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A 

Accessibility 

• see the mouse pointer and text more easily ....... F 090/2                        1/23 

• make text more readable using zoom features…F 090/4                          1/23 

• make everything on your screen 25% larger……F 090/8                            1/23 

• see your screen in close-up with magnifier……...F 090/10                       1/23 

• use a high contrast theme to see things more clearly… F 090/15         1/23  

Android X Windows: Make Them Work for You………………..A 498                       9/26 

App Store: A Complete Guide…………………………….……….. A 510                      2/24  

Attachments, see Email  

AutoPlay Devices: Stay in Control…………………………..A 801                                 9/25 

 

B 

Battery Life for Notebooks and Tablets, Improving……. I 890/1                              9/23 

Beyond the Keyboard: Discover New Characters and Symbols…..B 120          3/25  

Bluetooth: A Complete Guide……………………………………..B 444                        10/25 

Broadband 

• The Basics: How Powerline Networking Works……..M 011/2                     1/23 

• Quickly Set Up Your Own Powerline Network………M 011/5                       1/23  

Built-in Windows Security………………….. B 762                                                               4/25 

Bullet Points: Get Creative in Word…………………..B 740/1                                         10/23 

 

C 

Calendar 



• Get Organised with Calendar Appointments and 
Reminders………………………………………………..… G 205/1                               4/23 

CDs and DVDs 

• DVD and CDs: Cheap Storage for Your Files…..H 590/2                                      1/23 

• burn your chosen files to disc…………………………H 590/10                              1/23 

• choose the files and folders you want to copy….H 590/8                                  1/23 

• preparing your disc burning session……………...H 590/4                                   1/23  

Charts in Excel: Everything You Need to Know……………C 224                                     7/24  

Cloud Storage: Discover OneDrive……………….. C 491/1                                             10/23  

Cloud Storage: A Deep Dive into OneDrive………………C 490                                      2/25  

Complete Guide to Command Prompt…………………..A 050                                        9/26 

Complete Guide to Windows Controls………………………..C 499                                1/25  

Control Panel Missing, Why is My……………………Q&A/13                                           12/23  

Convert Your Old Music, LP to PC:…………………L 567/1                                              10/23  

Creating Signs with Word……………………………C 666/1                                                9/23 

Customise Your Folder Icons…………………………..C 690                                              6/25 

Cyber Security Basics: How to Protect Your Data ..............C 827                            2/26 

Cyber Security Basics: Two-Factor Authentication.............C 902                           1/26 

 

D 

Dealing with Duplicate Photos………………………D 047                                                 8/24  

Dictation Features Explained………………….. D 220                                                       5/25 

Disappearing Desktop Items? Don’t Panic!..........Q&A/10                                         2/23  

Discovering Office Templates………………………D 288                                                 10/24  

Discover the Powers of Dictation…………………D 292                                                   12/25 

DIY PC Fixes with Command Prompt…………….D 350                                                   6/26 

Download Safely, How to…………………………….H 593                                                  5/23  

Drag and Drop: Can I Change My Mind?...............Q&A/8                                           1/23  



Dropbox, Online Documents Made Easy with…… O 425                                            1/24 

DSE Tips: Make Sure Your Screen is Set Up Comfortably…D 950                         11/24 

 

E 

Email 'Bounces' Explained…………………………. E 387                                               4/25 

Emails: How to Get Large Print Text................. E 478                                              4/26 

Email: Managing Large Files…………………………E 477                                              3/25 

Ergonomic Mouse Tips................................... E 737                                               3/26 

Error Messages: A Complete Guide..................E 726                                              7/25 

Excel Charts: Presenting Data………………………E 892                                              6/26 

Excel: Fixes for Common Problems……………….E 908                                             11/25 

Excel: How to Create a Database………………….E 907                                              8/25 

Excel: No More Chaos!....................................E 913                                               7/26 

Excel and Word: Sharing Data..........................E 883                                             12/25 

 

F 

File Dialogs: A Complete Guide……………… F 193                                                     5/25 

File Troubleshooting Guide……………………F 259                                                      12/25 

Flash Drive Basics..................................F 411                                                          8/25 

Free Photo Guide………………………..F 817                                                                    4/25 

Free Up Device Space with Google Photos .......... F 877                                       5/26 

 

G 

Getting to Grips with Windows 11.......................G 199                                            2/26 

Google Photos for Amateur Photographers ........ G 523                                            2/26 

 

H 

How to Ensure Successful Downloading............H 600                                          11/25 



How to Scan Paper Documents………………………..H 631                                       5/25 

How to Stay Safe Online…………………………..H 632                                                  6/25 

 

I 

Identifying Safe Websites…………………………. I 070                                                    4/24  

Identity Theft, Keep Safe from……………………. K 072                                                  2/24 

Images in Word: A Complete Guide.................. I 101                                                 5/26 

Internet: How to Diagnose Common Problems....I 540                                             5/26 

Internet Speed, Understanding……………………..U 537/1                                          6/23 

Is Your Screen Time Concerning?......................I 940                                                2/26 

 

K 

Keep Sensitive Office Documents Safe………………………..K 080                          8/24  

Keep Your Favourites Close…………………………K 101                                                2/25 

 

M 

Maintenance in Simple Steps, PC………………….P 084/1                                         7/23  

Mail Merge: How it Works…………………………………………..M 007                        9/26 

Making Notes on PDFs.................................................... M 017                      4/26 

Mouse Troubleshooting Guide…………………………………….M 571                       7/26 

Microsoft Excel 

• Filtering: Find Information Matching Your 
Criteria………………………………………………..C 670/12                              3/23 

Microsoft Office  
• Create Stylish Documents from Free Templates .......... O 150/1     12/22 
• Professional Document Templates………………………….M 350            8/26  
• The Pros and Cons of Buying Microsoft Office……………..T 230/1      12/23 

Mouse  
• Ergonomic Tips for Mouse Usage………………..E 723/1                            11/23 

Music Streaming, The New Age of…………………T 216/1                                          11/23 



 

N 

New PC? Don’t Lose Your Bookmarks and Favourites…………….N 172/1        6/23 

No More Email Spam!................................................N 650                               6/25 

No More Spreadsheet Chaos!....................................N 600                                9/26 

New PC, Same Old Favourites....................................N 170                               9/25 

 

O 

Office, see Microsoft Office  

OneNote: Make Work Projects Easier..........................O 485                                4/26 

 

P 

Paint.NET: Still Going Strong……………………………….P 016                                      9/25 

PC  

• Basics: Connecting to Wi-Fi………………………P 050                                      3/24  
• Check Whether an Update was Installed Correctly………..W 145/8      3/23  
• Efficiency: Disable Startup Programs……………P 070/1                           10/23  
• Security with Malwarebytes 3.0…………………..P 180                                  2/24  
• Startup: Hibernate Vs Sleep………………………P 193/1                              12/23  
• Start your PC with a Windows DVD………………G 202/3                              2/23  
• System Information: How to Find and Understand it......P 201             10/25 
• Updating, but Properly: What to Do………………W 145/2                           3/23  
• Use this Free Tool to Update Your Programs…...W 145/13                       3/23 
• Voice Control……………………………………………..P 219                              7/26 

PDF Files  
• Find Important Text Fast by Highlighting it………H 580/2                         2/23  
• How to Add Comments on a PDF………………...H 580/1                          2/23  
• Type Your Own Comments Anywhere with  
• Sticky Notes………………………………………….H 580/8                              2/23  
• Useful Extras: More Ways to Mark Up a PDF  
• Document…………………………………………….H 580/11                           2/23  
• Pen drive, see USB flash drive  
• Personalise Your Folder Icons………………………P 250/1                        6/23   



Phone to PC Transfers………………………………..P 244                                            1/25  

Photo App Revolution in Windows 11……………………… P 299                          4/25 

Photo Organisation is Now a Breeze……………………………P 356                     8/25 

Picture Size Matters……………………………...……P 419                                          11/25 

Presenting with PowerPoint…………………………P 592                                           2/25 

Printer Ink Tips………………………………………..…P 590                                           6/25 

Printer Installation Optimisation……………………………P 622                             10/25 

Printing Power: Envelopes.............................................P 880                        2/26 

Protect Against the Biggest Ransomware Threat…………..P 898                       6/25 

 

R 

Recovery Drive .............................................. R 126                                          4/26 

Router Security Essentials…………………………..R 779                                          1/25 

 

S 

Screenshots with Snipping Tool……………………..S 106                                        8/24  

Secure Your Passwords from Theft…………………S 129                                        8/24 

Share Large Documents with Dropbox ............ S 230                                          1/26 

Solving Your Printer Problems……………………….S 560                                         8/25 

So You Think You Know Microsoft Word…………..S 586                                       12/25                                    

Still Using Internet Explorer? Use Our Tips…………S 827                                    2/25  

System Restore and PC Repairs……………………..S 973                                     1/25 

 

T 

Tailor Windows Sound Scheme to You…………………..T 018                                       6/26 

The Hibernate Vs Sleep Debate…………………………….T 233                                   11/25 

Tips for Working with Multiple Screens..................... T 400                                    2/26 

Tracking Changes on a PDF……………………………T 707                                              7/25 



Troubleshooting Your Printer………………………..T 305                                                 7/24 

Troubleshooting in Windows 11……………………T 909                                                  8/26 

Turn Your Photos into Video with Windows….….T 973                                                7/26 

Turn Your Pictures into Posters……………………T 975                                                    3/24 

Two-Factor Authentication, Stay Secure with…….S 830/1                                       8/23 

 

U 

Undelivered Email Solutions………………………. U 390                                                4/24 

Understanding and Preventing Identity Theft……U 423                                             7/25 

Understanding System Restore………………………U 485                                            9/24 

Use SafePad to Maintain Privacy…………………… U 610                                            5/25 

 

V 

VirtualBox, for an Extra PC…………………………D 290                                                   2/24 

 

W 

Windows Controls: Programs, Apps, Dialogs and More…….W 781                       8/26 

Welcome to Windows 11………………………………..W 142                                          9/25 

Windows 10 Mail App......................................... W 299                                          1/26 

Windows 11: Your Favourite Free Apps ................W 833                                          2/26 

Windows Start Menu: Customise for Efficiency…..W 515                                      11/24  

Windows: The Forgotten Password Dilemma………W 190                                       10/25 

Word: Borders, Symbols and Text Effects............. W 487                                        5/26 

Word: Get to Know Autocorrect........................... W 526                                        1/26 

Word: Data Made Easy with Tables……………………W 505                                          6/26 

Word: Deleting Photo Backgrounds…………………..W 509                                          6/26 

Word: Safe Savings…………………………………………W 543                                         8/26 

Working Smarter with Word……………………………..W 625                                        6/24 



 

Y 

YouTube: A Complete Guide……………………….Y 505/1                                               8/23 

 


