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We guarantee to improve your 
computer skills . 

You probably knew it was 
coming but it is now  
definitely here. Those of 
you whoôve just got to 
grips with Office 2007 
may be tearing your hair 
out at the thought of yet 
another version of Word, 
while those still getting 
by with 2003 are  
probably wondering what 
the fuss is about. 
 
Office 2010 is Micro-
softôs latest incarnation of 
their Office suite. For 
those of you not familiar 
with it, it includes such 
things as Wordða word 
processor, Excelða 
spreadsheet, Power-
Pointða presentation 
package and Outlookðan 
email management  
program. 
 
New computers often 

have a trial version of  
Office installed on them. 
If you buy a new machine 
this trial version will now 
be 2010 rather than  2007. 
If you are purchasing  
Office it is the 2010 ver-
sion that you will find on 
the shelves. 
 
So whatôs new with  
Office?  
¶ Publisher and Outlook 

now have the new  
ribbon tool bar. 

¶ The tool ribbon can be 
customized. 

¶ Additional tools for 
editing photos within 
programs such as 
PowerPoint. You can 
make adjustments such 
as brightness, contrast 
and cropping. 

¶ Videos can be trimmed 
and you can add fades 
and effects. 

¶ The paste func-
tion now has a pre-

view. 
¶ There are facilities for  

uploading documents for 
sharing over the internet. 

¶ óFileô is back on the tool bar. 
¶ óBackstageô is a new view 

for finding your files. 
 
Those of you used to 2007 
wonôt find a great deal of  
difference in programs that  
already had the tool ribbon. If 
you are updating from an  
earlier version you may find 
there is a bit of a learning 
curve. Should you need any 
help getting to grips with the 
new package give us a call on 
4272 3559. 
 
If your current version of Of-
fice is doing what you want 
then there is no need to rush to 
upgrade. You may, however, 
eventually have issues with 
compatibility or lack of  
support. 
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O ne of the  

commonest problems that 

computer users have is  

understanding how their 

computer is organised and 

in particular, how to find 

their documents, pictures 

etc. We actually use a pile 

of boxes to try to explain 

this difficult concept, or 

reference a filing cabinet if 

there is one handy. The 

thing isðonce you under-

stand how your stuff is  

organised, life is so much 

easier.  

Understanding how to  

create folders and organise 

files is one of the most  

fundamental things to 

know about your computer. 

You should be free to store 

your stuff (documents, 

 pictures, music, videos, 

downloads) where you 

want to. You should be the 

one in chargeðmaking 

folders to store your stuff 

in and putting them where 

you want to. That way you 

know where everything is 

and can easily find things 

again. 

The diagram above gives a 

generalised view of how a 

computer is organised. 

Computer is at the top and 

is split up into drives. All 

computers have a C drive 

and this is usually where all 

your stuff is stored. Some 

computers have a D drive 

which may have a restore or 

backup function. Most will 

have a CD/DVD drive. 

D,E,Fé. To Z are the 

Other Drives. 

The C drive has your soft-

ware on it (Other Stuff) and 

all user accounts (Users)ð

one of which is yours. Your 

Account might be the only 

account if you are the only 

person using the machine. 

Under Your Account will be 

a number of folders created 

for you by Windows. These 

will vary depending on the 

operating system but usually 

include a folder for  

documents, one for  

pictures and one for music. 

You are not limited to these 

folders and can create as 

many as you need and nest 

them within each other. 

 In the example  

below the Pictures folder 

contains folders for  

Holidays and Family 

Events. The holiday folder 

is split into Queensland, 

Thailand and Europe. 

Europe is split into UK , 

Germany and Italy . Family 

events are split into  

Weddings, Birthdays and 

Other. It is possible to 

move, copy and save  

pictures to any of these  

folders. 

Some programs try to do 

your filing for you but this 

can be just as confusing. 

There is no substitute for 

understanding the folder 

structure on your computer. 

If you feel you 

want some 

help getting to 

grips with the 

mystique of 

files and  

foldersðgive 

us a call. 

How do your 
folders grow? 

How did businesses  

organise their paperwork 

before the invention of the 

filing cabinet? The answer 

is with great difficulty. A 

system of pigeonholes was 

used. Papers were folded 

and placed in envelopes 

which were then sorted into 

the pigeonholes. The  

procedure was time  

consuming and it was  

difficult to retrieve papers 

when needed. 

Edwin G Siebels invented 

the horizontal filing cabinet 

in 1898. His invention  

consisted of a series of 

wooden filing boxes in 

which papers could be 

stored in large envelopes 

standing on end, separated 

by guide cards.  

Unfortunately, he was  

unsuccessful in applying 

for a patent but thirty-nine 

years later, the  

manufacturers ,Globe-

Wernicke, presented him 

with a bronze plaque in  

acknowledgement of his 

contribution in pioneering 

the filing cabinet.  

Siebelsô filing system  

revolutionised record  

keeping and helped  

businesses everywhere. 

Modern filing cabinets still 

have the same basic design 

today 
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Where would 

we be without 

filing  

cabinets? 
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