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By John Gontowicz
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Download the issue at www.yourpcguide.com/ezine9.pdf

In this weeks issue we will cover the following topics:
Everything You want to know about Favorites
What s WinZip and Why do | need it

Everything you want to know about favorites
What is a favorite?

Have you ever visited a site that you liked using Microbaérnet Explorer? If you save that
sitebds addr es s, Ther¢ may someadiind wheh yau hdveaiod of faviordes.
Eventhousand®f favorites. It can become very hard to find the favorite you are looking for if
you donot indof ongdnizationrtoetherk. Organizing your favorites is a simple task,
and can save you some real time in the long run.

First, |l etdés say yshawntbebw e a | ot of favor.i
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The easiest way to organize your favorites is by clicking ofréverite icon on the toolbar. The
icon looks like this:

)

i’l’( Favorites @

iFavorites]

Once clicking on the icon the following window will appear to the left of your Internet Explorer
window:

Favorites =
Add... [ organize...

|y Links

:El MSM, com

&] Radio Station Guide

:El The 5 Pillar Club Home Page
:E[ Live3s5 - Radio Revolution
:El Welcome to GoFit.net

&] Camtech 2000

:El CardTrak - Tracking Bank Cr...
:E[ 11,5, Department of Education
=) Swimming

:E[ tongue twisters - a complete. ..
:E:l High School Maps Online o
@ LISA Swimming Search

{&] Create Start-Up Disks

All of the favorites you saw in the first window appear in the window on the lefbpasf the

screen. The first thing you want to do is click on the Organize button and the following window
will open:

3 Organize Favorites ilil
To create a new folder, click on the Create )
Folder button. To rename or delete an [ 1BM Sites ﬂ
item, select the item and click Rename or [ Links
Delete.
¢ &] MSN.com
@ Radio Station Guide
Move to Folder... Delete I @The 5 Pillar Club Home Pa...
1BM Sitcs :E'[ Live 365 - Radio Revolution
Favorites Folder &] Welcome to GoFit nat
S &] Camtech 2000
12/4/2003 1:23 PM @ CardTrak - Tracking Banl...
@ 1U.5. Department of Educa...
=) Swimming
= 3 | T Sy R — ;I
Close |




Using this window is useful farreating folders. Everything else can be done in the left window
in the Internet Explorer screelicking on the CreatEolder button will open the following
window:

) Organize Favorites 21xl

To create a new folder, click on the Create _ -
Folder button. To rename or delete an @ The Gender Genie —I
item, select the item and click Rename or ﬁj hittp—www 5000free.com-

Delete.
i ﬁj Free Online Computer Trai...

GreateFolder | Bename | | ) K12Planet Home.
Move to Folder... | Delete | éj K12Planet Home
New Folder (2) @Computers 101 The Ques...
Favorites Folder féj Windows XP Tips
. )
Modified: éj Windows P Professional ...
3/14/2004 12:36 PM ﬁj Tech Enthusiast Tricks
éj How Ta Comp™ - Affiliate A...
New Folder (2)
v

% Close |

Think about what categories (folders) that you want to have. Do you have similar themes? Do
you have sites that deal only with racing, crafts, Internet Marketing, etc. This igauhatll
name the folder (i.e., racing, crafts, Marketing, etc.)

Notice that the above window has a folder and the name New Folder that is highlighted. While it
is highlighted just name the folder. In my first example, | am going to call my folder @emp
Tips as shown below:

To create a new folder, click on the Create - "
Folder button. To rename or delete an ‘EI The Gender Genis —I
item, select the item and click Rename or gé"l http—www 5000free com-
Delete.
i ;g'] Free Online Computer Trai...
Creste Folder | Rename | | &) 12Planet Home.
Move to Folder... | Delete I ;g'] K12Planet Home
New Folder (2) @Computers 1071 The Ques. ..
Favarites Folder @ Windows XP Tips
. )
Modified: :g'] Windows ¥P Professional ..
3/14/2004 12:36 PM &) Tech Enthusiast Tricks
:g'] How To Comp™ - Affiliate A. .
:l

Close |

Clicking on Create a folder will again bring up a New Folder. | am going to call that one Internet
Marketing:

&] How To Cop™ - Affiliate A...
[ Computer Tips

[ Internet Marketing| | :I
-

[




The next one | am going to call school . To
at the windowon the left:

i&] Tech Enthusiast Tricks

:Ej How To Corp™ - Affiliate Area

|Z) Computer Tips

[ Internet Marketing

I schocl % |
-

You will notice that the three new folddrcreated is displayed. To put the favorites into the
folders just click on théavorite link and drag it to the folder you want to put it in.

| selected a link that dealt with schools, sodlaiid on the link and places it into the school
folder. Now my window changed to the following:

Sl

| Computer Tips

&] K12Planet Home. .
|5 Internet Marketing "

Notice that the link is indented under the folder school. You have to make sure that the folder
becomes highlighted, otherwise it will not put it in. Belare a couple of examples:

Selecting the link:

:éj Computer training coursewar...

il b

:El ClickBank AdWords

Dragging it to the folder:

B T L P N

iéj 1UP Mews, Reviews, Previe...

:Ej 24-7 Internet %kﬁﬁng -&B...

iéj BizzyDays Ebooks*- Contact us

Notice the horizontal line. That shows the link is being moved. This is also used to sort the links
so that the higher priority ones can be placed up top.

Highlighting the school folder:

| Computer Tips

I Internet Marketing

= . - —~ eE



Letting go of the left mouse button will place this link into the folder and below is the final
result:

MEIWW U LD T AnmaLs s
|5 Computer Tips
) schoal

@ K12Planet Home,

@ quoteland.com - Quotati,., —
| Internet Marketing [\_;I

Keep making folders and dragging the links into théfier | was done with mine, my left hand
window looked like this:

Favarites x
add... [ Organize...

|y Media |
I Swimming

[y Links

I3 Internet Marketing
|5y safelists

|3 PCMag 2003 Top 100
|5 Computer Tips

| Einancial Links

R e - [s

To close the favorite window click on the X on the top right as shown below:

Favarites =

Add. .. E Organize. .. é

Now, if | went to the Favorites menu in Internet Explorer, it looks like this:

| Favorites,, Tools Help
Add to'Favorites...

QOrganize Favorites...

") IBM Sites

) school

{0 Media

hﬂ Swimming

[5) Links

| Internet Marketing
i) safelists

() PCMag2003Top100
|y Computer Tips
|7) Finandal Links

* w ¥ w w ¥ w w ¥ w



Notice the right arrow to the left of each folder. That shows that there is somethingninSlog
if | selected the School folder it will look like this:

fovorten Tosk bbb »
Add ts Paarems, O 4 B -
Orgavise *ovaries t w ol <3 .s
[ e e e = &
— »} Al
T S —
1) vede ™™ * &) Ocefroy
] ey * E] o o Maoe Oiee
) ks ¢ &) 1Pt iame
] Irtemet Maketng b @] Meraersvebews Onre
1) Saleiaty P &) metend o - QUONMIONS on vy 100K, by ey mther, prd o every taefion pa,
o PORRG 200 TTop 100 P §] Bwvaces Weiey Segunal Mgh Schonl vere Page
) Corper Ton ¢ @) Thesana.con
) Trecs Lrds b @ torgus Semtars - & soegplete Aoty
@) Thw 5P Chs bume Page ¥ UZ Deparwasrs 3f Chzason
@ LS - Rade Rewtstar L] veyCatniery sam - Crave wet dtsormy B fesmras word inkey bokas refareres el

Just highlight the link you want and you will go to that site. You can also place the bottom link
on top etc., by just clicking the link and dragging it.

If you are on a site and wantgave it, just click on the favorites menu and select Add Favorite
as shown below:

Favorites Tools Help

Clicking on that menu item brings up the following window:

Add Favorite d |
J Intemet Explorer will add this page to your Favorites list.
[~ Make avaiable offine [Cuztomize,.. | Cancel |

Mame: I Computers 101 The Questions You Were Afraid to As Create in <<

il

Create in: 5.¢ Favorites = Mew Folder...
----- | Computer Tips
-4 Finandial Links %
(3 IBM Sites

{2 Internet Marketing

) Media |
~{J) Mew Folder

- PCMag2003Top 100
) safelists =l

The Name section has the name of the site. Notice that | have Computer Tips highlighted and
the folder ion appears to be open. If I click OK then the link will be saved in that folder. You
can also create a new folder on the fly by clicking on the New Folder button.

Favorite Keyboard Shortcuts



Function Keyboard Keys
To bring up the favorites window toeheft of Ctrl & |
the Internet Explorer window
To bring up the organize window Ctrl & B
To add the site that you are on Ctrl & D

To copy Favorites from one computer to another

The Favorites are located in the Documents and Settings/your name é&ddsle click on the
My Computer icon shown below:

My Computer

Opening that icon displays the following window:

! My Computer

File Edit View Favorites Tools Help

i\)ﬁid: T .\‘j) x ? l/‘f\'Search 5 Folders |_) k13 x n ‘ v

Address I ¢ My Computer _v_I

: @_) DVD/CD-RW Drive (D:) @ Control Panel

The main hard drive is designated by the letter C:. In the example above the C: drive is labeled

~

AilBM PRELOAD (C:)

Double click on that icon wlibring up the following window:

File Edit View Favorites Tools He
Qe - O - | Do

Address Iw c:\

] SARTemp$
File Folder

/} 12 days

File Folder

| File Folde

[ /I installed 3204
File Folder

| File Folde

/l ctespy30
File Folder

| File Folde
fDocuments and Settings
frile Folder k




Double click on Documents and Settings folder will show the following window:

I & Documents and Settings

File Edit View Favorites Toc

Qe - Q- ¥ s

*| Address Ilfj C:\Documents and Settin

Il/-l Administrator

( !/', Desktop
- John Gontowsri
|v' = -

|/, Start Menu

Iv' = =

l/, WINDOWS

If I double click on my name | will see the Favorites icon as shown below:

& John Gontowicz

File Edit View Favorites Tools Help

Qo - ) - (F] Do | rotes | |5 5 X 9 [

Address [) C:\Documents and Settings\John Gontowicz

p——

u Cookies ‘;’ Desktop

If you notice the address above you will se@&d8cumentsand Settingdohn Gontowicz. If |

wanted to copy this to a floppy, another hard drive ofRCD M, |l need to open up
Computero Window. So, double click on the ic
drives you have listed as shown below:

r My Computer
File Edit View Favorites Tools Help

Qe - ) - (¥ | Psereh [ roiers | |5 5 X 9 |-

Ad&esl ﬂ My Computer j Go

.::"""'?a i @ DVD/CD-RW Drive (D) '§~< "_\ Removable Disk (E:)



You will see that newer PCs do not have floppy drives anymore. In my case above | have a
Removable Disk (E:). This is a USB device that is described in-imyok Computers 101: The
Questions You Were Afraitb Ask.

Now you should have two windows open as shown below:

ﬁohn Gontowicz ) =101 x|
File Edit View Favorites Tools Help ' o
Qoo - () - | F| Osewen || rokers | | 5 X B |-

Address li:j C:\Documents and Settings\John Gontowicz El Go | Norton AntiVirus E -

-~ e -~
"/I Cookies ‘1/7, Desktop
< ===
* i Q I/, My Documents
(" —= ( “ —
./, Start Menu ‘/, Temp

a

=i
! My Computer = _I_l- | l‘
File Edit View Favorites Tools Help l -/

@Bar_'ﬂ. v »\) v |?

Address | 'y My Computer

Jseach | raders | |5 5 X )| [E-

(£ Go | Norton Antivirus 1 ~

gﬁ;f“’“ 1BM_PRELOAD (C:) '@ia ENDICORW Brivs: (0:)

v\, Removable Disk (E:) @ Control Panel

To copy the favorites over to the Removable Disk click you can do one of the following:

Right click on the Favorites icon and select copy:

Send To 3

Cut
Create Shortout

Delete
Rename

Properties

Then click once on the Removable Disk anl@&epaste:

Cut

Copy

Create Shortm{\g
Rename
Properties
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The other way is to click the Favorites icon with the left mouse button and drag it over the
Removable Disk iconwhich will highlight it and release the left mouse button:

Dragging the icon with the left mouse button being held in.

*
@ ] Elegantfax

Highlighting the Removable Disk icon and releasing the left mouse button:

‘ - ;%@ vable Disk (
4

- &

As you can see there are two different methods. On the other PC that you want to copy the
favorite to, just do the above in reverse.

That 6s about it oletingkhea enesrthattde ot werk anympre. Iffa bnk dodse
not work anymore, just highlight the link and press the Delete Key if you have the Favorites in a
window to the left of the screen. You can also delete it from the Favorites menu by right
clicking on it and selecting the delete option:

5 PressBlaster Downjgasoania
:Ei'] Automatic search ¢ ;)::1
:E;'] ‘Your Username an

:é'] Microsoft PowerTo
:Ei'] Instant Sales Lette  Send To 3
:E;'] K& Magnetics - 5t cut

:&'] NIDOT Welcomes™  copy

@] FILExt - The File E; Creste Shorteut

:&'] Hainesport Townst

&) SBCSMARTPages  Rename @ =
g‘] Census Bureau Ho
g‘] Movielink - Downlo

AN Mo i i oo

btions for web sites - searchengine. ..

Make available offline

m Magnets

Sort by Name
Properties

You will get a confirmation window as shown below:



x

D, Are you sure you want to send ‘PressBlaster Download Center' to
' the Recyde Bin?

Just answer Yes by clicking on it and the link will be deleted.

Hopefully you have learned one of the many organization techniques. -gdekEomputers
101: The Questions You Were Afraid to Als&s many other tips on organizing and general
housekeeping of your PC to keep it up and running in an efficient manner.

NOTE: There is a program that will test ydawokmarksget rid of duplicates and help you
manage them better. Go to Google.com and search feDAMIlink. This is the best free
Favorites manager you will find.

WINZIP

Sending large files over the internet hasdmee a necessity for most people in the

work place. For home users, large files need to be sent for system maintenance and
also for personal use. One way of sending large files or a large group of files, is to
AZi po them. Zipping forcemplessingoarmleortilds.e r e g u

There are a couple different shareware versiongy(ighted software that is available
free of charge on a trial basis, usually with the condition that users pay a fee for continued use
and SUppOI’t.T(w American Heritage® Dictionary of the English Language, Fourth Edition.

Copyright © 2000 by Houghton Miffin Company.) 1 N€ Shareware that made compressing files a
common thing vas Win4p. Anothe popular version is called WinRAR and
WinAce.

Table of Contents

1. Downloadhg the Compression Software.
2. Installation.

3. Zipping Files.

4. Unzipping Files.

5. Other Features.

Downloading the Compression Software

WinZip- http://winzip.com/
WinRar http://www.rarlab.com/download.htm
WinAce- http://www.winace.com/
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Most of these sites are pretty easy to get around. Usually all you need to do is find

t he downl oad button and click AOpeno wh
x|

o ] Same filez can harm your computer. |f the file information belaw
x._"\/ looks suzpicious, or pou do not fully trust the gource, do not open or
zave thiz file

File name: winzip20.exe
File type:  Application

Framm: ftp. download. com

& Thiz type aof fle could harm pour computer if it contains
maliciouz code.

Wwhould pou like to open the file or zawve it to pour compker’?

Open | Save I Cancel Mare Info

IV | Slways ask before opening thiz tbpe of file

Click

i ng AOpeno will start the setup as
wish to save it to the Hard dri

ve t hen

Installation

Depending on the Software you download the installation is going to bke a litt
different. The overall concept will be the same.

Once the Download is complete you will see a screen like the one below. On this
screen click Setup.

WinZip® 9.0 Setup

SETHE T hank wou For pour interest in Windipl Setup

Click the "Setup' buttan ko install Wingip 9.0
Cancel

Infa...

di

The next screen will ask you where you
recommend the defaulEhen hit ok.

After choosing the location and hitting OK the installation will be complete and
WinZip will automatically start.



Once the program boots up, you will need to select whether you want to use the
classic version of WinZip or the wizard. TheaSsic is for advanced users. For the
purpose of basic use we will select Wizard.

WinZip Setup

Choose "Wizard" or "Classic”. then click "Next"

‘You can start with the "“Wizard" or "Classic" interface. Itis easy
to switch between the two interfaces, and you can always
change the default later.

The Wizard automates the most common tasks involving Zip files
and is ideal if you want to quickly unzip files or install software
distributed in Zip files.

% Start with the WirZip Wizard

WinZip Classic is much more powerful and is recommended if
you are comfortable with Windows and Zip files.

" Start with WirZip Classic

Help | < Back I Next > I Close |

After selecting wizard it will take you through a series of windows to determine
how you would like to search you computer for zipped files. All you will need to
do is ht next until you see the screen below.

WinZip Wizard - Select Activity

What do you want to do?

Choose the activity you wish to perform, then click on Next.

(If you have downloaded a Zip file from the Internet or
anhother online source and want ta install it, choose Unzip.)

& Unzip ot install from an existing Zip file
" Update an existing Zip file

" Create a new Zip file

WinZip Classic l Help I < Back I Next > I Close I

This will be the screen that shows up at the start of the program when you open it
in the future.

Zipping Files

Compressing files will be a useful tool when you need to send a large document
through email. For emple if you need to send five excel files to your boss, it

would be a good idea to zip them. This will allow him/her to only download one

file and al so make the file size small e
him/her as long to download.



The first step in compressing a file or a group of files is selectinGrbate a new
Zip file bullet on the screen above.

On the next screen you wi/ll need to sel
choose a name that has relevance so that wiesent through email the receiver
knows 1 tds not a virus.

WinZip Wizard - Choose Zip Name

Choose a name for your Zip file. then click on Next.

Enter the name you want to use for your new Zip file, or click on
Browse to browse your system; then click on Next.

The current default folder is:
A\\Hercules\D ata\ekrajnikovich\My Documents

File name:

Browse... I

‘WinZip Classic I Help I < Back I Next > I Close I

Once you choose your filename you will then be prompt by the screen to add the
file or files you wish to zip. It gives you two options, one is to add by folder and
the other is adding biyle.

WinZip Wizard - Select Files [Test.zip]

Select items to add, then click on "Zip Now" to zip

To select files to add to your Zip, click on “Add files" or "Add
folders", or drag and drop files or folders from Windows Explorer.
To remove items from the list, select them and click on Remove.

C:\#25 - Explanation.pdf
C:A\2004. pdf
C:\2004app.pdf

Addfles. | Addfolders... | Rerove |

WinZip Classic | Help | < Back | Zip Now I Close |

After choosing your files or folders all you need to hiZig Now. The next

prompt will then give you the option to email this file. If you decide to click this
option then your default email program will load and start a composed email. If
you decide that you want to email this file later it will be located irMige
Documentsfolder.



WinZip Wizard - Zip Complete [Test.zip]

Zip operation is complete.

Click on "Restart" to work with another Zip file or "Finish' to
leave the WinZip \Wizard.

Click on "winZip Classic" if you'd like to examine the contents of
your new or updated archive.

Click on "Mail this Zip file" if you'd like to e-mail your new or
updated archive to someone else.

Mail this Zip file...

WiZipClassic | Hep |  <Back | Finish Restat

Unzipping Files
Unzipping files is basically done the same way as compressing them. This
operation would be done if you were the recipient of a Zip file.

Once you load WinZip you will be prompted to select from the screen below. To
unzip you will just hit next because the Unzip option should be selected by default.
If the Unzip option is not selected, then select the option and click next.

WinzZip Wizard - Select Activity i

What do you want to do?

Choose the activity you wish to perform, then click on Next.

(If you have downloaded a Zip file from the Intemet or
another online source and want to install it, choose Unzip.)

& Unzip of install from an existing Zip file
" Update an existing Zip file
" Create a new Zip file

WinZip Classic | Help I < Back I Next > I Close I

This next sagen is where you will select the zip file that you would like to open. If
you do not see the zipped file in this list then you will need to select the search
option in the lower right hand side. If the file you would like to unzip is in the list
just highight it and click next.



Select the Zip file you want, then click on "Next"
Zip files in Favorite Zip Folders sorted by date:

Name | Modified ~ [ Folder
3/4/04 508 PM  MHercules\D atahekra)

4 | »

Can't find your Zip file? Click here: Search... I
WinZip Classic ‘ Help I < Back I Next > I Close |

Clicking on the search button will prompt the window below. As you can see, it

gives you a couple different options to search the hard disk on the PC. If you know
which folder the zip fil eetimsefindin(lnot hen yo
automatic) 0.

WinZip Search

Wingip can automatically search for Zip and QK
encoded files, or, if pou want to search for a file

vourself, click on "Let me find it". Cancel

¥ Search hard dizk(z) on thiz PC
" Search Favorite Zip Folders

" Search disk: IE:‘« "I

£ Let me find it [not automatic)

Help

il

After choosing the file you would like to unzip all you need to do is tell the

computer where to unzip it to. | would recommend unzipping the file or files to a
folder that you know it owcboose & foldeewitha o st
lot of word documents and the file that you are unzipping is a word document then
you might not be able to find it once it unzips. Once you have chosen the folder

you would like to unzip it to is entered clitknzip Now.






