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TURN OFF THE TASK PANE 
IN MS OFFICE 

 
Whenever you start up Microsoft 
Office 2003, a large amount of real-
estate is taken up by the Getting 
Started task pane displayed on the 
right side of the window. 
 
If it annoys you as much as it does me, 
here is how to turn it off: 
 
1. Start up an Office application 

(Word, Excel, Access, etc) 
 
2. Click Tools on the menubar, and 

then click Options on the drop-
down menu. 

 
3. Click the View tab 
 

 
 
4. Uncheck Startup Task Pane in 

the upper left of the checkboxes. 
 
5. Click the OK button. 
 
No more Startup Task Pane when you 
start an Office application. 
 
You can always display the Startup 
Task Pane by clicking View on the 

menubar and then clicking Task 
Pane. 
 
 

INTERESTING WEBSITES 
 
Tired of the same-old-same-old?  Here 
are some interesting websites you 
might find interesting. 
 
www.repairpal.com is the place to find 
out about auto repairs.  Put in info 
about your car and what repair is 
needed, and oh yes your ZIP code, and 
you will get a good idea of what the 
repair should cost.  It will even let you 
know where you can go for the repair. 
 
www.billshrink.com will let you know 
what wireless (cell phone) carrier is 
the least expensive for how you use 
your phone.  Enter in what you pay 
each month, your ZIP code, and 
answer some questions about how you 
use your phone, and billshrink will 
give you some good info about which 
plan is best for you as well as how 
much you might save. 
 
www.radiotime.com is a good site for 
finding online radio stations around 
the country. 
 
www.wolfgangsvault.com gives free 
access to recordings of live shows by 
various performers.  These aren’t 
funky recordings, but rather, master 
recordings from many reputable 
sources.  Definitely worth checking 
out if you yearn to see the Allman 
Brothers, Muddy Waters, etc. 
 
www.catalogchoice.org is a free 
service that lets you refuse catalogs 
that you receive in the mail.  Get rid of 
a lot of junk mail and save a few trees 
in the process. 
 
http://farecast.live.com/ tracks plane 
fare pricing trends.  Look up your next 
air travel and you will find the prices 
over the previous few weeks as well as 
a recommendation about whether to 
buy now or wait. 
 

www.hulu.com is the major way to 
watch TV on your computer.  Many of 
the current crop of TV shows – as well 
as older shows – are available free of 
charge on hulu.  It is the TV website 
of choice.  Did you miss the latest 
installment of Dancing With The 
Stars?  Are you looking for old shows 
like Perry Mason?  This is where you 
will find them. 
 
www.eshipper.com is a service that, 
by doing a lot of shipping, can include 
your package(s) and get them shipped 
at significantly discounted large-
volume shipping rates.   

If you’re only going to ship a few 
packages now and then, you can avoid 
the $20 enrollment fee by going to this 
site from one a partnered website such 
as www.shippingsidekick.com.   
 
Speaking www.shippingsidekick.com, 
this is a nice website that compares 
costs of shipping from the 4 major 
carriers - USPS, DHL, Federal 
Express and UPS. 
 
 

SELECTING A NOTEBOOK 
 
I frequently see people using a 
notebook computer that is just not 
right for them.  Considering that over 
half of all new computers are 
notebooks, I’d like to make some 
suggestions on how to find a notebook 
computer that is best for you. 
 
Will you be traveling with it a lot, or 
only rarely.   
 
If you will be using the computer 
mostly at your home or business, then 
get one with a large easy-to-read 
screen and as much computing power 
as you can afford.   
 
On the other hand, if you will do a lot 
of traveling, then lugging around a 
huge 10 lb notebook (not counting the 
weight of the power supply and other 
stuff you will be carrying) then 



consider a small notebook.  You can 
get a  
 
Whenever I see someone hauling 
around a huge notebook computer, I 
wince.  But then again, maybe it’s 
better than going to a fitness center 
and lifting weights. 
 
If you carry the notebook around with 
you a lot, then consider one of the new 
mini-notebooks.  They aren’t the 
fastest in the world, but they are light 
(around 3 lbs) and small.  And at 
under $500, the prices are certainly 
right.  A recent review in the 
December issue of PC World 
magazine, gives the Acer Aspire One 
and Lenovo IdeaPad S10 top marks.   
 
 

ORGANIZING YOUR 
DOCUMENTS 

 
Think of a building with a single large 
room, and everything you have in 
there somewhere, but with no 
particular organization.  Finding 
something is easy if you have only a 
few things in the room, but as it gets 
piled higher and higher with stuff, it 
becomes increasingly difficult to find 
anything. 
 
So, in order to find something, you 
divide the room into smaller rooms, 
and into each room you put some 
closets.  It’s better, but not that good, 
so you add many file cabinets, and file 
folders, and so forth.  Aha!  Now 
you’re getting it organized and under 
control. 
 
Computers store everything – 
programs and data – in files and store 
them on a hard drive.  If everything 
was tossed willy-nilly, onto the hard 
drive, computers would be pretty 
disorganized, and you wouldn’t be 
able to find that Great American 
Novel you’ve been working on. 
 
Fortunately, computers come with 
least a basic organization for the 
programs (think of them as tools) that 
are used.  The hard drive is organized 
into folders into which files are put so 
that they can be easily found.  Often 
there are folders within folders – 
called sub-folders in order to better 
organize the files. 
 

The only files you’re really interested 
in dealing with are the data files that 
you create; letters, songs, videos, and 
so forth. 
 
Each program on a computer is in its’ 
own folder.  Usually, but not always, 
the publishers of programs put their 
programs into the Program Files 
folder on a hard drive. 
 
For years, Microsoft has put a My 
Documents folder onto each computer 
as a place that data files could all be 
stored and easily found.  
Unfortunately, until a few years ago, 
each program would store its’ data 
files in their own program’s folder, or 
one of it’s’ subfolders.  The good 
news is that recently, most program 
publishers are recognizing that storing 
data in the My Documents folder is a 
good thing for users, and they’re 
starting to do so. 
 
Why is this a good thing?  First of all, 
you know what room of the house (so 
to speak) all data files are in.  
Secondly, if you want to backup all or 
some of your data, you only need to 
back up all or parts of the My 
Documents folder.  Simple! 
 
Here is what the folders structure 
looks like: 
 

 
 
Notice that the basic folder is the My 
Documents folder and that it is the 
furthest left. 
 
The image shows that there are several 
subfolders within the My Documents 

folder, only 4 of which are displayed 
(Access databases, Adobe, Aikido, 
and CCC EXCEPT WEBSITE). 
 
Notice that the CCC EXCEPT 
WEBSITE subfolder is further divided 
into its’ own subfolders, listed below 
it.  These subfolders, in turn, 
sometimes have their own subfolders, 
and so on. 
 
Of course, there are exceptions to 
most rules, and here are some I’d like 
to mention regarding the My 
Documents folder: 
 
1. Each user, who logs onto 

Windows separately, has their 
own My Documents folder. 

 
2. Email, user Desktops, and internet 

Favorites (or Bookmarks) are not 
usually stored in the My 
Documents folder and will not be 
included in backups unless you 
specify their location when you 
set up the backup. 

 
3. You don’t have to store your 

documents in the My Documents 
folder, but it is very convenient to 
do so. 

 
4. The Windows Desktop that you 

see on your computer is actually 
just another folder.  The Desktop 
(folder) is convenient, but I 
recommend that you avoid 
cluttering it up with files and 
folders.  Keep your desktop clean 
and put data into folders in you’re 
My Documents folder. 

 
That’s a primer on how documents are 
organized in a Windows computer. 
 
 
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. 


