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Q1. My email account may have been hacked, phished, or compromised. How can I tell for sure? 
A1. It’s pretty obvious when friends start asking if you sent them “such and such” and you definitely didn’t that spam stuff that your address book in your email has been hacked. (If you receive email from “yourself” that you didn’t send, then it may be someone else’s email that was hacked and your address was in their address book.)
Other ways to suspect that your email has been compromised are that you can’t log into your email account or you’re not receiving email that you should be. If you’re finding in your Sent email folder items you didn’t send, someone without permission may have been sending “spam” emails (unrequested ads, etc.) or “phishing” emails (fake emails asking for your ID, password, birth date, bank account number, etc.) using your ID and password. This unauthorized person might also be send “scam” emails (emails asking you to help them get money to or from a foreign country).

Q2. What should I do if I’m pretty sure my email account has been compromised? 

A2. The first thing to do, if you can get into your account, is change your password to a completely new password that contains at least one of each: capital letter, lower case letter, number, and special character (-, _, &,*, #, etc). These four requirements should

give you a strong password that’s not easy to crack. If you can’t get into your account, you will probably have to call the provider of your email or get other professional help.

The next step is to scan your computer(s) with an up-to-date anti-virus program. 

Scan again with an up-to-date anti-spyware/antimalware program such as SuperAntiSpyware because some malware may not be detected by anti-virus scans.
Run your Microsoft Updates to make sure the operating system is up-to-date. 
When you’re sure the computer(s) are clean, you may want to change the email password again just in case a “keylogger” malware program (program that records and sends “home” every key stroke you’ve made) had been installed on the computer and was active before you got everything cleaned.

Log into your email and check to see that your Options haven’t been changed in webmail.

Note: Also, it’s safer NOT to check in the box to let the browser “Remember my password.”

Q3. I downloaded the Internet Explorer 10 for my Windows 7 machine and I don’t like it because it’s causing problems. How can I get rid of IE 10 and get my IE 9 back?

A3. Actually, when IE 10 is uninstalled, IE 9 is automatically restored. To uninstall IE 10, follow the path: Strata Control Panel / Programs and Features. In the left panel, click on “View installed updates.” 
Under “Uninstall and update” scroll down to the Microsoft Windows section, select Internet Explorer 10 and click “Uninstall.”

Restart the computer to complete the removal of IE 10 and restore IE9.  
Q4. I want to create an index with hyperlinks to individual pages in a newsletter, booklet or document in MS Publisher. How do I do it? 

A4. To create a hyperlink to another page in your document, do the following:   

1. Select either text or a picture.

2. On the Standard toolbar, click Insert Hyperlink. [image: image1.png]



3. Under Link to, click Place in This Document. 

4. Select the page that you want and change the title of the page if you like.  
5. Click OK on the Enter Text dialog box. Click OK in the Insert Hyperlink dialog box. 

In the example below, after selecting the page Windows Q & A in the index, clicking on the hyperlink button, clicking Place in This Document, clicking the page number, clicking Change Title button, I have changed the Page Title to “Windows Q & A.” I will click OK twice. 

Now, if the file is a .pub  opened in a Publisher program, when the mouse pointer is positioned on Windows Q & A in the index, the pointer will stay an I-beam, but a tool tip will appear briefly stating to use Ctrl + click to follow the link. 
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However, if the file is a .pdf opened in Adobe Reader, the pointer will become the hand with the pointing finger to indicate a link, and a click takes you immediately to page 4. [image: image3.png]



Q5. How do I adjust an inserted picture to get it very close to the text in MS Word or MS Publisher 2007?

A5. In MS Word, do the following: 
1. Right-click on the graphic for a menu and select Format Picture.
2. Click the Layout tab, and then click the Advanced button.

3. For Wrap style, click on Tight or Square—Tight adjusts for Left and Right, Square adjusts also Top and Bottom. Select horizontal position for the graphic (Left, Center, Right, Other). 
4. Click Advanced.

5. Change the Distance from Text to “0”. Click OK. Click OK. 

6. Nudge the selected graphic (resizing handles showing) to the desired position with the navigation arrow keys. (When a graphic has been formatted this way, you can usually click and drag it or nudge it wherever you want it; but sometimes you have to delete and reinsert it.)

For MS Publisher 2007, right-click the graphic, select Format Picture, and click the Layout tab.

Then, select Wrapping Style – Square allows adjustment for Distance from text. Next, select the position to wrap text, and set the Distance from text to something between 0” and 0.04”.

Q6. How do I adjust the Line Spacing in MS Word and Publisher 2007 to get more text to fit on a page?

A6. Click the Line Spacing button and make adjustments as needed. The Paragraph dialog box below shows the selected paragraph is aligned Flush Left, with no space before paragraphs, a 4pt space after paragraphs, and a single space between lines.
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