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Microsoft Windows 7 and Office 2010  
By P. Phillips 

Roughly every 3 years, Microsoft releases new versions of 
its software.  In this case, Windows 7 is being introduced 
this fall replacing Windows Vista.  Office 2010 is expected 
this winter, replacing Office 2007. 
 
Response to early test releases of Windows 7 has been 
very positive and many of the problems experienced with 
Windows Vista have been addressed.  Windows 7 is ex-
pected to be the real replacement for Windows XP.   
 
IS&T will test the new operating system in conjunction with 
various computer models and with many of the major soft-
ware products used at CSU.  When it is determined that 
Windows 7 can meet the university’s needs, we will start to 
order new computers with that OS.  We expect this to hap-
pen in spring of 2010. At that time, justified updates may be 
requested for existing PCs that are able to run Windows 7 
effectively. 
 
Office 2010 will not be as significant an update as Office 
2007.  Office 2010 will continue to further use the ribbon bar 
concept and provide incremental improvements to all soft-
ware within the suite.  There will be no file format changes 
as happened in the move from Office 2003 to Office 2007.   
We will make Office 2010 available to the CSU community 
shortly after its release. 
 
If you have questions about the introduction of either of 

these products at CSU, please feel free to contact Peter 

Phillips at x3779 or p.phillips@csuohio.edu. 

Facebook Security 
 

With more and more people using social web sites, it’s easy 
to reach out and connect with old neighborhood, high 
school, and college friends no matter where they are in the 
world.  But, it’s important to know what you’re doing so you 
don’t tell too much about yourself to people who have no 
need to know. 
 
If you’re a Facebook user then consider these security rec-
ommendations.  Not doing so may expose your personal 
information to everyone. 
 
1) Make sure only your friends can see your profile.  Why?  
Your profile contains the posts you made onto your Face-
book wall, and your personal, educational, and work infor-
mation.  You wouldn’t post this information in a newspaper 
or billboard for all to read, so why post it on the internet?  

 

Here’s how to check; a) on the right hand side of the 
screen, hover your mouse pointer over Settings and click 
on Privacy Settings, b) Click on Profile, c) Make sure that 
all options read Only Friends. 
 
Profile is one of four submenus into which you can drill 
down.  Also look at Search and News Feeds and Wall for 
appropriate options.  The Applications submenu contains 
textual information, but no options yet. 
 
2) Keep this in mind: whatever you write on your wall or on 
someone else’s is publicly visible by your friends and the 
friends of the person on whose wall you’ve written. 
 
3) Keep this in mind: whenever you send someone a mes-
sage, it is private and only visible to that person .  This op-
tion of Facebook may be used instead of email. 
 
4) Keep this in mind: whenever you post to someone’s wall 
(let’s call this person Chris), anyone who has both you and 
Chris as friends will receive a copy of your post. 
 
5) Don’t show your birth date in your profile.  Click on Pro-
file, Info tab, and then the Edit pencil.  I recommend against 
showing birth date because of identity theft problems.  If 
you want your friends to know when to wish you a happy 
birthday then choose the option Show only month and day 
in my profile.  If you place your high school or college 
graduation year in your profile then your birth year will be 
fairly easy to deduce. 
 
6) The Education and Work portion of your profile is how 
you’ll be found by other people, so it’s important to make 
sure it’s accurate. 
 
The Internet has a memory.  What you put in your profile 
may be copied by one of your friends and turn up at an in-
appropriate time.  So, keep this information interesting, but 
not too personal.  For example, saying ‘More conservative 
than liberal’ in stating your political views is better than 
‘Eviscerate all liberals!’ 

Web Based Photo Editing 
 

Let’s say that you're on someone else's computer, you 
need to quickly edit an image, and there's no graphics edi-
tor for you to use. What do you do? 
 
Here’s what our trainer recommends.  Just jump onto    
Picnik (http://www.picnik.com/), register free, and within 
moments you'll have access to a complete set of powerful 
picture editing tools, right there in your web browser! The 
great thing is Picnik works with your photos wherever they 
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are: Flickr, Facebook, Photobucket, Picasa, MySpace, and 
more. It has loads of effects as well as creative solutions, 
and it's easy to use. 

Word 2007 Tip of the Month 
Customizing the Word Dictionary 

Word's dictionary feature is customizable. Adding words, 
including proper nouns or specialized terms can make the 
tool very useful. Click the Office button, select Word Op-
tions, select Proofing options, left click Custom Dictionar-
ies, select New, enter a file name and select Save. A new 
dictionary is created. In order to add terms, select the new 
dictionary and click Edit Word List. Type a word in the 
Word box and select Add. This process can be repeated 
for multiple words. When finished select OK. 
 
In addition, you can edit the words that you’ve added to the 
default Word dictionary.  Follow the steps above, but in-
stead of selecting New and entering a file name, select the 
displayed file name and click Edit Word List.  A dialog box 
will appear that shows all words that you’ve entered.  You 
can add new words or delete any that were added by mis-
take. 

Excel Tip of the Month 
Listing the Names of Your Files 

Do you know the names of all the files in your My Docu-
ments folder?  Would you find having such a list useful?  
While Windows does not provide an easy way to get the 
names of the files in a folder, they’re not hard to get if you 
follow these steps.  Here are the steps. 
 
First, you have to create a list of your files using a DOS 
window. 
 
1. click Start 
2. click Run… 
3. type cmd and click the OK button 
 
A DOS window will be displayed on your desktop.  You’ll 
now have to navigate to the folder that contains your docu-
ments.  In most cases this will be your My Documents 
folder.  The command to do this is slightly different if you’re 
using XP or Vista. 
 
4. XP: in the DOS window, type cd my documents and hit 
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the Enter key. 
    Vista: in the DOS window, type cd documents and hit the 
Enter key. 
 
The rest of the instructions are the same for either of the 
Windows operating systems, XP or Vista. 
 
5. type dir > my files.txt and hit the Enter key.  It will appear 
as though nothing happened. 
6. type exit and hit Enter.  The DOS window will close. 
 
Step #5 created the list of files, now it’s time to go into Ex-
cel and look at the list. 
 
Open Excel, and go to File Open.  You’ll be looking for a 
file called ‘my files.txt.’  Because this file ends in .txt, it 
won’t be displayed in the list of files that you can open.  By 
default, Excel only displays .xls files and their derivatives. 
 
So, to find the file you just created type *.txt in the filename 
area and hit the Enter key.  You should see my files.txt dis-
played.  Click on it and hit the Open button. 
 
Excel will attempt to convert this file into a spreadsheet.  
Accept the default selections that Excel presents. 
 
That’s it, you’re done!  You should see a list of files you 
have in your documents folder.  You can also do this with 
any other directory, too.  Just navigate to the alternative 
directory in the DOS window instead of the Documents/My 
Documents folder.  The rest of the steps remain the same.  
If you’re unsure how to do this, call the newsletter editor 
and he’ll help you through the process. 

Quote of the Month 
 

America has been called a melting pot, but it seems better 
to call it a mosaic, for in it each nation, people, or race 
which has come to its shores has been privileged to keep 
its individuality, contributing at the same time its share to 
the unified pattern of a new nation. 

-King Baudouin of Belgium (1930-1993)  

 

 


