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SHORTCUTS 
 

If you use Microsoft Word, here are 

some shortcuts that you may find 

handy.  Many of these shortcuts also 

work in other programs as well. 

 

Quick highlighting: 

 

Double-click on a word highlights 

that word. 

 

Triple-click anywhere in a 

paragraph highlights the entire 

paragraph. 

 

Ctrl+A highlights everything in the 

document. 

 

Things you can do w/selections: 

 

Shift+F3 toggles whatever is 

highlighted between (1) all lower case 

letters, (2) all UPPERCASE letters, 

and (3) Initial caps with only the first 

letter of each sentence in upper case 

and everything else in lower case. 

 

Ctrl+B makes everything in the 

highlighted selection boldface font. 

 

Ctrl+I makes everything in the 

highlighted selection italic font. 

 

Ctrl+Z is an undo, that reverses the 

last action you did or typed.   

 

F4 repeats your last action.  For 

example if you typed several words, 

pressing F4 will repeat those words 

(sort of like highlighting what you just 

did, copying and pasting it).  

Alternately, if you just did a search, or 

formatted some text, F4 will repeat 

what you just did.  You’ll have to play 

with this one for a while to see what it 

can and can’t do, but it’s worth the 

time.  Also you can use the F4 key 

repeatedly.   

Ctrl+F6 will toggle among different 

documents you have open in Word. 

 

Shift+F5 jumps to the last change that 

you made in a document.  You can 

continue using this shortcut to go back 

to earlier changes. 

 

 
DEMYSTIFYING FIREWALLS 

 

Hopefully everyone reading this is 

using a firewall to protect their 

computer against attacks from within 

and without.  If not, please get one and 

use it. 

 

Unfortunately, I find that many people 

don’t know how to use a firewall, and 

often make the wrong choices.  Not 

only can this open your computer to 

attacks from viruses & spyware, but 

often, a program you’re working in 

may stop working until you make the 

correct decision in the firewall 

advisory popup.   

 
A simple one-way firewall provides 

protection against “black hat” hackers 

attempting to gain access to your 

computer over the internet.  Like the 

guard at a gated community, nobody 

gets into your computer over the 

internet unless authorized.  Normally, 

there are only two reasons for a 

connection initiated from outside of 

your computer. 

 

You have established a connection 

with a web site (bank, merchant, etc) 

who requires that a secure, encrypted, 

connection be established between 

your computer and theirs.  This 

assures the privacy of data transferred, 

such as your credit card or bank 

account information.  Once you have 

connected to the website, the firewall 

will note that a new connection is 

being requested by the same website 

that you established a connection with, 

that the connection is a “secure” 

connection, and will allow the 

connection to be established.  

Whenever this happens, you will 

notice that the http at the beginning of 

the website’s address (i.e. 

http://www.yahoo.com) has been 

changed to https with the additional s 

denoting a secure connection.  You 

will also notice that the image of a 

padlock is displayed, usually in the 

status line at the bottom of your 

browser.  Some browsers also change 

the color of the Address Bar on the 

browser from white to yellow.  These 

are all signs of a secure, encrypted 

connection. 

 

You specifically want to open a “port” 

on the computer (think of a port as a 

doorway and you computer has 

thousands of ports, almost all of which 

should be securely closed by the 

firewall – that is what the firewall 

does, it’s the doorkeeper.  One reason 

for specifically setting the firewall to 

open a port is to allow remote 

connections, such as might be 

established by Window’s Remote 

Assistance or Remote Desktop 

features, or by a remote access 

program such as PC Anywhere or Go 

To My PC. 

 

A two-way firewall provides 

considerably more protection for you, 

and can be compared to a prison guard 

who lets nobody in OR out without 

permission.  Why do you need a two-

way firewall?  Because many viruses 

and malware (spyware, adware, etc.) 

hijack your computer without your 

knowledge and then go through the 

firewall from the inside, to download 

popups, send spam (unwanted email) 

all over the world, or send out a log of 

all keystrokes you made (which may 

contain your private information, 

financial account or credit card 

numbers). 

 

How to use a firewall: 

 

Firewalls automatically block 

incoming requests for an internet 

connection and there is nothing you 

need to do.  In fact, you will rarely be 

advised that an incoming attempt to 



connect to your computer has been 

blocked. 

 

Unfortunately, firewalls are no smarter 

than a screwdriver and don’t know if 

you or a hijacker has requested access 

to the internet.  Therefore you will be 

alerted whenever any program tries to 

access the internet.  This can be 

overwhelming, but is really fairly easy 

to handle. 

 

After installing a firewall, the first 

firewall notification will probably be 

that your browser (Internet Explorer, 

Firefox, etc.) is trying to access the 

internet.  I’ll use Internet Explorer for 

this example.  Also, I will use graphics 

from the ZoneAlarm firewall for 

illustration purposes, but other 

firewalls work essentially the same 

way, except that the word deny may 

be displayed as block. 

 

You will be asked if you want to 

Internet Explorer to access the 

internet.  If you click the deny button, 

Internet Explorer will not be allowed 

to access the internet, which means 

that you won’t be able to connect to 

the internet.  If you shut down Internet 

Explorer and start it up again, the 

same firewall message will be 

displayed.  This time, if you click the 

allow button, you will be allowed 

access to the internet. 

 

Of course, in this case, you don’t want 

to be bothered with this message every 

time that Internet Explorer is 

displayed, so you can place a check in 

the “Remember this action” box, 

before clicking the allow button.  The 

firewall will then remember your 

decision and you won’t be bothered 

with it again – for Internet Explorer. 

 

How do you decide which programs to 

allow, which do deny, and which 

decisions you want to remember? 

 

Although the free ZoneAlarm Basic is 

an excellent firewall, it is not very 

helpful and you have to make every 

decision yourself.  Look at the name 

of the program that it trying to access 

the internet.  If you are using Quicken 

and Quicken.exe is the program, it’s a 

pretty good guess that this is 

acceptable.  But most programs do not 

have so easily descriptive names.  For 

example, the Quickbooks update file 

is named qbupdate.exe.  To check on 

what is trying to get through your 

firewall, bring up your web browser 

and do a Google or Yahoo search for 

the complete filename (such as 

jusched.exe or qbupdate.exe).  If the 

program is a known virus or spyware, 

the first several search results will 

probably tell you that.  Also, if the 

program is legitimate, such as Norton 

Anti-Virus’ Live Update, you will find 

that out also.  If in doubt, always deny 

once and see what happens.  You can 

always allow access the next time a 

request is made. 

 

There are more helpful firewalls 

available, such as ZoneAlarm Pro, 

Norton firewall, McAfee firewall, and 

some others.  The publishers of these 

firewalls keep track of notorious bad 

programs and also of commonly used 

legitimate programs.  When you are 

notified that the program is attempting 

to access the internet, the program will 

also provide a recommendation.  

Generally, accept the 

recommendation.  If no 

recommendation is made, then do a 

quick search for the program before 

making your decision to allow or 

deny. 

 

But think a moment before taking the 

recommended action.  For example, I 

have found that the Norton Firewall 

recommends blocking the Firefox 

installation program, which is curious 

and incorrect. 

 

One type of program that you can 

allow, but should never check for 

unlimited access, are setup and 

installer programs.  If you are 

installing a program and setup.exe or 

msinstaller.exe tries to access the 

internet, allow it that time, but not 

always.  This will prevent viruses and 

spyware from using these Windows 

installer & setup program names to 

connect to the internet. 

 

 

FREE SAFETY SCAN 
 

Go to http://safety.live.com for a full 

internet safety scan.  This is a 

Microsoft website. 

 

 

 
 

ORGANIZE YOUR DESKTOP 
 

Is your Windows Desktop getting too 

crowded?  Try organizing it into 

groups. 

 

The Windows Desktop is actually a 

folder, pretty much like any other 

folder on your computer, except that 

the contents are displayed on your 

Desktop. 

 

If you have several similar shortcuts 

on your Windows Desktop, put them 

into folders.  Here’s how. 

 

Right-click on any clear area of your 

Desktop.  This is anywhere that is not 

a shortcut, or the taskbar at the bottom 

of the screen (unless you moved it). 

 

A small white menu will be displayed.  

Click on New and then click on 

Folder.   

 

A new folder will appear on your 

Desktop that and has “New Folder” as 

the name.  While the “New Folder” 

name is highlighted, you can just type 

in a name for the folder, such as 

“Utilities” or “Games” or whatever 

will be in the group. 

 

If you were impatient and the name of 

the new folder is set as “New Folder” 

and no longer highlighted, you can 

change the name of the folder by 

right-clicking on the folder and then 

clicking on Rename.  By the way, you 

can rename any shortcut on your 

Desktop, or for that matter, almost any 

file in your computer, the same way – 

Right-click the file or folder and then 

click on “Rename”. 

 

NEXT ISSUE:  How to get the 
lowest price on eBay. 
 

 
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; 

however, CCC cannot foresee every possibility 

and assumes no responsibility for any problems 

that may be encountered as a consequence of 

these recommendations.   


