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Technical Tutoring brings you this newsletter and training information in appreciation
of your business and support

Wel | | 6m def i ni tnelhow moch hhave tharrtedhte do in
times as far as getting this newsletter Access, but also because of the true
out. Thatodés | ust hasn eappoetiationtoretherpartafsthe nesipient for
taken on a special size for this issue! how this particular database will be able to

simplify a task or mountain of information.
As | prepared for this belated

newsletter, | gave lots of thought to Holly has been busy with her

where the company is nhow compared to growing family and learning several of the
when | started over eight years ago. | new software packages and versions

was pleasantly surprised to think about described in these pages.

how many cl i,6awtmanyl 6 ve had

students | 6ve taught , aAgan, subsribetodeverml | , t o
remember how many people have computer and business magazines and
helped me along the way! It was heart these are where | gather much of the

war ming to r emembver infonnetionthad\pw@ inth thisinewsletter.
different individuals help me with This issue is compiled from articles in PC
teaching classes during some of my Magazine Smart Computing, and PC World

busier times. In addition, there are two Any opinions included are ones from their
non-family members who have helped in  authors that | ha ppen to agree with.
my office, and my son who has now

worked in my office steadily doing data | had a bundle of information to sift

entry and mailings for over four years, through for this issued a new Operating

not to mention the rest of the family System, a new Office Suite, and several

who have O6pitched i ngbo owdh eind enaesc etsos asrhyar e. So,
with office t asks or just the heaving to get the issue pulled together and | hope
moving of suppl i es oyoufihduhe efforts waresworalsit. | 6 v e

moved my office around the house.
With Gratitude For You Always,

One of the tasks that has kept
me busy and away from this publication Seema &' HOI Iy
is three database projects for three i
different municipalitiesd tracking dog
licenses, mooring permits, and those in > Tutoring
need of special help during an R (508) 529-9087
emergency. Each has been a very - (508) 889-9112
rewarding project, not just in showing
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SIX Ways to Print for Less

Preview to Print less:

When printing from a website, use Print
Preview to be sure
information you need. Be sure to
check the right margin as it is often
cut off. Think about adjusting your
layout to landscape rather than
portrait. Once in preview mode,
make a note of the pages you are
interested in and enter those
numbers in the Print Dialog box.

Use Dra ft Mode or Grayscale:

Select the Properties button in the Print
Dialog Box and choose DRAFT mode
under Print Quality. If color is not
important to you, also check the
Grayscale Printing option or B/W.

Print just the text:

If you only need a small section of text
from a web page, you have two
options:

Highlight the text, click File / Print,

and choose Selection in the Print
Dialog Box Page Range area.

Highlight the text, copy it, and then
paste it into your word processor
and print from there.

Skip the power strip:

Al ways use your
to turn it off rather than the power
strip itds connect
normal shut-d own pr ocess
followed, the print heads may not
park properly and this can dry them
out or cause them to clog.

Prevent cartridge drying:

Print a page at least once a week to
keep the cartridges from drying out.

Know when to go off -brand :

Off brand cartridges may save a few
dollars at purchase but they may
come with lower or inconsistent print
guality which may not be good for
the output you are working on. Refill
kits

pr i nd¢Stogage

PC Buying Tips
Spring for RAM
More memory means a faster, more
yflexiblé systemgezpediaillyrwpen tismg
more than one program at a time. Start
with a 1GB preference and work up

fromthereditbs typically | e
to add it when designing the machine
than later on down the road.

Buy lots of storage
Youodl |l probably need
you anticipate and yo
whatever space you have.

Go Dual Core
Il tol 1l pr obahlod$y0exdra,st vy

but a dual-core CPU is faster and more
flexible than a single core version.

Buy a Big LCD
Bundles may include a less expensive
and probably smaller monitor, try to
upgrade to a larger screen. N

Easy Upgrades
Add Memory
1GB will be noticeably faster, 2GB will
be amazing.

power switch
A second hard drive gives more room

e dfor digital files.dntengj e lgss | nt er 6's
i expegsive, but external may be less
hassle.

Improve Graphics  (for games & graphics)
Switch from integrated graphics to a
dedicated AGP or CI16x graphics card.

Wide Screen
Wide screen monitor gives more room
for work & play and simplifies DVD and
television playback.

Amp up Sound
Add a PCI sound card to get multi-
channel audio for DVDs or games.
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Avoid Phishing

Phishing 1 afancy name for Fraud i
usually in the form of mass emails
pretending to be from well -known
online companies. These usually
include some drastic call to immediate
action asking you to log on and
confirm your account information or
other offer. Unfortunately, following
their request plays right into their
hands and gives them your personal
information to use as they please.

How to avoid the bait
Doné6t click | inks:

Following links from emails that
ask you for personal information is
basically asking for disaster. Often, the
resulting web page is a spoof of the
companyo6s real web
similar but actually built and
maintained by someone out to trick
rather than assist you.

Check Everything:

One way to help avoid these
scams is to watch the URL, or web site
name that you are on. Make sure you
are where you think you should be
before entering any personal
information such as passwords,
addresses or financial information.
(Read the messages on the status bar
at the lower left of your browser and
check the title at t he top left of your
browser to confirm your desired
location.) Also, look for the lock icon in
the bottom right area of your web
browser to indicate that you are on a
secure site.

Dondét be too

Donbét gi ve
password, address, financial
information, or other identifying
i nformation unl ess
are interacting with a legitimate party
and you initiated t
reputable company should never
contact you to ask for a password or
other personal information.

open:
up

your

Help Tec h Support Help You
The more information you can provide to
a phone or on-site technician, the better
service experience you are likely to have.
Trying the simple things on your own first
may even help avoid a call or visit all

together!

Things to try befo re you call:
Restat da fil e that didnot
load properly can be easily
Arepairedo with this si

Check & ensure that power &

connection cables are securely

connected at both ends.

Updatesdc heck manufacturer
web sites for the latest version of

software, security patches, and the

s i t rewest|driyeyfor yoyr haydware,

Get in the know:
Windows 98 to get the version
information, click Start / Programs /
Accessories / System Tools / System
Information d this should give you
the name, version, installed service
packs, and the build number. File /
Print will give you a hardcopy for
reference purposes.
Brand, model & have them for the
PC or motherboard, or any
peripheral thatos
Changes d anything recently
installed, removed, or modified
settings should be noted.
Be Exact & copy any error messages
word for word.

part

Make the call:
nl—gi\ﬂpg t’he above information in
hand and having
tried to resolve the
y 0 ulBSHEeYOUESElfyypUg |
are now much
Rettepnrepaged 9 o
talk to the
technician and help
them solve your problem faster!

he



Digital Photography Tips

| love beautiful photographs. When | Get nearthe goalorend zonedt hat 6 s wher
do have a camera wi ttheastianis( i t 6s wuswually

left on the counter when we leave the Keep the shutter speed at 1/500 or 1/1000 of

house), | enjoy taking photos of all a secondd shutter speed should be at least

types of things. However, no one will as high as the millimeter moniker on your

ever pay me to take photosd 16 v e st iemsl

got a lot to learn about photography. Keep the ISO as low as possible for greater

detaild set it about 800 for nighttime or
That 6s why | 6ve r endobrs;200foedeytima. gi t al
photography books and put together I f youdre in the back of
an Al ntroduction t o tdafaal ergth of 600mm.d from the
Photographyo cl ass asiainesuse400dménnirom the end zone, you

sharing these tips on taking better can shoot to the 50-yard line with 600mm.
photographsdt hey 6 r e your o cogeshoessespecially indoorsd
and they deserve to be clear and crisp downgrade your lensd this lets you capture
for all time! wide shots, but also zoom in on faces and
Everyday Photography other points of interest. Indoors, use a
Dondt | et the oppor t30ammieys fopshaissat the other ang of the
dl ocally, if you seeCOtlomeone youdd
like to shoot, shoot first, then go over Want to get artsy? Pan with the runner & blur
and thank them. When traveling, ask a runnero6s churning arms
first! slow shutter speedd 1/30 secondd and
Shoot and Shoot and Shootd digital panningt he camera in sync wi
shots dondt have t heheasdanhtorsee x pense as
film - and not every shot has to be Lay on that shutter d turn on the burst mode
perfect 8 take as many as you can, and take shot after shotdy o u 6 1 | be mor
odds are one of them will be good. likely to capture that key moment
Let things play out before you Travel
reviewd if you review right after Never shoot at high noond best light for
shooting you may miss somethingd shooting outdoors arrives at dusk, second
take shots while you can and review best in early morning.
later Move ind get as close to the front of your
Think like Michelangelod get rid of the picture as you can
superfluous stuffd however you cand Think off-kilterd frame your shots
stand on a chair or lie down on the asymmetrically.
ground or throw the background out Bend those armsd keep the camera close to
of focus. your face so you can really see the shot.
Turn off your flash d photos look better Saynotoautomoded s wi t ch @ano O&6prog
when taken in soft, natural light. moded and set white balan
I f you canét ava@i d aPulfout#he Polarizenufdér selrioais outdoor
point the flash up and angle you hand shots, fit your lens with a warming
over the flash head, bouncing the light polarizerd this increases contrast and color
onto your subjects gives a much softer saturation when you shoot at a right angle to
look and makes it appear more like the sun.
natural light.

Photography Tips & continued
Sports



Portraits

Find open shaded best photographs
are shot in soft, even, natural light.
Indoors use sunlight spilling in through
windows or candlelight. Outdoors
avoid bright sunlight.

Set up on the edge of the sunlight & let
the sunlight hit just in front of the
peopl e shoatingd

Get as close as possiblé you want
sunlight reflecting up into your faces,

OneNote

OneNote is an application developed for
people using Tablet PCs but it has received
many updates as part of Office 2007 and is
likely to become an important note -taking
and research tool.

OneNote combines the flexibility of a three-
ring binder with the productivity of
combining several types of electronic
informationd handwriting, typed words, and
but no glare on your lens. web page snippets. You may find that
Use a fl ash wbBertoi t dneNote & the ghdwerko collecting,

brightd overcast weather needs a flash  grganizing, and sharing digital information.
to put more detail in the faces. Using a

flash when the sun is bearing down
helps eliminate shadows in eye
sockets.

Never tell your subjects how to posed
the shot will look more natural and
your subjects will look like themselves.
Make sure everyone in the shot can
see the camerad If they can see the
camera, you can see them.

=P

Expression Web

Expression Web is the new application
replacing the popular FrontPage for Web
Page Design. It looks like FrontPage 2003,
with a similar menu structure and choice of
views. However, new task panes and
toolbars let you build and edit CSS styles
and give point and click control over XML
data sources.

Expression Web does lack Secure FTP file
transfer support, but is otherwise and
elegant and efficient application.

Not Everyone Upgrades

Herebds information from a
9,000 computer users on the versions of
H Microsoft Products that they use:
Office Version At Home At Work
2003 43 45
XP/2002 20 19
2000 22 23
No man really becomes a fool until 97 6 5
he stops asking questions.
- Charles Proteus Steinmetz But, dondt be avesmsionmed, t he
are always going to have a slightly higher
number because thatodés what

new machine!



Office 2007

has been on the shelves and shipping
with new computers for a few months
now. There are 8 versions of Office
20070 various combinations of Word,
Excel, PowerPoint, OneNote, Outlook,
Publisher, Access and Business Tools.
Here are the lists | compiled of new
features for the suite in general and
some of the specific components.

Office 2007 in General:

THE RIBBON:

Panels that can be narrow or wide
depending upon how many icons or
how much text they contain

Organized via tabs for things similar to
the older menu bar

Occupies the same space as two or
three old-style toolbars

Might justify a larger monitor

Can be minimized

Galleries:

Display thumbnail images of formatting
and other options.

Quick access to features that were
always present but known only to
hard-bitten experts

Quick Access Toolbar

Next to the Office Button

Customizable

New circular Office Button at the upper
left works like the classic File menu

Two panel drop down

Leftd standard file operations

Right i interactive based on choice from
the left pane

New graphics engine called Smart Art

New additions i Groove 2007

collaboration software & Share Point
Designer 2007

New security features to help you erase
traces of authorship, revision, and

collaboration from documents.

Keyboard shortcuts:

Older versions still work!

Many new ones added

Shown in little boxes on drop down
menus

U Brand new XML file formats:
Adheres to open standards
Doesnot al |
Makes for smaller documents.
New file extensionsT a d d

end of the old ones.

an

More universally accessible to other

applications.
Actually a zipped collection of
component files

u  Expert users may spend time digging for
features that seem to have disappeared.

Graphics are greatly improved.

Cannot bring back the old menu system.

OwW macr O0S

6x06 to

Can save in older formats for sharing with

other users
i More demanding learning curve than
predecessors.

u Live preview 1 select all or a portion of
your document and hover your mouse

over a formatting
how it changes the
appearance

option
actua

i Allows you to save files as read-only PDF

Word 2007

Almost all features are logically and visibly
accessible
Ctrl-F1 to toggle the ribbon.

New three pane compare document interface

Tighter integration of Web functions.
Status Bar Additions:
View features
A slider that replaces the zoom box
Running word count

Document Inspector i clear out comments,

metadata, tracked revisions, and other

information you might not want to share

with the world.

Access 2007

More colorful and graphical toolbar

Improved template library

Visual Report Designeri live preview of
your data as you build a report.

Reformat database reports on the fly

Simplified query tools

Excel 2007



Over 1 million rows / 16,000 columns

Chart types are easier to read

Pasted charts are automatically linked

Conditional formatting is more extensive

Formulas with more layers

Improved Formula AutoComplete

Active Page Layout view

Rulers at top and sides show row
numbers, column letters, and inch
measurements.

Easier to manage pivot tables via a new
task-pane interface

Enhanced help for beginning users.

Outlook 2007

New built-in search

New To-Do bar provides a snapshot of
appointments and tasks for the day.

Ability to preview image, text and other
files before opening them.

Have multiple calendars visible side by

INTRODUCING: THE RIBBON

side or overlaid on one another.
Improved junk -mail filters.
New time-zones feature.
Ability to send a calendar page or a request
to share a Microsoft Exchange calendar.

PowerPoint 2007

New themes

Improved effects for text and graphics

Easier to style tables

Dual-monitor support is more sophisticated
allowing you to blank out the
presentation display if you need to do
somet hing on your
want projected to your audience.

No live preview of chart selection.

Broadcasting over the Internet is gone
altogether.

New Selection Pane shows a list of objects
on the current slide and can be used to
alter their order (layers).

New recolor tool to tint photos and clip art
for a monochromatic look.

Ability to save custom layouts
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This down arrow. opans
a list of tems previcusly
saved to the clipboard,;
ready for pasting

The down=left arrow
opens the familiar dialog
named in the label to the
et (in the this case, the
Font diatog).

In Gallerias, only the top
row appears, until you
click to display a larger
lst of options.



Windows Vista
Much like Office 2007, Windows Vista hit the stores and the new machines awhile
ago. Again, | had several articles to read about this latest Operating System (O/S)
from Microsoft and here are the highlights as | could decipher them. | did take a
quick look at this while comparing new laptops and have used it a little bit on the
new laptop | purchased in July.

Some things that  are new in Vista:
Windows Sideba® much like the Task Pane in Office versions, the Sidebar appears

on the right of your desktop. There are se
appear here, including a clock and cal enda
gadget t hat you dondt n e e-dickihé gallgetaridset he t i me,
opacityto40% -i t 61 I fade i n and out when not i n

Hover over a minimized window and a thumbnail pops up with its contents!
Typing the first few characters of a program name into the bar at the bottom of the
Start Menu wi ||l bring up your program, pro
Programso | i st.
Search by voiced enable the built-in natural language search featured Control Panel
/ Folder Options / Search tabd now youcansaywhat youdre | ooking f
Not friendly with the keyboard, or is yours just not convenient? - Type OSK into the
Start menubs Search fi el d -skmeahkegboardardnt er t o
use your mouse to Okey indé dat a.
Scalable live icon® thumbnailsofdoc u ment 6 s act ual contents r a
icon of the application that created them.

Some things people like about Vista:

More fun

Improved securityd firewall with
outbound filtering, better browser,
a lot under the hood offering better
protection.

Improvements in tools that can help
you cope with information overload

Better support for multimedia and
mobile devices

Better version of Internet Explorer

Dramatically revamped User Interface
(U1

New Start menu

Internet Explorer 7

New Windows Explorer

Live views of application windows

Faster, image-based installation
process

Improved back up

Ad hoc collaboration with Windows
Meeting Space

Mobility Center

New Reliability and Performance
Monitor, Task Scheduler & Event
Logs

Aerod transparent windows, tasteful
animation, elegant design

Searchd fast, smart

Network mapd great way to get an
overview of your network and its
devices

Wireless Networkingd connecting to
multiple wireless networks and
hotspots is a simple affair

New Multimedia toolsd Bona fide
photo manager & beefed-up
versions of Windows Media Player
and Movie Maker. Photo Gallery is
now a single place for organizing,
editing, and sharing digital photos.



VISTA Continued

Versions of Vista and their intended audience:

Home Basi® home user who wants to br owse the web, use e-mail and create
documents

Home Premiumd mainstream PC user, designed for music, video, mobile
computing, and
personal productivity

Vista Busines® small to mid-size business

Vista Enterprised large global organization or one with a highly complex IT
infrastructure

Vista Ultimated professional, tech enthusiast or gamers

Things to try yourself:

Beaniconartistopen My Computer and click on VI E
slider with an endless selection of icon sizes
If Vista seems slower than XPd open the Power Options Control Panel and
change it to AHigh Performanceo to give
Icons in the Quick Launch Toolbar have automatic short cut keys assignedd
the Windows key, plus the number of their location on the toolbar.

Vista offers a lot of improvements over Windows XP, but most of them are
conveniences rather than essentials.

Estimates are that the next changes to Windows will arrive in 2010 or 2011 8 so if
youdbre thinking about changing compungers betw
Vistal!

GLASS YOUR WaY:

| Vou can custamize the
tint and opaqueress of
ste-through Irames.

MOUSING OVER
minimized windows
shows actual contents,
including ve vides.

VISTHS SIDEBAR CAN
display an array of
gadgets. You would be
excused for thinking
you're laoking af a4 Mac.  §

¥-




Software Tips

Office 2007
Users of older versions of Office who Word
want to open files in the new editionos
default formats must first update their Erase those perdstent linesd Auto
current version of Windows and Office Format will replace a line of hyphens,
via update.microsoft.com and then underlines or tildes with a horizontal
download and install two Microsoft line automatically. When this happens
patches for their version of the OS: and it wondt go away, it
the File Format Awareness Update, because it is actually a border below
and the Compatibility Pack. These the paragraph. To remove, select
exceed 60MB and the downloads took Format | Borders and Shading, and
one author over 30 minutes over a select NONE

DSL connection.
The ruler along the top of the screen

is there to help you change and

Internet Searching identify margins, tab settings, and
indents as well as place graphics and
Reduce your search results to those text boxes (i f you donc¢
more applicable by incorporating some View | Ruler).

of these simple steps:

. I f youodveintgagesdating e x t
Put quotathn m_arks around your . other than the one you want, highlight
querydoai r condihist i onin %ha text then press Shift-F39 this will

crheates a (?]uen;] for theﬁ_nt'c;? idual rotate the text through title case,
phrase rather than each individua uppercase, and lowercase.

word.

Use the minus (-) signd o Shakespea rE&iting a long document? To find

Wi .l 4 t?s'.'mls t?]e sear(;:h where you left off in your last session,
engine to eliminate the word or open the document and use the Sift-

phre;sg follogvmg thhe m'ngi.s'gn F5 key combination to move the
Get Definitionsd use the modifier cursor to the position it was in

. . Y hen
6defined as a Nandy gadumed wab fhd dhved dhe
search engine into a dictionary closed.

(you may need a colon after define
in some engines)

Ask in plain Englishd try everything,
rather than racking your brain for
alternative language, just write
your question as you would ask

ano'FhEr persEn. - document, but it is not considered
Get Quick Weather Previews) enter Page 1! So, if you need to print the

the name of a,C|ty followed by thAe envelope only or the document only,

word, oweathero, fo "usefthe Er?n Ptages?oBtiror?irFtﬁe%rtint
dialog box and know that the envelope
is Page 0 and the document, or letter,
begins on Page 1.

When you attach an envelope to a
document, (Tools | Envelopes) printing
the document will also print the
envelope. The envelope is always
added at the beginning of the



Software Tips

Outlook Publisher

To create rotated text in Publisher,
Change the color of your reply you need to rotate the text frame as
messaged Tools / Options / Mail Format, opposed to the text itself. Select the
click the Fonts button and the change frame and then click the rotate button
the options under When replying and (blue circular arrow with a green dot
forwardingeée inside).
Force yourself to think twice before Dondét | i ke the o6hel pful
sendingd If you find yourself often appear in Publisherd the moving van,
saying Al wish | hadn 0dtcd o eum Dff the hgaaphics, cheokee n
addressing your message, include the Tools | Options | User Assistance tab |
recipient DONOT. When tyroaff Useddalpful Moase Pointers |
message, Outlook will warn you that it Click OK.
doesnot recognize the recipient DONO T,
giving you a second chance to review, Excel

cancel or send your message (delete the Avoid broken lines in line chartsd if

DONOT recipient befor egadhidsthddrd celfisfolartk!afri

the message). chart will have a gap. To avoid the
) gaps, enter the following int o the cell:
CC and BCG these are admitted =NA() - this indicates to Excel that the

6throw backsdo to the ¢8¥i§NoPAvailable and it will draw
typewriters and carbon paper. CC a continuous line between the two
stands for Carbon Copy and was often cells on either side of the gap.

referred to as a Courtesy Copyda Of or

your information onlyOpHd thé resBi ¥f dataritmBi’

recipients. BCC stands for Blind in hoursd when adding or subtracting
Carbon Copy as that would indicate two date and time entries. Excel

that someone received a copy without displays the result as a fraction of a
everyone else knowing about it. These day, multiply by 24 to see your results

have carried over into e-mail programs in hours.
and are typically used in the same
waysd just to let someone know about Access

something without asking them to

take any action Office Links allows you to export data

from Access nto Exceld simply choose
Tools | Office Links | Analyze it With
Excel. Exporting from a datasheet your
Remember to check our website: gridline and font attributes are carried
over to Excel; from a form, text box
shading and font properties are

For previous newsletters and more helpful applied.

software tips!

www.TechnicalTutoring.com




The season is changing, the hdidays are
approachinge

Shopping list management
Mail merge for labels or letters
Personalized Holiday Invitations or Cards

Just three reasons
To call Technical Tutoring
Before the season!
(508) 529-9087 or (508) 889-9112



