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	TOPIC
	QUESTION - SITUATION
	ANSWER - SOLUTION

	General 
	Monitor – blank display 

Hooking up a computer
	Be very careful plugging in your keyboard and mouse.  If they are not in the correct location (even though they fit in the incorrect location) there is a possibility that your monitor will not display.  




        ~~One of those “strange” things.

	General 
	[image: image2.bmp]My CD drive won’t open, what should I do?
	There are probably “open” system programs going on in the background that you cannot see.  Keep the button held in firmly several seconds rather than just pushing it in.  If that doesn’t work, exit everything properly, turn off the computer, wait several seconds, start again.

	Word
	What is the correct number of spaces between sentences?
	After much discussion at the 2002 Computer Course of Study meetings, including comments about what is required in some BGSU classes, and researching on the Internet, it was decided Otsego will use only one space after a period.  The use of proportional spaced fonts in word processing is thought to provide sufficient spacing with one space, as opposed to the two spaces required using the mono-spaced fonts of traditional typewriters.

	Windows
	Print a file without opening the document
	In Windows Explorer, right click the file, click Print.  You may use the control key to select multiple files, right click; they will all print.

	Windows
	When I opened the document on a different computer the fonts weren’t the ones I used.


	Not all computers have the same fonts.  Some may have been added during the installation of a different program; different versions of Windows have some different fonts.  You may either change the font name in the original document, or install a specific font on the other computer (unless it is Windows XP requiring an administrator).

Install a font – copy the font file (on C in the Windows folder there is a Fonts folder with each font’s file) from one computer and paste it into the other computer in that computer’s Fonts folder within the Windows folder on C.

	Word
	When I’m typing in Word, all of a sudden the font style and size changes from what it was at the beginning.  What’s happening?
	Most likely a file with some formatting was accidentally saved as the default (when you started the new document the program opened the “default”).  To “fix” this:  start a new document, highlight everything (even nothing, since there might be “hidden” characters such as paragraph markers, tabs, etc.) by using CTRL-A, press the delete key, from the menu bar click Format – Font – select your choice – click the Default button in the lower left – click OK.  The next time you open a new blank document, it should be as you wanted it.

	Word
	When I type a correction, it erases the letters next to where I am typing.

Overstrike
	In “overstrike” or “insert” mode the characters that have already been typed will be replaced by the new characters as you type the.  The normal mode just moved the old characters to the rights as you type new characters.  The letters OVR appear at the bottom of the window when overstrike is on – to turn it off, just press the “Insert” key on the keyboard.

	Excel
	I want to change what I have in a column, so that it is in a row.  Do I have to retype or is there an easier way?
	You may “transpose” columns to rows and vice versa.  Select the cells that you want to switch. Click Copy. Select the upper-left cell of where you want it pasted.  On the Edit menu, click Paste Special.  Select the Transpose check box. 


