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whatever is on your screen, which you can then paste into a program
like Paint in Windows.

— Posted by Nicholas

880.October
5th,
2008
2:46 pm

OK. I’m an idiot. I enlarged the size of my web page based on your
tips - control and roll the scroll button. now i can’t figure out how to
get it back down to normal. Help!

— Posted by Robin

881. October
5th,
2008
2:48 pm

Great list. I would urge you, though, not to say “hit the Windows key
and “D” simultaneously” (or, similarly, any other special key like
control, shift, or alt). I know people who actually try to do that, and if
they happen to press D just ahead of the Windows key, they wonder
why it didn’t work.

Instead, say “hold the Windows key down and press D” or “while
holding the Windows key down, press D.”

— Posted by Alan Winson

882.October
5th,
2008
2:53 pm

As already noted in #154 & #503, but so valuable it wants saying
again –

To restrict a Google search to .edu or .org sites, or to a specific site,
type search phrases like this:

“wernicke-korsakoff” site:.org

“wernicke-korsakoff” site:.edu

“wernicke-korsakoff” site:.merck.com

Sure can save a lot of time.

— Posted by Pat Welch

883.October
5th,
2008
2:54 pm

Before you forward ANY email you didn’t create yourself, check it on
Snopes.com for veracity. Please!

— Posted by Carolina

884.October
5th,
2008
3:01 pm

* You can double-click a word to highlight it in any document, e-mail
or Web page.

Add me to the list of people annoyed by the NYT web site’s non-
standard behavior

— Posted by Steve

885.October
5th,
2008
3:27 pm

One of my favorites, that I’m often surprised other folks are unaware
of, is “find,” as in on a browser page, Word document, etc.

ctrl-F or apple-F on an Apple

It helps you find things immediately!

— Posted by Brian

886.October
5th,
2008
3:33 pm

“I would urge you, though, not to say “hit the Windows key and “D”
simultaneously” (or, similarly, any other special key like control, shift,
or alt). I know people who actually try to do that, and if they happen
to press D just ahead of the Windows key, they wonder why it didn’t
work.”

Must be the same people who call tech support complaining that they
can’t find the “Any” key on their keyboards. “It said ‘Press Any Key to

finish’ and I don’t have an Any key!” 

Good advice, though. Software instruction writers need to remember
that they should write for the 10th percentile, not the 90th percentile
of users.

David should include a brief section discussing the conventions of
what key combinations like ALT-F11 and CONTROL-d mean, i.e.,
how to execute them on the keyboard. You can’t take for granted that
the reader knows something as basic as that.

— Posted by Sideline Viewer

887.October
5th,
2008
3:40 pm

In microsoft word, if you want a symbol (such as the degree symbol
or an accent on a letter) go to insert-symbol, find the symbol you
want, go to the box that says keyboard shortcut, and make up your
own shortcut if it doesn’t have one already. For instance, I use ctrl+o
for the degree sign.
Also, to center your document, ctrl+e, to have a left alignment, ctrl+l
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Also, to center your document, ctrl+e, to have a left alignment, ctrl+l

— Posted by anonymous

888.October
5th,
2008
3:44 pm

Here are 2…not sure if these have been posted.

1. on the mac, command-shift4 will allow you to make a screen
capture. You can click and drag the box to capture the whole screen
or just a small part. It will then save it as a picture and leave it on
your desktop. this is great for tutorials or just saving stuff you might
need later (like a receipt for an online purchase).

2. on the macbooks, if you put two fingers together on the touchpad,
you can use it to scroll up and down.

— Posted by Bob

889.October
5th,
2008
4:01 pm

This one has been around since the beginning of time (and now it’s
new and improved with the aero interface).

ALT+TAB jumps to another window

Vista - WINDOW + TAB gives you the Aero feature- oooh aaaah

— Posted by P

890.October
5th,
2008
4:16 pm

Robin #880
Control and scroll back down to where you started!

— Posted by HarryR

891. October
5th,
2008
4:21 pm

Google search - forget the prefix www and the suffix .com. Just type
the word(s) you are looking for. Works all the time.

— Posted by STANLEY B DICKES

892.October
5th,
2008
4:24 pm

I think you need to update your knowledge of enlarging text on web
pages. It seems that the latest browsers have gotten rid of just
enlarging the text (it screws up web page layouts) and default to
simply enlarging the entire web page.

— Posted by chucho

893.October
5th,
2008
4:39 pm

This is a great list!! I’ve already learned many useful tips, and just
finished erasing the thousands of items in my trash. The comments
are a treasure chest of tips as well, I’ll keep this page bookmarked.

— Posted by Annie M

894.October
5th,
2008
4:44 pm

Google’s calculator is really smart.
“6 factorial” gives answer “6 factorial = 720″
“cube root 6″ gives answer “cube root(6) = 1.81712059″
“pi^2″ gives answer “pi^2 = 9.8696044″
“log 10 * ln e” gives answer “log(10) * ln(e) = 1″
“arctangent 3″ gives answer “arctangent(3) = 1.24904577″

— Posted by sunshine

895.October
5th,
2008
4:55 pm

In response to David’s suggestion here: “When you get an e-mail
message from eBay or your bank, claiming that you have an account
problem or a question from a buyer, it’s probably a “phishing scam”
intended to trick you into typing your password. Don’t click the link
in the message. If in doubt, go into your browser and type
“www.ebay.com” (or whatever) manually.”
… a better way to confirm that the e-mail message is in fact spam is
to right mouse click on the link they provide, which brings up a
menu, and click on “properties”. You’ll see the web address that that
link plans to take you to, and if it’s spam, it will not say ebay.com.
Hope this helps!

— Posted by Jennie

896.October
5th,
2008
5:06 pm

Thank you for all these amazing shortcuts for both the Mac and
Windows.

Question: I recently got a new Macbook and installed Windows XP
with Boot Camp. Does anyone know how to make the tiny text on the
XP ’side’ more readable? There are no resolution settings available
that make everything bigger without stretching the aspect ratio.

— Posted by Julie
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897. October
5th,
2008
5:16 pm

SAVE-AS … is invaluable when you have inadvertantly caused some
inexplicable formatting disaster in a document … simply save the
DREADFUL, AWFUL, BAD document as trash (or other easy to
recognize name) and your original document will exist in some pre-
disaster form.

If you have, as others have suggested, used ALT-S (doing forced
manual saves) in the intervals before the DISASTER your “original”
file is likely to be fairly current.

Similarly, if you are re-formating (or otherwise playing with) a
“finished” document for printing, it is a very good idea to leave your
“finished” text document alone and use a copy to experiment with in
creating page and column breaks, inserting graphics and the rest.

This helps additionally in discouraging the temptation to “adjust”
your text.

— Posted by Susan Sunflower

898.October
5th,
2008
5:21 pm

Robin #880, HarryR #890:

To return things to their original size in the browser window, type
CTRL-0 (that’s zero, not “oh”).

— Posted by Patrick

899.October
5th,
2008
5:59 pm

My two favorites, both previously mentioned: Control F will find
things pretty much everywhere.

The F4 key- “do it again” can save tremendous time when formatting,
adding rows to tables, adding color to cells in Excel, etc. It keeps on
ticking: to add 4 rows to a table, add a row the usual way, and then
hit F4 three times. To change a font in assorted places, highlight the
first spot, meke the desired changes, then highlight any other spots
and hit F4.

— Posted by Paul

900.October
5th,
2008
6:07 pm

A single click on the mouse places the cursor; a double-click
highlights a word; a triple-click highlights the line or paragraph.

— Posted by David Jewell

901. October
5th,
2008
6:18 pm

response to post #229:

Accents and tildes in Windows are achieved with Contl+accent, then
the vowel or the n. You can do this will all three accents, grave, acute,
circumflex, as well as the tilde for ñ and the comma for cedille.
Umlaut is more complicated and involves Alt+3 digit numbers for
each vowel (which also works for the accents and tildes in programs
like excel, that don’t accept the Control+ shortcut)

In Mac you do acute accents with Option+e and then the vowel, and
tilde with Option+n and then n. Grave accents are Option+Grave
accent then vowel. I forgot how you do circumflex and cedille.

— Posted by JB

902.October
5th,
2008
6:28 pm

Good Stuff!

Can’t emphasize enough about emptying the recycle bin…I didn’t do
that and last year my Outlook froze up and it took going through a
couple of people to figure it out…actually it was Andy from
www.computerhelpsos.com who fixed it virtually…he was awesome
with me which was a feat in itself since I was close to hysterical…
Also, so glad my son sent this blog! He’s probably hoping I will check
this out and not bug him so much!

Sandy

— Posted by Sandy

903.October
5th,
2008
6:30 pm

Patrick #898

That doesn’t work here. 10.5.5, G5 iMac.
Have to control-scroll back to clear it.

— Posted by HarryR

904.October
5th,
2008
6:33 pm

General computer tips and shortcuts.

— Posted by chogni
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905.October
5th,
2008
6:36 pm

For Outlook users:
When you delete an entry (email message, contact, etc), it goes to the
Recycle bin and continues to eat up storage space.
If you want to completely remove something from Outlook AND your
hard drive, simply hit Shift + the Delete key. You will be asked if you
want to permanently delete the item. Then, either click on “Yes” or
simply press the “Y” key on the keyboard. Item is now gone…forever.

— Posted by Garrett

906.October
5th,
2008
6:41 pm

Err… David, has it occurred to you that the comments on this article
already contain enough good stuff to constitute a Strunk-and-White
sized crowd-sourced book. In fact, why don’t you start a project called
‘1001 tips’ or something, on www.webook.com and invite your
readers to contribute tip-chapters? (full disclosure: I have absolutely
no relationship with webook).

Just compile and publish. Will make a great little gift book.

My 2c: others have mentioned Ctrl-C and Ctrl-V. Let me add Ctrl-A
(select everything on a page, very useful just before Ctrl-C) and Ctrl-Z
(undo). Ctrl-X deletes whatever you’ve selected if you are in an
editor.

You probably know that shift-clicking twice selects everything within
’scope’ between the two clicks. Ctrl-clicking selects up individual
items (especially useful for selecting multiple items in a folder).

Shift-PrintScrn will grab a screepshot that can be pasted into image
editing programs.

Pressing down on the mouse wheel will create a weird icon that
allows dragging of the mouse to act as scrolling. Click wheel again to
release.

If a key on your computer is broken, or gummed up with crud, use
Alt-ASCII code (on num keypad) to create that letter. For a few
months, I was using alt 104 a lot for h.

You can adjust your folder properties to show extensions of
filenames.

— Posted by Venkat

907. October
5th,
2008
6:54 pm

Triple-click any word in a paragraph to highlight the whole
paragraph; hit Ctrl A to highlight the whole document. These are
probably obvious but I didn’t see them mentioned.

— Posted by hbm

908.October
5th,
2008
6:56 pm

OK, my favorite Blackberry tip– when you are confronted with
dialing a number that is a catchy phrase (like 1-800-BEST BUY) how
to do this on a phone with a QUERTY keyboard?

You type in the 800 numerically then hold down the ALT button to
type in the letters– try it, it really works!

— Posted by Amy

909.October
5th,
2008
7:01 pm

David’s call for a basics book reminded me of my basics column and a
half. It loses a lot in this funky formatting, but here it is. Any user
who understands and uses these basics will be more advanced than
most folks I know.

Windows Vista Essentials

Assume that if you can think of a feature, Microsoft
or Mac has already thought of it. Use “Help” for
answers and features. If no answer, try Google.

Put Computer and UserName on Desktop by right-clicking on
Start/Globe menu & left-clicking Show On Desktop. UserName is at
top right of Start column.

Windows Explorer = key to success
(Your hard drive IS your computer.)
Right-click Computer or
Start/Globe, then left-click Explore
Arrange columns by clicking column names
Identify yourself, e.g. Your Name, Public, others
Look for your stuff under your/computer name before
Exploring Public, other users

Right-click everything (including Desktop)
Right-click for MENUS, Esp. Properties
Left-click for ACTIONS
Hold mouse with whole hand – fingers over
left button, wheel, and right button
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left button, wheel, and right button
Play Solitaire daily until right-click internalized

Drag-and-Drop, e.g., Desktop icons to Taskbar,
bottom left to enable for one-click opening

Ctrl+A = highlight all
Ctrl+C = copy to clipboard
Ctrl+X = delete to clipboard
Ctrl+V = paste last put on clipboard

With Explorer or other programs open:
Views on menu bar at top –
4 Icon sizes, List, DETAILS, Tiles
Organize on menu bar top left – options/tasks
Tools on some menu bars, esp. Outlook
Also: Explore, Share, E-Mail, Burn, Slide Show

_ , □, X at top RIGHT to minimize, change
shape, close; click-&-grab top bar
to move; grab corners to re-size

Documents (right-click to Explore; also Explore
Pictures, Music, Favorites, Videos, etc.,
remembering to change to appropriate
View, e.g. Extra Large Icons for photos)

Start/Globe/Start Search field immediately above;
Type in item to find on hard drive
Use * as wildcard to narrow search,
e.g., xyz*.doc, doggie*.jpg

Microsoft Word – turn on ¶ by clicking on toolbar
(gives you greater control of your page/document)

Emailing multiple photos:
Explore folder of desired photos (.jpg’s)
Set View to Large or Extra Large Icons
Select desired pics by holding Ctrl key
and clicking ones to be sent
Right-click any pic and on menu left-click
Send To / Mail Recipient
Choose “Picture size,” noting estimated size
Restrict total photos sent to under 2 MB

“Hover” mouse over Taskbar icons to identify
“blue e” icon for Internet Explorer
“yellow envelope” icon for Outlook, etc.
Double-click icons on right by “time” to open;
Right-click to Exit or control

— Posted by Butler Crittenden

910. October
5th,
2008
7:05 pm

Windows “print screen” key really works to capture an image of
whatever is on your screen at that moment - and you can then paste
it right into an e-mail usually; or paste it into irfanview and then cut
out just the image you want.

— Posted by David Drobner

911. October
5th,
2008
7:20 pm

ok enlarging text. But that still does not translate to the printer which
then prints out in the standard miniscule font. How to change this?

— Posted by mabel

912. October
5th,
2008
7:29 pm

On Firefox (or explorer with a google toolbar) you can type your
search entry into the address bar to do an “I’m feeling lucky search”
on in google. If it’s too vague it takes you to the search but otherwise
it is a much quicker way to go to a specific page. For example, if you
want to go to the new york times opinion page, you could just type
“nytimes opinion” in the address bar and it would automatically take
you there.

— Posted by Jean

913. October
5th,
2008
7:31 pm

Pressing the windows key and D toggles all open applications to
minimize them. Press windows key and D again to go back to work
where you left off.

Pressing the windows key and E opens windows explorer. Press the
windows key and E again for a second explorer window. This is very
helpful for moving files and photos around. For photos make sure
you turn the thumbnails on (View - thumbnails).

Do you type a lot of numbers? I noticed that I was constantly letting
go of my mouse to type numbers using the number keypad on the
right side of my keyboard. I’m right handed but I wondered how long
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right side of my keyboard. I’m right handed but I wondered how long
it would take to learn to use the mouse with my left hand. It was
rough for a few days but it got easier pretty quickly after that. The
only thing I can’t do lefty is draw in a paint program or Photoshop.

Thanks to everyone that shared their tips and tricks.

Mechtron Bob

— Posted by Bob Siegler

914. October
5th,
2008
7:36 pm

On a Mac Command-Shift-4 and then hitting the spacebar separately
will allow you to make a screenshot of any “thing” (open windows and
icons!) on your desktop by rolling over it and then clicking on it. As
stated previously, it then sits on your desktop as a numbered picture
to do with what you will. Of you want to cancel your screenshot foray
midshot, the escape key will bring you back to reality.

A list of many, many keyboard commands is on the drop-down
contextual menus on the menu bar to peruse at your leisure to make
your head explode.

If you have an Apple Cinema Display attached to a Mac, you are able
to rotate the screen image upside-down in System
Preferences/Displays/Rotation to mess with someone on April Fools
day.

— Posted by Peter

915. October
5th,
2008
7:47 pm

On a Mac you can find THOUSANDS of characters, chinese fonts and
TONS of any cool glyphs and symbols you can think of by using the
Character Palette. You can even put the Character Palette icon on the
menu bar permanently for easy access.

Rather than going into it here, just goto> Finder> Help on the menu
bar and search for glyph or character palette and learn away. I did.

No charge.

— Posted by Peter

916. October
5th,
2008
8:08 pm

There was no way I’d get to the bottom of the list of comments that
others have written, but in case there are some who’ve gotten this far
and are looking for a condensed list (yes, very condensed) of many
important commands, here’s my daily use list.

Things like Ctrl+z, x, c, v, b, u, i, l, e, s, o, f, n, and p will cause you to
undo, cut, copy, paste, bold text, underline text, italicize text, left-
justify text, center justify text, save, open doc, find text, open new
document, and print document. Ctrl+1 makes text single spaced, and
Ctrl+5 makes it 1.5 spaced, Ctrl+2 is double spaced. Ctrl+right
arrow/left arrow goes one word right/left, Ctrl+down/up arrow goes
to the bottom of a paragraph/top. Shift + F7 opens the thesaurus.
Ctrl+F4 exits a program, but Alt+F4 exits that screen (like one
internet tab), Ctrl+t opens a new tab. Shift+arrow keys highlights one
space to the right or left or one line up or down. Shift+Ctrl+arrow
keys highlights one word to the right or left (R or L arrows) or the
rest of that paragraph going up or down (up and down arrows) All of
these I use on a fairly regular basis. Lastly, one of my pet peeves is
when people click on a website using two clicks when they only need
one. If something is highlighted and the normal arrow cursor turns to
a hand, it only needs one click. I know there are many I left off, but
good luck, and this stuff definitely saves you time.

— Posted by Ethan

917. October
5th,
2008
8:10 pm

Can someone help with an iPod question? How do I delete songs I no
longer want from my iPod? There is no button on the iPod that lets
me do this. And no instruction on how to do it, in my leaflet. And I do
not understand the iPod website at all. Thanks.

— Posted by Jess Adams

918. October
5th,
2008
8:18 pm

Quite a few handy tips here, Jane.
xo patsy

— Posted by Patsy

919. October
5th,
2008
8:27 pm

In Firefox, you can find a word in a web-page simply by typing it -
but you have to turn on the option in, well, Options.
Go to Tools>>Options>>Advanced>>General, and click on “Search
for text when I start typing”.

This is instead of using the Control F keyboard shortcut.
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As #879 writes, “type the word you want to find, and your browser
will instantaneously bring you to it.”

Really helps when you’ve Googled something and can’t seem to find
the instance of it in the page you’re on.
I use it all the time.

— Posted by Kent

920.October
5th,
2008
8:28 pm

My favorites, were the basics on how to use a digital camera picture
size and send it, when it comes to digital stuff, I’m the perfect market
target if you ever wrote a book about basics on digital stuff.
oh, also the tip about emptying the recycle bin, I knwe that one, but I
know a couple of people that didn’t just the last couple of weeks.
anyway, thank you for all these basic tips.
Maura Tierney (not the actress)

— Posted by Maura Tierney

921. October
5th,
2008
8:32 pm

To Robin on F11:

If you press F11 again, it should toggle back to the original display —
sometimes it takes several keypresses. If that fails try moving your
mouse slowly up to the space where the bars were and some will
come back so you can at least navigate..

Good luck,

Stu

— Posted by Stewart A. Denenberg

922. October
5th,
2008
8:38 pm

Get blog and great comments.
***HOW TO USE ALT CODES***
On a desktop PC with a number pad:
Hold down the alt key and use the number pad on the far right of
your
keyboard to type out the 4-character code.
When you release the alt key, the character will appear.
On a laptop:
Lock the “num lk”(one of the top keys + Fn-key, should show a lock
light)
Hold down the alt key and type the numbers from the keys marked
with a
number. ex. M=”0″, J=”1″, K=”2″,L=”3″,U=”4″,I=”5″,O=”6″, 7=7,
8=8, 9=9.
When you release the alt key, the character will appear.
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
example: for the copyright symbol: ©.
hold down the ALT-key and type the numbers (from your
keypad=desktop PC
use number key pad; laptop use number lock)
ALT (hold down), 0169 = ©
In WORD or WORDPERFECT you can set the size.
In PHOTOSHOP or PAINTSHOP PRO you can add your © John Doe
in color
for every photo etc.
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

ALT codes:
Starting with ALT 1
While holding down the ALT-key, type the numbers
using the number pad with Num-Lock on,
release the ALT-key and the symbol appears.
[The first 256+ symbols repeat-it will repeat if posting in Groups]
[Note: numbers underlined, 32 255 0127, have no symbol]
______________0__1__2__3__4__5__6__7__8__9
1 to 9: ‘0′ ☺ ☻ ♥ ♦ ♣ ♠ • ◘ ○
10 to 19: ◙ ♂ ♀ ♪ ♫ ☼ ▶ ◄ ↕ ‼
20 to 29: ¶ § ▬ ↨ ↑ ↓ → ← ∟ ↔
30 to 39: ▲ ▼ ‘2′ ! ” # $ % & ‘
40 to 49: ( ) * + , - . / 0 1

50 to 59: 2 3 4 5 6 7 8 9 : ;
60 to 69: ? @ A B C D E
70 to 79: F G H I
80 to 89:
90 to 99:
120 to 129: x y z { | } ~ ⌂ Ç ü
130 to 139: é â ä à å ç ê ë è ï
140 to 149: î ì Ä Å É æ Æ ô ö ò
…..more
______________0__1__2__3__4__5__6__7__8__9
0100 to 0109: d e f g h i j k l m
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0100 to 0109: d e f g h i j k l m
0110 to 0119: n o p q r s t u v w
0120 to 0129: x y z { | } ~ ‘7′ € ‘9′
0130 to 0139: ‚ ƒ „ … † ‡ ˆ ‰ Š ‹
0140 to 0149: Œ ‘1′ ….more
0170 to 0179 ª « ¬ ‘3′ ® ¯ ° ± ² ³
0189 ¼ ½
0190 ¾ ….more

— Posted by Richard

923. October
5th,
2008
8:44 pm

re: “Find while you type” in Firefox, my post just above :

In addition, to find the next instance of what you’re searching for in a
web page, use the keyboard shortcut “Control G” (=find again).

[ “Find while you type” just replaces “Control F”. ]

— Posted by Kent

924.October
5th,
2008
8:59 pm

someone already said it. but, to be sure, in a mac you can find all of
these keyboard shortcuts in “system preferences”, then “Keyboard &
Mouse”, then “Keyboard Shortcuts.”

And no, i didn’t actually read all the comments to find that someone
said that. I used apple + F to search the page. I think it is ctrl + F on
a pc. Also, I didn’t even scroll through this whole page to get to the
box at the bottom to put my comments up. command + downArrow
got me to the bottom. this is on a mac. it is probably ctrl +
downArrow on a pc.

When typing text this also works. Also, try control + left or right
arrow and option + left or right arrow for quick moving around text.

— Posted by karl

925. October
5th,
2008
9:07 pm

With a mac, you can pretty much click on any image you see on the
internet and drag it to your desk top and it is automatically saved
there.

Does any one know how to search for a specific word or phrase on a
web-page? For use at a site like this that has a huge amount of info
and I am looking for something specific?

— Posted by angdre8

926.October
5th,
2008
9:11 pm

Forgot to mention…using a Mac, you can also just drag the web-
address to your desktop and it automatically saves the link there.
Just click the left corner of address (that highlights entire address).

— Posted by angdre8

927. October
5th,
2008
9:30 pm

You think watching your editor trying to highlight is rough… try
watching a lab full of 7th graders not using shortcuts. They think it is
magic and I am really smart… for now.
I am the digital immigrant.
Thanks for all of the new tricks to share with the kids. They should
last me until May -
play2cre8

— Posted by play2cre8

928.October
5th,
2008
9:32 pm

Firefox users can simply type in ‘nyt” to get the New York Times.

— Posted by Ann P.

929.October
5th,
2008
9:38 pm

On Excel, if you want to fill the rows in a column with say a set of
numbers or letters or whatever, without having to highlight with your
mouse and scroll, just highlight what you want to repeat or continue
the order of and then double click on the lower right hand corner of a
cell. It will fill the column with what you highlighted or with ordered
numbers down to lowest row that has something in its adjacent cells.
Try it out and you’ll see what I mean.

— Posted by Mimi

930.October
5th,
2008
10:02 pm

angdre8–try command-F to find a word or phrase

— Posted by pat m
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931. October
5th,
2008
10:06 pm

angdre8 ————–>> Use control+F and a box will appear. Type in
the desired word and it will search up or down, in the document you
have open. I use it daily!!!! Saves time, my poor eyes, and great
frustration.

— Posted by Edwin

932. October
5th,
2008
10:14 pm

In firefox, middle-click a tab to close it.

— Posted by Cal

933. October
5th,
2008
10:22 pm

I don’t want to repeat any keystroke tasks that have already been
mentioned above. I don’t think I’ve seen the following that I use
daily:

Control P = print
Control Esc + u + u = shut down
Alt F = File
Alt E = Edit
Alt T = Tools
Control Alt Delete K = lock screen

Microsoft outlook - when deleting permanently hold shift while
deleting. When in delete folder and you want to delete all you can hit
“control A” for all or you can choose Alt E and select all or you can hit
shift and down arrow to highlight all manually and then hit delete.
Cntrl/shift/”V” to move to another folder.

— Posted by Nancy Karagianis

934. October
5th,
2008
10:30 pm

Control A will highlight the whole page.
In Word 2003 control D will open a menu with a whole lot of
choices:superscript, subscript, spacing, strike through, etc.
(too many to enumerate).

— Posted by William Bunge

935. October
5th,
2008
10:51 pm

Well, I guess I’m the Mom to whom everyone will be sending these
hints. Been using computers since the days of punch cards — and
almost everything beyond apple-c apple-x apple-v was new to me.

And to prove that I don’t get everything…how do I use the Times
Save File function?

Thanks loads!

— Posted by Drisha

936. October
5th,
2008
11:04 pm

David.
Rather than writing a book, start a basic computing tips wiki.

— Posted by Chris Foran

937. October
5th,
2008
11:10 pm

Clearing cookies and cache/temporary internet files.

Hardware acceleration for videos- right click on desktop > properties
> settings > advanced > troubleshoot. Change to 30-50% if you’re
having trouble with green screen/etc.

Know what browser you are on!

— Posted by UMD Terp

938.October
5th,
2008
11:14 pm

I want a feature that I cannot find here. When I need to fill in forms,
again and again, with my name, address, credit card numbers, etc. I
would like to assign these values to the “function keys” (or some
other keys) and be able to hit the correct key to enter the correct
words and numbers into the forms that I am filling out. Is this
possible, anyone???

— Posted by Wil Courter

939. October
5th,
2008
11:26 pm

Seen a lot of people promoting alt+F4, that’s great for closing an
application like Word or Firefox, but if all you want to do is close one
tab or one file inside of Firefox or Word and leave the application
running, then you need ctrl+F4.

— Posted by Cory

940.October
5th,
2008

Rename a file by clicking on it and pressing F2. Want to flabbergast
an accountant? The same key does the same thing for cell in an Excel
spreadsheet. Click on the cell, F2, start typing. No mouse required.
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2008
11:52 pm

spreadsheet. Click on the cell, F2, start typing. No mouse required.

— Posted by Jay

941. October
6th,
2008
12:05 am

oh, wonderful all.

I see a couple of booklets or major sections. Think it would be better
as small booklets than the tome with sections. Need to be cheap to
free - remember when the NYT used to “give” little primers in
exchange for print subscriptions?

1) The Computer is the Monster Under the Bed - for the truly
uninitiated. The Translator of keyboard and mouse speak for the true
novice. This shines the light and makes the monster go away (or at
least you learn to laugh as with Mike as opposed to cringe in fear as
with Sully.)

(We assume you can at least hunt and peck on the keyboard.)

2) Basics - what everyone assumes you know about keyboard controls
for Windows based programs and its internet browsers (or how to get
around the web without losing your mind.)

3) Basics - what everyone assumes you know about MAC based
systems etc etc.

4) Basics - for cell/smart/phones and other peripheral brains.

— Posted by susan

942.October
6th,
2008
12:34 am

Many emacs control commands work in Apple mail. Like
ctrl-a moves to beginning of line
ctrl-e move to end of line
ctrl-k deletes line
ctrl-y yanks

etc

Really nice for those of us who live with emacs.

— Posted by Robert Fossum

943. October
6th,
2008
12:39 am

Lost? Need Help?

Please, PRESS the F1 Key!

— Posted by Tommah

944.October
6th,
2008
12:40 am

If you can get free computer support from a friend or family member
that specializes in supporting Apple computers,… buy a Mac. If you
don’t have a friend or family member that supports Apple computers,
…. that’s ok, Apple has genius bars at a price you can’t refuse. Also,…
for the right price, I’ll be your friend. Mahalo and aloha.

— Posted by Brendan Perreault

945. October
6th,
2008
12:41 am

Vista running slow? Try shutting off the hard drive hogging (though
pretty cool) Vista Search function:

http://keznews.com/3458_Disable_and_Turn_Off_Windows_Vi
sta_Search_Indexer_and_Indexing_Service

— Posted by tommah

946.October
6th,
2008
12:49 am

Jess Adams…

Your iPod PLAYS music. Your iTunes MANAGES music. The Delete
key will make songs disappear faster than you can say… anything.

g’luck

— Posted by Peter

947. October
6th,
2008
1:36 am

Pogue: You can hide all windows, revealing only what’s on the
computer desktop, with one keystroke: hit the Windows key and “D”
simultaneously in Windows,…

There was a button in the older Windows 98SE that did that. I
figured out the properties of the button and found it’s still in later
editions of Windows. Here are the properties as they are found in
Vista:
C:\Users\[YOUR
USERNAME]\AppData\Roaming\Microsoft\Internet
Explorer\Quick Launch

— Posted by Larry Curleanmo
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948.October
6th,
2008
1:36 am

If you just install Windows XP straight off the CD without knowing
how to set it up, you’re probably not secure and can be hacked.

There’s actually quite a bit you need to know to secure it. This is
because (for historical reasons) there’s a trade-off between security
and interoperability with other computers on LANs. Microsoft’s
default settings make it easier to set up a LAN, but are not secure at
all.

— Posted by radianceseeker

949.October
6th,
2008
1:59 am

PowerPoint: in presentation mode, clicking the letter “b” will put the
screen in black (”w” will make the screen white)

— Posted by Eric May

950.October
6th,
2008
2:00 am

Nice list of shortcuts. Would be nice to seperate the PC comments
from the Mac’s.

Big question here is - who test’s all these shortcuts for reliability? I
sure would hate to type in “ALT ??” and delete something important
or modify my settings and not know how to correct them.
I suggest all new shortcuts be done as a logged on user and not as the
administrator.

— Posted by Second guess

951. October
6th,
2008
2:07 am

To open several websites in Firefox, simply hit Control + T for each
site that you want to open. Use Control + Tab to maneuver between
opened tabs. Cool!

— Posted by Rick in Atlanta

952. October
6th,
2008
2:31 am

If you are working remotely, and you have 2 screens back at the
office, sometimes your program will be open in the window which
you don’t see. To get it, press alt-spacebar which will display the
window control menu. Press “m” and then use an arrow key to shift
the window into view.

You can customize your keyboard control via a free tool call
XKeymacs which by default provides intuitive Emacs-like controls
over your desktop but also allows fine-tuning per key combo on an
application-specific basis.

— Posted by Pinner Blinn

953. October
6th,
2008
2:52 am

Bit of useless history embedded in keyboard shortcuts:

In Windows use control-Q to quit a program IF it began life as a Mac
program — ie any Adobe/Macromedia program, even PowerPoint +
others anyone??

Of course ALL Mac programs use Command-Q to quit ;-]

— Posted by Luther Rotto

954. October
6th,
2008
4:42 am

If your Mac freezes, will give you a menu to quit the frozen program.

“Grab” is a great little utility for copying windows, selections and
screens.For example, if a mapquest map splits between pages, you
can use select in “Grab” to define the part of the map you need in a
scale that will fit.

In some apps the right and left arrows will advance or back up a page,
as in PowerPoint.

— Posted by frank logan

955. October
6th,
2008
6:12 am

In Word:

Type four keys:
(c) space bar

and you will get the copyright symbol © .

If you want the c in parentheses rather than the copyright symbol,
then after it turns into the copyright symbol, click Ctrl-Z (normally
that’s for “undo” - it undoes the Windows automation that converts
to a copyright symbol).

Similarly, the characters  spacebar will create a smiling face
symbol.

In the above, depending on the version of word you are using,
sometimes the space bar is not necessary.
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..I hope someone got this far down on the list to read my comment..

— Posted by Ed

956. October
6th,
2008
7:06 am

Those of you acting in surprise over all the keyboard shortcuts….you
don’t deserve a computer. Read your manuals and step away from
your IBM Selectrics.

— Posted by Mark

957. October
6th,
2008
8:03 am

When browsing the internet - hitting the backspace key brings you to
the previous web page that you were viewing.

— Posted by Linda

958.October
6th,
2008
8:24 am

all that stuff about ctrl+enter and shift+enter to prefix .com and .net
and so on are made irrelevant with FF 3’s predictive address bar. I
wonder how I managed without it!

— Posted by sumithar

959. October
6th,
2008
8:27 am

The greatest feature of Apple’s 10.5 Leopard is called “Quick Look.”
While it’s no secret, it isn’t well-publicized.

Here’s how it works: click ONCE on any icon and press the space bar.
The document will open without having to boot up the application.
It’s super fast, and worth the entire cost of upgrading to Leopard if
you haven’t already done so.

Thank you David! I learned about it from your Missing Manual book.

— Posted by HarryR

960.October
6th,
2008
9:13 am

I was thrilled to find out that the space bar will check or uncheck a
box for you in a form. You don’t have to grab your mouse and click it!

space bar = (un)check boxes on forms

— Posted by Meg

961. October
6th,
2008
9:26 am

There’s a lot of comments here, but if someone mentioned this once
it bears repeating. PC users: You’ll give your car oil changes and
tune-ups but often you’ll let your computer sit on your desk and
gradually get gunked up. Some basic maintenance I so often see
neglected:

1)A computer needs to be rebooted every once and a while. Don’t just
leave it running for weeks, even if it goes in to power saving mode.

2)Windows comes with good disk utilities that should be run every
few months. Under “accessories” in the start menu, go to “system
tools” and run “disk clean up” and “disk defragmenter.”

3)A bit more “advanced” (in Windows Speak): Look next to your
clock on the bottom left of the screen. This area is called the task
tray. Find out what each of those icons represent and if you need to
run those programs. Very often PC’s become bogged down with a
myriad of trivial processes running in the background.

4)Another slightly advanced tip: Very often Anti-virus is as obnoxious
as what it purports to be protecting you against. You need protection,
but try to be aware if it your Anti-virus that is making your computer
so excruciatingly slow.

5)One more basic one: Having a desktop image can slow down your
computer if your graphic capabilities are stretched. If you don’t know
what else to do to make your computer go faster, set your desktop to
just a color (and change your windows scheme to a less pretty one).
Do this by right-clicking on empty space on the desktop and clicking
on “properties.”

-Cheers!

— Posted by David

962.October
6th,
2008
9:27 am

Even I didn’t know about some of these. You might be interested in
the one for changing text size on a web page.

DB

— Posted by Olivia

963. October
6th,
2008

Can I subscribe to an e-mail listing that will remind me when Pogue
has a new posting or just send me the blog? Thanks.
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2008
9:35 am — Posted by Kim

964.October
6th,
2008
9:41 am

Oh wow does this book need to be written. I’m not a neophyte to
computers–I can run Photoshop et al using shortcuts only– but have
no idea how Windows really works. Every time I played with my F
buttons strange things happened and/or my machine would crash.

Just because someone isn’t a geek does not mean they are stupid.
riko

— Posted by riko

965. October
6th,
2008
9:45 am

± is alt+numeric keypad 0177
° is alt+numberic keypab 248
→ is alt+numberic keypad 26
☺ is alt+numeric keypad 1
☻ is alt+numeric keypad 2

There are lots more!
numeric keypad on laptops are accessed by a variety of different
means, some are modal, other are selected with key combinations.

— Posted by elliot

966.October
6th,
2008
9:56 am

How come you sometimes DO have to type the “www” or you get
taken to that Windows Live Search page? One example I can think of
is my alma mater’s site, wellesley.edu, and I’ve always been baffled by
this…

— Posted by Sue

967. October
6th,
2008
10:05 am

Before the days of the mouse computer manuals had lists (and
explanations) of these keyboard commands.

Yeah, I know, I threw mine out too.

— Posted by Tom Williamson

968.October
6th,
2008
10:08 am

Someone may have already gotten this one, but I don’t have time to
read through all 950 posts.

To highlight large blocks of text in a word processing document:

Place the cursor at the beginning of the section you want to highlight.
Hold the Shift key, and click at the end of the section. The complete
section will be highlighted.

— Posted by Elisabeth

969.October
6th,
2008
10:12 am

Thanks Jay! I just knew there had to be a way to do that!!! And that
question had stumped 2 Excel trainers.

— Posted by Sallie

970. October
6th,
2008
10:18 am

In Excel, to edit a cell, instead of double clicking the selected cell,
press F2 key which will open the cell and place the cursor at the end
of the current text.

— Posted by Zubair Hameed

971. October
6th,
2008
10:28 am

An article and a blog with computer tips and shortcuts. Check them
out if they seem interesting.

Irena

— Posted by Irena

972. October
6th,
2008
10:40 am

I utilized the following tip: “You can also enlarge the entire Web page
or document by pressing the Control key as you turn the wheel on top
of your mouse.”

I did this in IE and now ALL of my screens are being displayed in a
very large font. I tried to use CTL and - [minus] key to bring it back
down and it does not work. Any suggestions? THX!

— Posted by WSP

973. October
6th,
2008
11:00 am

There is no “Windows” key on my computer or any other computer in
my office.
I’ve been using a computer for at least 20 years and have never seen
a “Windows” key.
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Please, how about some real advice!

— Posted by Natasha

974. October
6th,
2008
11:03 am

Ignore my last question - I utilized a response from one of your
readers that I hadn’t seen and it worked fine. THX!

— Posted by WSP

975. October
6th,
2008
11:07 am

For the iPhone.

Press the home button twice to get to your phone number favorite
list.

Press the home button and the button on the top of the phone at the
same time to take a screen capture. It puts the photo in your camera
roll.

— Posted by goddess

976. October
6th,
2008
11:10 am

Many useful tips here, but one comment. Given a choice between a
two-finger key combination and a single mouse click to accomplish
the same thing, I’ll choose a single click every time.
Call me weird, but why take my hand off the mouse and hit Ctrl+D to
show the desktop in Windows, when I can single click the “Show
Desktop” icon in the Quick Launch toolbar? Seems like a lot of these
arcane keystroke combos can be executed with a right click function
as well.
But that being said here’s a couple of my fave key combo’s
Force quitting a frozen or problematic application on Mac:
Command(cloverleaf)+ Option+ Esc

Quick shutdown on Windows once you’re standing and ready to
leave:
Windows key, then u key, then enter key. You’re done, go home.

— Posted by Dano

977. October
6th,
2008
11:54 am

You can view single frames in Quicktime movies by hitting the space
bar to pause the movie. Then press the right arrow key to a view
single frames going forward or the left arrow key to go backward.

— Posted by Jerry P

978. October
6th,
2008
12:13 pm

Natasha — you must be joking, right?

Everybody I know can point out exactly where the Windows button
is.

Perhaps you would benefit from taking a class.

On most PC keyboards the Windows button is between the CTRL and
the ALT keys, on both sides of the spacebar. The key will usually have
a stylized Windows logo on it. If you still can’t find it (!), go to your
nearest computer shop and have the technicians show you.

— Posted by Mark

979. October
6th,
2008
12:27 pm

976 comments!! That’s a lot! Guess you better write that book, Pogue.

This is a question. On a Mac, when you press cmd+M the window
minimizes. But what key combo do you pres to maximize it again?
I know you could go to the Dock and press the window, but shouldn’t
there be a “revert to normal” command.

Tried google, apple and the works… Maybe the Great Pogue or his
readers can help here…

. Johan

ps. It’s practically the same with the cmd+H (hide command).

— Posted by Johan

980.October
6th,
2008
12:28 pm

Phone call in middle of night: I can’t find the icon for trash can.
Answer: right click on desk top
check menu for REFRESH and click on it. Trash can popped up and
my blond friend was a happy camper.
Yep, she’s used computers for over 12 years.
Kate

— Posted by Kate

981. October
6th,

Read half the posts, and nobody mentioned this (forgive me if it
came up later and I am repeating):
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6th,
2008
12:28 pm

came up later and I am repeating):

In Word, the Insert key is (perversely) a toggle switch between “Insert
Mode” and “Overstrike Mode.” So, if you accidentally hit the Insert
key (which often happens when you try to hit Delete), you suddenly
get put into “Overstrike Mode”, which causes you to overwrite text
when you are trying to insert text. To get back to regular (”Insert”)
mode, hit Insert again.

This gave me about an hour of hair-pulling frustration the first time
it happened to me (decades ago). Happily, I was around to save my
son’s bacon just last week when it happened to him for the first time.

— Posted by dmm

982.October
6th,
2008
12:32 pm

My favorite: in Windows, you can bulk-edit practically limitless
number of file names in one simple step: simply highlight all the files
you want renamed (you can use search utility to locate families of
files with shared characteristics which need to be given similar
names)and then, while highlighted, change the name of the FIRST
file only. Windows will then automatically rename ALL the
highlighted files: the same name given to the first file will be given to
ALL highlighted files BUT with a unique extension (usually -1, -2, -3
etc) assigned to each one. If you need to customize the file names,
you can always do so later, by adding a few extra characters or digits
or your choice.

— Posted by CHUCK BERIA

983.October
6th,
2008
12:33 pm

I learned Windows+D for returning to the Desktop. That’s helpful. I
usually use the “Show Desktop” icon

— Posted by Carl-Anthony

984.October
6th,
2008
12:33 pm

I am a new Blackberry user who actually likes to use appropriate
punctuation and entire words (properly spelled) in my email and text
messages. I also prefer to proofread messages before sending. HOW
DOES ONE EDIT ON A BLACKBERRY WITHOUT ERASING AND
RETYPING AN ENTIRE LINE? Is there such a thing as “spellcheck”
on a Blackberry? Gosh, this is frustrating.

— Posted by CEL

985.October
6th,
2008
12:37 pm

If you type in the word “google” or “nytimes” or whatever into your
browser and press CTRL+ENTER, it will automatically put “www.” in
front and “.com” at the end and take you to the webpage.

— Posted by Carl-Anthony

986.October
6th,
2008
12:42 pm

Here’s one I love, it is a time saver for shopping on line and all kinds
of other reasons: autofill.
It is on the google bar, if you take a couple of minutes to fill it in, it
will save lots of time whenever you are asked for name, email, phone,
etc.

— Posted by PD

987. October
6th,
2008
12:43 pm

Per my posting #933 the Microsoft Outlook instructions work on
most mailers.

— Posted by Nancy Karagianis

988.October
6th,
2008
12:44 pm

Here’s something that every web designer SHOULD know.

When entering addresses in an online form, the state drop-down
menu should be triggered by the state’s initials. For example, “NY”
should trigger “New York” to appear. In most cases, this does not
work, and either I’m left with “Newfoundland”, or scrolling through
all the states to find NY.

I’ve always thought it a west-coast conspiracy. It may seem small, but
if you fill out as many on-line forms as I do, it’s truly annoying.

Oh, and while we’re at it. Why isn’t the US always the first country on
a drop-down list? I have nothing against Afghanistan, but I doubt if
they do much on-line commerce with US-based firms.

— Posted by meech

989.October
6th,
2008
12:50 pm

a) With a Mac, Command-Option-T gets rid of the sidebar of a
window. Same command restores the sidebar. I love this trick!
Dunno of Windows equivalent
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12:50 pm
b) With a Mac, if you want to pass along an email without the quote-
level lines or carets, copy and paste into TextEdit first. Then copy the
TextEdit item and paste into new email page.
Dunno of Windows equivalent.

— Posted by Dave Beenken

990.October
6th,
2008
12:55 pm

Never use two spaces after a period when using a word processor.
Modern fonts and word processors automatically put extra space in
after a period.

— Posted by Derek Bennett

991. October
6th,
2008
1:08 pm

“Not all anti-virus can delete,heal,prevent viruses” That’s why it’s
important for us to know this:

How to delete virus on a secondary storage unit(USB,diskette etc.)

Note: When you are trying to open a file/s coming from your USB or
diskette do not double click it, or do not choose right click then
open.. the safeness way is to right click it and then select explore for
u to minimize the spreading of viruses or executing some malicious
files… Let’s say you this, automatically the virus/es will appear and if
you want to delete it just right click the virus and
delete.(SHIFT+DELETE)

There are cases that the virus/es or any malicious or suspicious files
are hidden..ok. for you to make it visible. first go to my
computer(don’t forget!)right click then select explore then point your
mouse to tool menu, choose folder option then view tab and from the
tab dialogue box select show hidden files and folder lastly..
unchecked hide extension etc…click ok then apply the reminders that
i have mentioned.

— Posted by buboy

992.October
6th,
2008
1:12 pm

My favorite it control + shift + 4 to save any screen shot onto your
desktop. Just click on all of these simultaneously, an + in a gray circle
will appear. Release keys and and press mouse and drag the icon to
cover the part of the doc or image you want to save, release mouse
and voila, there is is on your desktop. I find this invaluable and use it
for everything from Mapquest to Quickbooks.

Thanks for all your tips!

— Posted by Ronnie

993. October
6th,
2008
1:27 pm

Shame on you, David!

“Google is also a units-of-measurement and currency converter. Type
“teaspoons in 1.3 gallons,” for example, or “euros in 17 dollars.” Click
Search to see the answer.”

David, you missed an obvious shortcut in the shortcut. Instead of
clicking “Search,” hit the return or enter key. It works to select the
obvious button on most Mac and PC pages.

— Posted by Mac Bigot

994.October
6th,
2008
1:39 pm

Ellen Richards in post #73: instead of “shame on you NYTimes”,
shame on YOU Ellen for not knowing how to highlight text in a web
page with your cursor, left click on your mouse and click on Copy,
then Paste it into a document and print it out yourself.

C’mon Ellen! Don’t blame the system, take personal responsibility!

— Posted by Cynthia

995. October
6th,
2008
1:43 pm

I’ve sat in class wincing because the presenter did not realize:

If you want to scroll in a document, you can use the up or down
arrows in the scroll bar on the side to go one line at a time. But if you
want to scroll more quickly, a whole page at a time, click in the
empty space just above or below the “current page” indicator on the
scroll bar. (And of course you can drag the indicator to go even faster
to another part of the document.)

— Posted by LDF

996.October
6th,
2008
1:43 pm

If there is a symbol you use a lot, you can make your own shortcut
key for it. On windows, click on “Insert” then “symbol” then
“shortcut key” at the bottom of the window.

For instance, I use the “section” symbol a lot as a law student, so I
have set its short cut as ctrl + shift + s.
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have set its short cut as ctrl + shift + s.

— Posted by SK

997. October
6th,
2008
1:47 pm

To Natasha, post 973: do you see a key with 4 squares all put
together in the shape of a flag? That’s the Windows key. It’s on my
laptop, my PC and all the Windows-based computers in my office.

If you don’t have those keys on your keyboards, you either have an all
Mac office (rare) or someone’s removed all of them. Call 911.

— Posted by Cynthia

998.October
6th,
2008
1:49 pm

Another very useful shortcut:
Instead of clicking a hyperlink taking you to a downloadable
document (Word, PDF, Excel), simply right click on the link and
choose “save target as” then choose a save location on your drive.

Many people struggle with clicking, opening, then trying to find the
“save” button on these documents.

Guaranteed to save you, on average, five minutes per document!

— Posted by Shaun

999.October
6th,
2008
2:20 pm

Comments above have mentioned the Paste Special command (one of
my favorites), but you don’t have to use the toolbar (i.e., Edit/Paste
Special). The shortcut is Alt-Shift-V.

— Posted by ASV

1000.October
6th,
2008
2:22 pm

Talking about what Google can do for you… my company has
customers and employees all over the world and I often need to know
what time it is there. So one day I typed “what time is it in tokyo” in
Google and there it was!!!

So my tip is to try google out for any question before anyplace else.

— Posted by Nick

1001.October
6th,
2008
2:26 pm

I would not necessarily recommend Snopes.com as the authority on
truth on the Internet… they get it wrong sometimes too, and when
they do, they seem oblivious to e-mail from people who try to get bad
information cleared up (even when that bad information smears the
reputation of someone who is now deceased and cannot defend
themselves - scroll about halfway down on the page at
http://www.thebig8.net and note the paragraphs under the heading
“Note regarding ‘The Americans’ by Byron MacGregor” - Snopes has
had this bad information on their site for years now, and they have
resisted all attempts to contact them to get it corrected). In my
opinion, Snopes is no more reliable than Wikipedia - sometimes they
get it right and sometimes they get it very wrong, but when they do
get it wrong it is very difficult (apparently sometimes impossible) to
get untrue or incomplete information corrected or removed.

— Posted by Jack

1002.October
6th,
2008
2:28 pm

Sorry, but this one isn’t entirely accurate:

* You can adjust the size and position of any window on your
computer. Drag the top strip to move it; drag the lower-right corner
(Mac) or any edge (Windows) to resize it.

If it’s been programmed to only display at a certain size, it can’t be
resized. And that feature is not as rare as you think.

— Posted by Erin

1003.October
6th,
2008
2:33 pm

Control/Alt/Delete + K will lock your Desktop if you are password
protected. I do not know what will happen if you do not have a sign
on screen to access your computer each day.

— Posted by Nancy Karagianis

1004.October
6th,
2008
2:46 pm

I saw a few people mention Cmd + Shift + 4 to take screenshots, but
didn’t see these:

After Pressing Cmd + Shift + 4, hit the spacebar and a camera icon
will come up. You can then select any window to take a picture of just
that window.

Cmd + Shift + 3 to take a picture of your entire screen—menus, dock
and all. (Note: if you want to mess with someone’s head, set this

picture as their desktop and set their dock to hide. 
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picture as their desktop and set their dock to hide. 

Also, Opt + hyphen gives you an en-dash (should be used to separate
numbers or dates). Opt + Shift + Hyphen gives you an em-dash
(should be used to set off clauses in sentences.

David also mentioned Cmd + Tab to switch through applications. You
can also to use Cmd + ` (the one above tab) to tab through open
windows within an application.

I would totally buy this book for my parents.

— Posted by Matthew

1005.October
6th,
2008
2:52 pm

I have one to add to this one-> “You don’t have to type “http://www”
into your Web browser. Just type the remainder: “nytimes.com” or
“dilbert.com,” for example. (In the Safari browser, you can even leave
off the “.com” part.)”

Type just the name of the site “nytimes” and then hit CTRL + Enter
to add the “www.” and “.com” to the beginning and end in the
address bar.

— Posted by Jillian Tegtmeyer

1006.October
6th,
2008
3:03 pm

To Lee Kirk of post #452: Where do I send you flowers for giving me
the best hint EVER?

— Posted by Cynthia

1007.October
6th,
2008
3:14 pm

I hope these aren’t repeats, i couldn’t get them all. the best besides
the ctrl-enter to add the www. .com

is using backspace to browse back a webpage and

Alt+Tab to switch between programs.

— Posted by sarah

1008.October
6th,
2008
3:15 pm

One tip I wish everyone would learn is to highlight the text they want
to forward in an email before clicking the forward button. That way
only the highlighted text gets forwarded and the garbage is left
behind.

— Posted by Bob Chilvers

1009.October
6th,
2008
3:29 pm

Right click on Start and you have immediate access to open, explore,
search, properties, etc.

— Posted by Meggie

1010.October
6th,
2008
3:36 pm

Please! Write the book.

— Posted by Martha

1011.October
6th,
2008
3:42 pm

David, please write the “missing manual”! There are 998 posts as I
write — my mind was turning to mush trying to read them all, so I
had to give up even though I wanted to absorb as much as I could. Be
sure you get a good indexer when you’re ready to publish.
In what I did read, I did not see something someone taught me long
ago: if you want to print a portion of something you’re reading, you
can highlight that portion and use “copy” in “edit” and then click on
the “write” icon, place the cursor at the beginning of the message text
box and “paste”. Then print, of course.

— Posted by Patti

1012.October
6th,
2008
3:53 pm

On a Mac (I suspect it is the same on windows with these two Mac
apps) in Quicktime and iTunes, the Spacebar toggles on and off play
and pause.

— Posted by Peter

1013.October
6th,
2008
4:01 pm

I know a lot of these tricks, but there are some that I didn’t know
about–thanks for the info!

— Posted by Beth

1014.October
6th,
2008

I will be linking to this article in an upcoming post. Thanks : )

— Posted by Catholic Tech Tips
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2008
4:13 pm

1015.October
6th,
2008
4:13 pm

“A range of text, or cells in excel, or just about anything, can be
selected by clicking the beginning point, THEN THE SHIFT KEY,
then the end point. No need to drag over the entire range.”

However, if the range of cells spans several screens and you find
yourself scrolling down, it is easier to select the beginning point, then
SHIFT + CTRL + down/right cursor arrow (depending if the range
goes down or right). Similarly, if you are located at the end point of a
range in Excel and would like to select the entire range, select the end
point, then SHIFT + CTRL + up/left cursor arrow.

To select an array of cells in Excel (an array spans several columns
and rows), position the cursor in one corner of the array, let’s say the
upper left corner, then click SHIFT + CTRL + down arrow + right
arrow (or alternatively right + down arrow, it doesn’t matter). If
you’re at the lower right corner, the SHIFT + CTRL + up + left arrow.

— Posted by Lucia

1016.October
6th,
2008
4:15 pm

To switch between the sheets of an Excel document, use CTRL + page
up/page down.

— Posted by Lucia

1017.October
6th,
2008
4:35 pm

nyt.com resolves to nytimes.com

— Posted by Jeremy

1018.October
6th,
2008
4:35 pm

How about simply teaching new users that when they mouse up to
the top to use the dropdown menus, most (but not all) of these
keyboard shortcuts described here appear to the right of the
command in the menu. I’m afraid newbies don’t realize what those
strange symbols mean. I’ve met people who’ve been using computers
for YEARS who didn’t know that.

— Posted by HarryR

1019.October
6th,
2008
4:36 pm

Paste Special shortcut = Alt-E, S, V, Enter

This is typically faster for me than using a button.

— Posted by Tom M

1020.October
6th,
2008
4:37 pm

My life was saved when a friend told me that BACKSPACE is
equivalent to hitting the Back button in a browser (in all but a few
cases).

Also, that clicking on a link while pressing Shift opens the link in a
new window. But that was before tabs.

— Posted by Maria

1021.October
6th,
2008
4:38 pm

A shortcut for entering website names is to type the base of the name,
say, “ebay” then hold down the CTL button (CMD in Mac) while you
hit enter and .com and everything else will be added to your website
name. Hold CTL (CMD on Mac) and Shift while you hit enter and you
will automatically get the name filled in with .org. ALT shift enter
take you to the .net version of the name you typed in…

— Posted by JPoorman

1022.October
6th,
2008
4:50 pm

A lot of people don’t know about defragging.

— Posted by John

1023.October
6th,
2008
4:53 pm

Someone already mentioned it, but I thought I’d explain: Control Y is
great for repeating the last action you’ve taken in Microsoft programs
like Word or Excel. It’s great for quickly formatting or deleting text.

— Posted by Heather

1024.October
6th,
2008
5:03 pm

For Windows users:
F4 to bring curser to address bar.
F5 to refresh the screen.
F12 is “save as” in Word and Excel.

Alt+T to open up a new Tab in Internet Explorer.
Alt+W to close Tab.
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Alt+W to close Tab.
Cntl+Tab to toggle to next Tab.
Add Shift to toggle to previous Tab.

Alt+F4 to close a window, file, and application.
Alt+Spacebar+X to maximize.
Alt+Spacebar+N to minimize.

— Posted by Morgan

1025.October
6th,
2008
5:20 pm

Do you have any idea how many users don’t know the difference
between ‘SAVE’ and ‘SAVE AS…’

— Posted by HarryR

1026.October
6th,
2008
5:39 pm

Control Z - undo the last editing. This one’s especially helpful when
you accidentally hit something and all the text on the screen
disappears. Before you panic, calmly hit Control Z and voila, it’s back.

Control Y - redo the last editing. Let’s say you change something then
decide you like it better the way it was. Instead of searching for the
redo arrow, hit Control Y.

Shift F3 - toggle between upper and lower case. If something’s all
uppercase, you can change it to all lowercase by highlighting the text
then hitting Shift F3. You might have to go back in and correct some
letters that should be upper case, but it saves you retyping the whole
thing.

F4 - repeat your last action. Let’s say you did that Shift F3 thing
above, and now you need to change some letters back to upper case.
You can either highlight each letter and hit Shift F3 on each of them,
or you can do that on one letter, and on all subsequent corrections
just highlight the letter and hit F4.

Shift F5 - jump to the last change you made

Highlighting - in some programs, you can highlight multiple things by
holding down either the Shift key or the Control key, depending on
what you want to select. If you want to select everything between
Point B and Point L, then click on Point B, hold down the Shift key,
and click on Point L. Points B through L will be highlighted.
If you want to select points B, F, G, I, K and L, then click on B, hold
down the Control key, and click on the other points. They’re the only
ones that will be highlighted.

— Posted by Jenny

1027.October
6th,
2008
5:44 pm

My only problem with all these tips is that I will never remember
them!

Quick, David, publish some booklets:

Things to do with your Windows key
Quick ways to move around
The Magic of Alt+ ….
Things you do everyday that you could do faster

And so on.

— Posted by Elisabeth

1028.October
6th,
2008
5:54 pm

Triple clicking on a word highlights the entire paragraph.

— Posted by Jonathan Broh

1029.October
6th,
2008
5:57 pm

Meech:
You mentioned drop down menus for states. Here is a trick my loving
son taught me. If you live in New York, for example, start by typing
N, then continue typing the letter n. This will actually scroll you
through all the states which begin with the letter n. Just stop when it
gets to your state. I have found this method faster the actually
opening the drop down menu and scrolling.

And this works on any drop down menu.

— Posted by PLD

1030.October
6th,
2008
6:03 pm

“Come up with an automated backup system for your computer.
There’s no misery quite like the sick feeling of having lost chunks of
your life because you didn’t have a safety copy.”

What’s this mean? How do I do it?

— Posted by Joanie
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1031.October
6th,
2008
6:12 pm

Some are stupid. I have personal knowledge of that. I assume David
Pogue wrote this blog for such a reason. David Pogue included in his
last entry, automated backup system, with no instruction for
accomplishing it, which we stupids can do nothing with. Such a
technique is just showing off unconstructively. An acceptable showing
off technique is the rest of the blog and most of the posts. Thanks for
acceptable showing off techniques.

— Posted by Max Spencer

1032.October
6th,
2008
6:33 pm

For all you Blackberry users out there:

When in your message inbox, hitting “t” will bring you to the top of
your messages, “b” will bring you to the bottom…I’m waiting for
Research In Motion to make “m” take you to the middle.

— Posted by greenguy

1033.October
6th,
2008
6:36 pm

who can remember this stuff? not me…better things to do in life than
study computer shortcuts…

— Posted by Jeff

1034.October
6th,
2008
6:55 pm

Meech, #998, said: When entering addresses in an online form, the
state drop-down menu should be triggered by the state’s initials. For
example, “NY” should trigger “New York” to appear. In most cases,
this does not work, and either I’m left with “Newfoundland”, or
scrolling through all the states to find NY.

Here’s some help: my son taught me that if you keep hitting that first
letter, you will be scrolled to the right state. I live in CT, which comes
after California and Colorado. When I’m asked for my state on an all-
state list, I type “C C C.” This tip changed my form-filling life.

— Posted by rfmezzy

1035.October
6th,
2008
6:56 pm

Ctrl + A highlights the whole document
ctrl + E centers your text
ctrl + L left justifies it
ctrl + R right justifies
Ctrl + V shows ‘page preview’

Tinyurl.com is the best free website for condensing long URLs, i.e.
website names

Page down and Page up do just that, rather than removing your hand
to scroll on a mouse; ctrl + end goes to end of document while
ctrl+home goes to top

In Excel, highlight all (ctrl + a) and then Freeze Panes. You will be
able to see the headlines and the lefthand column while negotiating
rows and columns deeper into the spreadsheet (Row 382, Column
AQ)

It is possible to convert text to table and table to text in Excel and in
Word

Sorting in Excel and Word are easy–don’t forget to ’show headings.’

— Posted by Steffi Aronson Karp

1036.October
6th,
2008
8:36 pm

these are all sweet. say your a college student whose laptop mouse
pad had chicken noodle soup spilled on it—-> Alt + Space in most
windows allows a right click feature to help you Minimize, Maximize,
Move, Close, or Size the window you’re currently selected on. enjoy!

— Posted by Owen McCusker

1037.October
6th,
2008
9:25 pm

If you can tell me how to copy and paste on my iPhone I will gladly
send you half of my $80M estate currently locked in a Nigerian
account.*

* intricate details to follow…

— Posted by Andre Z

1038.October
6th,
2008
9:36 pm

If youw want to track a parcel with a tracking number, enter it
directly into the Google search bar and it will automatically bring you
to the correct web site for that number, e.g. FedEx or UPS. Then, just
click on the highlighted tracking number and the tracking
information will apperar.

— Posted by Mike
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1039.October
6th,
2008
9:41 pm

You’re kidding me… How can I read 1000+ tips to see what is
missing!

I’ll take a guess that no one has posted this FIND tip: You can search
on a web page to locate any word. Ctrl+F or Command+F brings up
the “Find in Page” command box.

— Posted by Rodd Lucier

1040.October
6th,
2008
9:48 pm

Biggest web browsing tip of all :
Don’t use Internet Explorer. Just Don’t.

— Posted by Sam

1041.October
6th,
2008
10:16 pm

If you use Google to do your math, you don’t have to type =, that
means you only need to type an equation without typing “=”. For
example, you only need to type 5*4, then hit “enter”, the Google will
give you the answer.

— Posted by Chelsea

1042.October
6th,
2008
10:22 pm

Wow. This took me the better part of a day and a half to get through.
I have now read all 998 posts and there are many, many repeats
within. But even with over half of the information getting replicated,
I am still blown away by the collective genius of the people reading
the NY times. Thank you to all who’ve shared your knowledge.

— Posted by Salem

1043.October
6th,
2008
10:25 pm

Best and neatest trick for Windows users — buy a MAC! (I did last
May after using PC’s since 1984….)

— Posted by Paul Shaviv

1044.October
6th,
2008
11:46 pm

BETTER BOOKMARKS
Within any browser program, you can drag the URL of a website onto
the desktop or into a folder and then double-click it to re-open to
that exact page. It’s a great way to save bookmarks by topic without
actually saving them as a bookmark.

SAVING EMAIL LOGICALLY
You can drag an email onto the desktop or into a folder. It’s a great
way to save emails by subject outside of the email program.

WORD-SPELLING SHORTCUT
Control-Click a word that has the red underline and Word will bring
up a list of possible choices you can select from to correct the spelling
of that word.

— Posted by Jean

1045.October
7th,
2008
12:04 am

This isn’t really a trick, but it’s a mistake I see people make all the
time. Just because Microsoft Word’s spell check says it right, does
not make it right!

Hitting CTRL + F will open a window that allows you to search for
text on the page.

Helpful keys to remember when working with Word:
CTRL + S will save
CTRL + N will open a new document
CTRL + O will open a document
CTRL + I will italicize text
CTRL + B will bold text
CTRL + U will underline text

The latter three also work on most forums.

In web browsers using tabs, CTRL + T will open a new tab. CTRL + N
will open a new window.

— Posted by Autumn

1046.October
7th,
2008
12:06 am

When selecting text word by word (after double-clicking a word, for
example), it’s often difficult to select just the text you want, as the
selection may “jump” eratically.

I’ve always found it’s much easier, for some reason, to start at the end
of your selection and move back to the beginning.

— Posted by Mark Fajfar

http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336318
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336322
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336341
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336343
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336345
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336372
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336381
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336382


10/8/08 9:09 AMTech Tips for the Basic Computer User - Pogue’s Posts - Technology - New York Times Blog

Page 143 of 158http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/

1047.October
7th,
2008
12:20 am

What a fantastic idea! Kill three birds with one stone!
1) write your required article
2) increase reader happiness because they provide some pithy
knowledge they think everybody should be aware of.
3) you take the information they provide, compile it, edit it and
VOILA, another multi-thousand dollar profit for you for your next
book
4) add some credits to the people who provided information, and you
have a larger customer base of people purchasing and recommending
the book.

— Posted by dennis

1048.October
7th,
2008
12:41 am

Perhaps you’ve had the frustrating experience of working with a
document that has the text formatting defined through the style
sheet. When you paste into the document from another document
you get unpredictable results. To control this, notice that when you
select a sentence, word, or paragraph, the highlighting extends a bit a
past the last word. That space contains formatting controls.
Backspace to the end of the last visible character and you will be
copying and pasting unformatted text.

— Posted by JulianBrown

1049.October
7th,
2008
12:42 am

“You don’t have to type “http://www” into your Web browser. Just
type the remainder: “nytimes.com” or “dilbert.com,” for example. (In
the Safari browser, you can even leave off the “.com” part.)”

This feature works because when the website “nytimes” is not found,
the browser automagically looks for “www.nytimes.com.” However,
some ISPs, like Verizon Online, break this feature by implementing a
“smart search” type of function which returns a search page instead
of the website you wanted.

(If it’s not labeled), “Command” on a Macintosh is the key next to the
space bar with the “four leaf clover” or Apple logo on it. Many Mac-
Windows keystroke shortcuts can be applied to the other system by
holding command in place of control, or vice-versa.

On a Mac, many menu items have keystroke shortcuts. Just look to
the right of the menu item for the keys you should hold. An arrow
indicates shift, the four leaf clover means command, and a (hard to
describe) “diagonal line symbol connecting two out of three
horizontal lines” means option. If you see more than one symbol,
hold down more than one of these modifier keys at a time. Also,
when holding down keys for a “combination keystroke” hold the
modifiers first, then press the “letter or number” needed to complete
the keystroke.

— Posted by Richard Tjoa

1050.October
7th,
2008
1:16 am

On Mac OS X, Command+Shift+4 will let you grab a rectangular
image of any part of the screen you select, and save it to the desktop
as a graphic file. Great for troubleshooting, as you can take a picture
of the error message box instead of copying down all the text.

— Posted by Jennifer

1051.October
7th,
2008
1:21 am

Some things I’ve had to explain to people who’ve been using
computers for years:

The appearance of a trough with a little button in it on either the
right hand side or the bottom of your browser window is an
indication that there is more information off the edge of the window.
It’s probably a good idea to pull the little button around before
phoning tech support. This will show you the extra information.

Your browser stores copies of the web-pages that you visit so that it
can pop them back up quickly if you visit them again. However, if
someone then changes that web-page (such as when you hire me to
update it) you won’t see the changes (and then accuse me of
fraudulently billing you for these changes) unless you press what is
called a “refresh button” that is usually found to the left of your
address bar.

Differently coloured links on your web-page are not a mistake made
by me whilst updating your web-site. They are supposed to change
colour to indicate which links you have already visited in the recent
past.

There is a little button with an underlined triangle on it somewhere
on your keyboard. This will eject any CD or DVD disks that you have
loaded in your computer. You may have to hold it down for a couple
of seconds for this to work. (BTW - I’ve never personally run across
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of seconds for this to work. (BTW - I’ve never personally run across
the CD-tray as coffee cup holder trope but have met people who
have.)

The existence of cut-and-paste.

How not to overuse cut-and-paste to type in things like “blah blah
blah” by cutting and pasting “blah” three times and just using the
“keyboard” shortcut of typing in “blah blah blah”. This especially time
saving when you also don’t know any keyboard or right-click short
cuts for cut-and-paste. In general, it’s a good thing to be able to type
when the machine you sit in front of all day is operated by a
keyboard. I typed this entire comment in in 8 minutes and generally
get out of the office a couple of hours before everyone else due to this
typing speed.

Basically, I find that a lot of people’s desktop computers aren’t
boosting their productivity at all since they’ve never received any
training w.r.t. to their keyboard, mouse or desktop. In fact, has
anyone ever published a study showing that putting computers on
everyone’s desk has a measurable, positive effect on productivity?

— Posted by Don Hutton

1052.October
7th,
2008
1:42 am

Thanks to Peter (back at 946) for making my life instantly happier by
telling me how to delete unwanted songs from my iPod. It took him
one sentence. I never got that simplicity from Apple! Cheers, Jess.

— Posted by Jess Adams

1053.October
7th,
2008
2:03 am

Great column. Such a huge number of comments, so I hope what I
have to say hasn’t been written about already. I’m a fairly intelligent
man and I’ve made many discoveries by trial and error, and a few (to
more or less disastrous effect) by main strength and ignorance. I still
have no idea what the Notepad is or what to do when I’m told that
I’ve placed a large quantity of material on my clipboard and do I
want to save it for future use (words to that effect). I think deeply for
a second, then click No. So far, no ill effects, though I have never
future-used my clipboard. See, I’m getting there with my
computerspeak. I have no idea what the keys on my keyboard are for
unless they’re not letters or numbers or symbols or arrows, etc.
Never knew about that Windows key, for example; thanks. I think
most people get their computers and just have to start working with
them right away, so they just carry on doing what they already know.
Even if there’s a manual, who’s going to read it, or worse yet, print it
out(!) and read it.
Okay, a couple of useful word processing tips I’ve learnt somewhere.
These are for Windows XP; the horror stories about Vista, despite
those “real people, not actors” commercials, have prevented me from
updating. Here goes:

- F12 to “Save as”
- To change from ALL CAPS to lower case or Initial Caps and back
and forth, highlight the relevant word/s, then press Shift + F3 (you
can toggle indefinitely here).
- As a translator, I frequently come across repeated words and
phrases, company names, etc. in the source text, and it is a real pain
to retype them a zillion times (I’m sure this must happen in regular
word processing, too). Well, let’s say the irksome repeat is
“telecommunications” (and of course you have cast an eye over the
document so you know that it’s going to crop up five times on every
page). Highlight the first occurrence, then press Alt + F3. You will be
prompted to establish a shortcut, so you make it “tel” or “te” or even
“t.” Then every time you come to that word or phrase, etc., you just
type the defined shortcut, press F3 and the word/phrase magically
appears in full. A good memory for your shortcuts is an asset (or a
handwritten list, keeping which is still faster than typing out the
word every time)so you don’t forget that you’ve already used, say, “t,”
though the shortcut prompt will remind you that you’ve already
established that one if you try to use it again for a different “t” word.

I raise my voice with so many others here: Write that book! As far as
I’m concerned, you can’t assume too little knowledge — on the part of
this reader anyway.

— Posted by John Boylan

1054.October
7th,
2008
2:16 am

The best-designed, user-friendliest backup program is at
Handybackup.com (no afiliation, and PC only). It keeps copies of
whatever files and folders you need to preserve, to any medium. The
best backup medium is flash drives or cards. Tips: Backup may be
automatic or manual, run occasionally as you work. Backup is not
disk images - you can’t really save program installations, only data
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disk images - you can’t really save program installations, only data
files. Backup may be to a website, but for most users that is too slow.
And beware of fake software I encountered at Handybackup.net.

— Posted by Tom

1055.October
7th,
2008
3:42 am

To Joanie,
There are a couple of different ways to set up automatic back-up. The
easiest is to subscribe to Microsoft OneCare and purchase an external
hard drive. OneCare will prompt you to set up a back-up schedule. All
you need to do is plug the USB cable into the external hard drive and
your PC. If you do not want to purchase OneCare, many external
drives include automatic back-up software. The quality of the
software and instructions is variable, but one rule generally applies:
you get what you pay for. Go cheap and it may not do what you want.
Finally, you can dispense with automatic back-up systems and
manually select the files you wish to save. I do not reccomend this, as
you sound like a pretty basic user and may lack the skills necessary.
Finally, find a local nerd. We are everywhere and happy to help:-)

— Posted by Frank

1056.October
7th,
2008
3:51 am

here are my favorite quick keys - i use them daily

command B (or control B on a pc) = Bolds the highlighted
sentence/word
command U for underline
command i for italics

if you’re old enough to have bought a mac back in the mid-80s, you
probably know a lot of quick-keys. In kind, pc word docs followed the
same smart short cuts.

— Posted by Nancy

1057.October
7th,
2008
4:29 am

Not only is there a limit how many large pictures you can send to
someone, but sending unsolicited attachments is rude. It’s like
sending something COD in the mail.

Use picasa or flickr.

Sending attachments is so 90’s.

— Posted by tlbriley

1058.October
7th,
2008
5:10 am

Switch Browser Tabs with ctrl + arrow left/right on Safari or ctrl +
page up/down on Firefox.

— Posted by Eckart Denecke

1059.October
7th,
2008
6:10 am

your very last hint is to “come up” with a backup method……what
suggestions do you offer as what some of them are and how to use
them?

— Posted by jim doherty

1060.October
7th,
2008
6:31 am

Superb service. Thanks.

— Posted by Mike Rougas

1061.October
7th,
2008
6:44 am

computer info for you

— Posted by Joe sixpack

1062.October
7th,
2008
7:25 am

You can e-mail a document from the document itself by clicking
file/send/send as attachment. No need to save it and then attach it.
(If you just “send” rather than “send as attachment” the document
will dump inside the e-mail so be sure to send as an attachment.)

— Posted by Judith Wencel

1063.October
7th,
2008
8:23 am

Thank you thank you thank you! On these nifty Macs we keep buying
(and others in the household use to their fullest) I’ve always felt like
I’m driving a Lamboghini stuck in first gear in the far left lane of the
Information Superhighway. You really DO need to write that book!
(Write it on tiny yellow stickies so it will be easily absorbed into my
present M.O.!!!!)

— Posted by Perennial Noob
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1064.October
7th,
2008
8:40 am

Computer tips

— Posted by Pam

1065.October
7th,
2008
8:59 am

OMG you have changed my life

— Posted by Joannie

1066.October
7th,
2008
9:06 am

This article is exactly why I created my site,
http://www.bleepingcomputer.com. After receiving numerous phone
calls from friends and relatives on how to do very basic things on a
computer, I decided to create a website that explained things things
and other basic computer concepts in an easy to understand manner.
Guess it worked as we have over 200K members.

Here is a tip. To logon to a ftp site via Internet explorer and not have
to type your password into the address field enter:

ftp://username@ftp.address.com

It will then prompt you for your password. This makes it so your FTP
password does not get stored in IE’s history.

— Posted by Lawrence Abrams

1067.October
7th,
2008
9:08 am

Great list, except for the tip about the recycle bin — I’ve seen far too
many user use the recyle bin as an archive, and be surprised when
there documents were deleted because the system (or another user)
cleaned out old deleted items to free up space. Same logic applies to
deleted items folders in your e-mail system, cell phone text messages,
or voice mail.

— Posted by Marc

1068.October
7th,
2008
9:18 am

ALL (maybe) the Mac OS shortcuts are here:

http://support.apple.com/kb/HT1343

Of course, shortcuts for individual apps are not included.

— Posted by HarryR

1069.October
7th,
2008
9:26 am

On Dell laptops, Fn+upArrow increases screen brightness,
Fn+downArrow decreases screen brightness. Something I only
realised after 4 or 5 years of looking at the little ’sun’ icons on the
arrow keys nearly every day.

— Posted by Fintan

1070.October
7th,
2008
9:37 am

On a qwerty keyboard, the ‘F’ and ‘J’ keys usually have pimples or
raised lines on them, so you can place your index fingers to prepare
your hands for typing without looking at the keyboard.

— Posted by Holly

1071.October
7th,
2008
9:58 am

Duh . . . I can’t find a “windows key” on my Dell laptop. Is there a
substitute?

— Posted by Margaret Pierce

1072.October
7th,
2008
10:00 am

Dear all,

I have compiled many of these hints, and inserted them into my web
site, on

http://www.ime.usp.br/~vwsetzer/shortcuts.html

— Posted by Valdemar W. Setzer (Val)

1073.October
7th,
2008
10:01 am

I am a keyboard junkie and one that I do think I saw here was for
tabbed browsing. Use the CTRL+T to add a new tab and then use the
CTRL and what ever the tab is i.e. 1 or 2 or 3… to jump between
them.

Tab moves you forward when filling our forms and shift+tab will
move you back to the previous field.

— Posted by Tamara
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1074.October
7th,
2008
10:03 am

[MAC OS X]: SAVE AS Naming
When saving a document, clicking on another existing document’s
name will put that same name in the name title.

Good shortcut if you have to conform to a long naming nomenclature.

— Posted by Mr. Thuan

1075.October
7th,
2008
10:06 am

Alt + Tab has been my favorite for years. Generally, I try to avoid the
mouse as much as possible, though, so I use emacs in windows to
edit and create files, and it’s full of keyboard strokes I set up to save
time.

I know it’s a huge stretch for most people, but if you want to create
nicer looking documents than Word will ever create, you should use
LaTex; of course, this goes beyond the scope of basic computer
usage, but for any intrepid folks out there, LaTex is the best way to
create perfect documents (and emacs is a great editor for it).

— Posted by jonjon

1076.October
7th,
2008
10:32 am

If you want to keep a copy of a webpage (using Windows IE
browser… other browsers have similar mechanisms)… click “File >
Save as.” You will see a “Save as type” section, where you have several
choices in a dropdown menu. If you want the whole webpage (with
files and images), then save as, “Webpage complete.” If you are just
needing the text, primarily for future copying or reference and you
don’t need images, then save as “Webpage, html only.” Or, you can
choose to save it as just a text file. Avoid saving as the mht format
until you have further training. Later, in your browser, you can click
“File > Open” and then find that file where you saved it on your hard
disk to launch the page (or, if you did a text file, use your notepad or
word processor).

Sam Redman
Dallas

— Posted by Sam Redman

1077.October
7th,
2008
10:32 am

Super Ultimate Windows Shortcut List

As was posted earlier by Kris, a website would totally be the best
solution here, as Microsoft’s
little keyboard shortcut page is not even close to comprehensive (i.e.
google: windows shortcuts).

It also seems counter-intuitive to have to search through a book for
something you could simply CTRL+F. However, this requires a basic
knowlege of web browsing, so perhaps the book should be
concise and cover only navigation to the online page, but I digress ..

In light of my own grievances and in response to Ida’s request, I
propose the following DRAFT of the “Super Ultimate Windows
Shortcut List” and challenge anyone reading this to find the ones I
surely missed.

Please note that this list is limited to Windows shorcuts (as a
separate list is appropriate for Mac) and to only those shortcuts
which are somewhat universal in nature (do not include shortcuts
specific to applications such as Excel, Access, Word, etc., unless
added to a separate list). Perhaps our moderator could manage these
lists ..

Oh, and I certainly hope you people aren’t posting with your REAL
names??? BAAAD Internet Karma.

—————————————————

Left Click on Item (display shortcut menu)
Single Click on Text (move insertion point here)
Double Click on Text (select this word)
Triple Click on Text (select this block of text)

SPACEBAR (scroll down webpage or text)
TAB (cycle through items)
ALT (focus on the menu bar)
BACKSPACE (go up a folder/go back a webpage)
HOME (move insertion point to beginning of the line/select first
item)
END (move insertion point to end of the line/select last item)
ESC (exit full screen/exit print preview/close dialog box)
PRINTSCREEN (copy a screenshot to the clipboard)

CTRL+F (find text)
CTRL+A (select all)
CTRL+C (copy)
CTRL+X (cut)
CTRL+V (paste)
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CTRL+V (paste)
CTRL+Z (undo)
CTRL+Y (redo)
CTRL+S (save)
CTRL+O (open)

CTRL+N (open a new window or file)
CTRL+K (focus on the search bar in web browser)
CTRL+L (focus on the address bar in web browser)
CTRL+T (open a new tab in web browser)
CTRL+I/B/U (toggle italic/bold/underline text)

CTRL+Home/End (move to beginning or end of a document)
CTRL+Move Mousewheel or +/- keys (increase or decrease text size
on web page)
CTRL+Click Items (select individual items in a group)
CTRL+Click Weblink (open link in a new tab)
CTRL+Drag Items (copy the selected items)
CTRL+SHIFT+Drag Items (create shortcuts to the selected items)
CTRL+ARROW (move insertion point word by word)
CTRL+SHIFT+ARROW (select text word by word)
CTRL+ESC (open start menu)
CTRL+TAB (cycle through open tabs or documents)
CTRL+F4 (close the open tab or document)

SHIFT+ARROW (select text line by line)
SHIFT+TAB (reverse cycle through items)
SHIFT+SPACEBAR (scroll up webpage or text)
SHIFT+DELETE (delete the selected item permanently)
SHIFT+Insert CD/DVD (prevent autorun on CD/DVD)
SHIFT+F10 (display shortcut menu)

ALT+F4 (close the active program)
ALT+F6 (cycle through windows in the same program)
ALT+ENTER (display properties/toggle fullscreen mode in web
browser)
ALT+TAB (switch between open windows)
ALT+ESC (cycle through windows in the order they were opened)
ALT+SPACEBAR (display system menu for the active window)
ALT+LEFT/RIGHT ARROW (navigate forward and backward in web
browser)
ALT+D (focus on the address bar in web browser)
ALT+T (open a new tab in web browser)
ALT+W (close tab in web browser)

CTRL+ALT+DELETE (open task manager)
CTRL+SHIFT+ESC (open task manager)
CTRL+ALT+ARROW (flip the screen in the specified direction)
CTRL+ALT+PRINTSCREEN (copy only the active window to the
clipboard)

Windows+E (open windows explorer)
Windows+F (opens file search)
Windows+R (open run dialogue box)
Windows+M (minimize open windows)
Windows+Shift+M (undo minimize open windows)
Windows+D (show desktop)
Windows+L (lock windows)
Windows+Pause/Break (open system properties)
Windows+Tab (cycle through taskbar items)

F1 key (open help menu)
F2 key (rename the selected item)
F3 key (open search screen menu/open find menu for text)
F4 key (focus on the address bar)
F5 key (refresh the active window/paste timestamp in text)
F6 key (cycle through the elements in a window)
f7 key (spell check)
F10 key (focus on the menu bar)
F11 key (toggle maximize or minimize web browser)

— Posted by sevencardz

1078.October
7th,
2008
10:32 am

Alt + tab at the same time will allow you to scroll from screen to
screen in Windows without your mouse. Saves me lots of time!

— Posted by Douglas Gallup

1079.October
7th,
2008
10:40 am

* Above list should read “Right Click on Item”

— Posted by sevencardz

1080.October
7th,

You can also do keyboard sequences in addition to key combos. Key
sequences are when you don’t hold the buttons at the same time, you
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7th,
2008
10:42 am

sequences are when you don’t hold the buttons at the same time, you
press one after releasing the other.

For example, in Windows, win+L will lock the computer, but win,L
will LOG OFF.

Any key sequence works. Win,U,H will hibernate if you have it
enabled, win,E will load IE if it’s your default browser, etc.

— Posted by Randy R

1081.October
7th,
2008
10:53 am

* You can also enlarge the entire Web page or document by pressing
the Control key as you turn the wheel on top of your mouse. On the
Mac, this enlarges the entire screen image.

It dont do that for all pages.

— Posted by TJ

1082.October
7th,
2008
11:05 am

Great article. I already knew all of it except for the SPACE to scroll a
page down. I try to avoid using the mouse if at all possible, so have
learned lots of keyboard shortcuts. Here’s just a few…and some other
stuff.

F4: when working in powerpoint, excel, or word and you want to
repeat something you just did (such as underlining text, changing
font size, giving a box a shadow), hit f4 on the destination item and it
will repeat what you just did.

F5: In Powerpoint, this will get you to the Presentation mode.

F2: In excel, if you hit F2 you enter a cell and be able to start editing
it. This allows you to not have to double click into the cell with your
mouse.

Doing “Finds” in Firefox: Many don’t know that there’s a setting in
Firefox that allows you to start doing a “Find” as soon as you start
typing. Avoids you from having to use the shortcut CTRL+F.
It’s under Tools/Options/Advanced/General.

Navigating Tabs: This works in Excel and Firefox. I don’t use
Windows IE, so not sure if this would work there as well. CTRL+Up
Arrow and CTRL+Down arrow allows you to move to the next tab.

Navigating a web page: CTRL+Left and CTRL+Right allow you to
page back instead of having to click on the back and forward buttins
in your web browser

Google Desktop: This is an awesome tool that you should download if
you don’t have. It searches your hard drive, saved searches, anything
you’ve viewed so fast if you ever need to find anything. Will even
search through your Outlook way faster than Outlook’s own search.

Folder settings: If you have a certain way you like to view your folders
in windows explorer, you can save those settings without having to go
View all the time. Just go to Tools/Folder Options/View/Apply to All
Folders

Enjoy.

— Posted by michelle

1083.October
7th,
2008
11:25 am

this website is wierd and i think that it is a waste of my time and
others but some pepople make us look at this kind of stuff and its
dumb. i know what i know and i don’t need this website telling me
what i already know, but i have to look at it anyways. so whatever.

— Posted by someone

1084.October
7th,
2008
11:43 am

Re: Ellen Richards @73

Jeez, Ellen, “shame” on Pogue or the NYT? Seriously? As I recall,
they give us this awesome Web site for free, other than
advertisements, and if this had not been in blog format you would
never have been able to get it at all.

Maybe they could make it a little more user-friendly, but “shame”
seems like an awfully strong word for one feature you don’t like -
especially when you compare nytimes.com to the gawd-awful sites of
a number of other big papers.

Keep up the good work David and your colleagues!

— Posted by Ted

1085.October
7th,
2008
11:44 am

When viewing an image in your browser, you can save the file by
putting the cursor over it, right clicking and choosing “Save Picture
As.” Or, you can click to “Email” or “Print” it. But the choice to
“Copy,” it is often overlooked. Click “Copy” and then just paste that
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11:44 am “Copy,” it is often overlooked. Click “Copy” and then just paste that
image right into your Word Pad (or any word processor program).
Or, if you want to crop or alter it, paste it into Windows Paint or your
image program,

But, often a website’s author will have disabled the right click
mechanism in a feeble attempt to keep people from having copies of
images to enjoy offline. Not a problem. Just re-size that browser
window, so that it is just a bit bigger than the image and click Alt
PrtSc (hold down the Alt key and tap the PrtSc key). Now, you can
paste a copy of the image into Windows Paint (or other image
program) and work with it as though you owned it (it will have some
of the browser window copied as well, which you will have to trim
away). After you have it properly cropped… save it as a bmp for later
use or as a jpg (if you want to email it or use it in a document).

— Posted by Sam Redman Dallas

1086.October
7th,
2008
11:48 am

I have a dell laptop win windows and several of these shortcuts did
not work including CTRL + Plus sign did not enlarge the text on the
page

— Posted by trish

1087.October
7th,
2008
12:10 pm

This was a useful piece, a lot I knew, but there were also some I
didn’t!

I’m sure these were posted already, but they definitely make my days
easier:

f is “Find” and you can search for any word you want on a page,
except for some, if not all, email programs, where it means “forward”.

In Excel, z is “undo”, when you’re in a cell, c is “copy” and v is
“paste”.

— Posted by Kifana

1088.October
7th,
2008
12:39 pm

these are all pretty basic..

— Posted by Cassieeeee

1089.October
7th,
2008
12:59 pm

Got a messy desktop with lots of files on it? Can’t see the file you
want but know the file’s name. In Windows, you can:

a. Type the first letter of the file and Windows will highlight the first
file with that letter. Keep typing that letter to cycle through all the
files with that start with that letter.

b. Start typing the filename and Windows will zero in on the first
occurence of that filename. Not the right one? Start typing the

filename again and Windows will move to the next occurence 

— Posted by brian

1090.October
7th,
2008
1:02 pm

Here’s one that has stumped a few people I know who did not grow
up with computers / tons of electronics: On any device, a single
(usually green) triangle means “play.” A square (usually red) means
“stop.” Two parallel lines mean “pause.” Two right-facing arrowheads
mean “fast forward.” Two left-facing arrowheads mean “rewind.” On
cell phones, if you have a green button, it’s generally the send button.
A red button is usually the “end” button and also may be the power
button.

I swear, a whole lot of people were left behind when we stopped
labeling these icons.

— Posted by melon

1091.October
7th,
2008
1:04 pm

Ellen Richards #73
If you email the article to yourself you
can then print out everything!

Great tips and I am proud to say I knew quite
a few and ashamed to say I didn’t know quite a few.

— Posted by Dee

1092.October
7th,
2008
1:12 pm

While in an open web browser, hitting f6 will highlight the whole
address bar allowing you to type in a new address without furiously
clicking to try to highlight the whole thing.

Something that I find quite useful.
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— Posted by Nick

1093.October
7th,
2008
1:27 pm

While typing don’t hit enter (carriage return) at the end of the line.
You will be returned to the beginning of the new line automatically.

— Posted by JR

1094.October
7th,
2008
1:32 pm

To find a specific word on a webpage (or in a document), use the
edit> find command.

— Posted by Ted

1095.October
7th,
2008
1:57 pm

ALT-F4 closes the active window. Keep pressing it and it will close all
windows sequentially and ask if you want to exit Windows.

Alt-Tab opens up a switching box to move between open windows
applications.

— Posted by Jim Enloe

1096.October
7th,
2008
2:00 pm

Antialiasing for rendering - Windows does not have this enabled by
default, but to enable(at least for XP): right click on your desktop and
then select properties. Go to the Appearance tab and then click
Effects. Then select “ClearType” from the drop down menu under
how to smooth rendering. This should make text clearer.

— Posted by J

1097.October
7th,
2008
2:22 pm

In Excel, use CTRL+Left, right, up, down to jump to the last entry in
the row or column. (jumps to the next gap in data)

Very useful when navigating through a large worksheet.

Add SHIFT to highlight all data points in that row or column.

— Posted by Dan

1098.October
7th,
2008
2:39 pm

And probably good for us all to remember, everyone has their own
way of doing things. If someone is comfortable mousing, and not
using shortcuts, leave them alone and let them work.

— Posted by Melody

1099.October
7th,
2008
2:40 pm

Apparently, there are several ways to lock my computer, but how do I
unlock it once I have locked it??!!

I wish you had made this printable, as opposed to a blog.

— Posted by clinguist

1100.October
7th,
2008
2:57 pm

To Ellen Richards, re printing from a blog: Just copy and paste the
hints you want to keep to Notepad (or whatever), save them in a file,
and print them out.

— Posted by Luka

1101.October
7th,
2008
3:11 pm

Comments 15 and 17 discuss entering the domain name then hitting
ctrl+enter to get:

www.domainname.com

But, you can do this with other top level domain suffixes.

shift+enter gets you www.domainname.net
ctrl+shift+enter gets you www.domainname.org

Also, if you want to get to the location bar in your browser, hit ctrl+L
(location). If you want to get to the search bar in the top right of your
browser, hit ctrl+K.

These are among my favorite keyboard shortcuts.

— Posted by Douglas

1102.October
7th,
2008
3:11 pm

My scroll wheel is on fire…
Anyway, a wiki is a more effective tool for capturing and
disseminating this information to a wide audience with maximum
efficiency. This article should like to one or more Wikipedia pages.
The author would not have to write a book or steal all these great
ideas.

I would like to acknowledge comments 346, 804, and 936 above for
providing similar recommendations.
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Oh, and in an effort to provide an original contribution to this thread
and minimize duplication, I used Ctrl+F to search for “wiki”.

— Posted by Patrick

1103.October
7th,
2008
3:14 pm

If you’re worried about losing an important document, letter, photo
etc. just e-mail it to yourself. Leave it unopened when it arrives. I
still have things I sent to myself at Gmail two years ago, sitting there
safely in cyberspace.

— Posted by Jess Adams

1104.October
7th,
2008
3:22 pm

Want to save a back up, but you have no flash drive? Email yourself a
copy of your document (either as an attachment or copy and paste
right into the body of the email. Retrieve your file later to save on
another computer, a flash drive or whatever.

— Posted by Sally Jane

1105.October
7th,
2008
3:55 pm

“Just putting something into the Trash or the Recycle Bin doesn’t
actually delete it. You then have to *empty* the Trash or Recycle
Bin.”

Same is true for digital audio recorders, cameras, etc. You have to not
just delete files, but empty the trash while your device is connected to
the computer.

— Posted by Mike Van Horn

1106.October
7th,
2008
4:02 pm

QUESTION.
When you google a word, it it takes you to a web page, how do you
then find that word on the website? Seems like the word you’re
looking for should be highlighted, but it doesn’t seem to be.

— Posted by Mike Van Horn

1107.October
7th,
2008
4:06 pm

In Microsoft Office you highlight text then hold the shift key and hit
F3 it changes the case of the letters from lower case to capitals to
first letter of words capital. You have to hit F3 again for it to go
through the three cases!

— Posted by Samantha

1108.October
7th,
2008
4:23 pm

QUESTION
Is there a way to integrate the various folder hierarchies on my Mac?
For example:
– Docs in folders accessible from desktop
– Folders in the email program (Entourage for me)
– Bookmarks
– Photos or folders of photos in iPhoto.

I would love to have a way to group file, record, or folder names
related to a topic in one hierarchy that didn’t take a lot of effort.

mvh

— Posted by mike Van Horn

1109.October
7th,
2008
4:56 pm

A separate set of tips just for Excel would be much appreciated. I am
self-taught and can do the basics, but there are a lot of keyboard
tricks in Excel that are not apparent to novices — and Excel’s help file
is so poorly written and incomprehensible that it’s virtually word
salad.

Like all the “warning: do not use while sleeping” labels, this comes
from experience: in the upper right corner of a browser window, the
red X closes the window. The next button to the left is an empty box
and it makes the window as large as it can be. The button beside that
is a little line and it shrinks the window down. The window does not
go away, it just becomes a little line of text alongside your start
button. If you want the page to be big again, click on that text and the
window pops up big as life. I have seen people click the frame of the
window and drag it down to the bottom of the screen to see what’s
underneath.

— Posted by Yes, Virginia

1110.October
7th,
2008
5:32 pm

This is huge now, and I haven’t got the time to read it all now, though
I hope to later. Sorry if this has already been stated many times!

Ctrl+H in Word will bring up Search and Replace which is invaluable
for fixing consistent errors or anything where you have to make a lot

http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336798
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336801
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336819
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336824
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336825
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336835
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336859
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-336885


10/8/08 9:09 AMTech Tips for the Basic Computer User - Pogue’s Posts - Technology - New York Times Blog

Page 153 of 158http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/

5:32 pm
for fixing consistent errors or anything where you have to make a lot
of the same changes. What many people do not realize is that you can
also do a search and replace based on styles and formatting, allowing
you to very quickly do a replace on anything from paragraph
formatting to fonts.

— Posted by Karina

1111.October
7th,
2008
5:37 pm

Use “suspend” instead of turning your computer off. You will save 3-5
minutes per day (sometimes even more if your computer loads a lot
of programs). 5 days a week, 50 weeks a year, you do the math… it
means a significant amount of time.

— Posted by LuisB

1112.October
7th,
2008
6:23 pm

Avoid embarrassing “Reply to All” messages that you really didn’t
want the whole world to see by getting rid of the “Reply to All” icon.
Just use the View/Toolbars/Customize (or similar) series of
commands on your e-mail program. You can still “Reply to All”;
you’ll just make a little harder and that’s a good thing.

— Posted by Brad

1113.October
7th,
2008
7:51 pm

TO OPEN THE MOST RECENTLY CLOSED TAB (FIREFOX):

CTRL-SHIFT-T

Userful when you accidentally closed the wrong tab!

— Posted by FFUser

1114.October
7th,
2008
9:03 pm

On the Mac, if the choice you want to select in a dialog box (like a
save box) is blue, you press the Return button to select it. (I think just
about everyone knows this, but maybe not.)

But if you want to choose a button that has a blue shadow on the
outside - press the space bar to select this choice.

I forget if Windows is the same or not.

— Posted by KateW

1115.October
7th,
2008
9:16 pm

In Firefox - Cmd-L (CTRL-L for Windows) puts your cursor in the
URL address window - ready to type the next page you want to go to.
MUCH faster than clicking on the current address or the icon that
appears to the left of the address window.

— Posted by KateW

1116.October
7th,
2008
10:15 pm

Can someone elaborate on sensor size (digital cameras) and how it
affects picture quality?

Otherwise, despite the redundancy, I thought many of these

tips/advice were very helpful 

— Posted by c

1117.October
7th,
2008
10:27 pm

- Best reason to search newspapers’ web sites from Google: it’s not
just easier/lazier, it also RESPONDS A LOT FASTER, thanks to
Google’s big-iron server farms.

- In Google, hyphenating a multi-word search phrase works like
quoting it, but is easier to type … david-pogue works same as “david
pogue”

**BUT** never leave a space before a hyphen, or you will give it the
special meaning of EXCLUDING pages containing the word after the
hyphen.

- To select multiple adjacent files in Win Explorer (or dialog boxes)
or Mac Finder: you can drag-draw a box around them all. Even in list
view!

( Start your drag in open space, not directly ON a filename or icon. )

- In Windows, drag a file using the RIGHT mouse button, and then
when you let up the button at destination (folder, Desktop, etc) you’ll
be prompted for whether you want to Copy (leaves an instance of the
file in both places) or Move (wipes the original, leaving just one
instance at the new location). Note that when you do an ordinary
(left-button) drag, you get a Move if destination is on same drive as
the original, a Copy if on different drives. Using right-button drag
makes the situation clearer (and not just for beginners!)

— Posted by ElBuki
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1118.October
7th,
2008
10:41 pm

In Word, highlight text, then hold the shift key and each time you
press f3 text toggles between lowercase, ALL CAPS or First letter of
first word.

— Posted by ChrisK

1119.October
7th,
2008
10:44 pm

I’ve added new hints to the list I referred to in #1072.

Now I have a question: does anyone know of a shortcut to shift from
one part of a text to the other part when both have been created by
the Divide window feature of Word and are being displayed? I use
Alt+W (Alt+J in the version in Portuguese) and then the number of
the desired window which appears at the menu, but it would be
handy if a shortcut could automatically shift from one part to the
other, that is, shifting just between the two parts that are being
displayed.

— Posted by Valdemar W. Setzer (Val)

1120.October
7th,
2008
10:46 pm

in Windows XP, to drag a file from current application to another,
first drag it down to task bar and accross to the target application.
Easier because both windows don’t need to be visible at the same
time. E.g. drag an attachment from the current email to another
email even if the second window is not visible.

— Posted by ChrisK

1121.October
7th,
2008
10:47 pm

Windoze: Ctrl-Enter and Shift-Enter are the respective “legacy” (circa
1993) synonyms for Ctrl-C, Ctrl-V. (May save your bacon if someday
you land in an environment that’s configured to trap ^C, ^V for other
purposes)

Note also, from the Edit menu: Alt-E-C and Alt-E-P are yet
ANOTHER way to issue Copy and Paste commands.

— Posted by ElBuki

1122.October
7th,
2008
10:53 pm

For Mike Van Horn: If you fetch Google’s “Cached” copy of a web
page listed in your search results, it will come with your search terms
highlighted. A very few (tech-aware) web sites always highlight your
search terms if they know you clicked through from Google;
otherwise, you need to use your browser’s Find function … slash in
Firefox, Ctrl-F in IE, Clover-F in Safari …

— Posted by ElBuki

1123.October
7th,
2008
11:03 pm

in many programs, highlight something (text, or an object in a
drawing program, or a file in explorer), then hold the Ctrl key and
drag the thing - you get a second copy of it.

To ‘nudge’ things incrementally, hold the Alt key then drag the thing.
(like aligning tabs or paragraph markers in Word between the
invisible grid lines).

— Posted by ChrisK

1124.October
7th,
2008
11:44 pm

Ctrl “N” opens a new window online. Can’t wait for this book to come
out!

— Posted by christy

1125.October
8th,
2008
12:00 am

TEXT TO SPEECH FOR VISUALLY IMPAIRED/OLDER USERS

You can make your computer read any article or text if you have a
Mac (or Windows XP my friend has told me).

On a Mac, go to your Apple in the upper left corner, System
Preferences > System > Speech > Text To Speech.

From there check the box by “Speak selected text when the *key* is
pressed.

Then click the Select Key button (for example I use SHIFT + V but
yours can b different).

From there just highlight your text, hit your *key* and the computer
will read it aloud for you.

Discovering this was life changing for me after I had my eye surgery,
so i hope you post it.

— Posted by Maya C.
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1126.October
8th,
2008
12:07 am

Pressing ’shift’ and F3 simultaneously can change the text into lower
case from upper case or vice-versa. If its more than a word, first
select everything you wish to modify.

— Posted by rupesh

1127.October
8th,
2008
12:41 am

on the Blackberry Keeping a key depressed will capitalize the
letter(s).

— Posted by lofie

1128.October
8th,
2008
1:30 am

Dear David Pogue,

You are my hero. Thank you for these and please write the book!

— Posted by Leslie

1129.October
8th,
2008
1:39 am

In Windows Vista — (For new Vista users like me)
If you use Alt+F, all of the keyboard shortcuts are highlighted on the
ribbon (pretty cool)

Also, the reading feature lets you view the pages of your document on
1 screen & their are options to allow typing & editing in this view as
well.

— Posted by Regina F

1130.October
8th,
2008
1:51 am

My favorites, but only on Mac.

2-finger scroll; I basically cannot remember life before this. Scrolling
down with the arrows or the slider seems to take forever, compared
to 2-finger scroll.
Also, 2-finger right click (on Mac). Instead of using [Ctrl, click] just 2
fingers on the touchpad and click.

Brilliant.

One more fun one, if you press [shift] F9, F10, F11 or F12 on Mac, it
will do the same functions at a moderate speed. It’s completely
random, but quite useful when my eyes aren’t focusing well at the
end of a long day.

— Posted by julia

1131.October
8th,
2008
3:29 am

apparently you are supposed to “defragment” the computer every
now and then…do it, it increases speed. This is on a PC.

— Posted by erika

1132.October
8th,
2008
3:44 am

Ctrl+Z : undo. Comes in handy if you delete some text by accident.

— Posted by Sam S

1133.October
8th,
2008
5:20 am

useful tips

— Posted by kevin

1134.October
8th,
2008
7:00 am

great article! suggestion: do the same for word documents. i just
discovered lovely things like “versions” and “table of contents,” after
years of writing documents, and what a discovery. s.

— Posted by sarah

1135.October
8th,
2008
7:34 am

New iMacs use control F3, not F11, to clear the screen.

— Posted by Lee Ann

1136.October
8th,
2008
8:04 am

Anyone have the answer to this?

If you don’t have the password to access a private website, the
universal “masterkey” is … what?

— Posted by JT

1137.October
8th,
2008
8:21 am

I use “Microsoft for the demented” and other self help books. I find
that sometimes it does not have what I need or what was written
does not make sense to me. I find that switching my eyes back and
forth from the phrase in the book to the same question/answer on
the “?” area at the top of the software sometimes gives me a hybrid
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the “?” area at the top of the software sometimes gives me a hybrid
answer that works. Not always but sometimes.

I find that the self help books when the tell you how to do something
they are straight forward with the answer. Try reading their answer-
paragraph backwards and write down the key words. It sure helps to
cut through all the fluff.

— Posted by joeflip

1138.October
8th,
2008
8:31 am

if you save a gmail document then go to print it, then it turns into a
pdf! cheap and easy way to make pdfs.

— Posted by pfandfrei

1139.October
8th,
2008
8:43 am

Dear David,

Many thanks. Helpful. Unfortunately, i need help w fat fingers [not
literally.] I seem to not have great fine hand-eye coordination; have
to correct something pretty much in every line I type. Still my Apple
makes life easier.

In this paragraph: You generally can’t send someone more than a
couple of full-size digital photos as an e-mail attachment; those files
are too big, and they’ll bounce back to you. (Instead, use iPhone or
Picasa–photo-organizing programs that can automatically scale
down photos in the process of e-mailing them.)

I wonder if you meant i-photo [? rather than iphone.]

Many thanks

Ruth J> Hirsch
Saugerties, NY

— Posted by Ruth J, Hirsch

1140.October
8th,
2008
9:24 am

Is there a way of saving this and similar NY Times articles (e.g.
commentary, blogs et al) to my New York Times File? I can EMAIL
and SHARE them, but the option to SAVE that is offered (along with
PRINT and REPRINTS, EMAIL and SHARE to the right of standard
news articles) is absent.

— Posted by wendy

1141.October
8th,
2008
9:45 am

Another really cool and very hidden tip for mac users:

If there’s a menu option that you use frequently but is not assigned a
keyboard shortcut (for example, paste special in Word/excell) you
can easily assign one to it. In the system prefrences, under keyboard
and mouse,and then the keyboard shortcuts tab, you can hit the “+”
button below the list. Enter the name of the menu item and the
application and whatever (not currently in use) you want to use.

Also, if you want to become a keyboard shortcut power user, KeyCue
is a great application. If you hold the command key for two seconds,
it flashes a list of all the currently active keyboard shortcuts. It works
intuitively–as you pause wondering what key you hit next to do y-
task, it pops up an promptly reminds you.

— Posted by Andrew

1142.October
8th,
2008
9:48 am

Ever type in a post, fill in a form, hit Submit and have a glitch of
some kind lose the text you’ve so carefully composed? As you’re
writing and before you hit Submit, select all (ctrl-a; command-a on
Mac) and copy (ctrl-c; command-c) so if something goes wrong you
can just paste the lost text back into a new field.

— Posted by Dave

1143.October
8th,
2008
9:58 am

Google is great for quick spell checks. Type the word as you think it is
spelled into you Google query box, and Google will immediately say:
Did you mean xxxxxxx?

(WORD does not know how to spell a whole bunch of words.)

— Posted by Bruce Pilgrim

1144.October
8th,
2008
10:12 am

Carpal tunnel issues from computer use: I’m right handed and when
my right wrist-hand-fingers get stiff from overuse of the mouse or
trackball, I switch the device from the right to the left side of the
keyboard. I’m sure this will also prevent me from having Alzheimer’s
because I have to think about a movement that was normally
repetitive, new brain activity to keep me sharp.
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There are lots of great tips on this blog, my favorite so far is #151:
shortcut to calculator in Windows: Start/run/type “Calc”.

— Posted by Susan W.

1145.October
8th,
2008
10:29 am

DUH!

And they said p.c.’s were going to make our lives easier in 1985. .
.And then they got rid of Secretaries and Administrative Assistants
because life was going to be SO much easier for professionals, that
they could do THAT work, too.

Both of these statements were LIES.

Thanks for the articles and posts. I don’t know most of the shortcuts
and I was tethered to a p.c. from the beginning until I retired in
2002.

Very grateful for this wonderful article and all the posts. Sending it to
my Senior buddies.

Kim Setla
Lodi, NJ

— Posted by Kim Setla

1146.October
8th,
2008
10:54 am

Hallo all,

I’ve introduced into my web site the Super Ultimate Windows
Shortcut List, from post #1077 dated Oct. 7, 2008 by sevencardz. You
may find it at

http://www.ime.usp.br/~vwsetzer/super-shortcut-list.htm

It complements the compilation I did with the hints from this blog
which I found most useful, at

http://www.ime.usp.br/~vwsetzer/shortcuts.html

All the best, Val.

— Posted by V.W.Setzer (Val)

1147.October
8th,
2008
10:58 am

RE: “Just putting something into the Trash or the Recycle Bin doesn’t
actually delete it. You then have to *empty* the Trash or Recycle
Bin.”

“Same is true for digital audio recorders, cameras, etc. You have to
not just delete files, but empty the trash while your device is
connected to the computer. ”
.
.
.
As a photographer, I know that for DIGITAL CAMERAS, it’s
important to actually REFORMAT the memory card to clear old
photos files.

… Thanks David Pogue, and all, for other useful tips …wow, SO many
to go thru!

— Posted by Shani

1148.October
8th,
2008
11:06 am

The Shift and Ctrl keys plus the arrow keys make a great way of
hopping around documents in word.
Ctrl+Right Arrow will skip to the next word or previous work.
Ctrl+Shift+RightArrow will highlight the work (like double clicking
on it).
Along with the Ctrl C and V (or Insert and Delete as altenatives)
hopping around a doc and editing is easier.
Also works on text boxes and usually other text editors.

— Posted by Stephen

1149.October
8th,
2008
11:10 am

On Outlook, using shift+delete will delete the message instead of
going into the Outlook recycle bin. No need to clean up the deleted
items box.

— Posted by soofia

Name

E-mail

Comment

Add your comments...

 Required

 Required (will not be published)

http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-337267
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-337272
http://www.ime.usp.br/~vwsetzer/super-shortcut-list.htm
http://www.ime.usp.br/~vwsetzer/shortcuts.html
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-337274
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-337275
http://pogue.blogs.nytimes.com/2008/10/02/tech-tips-for-the-basic-computer-user/#comment-337278



