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One of the complaints often received is the number of pre-vista programmes that 
either won’t run properly or won’t run at all. There are generally three reasons why 
this happens. 
 

1. The programme was written for a specific operating system, such as Windows 95  
or Windows 98.    When the programme is run it doesn’t recognise Windows Vista. 
2. The older programme was written to use no more than 256 colours, but Windows 
Vista minimum is 65,536 colours. 
3. The older programme was written to expect a screen resolution of 640 x 480, but 
Windows Vista minimum resolution is 800 x 600. 

The solution to this problem is Vista Compatibility Mode. Compatibility Mode is an environment 
set up by Vista to emulate the operating system for which the programme was originally written.  
Here’s how to use it. 
 

1. Open the menu that contains the icon of the programme you want to run. 
2. Right-click the icon.    
3. Left-click properties. 
4. When the programme’s Properties dialog box opens, Left-click the Compatibility tab. 
5. Click the Run this Programme in compatibility mode check box. Left-click the down arrow and  
    then left-click the Operating System for which the programme was designed. 
6. Left Click ‘OK’ 
 

Windows Vista will then run the programme in compatibility mode each time you start it. 
If the programme requires elevated privileges, go back to step 4. and set the property there. 
Some older programmes, no matter what you try to do, simply won’t run on Vista. In that case seek 
out the developer and see if they have released an upgraded version.  
If not, see if they can offer any work-arounds.  
If all else fails. You may have to seek out a similar, but more modern application that takes  

advantage of what Vista has to offer�          John Eland 

Excel Tip   
To put today’s date in a cell 
Put cursor where you want the date to be.  Hold down Ctrl and press semi colon. 
To choose the format of the date 
Put the cursor in the cell you want the date or select a range of cells. 
Click Format.   Click Cells.   Click Date.    Click the format you would like for the date. 
If you want a simple date entry anywhere on your document 
Select the whole document Ctrl + A.      Click format.     Click Cells.     Click General. 
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From The Secretary 
Hello Computer Pals,   
PLEASE NOTE THE MEETING STARTING TIME. 
I trust you all had a good Christmas Season and are    
now enjoying the start of 2009.   
It would be lovely to see you all at our next workshop and please try and ask more  
questions.  
Remember that our Tutors are available for any Demos at tea time and would also love to  
discuss any problem you may be having.  Please use them.   Any friends and visitors are 
most welcome at our meetings. 
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What is the problem with my holiday photos?  
All too often, they fail to capture the feeling of the season.  
Most holiday pictures look interchangeable. Your photos of family members lined up and  
smiling look the same as those of every other family.    
So why not turn routine holiday photos into unique works of art with just a few simple techniques?  
There©s nothing wrong with pictures that are posed, but you must create some variety by including 
candid shots at family gatherings.   
Get people in conversation or reacting to opening a gift. Keep your camera batteries charged up 
and your camera nearby so you can catch spontaneous moments� �

EDITORS APPEAL 
Are the tips in the News Letter too difficult?  Do you read through the whole News Letter?  It would be 
much appreciated if Members could email me with something they and others would like to see in the 
News Letter.  Also if anyone has an interesting News item concerning Computer Pals,  
please send it to me.     
WOULD YOU LIKE MORE QUESTION TIME AT OUR WORKSHOPS?  
PLEASE give me some feed back.�
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 of ���� omputer ���� als for ���� eniors, Galston & District  Inc. 
Will be at History Cottage �412 Galston Road,  Galston 

On  Friday 23rd January, 2009�at 10.00 am 
Everyone is welcome.        � � �� � ���� � �� � ���� � �� � ���� � �� � ����

How do I double-space my document? (Word 97 – 2003)  
 Select the portion of the document that you want double-spaced. To select the whole  
document, choose Select All from the Edit menu  or  press Ctrl+A. 
Choose Paragraph from the Format menu.         
Click on the Indents and Spacing tab,  
then select a line spacing setting from the Line spacing list. 
(Word 2007) Click the Line Spacing Icon in the Home Tab 
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FORBIDDEN FILE NAME Characters 
The following characters cannot be used in a file name. 
/     Forward Slash       \   Backward Slash  
*     Asterisk    ?  Question Mark      
:     Colon           >  Greater than 
<   Less than              “   Double quotation mark 
Your computer should prompt you about your error and ask you to change the file name. 

COMPUTER MAINTENANCE TIPS 
KEYBOARD 
Turn the keyboard upside down and gently shake it. Most of the crumbs and dust will fall 
out. Blow air into and around the keys.  
Next, take a cotton swab and dip it in rubbing alcohol. It should be damp, but not wet. 
Run the cotton swab around the outside of the keys. Rub the tops of the keys. If you 
have a laptop, follow the same procedure but take extra care with your machine. 
  
SPILLS 
If you have kids, you©re worried about spills. If it happens, disconnect the keyboard  
immediately and flip it over. Blot the top with a paper towel, blow air between the keys 
and leave it to air dry overnight. For laptops, liquid can easily penetrate the hard drive so 
turn the computer over immediately and leave it in that position until it dries.  
 
MOUSE 
Rub the top and bottom of your mouse with a paper towel dipped in rubbing alcohol. 
Open the back and remove the ball (only certain types of mouse). Wash the ball with wa-
ter and let it air dry. To clean inside the mouse, dip a cotton swab in rubbing  
alcohol and rub all of the components. Scrape hard-to-remove grime with your  
fingernail. Finally, blow air into the opening. Replace the ball and the cover.  

MONITOR 

Moisten a paper towel or a soft, lint-free cloth with water.  Don©t spray liquid directly onto 
the screen—spray the cloth instead. Wipe the screen gently to remove dust and finger-
prints. Never touch the back of the monitor. 

Finally, make sure that everything is dry before you plug your computer back in. 

DID YOU KNOW 
1  You can move a selected picture or clip by using the arrow keys. 
2  You can make text appear over the picture. In Publisher, select the picture, click the 
     little down arrow next to the “Bring Forward” Icon on the tool bar.   
     Click “Send to the Back”. 
3  If you hold down shift when you resize a selected picture or clip, it will NOT distort. 
4  On a selected picture or text box,  if you drag the little green dot, usually at the top,  
    the picture will rotate.  

How do I insert a page break? (Word 97—2003) 
 

Choose Break from the Insert menu.     Select the Page Break radio button.  
You can also insert a page break by pressing Ctrl+Enter with the cursor in the position for a 
break. 
(Word 2007) Click the Page Break in the Insert Tab 



TIPS FOR REDUCING E-MAIL OVERLOAD 
 

Slash the number of new messages 
Your first goal is to reduce the amount of incoming e-mail.  
So cancel subscriptions to unwanted mailing lists.  
The messages become a nuisance if you don’t have time to read them. 
A good spam filter reduces the amount of spam reaching your inbox. But don’t  
expect to eliminate spam completely. Some will still get through. 
Do your friends send jokes or chain messages?  Explain your situation and ask 
that they stop.   Hopefully, they’ll oblige. 
 

Respond appropriately 
Not all e-mail requires a response. If you receive an e-mail addressed to several 
people, you may not need to respond. If a response is required, it may not need to 
go to everybody. 
Be succinct; restrict your messages to a few sentences. Respond to messages  
immediately,  
 

Take advantage of subject lines 
Subject lines should relate to the body of the e-mail. So be as descriptive as  
possible. Subject lines that say things like "question" or "hello" should be avoided. 
Recipients won’t know what the message is about. And it will be difficult for you to 
categorize responses.    If you have a one-line e-mail, put it in the  
subject line.  
This will save you and the recipient valuable time 
 

Forwarding and copying 
Be courteous when forwarding an e-mail. Summarize the message and say why 
you’re forwarding it. This is particularly helpful if the e-mail contains several  
messages. 
 

Be disciplined 
Avoid the temptation to check your e-mail every few minutes. Check it every hour 
on the hour for important messages.    Set time aside each morning and evening to 
process your inbox. When you’re done, it should be completely empty.    
Make Folders under the Inbox and file messages you need to keep.  

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

IS THERE A FASTER WAY THAN THE THESAURUS TO FIND SYNONYMS?   
(Word 97 – 2003 and Word 2007)           You can see a list of synonyms by  

RIGHT-Clicking on a word, then left click 
Synonyms in the menu and a list of synonyms 
will appear on the screen.  
Unfortunately, some types of formatting disable 
this feature. For example, if the word is in a  
bullet or numbered list item, the synonym op-
tion does not appear when you right-click� �
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