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  ’m not big on clichés, platitudes or truisms – like

 when someone says, “it’s always darkest before the
dawn” (cliché) or “it’ll all work out” (platitude) or
“80% of the work is done by 20% of the people”(truism).

Owning a small business is, in some ways, like hav-
ing a small child in that I attract advice (from the
well-meaning) that usually comes in the form of a
cliché or a truism: “Look on the bright side” or “The
first two years are the hardest.”

(Wonder if my parents are happy that I own a com-
pany instead of a small child.  Hmm.)

In any case, business has “taken a good turn” and
now, several months past our three-year birthday, the
company has “turned a corner” and is “going great
guns” and is attracting clichés like “bees to honey.”

 During the first three years, we navigated through
“troubled waters” and over some “unploughed ground.”
The uncertainty of “what lay ahead” made me “as ner-
vous as a cat on a hot tin roof” and I was not always
sure if I could “keep my nose to the grindstone.” But
for “many moons” I did manage to “burn the candle at
both ends” without “going off the deep end.” In those
early days, I was just barely able to “pay the piper” and
“keep the wolf from the door.”

But “good things come to those who wait” and, as
everyone knows, “patience is a virtue.” I “put my heart
in it” and didn’t “burn any bridges behind me” and
finally my efforts have “paid off in spades.” I guess it’s
true ... “Keep your eye on the ball and the pedal to the
metal” and sooner or later “everything will be coming
up roses.” Lately I’m as “happy as a clam” and that’s
“straight from the horse’s mouth.” You get the picture.

How can I tell that things are going well? “All of a
sudden” my phonebook ad is drawing lots of calls, word-
of-mouth is generating new clients and bigger projects
and happy people who enjoy the calmness and profes-
sionalism and sarcasm that is always plentiful in my
office. “All at once” new work is “coming out of no-
where.” We’ve been working on a Masters thesis for the
Italian Department from a college in Ireland; a masters
thesis for The University of South Africa; a website for a
hydrotherapy group; and an encyclopedia (eek!). “Busy
as beavers.”

PS/ The reason I run this business with only one as-
sistant is obvious: “two’s a company, three’s a crowd.”

Very special thanks to Bill Kilfoil in Nova Scotia
for his help with this article.
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Nova Scotia Christmas Wreaths: Traditional Pine Cone, Bird-
house, Candy, Bay Leaf, Dried Fruit. Call Shelley at 822-5640 to
order. View samples at (www.ams.ubc.ca/business/ttl/wreaths)
or in the To The Letter office. VISA/MC accepted.



It took me a long time to get the headings in my
document to look identical. For next time, how
can I copy the formatting of one heading to other
headings in the document?

In Microsoft Word: There’s a cool trick that many
Word for Windows users overlook – format pasting.
If there’s a format in your document that you’d like
to apply in some other part of the document, don’t
bother with a lot of fancy manipulations. All you have
to do is click on a line that contains the format you
want to use, then click the Format Painter button (it
looks like a yellow paint brush) on the toolbar. Click-
ing the Format Paint button will make the mouse
pointer look like a brush. Move to the text where you
want to apply the format and use the mouse to ‘paint’
over the text.
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I find using a mouse to be very slow and I miss
the old WordPerfect days when everything was
keystroke driven. Any suggestions?

If you want to quickly navigate to the very top of a
Word document, press Ctrl+Home, To get to the end
of the document, press Ctrl+End, Ctrl+A will select
the entire document, Ctrl+C will copy the selected
text (or graphics), Ctrl+X will cut selected text (or
graphics), Ctrl+V will paste data from the Clipboard,
Ctrl+Z will undo the last operation,and Ctrl+Y will
redo the last thing you just undid. Get it?

What’s the safest way to restart my computer?

There are a number of ways to reboot your com-
puter: Press Ctrl+Alt+Del twice, press the Reset
button on your system, or choose Start|Shut Down,
select Restart the computer, and click OK. But did
you know you can restart Windows 95 without
rebooting your entire system? (This trick comes in
handy after making Registry changes for which you
need to restart Windows 95.) Choose Start|Shut
Down, select Restart the computer, then – and here's
the trick – hold down Shift as you click OK.

How’d you get the cool picture as the wallpaper
on your Windows 95 desktop?

When you run across a really great image on the
Internet, one that you’d like to use as wallpaper, you
can right-click the image to open a menu. From the
menu, you can select Save Picture As or Set as
Wallpaper.
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E-mail questions to: shelley@ttl.ams.ubc.ca
and check our website for more Q&A:

www.ams.ubc.ca/business/ttl
Tips for this issue of Q&A adapted from www.tipworld.com

�

�

�� �������	��
����	��	����������������
�	�
�����	�

�� ���	��	��������	������	����
���	
����������

�� �	�����		����
�	�
������	�����
��  !��	���
"�	���������	�
�����	

�
����
�������������	��������
�#
$%� ������&����		�
��!����������
�������
��

���������������	����
�������
�����
�����

$� �	��������	�����	�������������
�
�
������	��

'� (	�#�)�	������	����	����������	
�
"�
�����	��

*� �
��
����	�����	��	�	����
�����

����	��	��
�	��	���	#

+� ,��!�����������	�
�
�	������������
�
���-�������&���	������#

.� /���#�(���
������
��	�������	0��
�����������
���	�������������
�����
�����
��	��������	��

������������	
������������������	���������������

��&
Answers to your

software questions



Computer Skills for the Uninitiated.............$84 + GST
Saturday · October 17th · 10 am - 3 pm (includes lunch)
OROROROROR  Sunday · November 8th · 10 am - 3 pm (includes lunch)

You don’t understand computers. That’s OK. Come join some other people
who feel exactly the same way. Intended for the very beginner, this work-
shop assumes no prior knowledge. You’ll start with the basics like how to
turn it on, start up software, put a disk in, how to save a file to a disk, how
to open, rename and print files (and even how to delete them). You will
get a brief tour of Microsoft Works which you will use to write a letter.
This workshop includes a tour of MacintoshMacintoshMacintoshMacintoshMacintosh, Windows 3.1Windows 3.1Windows 3.1Windows 3.1Windows 3.1 and Win-Win-Win-Win-Win-
dows 95 dows 95 dows 95 dows 95 dows 95 – don’t know what that means? doesn’t matter – and you’ll
have an opportunity to improve your mouse skills. Come on. Join us. �

Introduction to the Internet ........................$84 + GST
Sunday · October 18th · 10 am - 3 pm (includes lunch)
OROROROROR  Saturday · November 7th · 10 am - 3 pm (includes lunch)

The internet = a bunch of computers hooked together. So what’s the big
deal? More than 22,000,000 users/day and you aren’t one of them. Yet.
You need to register in this workshop, intended for beginners (I prom-
ise). No techno-jargon. Just a gentle surf through the concepts of the
web, electronic mail (e-mail), getting files from the internet (download/
ftp), and an investigation of on-line magazines, sports scores, stock
market prices, cheap airline tickets, and Amazon.com – the world’s largest
bookstore. Prerequisite: Computer Skills for the Uninitiated or similar
experience; must be able to use a mouse.

Excel for Windows/Mac ............................ $144 + GST
Sat. & Sun. · Oct. 31st & Nov. 1st · 10 am - 3 pm (includes lunch)

The most popular spreadsheet for Windows makes budget writing a
snap. Learn tricks to make you look like a professional! You’ll create
equations to calculate total, average and percentage difference.
ChartWizard will help you design line, bar and 3-D pie graphs. Work-
shop includes overview of features specific to Excel 5.0, Office 97 and
Mac versions of Excel.

Word for Windows/Mac ............................ $144 + GST
4 Tuesdays · November 3rd - 24th  · 7 pm - 9 pm

Explore the basics of character and paragraph formatting (including
line spacing, justification, and setting tabs). Boxes and bullets are simple
– even for a beginner. By the end of the class you will format a newsletter
using columns, text boxes, and drop caps. Workshop includes overview
of features specific to Word 6.0, Office 97 and Mac versions of Word.
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Advanced Word ........................................ $172 + GST
4 Mondays · November 2nd - 23rd  · 7 pm - 9 pm

This class gives you the skills necessary to work on a large document
such as a book manuscript, formal report, or thesis. You will learn about
margins, page numbering, headers, footers, footnotes, endnotes, and table
of contents. You’ll use section breaks, styles and tables and will create
and edit macros. You should have Word for Windows/Mac or similar
experience with Microsoft Word.

Résumé Workshop:
The 30 Second Advertisement ....................$29 + GST
Saturday · October 24th · 10 am - 12:30 pm

OROROROROR   Monday · October 26th  · 6:30 pm - 9 pm

Employers start with a pile of applications.  They glance at your résumé
for a maximum of 30 seconds to decide if you go into the “Look at Later”
pile or the “Thanks But No Thanks” pile.  This workshop identifies the
tips and tricks that’ll help your résumé stand out from the competition.
Discussion will include how to hook the reader’s attention, what to in-
clude (and what not to include), organization, layout, and how to deal
with gaps in employment history.  If you have a printed copy of your
résumé, bring it to the workshop for discussion.  Class space is limited so
you’ll want to register early.

Keyboarding Skills ................................... $144 + GST
7 Thursdays · October 22nd - December 3rd · 6:30 pm - 8 pm

Level I (beginner) and Level II (intermediate). New typists will gradu-
ate from hunt and peck to typing with ALL their fingers by the end of 7
weeks (approx. 20 wpm). Intermediate typists
will work at their own pace to improve ac-
curacy and increase their speeds (aver-
age increase is + 20 wpm over 7 weeks).
Class time is spent developing proper key-
boarding technique, practise with com-
puter tutorials and games, workbook
drills, and weekly timed progress checks.
To register, you must have access to a
keyboard at home for daily practise.
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PhonePhonePhonePhonePhone:  (604) 822-5640.  Have your Visa or Mastercard number and expiry date ready.

MailMailMailMailMail:  Send registration form (below) & payment to:  To The Letter, 60/6138 SUB Blvd, Vancouver, V6T 1Z1.

FaxFaxFaxFaxFax:  (604) 822-5640.  Our phone is also a fax machine!  Complete the registration form and fax it to us.

Drop inDrop inDrop inDrop inDrop in:  Bring your completed registration form and you can pay by Visa, Mastercard, cheque or cash.
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PLEASE READ AND SIGN BELOWPLEASE READ AND SIGN BELOWPLEASE READ AND SIGN BELOWPLEASE READ AND SIGN BELOWPLEASE READ AND SIGN BELOW
Refunds:Refunds:Refunds:Refunds:Refunds:

If you wish to withdraw from a class, please let us know – in person or by phone – AT LEAST 4 working days
before your class begins.  We will issue a refund cheque which you will receive by mail within 7-10 business
days.  A fee of $20 is deducted for cancelled registration. Your registration fee WILL NOT be refunded unless
we receive your request 4 working days in advance.

Cancelled classes:Cancelled classes:Cancelled classes:Cancelled classes:Cancelled classes:

We reserve the right to cancel classes due to lack of registration.  In this event, you will be notified and a full
refund cheque will be mailed to you.

Any questions?Any questions?Any questions?Any questions?Any questions?  Shelley MacDonald, B.A., B.Ed., M.F.A., Owner/Manager • Ph/Fax  (604) 822-5640
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Course name(s), levels & dates:Course name(s), levels & dates:Course name(s), levels & dates:Course name(s), levels & dates:Course name(s), levels & dates:

________________________________________

________________________________________

Registrant’Registrant’Registrant’Registrant’Registrant’s Information:s Information:s Information:s Information:s Information:

Your name
(please print): _______________________________

Your address: ________________________________

City: ______________________________________

Postal code: _________________________________

Day phone #: ________________________________

Night phone #: _______________________________

Method of Payment:Method of Payment:Method of Payment:Method of Payment:Method of Payment:

� Cash   � Cheque
� Visa     � Mastercard

Credit card # ________________________________

Expiry ____________________________________

Read and Sign Below:Read and Sign Below:Read and Sign Below:Read and Sign Below:Read and Sign Below:

I have read The Small Print (above).
If paying by credit card, I authorize To The Letter to apply the
course fee plus GST to my credit card.

________________________________________
  Signature

  Today’s date ________________________________
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