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The Dating Game

Word lets you insert the cur-
rent date and time using a
variety of formats. For ex-
ample, the date could be
inserted as 11/25/05, April
25, 2005 or 25 November
2005. You insert the date
and time
by means
of the
Insert -
Date and
Time command.

You can insert the date and
timeastext or asafield.
Inserting the date as text has
the same affect astyping the
date into a document.

Fields, however, are up-
dated whenever a document
is opened or printed. For
example, imagine you cre-
ate a document on Novem-
ber 25, 2005, and you insert
the date asafield. If you

had open the document the

next day, then the date will
automatically be updated to
November 26, 2005. The
dateand time are inserted as
fields whenever the Update
Automatically box is
checked, as shown at the

cally option, then you will
lose the origina datethe
next time you open the
document.

To find the original date
that a document was cre-
ated, right-click the docu-

bottom- ment in My Computer or

right. Windows Explorer, choose
Properties, and click the
General Tab.

When to Use the Up-
date Automatically
Option

Maintaining the origi-
nal date in a document
may be important. For
example, thedateis 7
important in documents ¢/
such as business letters ¥
and legal agreements.
If you insert the datein

such documents using

the Update Automati- Use the Update Automatically feature if

you want the current date to always ap-
pear in your document

Point to the printer icon and
check the Printer Status (it
should read Ready). If not,
turn it off and on.

If it is still not printing—

double click on the icon and
pointing to the print job in

the queue, select

Edit—Restart

Tiu‘x{: To Make Your Computer Life Easier
# |solate Your Junk Mail with a Dual Identity

Making that lone purchase online
seems to have ingtantly spawned a slew of
junk e-mailsthat are now proliferating
your in-box. There' sagood chance that
your e-mail address was sold to numerous
vendors, which means that halting the
junk from pouring in is virtually impossi-
ble. Hereisan ideathough that my help
alleviate the nuisance.
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Why not set up anew e-mail
address exclusively for your online
shopping? Go to one of the many free
e-mail services on the Internet and cre-
ate anew account. After using this
new address it will wind up receiving
all your futurejunk e-mails. Then
each week just trash all the spam from
this so-called shopping address.
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ENDing the Hassle

SELECTING A RANGE
OF CONTIGUOUSENTRIES
If you're as much afan of
the <End> key as | am, you un-
doubtedly use that key to move
quickly to the end of any column or
row (or in Word, any line or docu-
ment). In Excel for example, let us
say your cdllpointer isresting on

pointer in thefirst cell and press
<End>, <Shift><Right>, <End>,
<Shift><Down>, and press
<Enter>.

The exhibit shown below
depicts arange of contiguous en-
triesin cells Al through G9. Plac-
ing your cellpointer on A1, follow

the key strokes as described and
you will highlight therange as
shown.

Once highlighted, you can
execute a number of tasks, such as,
copy, cut, create arange name, or
define aprint area.

cell C6, with acolumn of contigu- A | B | c [ b | E [ F [ G
ous entries extending to cell C275. L 1 1 1 1 1 1 1
If you press <END>, <DOWN> v 2 2 2 2 2 2 2
from your location, you will in- 3 3 3 3 3 3 3 3
stantly move to cell C275. Thisis A 4 4 4 4 4 4 4
much quicker than resorting to the 9 5 5 5 5 5 3 3
use of the down arrow or the page 6 b b B B B B B
down key. s 7 7 7 7 7 7 7
Did you know that you can N g i : : 8 8 8
highlight arangein the same quick 3 J J J J J 9 9
fashion? In Excel, place your 0]
Under the Sheets
When opening an Excel spreadsheet then change the default by _ il
you automatically have a hat trick worth selecting Tools— Options :
of worksheets at your disposal. If three and click General inthe Trépakn Geeoles | O ok

isn't enough, you can dways add more

Options Dial og box. W | caews | e Gerend
sheets by selecting I nsert —Wor ksheet Change the setting for tettiogs
from the menu. If three sheetsistoo Sheetsin new workbook to E
much and the sheet tabs are annoying, the desired number [ RIC] eference e I Erorot for mvibock cpates
you can easily remove those unwanted (perhaps you aways need ™ Jgrore cther ypcations ™ Prosvd (echadk vt sound
sheets by choosing Edit — Delete Sheet. more than the usual three). [ Zoom onnd with It
For those of you who grew up using Now all new workbooks
Lotus 1,2,3, you're not use to having will have the number of ¥ Recantly iead Fls kit |.|.__| i Wl Cobars
additional sheets unless you specifically sheets you specified. o e .
want them. If thisisan issue for you, e e o m
‘ ! e E Current Wiew  k |T Messages —_—
" A FoNTs are Fontastic } Messages with AutoPreview m
i T @0 Ta By Follow-Up Flag — Descripkion
Q.—H?w do | change the font within Outlook per- ' o ke Last Seven Days | Al |
manently? S
s . Flagged For Mext 5 ]
A.—You need to be within the Inbox in order to do Preview Pane =l e A Group By . |
Ny - By Conversation Topic
the following: %1 ALEOPrEviem Sort... |
From the menu sdlect s Bw Sender
\(éies\tN_(':ur(r:ent Vitan/' Trnlhars b Unread Messages Filter... |
ustomize Curren lew
. Sent T
Automatic For mat v e Other Settings... |
Click on font and change it from the default 8 pt Gy sche s Timeline
Tahomato your sa ection. % Sih: - — : Aukomatic Formatting. .. |
| Cuskomize Current Yiew...
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