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Have a wonderful
July!

Windows is changing
with every breath we take.
Over the next few months

look for articles from

past issues of CompuQuickTips
rewritten and updated
to reflect our newer computers
and the newer versions
of the software we feed them.
If technology keeps going
the way it is, old Mrs. Wizard
will always have something
to write about!

Tor the Fest of Uy

Check the software that was included with your scanner or printer. You may
already have at least an older version of Photoshop Elements. | used to scoff at
the software included with scanners and printers, telling people they were usually
sissy versions designed to make you want to fork out the big $ for the version that
really works. While 1 still believe this is mostly true, Photoshop Elements is no
longer included in my list of sissyware.

The latest version can be purchased for less than $100 at http://adobe.com
and contains enough of the Elements (hence the name) of Photoshop to make it a
very powerful tool without the expense of the full version. Here are a few tips and
tricks to help you make the most of it.

To open animage ...

Left click the handy File
Browser tab toward the
top of the main window.
Click the little up and
down arrow to the right of
the folder name to
navigate other folders on
your hard drive.
Photoshop Elements will
remember the last
folders you browsed, so
you won't have to. To
open an existing image,
double click it. You can
also left click and drag
any image from the file
browser right into the
main Elements window
to open.
To Crop ... Select

the Crop tool by clicking it (once) in the toolbar. Click and drag to

form a rectangle around the area you want to crop. You will see
the selected area become much lighter than the rest of the image.
Use the handles to adjust your cropped area as needed. Drag out to
make the area larger or in to make it smaller. When you are satisfied,
press the Enter key to complete the crop.

Rotating ... Click the word Image (at the top of the main window)
and choose Rotate. From the pop out menu, select the Canvas area
and choose how you want to rotate. This will rotate the whole picture.

Image Rotate is for individual layers.

Drag, Drop and Rotate ... once an image is opened, drag it into
another image to create interesting collages. A new layer will be
created for each image you bring over. You should see handles on
each layer image when you click it. If you don't, click the layer itself on
the layer palette on the right. These handles can be used to resize,
as well as rotate. If you move the mouse pointer a little away (but still
close) from any corner handle, you should see the pointer change to a
curved double ended arrow. When you see this, you can left click and
drag to rotate an individual image on a layer. Click in the middle of the image to
move it anywhere else on its layer. Once you have made your rotation or move,
you must press the Enter key on the keyboard to lock in your change and move on
to the next task.
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The History Palette ... Nothing is etched in stone here. If you make a mistake, use Mavigator L Info
the History Palette to undo each boo boo, one at a time. Click the History tab at the top of
the main window to see a list of things you have done, with the latest at the bottom of the
list. Click and drag the last item to the trash to undo that item.

Lighting Adjustments ... At the top of the main window, click the word Enhance. To fix
backlighting, select Adjust Backlighting and move the slider to Darker to darken the
background light.. To brighten the foreground, select Fill Flash and move the slider to
Lighter to add more light. Select Brightness and Contrast and move the sliders left or
right to adjust that.

The Hand Tool ... When you finish using any tool in the toolbar, click the Hand Tool. Itis a
neutral tool and selecting it will prevent accidental changes between other tools.

Fixing Red Eye ... There is a special tool on the Toolbar just for this. Zoom in on the picture so
you can see the area that needs to be fixed. Click the Red Eye Brush in the toolbar. At the top of
the main window, you should see a special menu bar for this brush. Click the color box to the right
of Replacement Color and choose a dark color. Click OK in the color box. Left click on the red part of the
eye to fill it with the replacement color.

Fiddling with Paint Colors ... Any time you need to, reverse the foreground and
background colors by clicking the little curved arrow to the top right of the color boxes on the @
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main toolbar. To set the colors, click each box. You will see a color selection window appear.
Click a color in it or click anywhere in your image. You will see an eyedropper appear and
can pick a color right out of the image. To set the foreground and background colors back to

default, click the little box to the bottom left of the color boxes. When the going gets
Working with Layers ... Layers are an important part of any good ~ J#tayers i Laye stries = ¥} tough, the tough

paint program. They allow you to make changes to parts of your Hoermal B opety: take a coffee
image, without disturbing the rest. Adding images and text to an Lwoe T T @ break.
existing image in Elements will automatically create a new layer. Use
the Layer Palette to manage your layers. When the Selection Tool is T 5 I

selected, clicking each layer in the palette will cause handles to

“+ appear so you can move, resize or make other changes at will. - o

Use the Layer Palette to rearrange layers by left clicking and
dragging from one position to another. Double click any layer name to

Rename. Some images can become very complicated, with many = ¢ Layar 1
layers. Try to be as organized as possible.
’. Fill or Adjustment Lgyers ... Click the Create new fill or . e &
— adjustment layer button at the bottom of
Solid Color... Thg layers palette for more specigl effectg. LALREA
- t is a great way to experiment with special
Gradient... effects. If you don't like it, delete the layer. If you think you might want to
Pattem .. keep it, turn the layer “off” temporarily by clicking the little eye to the left of the
layer in the layers palette.
Levels... Cleaning up with the Eraser Tool ... The Eraser Tool is a great way to
Brightness/Contrast... “rub out” certain areas of your
- layers. There are three to choose, &7, = &7 Erazer Tool E
H'-'E"_f Saturation.. and each has its own special 263 Background Eraser Tool E
Gradient Map... talent. Once you choose an eraser, 'S %2 Magic Eraser Too z
treat it like any other brush. e
Invert Choose the size and type from the
Threshold... special menu buttons that will appear at the top of the Elements window
Posterize .. when this tool is in use.

Saving Your Files ... You will need to save your files in the native
Photoshop format if you have used layers and want to use them again in the same image. These can
become pretty large files and are not appropriate to send to friends or post on the Internet. Not everyone
will have what it takes (Photoshop or Photoshop Elements) to open them. If you want to share, save a
COPY of your creation as a .jpg file. Click the word File at the top of the main window, and Save As. A
new window will appear. make sure JPEG is selected in the format box. Make sure you save it where
you can find it. Click SAVE to save your file. A Quality dialog box will appear. Choose a nice high quality
(it will make a larger file size). Click OK and you are done!
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Nostalgia:
The good old days
multiplied by a bad

memory...
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Make sure you always have the latest Adobe Acrobat Reader. It is absolutely FREE, and can be
downloaded at http://www.adobe.com. It doesn't hurt to at least check the Adobe website periodically to
see if there is a newer version available. This PDF Reader program is FREE and is such a necessary
tool. Many businesses use pdf files as a way to distribute documents. The IRS is a great example.
Check out the variety of forms available at http://www.irs.gov/formspubs/index.html.

While it is possible to view this newsletter with version 5, you will find the latest version has a lot
more options available. It just keeps getting better and better! You can tell what version you have by
clicking the word Help, then About Acrobat Reader. Any time you have difficulty opening a .pdf file, check
the version of your reader first. If you have installed any software recently, it is entirely possible it
installed an older version of Acrobat Reader as part of the installation, effectively disabling your more
current version. The only cure for this is to download the latest, uninstall ALL your previous Acrobat
Reader installations using the Add/Remove Programs in the Control Panel, then install the latest
version of your reader again.

The row of o H o= @& W My I-.- senciTen ~ [l E . [ - LU r'g;-.m. = Ea
buttons across
the top of the main window is called the Toolbar. If you let your mouse pointer linger over the different
buttons, each will tell you what it does. The Hand tool and the Zoom In tool determine how you will see
the pages. When the Hand tool is selected, you will see a little hand when you move your mouse
pointer over the pages. If you are viewing part of a page, hold the left mouse button down and use the
hand to drag (or push) the page up or down, left or right, to view different areas. The Zoom In tool, once
selected, will cause your mouse pointer to look like a magnifying glass when it is over the pages. Left
click once to “zoom in” on a page. Right clicking on the page will give you other options. When you are
finished zooming in, make sure you click the Hand tool again, to restore your mouse pointer back to
normal or each left click will zoom you in again and again.

You can only use one tool at a time. When you need to
change to a different tool, left click it once and use it until
you need another one.

In many PDF files (certainly this newsletter), you can
point and click to go from one page to another, even a web
site if you are connected to the Internet. As you move your c.;l'*';.
mouse over a pdf page, notice changes in your mouse
pointer. When you see the hand become a pointing finger,
you can single click with your left mouse button and be instantly
transported to a different page. A little W across the hand indicates
a web hyperlink. If you are connected to your favorite online service,
a single left click will cause your web browser to open, and the web
site will appear. Right clicking any page (when the Hand tool is
selected) will give you the option to Go Back to the previous page or view.

Click the arrows on the Toolbar at the bottom of the main window to move forward or back one page
at a time. Arrows with lines to the right or left will take you to the first or last pages. You can even use the
arrow keys on your keyboard. The left and . - !
right arrows take you forward and back one 1of8 b F*H [+
page at a time, and the up and down arrows
allow you to easily scroll your pages up or down. (Remember with Windows, there’s always more than
one way to get something done!) You might even want to do a little hunting on the far right side of your
keyboard and discover the PgUp and PgDn (page up and page down) keys. They do the same thing!

Back to the top toolbar ... Choose the view you are most comfortable with (Actual Size, Fit Page, Fit
Width) by clicking the page buttons. Depending on
your window size, these buttons control how you ' S o
see your pdf file on your screen. If you need larger @k Tl |:| ||;l| © 98% - ®
type, make your main window fill the screen by
double clicking on the Title Bar (at the very top of the Fit Width
window) so the Acrobat Reader fills your screen.

Then click the Fit Width button. All of the buttons in this area have to do with viewing size. The zoom
button is here, as well as the percentage of actual size indicator. Click the little down pointing arrow to
the right of each to see other options. You will see very quickly how the Acrobat Reader can be used to
help someone with special visual needs.

fram MS Office (the most expensive
to OpenCifice orgy (FREE to downlo
1 s2eing VWHHPerfect on a lot of ney

s and is st Py y 1
http://openoffice.or
Ird:erre I:: rIHI IEIL;L‘l IIIpILI.H\.nJ IARLTES ) ) %31
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The binoculars are your link to everything in a pdf document. Click them once (with your left ﬁ
mouse button) and a Find area will appear to the right of your document. This is much more &_
elaborate in the newest version of the Acrobat Reader and very XP oriented. Type in any word :
you are looking for and click the Find button to begin
your search. The entire file will be searched, and What word or phrase would you like to search for?
when your search word is found, you will be taken to
that page (with the word highlighted). Click the
binoculars again to repeat the search, and find the
next instance of what you are looking for. If you are Where would you like to search?
reading a long pdf document, this can really come in @ In the current PDF document
handy. These extra search capabilities are only

available if you download the FULL version of the (" All PDF Documents in

Ac_robat Re_ader. Itis a hef_ty (21.9 Mb) and will take | A My Documents &
quite a while to download if you have a modem
connection, but it is certainly worth the download
time. [ Whole words only
Selecting text and images for copying and [ CaseSensitive

pasting ...There are two different ways to select text or

images for copying and pasting from a pdf document. [ search in Bookmarks

Use the Select Text tool to highlight text the way you [ Search in Comments Serious error.
would in any other document. Once it is highlighted, All shortcuts have
you can right click the highlighted area and choose * Cearc disappeared.
Copy to place the text on the clipboard for pasting in b Screen. Mind.
any other document. Both are blank.

Select images for copying and pasting by clicking the little down
arrow to the right of the Select Text tool and choosing Select Image.
Left click once on any image and it will highlight. Then you can right
click it and choose Copy Image to Clipboard. r

There is a brand new tool in the latest version (6) of —

o |ﬁ: @% i

, Wiva

the Acrobat Reader. Click the Snapshot Tool and outline __J.%
entire sections of a pdf file. Left click and drag to draw 5= Cooy Imaos to Clpboard
an outline around an area. When you let go of the Snapshot Tool 8

mouse, a little window will appear letting you know your
“snapshot” has been sent to the clipboard. Open any
program you can paste into and use the _—
paste command (CTRL+V or click the 1 1 Edits
word Edit, and Paste). Your snapshot ! Com UQU|C le S {901
will appear as an image, text and all.
Neat huh? P . o .
Thumbnails and Bookmarks ... (4 {f/ 4 'f;"
Click the Bookmarks tab to the left of ,_7@3/" ZM - (,?jf {?— . ,{j
any pdf file to see if the author used it as
a navigation tool. In CompuQuickTips
you will find bookmarks a great way to
quickly navigate through the newsletter. It's a
clickable table of contents.
Click the Pages tab to see Thumbnail representations of each page.
== Options = = This is another great way to quickly go from one page to another.
B iivard Brocessing ] ; — Printing a pdf file is as easy as clicking the word File
— and Print. If you want to print something on both sides of the
paper, choose to print the Odd Pages Only in the print dialog
area. When finished, turn the paper over, reload the pages
and print it again, this time printing the other side of each
page by choosing to print Even Pages Only. What a
concept! The Acrobat Reader makes it easy.
R fn Jul Right Mouse Button ... Check to see different options
LIS available when you click the right mouse button. Remember, the right

mouse button gives you choices. The left mouse button makes things

happen.. Fiddling around with your Acrobat Reader is a great way to practice basic Windows skills.

[ Histograme ..
[ Gem - Acoustica M
|:.l‘. Tiny Treasurs . Cre

[ QuickTips
[ Editors Desk

] I Signatures IBookmnrlw
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Explorer Bars ...

' Toolbars L4

When you open any folder on an XP computer, the side window area is a little different from older
versions of Windows. It is called the Explorer Bar, and there are plenty more where that came from. You
can use the same Explorer bars in both Internet Explorer and Windows Explorer. Some of the Explorer
bars (History and Favorites) are associated in our minds more with Internet Explorer, but they are just as
available when you have a regular folder opened.

Click the word View at the top of any folder window or Internet
Explorer window. Hold your mouse over the words Explorer Bar and

| Status Bar S‘f’amh t{:ﬁ Folders tel” your choices will appear. You may have more or less than my
Explorer Bar ¥ | Search Ci<E | example, depending on what software you have installed, but
L E. 'Ea-mn‘tes Cirls] common ones will be Search, Favorites, Media, History and Folders.
Thumbnails —— Choose any Explorer bar and it will appear as a pane on the left
| Tiles | Mediz side of the main Internet Explorer or Explorer window. To make it go
— | History Cir+H away, click the little X at the top right of the Explorer bar itself.
_— Adobe FDF
List | Copemic Agent Result L e g
v QEtEI"S | PEMIC Ag= — Re | EM Ve Fevoites  Toow  Hso =
Besearch & S o e b e Y
Iﬂnange lconsby ¥| | Folders == 5 ﬂ.&.
I[_:]'IDCISE Details... v | Tip of the Day ik “:!mmﬁ-::w
= M| Dsoss o
: P e Py
Click once so a check S ey iy arlarits G
appears next to the words Tip of m‘_‘,‘ | | Anesmma Pl Pakler Bjajaus &:50PM
g e Br b e Frader SR LG A
the Day to turn it on and every a *cfaan PP 23304 &20Pm
day a new tip will appear at the 4 HE e o Lol
bottom of your Explorer o M A
. oot 11172007 & 30PN
windows. Neat Huh? e Foites T1L20M B 24K
Choosing the Search bar erfloeen AN

You know you're a
GEEK when:
You need to be
pried from your
computer by the
Jaws-of-Life.

will cause the Search Assistant A Erctburn Py Pl P 1o

. " [T T IO
to appear It WI” be set <:€- Tiau can by wvord in B Ackress bar sl press CTRL HTER b o Scally add bt e, and . com onmther sde of e [ 5
automatically to look in the

e

current folder (handy). When et i i Kairid 4|
you sear using the Explorer bar, & imiiaEs g9
the results will appear in the Pt [ EN | Vew || Fovvars | Took e &
main Windows Explorer window. . * 2 e o F-

The Favorites bar will display s v coome
the contents of your Favorites i gt et
folder. While most use it for i ::mm Fie Fuser
Internet Favorites, it can be used gl___w':_‘ e gl
for other things. If you need a iy :m iy
folder or document frequently, g:::. :E e
create a shortcut to it and store  Srucsr i riePatr
the shortcut in your Favorites = o g
folder, then use the Favorites h i 252 s P e
Explorer bar as a way to move to ?m FaFae
the folder or open the file. - Spmenoan ey

The History Explorer bar :gx'““‘ iz
shows what web sites you have M ergtren, vhe Fis P
visited and what document files -:‘%ﬂf’.mﬁnm S R
have been opened recently. Like o AR R g LA,
the Favorites bar, it is used +eepucts smactat  rp Conpuster A

mostly in Internet Explorer, but it

can also help you find your way back to a recently used document. This can really help if the document
you want is no longer available via the Start menu’s My Recent Documents folder. It can also help if you
want to go back to a recently visited web site and you don’t want to open Internet Explorer to do it. When
you open a web site in Windows Explorer, the window automatically becomes an Internet Explorer
browser window. To see the names of recently opened documents in the History bar, open the Today
folder, then open the folder named My Computer (or your computer’s name).
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Tiny Treasures ...  MouseZoom

Just when | thought | had found all the Tiny Treasures worth finding! This little Treasure is only 28 Kb.
By the time you click the link and the save button to download it, it will have arrived!

WOW! It's a color picker AND magnifier all in one! There is nothing to install, just download and
unzip the file, put it anywhere you want, and click to run it. Since it is so nicely self contained, it won’t
write any extra files to the registry and won't modify any files outside its own folder. You won't see any
adware or spyware either.

The magnifying window can be resized. Make it as small or as large as you need. Put your
mouse pointer in the title bar of the window and drag it anywhere you want. The screen will magnify
wherever your mouse pointer is.

| love the way it does double
duty as a nice little color picker. As a
web designer, I'm always needing the
Red, Green and Blue numbers for
web pages. This makes picking a
color (anywhere on the desktop) so
easy!

Registration is FREE and easy.
Actually, it is an interesting marketing
idea. Type in your name and answer
a couple of questions (hint: the
answers are right on his web site).
That's it! Hit the Send answer button

Red 252 Hus 36 Abzolute: [B6E, 348]  Cyan 0 ; ; ; ;

Greern: 214 Lo 142 Relative: [FB5, 243)  Magenta: 38 and you will receive your registration
Blus: 32 5Sab 248 HewColor FCDEZ20  “Yellow: 220
Prezz any ke to meazure distances. Black, 3 I worry about
never happen.

. . Worrying works!
information on the next page. 90% of the things

http://www.neuber.com/free/mousezoom/index.html

summer surfing ...
You won't even get your feet wet!

Brush up on your typing (online)
http://typingweb.com

Tan Through Swimware and Shirts - Get a tan without exposing yourself!
http://tanthrough.com

Great place for nostalgia candy - | love the horehound drops!
http://discountcandy.com

For your listening pleasure
http://live365.com

Free Fonts
http://simplythebest.net/fonts/index.html

Young Son’s Web in Texas
I taught him everything he knows - about web design. He’s still learning.
http://dansshootingsupply.com
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The cure
for boredom
is curiosity.

There is no cure
for curiosity.

:“’/’ % 3:} Paste Special ... When you copy text from the Web or other
‘ 455

Control Your Sounds ... Personally, | like the old
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documents and paste into a Word file, MS Word will reproduce @ Paste Ctrl+V
the typeface, color, and font size from the original page. If you Pasts Specia.

don’t want this to happen, click the word Edit, then Paste Special —— B

and choose Unformatted Text.

Ditch the Helper ...XP users have an extra little helper when they are

searching folder. Yes, the old Microsoft doggie or little Clippit is

You rang? right there to assist, sometimes to the point of irritation. There is no

What would you like to do? obvious way to remove the little darling either. Actually, all it takes is

: a right mouse click. Remember, the right mouse button gives you

Choose a different animated choices, and here is a perfect example! Right click the little helper
character and tell him his services are no

Turn off the animated longer needed.
character Alphabetize Your Favorites ... If you
Dio'a ik have a lot of favorites, it can be a

mess trying to find what you want.
Alphabetizing can make things
much easier. Here’s how.

In Internet Explorer, click the word
Favorites at the top of the main
window (not the button next to the
star). Right click any link on the list.
Click the words Sort by name. This
will first alphabetize any folders, then
the individual listings.

Organize with Folders ... The My
Documents folder is the perfect place to store personal files. It is
easier to find and back up your stuff when you know exactly where it

is. Use folders to organize exactly the way you want. To create a new
folder, right click any empty area in the My Documents folder and choose New, then New Folder. Give
your folder a name and drag and drop files right into it.

familiar sound when Windows first boots up, and
shuts down. If you don't, you can turn it off or
change to a different sound. Here’s how.

1. Click the Start button, go to Control Panel and
click Sounds and Audio Devices.

2. Click the Sounds tab and click the down
arrows under Sound Scheme to select No
Sounds.

3. Pick and choose certain sounds by scrolling
the Program Events area. Click the sound you
want to change, then click the Browse button to
find and select the sound you prefer. Click Apply,
then OK to lock it in.

Select

4. When you have your sounds set the way you Shew Taclbar Bard
want, click the Save As button at the top (under %
Sound Scheme) and give your new sound . Syatem Natilcaton
scheme a name. This way you won'’t need to @B Windaws Lagaft

. Windaws Lagan

Vindowe 2 Savpvar 14 |8

reinvent the wheel each time. Save as many
different sound schemes as you want and switch
around any time you want. Click OK to lock in
your changes.

Record Your Own Sounds ... You can record and ———— - '

use your own sounds. All you need is a
microphone hooked to your computer and the
Sound Recorder program in Windows. Click the Start button, then All Programs, Accessories,
Entertainment and Sound Recorder. It is very basic, and what you will end up with are .wav files. If
you need more versatility, visit http://acoustica.com for my favorite audio tools.
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Editor's Desk

This FREE newsletter is dedicated to taking the mystery out of computers in an
entertaining, informative way. If you have any questions or comments, please, drop me
a line, give me a call or email me and let me know what you think and would like to see
addressed in future issues. | really enjoy hearing from you and am happy to help. You
can receive e-mail notification when this electronic version of CompuQuickTips is ready
each month by visiting Mrs. Wizard’'s Web listed below. You will be able to receive it as a
pdf file in your browser or save it on your desktop. Download the latest version of Adobe
Acrobat Reader for FREE at http://www.adobe.com.

Help support CompuQuickTips by ordering Mrs. Wizard’'s CD Essentials when you
visit http://mrswizard.com. Look in the Special Offer section for more information and
other ways to help. Due to popular demand, the latest version of the CD has ALL the
past newsletter issues (since 1995). Acrobat Reader (the latest version) is on the CD
for you to install with one click of your mouse, as well as lots of Mrs. Wizard’s favorite
graphic shareware programs. This is a terrific learning tool! Just pop in the CD and
have fun!

If you want ALL the daily quick tips in one place, as well as lots and lots of custom
wallpapers for your desktop, think about joining the Happy Dragon Club at the
mrswizard.com website. A very small (one time) donation will get you access to a
growing number of Members Only goodies.

Sincerely,

Cindy ONeal
&

Mrs. Wizard’'s Webs
http://mrswizard.com
http://compuquicktips.com

In August ...

Cleaning Systray
The Quick Launch Toolbar

Your Personal Computer Tutor

Cindy O’Neal
1565 Wood Farms Drive
Cordova, TN 38016
901-753-6990 901-753-6039 (fax)
mrswizard@mrswizard.com

Mrs. Wizard's Web Design Team
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