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Passwords are becoming more problematic every day as we set them up for 
PCs, hardware, web sites, ATM cards, etc.  If you do anything of a personal 
nature with your PC, including accessing financial web sites such as banks, 
brokers, etc., you need to keep your passwords (1) secure, (2) hard to guess, 
and (3) easy for you to access.

Here Is a List of DON’Ts and DOs:

�xDON’T  write passwords down on paper unless you can keep the 
paper in a safe place; for example, in a safe or safety deposit box.

�xDON’T  use the same password everywhere; or even more than 
once.

�xDON’T send passwords via email unless the email is encrypted.

�xDO change critical passwords (such as for bank, web sites, or your 
PC) periodically:  every six months preferably, but at least once a 
year.

�xDO use random passwords (such as can be generated by the pro-
gram discussed below).

�xDO use strong passwords.  Microsoft defines these as consisting of  
six or more characters and as having at least three of the following:  
uppercase letters, lowercase letters, numbers, and symbols such 
as !,@,#.  (See the Microsoft website at www.microsoft.com/protect/
yourself/password/create.mspx).  Your master passwords (see below) 
need to be strong, but random is probably not reasonable.  Instead 
make them tough to guess.  Use combinations like your mother’s 
maiden name initials, your father’s birth date, and your cousin’s 
nickname, with a symbol thrown in the middle somewhere.

My suggestions below all involve a master or encryption password which 
should be changed periodically.

1.  You can put your passwords in a file for your reference providing 
the file has a master password, and providing the file is encrypted.  
Some word-processing programs, such as the newer versions of MS 
Word, have some of this capability.

2.  You can put them in a file and store the file in an encrypted loca-
tion.  Microsoft offers file encryption, as do third-party software ven-
dors.  This is better than option #1 and can be used with option #1.    

   THOSE PREVELANT, PROBLEMATICAL PASSWORDS

~ by Tom Crittenden

Memorial Day
May 26
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DEVELOPING WEB PAGES
USING MS WORD

Part II:  Generation
~ by  Mark SimondsPlease note that without an encrypted 

file, any password file is VERY vulner-
able.  For example, if you are running 
Windows XP and your PC  is stolen, any 
knowledgeable geek can gain full access to 
your data even if your computer has a 
password.

3.  My personal favorite is to use a pass-
word manager program. I use Robo-
form (see www.roboform.com/).   These 
programs also use a master password and 
store the data in encrypted files that can 
only be unencrypted with the master pass-
word.  At last count I had over 100 pass-
words for web sites, hardware, etc. and 
this was the only way I could keep track of 
them.  I have a version that is on a USB 
flash drive so that I can use it on multiple 
PCs, and even take it with me when travel-
ing.  But note that if you are traveling, 
don’t put passwords into public computers 
such as those used at libraries.

If you want to use a Password Manager 
program, research the web sites of the 
companies offering them and also get in-
dependent reviews.  I suggest 
www.cnet.com and www.pcworld.com.

Practice password safety and
 enjoy your computer!

PREVALENT, PROBLEMATIC PASSWORDS

continued from page 1

In Part I of this article we discussed getting your 
My Documents folder organized.  Since you read 
that part, you have all your files organized and your 
document-tree looks something like mine.  Yes, 
your names may be different but when I refer to my 
_SiteX folder you can navigate to the appropriate 
folder in your computer.

Do this by first getting into Word.  Then click on 
File | Open and navigate to the _SiteX folder you 
created for this project and in which you already 
have all of your web pages stored in Word (.doc) 
format.  Click on and open the document file of the 
page you are going to use as your home page.

Now that you are looking at the page you generated 
in Word format, let’s look at formatting.  You 
probably formatted the page to look good on an 8 ½ 
x 11 sheet of paper with 1” margins on all four 
sides.  But when it gets onto your neighbor’s com-
puter and is shown through his particular browser it 
may not appear in this size.  The size of your page 
will be determined by the size of the screen upon 
which it is appearing, the resolution of that screen, 
and the size of your neighbor’s browser window.

So, do not rely on absolute formatting.  It won’t 
work.  Instead, use only basic Word formatting on 
everything, including justifications:  left, center, 

right, or justified and including 
headers, paragraphs —every-

thing! 

This is the second of a three-part article which 
began in the April issue of your newsletter.

  Part three will appear in June. 
 The author will teach the subject in 

July or August if enough interest is expressed to 
our Education Director.  

continued on page 3

      GOT COOKIES?
~ by Tom Crittenden

My personal choice is to avoid leaving 
cookies after I’m through using the web browser (see ar-
chives in the RASCAL List Server).  I used to try to re-
member to delete them when using Internet Explorer, but I 
always seemed to get those annoying “Tracking Cookie 
Found” messages when running Ad-aware.

I’m now using mostly Firefox (Version 2), and found a 
couple of settings I really like that delete cookies when 
the browser is closed.  The first way is to click on the 
Tools Menu | Options;  then click the Privacy tab.  Then 
change “Keep until:” to “I close Firefox.”  The second 
way is to click on Tools | Options | Privacy; click 
“Always clear my private data when I close Firefox, 
and then click Setings.”  In the “Clear Private Data” 
dialog click Cookies and any other data you want to de-
lete, then click OK.  On the Options screen you may click 
or clear the “Ask me before clearing private data.”
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If you try to “make things pretty” by putting in tabs 
and extra spaces, things will start to look funny and 
not so pretty when it gets into HTML.  If you want to 
make things appear as though they were in a table —
an excellent formatting approach— then put your 
project in a table in Word  and fill the table accord-
ingly.  The row and column spacing in the table can 
be adjusted.  The border on the table can also be hid-
den by selecting the table and clicking on Table | 
Hide Gridlines.  If that doesn’t work in your system 
then try Format | Borders and Shading and then 
select None. 

Links to other pages may have already been put in as 
icons and linking words, but don’t bother to insert 
the actual links until you get it into HTML.  You will 
always have to create the real links in the HTML 
document.

Now it is time to convert the file to HTML and save 
it.  Click on File | Save As.  In the Save As dialog 
box there are three entry boxes which you need to be 
concerned with:  Save In, File Name, and Save as 
Type.

In the Save In entry you will see the folder from 
which you loaded your Word (.doc) document.  You 
want to change this to your new HTML directory.  
Remember that we began our organization by putting 
an HTML folder under the _SiteX folder.  The Save 
In entry now shows the HTML folder, the place 
where we save the HTML documents.

In the Save as Type box, click on the blue down-
arrow (v) and select Web Page (*.htm; *.html), as 
shown above.  This tells Word  to convert the file to 
HTML.

The last step is to define the web file name you will 
use.  Your home page is to be named “index.htm” 
or “index.html”.  No other choices are available.  
(Not totally true, but if you want it to be easy to get 
to your web page, use one of these.)  This is because 

when a browser looks for a web page such as 
www.mypage.com/index.htm (or .html), if it cannot 
find this file, the browser will tell the user that 
“This page cannot be found.”  We have all been 
there.  All the other pages you can name as you 
wish, but name your home page “index.htm.”

After you click Save, your Word  screen shows 
your HTML document as it will be seen on the 
web.  Now go and perform the same conversions on 
all of your web pages that you have in the Word 
(.doc) format, in the _SiteX folder.

Use your Windows Explorer to look at the HTML  
You will find the “index.htm” file that you made 
along with all the other .htm files.  You will also 
notice the new folder, “index_files”, and others 
that correspond in name to all the other .htm files.  
These are files required by the Word translation to 
HTML.  Keep them.  When you upload files to the 
server, you will upload these too.  

In Part III of this article, in the next newsletter,
 we will find out how to connect the links in 

your new web pages.

Web Page Generation, continued from page 2

DEFINITION
from Wikipedia

HTML:  HyperText Markup Language is 
the predominant markup language for web 
pages.  It provides a means to describe the 
structure of text-based information in a docu-
ment — by denoting certain text as links, 
headings, paragraphs, lists, and so on —- and 
to supplement that text with interactive forms, 
embedded images, and other objects.  HTML 
is written in the form of tags, surrounded by 
angle brackets.  HTML can also include em-
bedded scripting language code (such as 
JavaScript) which can affect the behavior of 
web browsers and other HTML processors.



4

4

To Turn Off Vista’s Sidebar

�x��  Right-click the Windows Sidebar icon on the 
taskbar. If you do not see this icon, click the 
Show Hidden Icons arrow then right-click the 
Windows Sidebar icon.

�x�� To temporarily disable the Windows Sidebar, 
click Exit.  Or, to permanently disable it:

�x�� Click Properties.

GOT  GADGETS?

~ from www.Malek Tips.com

Windows Sidebar is a vertical 
bar on the Windows Vista desk-
top that displays visual objects 
called “gadgets.”  Gadgets can 
display information such as the 
current time, provide a mini note-
pad where you can jot down im-
portant information, display photos 
as a slideshow, provide quick 
games for you to play, and more.

Some Windows Sidebar Gadgets can communicate 
over the internet, displaying updated weather, feeds 
from various news sources such as announcements 
of new tips from MalekTips, items available for pur-
chase on ebay, and more.

How to Enable or Disable Vista’s Sidebar

Vista’s sidebar may or may not be displayed when 
you start your machine, depending upon your

 Windows Vista configuration.

To Turn On Windows Sidebar

1.  Click the Window’s Start button on the taskbar; 
then All Programs | Accessories | Windows Side-
bar and press the Enter key.

2.  Now, if you want to permanently enable the 
Sidebar when Windows starts:

�x�� Right-click in any blank space on the Windows 
Sidebar, then choose Properties.

�x�� The Windows Sidebar Properties dialog box 
will appear.  Check Start Sidebar when Win-
dows Starts.

�x�� The Windows Sidebar Properties dialog box 
will appear.  Uncheck “Start Sidebar when 
Windows Starts.”

�x�� Click OK.

�x�� Finally, right-click the icon again and click 
Exit.

Note that you may have to
 confirm your settings.

For further information, check
www.windowshelp.microsoft.com.

  Click on “Personalize your computer”
 then “Windows Sidebar and taskbar.”

Most of us know about using right-click in a docu-
ment or program to get a pop-up menu of actions we 
can perform that are specific to where we right 
clicked (e.g. right-click part of a document in a word 
processing program to get things like changing font 
or paragraph settings).

Here’s a tip that may be only of passing interest 
to beginners but could be a great time-saver and 

convenience to the more experienced
 who are using Windows Vista.

I like to build a reference document that lists files 
and their locations.  For example, I have created a 
document that lists downloaded files with their paths 
and filenames in case I need to reinstall a program.  I 
built this when using XP and would have loved to 
have known about a short cut.

I recently found a tip in PC World that tells of a very 
simple, time-saving shortcut to Copy as Path and 
also to a number of other very handy shortcuts such 
as: Create ViceVersa Snapshot; Open Command 
Window Here; Search; Share; WinZip; Restore Pre-
vious Versions; Scan with AVG; and more.

It involves a simple Shift Right-Click on a docu-
ment in Vista’s Windows Explorer.  To get the 
Copy as Path option, for instance, simply select the 
document; do a Shift Right-Click and click on 
Copy as Path.  This copies the complete file and 
path for the folder or file so you can then paste the 
path elsewhere. 

A VISTA TIP from
Tom Crittenden
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COURSE DESCRIPTIONS
MAY & JUNE 2008

INTRODUCTION to COMPUTERS
(REQUIRED for FIRST-TIME 

COMPUTER USERS.)
Learn the proper method to turn a computer on and 
off.  Learn to use the mouse and keyboard.  Get ac-
quainted with hardware, software, and computer vo-
cabulary.

AVERY DESIGN-PRO Limited 
(Vista Compatible.)*

(PRE-REQ:  Familiarity with Windows file man-
agement and clip art.)  Avery DesignPro Limited 
(version 5.4) is a free download.  This class will 
demonstrate the ease of creating professional-looking 
labels, cards, and CD labels, using your personal de-
sign and information.  Customize quickly and print 
using the step-by-step guide.

TRANSITION to VISTA*

(PRE-REQ:  Experience in XP use and interest 
in learning more about Vista.)  This class offers 
an overall look at Microsoft’s newest operating sys-
tem.  Upgrading from XP will not be addressed.

*A one-day, two-hour class.

WINDOWS MOVIE MAKER*
(PRE-REQ:  Familiarity with Windows file 
management and with music and picture files.)  
Windows Movie Maker is a feature of Windows XP 
and Vista.  It enables you to create home movies 
and slide shows on your computer, complete with 
professional-looking titles, transitions, effects, and 
music.  When you are ready, you can use this pro-
gram to publish your movie and to share it with 
your friends and family.

WINDOWS VISTA, Beginning
(PRE-REQ:  Introduction to Computers.)  This 
class is a continuation of basic computer skills.  
Identify and use parts of the newest Microsoft Oper-
ating System.  Learn the difference between system 
software and application programs.  Learn how to 
use the basic controls, menus, icons, and toolbars on 
various windows and the desktop.  Windows XP 
users are welcome to take this class.

WINDOWS XP, Beginning
(PRE-REQ:  Introduction to Computers.)  This 
lecture class is a continuation of  Introduction to 
Computers.  It includes instruction on how to han-
dle files; copying to a CD; the organization of your 
computer; computer protection; and more.

WINDOWS XP & VISTA, 
Intermediate to Advanced

(PRE-REQ:  Windows XP or Vista, Beginning; 
or a moderate familiarity with either program.)  
Learn extra maneuvers such as customiz-
ing/adding/changing menu items, and capturing 
screen images.  Learn to use the Windows Cleanup 
programs such as defrag and disk cleanup; become 
familiar with System Restore.  Go into these multi-
layered programs in detail.  This will be a Q & A 
class, along with lecture.

WORD 2007, Beginning
(PRE-REQ:  Beginning Windows.)  Learn to 
navigate the newest version of this word processing 
program.  Get acquainted with the Ribbon, which 
takes the place of the menu bar.  Enjoy easier tool 
applications, and more colorful and interesting 
graphic editing.

MAY

JUNE

MAY & JUNE

E-MAIL & INTERNET

(PRE-REQ:  Introduction to Computers and Be-
ginning Windows.)  Very detailed, very basic 
class.  Handouts will teach you how to get started in 
e-mail and the internet.  Create, send, and receive 
email over the internet using Outlook Express.  
Search, surf, and download using Internet Explorer.

PHOTO & GRAPHICS EDITING

(PRE-REQ:  Previous experience with any photo 
or graphics program.)  For beginning, intermedi-
ate, or advanced students seeking solutions for their 
photo or graphics project.  Solutions will be offered 
that are intended to apply to any software being 
used.
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GENERAL TROUBLESHOOTING

Most Areas of Computering

DIGITAL CAMERAS & PHOTOS - For Beginners
  Nancy Kain       955-4800                        nankain@rascal.cc
  Ken Mitchell       476-1883                       ks4lb444@rascal.cc

EXCEL
   Ron Willing       582-9694                      rwilling@charter.net

GENEALOGY
   Laura Dunwald       479-9076                      beagenie@charter.net

GRAPHICS
   Bill Porter      [phone n/a]                         silverfox@uci.net

ICQ
   Jean Kraft        664-8197                    hikraft@charter.net

INTERNET, General
   Position Open   

MACINTOSH OS
   Joanne Shields       [phone n/a]             maclady@clearwire.net

OUTLOOK EXPRESS
  Nancy Kain              955-4800                       nankain@rascal.cc
   Jean Kraft                664-8197                     hikraft@charter.net
   Cliff Worden       471-1292                   cliffmar@charter.net

QUICKEN
   George Steffensen     474-4305                   stefff@peoplepc.com

WEB PAGE HTML BASIC
   Mark Simonds            955-4810                 mcsimonds@rvi.net

WORD PERFECT & MS WORD (for beginners)
   Karen Janssen            956-6067                  ilea@terragon.com

Wally Zittle*           476-9800          wzittle@charter.net
Bob Booth*              474-2993                 robtb@rio.com
Ray Lake*               956-6302         raylake@charter.net
Chris Oman*          474-0161                ckoman@rvi.net
Len Richardson      866-2541              len_r@yahoo.com
Gerry Tank             476-7667    badger1gt@charter.net
Lou Lyons is recovering from an illness and will return 

to this list at a later date.

Laura Dunwald   479-9076         beagenie@charter.net
Judy Engel*         476-9018            judyengel@msn.com
Ginny von Gal     218-6633         skipjack317@clearwire.net

Gordon Rendall   955-1000  grandpaw5@clearwire.net
Gerry Tank          476-7667       badger1gt@charter.net

BEGINNER’S HELP

APPLICATIONS & OTHER SPECIFIC HELP

Smartwire is The RASCAL Internet
 Service Provider & Website Provider at 

EXCHANGE COMPUTER RELATED QUESTIONS & ANSWERS

The free-to-all RASCALs Technical Help ListServe is here to help all members with 
any problems they may be having with their computer.

  For information on how to subscribe go to our website:

www.rascal.cc and click on Help * ISP.

301 NE  6th Street at ‘E’, Grants Pass
Telephone:  955-6930

*Available for home service for a nominal fee.  

Need Help?  -  Dial-A-Helper

“Seniors Helping Seniors”
Support for simple computer problems is available by telephone from the Dial-A-Helpers listed

 below.  On-line help can be accessed from the Technical Help ListServe.

VISTA

Tom Crittenden  [phone n/a]   TD1@back40software.com
Laura Dunwald   479-9076         beagenie@charter.net
Wally Zittle*        476-9800           wzittle@charter.net
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DO YOU PRACTICE
SAFE DOWNLOADING?

~ by Reliable Sources

Downloading files can include:  installing programs 
from a CD; opening pictures or links to web sites 
from email; upgrading software acquired from the 

web; or transferring music files from
 a computer half-a-world away.

Files you download could be just what you ex-
pect, but they might also be a vehicle for malevo-
lent intent.  Malicious software (also called mal-
ware) is software that can harm you or your com-
puter; it can include viruses, worms, spyware, and 
other unwanted programs.

Before you download files, make sure you are as 
protected from unwanted software as you can be.

Keep Your Software Safety Net Up-to-Date

�x�� Update Windows Automatically.  If you use 
Windows Vista, Windows XP, Windows 2000 
Service Pack (SP3) or later, Automatic Updates
delivers updates to your computer automatically; 
so this is the easiest and most reliable way to 
make sure that you get new security and other 
high-priority updates as soon as they become 
available.  To turn on Automatic Updates, go to 
Control Pane, open Security Center and click 
on Automatic Updates.

�x�� Regularly download the latest antispyware 
and antivirus updates, and then scan your 
computer right away.  You can set most of 
these programs to actively — even automatically 
— monitor for and help stop spyware and virus 
intrusions.  If you use Windows Live OneCare 
or Windows Defender, you can get updates 
automatically through Microsoft Update.

Improve Your Computer’s Overall Security

�x�� Lay the Protective groundwork.  Use, at least, 
Window’s Firewall ; keep your operating system 
updated with the latest security updates; and use 
both antivirus and antispyware programs. 

�x�� Set your antivirus program to scan all incom-
ing files and email attachments before you 
open them.  This is different for every antivirus 
program, so consult the manual or online Help 
for instructions. 

�x�� Use a spam filter.  Many email programs and 
Internet Service Providers (ISPS) offer filters that 
can help block unwanted messages.  Microsoft 
Outlook has strong natural defenses against junk 
email, but you can also step up your defense 
against spam.

�x�� Install and run a program to help detect and 
remove spyware.  Some Internet Service Provid-
ers include antispyware software as part of their 
service.  If your ISP doesn’t offer this, consider 
Windows Defender or free antispyware software 
from other companies.

�x�� Experienced RASCALs recommend that you 
SAVE rather than RUN your downloads.   Put 
them in a Download folder until you are ready to 
look at them.  Before opening or installing them, 
do an anti-virus and anti-malware scan.

Stay Safe Out There!

Anti Virus and Malware
Recommendations from Bob Booth

Avast AntiVirus:  The free Home Edition 
download is available at www.avast.com.  

Free Malware Protection for Private-Use 

�x�� Advanced Windows Care, Personal 2 
(AWCP)  Much faster than AdAware 2007 
and CCleaner and Spybot S & D.  A program 
that is more than adequate for a beginner and 
also for most users. After the initial set-up it is 
quick and easy to use.  It should be used along 
with these other malware programs since no 
single program is 100% effective.  What one 
program misses another will catch. 

www.IOBit.com.

�x�� Ad-Aware:  A good anti-spyware product and 
malware remover.

www.lavasoft.com/products/ad_aware_free.php

�x�� Spybot Search & Destroy:  Removes spy-
ware and other malware.
www.safer-networking.org/en/index.html

�x�� CCleaner:  Removes unnecessary files from 
the system and registry.  Easy to use.

www.ccleaner.com

Remember that keeping these security programs 
updated is about as important as using them.
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except holidays. The General Membership meets from 9:30 a.m.  
to 10:50 a.m.   The Beginner’s Meeting is held from 11:00 to 11:30 
(or to 11:45 for Q&A).  All members are welcome to attend both 
meetings.  Come early for coffee and chat with friends.

We also invite you to visit our website: 
www.rascal .cc

for up-to-date information about our club, our members, classes, 
meetings, and links to other websites.  Our website is managed by 

Ginny von Gal and hosted by Smartwire Internet. 

KEEP in TOUCH
Let RASCAL know when you change 
your e-mail address, your telephone 
number, or your residence address.
Contact the Membership Manager at
<rascalmembership@rascal.cc>
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Editor………………………...………….……….….............….Joan McDowell
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Assistant Editor…………………………..……….…..…………….Nancy Kain
Columnists……………….…..….Bob Booth, Tom Crittenden, .Laura Dunwald,
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Printing……………….…….……………....….…….......MacGraphically Yours

 Seventh & ‘L’ Streets, Grants Pass
____________________________________________

 We reserve the right to edit and/or omit submissions.

 Items received after the newsletter deadline may appear
  in the next issue.

PLEASE NOTE:  Your month of membership renewal is located in the upper right corner of your mailing label.

Please mail yearly dues:  $15 Single Membership, $20 for Couples, $75 Single Lifetime; $100 Couples Lifetime,

  to the RASCAL address listed above, or submit at a General Meeting.   

                   TAPS

Day is done, gone the sun,
From the lake, from the hills, from the sky;

All is well, safely rest, God is nigh.

Fading light, dims the sight,
And a star gems the sky, gleaming bright.
From afar, drawing nigh, falls the night.

Thanks and praise, for our days,
‘Neath the sun, ‘neath the stars, ‘neath the sky.

As we go, this we know, God is nigh.

Memorial Day
May 26


