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� ecently I have been approached by Club members and friends with computer 
problems. Some of these problems have resulted in the loss of important information on the 
computer. It is important to note that backing up your important information, for instance,  
e-mail addresses, important documents and programme installation codes, and photos is 
important as these often cannot be recovered after a computer crash. 

One programme which is available to recover your main programme installation codes is ‘recover-
keys’. This is available from 
www.recover-keys.com and will recover some but perhaps not all of your important programme 
installation keys. The latest version is ver. 2 and is supposed to recognise over 500 programmes. 

However other information you can back-up yourself by copying to a CD with the use of a 
recording CD or DVD drive if you have one fitted or an external hard-drive. E-mail addresses can 
be backed up from Outlook Express by clicking on the “ file”  tab and then “ export”  from the 
drop down list followed by “ address book” . You can then decide where to back the list up to 
on your computer. Prevention is always better than cure! 
�  Enjoy your Computer    John Eland 

 

To wrap text around clip art 
  

In your Microsoft Office Word document, click on the clip you want to wrap text around.  

    On the Picture toolbar, click the Text Wrapping button  .Click the Square button  . .  
Click and drag your clip to where you want it in your document. The text will wrap itself 
around your clip.   
If you can’t see the Picture Toolbar then Click View in the menu bar, click Toolbars then 
make sure that ‘Picture ‘is ticked. 
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It is important to remember  
A right click will only give you a menu.  
There is no such thing as a Double Right click.   The left click is the one that executes a 
command. 
Sometimes it is a double click and sometimes only a single click. 
When you browse the Web with Microsoft Internet Explorer, links (Usually blue underlined text) open 
with a single click.   
Yet, when you browse ‘My Computer’ or ‘My Documents’, a single click lets you select a file or folder, 
but you have to double-click to open it. 
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If you open more than one program or document at a time, you can quickly start piling up windows 
on your desktop. Because windows often cover each other or take up the whole screen, it©s 
sometimes hard to see what else is underneath or remember what you©ve already opened. 
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 � � � � � � � � � � � � � �Whenever you open a 
program, folder, or document, Windows creates a button on the taskbar corresponding to that 
item. The button shows the icon and name of the document.  Just click on the button to see the 
document on the screen. 
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A DIETERS PRAYER 
Lord, grant me the strength that I may 
not fall Into the clutches of cholesterol. 
At polyunsaturates, I©ll never mutter, 
For the road to Hell is paved with butter. 
And cake is cursed and cream is awful 
And Satan is hiding in every waffle. 
Beelzebub is a chocolate drop 
And Lucifer is a lollipop. 
Teach me the evils of hollandaise, 
Of pasta and globs of mayonnaise. 
And crisp fried chicken from the South  
Lord, if you love me, shut my mouth. 
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The taskbar is the long horizontal bar at the bottom of your screen.  
Unlike the desktop, which can get obscured by the windows on top of it, the taskbar is visible almost all the 
time no matter how many windows are open. It has four main sections: 
1.  The Start button which opens the Start Menu 
2.  The Quick Launch Toolbar which lets you start programs with one left click. 
3.  The middle section which shows you which programs and documents you have open and allows 
      you to quickly switch between them. 
4.  The notification area which includes a clock and icons (small pictures) that communicate the  
      status of certain programs and computer settings. 
If you find that the Quick Launch Toolbar is not performing as it should, then Right Click on the Taskbar and 
make sure that “ Lock the Taskbar”  is not ticked.  If it is, then left click on “Lock the Taskbar” to release it.  
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USEFUL TIPS 
To Clear formatting in WORD 
To remove formatting from selected text, press 
Ctrl+Spacebar. This restores selected text to the 
Normal style. 

Quick Access Toolbar in OFFICE 2007 
Office 2007 has a Quick Access Toolbar that can be 
customized to include buttons for your favourite 
commands.  
This Toolbar is in the top left corner of many Office 
applications. You customize it by clicking on the 
drop-arrow on its right allowing you to add your 
most used commands and also allowing you to move 
the Quick Access Toolbar to below the Ribbon.  Even 
when you Minimise the Ribbon, the Quick Access 
Toolbar stays on top. 

SEE WHAT APPEARS WHEN YOU 
REARRANGE THE LETTERS 
DORMITORY : DIRTY ROOM 
PRESBYTERIAN: BEST IN PRAYER 
ASTRONOMER: MOON STARER 
DESPERATION: A ROPE ENDS IT 
THE EYES:  THEY SEE 
GEORGE BUSH: HE BUGS GORE 
THE MORSE CODE:    HERE COME DOTS 

ANIMOSITY:   IS NO AMITY 
ELECTION RESULTS: LIES LETS RECOUNT 
SNOOZE ALARMS:  ALAS NO MORE Z’S 
A DECIMAL POINT:  IM A DOT IN PLACE 
THE EARTHQUAKES: THAT QUEER SHAKE 
ELEVEN PLUS TWO: TWELVE PLUS ONE 

AND FOR THE GRAND FINALE: 
MOTHER-IN-LAW:  WOMAN HITLER 
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President : John Eland        Phone: 9651 2940 
                    email  elandj@ains.net.au 

Secretary:  Margaret Dunn  Phone; 9651 2475 
             email  margo.d@bigpond.com 
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This ought to make you feel better about your computer skills!  
  

Customer:   Hi, this is Maureen. I can©t get my diskette out. Tech support:  Have you tried pushing the Button?  
Customer:  Yes, sure, it©s really stuck.    Tech support:  That doesn©t sound good; I©ll make a note.  
Customer:  No , wait a minute... I hadn©t inserted it yet... it©s still on my desk... sorry....  
===============  
Tech support:  Click on the ©my computer© icon on the left of the screen.   Customer:  Your left or my left?  
===============  
Tech support:  Good day. How may I help you?  Male customer:   Hello... I can©t print.  
Tech support: Would you click on ©start©  for me and...  
Customer:  Listen pal; don©t start getting technical on me! I©m not Bill Gates.  
===============  
Customer:  Hi, good afternoon, this is Martha, I can©t print. Every time I try, it says ©Can©t find printer©.  I©ve even lifted the 
printer and placed it in front of the monitor, but the computer still says he can©t find it...  
============== 
Tech support:  What©s on your monitor now, ma©am? Customer:   A teddy bear my boyfriend bought for me at Woollies.  
===============  
Customer:   I have a HUGE problem. A friend has placed a screen saver on my computer, but every time I move the 
mouse, it disappears.  
===============   
Tech support:  How may I help you?    Customer:  I©m writing my first e-mail.  
Tech support:  OK,  and what seems to be the problem?  
Customer:  Well, I have the letter ©a© in the address, but how do I get the circle around it?  
�

Using Tabs in Internet Explorer 
Launch Internet Explorer 7 and your home page opens in the first tab. To view other sites at the same time, 
just click the new tab button in the toolbar or (‘Ctrl+T’) and then type the address of the site you want to visit in 
the address bar. Your home page stays open in the first tab. When you have several tabs open, use Quick 
Tabs to find the site you want to view or to close sites you©re no longer interested in viewing.  
How do I open Quick Tabs?  Click the Quick Tabs Button  to the left of the row of tabs.  The quick tabs 
button is only displayed when you have more than one webpage open. 
How do I OPEN a webpage from Quick Tabs?  Click the thumbnail of the webpage that you want to open. 
How do I CLOSE a webpage from Quick Tabs?  Click the Close Tab Button  X  in the upper-right corner of 
the thumbnail for the webpage that you want to close. 
What does the little down arrow next to the Quick Tabs button do?  When you click the down arrow next 
to the Quick Tabs button  a list of all the websites that you have open is displayed.  To switch to a different 
website, click the site name. 
 

Editor:  Rosemary Ansley 
Phone:  9651 2175  
E-mail gransy@tpg.com.au 

The Next Meeting for 
Computer Pals  

Galston and District 
Will be our 

� � � �� 	� � � �� � 	�� � � � 	� � �� � � �� 	� � � �� � 	�� � � � 	� � �� � � �� 	� � � �� � 	�� � � � 	� � �� � � �� 	� � � �� � 	�� � � � 	� � �   
in History Cottage  

412 Galston Road,  Galston 
on 

 Friday 14th November, 2008 
Time 10.30 am 
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