it
out of that PDF document and display it. (Indeed, if we’d
started a different word processor in step 4 – such as the
Notepad accessory included with Windows – the text would
have appeared as soon as we’d pasted it, with no further
steps needed!)

So you can see that simply turning the confidential text
white before saving it as a PDF isn’t at all secure. As long
as the text is included in the PDF, it can quickly be found
and read.

The only safe way is to remove the text from your Word
document completely before creating the PDF. There are two
ways in which you could do this:

•  Delete all the sensitive text from the Word document, but
make sure you don’t save the document. When all the
confidential details have been removed, create a PDF
from it. After doing that, close the Word docu-ment and
choose No when Word asks if you want to save it. This
way, your changes to the document were only temporary:
the PDF contains no sensitive details, but the saved copy
of your Word document remains just as it was.

•  Start by making a copy of the Word document. To do
that, as soon as you’ve opened it, press the key to
open the Save As dialog, then type a slightly different

F12

The ‘hidden’ text
is readable

Two safe ways:

Delete sensitive
text but don’t
save the
document

Save a copy
without the
sensitive text
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The table is
stuck at the top
of page 1!

Pressing Enter
doesn’t move the
table downwards
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•  name for it (perhaps just adding the word ‘Copy’ to its
name). You can now delete the sensitive data and save
this copy, and create a PDF from it.

Using either of these methods, you’re using a Word doc-
ument that contains no confidential information, so the PDF
you generate from that document won’t contain that
information either.

Word: Insert a Blank Line Above a Table
Question: At the very top of a Microsoft Word document,
I’ve created a long table. Now I’ve realised that I need to put
a heading and a paragraph of text above it, but Word won’t
let me! If I try to press Enter to move the table downwards
and create space, Word just puts a blank line in the first
cell of the table. Is there any way around this?

Phillip Ridley

Answer: It’s a situation that baffles many Word users! If
you put a table at the top of page 1 of your document, you
can’t click to its left and press to move the table
downwards if you decide you want to type something above
it: the table seems to be stuck at the top of your document
for good.

Fortunately, there is a solution, although it’s not an obvious
one:

Enter

1.  Click at the beginning of the text that appears in the
top-left cell of your table, so that the cursor is
flashing to the left of that text. 

2.  Press the key combination + + .
This inserts a blank line above your table. 

Shift EnterCtrl

:
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Not keen to
advertise Mail in
your messages?

Messaging apps
increasingly
include this type
of ‘signature’

You can remove
it or replace it

Windows 10: Remove ‘Sent from Mail’ in
Email Messages
Question: When I use the Mail app in Windows 10 to write
an email message, it always ends with the line ‘Sent from Mail
for Windows 10’. Is there any way to stop that appearing?

James McCoy

Answer: It’s becom-
ing common for
anything that can
send messages to
advertise itself at
the same time. Thus
if you receive an email from someone who uses an Apple
iPhone, it will probably end with ‘Sent from my iPhone’.
This is Microsoft jumping on the same bandwagon and
using the email messages you write in Windows 10’s Mail
app to advertise that app.

You can delete this line of text (known as a ‘signature’)
yourself before you send the message, but you might
reasonably feel you shouldn’t have to – it shouldn’t be there
in the first place! In that case, let’s get rid of it for good:

3.  Now you can click at the beginning of this blank line
and either start typing or press a few times
to create a little more space.

Enter

1.  At the bottom of the Mail app’s left-hand panel, click
the Settings (cog-shaped) button.:
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Suggestion: turn
the signature off
entirely

Use your own
choice of
signature instead

A different
signature for
each email
account
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•  Ignore the box at the top
which I’ll explain in a mom-
ent; instead, tick the box
beside Apply to all accounts

. After doing that, click
the on/off switch below Use
an email signature to
turn it to Off. The text box
containing that offending text disappears. Press the

key on your keyboard a couple of times to close
this Settings panel and you’ve finished.

What we’ve done in the step above is to tell the Mail
app not to add a signature to any email message you
write, and that will neatly solve the problem. But you
might like to tweak the result slightly:

•  Perhaps you’d like to add a signature of your own
rather than this advertising pitch for Mail –
something like ‘Kind regards, Rob’. If so, leave the
switch set to On , delete the text in the box

and type whatever you like in its place. (You can
use the key to type onto two or more lines.)

•  Perhaps you like the idea of using your own
signature instead, but you have two or more email
accounts set up in the Mail app and you’d like to use
different signatures for each account? In that case,
don’t tick the box beside Apply to all accounts.
Select an account from the topmost box and type  

Esc

1

2

3

1

3

Enter

2.  In the Settings panel that appears at the right of the
window, click on Signature.

3.  Now you’ll be looking at something like the panel
pictured below and it’s time to decide what you’d
like to do. I’ll begin by making my own suggestion
and then mention some alternatives: 

4

4

1

2

3

4
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Different
background
pictures at
intervals

Switch to a
single picture
instead

Choose your
desktop photo

How Can I Switch Off a Desktop Slideshow?
Question: My son set up my computer for me a long time ago,
and he set the background picture to change between various
pictures of flowers every day. Now I have a lovely photo of
the family and I’d like to use that instead. How can I do it?

Lynn Barker

Answer: What you’ve got at the moment is known as a
‘desktop slideshow’: rather than a single picture shown con-
stantly on your desktop, you see a different picture every day
(or, depending on your settings, as often as every few minutes).

With a desktop slideshow set up, it’s not obvious how you
stop it and go back to displaying just a single picture which
never changes (particularly if you’re using Windows 8.1 or
Windows 7). Here’s what to do:

Windows 10

1.  Right-click a blank space on the desktop and choose
Personalise from the menu that appears.

2.  This opens the Settings app and takes you straight
to the page you need. Open the drop-down list
headed Background (which currently says ‘Slide-
show’) and choose Picture .

3.  Now, just below this drop-down list, you’ll see a row
of pictures. You could click one of these if you want
to use that as your desktop background, but you
probably don’t. In that case, click the Browse button 

1

the signature you’d like for it in the text box , then
select your other account from the topmost box and
type your chosen signature for that in the same way.

4

:
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Close the
Settings window

Stop the current
pictures from
being used

Find and click
the photo you
want to use
instead

Save your
changes

    below these pictures. In the dialog that appears,
find and select the photo you want to use and click
the Choose picture button.

4.  That’s done the job: the photo you’ve just chosen is
immediately put into action as your desktop
background, and you can close the Settings window
by clicking the x in its top-right corner. 

2

1.  Right-click a blank space on the desktop and choose
Personalise from the menu that appears.

2.  At the bottom of the window that opens, click on
Desktop Background.

3.  You’ll see a box containing a collection of small
pictures, some (or all) with ticks in their corners.
Click the Clear all button just above this box to
deselect all the pictures.

4.  Now look through these pictures to see whether the
one you want to use permanently on your desktop
is there. If it is, click it once to select it. If it isn’t,
click the Browse button a little way above the box
and, in the dialog that appears, find and select the
folder containing your photo and click OK. The box
will then show all the photos in that folder: find and
click the photo you want to use.

5.  Your chosen photo is now put into action as your
desktop background. Click the Save changes button, 

Windows 8.1 or Windows 7

1

2

:
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Arrow keys just
scroll the page!

They should
move the
selection box

You’ve switched
on Scroll Lock

The Arrow Keys Have Stopped Working 
in Excel!
Question: I’m working on a spreadsheet in Microsoft Excel
and an odd thing has happened. When I try to use the arrow
keys on the keyboard to move from cell to cell, the
spreadsheet scrolls a little way instead. I’ve tried closing
Excel and opening it again, but that doesn’t change any-
thing. What have I done?

Giles Whittaker

Answer: Normally, of course, pressing the arrow keys in
Excel should move the selection box in the direction of the
arrow. So if cell A1 is selected and you press the down-
arrow key, the selection moves down to cell A2.

If you find that you’re still stuck in cell A1, but the page
has scrolled downwards a little way, it means you’ve
accidentally pressed the key on your keyboard.

The what? Yes, it’s not a widely-used key, and Microsoft
Excel is one of very few programs to take any notice of it,
but this is the effect it has. You might have pressed it while
using Excel, or at any time before you started Excel. Just
like , when switched on it stays on until you
switch it off again or restart the computer.

You should find the key at the top-right of your
keyboard, near the Print Screen and Pause|Break keys.
Press it once to turn it off, and you’ll find that the arrow
keys now work as expected again in Excel.

Scroll Lock

Scroll Lock

Caps Lock

    then close this window by clicking the x button in
its top-right corner.
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