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 Thank you to Bernie Conradi 
for conducting the meetings, 
presenting a program and an-
swering questions. 

Bernie Conradi 
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August Meeting 

August meeting 

September Program 

 

The September Caddo-Bossier 

Windows User Group meeting 

will be on Thursday September 

14 at Podnuh’s Bar-B-Q.  

Bernie Conradi will conduct the 

meeting. His goal is to present 

an informative and helpful pro-

gram. He does a lot of research 

to find the latest information  

and tips. He makes sure to  in-

form everyone of the latest up-

dates that have been released 

and encourages everyone to 

make sure they install them on 

their computers. There is a 

question and answer session and 

time is set aside to try to help 

anyone who might be having 

computer problems. He will 

have tip sheets that will be 

passed out to everyone at the 

meeting. All members present, 

whose dues are current, are eli-

gible to enter the drawing for a 

door prize.  Everyone is wel-

come, please bring or invite a 

friend. Visitors are always wel-

come. Hope to see you there. 
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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) 

~A QUICK TIP~ 

Windows key+E. For opening a single 
window is only a few microseconds faster 
than clicking the taskbar icon, but it’s a 
huge time-saver when you’re trying to 
o p e n  a  s e c o n d  w i n d o w . 
Knowing that shortcut is especially handy 
when you plan to move or copy files be-

t w e e n  t w o  f o l d e r s .  
To open the second window using the 
mouse, you have to Shift+click. Instead, 
press Windows key+E twice to open two 
windows, which you can then snap left 
and right for easy dragging and dropping. 

 

 Glenda started the program with announcements and a description of the 
door prizes. We were sorry to hear of the recent passing of  member Clyde 
Santifer who was a regular attendee at our meetings until he became ill and 
could not attend any longer.  
 Tip sheets were handed out and members signed up for the door prizes. 
After the announcements of antivirus updates and Windows updates we 
moved on to the program for this month. We started with a second mention of 
the Word add on called Dictate. We showed how to get it free from Microsoft 
and then demonstrated how it works. We left it turned on and it converted my 
speaking into words in a Word document. I think this is a very useful pro-
gram. I then demonstrated a new idea from Firefox call Firefox Send. Bob 
Franklin used sendfirefox.com to send me a document. This program lets you 
send a document up to one gigabyte in size using the Internet. This document 
will be deleted from the internet after it is downloaded, or after 24 hours have 
elapsed. A neat way to send a large document. Next, we moved on to a ques-
tion about Google Chrome and how to edit the function of deleting history in 
that program. Darryl asked the question and with the help of the group I think 
he resolved the question of how to edit the history of Chrome. We then talked 
about the Fall Creators Update and how you will be able to have Controlled 
Folder Access to keep your files from being invaded from the outside world. 
Next, we discussed three things it would be a good idea to do, once Windows 
10 is installed.  
 The door prize winners for this month were Bob Franklin selecting a ream 
of paper and Joe Blase selecting the 16-gigabyte thumb drive.  Congratula-
tions to our winners.  They will be appearing the next newsletter in living 
color.  
 The next meeting will be September 14, 2017.  Look forward to seeing you 
there. 
 I would like to ask you if anyone has something you would like to hear 
about. Send me an email and I will try to research the item so I can present it 
at a later meeting.  I am open to suggestions about what to present at future 
Windows meetings. 
 
Bernie Conradi, President Caddo-Bossier Windows Users Group 

President’s Page 

Caddo-Bossier Windows Users Group August Meeting  

Open a File Explorer Window Fast  
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Customize Your Quick Access Toolbars in Office       

Microsoft Office offers hundreds of tools on its extensive 
“ribbon” structure. A user can spend a long time trying to 
locate a specific tool. To relieve that frustration, Office 
added a Quick Access toolbar to some of its Office appli-
cations and recently to the File Explorer window.  
 
Located in the upper left corner of the title bar above the 
ribbon tabs, the Quick Access toolbar is always visible, 
which makes it a handy place to store your favorite tools. 
It contains a few icons to get you started, such as Save, 
Undo, and Redo. You can, however, customize this area 
to include any tools you want. It isn’t difficult and can 
save you a lot of extra clicks. Using Word as an example,  
 
first open a document to reveal the Quick Access toolbar 
above the left end of the ribbon. 

 
Then click the downward pointing triangle with a line 
over it at the right end of the Quick Access toolbar. This 
opens a menu of the most popular tools (commands). 
(Fig 1) Clicking an item puts a checkmark next to it, 
which adds it to Quick Access. 
 
To see more tools, click “More Commands.” This opens 
a large dialogue box (Fig 2) that contains all the tools and 
commands which are part of Office, such as Word, Ex-
cel, PowerPoint, and Outlook.  
 
Take a careful look at this large box. In the list on the left 
side, Quick Access toolbar should be highlighted. If it 
isn’t, click to select it. In the center pane is an alphabeti-
cal, scrollable list called “Choose commands from” with 
“Popular Commands” displayed. If you don’t find the 
tool you’re looking for in the extensive Popular Com-
mands list, you can click the down arrow next to Popular 
Commands and select the huge “All Commands” list. If 
you still have no success, try “Commands not found on 
the Ribbon,” which includes tools such as the Envelope 

and Label Wizard, AutoCorrect Sentence Caps, and De-
crease Paragraph Spacing.  

 
Figure 2  Full Quick Access customization dialogue box 

To add a command to the Quick Access toolbar, click a 
tool in the left pane, then click “Add” between the panes, 
and the tool will appear in the right pane. Click OK to close 
the box. Notice that below “Add” is “Remove.” You can 
remove tools from the Quick Access bar by clicking a tool 
in the right pane and then Remove. In the bottom right cor-
ner of the dialogue box are two other options: “Reset” and 
“Import/Export.” Click Reset to return your Quick Access 
toolbar to its factory setting. Import/Export can put all your 
customized settings into a file to be exported to another 
computer using a thumb drive or other media. 
 
Tips: 
1. Make sure you add only tools you use regularly to Quick 
Access. You don’t want to clutter your window with an-
other long line of icons above the Ribbon. Some of my fa-
vorites in Word are the Spelling and Grammar checker, 
Line and Paragraph spacing, and Print Preview and Print. 
2. You can position the Quick Access bar below the ribbon 
instead of above. Click the arrow at the right end of the 
Quick access bar and select the last item, “Show below the 
Ribbon."  
3. This same large dialogue box can be used to customize 
the Ribbon. Click “Customize Ribbon” in the list on the left 
directly above Quick Access Toolbar. You add or remove 
tabs and tools to make the Ribbon fit your needs. 
  
Look for Quick Access toolbars or lists across many of the 
Microsoft applications. They can save you time and effort. 

By Nancy DeMarte, 2nd Vice President, Sarasota Technology Users Group, FL May 2017 issue, Sarasota Monitor  

www.thestug.org   ndemarte (at) verizon.net 

Figure 1 Quick Access dialogue box 
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~Web Sites~ 

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

 Watch Out For This IRS Scam In Your Inbox 

August Door Prize Winners 

In August Bob Franklin won a ream of paper & Joe Blase won a Lexar Thumb Drive. 

Caddo-Bossier Windows User Group club members, in attendance and current 

with their dues, are eligible to win door prizes at the monthly meetings.  

                       Joe Blase & Bob Franklin 

There's a new ransomware scam that 

targets its victim by pretending to be an 

email from the IRS or the FBI. 

 The scam uses official looking em-

blems of both agencies as part of a 

phishing scam designed to lure users 

into clicking on a link that's supposed 

to lead to an official questionnaire. In-

stead, it takes users to a site that will 

dump ransomware onto your PC. 

 IRS Commissioner John Koskinen 

called it a "new twist on an old 

scheme" and cautioned users to remain 

vigilant against email scams. 

He said that citizens will never have a 

first contact with the IRS or FBI in the 

form of an email. 

 He cautioned those who fall for the 

scam not to pay the ransom, but to in-

stead immediately report any attempt 

or attack to the FBI at the Internet 

Crime Complaint Center at 

www.IC3.gov and to forward any IRS-

themed scams to phishing@irs.gov. 

 The IRS does not use email, text 

messages or social media to discuss 

personal tax issues such as bill or re-

funds. 

       DID YOU KNOW? 

You can move running programs 

from one desktop to another by 

bringing up the Task View (the 

icon two spots to the right of the 

Start button), right-click on the 

window for the program you want 

to move, and choose Move To --> 

the other desktop.  

By Cyn’s Tech Tips  - cynstechtips@cynmackley.com 

 

What Kind of Extension Cord To Use 

https://www.howtogeek.com/303848/what-
kind-of-extension-cord-should-i-use/
(Extension cords are one of the most com-

mon household items, but there are many 

different kinds of extension cords built for 

different purposes. Here’s what you should 

know about extension cords and when they 

can and can’t be used. The wires inside an 

extension cord come in all different thick-

nesses, which is denoted as “gauge”. It’s 

also sometimes referred to as “AWG”, 

which stands for American Wire Gauge. 

However, don’t get this confused with the 
actual thickness of the cord itself . Instead, 

gauge refers to the thickness of the wires 

inside the extension cord..) 

Organize Your Kindle Books Easily 

http://www.wonderoftech.com/kindle-

collections-books/ 
(Organize Your Kindle Books Easily. If 

you’ve been reading Kindle books for a 

while, you may have accumulated hundreds 

or even thousands of books by now. But 

trying to find which books you want to read 

in your library may be a challenge. 

Whether you’re reading Kindle books on a 

Kindle ereader, phone, tablet or your com-
puter, you may want an easy way to find 

books in your library.) 

Most ID Theft Victims Don’t Need Police 

Report 

https://www.consumer.ftc.gov/
blog/2017/04/most-id-theft-victims-dont-
need-police-report 
(When it comes to reporting and recovering 

from identity theft, we’re simplifying the 

process by eliminating the need for a police 

report in most cases.) 


