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February Meeting 

Group At February Meeting 

  March Program 

Glenda Conradi 

 

  The up-coming Caddo-
Bossier Windows User Group 
meeting will be on Thursday 
March 10. Bernie has prepared a 
tip sheet with some really good 
tips that you can try, and they will 
be handed out to everyone at the 
meeting. He also has a program 
planned and will share some more 
of the informative videos that he 
showed at last meeting. The vid-
eos are well done and are interest-
ing to watch. 
 Bernie is providing a lot of in-

formation and tips to help you 
with Windows 10, but for our 
members who have not upgraded 
to the Windows 10 operating sys-
tem he will continue to include 
help with previous Windows oper-
ating systems as long as it is 
needed.  
 As always, there will be time 
for questions and answers that you 
may have. 
  We hope you will be able to 
join us.  
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THE WINDOW 
 

Published by  
Caddo-Bossier Windows User Group 

Member of APCUG 
 

Newsletter Editor 
Glenda Conradi  (glenda@conradi.com) 
 
           Posts Newsletter To Web 
Jay Graff            (jay@jayGraff.com) 
 
Submit articles for newsletter, in RTF or 
Word file (doc) format, by last day of 
month to glenda@conradi.com. 
 
The opinions expressed in the articles in 
this newsletter are not necessarily those 
of the editors or publisher. Mention of 
products by their trade name does not in 
any way constitute endorsement by the 
editor, publisher or organization. 
 
The Caddo-Bossier Windows  User 
Group a tax exempt, 501c4 non-profit 
club established February 13, 1997 
 
Membership Dues. 
Full: $12.00 a year (Prorated monthly) 
Spouse: $6.00 a year 
Student: $6.00 a year.  
 
Annual Board Meetings in November 
Elections in December 
Membership Renewals Due in January 

Podnuh’s Bar-B-Q 1146 Shreve-
port-Barksdale Hwy for letting our 
group hold our monthly meetings in a 
private dining room in  their restau-
rant. 
 
BancorpSouth for providing us with 
a checking account at no charge. 

C-B WUG’s Web Address 

www.cbwug.com 

~Thank You~ 
   We want to express our gratitude to:  

Club Officers 
President            Bernie Conradi  
 (Bernie@conradi.com) 
 
Vice-President      Fred Kocher 
              (fred3861p@att.net) 
 
Secretary               Glenda Conradi 
 (glenda@conradi.com) 
 
Treasurer                J C Barnett 
(jcbarnett875@suddenlink.net) 

   
 

Board Member at Large 
Bob Franklin (fxef@comcast.net) 

Caddo-Bossier Windows Users Group February Meeting  

President’s Page 

 We had a very good meeting this evening.  There were some people 
attending this evening that we have not seen in quite a while.  We are 
glad to have these people attending again.  The meeting started with 
announcements by Glenda, mainly about J C Barnett and Thelma 
Windham that are in the hospital.  We wish them a quick recovery and 
hope they will be back with us next meeting.   
 We had questions this evening on how to use the Windows 10 mail 
program and what other mail programs we can use to download the 
mail to our computers. Also, there was a question about not being able 
to download the Windows Updates.  It was suggested that you Google 
the problem and see if a suggestion could be found.  After reminders of 
the latest dat file and Windows updates we went right into the program 
for this month.  We started by playing a video explaining how to use 
and configure the Start menu in Windows 10. This video was very in-
clusive showing all the specifics on how to use and configure the Start 
menu.  We then proceeded to tell how to stop the auto load of flash 
player when you go to a web site and it starts playing a video automati-
cally.  We then looked at the All      Settings folder, showing how to 
personalize the desktop and explaining all the functions in the Settings 
folder. We looked briefly at how to unfreeze a frozen computer, with 
pushing the off button as the last resort.  
 The door prize winners for this month were Peggy Sturdivant select-
ing a 16 gig USB3 thumb drive and Bob Pierce selecting a gas duster.  
Congratulations to our winners.   
We look forward to seeing you at the March 10, 2016, meeting.      
 
Bernie Conradi, President Caddo-Bossier Windows Users Group.     

Windows 8.1 and Windows 10 Keyboard Shortcuts 

~A QUICK TIP~ 

If you're running Windows 8.1 or Win-
dows 10, you have a whole batch of new 
shortcuts, like these: 
Windows key + L locks the PC immedi-
ately (think of it as the ultimate Boss 
key). 
Windows key + X opens the Quick Link 
menu more quickly than right-clicking 

on Start. 
Windows key + I opens the Windows 
Settings app, where you can begin typ-
ing to search for any setting. 
Windows key + PrtScr takes a screen-
shot and saves it in a subfolder of Pic-

tures. 
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Meet an Old Friend: Snipping Tool  

I use a tool almost daily that has been part 
of Windows through many versions:  
Snipping Tool.  I am surprised so many 
people don’t even know it exists. Intro-

duced in Windows Vista, it can be found in the Acces-
sories folder in All Programs in Vista and Win 7 and in 
the Accessories apps list in Windows 8.1. An updated 
version comes with Windows 10.  
  
What does it do?  It is a screen capture tool. I use it to 
make digital copies of small or large sections of docu-
ments or spreadsheets or photos and use them in my 
articles or tutorials. I capture pictures, objects or text 
from web pages and copy them into Word so I can save 
or print. I have used the Snipping Tool more than once 
to copy an error message from my screen and email it 
to a tech support person. I have also snipped charts 
from Excel and added them to PowerPoint slides. There 
isn’t any limit to what you can capture from your 
screen with this tool.  

Besides being free, this little tool is easy to use. I keep 
it pinned to my taskbar for convenience. When I want 
to capture something on the screen, I click the Snipping 
Tool scissors icon, which opens its main window and 
shows three commands. Clicking the arrow next to 
New gives me a choice of four types of snips: Free-
form, Rectangular, Window, or Full screen. Free-form 
lets me use a stylus or my finger on a touch screen to 
draw around an object or section of the screen. The 
Rectangular option, by far the one I use the most, lets 
me draw a rectangle around an area of any size. The 
Window option makes a perfect clip of an entire win-
dow, and Full screen captures the whole screen. If the 
Snipping Tool window opens on top of an area I want 
to capture, I just drag the tool window 
to a different spot before I snip. 
 
 Let’s say I want to capture the Edit-
ing group on the Home tab of the Word 

ribbon. I make sure ‘Rectangle snip’ is selected. When I 
click New, the whole screen turns grayish except for the 
Snipping Tool window. I click a corner of the Editing 
group and drag around the area I want. When I let go, the 
Snipping Tool clipboard opens, showing that my snip has 
been successful.  Now I can choose whether to save the 
snip, cancel the capture if it is not what I wanted, or copy 
it directly into a new location without saving. I usually 
save the snip so I can use it later. I click the Save icon, 
which opens the Snips folder in my Pictures folder, name 
the file, choose a file extension from the four available 

(HTML, PNG, GIF, or JPEG), and click Save.  

 Occasionally, I 
want to capture a view 
that is not visible on 
the main screen, such 
as a drop down menu 
that requires an extra 
click to open. Snipping 
Tool has a way to han-
dle this situation. I 
open the Snipping Tool 
and press the Esc 
(escape) key on the 
keyboard. Then I open 
the menu, which mini-
mizes the Snipping 
Tool. Next I hold down the CTRL (control) key and press 
the PrtScrn (print screen) key, which leaves the menu 
open and restores the Snipping Tool so I can proceed to 
snip the area containing the menu, as shown.  
  
A few features are only visible when a snip has been cap-
tured and is on the clipboard. In this view, I have access to 
a pen with choices of ink color, a highlighter, and an 
eraser, all of which can be used to add a caption or notes 
to the snip.  Another option is to send a snip directly from 
the clipboard to an email recipient, either within an email 
or as an attachment.  
  
There are other free screen capture apps, such as Jing by 
Tech Smith (for Windows) or Skitch by Evernote (for 
Windows or Mac). There are also full-featured capture 
tools for a price, such as SnagIt, also by Tech Smith. The 
paid tools have more features than the free ones, which 
often results in a longer learning curve. Snipping Tool is 
free, simple, and does the job. Plus, if you have a Win-

dows computer, it’s already installed and ready to use. 

 

By Nancy DeMarte, 1st Vice President, Sarasota Technology User Group, FL 
December 2015 issue, Sarasota Technology Monitor www.thestug.org  - ndemarte (at) verizon.net 
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 Have you purchased a new prod-
uct and when you opened the box 
you discovered there is no big, infor-
mation filled manual that covers all 
the features you will need learn how 
to use? There may be a quick start 
guide with a few pages that contain 
only the basic information you will 
need to have to get started with your 
new product. Often the quick start 
guide is divided into several sections 
covering different languages. 
 Not having access to good, de-
tailed instructions can be a problem 
with many products, but if you have 
just purchased a new camera, a 
printer, a TV or anything that has a 
lot of features you will want to know 
how to use in order to get the full 
benefit, and best results, the lack of a 
good manual can become a big 
handicap. 
 There is often a solution to this 

problem if the manufacturer has a 
full fledged manual available on the 
Internet. 
 You can often go to Google, or 
one of the other search engines, and 
search for the “name of the product 
user manual” (and include the model 
number) without the quotes, this may 
bring up a lot of results. I have dis-
covered that if you can pick a link 
that includes the manufactures name 
you may have a better chance of 
finding the manual. 
 If you find the manual you need it 
will probably be a PDF file that you 
can download and save to your 
download folder. When you need to 
look at the manual you will be able to 
go to your download folder and dou-
ble click on the file to open it. You 
may also print it out, but be prepared, 
it may contain a lot of pages. 

Li-Fi 
http://www.guidingtech.com/53661/gt-
explains-li-fi/ 
( We all have a pretty good idea about 

how the internet works. Giant fibre lines 

crisscrossing the oceans and the conti-

nents are relaying signals in 1’s and 0’s 

at lightning speed to ensure we can enjoy 

the latest YouTube cat video that went 

viral. But what if light itself conducted 

this internet? At its own speed? 

Well, that’s the basic idea behind Li-Fi. 

Let’s explore this in some detail.) 

TrekEarth  
http://www.trekearth.com/ 
(TrekEarth is dedicated to fostering a 

global community interested in photogra-

phy from around the world. 

TrekEarth members strive to provide 

engaging photographs and useful cri-

tiques for each other and the entire inter-

net community.) 

Are Landlines Doomed 

http://askbobrankin.com/are_landlines 
_doomed_to_extinction.html 
(Millions of people are cutting the cords 

of landline phone service and switching 

to cellular or VoIP (Voice-over-Internet 

Protocol). If you’re one of the holdouts, 

you may be forced to give up you copper-

based phone line in the next 5 to 10 

years. Here is why landlines are doomed, 

and a look at four alternatives so com-

monplace you can buy them at Wal-

mart… ) 

~Web Sites~ 
Note: Caddo-Bossier Windows User Group does not indorse any 
Web sites listed in this column, or elsewhere in this newsletter. 

Finding A Manual 
By Glenda Conradi  Caddo-Bossier Windows User Group  

       DID YOU KNOW? 

At the February meeting Peggy Sturdivant won a 16 GB Lexar Jump Drive and 

Bob Pierce won a can of Gas Duster. 
All Caddo-Bossier Windows User Group club members, in attendance and cur-
rent with their dues, are eligible to win door prizes at the monthly meetings.  

                    Peggy Sturdivant and Bob Pierce  

If you like you can minimize all 
windows except the active one. 

Grab the title bar of the window 

you want to remain open and 

move it back and forth quickly 

(shake it). After a couple of 

quick shakes, all other windows 

will minimize, leaving only the 

window you're shaking open. 


