Remember Motepad - the Microsoft app?

_.-"‘H

tekcetera) oo

I like to refer to myself as a proficient typer, but | by no
means can keep up with my brain, Realistically, | would say
that 1 am capable of typing 30 words per minute with about
3500 percenl accuracy. However, my brain works more
rapsdly than that. Over the years, one thing that | have found to be particulary frustrating s when typing
letters, documents for seminars, of speaches, Microsolt Ward can be incredibly cumbarsome with all of
its auto comecting, spell checking, formatting and paragraphing — it seems overly complicated. For
those who have a relatively short attention span (like me) the feedback Microsoft Word gives can be
distracting to one's thought process.

making technology click™

A couple years ago, | started typing all documents in Notepad. The value of Notepad is incomparable to
any other program, as it allows for thoughts to flow effortlessly, Notepad is a tremendously useful
application and confinues 1o be underuliized, For me, MNolepad helps me from a performance
perspective because | am able to spend less time worrying about formatting, punciuation and spelling
and more time on confent development. Once I've completed my thoughts, | sslect the entire Nolepad
document and paste it into Microsolt Word, 1o then use the functionality of Microsoft Word's tools —
swch as spelling and grammar. Here are some of my best practices for using Notepad:

To start: go to your ‘Accessories; ' if you have Windows 7 or Vista, type ‘Notepad’ in the search
b amd it “anter.’

# To adjust font go to ‘Format’ and select ‘Font.'
To inser a time stamp: go to 'Edit’ and select Time and Date;’ you can also inser a lime stamp
by typing "Fn" and ‘F5.’

& Toselect all: type "CiT and ‘A"

& Tofind & word or phrase in Notepad: type "Ciff and 'F.’

& To paste: type ‘Cir" and '

¢ Tocopy: type ‘Gt and °C."

e Toundo: type ‘Cir’ and ‘2.’

John 8. Pitts is the founder and president of Tekcetera, Inc., a8 comprehensive and cosi-effective
hardware, soffware amd suppor technology services company that delvers peace of mind thaf
businesses’ technology will work, every time. To learn more, call John directly &l (714) 922-4230 or visit
www.fekcedera. com.



