Frequently Asked Questions


The big freeze

The mouse stops working or the screen just freezes and none of the buttons or menus work. 
Press Ctrl-Alt-Del to bring up Task Manager and a list of currently running programs will be shown. One may be described as not responding. Select whichever application may be the culprit and choose End task. If that doesn’t work, pressing Ctrl-Alt-Del again to re-start your PC




The stop-start game

A new game doesn’t work properly
New games often need the latest technology and whilst you may be able to download the latest bits and pieces to help some work as they should, in many instances you will find that your old processor, RAM or video card are simply not up to the task.




Where’s my border gone?

Only parts of a border appear in Word print-outs or headers / footers which either mysteriously disappear or do appear but in a different position to that intended
Check the size of the paper that you are using on screen and for the printer. File> Page Set up will show your paper size. File> Print>Properties should show the default printer paper size. Both should be set to A4 for UK work. The default setting for Microsoft products is Letter which is an American size –shorter and fatter than ours.




Do I need glasses?

Some text is too tiny on web pages
Increase it. You can choose between 5 settings using the text size button in Internet Explorer. If there’s no button, use View>Text size




Expensive web page printing?

Often you will not need to print the web page background, which uses up vast amounts of pricey ink
In Internet Explorer use Tools>Internet options and click on the Advanced tab. Scroll down the list of items and under Printing click to deselect the item that says print colours and background images. The result is usually easier to read and generally much clearer – a point web designers might like to bear in mind in future! And, yes, white writing is adjusted to black for printing in this case.




PC takes ages to get going these days?

You switch on and have time to make a coffee while everything buzzes away before you can actually use it
A common reason for long-winded start-ups is the number of programs being started. Many items you may have added will have added themselves to the start-up list when you really don’t need them to. Click on Start>Run and type msconfig in the box. In the Start-up section deselect anything which you are sure you don’t need. You can always open the programs in the normal way as and when you need them. If in doubt about a program, leave it – some are essential features of the operating system!

Where are my pictures?!

You’ve produced a lovely document in Word, illustrated beautifully with carefully positioned pictures. You open it another day, or on another PC, and they’re gone. The text is clear but the pics are nowhere. Despair sets in . . .
Don’t panic. You’re probably looking at the screen in what is called, ridiculously, Normal view. Use the View menu to switch to Page Layout. (Take my advice, never be Normal again!)

PC is sluggish?

Older PCs will definitely benefit from some attention from time to time
Two common reasons for a slow down in processing speed are inadequate airflow to keep the processor cool and too many files or bits of files littering your hard drive. Check the first by clearing any stuff away from the vent(s) for your PC. Tidy up files by removing unwanted internet rubbish and, for what has to stay on the hard drive, use Start > Programmes > Accessories > System tools > Disk defragmenter to file everything back where it belongs.

Remember to disable screen savers and close other programs before starting defragmentation, which can take an hour or more.

Clean unwanted internet files (you won’t even know you had them!) by using Internet options from Start>Settings>Control Panel>Internet options and on the General tab click on Delete files.




Tired of old Times and Arial?

The default fonts for Word and Excel aren’t everyone’s first choice – and why should they not be the same anyway?
Change them. In Excel it’s easy: just go to Tools>Options and the font is one of several things you can change. In Word, however, it’s tougher. First arrange the Word screen in a new document so that the font displayed (and page view, toolbars, buttons etc. if you wish) are as you want them always to be when it starts up. Save the file as Normalnew and as a Word template in the type of file section. Exit Word. Navigate via My Computer to Program files>Microsoft Office>Templates and there you should find a file called Normal and a file called Normalnew. Right click on Normal and choose Rename, typing Normalold as its revised name. Right click on Normalnew and rename it to Normal. Now you should find all your own settings appear when you start Word.




CDs don’t play or it takes ages to read them?

You may well have a dirty CD and/or the reading sensor is dirty.
It only takes a minute amount of gunge to cause trouble and, whilst quite rare if you take good care of CDs, one dirty one is all you need to start the trouble trail. If cleaning (both sides) of your CD doesn’t help then get a CD cleaner from a good supplier. Tiny brushes mounted on the CD do the trick.




gray color organization?

My spellchecker thinks I’m American
Change the language settings in Word (or other programs). In Word, use Tools>Language>Set Language and make English (British) the default.




Big lists in Excel?

Printing the headings on each page

Keep the headings at the top of the screen when scrolling
Go to File>Page Set up and in the Sheet section you can set the rows (and/or columns) you wish to repeat for lists that run over more than a single page.

You can set any area to be fixed on the screen and the other parts of the sheet will appear to slide behind it. This is a must for long lists where the headings at the top would otherwise scroll out of sight or the labels at the left would disappear in wide lists. Click in the square immediately below and to the right of what you want to fix on screen. So, to fix the top row you’d click in cell A2. In the Window menu, use Freeze pane. What a difference!

Andrew Hill 11 February 2002
2
The big freeze

