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In this issue: 
 
� Use PIN to log into Windows 
� How to create desktop shortcuts in 

Windows 10 
� Why you need a password manager 
� Consider a high-speed scanner 
 

 
USE A PIN TO LOG INTO 

WINDOWS 8 or 10 
 
While it is possible to avoid using a 
password to log into your Windows 
computer, I do not recommend that at 
all, unless all you do is browse the 
internet or play simple games like 
solitaire.   
 
However, if you would prefer to use a 
PIN number to log into Windows, you 
can do that if your computer is 
running Windows 8, 8.1 or 10.  
Certainly, a 4 or 5 number PIN is 
easier than typing in a password. 
 
Rather than taking up space with step-
by-step instructions, just click on the 
following link and you will see good 
step-by-step instructions complete 
with 8x10 glossy screen shots.  It’s 
easy.  https://techjourney.net/create-
add-pin-code-for-login-in-windows-
10-8-1-8/  
 

 
CREATE DESKTOP 

SHORTCUTS IN WINDOWS 10 
 
Keeping the Windows desktop clean is 
a great idea.  The problem is that users 
sometimes want to put something on 
the desktop so that it is right there, up 
front so to speak, but unfortunately 
these files and folders have a tendency 
to remain on the desktop forever. 
 
What I do to solve this dilemma is to 
keep all files and folders in their 
proper locations and create desktop 
shortcuts so that they are still up front, 
but when I’m done with them I just 
delete the shortcut to remove it from 
the desktop, which doesn’t delete the 
file or folder itself. 

 
You can think of desktop shortcuts as 
disposable garage door openers for 
your files and folders. 
 
Shortcuts are easily identified by the 
arrow in the lower left corner of the 
icon on the desktop. 
 
In versions of Windows before 10, to 
create a shortcut was simple – just 
right-click on the file or folder, drag it 
to the desktop, release the right mouse 
button, and click on “Desktop 
Shortcut” instead of move, copy or 
delete.  Voila – there is the shortcut. 
 
In Windows 10, the process is just 
enough different that you need to 
know how to do it.  The process starts 
out the same – you right-click on the 
file or folder.  But where did the 
“Create Desktop Shortcut” option go?  
In Windows 10, instead of “Create 
Desktop Shortcut” you click on “Send 
To” and from there you will see an 
option reading Desktop (create 

shortcut) and that is where you click. 
 
The nice thing about the new process 
is that you don’t need to have space on 
the desktop showing so that you can 
drag the file or folder. 
 

 
WHY YOU NEED A 

PASSWORD MANAGER 
 
You can hide your head in the sand 
but you can’t get away from the need 
to use passwords to access…well, 
close to anything of importance on the 
internet.  Deplore it as you will, the 
need for secure passwords, and even 
2-part authentication (2 passwords) is 
necessary in the high-crime-rate 
neighborhood called the internet. 
 
I suppose that a few of you just leave 
your home unlocked when you leave, 
and leave your keys in the car, which 
is the equivalent of using poor 
password security. 
 

The main problem is forgetting the 
many passwords – each password you 
use should be different and unique – 
so people tend to use passwords that 
many grammar school kids can crack. 
 
The most common password issues 
weaknesses are: 
 
1. Using the word password as the 

password.  This is often cited as 
the most common password that 
people use.  A 5-year old could 
get into your online bank account 
with this, although most banks 
won’t allow such a poor 
password. 

2. A word in the dictionary followed 
by one or more numbers, such as 
Robin1 where Robin is the name 
of the user’s child. 

3. Your phone number, street 
address, ZIP code, or birthday. 

4. Using the same password over 
and over.  If someone gets this 
password they have the keys to 
your kingdom and all the gold 
within. 

 
What you need is a strong password 
which means a password that contains 
the following: 
 
1. At least one upper case letter 
2. At least one lower case letter 
3. At least one number 
4. At least 8 characters long 
5. A symbol, such as # or @ or $ 
 
Yikes!!! This is crazy!   
 
But wait; there is an easy 
solution…you can use a 
PASSWORD MANAGER. 
 
This is what a password manager can 
do for you with minimum fuss and 
bother: 
 
1. Generate passwords with 

absolutely random characters, 
different for each login you use. 

2. You can set password guidelines 
for generated passwords, such as 
being 12 characters long, 



containing, for example, at least 2 
symbols, and perhaps 3 numbers. 

3. Whenever you go to a website 
you just click the save button and 
the password manager saves your 
login (User ID and password). 

4. The next time that you go to log 
into a website in the password 
manager’s encrypted list, you will 
be asked for the master 
password and then the password 
manager logs you in. 

5. You don’t write down the master 
password – anywhere – except 
perhaps on a piece of paper you 
keep in a bank’s safe deposit box.  
The password is easy to 
remember because you will use it 
frequently and probably several 
times a day.  You also don’t give 
the master password out to 
anyone except possibly your 
spouse or significant other. 

6. All logins are stored in an 
encrypted database, so if you 
forget (so unlikely as to be almost 
impossible) the frequently used 
master password, you will have 
to go to your bank’s safety 
deposit box to find out what it is. 

 
I just don’t understand why everyone 
doesn’t use a password manager.  But 
then again, someone I know recently 
had their car stolen because he left the 
key on the seat of the unlocked car 
when he went into a store.  The car 
was eventually found in another state 
and he never did get back the 
possessions that were in the car.   
 
As I’ve mentioned in previous issues, 
the generally highest rated password 
managers are Dashlane and LastPass.  
They are free for use on a single 
computer and you pay a paltry annual 
fee for the Pro/Premium version that 
synchronizes between several devices. 
 

 
CONSIDER GETTING A 
HIGH-SPEED SCANNER 

 
My wife and I had an accumulation of 
well over a dozen large boxes filled 
with old income tax papers, 
documentation, insurance policies, and 
other “stuff” that we thought we 
would be dragging around forever – 
all taking up storage space in our 
home. 
 

After consulting with our accountant 
about how long we need to retain 
documentation for state and federal 
income taxes, retirement accounts, and 
so forth, we decided to just digitize 
everything.  We purchased a high-
speed scanner and, started scanning 
away.  After scanning, we dropped the 
boxes of original paperwork off at 
paper shredding events, held a few 
times each year at our local high 
school and also at a church.  What a 
relief to get rid of it all.  By the way, 
we of course made sure that 
everything is backed up and the 
backup kept in our bank’s deposit box. 
 
If you have a lot of old documents, 
here is what a good lower-priced 
scanner (under about $500) can do: 
 

• Scan both sides of documents at 
about 25 sheets per minute. 
 

• Place from 35 to 50 pages into the 
automatic document feeder 
(ADF) depending on the model of 
the scanner. 

 

• Automatically detect and remove 
blank pages (such as the blank 
backside of pages). 
 

• Automatically detect color or 
monochrome (all black & white) 
pages and scan them accordingly, 
because color takes a bit more 
time to scan and more storage 
space. 
 

• Save the scanned documents in 
any of several formats, although 
PDF format is the one most suited 
for this purpose.  Many scanners 
can also be set to also start an 
email message with the pdf file 
attached. 

 

• Allow you to do the following 
with the scanned sheets before 
saving them to a file:  

 
o review the scanned pages 
o rotate the individual pages 90 

or 180 degrees so all are 
upright 

o delete any pages you decide 
not to keep 

o pause for a while and then 
continue scanning 

o re-order the pages 
 

• Most of the scanners also have a 
few one-touch buttons on them so 
that you can just load the scanner 
and touch the button to start 
scanning. 

 
Staples and paperclips must be 
removed before scanning, as the 
scanner will stop scanning if a staple 
or double-sheet-feed is detected.  You 
can then correct the problem by 
removing the staple or double-feed 
and then continue the scanning. 
 
Small receipts such as parking lot 
stubs, narrow store receipts (Staples, 
Costco, and that type) require a bit of 
care to insert them into the feed tray 
and can require some stops to correct 
incorrect feeds, but with practice this 
becomes less of an issue. 
 
I see high-speed scanners most 
frequently in use at accounting offices 
(no surprise) and almost always 
Fujitsu brand.  There are other brands 
of high-speed scanners around, from 
Panasonic, Epson, and other name 
brands.  Each manufacturer has 
various models ranging up to 
supersonic speed scanners.  Most of 
my clients who are accounting offices 
tend to use the lower priced scanners, 
as do I, with price tags under $500 or 
so. 
 
If you have a lot of boxes of papers in 
the attic or garage, think about 
scanning the papers. 
 
 
 
This newsletter is a service to clients of Coastal 
Computer Care.  Please remember us when you 
need professional computer support or tutoring.  
If you are not currently a client but wish to 
receive this free newsletter, send me a request 
via email and I’ll be happy add you to the 
distribution list 
 
Disclaimer:  Coastal Computer Care presents 
information in this newsletter as a courtesy.  
The recommendations are made in good faith 
and are believed to be reliable and safe. CCC 
cannot, however, foresee every possibility and 
assumes no responsibility for any problems that 
may be encountered as a consequence of the 
recommendations.  Always backup your 
computer and make sure that System Restore is 
set to On. 


