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(NAPSA)—Looking for ways to
be environmentally responsible
when using or disposing of your
computer? It is important to
remember that recycling is only
one of many responsible steps in
the life cycle of a computer.

“Greener” computing is about
getting the most out of your com-
puter while minimizing environ-
mental effects and maximizing
cost savings. Dell recognizes the
importance of understanding the
environmental issues associated
with computers and offers the fol-
lowing tips to help consumers
make their computer purchases,
use and disposal more environ-
mentally friendly:

Purchasing a
computer system:

• Buy a computer that grows
with you. Learning how to buy the
right system for your specific needs
helps ensure that your computer
will grow with you for many years
to come. Shop smartly and you can
maximize the work (and play) you’ll
accomplish with your computer.

• Buy refurbished products.
Many computer manufacturers
and resellers offer refurbished
computer systems and parts. They
can offer substantial savings
while benefiting the environment.
Dell offers refurbished computers
that have undergone rigorous
quality testing and are backed
with a limited warranty and tech-
nical support.

• Consider the environment.
Most computers are being de-
signed to reduce the negative
effects of manufacturing and use.
For example, Energy Star compli-
ant computers and monitors have
been designed to reduce energy
use when idle. Other environmen-
tal features such as a design that
will let you upgrade your com-
puter easily, online manuals and

documentation, and recyclability
should be considered when choos-
ing a computer system.

• Packaging is important.
Computers and their components
are sophisticated and precise
products requiring maximum pro-
tection from drops, vibration and
temperature variations that can
occur during shipping and han-
dling. Find out what various
retailers and manufacturers are
doing to reduce unnecessary pack-
aging before you spend your
money with them.

Getting the most 
out of your computer:

• Turn it off. Computers are
designed so that frequent shut-
downs will not significantly affect
them. In fact, turning off a sys-
tem saves energy and may pro-
long the life of your computer.
Remember to always turn off
your monitor at night and when
not in use. Even if  you have
power management enabled for
your monitor, leaving a monitor
on all night uses significant elec-
tricity. If you need to leave your
computer running for the day, get
into the habit of turning off your
monitor when you are in meet-
ings or at lunch.

• Enable power management.
Look for power management fea-
tures on your desktop or notebook
to minimize energy use. These

features enable the computer to go
into low-power mode when not in
use, which can save a significant
amount of energy.

• Skip the screen saver. Active,
moving screen savers don’t save
any energy. Screen savers were
initially designed to save the coat-
ing inside monitors—but this type
of monitor is rarely used today.

• Be a smart printer. You can
also reduce the environmental
effects of printing with your com-
puter. Consider editing documents
on your computer and using the
clean side of used paper for print-
ing drafts. You can also purchase
environmentally friendly printers,
toner cartridges and paper.

Extend your computer’s life:
• Donate it. When you are fin-

ished using your computer consider
donating it to a non-profit organiza-
tion. While you may have outgrown
its features, an organization that
cannot afford technology may be
able to use it for years to come. Dell
connects consumers to donation
opportunities through the National
Cristina Foundation at Dell Recy-
cling (www.dell4me.com/recycling).

• Reuse components. Your mo-
nitor, keyboard and mouse can be
reused with a new computer.
Make sure your next computer is
compatible with these components
or consider donating them.

• Recycle it. Donate your used
computer, or recycle it. Almost all
of the elements in a computer can
be recycled and reused in the
manufacture of new machines and
other products. Dell’s consumer
recycling program can be found at
www.dell4me.com/recycling, or
look for a licensed recycler in your
area that follows guidelines of the
Environmental Protection Agency.

For more information, please
visit www.dell4me.com/recycling
or www.dell.com/environment.
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By choosing carefully, you
can get a computer system that
will meet your needs for years.

(NAPSA)—The tax man is com-
ing—do you know where your W-
2s, investment plan statements
and receipts for deductible
expenses are? Now is the time to
track down and organize your tax-
related documents, to make sure
they are easy to reach when you
are ready to file. 

To help you navigate paper
piles and reduce the hassle and
stress that often is part of the tax-
filing process, here are some
organizational tips from ACCO
Brands, a global office products
company that has provided people
with organizational solutions for
100 years through its family of
brands, including Wilson Jones
storage, filing and organization
products; Swingline staples and
punches; Perma records storage
products; and Day-Timer plan-
ners:

• Identify and isolate what
you need for now. Break out the
documents you’ll need to complete
your tax form: W-2s, year-end
investment statements, year-end
checking account statements,
receipts from charitable dona-
tions, and medical and work-
related receipts. If you saved sales
receipts and use a paper-based
planner, store them temporarily in
customized folders, such as Day-
Timers’ ColorLife Slash Pockets.

• Pick a storage system
that works best for you. Once
you’ve gathered the documents,
find a storage system that makes
it easy to distinguish and pull
what you want when you need it.
Manila folders packed in a table-
top file box and lightweight three-
ring binders, such as an Active
Use Binder with tabs that you can
find and customize for free at
wilsonjones.com, are two options.
If you take documents out of the
home to work with tax preparers,
consider a covered accordion-style
file with a handle that is designed
to keep documents organized,
secure and easy to tote.

• Implement a tabbing sys-
tem that makes documents
easy to sort. Whether you orga-
nize by color or numbers, incorpo-
rate a tabbing system that makes
it simple to remember what you
have filed. It will help prevent
last-minute digging for missing
documents, which will help mini-
mize stress when you’re working
to meet filing deadlines.

• Create categories to orga-
nize your files. Do you have
detailed work-related deductions?
Do you contribute to a wide range
of charities? Did you make a
major purchase in the last year
that entailed extensive paper-
work, such as a house or other

property purchase? If so, create
enough subsets for your files to
match those requirements.

• Keep last year’s tax filing
and back-up documents handy
in a portable folder. As you pre-
pare this year’s taxes, questions
may arise about last year’s filing.
Make sure to have your most
recent past return and backup
documentation with you when you
are preparing this year’s taxes. 

• Anticipate what will go
into your long-term files. For
past years’ returns and other
related documents you decide to
keep, consider grouping docu-
ments in binders or in an archive
file box, like those made by
Perma.

• Pack a small sack of sup-
plies. Along with the tax docu-
ments, be sure to bring some key
work tools along—pens, pencils,
calculator, ACCO paper clips, and
a pocket-sized stapler, such as
Swingline’s TOT Grip model. Hav-
ing supplies handy will allow you
to mark, clip and staple your
materials as needed on the spot,
organizing and filing them with-
out delay to avoid confusion later.

For more information about
organizational tools designed to
keep you on top of your documents
during the tax season and year-
round, visit accobrands.com.

GETTING READY FOR THE TAX MAN
Tips to Help Organize Documents, Minimize Tax-Time Stress

(NAPSA)—Due to the slow
economy, air travel decreased in
the past year, while road travel
increased. As a result, people look-
ing forward to a fun-filled spring
break may jump in the car or RV
for a good old-fashioned American
road trip. Inexpensive trip-plan-
ning software such as Microsoft
Streets & Trips 2003 can help you
plan a better trip more efficiently,
without the frustrations of large
paper maps or a slow Internet
connection.

Streets & Trips offers a handy
Route Planner that enables vaca-
tioners to map multiple stops and
estimate gas expenses. It even
updates road construction alerts
when connected to the Internet, so
you can be aware of possible
delays and change your route. 

With more than 1 million points
of interest included in the maps,
Streets & Trips makes it easy to
find addresses and places. The
Find Nearby Places feature will
help you locate useful destinations
along the way, including land-
marks, campgrounds and parks, in
addition to hotels, restaurants, gas
stations and even ATMs. The pro-
gram, which can be loaded onto a
home PC or laptop, also comes
with Pocket Streets, which offers
convenient access to maps and
points of interest on a Pocket PC.

So, where do you want to go?
Whether it’s somewhere close to
home or across the country, you’ve
got your choice of plenty of fun
spots for spring break:

• Need to get back to nature?
What about the California Redwood
National Forest, Montana’s Glacier
Park or Arizona’s Grand Canyon?

• Are you a ski bum at heart?
What about Whistler, Canada;
Lake Tahoe, Nev.; or Aspen, Colo.? 

• Are you really a beach bum?
What about South Padre Island,
Texas; Fort Lauderdale, Fla.; San
Diego, Calif.; or Myrtle Beach,
S.C.?

• Boldly go where you’ve never
gone before! What about a trip to
a great American city like Nash-
ville, Washington, D.C., New
Orleans or San Francisco?

• Need some amusement?
What about Islands of Adventure
at Universal Studios in Orlando,
Disneyland, SeaWorld or Busch
Gardens Williamsburg?

After you decide where you
want to go, use Streets & Trips to
help you plan your perfect trip to
these or other destinations. With
Streets & Trips 2003 you will be
ready to make this spring break
one you will never forget.

For more information about
Streets & Trips 2003, visit
http://www.microsoft.com/streets/.

Spring Break Kicks With Streets & Trips 2003:
Plan a Better Trip and See More Places Along the Way

Planning your spring break
may be almost as much fun as
going on it, with the help of some
intriguing software.

The four athletes to make Life magazine’s 1990 list of the “100 Most
Important Americans of the 20th Century” are Muhammad Ali, Billie
Jean King, Jackie Robinson, and Babe Ruth.

In 1995, students at Savannah College of Art in Tybee Island, GA,
completed a 76,726 square foot painting of Elvis Presley.




