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Have Folder 

Want More 

To create sub folders the easy way when you are in a folder in 

Windows Explorer do the following: 

Hold down the Alt key and carefully type F, W, F (without the 

commas) a new folder will appear.  

If you need more than one just keep the Alt key down and 

type F, W, F over and over again until all your new folders are 

created. They will be named New Folder, New Folder 1 etc it’s 

up to you to rename them. 
 

Hide The 

Taskbar 

To the right of your Start Button sits the Taskbar Right Click 

it and select Properties from the pop up menu. Select 

Autohide or Auto-hide taskbar from the dialog box. 
 

 

 

 

Figure 1: Task Bar And Start Menu Properties 
 

 Your taskbar will disappear and re-appear as you move your 

mouse over it and off it. If you don’t like it doing this after 

you set it, just repeat the same steps and uncheck the auto-

hide option. 
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My Grandson 

Keeps Moving My 

Taskbar 

My Grandson moves my taskbar around on the desktop can I 

stop him doing this?  

Give this a try Right click on any free space in the Taskbar 

From the menu options click Lock Taskbar. 

 

If this doesn’t work the 

other (and best way to 

stop him) is to refuse to 

let him use the computer 

– that’s not being cruel 

it’s being practical.  
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Difference 

Between DVD-R 

And DVD+R 

There is not much difference really, but the following 

explanation should help. In the late 1970s to early 1980s 

there was a fight between the two video tape formats:  

VHS (Victor Home System) and  

Betamax (Sony) – VHS won.  

A similar battle of the formats with DVDs is currently going 

on. 

The disks are pretty much the same, but the writing process 

is different. DVD+R is a bit more advanced, with the disks 

usually costing more than the older DVD-R format. DVD+R was 

intended to be compatible with more DVD players, but in all 

reality there's not a lot of difference between them. 

Another consideration is what format your DVD recording 

software works best in. One problem I found was that the 

software used on the machine wouldn’t work because it 

required DVD-R disks. However, that was with an older 

machine most modern DVD burners support both formats. So 

if you have DVD+R disks and they give trouble with burning 

you have two choices use DVD-R disks or upgrade to a DVD 

burner that will burn to both. I personally like the Light 

Scribe DVD Burner but to write the label side of the disk you 

must have the special light scribe ones, regardless what 

people will try to tell you there is a special coating on the 

label side of these disks to enable the light scribe to work.  
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Rename Your 

Files: Bulk Style 

Have you ever needed to rename a load of files all at the same 

time? I’ll give you an instance loading files into the computer 

from your camera or being sent a list of photos as an email 

attachment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

As you can see, they are all lower case starting letters, but it 

doesn’t matter they will all take their name from the one you 

choose something like this? 

 

 
Or, maybe you have downloaded some files from the Internet 

that you’d like to rename. With one or two files there’s no 

problem, just use the rename facility by pointing to the file 

highlighting it and press the F2 key and rename it. With more 

that two or three files it is so slow to do it this way. Try this 

method:  

Highlight the first file navigate to the last file hold down the 

Shift key and click. 
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 Press the F2 key and rename the current file, all the 

highlighted files will be renamed with a (1), (2) etc after the 

name. In the list above all my Image files have been named 

cartoon. This is much more meaningful than Image, which 

could be anything.     
 

Version Number If you need to know the version number of a program being 

used just click on the Help menu option and then click on the 

About listing, this is usually the last item on the Help menu. 

Don’t try this with Microsoft Word 2007 because this no 

longer has a menu and the Help is on line. As far as I can see 

Microsoft is moving further and further away from using 

menus to do what you want and more and more towards using 

the mouse. I’m predicting that the next thing that will be 

removed from programs under the Microsoft banner will be 

short cut keys. 
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Zip File For XP A friend of mine told me that Windows XP has its own unzip 

program. Is this correct and if so where is it and how does it 

work? 

You don’t need to open a "program". If you have a zipped file, 

just double click it. 

 

 
 

A menu will open allowing you to save individual files to your 

computer. Just click an’ drag or copy the file you want to 

unzip and drop it in the desired location. That’s all there is to 

it! Also, in the left-hand column there is a link to "Extract all 

files". 

Having said that there is a much more sophisticated unzip 

program called Unzip Genius, a link to this is mentioned on our 

web site. www.seniornet-porirua.org.nz  This program will 

allow you to do many things more than unzip a file including 

backing up a file in a zipped format to a flash drive, the only 

backup I know of that will write to a flash drive. It will also 

allow you to make self extracting zip files. I have written a 

small instruction manual on this program you would need to get 

it from me on a personal basis it will not be loaded on the wen 

site. This zip program is very fast and can outrun any zip 

program I have tried. The best part of the story is IT’S 

FREE!  

http://www.seniornet-porirua.org.nz/
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Quicker Vista 

File Transfers 

Vista file transfers are slower than XP file transfers were 

but it can be fixed you can get the speed of Windows XP 

every time you need to transfer large files from one partition 

to another in Vista. So, how does it work? Well, let's check it 

out! 

The cause of these slow file transfers in Windows Vista is the 

Remote Differential Compression, it needs disabling. Here's 

how to do it: 

Press the Start button. 

Open the Control Panel. 

Go to the Programs and Features section. 

Select Turn on or off Windows features from the left pane. 

Next, uncheck the option for Remote Differential 

Compression. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Now you can cook with gas! 
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Volume Control If you have lost your volume icon and you need to change your 

volume using the speaker icon in the bottom right hand corner 

of your desktop and the icon is somehow missing, what do you 

do? To get  it back do the following 

If you're using Windows Vista right-click on a blank area of 

your task bar and select Properties Under system icons, make 

sure there's a check next to Volume. Click OK. 

  

 
 

If you have XP get the icon back by doing the following.  

Go to Start 

Control Panel and click on the Sounds, Speech and Audio 

Devices link.  

Now click Sounds and Audio Devices.  

A box will appear that has different tabs.  

Select the Volume tab  

Under the Device volume section, make sure the box that says 

"Place volume control icon in the taskbar" is checked. Then 

when you want to change your volume, you can just click on 

that little icon and bingo your volume can be reset. 

 

While in this screen, you can also change up your speaker 

volumes and experiment with your Sounds, Audio, Voice and 

Hardware settings. 
 

Easy Column Size  

 

You know that you can resize the columns in Windows 

Explorer. You just grab the column separators at the top and 

drag them to the size you need. Except in Windows 7 this has 

a slightly different layout. There's actually a better way to 

do this in XP than trying to drag the column with the two 

small double headed arrow.  

Double-click in the little space between columns, you'll find 

that the column automatically resizes itself so it shows the 

complete name of every item in that column. This is not just a 

Windows trick it works in Email, Excel and other programs 

also. 
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Check the 

Properties 

Hit Alt + Enter on a highlighted folder or file to view its 

Properties, such as file size, date created or last modified, 

and what program is associated with it if it’s a data file. You 

can also just hold the Alt key down and double-click the item. 

This shortcut does away with the right click and select.  

 

 
 

You can’t do this to see the Properties of a disk. 
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What is 

“Pinned”? 

The term “Pinned” is like physically pinning something up on a 

notice board except in our case, it refers to items within a 

window that are kept in the same place for easy access. This 

easy access can refer to a program or data. These items can 

be pinned to the menu and left there for future use.  

The Windows Vista and Windows 7 Start Menus are divided 

into two parts. The top part of the menu has the pinned items 

in it.  

Because I use Quicken and Dreamweaver fairly regularly, I 

pinned them to the menu. As well data for programs can be 

pinned as I have done with Quickplan.xls and Shopping.mdb 

the first being an Excel program the second being a database. 

Adding items to the Start Menu for this purpose is quite 

simple. 

Right-click on an icon on your desktop and select "Pin to Start 

Menu". With data click on the item to highlight it (but don’t 

open it) Then drag it to the start menu, hold it there until the 

menu opens and drag it to the top of the menu, dropping it 

where you want it. In earlier versions of windows it was also 

done this way 

 

   

 

 The lower part of the start menu is reserved for frequently 

used programs. This is not the same as pinned items because 

the programs in the list do change according to the number of 

times they are listed. 
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Quick Folder 

Options in Vista 

and Windows 7 

 

If you want to display a hidden file it’s necessary to browse 

to the control panel, click folder options, and so on. 

This can be a real pain in the neck if you're switching back 

and forth between showing hidden files and re-hiding them. 

So, why not take a step out of the process? Instead of 

religiously following the above procedure to get to the Folder 

Options, just type in “folder” in the search bar? 

 
 

Check out the difference in this menu than the previous one. 

It’s not even necessary to hit the Enter key after typing the 

word “Folder” in this search bar.  

The very top item in this menu is Folder Options. 

Select that and then do what you would normally to see your 

hidden folders and files. 

(This only works in Vista and above.) Folders not shown can be 

displayed by clicking the “See more results” at the bottom of 

the menu.  
 

File Type 

Associations 

In XP there was a nice feature in the Folder Options in which 

file associations could be made and it looks on first glance 

that this option is no longer available in Vista and Windows 7.  

File associations are where a file type such as a .Jpg is linked 

back to a particular application program such as Picture Edit. 

So how can is this done in Windows Vista and Windows 7? Do 

the following: 
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 Browse to the file with explorer and right click 

Select from the small menu Open With  

Choose Default Program. 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

This will open a further dialog box  

If the program you want to use as the default isn’t displayed use 

the browse button. Type in the name of the application program in 

the  File Name  

Now not only have you opened this file with this program but you 

have set it as a default. This is done by making sure that there is 

a check sign in the box on the first screen the 

“Always use the selected program to open this type of file.” 
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You have now set the program to open when this type of file 

is selected. However should you want or require some other 

program to open this type of file on a temporary basis. This 

file you can still use the Open with and select the other 

program. Just insure you don’t set it as the default by un-

checking the same box. 
 

MSConfig 
 

I’ve had this question many times in the past and I’m sure I’ll 

receive it again in the future. What is MSConfig? Basically it’s 

a utility to make changing the way your computer runs, easier 

for computer experts to manage. And that is the thing you 

need to take on board, it’s for computer experts to manage 

not for the every day computer user. Most people if their car 

needs a tune up they use a good mechanic or garage they can 

trust they don’t go messing around with the engine 

themselves. Don’t mess around with MSConfig. Think about it 

this way; If you had to ask what it is and how to start it then 

you don’t have enough computer knowledge to use it! Leave it 

alone and to those that do else it’ll cost you dearly in the long 

run.    
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Add Folders to 

Favorites in 

Windows 7 

This is only for Windows 7 users. If you use the favorites 

folder in the Windows Explorer it’s easy to add a folder to it.  

 

Navigate to the folder you wish to add 

Click once on the folder to highlight it 

Click Favorites in the left pane of Windows Explorer 

 

 
 

 Right click the favorites and a menu will display the last 

option is 

 

Add current 

location to 

Favorites.  

Click this option 

and you are home 

and dry. 
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Stop Anti Virus 

Program 

I get this question in emails quite often.  

I want to install a piece of software from a DVD that came 

with a computer magazine. Part of the instructions tell me to 

disable my Anti Virus program, is it safe to do this and if so, 

how do I do it? 

The answer to this question comes in two parts obviously. 

First and foremost is it safe to do this. 

The answer to this is it should be but take some precautions. 

I usually switch off my internet connection just as an extra 

precaution. I treat it like switching off the intruder alarm but 

keeping the doors locked. If the software is from a magazine 

it has usually been tested for viruses by the magazine’s 

supplier – but they have been known to have a virus that they 

didn’t detect. However, that isn’t usually the case these days, 

they also have a reputation to keep. 

Now how do you do it? 

Along the task bar of the computer on the right hand side are 

the icons of programs that are running in the background. 

Pass your cursor over these and there will be a small alert 

displayed telling you what the icon is for. 

 

 
 

Here’s a copy of my anti virus icon alert. 

Avast! On-Access Scanner. 7 provider(s ) total, 6 running. 

That listing is pretty well self explanatory. If I right click 

the icon I get a menu one of the options is to switch off the 

provider, once I select it I’m given the choice to do it 

permanently or just temporarily, which is the option I want in 

this case. Now I can go ahead and install my new software. 

Don’t forget to restart the anti virus program after the 

installation. Sometimes the Finished button on an installation 

will restart the computer, if this is the case the anti virus 

should restart automatically but check it just in case.  
 

Run Command In 

Vista And 

Windows 7 

In Windows XP on the start menu just under the Help was a 

Run command this has gone in Vista and Windows7. But, it’s 

not been left out altogether it’s just not part of Microsoft’s 

defaults in the Start menu anymore. If you want it back here 

is how to do it. 
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 Right click on the Start button and select properties. 

Click the Start Menu tab in the dialog box displayed 

Click the Cutomize… button up on the right of this dialog box. 

Click the box marked Run (about three quarters of the way 

down) if there is no tick in it a tick will now show. 

Click Ok and Ok again and your Run option will display. 
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 There is of course another way of producing the Run command 

dialog box. 

The key combination Windows + r buttons will produce the Run 

command dialog. 
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Vista & Windows 
7 Gadgets 

I personally don’t like Gadgets that are on the desktop in the 

latest desktop of Vista and Windows 7. They are placed on 

the desktop by default when the program is installed, there 

may be some people that use them but I haven’t yet found a 

use for any them. The ones I looked at and a short 

explanation of what they do follows. 

Calendar: 

This displays the current month and is fixed on the current 

date. You can change this to be just a daily calendar, just by 

clicking it once. Other views are different month, day of the 

week with the day number. There is a perfectly good calendar 

with the clock in the bottom right corner of the task bar why 

clutter up the desk top with a second?   

 

Clock: 

I’ve read that this one is cool, because you can change the 

design of your clock to whatever you want it to be. There's a 

normal looking clock, a flower clock, a blue one, a red one and 

several others. You can even give your clock a name. I 

personally have a very good clock at the right hand end of the 

Task bar. I don’t need any other names for it I have always 

called a clock a clock! How stupid can you get?  

To change the view of your clock, go to the clock gadget and 

click on the little wrench icon. With that, you can change 

whatever you want within any of the gadgets. Pardon my 

cynicism but what will they think of next? 

 

Slide Show: 

This one is like the others it isn't necessary but it's neat to 

look at if you like the distraction of changing picture when 

working. If you want a slide show why not have a proper one 

with a dedicated program. Although without a projector it 

gets hard fitting a roomful of people around a small computer 

screen. 

 

The Weather: 

This is produced for any country and place in the country, 

mine is set to Wellington, Porirua isn’t listed. It gives the 

current weather for the day and a forecast for the next five 

days. Don’t look at it in the morning as that gives the situation 

of yesterday evening local time. If you want the temperature 

that’s given in Fahrenheit, we’ve had decimal currency since 

July 1967 and metrics since about 1969 including Celsius for    
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 temperature measurement. I find even the forecasters here 

can’t get it right more than 50% of the time. If I want to 

know what the weather is like I usually look out the window, 

that’s a pretty accurate way of doing it. If you want to know 

how warm it is just take a walk down to the mail box, you get a 

pretty good idea from that experience. 

For those that don’t know or who have forgotten the formula 

to change from Fahrenheit to Celsius 

(fº-32 x 5) ÷ 8  

So 53ºF is 53 – 32 X 5 = 21 x 5 which equals 105  

And 105 ÷ 8 = 13.125ºC 

Note: that was the actual temperature for Sat Jan 15th 2010 

a great summer day, like most of the others we’ve had this 

year. Yeah Right! Says the TUI advert.  

 

Summary: 

There are other gadgets available that also use resource 

(memory) on the computer and if you are tight for memory 

(Vista and Windows 7 need plenty) why waste it on 

unnecessary items such as gadgets?  

If you want to get rid of all the gadgets, right click on the 

word Gadgets in the upper right hand corner and select Close 

Sidebar. That way, all of the gadgets will disappear and you 

will have your full desktop space back again plus the resource 

that these things were using up.   
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No To All Have you ever been working in Windows that involves multiple 

files? If so, you've probably come across a message similar to 

this at one time or another: 

 

There's an option for “Yes to All”, but what about if you want 

“No to All”? You have to keep clicking “No.”  

Actually no you don’t do this instead: 

Hold the Shift key when you click “No” 

 

Make sure you know what you're saying no to though! 
 


