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How to Use This Book

Who This Book Is For

This book is for the reader who has never used
this particular technology or software applica-
tion. It is also for readers who want to expand
their knowledge.

The Conventions in This Book

@ Steps

This book uses a step-by-step format to guide you easily
through each task. Numbered steps are actions you
must do; bulleted steps clarify a point, step, or optional
feature; and indented steps give you the result.

© Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross reference
to a related area of the book.

Crop an Image

f you have an image containing elements that you do not want or need to see, you can often cut
out those elements. This is called cropping, and you can do this with Photos. When you crop a

outside the rectangle.

Cropping is a useful skill to have because it can help give focus to the true subject of a photo. Cropping
is also useful for removing extraneous elements that appear on or near the edges of a photo.

Crop an Image

€ In Photos, display the image you want to [l v — o x

crop. - siom a8 99w 5wl -
© Click Get creative with this photo (3¢). &ﬂ T
© Click Edit. L0

o

Photos displays the image editing tools.

@ The Crop & Rotate tab is selected by
default.

© Photos displays a cropping rectangle on
the photo.

photo, you specify a rectangular area of the photo that you want to keep. Photos discards everything g

© Icons and Buttons
Icons and buttons show you exactly what you need to
click to perform a step.

O Tips
Tips offer additional information, including warnings
and shortcuts.

© Bold

Bold type shows command names, options, and text
or numbers you must type.

O I1talics

Italic type introduces and defines a new term.

CHAPTER

Working with Images

@ Click and drag any edge or any corner
of the rectangle to define the area you
want to keep.

Note: Remember that Photos keeps the area
inside the rectangle.

@ Click this ~- and then click Save.
Photos saves your changes.

@ If you prefer to leave the original as is,
you can click Save a copy, instead.

Is there a quick way to crop a photo to a certain size?
Yes. Photos enables you to choose a specific aspect ratio; ratio of the photo’s width to its
height. Common aspect ratios include square (same width and , widescreen (16:9), and 3:2. Repeat.

steps 1 to 3 to display the cropping rectangle over the image. Click Aspect ratio. Click the ratio you want
to use, such as Widescreen, 3:2, or 7:5. Continue with step 5 to save the cropping.
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CHAPTER 1

Getting Started
with Windows

To do something useful with your computer and with Windows 10, you
need to explore the screen, connect to your network, and learn how to
work with apps.

—
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Explore the PC Screen

Before getting to the specifics of working with Windows 10, take a few seconds to familiarize
yourself with the basic elements of the screen. These include the desktop, the Start button, and
the taskbar. In most cases, the Start button and the taskbar are always visible. If you do not see
them, move the mouse pointer to the bottom of the screen.

This section covers the screen you see on a PC. If you are using a Touch PC or a tablet, see the next
section, “Explore the Tablet Screen.”

O Desktop Icon

An icon on the desktop
represents a program
or Windows feature.

A program you install
often adds its own icon
on the desktop.

© Mouse Pointer

When you move your
mouse, this pointer
moves along with it.

@ Desktop

This is the Windows “work
area,” meaning that it is

where you work with your
programs and documents.

© Start Button

You use this button to
start programs and launch

: 53 AM
~ e |m gy %)

I
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a8 ° Type here to search @]

O Taskbar example, you see notifications if

many of Windows’ features.

@ Search Box

You use this box to search for
items on your PC or on the
Internet.

@ Taskbar Icons

You use these icons to launch
some Windows features with
just a mouse click.

The programs you have open
appear in the taskbar. You use
this area to switch between
programs if you have more than
one running at a time.

O Notification Area

This area displays small icons that
notify you about things that are
happening on your computer. For

your printer runs out of paper or if
an update to Windows is available
over the Internet.

© Time and Date

This is the current time and date
on your computer. To see the full
date, position the mouse pointer
(I+) over the time. To change the
date or time, click the time.




CHAPTER

Explore the Tablet Screen 1

f you are using a touch-based PC or a tablet device, Windows 10 will automatically reconfigure

the screen into tablet mode, which is designed to make it easier for you to navigate and launch
items using touches and other gestures. However, you might find that using this new interface is not
easier at first. To get more out of this interface and to learn how to operate your Touch PC or tablet,
you need to familiarize yourself with Windows 10’s tablet mode.

Explore the Tablet Screen

() Tablet mode displays the Start [
screen, which consists of tiles for -
several common apps. =5

Note: The tiles you see will likely be roductviy xpire
different from the ones shown here.

@ In an app, you can tap Back (&)
to return to either the previous

app screen or to the Start screen.

@ To return directly to the Start
screen, you can tap Start (&8).

0 To see more commands,
tap Menu (=).

57 AM
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Windows displays a menu of
commands. B e tes

© To hide the commands, tap
Menu (=) again. —

() To toggle tablet mode on
and off, you can tap Action
Center (CJ) and then tap
Tablet Mode.
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Start and Close an App

o perform tasks of any kind in Windows, you can use one of the apps installed on your computer.

The application you use depends on the task you want to perform. For example, to surf the World
Wide Web, you use a web browser application, such as the Microsoft Edge app that comes with
Windows. To use an app, you select the one you want to run from the Start menu.

When you are done with an app, you should close it to reduce resources and keep the desktop uncluttered.

Start and Close an App

Start an App
@ Click Start (28).

The Start menu appears.

@ Common Windows features
appear here.

(© The right side of the Start menu
displays tiles for commonly
used apps.

@ The rest of your installed apps
appear here.

o Click the app you want.

() To quickly navigate apps
alphabetically, you can click
any letter and then click the
letter that contains the app
you want.

( If the app is in a submenu, you
can click the submenu and then
click the app icon.

The app runs.

?

?

s | P fiype here to search

s

o
SmartAudic 3
- -

v

Video Editor 4
E Voice Recorder

w

n Weather
n Windows Accessories v
n Windows Administrative Tools
u Windows Ease of Access
u Windows PowerShell
. Windows Security
u Windows System

Hi Paul!
Welcome to MSN Weather

Personalize your weather content

Show temperature in

® Fahrenheit
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Close an App in Desktop Mode
o Click Close (BA) or press (L0+(20.

Note: If the app asks if you want to ‘g
save changes, click Yes to ensure you Hi Paull
do not lose any work. Welcome to MSN Weather

. Personalize your weather content
Windows closes the app.

Show temperature in

® Fahrenheit (@R

O Detect my location

Close an App in Tablet Mode
o Swipe down from the top edge of
the screen.

The app switches from full-screen
to a small window.

@ Drag the app window all the way
to the bottom of the screen.

Note: If the app asks if you want to
save changes, click Yes to ensure you
do not lose any work.

Windows closes the app.

® < £ 0o 2 G
| TIPS

Is there an easier way to locate an app? What are tiles?

Yes, you can perform a search to locate it. A tile is a method for displaying a shortcut that launches
Click inside the taskbar’s Search box and then an app. Many tiles are live, which means that a tile's text
begin typing the name of the app. As you changes to display the app’s most recent information, such

type, Windows displays a list of apps and other | as the latest news or your most recently received email
items that match the characters. When you see | messages. See the section “Pin an App to the Start Menu”
the app you want, click it to run the program. | in Chapter 2 to learn how to add your own Start menu tiles.




Connect to Your Wireless Network

f you have a wireless access point and your computer supports wireless networking, you can
connect to the device to access your network. If the access point is also a router that is connected
to the Internet, then connecting to the wireless network gives your computer Internet access, as well.

Most wireless networks are protected with a security key, which is a kind of password. To connect, you need
to provide Windows with the key. However, after you connect to the network once, Windows remembers the
key and connects again automatically whenever your computer is within range of the network.

Connect to Your Wireless Network

@ click Network (&).

@ Windows displays a list of

wireless networks in your area.

o Click your network.

© If you do not see the list of
wireless networks, you can
click Wi-Fi to turn on your
computer’s wireless capability.

Note: For home use, the terms
wireless and Wi-Fi are synonymous.

an o 900 AM
» =0 WP %)

p search (o]

o
]
1
4

ﬁ

Logophilia5

LogophiliaB 0

Bell133
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CGN3-42D0
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DIRECT-1A-HP Officelet 6960

ﬁ{.’

DIRECT-F6-HP ENVY 4520 series.

%fﬁ DIRECT-1d-HP M28 LaserJet
8
(7 JepBell

Network & Internet settings

Change settings, such as making a connection metered.

b Kl
Mobile
Airplane mode hotspat

. 00 AM
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To have Windows connect to
your network automatically in the
future, click Connect automatically

(] changes to []).
O Click Connect.

?’ﬁ' Logophilia5

% LogophiliaB

Secured

Connect automatically

8 senzs

8% DIRECT-1A-HP Officelet 6960
%% DIRECT-Fo-HP ENVY 4520 series

9& Logophilias

a{;; CGN3-42D0

Network & Internet settings
Change settings, such as making a connection metered.

2= ®)
Mabile
Airplane mode  hotspot

201 AM

If the network is protected by a e A L )

security key, Windows prompts you
to enter it.

e Type the security key.

@ If you want to be certain that you
typed the security key correctly,
you can temporarily click and hold
Display Password Characters ().

@ click Next.

Windows connects to the network.

% Logophilia5
LogophiliaB
eﬁ Secured

Enter the network security ke

You can also connect by pushing the button on
the router.

Next Cancel

(e wamamscwy
8% DIRECT-1A-HP Officelet 6960
% DIRECT-F6-HP ENVY 4520 series

B % DIRECT-1-HP M28 Laserlet

(© The network icon changes from
Disconnected (&) to Connected (/%)
to indicate that you now have a
wireless network connection.

How do I disconnect from my wireless network? -
To disconnect from the network, follow these steps: 9?'(; LogophiliaB

Connected, secured
@ Click Network (Z).

Network & Internet settings Scrd
Change settings, such as making a connectior Thel

Oni
ES (0
Mobile Ol
Airplane fibde  hotspot

: 01 AM
AN e @ aE Y Py B

Properties
e Click your network.
Di nect 4’
e Click Disconnect. Windows disconnects from the seen
wireless network. 82 Logophilias




Put Windows to Sleep

You can make your computer more energy efficient by putting Windows into sleep mode when you
are not using the computer. Sleep mode means that your computer is in a temporary low-power
mode. This saves electricity when your computer is plugged in, and it saves battery power when your
computer is unplugged.

In sleep mode, Windows keeps your apps open. This is handy because it means that when you return from
sleep mode, after you sign in to Windows again, you can immediately get back to what you were doing.

Put Windows to Sleep

@ click Start (28).

1 @ O Type here o search o Hi e P ] A S W g D)

The Start menu appears.

© click Power (()).
e Click Sleep.

Windows activates sleep mode.

Note: To return from sleep mode,
press your computer’s Power button.

A PaulM

1 Documents
D sleep
@ Shut down

) Restart

& Power

= | 2 Type here to search

10
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You can restart Windows, which means that it shuts down and starts up again immediately. This is
useful if your computer is running slowly or acting funny. Sometimes a restart solves the problem.

Alternatively, when you complete your work, you could shut down Windows. However, do not just
shut off your computer’s power because doing so can cause problems: If you have documents with
unsaved changes, you may lose those changes; you also could damage one or more Windows system
files, which could make your system unstable. Therefore, you should always follow the proper steps
when shutting down your PC.

Restart or Shut Down Windows

o Shut down all your running
programs.

Note: Be sure to save your work
as you close your programs.

© click Start (28).

2 i | O Typehere to search O H @ W ma Ao owm g )

The Start menu appears.
9 Click Power ((%).
e Click a command:

@ You can click Restart to shut down
and then start your computer.

= START

© You can click Shut Down to turn
off your computer.

A Paul M

[ Documents
D Steep

&» () Shutdown

D) Restant

(¢] Mel{

] |p Type here to search O e ] A S wm oE B
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Switch to a Microsoft Account

ou can get much more out of Windows by using a Microsoft account. When you connect a

Microsoft account to your Windows user account, many previously inaccessible Windows features
become immediately available. For example, you can use the Mail app to access your email and the
OneDrive app to store documents online. You can also download apps from the Microsoft Store,
access your photos and documents anywhere online, and even sync your settings with other PCs for
which you use the same account.

Switch to a Microsoft Account

@ Click Start (z8).

1 8 O Type here to search o o e T s

e Click Settings ().

. AMD Radeon™ Settings Lite

®

Calculator
Calendar
—
. Cortana

R D

Dolby Audio
0O

F
= E Feedback Hub
- -
e
(0]
:
.

Genoe M isi
1 2 H 0 [rype here to search
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G
Windows opens the Settings app. Setngs -0 x
€@ Click Accounts. Windows Settings
| Find a setting
System E‘ evices
g D)irs;ay sound, notifications, IE Euetcunth,pnnters‘ mouse
poe
Phone Network & Internet
D Link your Android, iPhone @ ‘Wi-Fi, airplane mode, VPN
Personalization 5= Apps
@ Background, lack screen, colors = u.:smu, defaults, aptional
features
Accounts (i-\ Time & Language
. 3 BT
work, family
The Accounts window appears. € settings -0 x
@ Click Sign in with a Microsoft o rame Your info
account instead. [Fre s 7
Accounts
A= Your info
= Email & accounts
Sign-in options PAUL M

Access work or school

Sync your settings

Q

Local Account

Windows is better when your settings and files automatically sync.
Use a Microsoft account to easily get all your stuff on all your devices.

Sign in with a Microsoft account instead

Create your picture

@ Camera

Can I create a Microsoft account if I do not already
have one?

Yes. When you get to the Sign In screen (shown later

in this section), click Create one to open the Create
Account window, type your email address, click Next, type
a password, click Next, follow the prompts to complete the
account, and then continue with step 9 on the next page.

Can I use a new email address for my new
Microsoft account?

Yes, you can. In the Create Account window,
click Get a new email address and then
type the username you want to use with
Outlook.com. Your new address will be
username@outlook.com.

continued B>
13


https://outlook.live.com/owa/
mailto:﻿username@﻿outlook.com

Switch to a Microsoft Account (continued)

You do not need to use a Microsoft account to use Windows. Instead, you can use a local account,
which allows you to log in to your PC, personalize settings, and use most Windows features.

With a local account, you cannot install programs from the Microsoft Store if you are using Windows
10 Home. If you are using Windows 10 Pro, you can install only free programs from the Microsoft
Store. To install any program from the Microsoft Store, and to synchronize your settings across other
Windows devices, you need to switch to a Microsoft account.

Switch to a Microsoft Account (continued)

The Sign In window appears. Mcrosett sccount x

@ To create a new Microsoft
account, you can click Create
one and then follow the
instructions in the first tip

o . . . B® Microsoft
earlier in this section.

Sign in
© Type your email address. maccontockcon <)) «

G Click Next. No sccountr Creste 0

Forgot username

The Enter Password window Microsoftaccount %
appears.

o Type your password.
© click Sign in.

B® Microsoft

“ myaccount@outlook.com

Enter password

Forgot password?

14
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Windows asks you to verify your Micrsoft scourt x
current account password.

9 Type your password.
@ Click Next. B2 Microsoft

logophilia@outlook.com

Sign into this computer using
your Microsoft account

Next time you sign inte this computer, use your
Microsoft account password or Windows Hello, if
you've set it up.

We'll need your current Windows password one last
time.

Terms of use  Privacy 8 cookies -«

Windows asks if you want to use Microsoft sccourt X@
a PIN with your account.
) Click Close (X). Create a PIN
. e . What tak ds t te and gi fast and ign-in? A Wind Hell
Note: See the section “Sign In with PINI It only works on your device, 5o 1t stays ot the e,

a PIN” in Chapter 13 to learn how
to add a PIN to your account.

Windows connects the Microsoft
account to your user account. t

The next time you start

Windows, you can use your

Microsoft account email address
and password to sign in.

If I no longer want to use a Microsoft account with Windows, can I remove it?
Yes, but you will no longer see any personal data on the Start screen, you will
not be able to access your files online, and your settings will no longer sync
between PCs. To remove the Microsoft account, click Start (&), click your user
name in the upper-left corner, and then click Change account settings. In the
Accounts window, click Sign in with a local account instead.

Manage my Microsoft account

Sign in with a local account instead

15



Install an App

f Windows does not come with an app that you need, you can obtain the app and then install it

on your computer. How you start the installation process depends on whether you obtained the

app from the Microsoft Store that comes with Windows or you downloaded the app from the Internet.
If you purchased the app from a retail store and received a physical copy of the software, you install
the app using the CD or DVD disc that comes in the package.

Install an App

Install from the Microsoft
Store

@ Click Start (28).

Q Click Microsoft Store.

Note: You need a Microsoft account
to install from the Microsoft Store,

as described in the previous section,
“Switch to a Microsoft Account.”

The Windows Store appears.

e Click Navigation (=) to browse
apps by category, or use the
Search box to locate the app
you want to install.

o Click the app from the results
that appear.

16
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© Click Get. —— -

Alternatively, for a free app, you instead have to €= row o

click the Try for Free button. If the app is not
free, click the Buy button, type your Microsoft
account password, click Sign in, and then follow
the prompts to complete the purchase.

Amazon

Amazon.com * Shopping

Windows installs the app.

*x k¥ & 1496 2 Share

The Amazon App for Windows 10 PC/Tablet allows you to shop just as you do on the
web. Search for products using the Amazon App, and easily add them to your shopping

More

Free

Install a File Downloaded from the Internet = >
@ click File Explorer (5.). feer
¥IB0=1 Manage Downloads - o x
e Open your Downloads folder. h Wome  Shue  View | Agplcaantocs @
4 & > ThisPC > Downloads o O Search Downloads

Note: If you saved the downloaded file in a folder other

# Ouick access ~ Along time ago (8)

than Downloads, use File Explorer to find the downloaded Bocior  # gui =5 —
, ® m
file. To view a file with File Explorer, see Chapter 10. m::’:ﬂg‘; cgmuc; rm?uﬂ Wesen  medac
[=] Pictures » ant

The Downloads folder appears. Jee g e
€@ Double-click the file. o e ¢

The software’s installation app begins. ;“‘*”“‘"E“”
Note: For compressed files, extract the files and then
double-click the setup file. See Chapter 10 for more
information.
0 Follow the installation instructions the app

prOVideS. Bitems 1 item selected 105 MB B

L |/O [rype here to search I [o =11 e ™ A

How do I install software from a CD or DVD? | How do I find my software’s product key or serial
Insert the disc and, when the AutoPlay dialog number?

box appears, click Run file, where file is the Look for a sticker attached to the back or inside of the
name of the installation app (usually SETUP. CD case. Also look on the registration card, on the CD, or
EXE). Then follow the installation instructions on the back of the box. If you downloaded the app, the
the app provides (these installation steps vary | number should appear on the download screen and on
from app to app). the email receipt you receive.

17



Switch Between Running Apps

f you plan on running multiple apps at the same time, you need to know how to easily switch
from one application to another. In Windows, after you start one application, you do not need to
close that application before you open another one. Windows supports a feature called multitasking,
which means running two or more applications simultaneously. You can switch from one program
to another using the taskbar, the keyboard, or the Task View feature. You can also use Task View's
timeline feature to launch a recent activity, such as a file or song.

‘ Switch Between Running Apps ‘

Switch Apps Using the Taskbar o o

Home Gaming Entertainment Productivity Deals 2 Search 9

Position the mouse pointer ([})
over the taskbar button of the
program you want to switch to.

@ Windows displays a thumbnail
version of the app window.

e Click the app’s taskbar button.

Note: A program does not have to be = r e,
minimized to the taskbar for you to use G Pl Al R e

the program’s taskbar button. A A m ,
Get your first 3 months for §1 @ Untitled - Paint 3D s

i@ O Typeheretosearch

(© Windows brings the program’s
window to the foreground.

Note: You can also switch to another
window by clicking the window, even if
it is in the background.

=+ Add color

18



CHAPTER

Getting Started with Windows 1

Switch Apps Using Task View
0 In the taskbar, click Task
View (&) or press [+,
@ Windows displays thumbnails for C
each running program.

@ click the thumbnail of the
program you want to switch to.

Windows switches to the
program.

Earlier Today

i) Store
Search results: amazon o
18 | O Typehereto search OI ‘E:. e' w ﬁ ’ B ~c®aza & ‘j‘]';:l)':‘u a\_)
Switch Apps Using Your .
Activity Timeline & e
0 In the Task V'ieW, Scroll the Search results: amazon Mi.necraltfur
. . . Windows 10 Starter
timeline down until you see the Collec

activity you want to switch to.
e Click the activity.

B vicoson e
Windows launches the activity's - Pictures for
app, if it is not open already, 2
and then switches to the ‘
activity.

delta.com - Microsoft Edge

Manage My Trips : Delta Air
Lines

hittps:/fwwwr det

TIPS

Is there an easy way to arrange windows so they do not overlap? | How can I switch between apps
Yes, you can snap windows into place. To snap a window to the left | using the keyboard?

half of the screen, drag the top of the window until the mouse Press and hold (1) and then

pointer ([3) hits the left edge of the screen, and then release. press (2] to see thumbnail versions
Similarly, drag a window to the right edge to snap it to the right. of the open windows. Press (5]

To snap a window to a quarter of the screen, drag the window to until the window you want to work
any corner. in is selected and then release (L.
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Uninstall an App

f you have an app that you no longer use, you can free up some hard drive space and reduce clutter
on the Start screen by uninstalling that app. When you install an app, the program stores its files
on your computer’s hard drive, and although most programs are quite small, many require hundreds
of megabytes of hard drive space. Uninstalling an app you do not need frees up the hard drive space
it uses and removes its tile (or tiles) from the Start screen (if it has any there) and the Apps screen.

Uninstall an App

Uninstall via the Start Menu
@ Click Start (28).

o Use the Start menu or the All
Apps list to locate the app you
want to uninstall.

€@ Right-click the app.
0 Click Uninstall.

Windows asks you to confirm.
e Click Uninstall.

Windows removes the app.

20
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Uninstall via Settings N

@ Type uninstall in the taskbar’s —

Search box. B i Q @

Apps  Documents  Email  Web  More ¥ 5 (') &

3 setti
e Click Add or remove programs. nes Add or remove programs
i Apps & features > System settings
A Font settings >
{0 Remove speech voices > = Open
3 Make text size bigger >
~ . Get quick help from web
L3 Make text size bigger >
Search the web Updating apps
Troubleshooting Micresoft Store apps
P uninstall - See web resuits >
Uninstalling apps
Apps (3)

Changing startup apps

pel uninstal'4 | o Bt e = A=

The Apps & Features window seings — o x
appears. @ Home Apps & features
e Click the app you want to Find o seting 7] apps & features
uninstall. - Option features
. R App execution aliases
0 Click Uninstall. = Apps & teatures

Search, sort, and filter by drive. If you would like to uninstall or
move an app, select it from the list.

Windows removes the app. = Pefultape p——— >

Il Offline maps

Sort by: Name ~ Filter by: All drives

0 Apps for websites 43 apps found

o8 3D Viewer 0 16.0 KB
N Video playback %
R Microsoft Corpora 1/16/2020
Advanced options
Move Unimﬂl@

@ Alarms & Clock 16.0 KB
Microsoft Corporation 1/16/2020

AMD Radeon Software 48.0 KB
Advanced Micro Devices Inc. 1/16/2020

I TV R 5 L

F Startup

How can I uninstall the app that is taking up the most space?
o Click Start (=8). Windows sorts the apps from largest to smallest.

e Click Settings (2:) to open the Settings app. e Click the app you want to remove.

@ Click Apps. @ Click Uninstall.

O Click Apps & features. @ Click Uninstall when Windows asks you to
© 1n the Sort by list, click Size. confirm.
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CHAPTER 2

Customizing
Windows

Windows comes with a number of features that enable you to personalize
your computer. Not only can you change the appearance of Windows to suit
your taste, but you can also change the way Windows works to make it easier

to use and more efficient.

Windows Settings

Devices Phone

nd, notifications, Blustooth, printers, mouse Link your Android, iPhone

Network & Internet 5 H Apps
. 5=

Uninstall, defaults, optional

Wi-Fi, airplane mode, VBN
features

counts Time & Language g

Speech, region, date ame Bar, captures,

Ease of Access Search Privacy
Marrator, magnifier, high Find my files, permissions Lacation, camera, microphene
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Add an App to the Lock Screen . . . . . . . ... .. .. 30
Synchronize Settings BetweenPCs . . . . ... ... .. 32
Accessan App’'sFeatures. . . . . . . .. ... ... 34
Pinan ApptotheTaskbar . . . .. ... ... ... .. 36
AdjusttheVolume . . . . . . . . . ... oo oo 38
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Configure Windows to Work with Multiple Monitors . . . . 40
Customize the Taskbar’s Notification Area. . . . . . . . . 42
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Pin an App to the Start Menu

You can customize the Start menu for quick access to the apps you use most often. If you have an
app that does not appear as a tile on the Start menu, you usually open the app by first navigating
the Start menu’s apps list to locate the app, possibly negotiating one or more submenus along the
way. For apps you use often, you can avoid this extra work by pinning their icons permanently to

the right side of the Start menu. After you have pinned an app, you launch it by displaying the Start
menu and clicking the app.

Pin an App to the Start Menu

@ Click Start ().

28 O Type here to search [0 =] e P~ | A S moZ d)

e Locate the app that you want to pin
to the Start menu.

e Right-click the app.

E | P frype here to search
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The app shortcut menu appears.

@ Click Pin to Start.

¢ # B B

CHAPTER

Customizing Windows

3 Pin to Start
More

[l Uninstall
Recent
9781119698503 fg0114
9781110698593 90119
9781119698593 30118
9781119698593 fg0117
9781119698593 fg0116.

9781119698593 190115

4 € € ¢ ¢ @

9781119698593 fg0113.

O A tile for the pinned app appears on the
right side of the Start menu.

Note: To remove an app tile from the Start
menu, click Start (8&), right-click the tile, and
then click Unpin from Start.

Note: If you have a large screen, you can show
more tiles on the Start menu. Click Start (58),
click Settings (), click Personalization, click
Start, and then click the Show more tiles on
Start switch to On.

Note: You can also widen the Start menu by
clicking and dragging the right edge of the
menu.

2 B D

O

5

[ -
E Skype
n SmartAudio 3

(=} Spetify

New

n Sticky Notes
v

Video Editor
Voice Recorder

W
| . .
| L Type here to search

A O @ F Q)

Can I move an app tile within the Start menu?
Yes, you can move any app tile to a different
position within the Start menu. To move a tile, click
Start (&8), press and hold the mouse button as you
drag the tile to its new position, and then release
the mouse button.

Can I change the size of a Start menu tile?

Yes. In all cases, you can select either a Small or
Medium square. With some apps, you can also choose
either a Wide rectangle or a Large square. To change
the size, click Start (&§), right-click the app’s tile,
click Resize, and then click the size you want.
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Open the Settings App

ou can configure and customize many aspects of your Windows system using the Settings app.

Settings is the Windows app that you use for customizing and tweaking your PC. Many of the
sections that follow in this chapter, including changing the Lock screen background and adding an
app to the Lock screen, are performed using the Settings app. Settings also offers a wealth of other
options that you can use to customize your PC.

Open the Settings App ‘

Open the Settings App

@ Click Start (z3). B
@ Click Settings ().

. AMD Radeon Software

. AMD Rageon™ Settings Lite

C

. Caleulator
.
Camera

1 Candy Crush Friends

=
a . Cortana

D

E Dolby Audio
B

&.@ E Feedback Hub

: :
(0]

| (0 PO =

£ ffype here to search [0 =] e - =

-
e

The Settings app appears. p— R

Note: You can also open the Settings app Windows Settings
by pressing )+ (1. [T s et |

g System FE Devices D Phone

Display, sound, notifications Blustooth, printers, mouse Link your Android, iPhone
pouier

@ Netwark & Internet @ Personalization 8= Apps

WiFi, airplane mode, VPN Background, lock screen, colors Uninstall, defaults, optional
features

R Accounts (;\“$ Time & Language @ Gaming

Your accounts, email, syn, Spesch, region, date Kbox Game Bar, captures, Game
wark, family Mode

{1y EaseofAccess /O Search El Privacy
~=" Mamator, magnifier, high Find my files, permissions. Lacation, camera, microphone

contrast

Q

Update & Security
Windows Update, recowery,
backup
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Navigate the Settings App
o Click a category.

Settings

power

Network & Internet
Wi-Fi, airplane mode, VPN

Accounts
Your accounts, email, sync,
work, family

Ease of Access

&)
1

A,

Narrator, magrifier, high
contrast

System ﬂ
Display. sound, fons.

Windows Settings

| Find a setting

&

Devices

Bluetooth, printers, mouse

Personalization

Background, lack screen, colors

Time & Language
Speech, region, date

Search

Find my files, permissions

Phone
Link your Android, iPhone

Apps
Uninstall, defaults, optional
features

Gaming

Xbex Game Bar, captures, Game

Mode

Privacy

Location, camera, microphone

The Settings app displays the category. &
0 Click a tah.

e Use the controls on the right side of
the app window to modify the tab’s
settings.

Windows puts the new settings into
effect.

@ You can click Back (&) if you need to
return to the previous screen.

77N Update & Security
R~/ Windows Update, recovery
backup
¢ Settings - o x
@ Home Display
| (D eziing ”l Brightness and color
System Change brightness for the built-in display

@D on
3
) Sound Night light settings
[ Notifications & actions
Windows HD Color
2 Focus assist
Get a brighter and more vibrant picture for videos, games and apps that
) Power & sleep Sl e TR
Windows HD Color settings
3 Battery
Scale and layout
= Storage
Change the size of text, apps, and other items
LB Tablet mode
| 100% (Recommended) s ‘
Si Multitasking Advanced scaling settings
& Projecting to this PC Bl by el
| 1024 x 768 v ‘
2% Shared

<0

If I know which setting I want to work with, is there a quick way to display it?
Yes, you can use the taskbar’s Search box, which enables you to quickly search for the setting that you want
to work with. Click inside the taskbar’s Search box and then begin typing the name of the setting you want.

For example, if you want to change the brightness level of your display, type brightness in the taskbar’s
Search box and then click Change brightness level from the search results that appear. Note that related
Settings items might also appear in the search results under the Settings heading.

27



Change the Lock Screen Background

ou can make your Lock screen more interesting by changing the image that appears as its

background. Locking your computer is a useful safety feature because it prevents unauthorized
users from accessing your files and your network. If you find yourself looking at the Lock screen
frequently, you might prefer to see something other than the default image. Windows comes with
several system pictures that you can use, or you can use one of your own pictures.

\ Change the Lock Screen Background

0 Open the Settings app. 0

Note: See the previous section, “Open the
Settings App.”

e Click Personalization.

The Personalization settings appear.
e Click Lock screen.
@ Click the Background . and then click Picture.

Note: If you want to use a series of Microsoft Bing
photos as the Lock screen background, click
Windows Spotlight instead.

Q To use a default image, click the thumbnail of
the picture that you want to use.
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g System

Displey, sound, notifications
ow

power

@ Network & Intemet
Wi-Fi, airplane mode, VPN

R Accounts
Your accounts, email, sync,
worlk, family

(L Ease of Accass
- Narater, magnifier, high
contrast

/N Update & Security
R/

Windows Update, recovery,

backup

Windows Settings

Devices

Blustooth, printers, mouse

@ Personalization 0
Background, lock screen, o

(B, Time & Language
e guag

Speech, region, date

/O Search
Find my files, permissions.

Phone
Link your Android, iPhane

=

Apps
Uninstall, defaults, optional
eat

Gaming
Xbox Game Bar, captures, Game
Mode

o]

@

Home

Lock screen

| Find a setting

£ | Preview

=
=)
3
&
£

==

=

Personalization

Background
Colors.

Lock screen 0
Themes.

Fonts.

Start

Taskbar

Background

[ picture

VIQ

Choose your picture

o-LladlEn

Browse
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@ To use one of your own pictures, click Browse. € seuns - 0 x
B Home Lock screen
Find 2 setting el | Preview
Personalization
Fd Background
£ Colors
L& Lockscreen
& Themes
A Fonts
B s Background
= Taskbar [ Freture ]
Choose your picture
Browse
0 Click the picture that you want to use. open x
« . 4 s ThisPC » Pictures » Florence ~ ®  SearchFlorence o
@ Click Choose picture. e e
S !
The image appears the next time that you e &
lock your computer. e 1
& Pictures o
D Music
B Videos
@ OneDrive
[ This PC o .
IMG_0155 IMG_0158
a FLASHDRIVE (D:)
¥ Network
[ camers
A Photes
1MG_0160 ) IMG_0262 “
File name: [IMG_0160 | [Anfies v
8 Concel |

How do I lock my computer?

Click Start (a®). click your user icon on the left side of the menu, and then click Lock. You can also
press (L)+("). You can configure Windows to automatically lock the computer after it has been idle for a
specified amount of time. Follow steps 1 to 3 to open the Lock screen settings, scroll down and click the
Screen timeout settings link, click the Sleep .~ and then click the number of minutes of idle time after
which Windows locks your PC. If you have a tablet or notebook PC, be sure to set the sleep timeout both
for when your PC is plugged in and when it is on battery power.
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Add an App to the Lock Screen

hen you lock your PC, Windows displays status icons for some apps. For example, the status icon

for the Mail app shows the number of unread messages. The Lock screen also shows any new
notifications that appear for the Calendar app, such as an upcoming appointment. If you lock your
computer frequently, you can make the Lock screen even more useful by adding icons for other apps,

including ones that support notifications.

Add an App to the Lock Screen

0 Open the Settings app.

Note: See the section “Open the Settings App”
earlier in this chapter.

0 Click Personalization.

The Personalization settings appear.
€@ Click Lock screen.

To set a quick status icon for an app,
click a button.
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L Settings

System

j=|

power

Network & Internet
Wi-Fi, airplane mode, VPN

Accounts
Your accounts, email, sync,
wark, family

s

Ease of Access
Narrator, magnifier, high
contrast

Update & Security
Windows Update, recovery
backup

N
L

Display, sound, notifications,

Windows Settings
| Find a sett |
[ER) Devices Phone
o O,

o e
@ Personalization 0 8= Apps
Background, lock screen, d 8= Uninstall, defaults, optional
features
(n$ Time & Language @ Gaming
A Speech, region, date Kbox Game Bar, captures, Game
Mode

Search

El Privacy
Location,

camera, microphone

€ Settings

A Home

Lock screen

Find a setting

Choose your picture

Personalization

Background

Lock screen 0

=]
&) Colors
(o}
& Themes
“\  Fonts

58 Start

B Taskbar

G

Get fun facts, tips, and more from Windows and Cortana on your lock
screen

@D o
Choose one app to show detailed status on the lock screen

Choose which apps show quick status on the lock screen

O-DEDNEEE

Show lack screen background picture on the sign-in screen
@ on

Sereen timeout settings




The Choose an App window appears.

e Click the app for which you want to add a
quick status icon to the Lock screen.

Q Repeat steps 4 and 5 to set the other quick
status icons.

O If you do not want an app associated with
the icon, you can click None.

0 To choose which app displays its detailed
status, click here and then click the app
from the menu that appears.

Note: If you do not want a detailed status, click
None.

Windows puts the new settings into effect, and
the apps appear on the Lock screen the next
time that you use it.
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& Settings - o x
1 Home Lock screen
Find a setting el | Choose your picture
-_x -
Personalization il
B Background
None 0
& Colors
— ows and Cortana on your lock
Mi
O3 Lock screen ] icrosoft Content
& Themes 3D Viewer
: on the lock screen
A Fonts
" Weather 0
B8 Start
| Lenovo Pen Settings
n the lock screen
= Taskbar
B0 . .
Microsoft To Do
1 the sign-in screen
Alarms & Clock
barcorrareos e
& Settings - o x
1 Home Lock screen
Find a setting el | Choose your picture
- | -
Personalization il
B Background _—
& Colors
Get fun facts. tips. and more from Windows and Cortana on your lock
screen
Cd Lock screen
@D o
& Themes
Choose one app to show detailed status an the lock screen
A Fonts
B8 Start

Choose which apps show quick status on the lock screen

*[mlel | | | |

Show lock screen background picture on the sign-in screen

@

Screen timeout settings

title, location, and time.

What is the difference between a quick status and detailed status?
A quick status means that the Lock screen shows only a small icon for an app, and that icon displays the
number of recent or unread items, such as the number of unread email messages in the Mail app. A detailed
status means that the Lock screen shows more information from the app. For example, if you have an
upcoming event in the Calendar app, the Lock screen shows the details of that event, including the event
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Synchronize Settings Between PCs

f, besides your Windows desktop computer, you also have a Windows notebook and a Windows

tablet, using the same Microsoft account on each platform means that you can synchronize data
among them. You can sync customizations, such as backgrounds and themes; system settings, such
as languages and regional settings; Microsoft Edge data, such as favorites and history; and app
settings and more. This gives you a consistent interface across your devices and consistent data so
that you can be more productive.

Synchronize Settings Between PCs
0 Open the Settings app. o,mm I

Note: See the section “Open the Settings App” Windows Settings
earlier in this chapter. e

e Click Accounts.

1 System a‘s Devices D Phone
Display, sound, notifications, Bluetooth, printers, mouse Link your Android, iPhone
power

@ Network & Internet @ Personalization §=  Apps
Wi-Fi, airplane mode, VPN Background, lock screen, colors 8= Uninstall, defaults, optional

features

R Accounts ﬂ (n$ Time & Language @ Gaming
Vour sccounts, mal A Speech, region, date Kbox Game Bar, captures, Game

wark, family Mode

{’J,;. Ease of Access /O Search El Privacy
<" Namator, magnifier, high Find my files, permissions Location, camera, microphone

contrast

/TN Update & Security
R/

Windows Update, recovery,

backup
The Accounts settings appear. © sonss - o x
e Click Sync your settings. @ Home Your info
Find a setting ) |
Accounts.
A= Your info

B Email & accounts

@ Sign-in options PAUL M

lagophilia@outiook.com
B3 Access work or schaol

Billing info, family settings, subscriptions, security settings, and more
©  Sync your settings 4 Manage my Microsoft account

Sign in with a local account instead

Create your picture

@ Camera
D Browse for one
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The Sync settings appear.
@ Click the Sync settings switch to On.

e Under Individual Sync Settings, click the
switch to Off beside each type of setting
that you do not want to include in the sync.

The next time Windows syncs, it does not
include the settings that you turned off.
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&« Settings

{1 Home

Find a setting 0 |

Accounts.
A= Your info
&= Email & accounts

@ Ssign-in options
=]

Access work or school

Q

Syne your settings

Sync your settings

Sync your settings to other devices using logophilia@outlook.com.
How does syncing work?

Sync settings.

o«

Individual sync settings

Theme

Help from the web

Fixing OneDrive sync problems

&« Settings

{1 Home

Find a setting 0 |

Accounts.
A= Your info
&= Email & accounts

@ Ssign-in options
=]

Access work or school

Q

Syne your settings

Sync your settings
Sync your settings to other devices using logaphilia@outlook.com.
Haw does syncing work?

Sync settings.

@ o

Individual sync settings

Theme
@D o~

Passwords

@ o
Language preferences 0
@ o

Other Windows settings

@ on

Help from the web

Fixing OneDrive sync problems

Why is the Passwords switch disabled in my version of Sync Your Settings?

This occurs when you have yet to verify your identity on your PC. Verifying your identity means having a
confirmation code sent to the mobile phone number associated with your Microsoft account. To verify your
identity, use the taskbar’s Search box to type actions and then click View recommended actions to keep
Windows running smoothly. In the Security and Maintenance window that appears, you should see the
message “Verify your identity on this PC.” Click Verify to the right of that message, and then follow the
instructions that appear for having the confirmation code sent to your mobile phone.
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Access an App’s Features

epending on the app, you might see a few tabs across the top of the window, as well as a Search

box in the upper-right corner of the window. However, almost all the apps that come with Windows
include a strip running down the left side of the window. This is the app menu, and it gives you access
to a number of features, including commands, settings, and views. This menu shows only icons at first,
but you can open the menu to display the names of each feature. You can then click the feature that

you want to use.

Access an App’s Features

Display the Menu

o Open the app that you want to
work with,

© click Menu (=).

@ The app menu expands to show the
feature names.
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2 ast

Forecast
Forecast
Maps
Historical Weather
Favorites
News

Send Feedback

Get Microsoft News

logophilia@outlook.com
Sign out

Settings

Indianapolis, IN

yi, TS
) [
Partly Sunny

Updated as of 2:30 PM

FeelsLike 27° Wind ¥ 2mph  Visibility 8.9mi
Barometer 30.61in Humidity 4% Dew Point 14

Tue 21
3 & & & &
31° 2r 3551 40° 33° 205 e 36° 320 >

Sunny Mostly Cloudy Cloudy Rain Showers Cloudy

Details

4 Summary

O F =

Indianapolis, IN

v

Partly Sunny

Updated as of 2:30 PM
FeslsLike 27°  Wind ¥ 2mph  Visibility 9.9 mi
Barometer 30.61in Humidity 64% Dew Point 14

BET)Y

Men 20 Tue 21
& B & &
28° ar 31° 355 40° 32
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Hide the Menu

Note: If you click a menu feature,
the app automatically hides the menu.
You need to manually hide the menu if

Forecast

(OF ¢

=

Forecast Indianapolis, IN

€  Maps S o F
you decide not to select a feature. & 7 c
B2 Historical Weather
: —_— Partly Sunn
o Click Menu (=)' ¥z Favorites Updntedyasofz:suvz
Feels Like 27 Wind ¥ 2 mph Visibility 9.9 mi
News Barometer 30.61in Humidity 64% Dew Paint 14°
©  Send Feedback Dally

Mon 20
[y

Wed 22
&
355811R

Mostly Cloudy

S
31 %

Sunny

(5
40° 33°

Cloudy

28° or

Partly Sunny

E Get Microsoft News

o
B

logophilia@outiock.com
Sign out

HOUI’Iy Details

~ Summary

Settings

© The app hides the menu.

Forecast

Indianapolis, IN

A o F
e [
Partly Sunny

Updated as of 2:30 PM

Feels Like 27°

Barometer 30.61in

Wind ¥ 2 mph
Humidity 64%

Visibility 9.9 mi
Dew Point 14°

Wed 22
[

S an

Rain Showers

=
40° 33°

Cloudy

=
36° 32 >

Cloudy

35501

Mostly Cloudy

4 Summary Details

Do all apps use the Menu icon?

Are there more app features that I can access?

No. The so-called Modern apps that ship with
Windows — including Mail, Calendar, People, Maps,
News, and Weather — use the Menu icon (=), as
do some third-party apps. However, the so-called
Desktop apps — including File Explorer, Paint, and
WordPad — do not use this feature.

Yes, you can also display the Settings pane, which
displays app-specific settings. The layout of the
Settings pane varies between apps, but it usually
includes commands for setting app preferences and
options. To display an app’s Settings pane, click
Menu (=) and then click Settings (:).

35



Pin an App to the Taskbar

inning an app to the Start menu, as described earlier in this chapter, is helpful because it puts

the app just two clicks away. If you have an app that you use frequently, you might prefer to
have that app just a single click away. You can achieve this by pinning the app to the taskbar. You
can pin an app to the taskbar either from the Start menu or from the taskbar itself.

Pin an App to the Taskbar

Using the Start Menu
@ Click Start (z8).

Q If you do not see the app you want to
pin, scroll down through the apps list.

o

A
Alarms & Clock

AMD Radeon Software

. AMD Radeon™ Settings Lite
@©

Calculator
Calendar

_—

Candy Crush Friends
B

D

E Dolby Audic
i E
E Feedback Hub

(]

[ co e

O Type here to search

Use either the Start menu tiles or the
apps list to locate the app that you
want to pin to the taskbar.

O Right-click the app.
e Click More.
@ Click Pin to taskbar.

& B D D

9]

E People
S

= | O Type here to search
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@ An icon for the app now appears in
the taskbar.

Using the Taskbar

0 Launch the app that you want to pin
to the taskbar.

Q Right-click the running app’s taskbar
icon.

e Click Pin to taskbar.
O click Close (X).
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o

Unlimited movies, TV
shows, and more.

Watchianywhere. Cancel anytime.

TRY IT NOW >

S8 O Type here to search

© An icon for the app remains on the
taskbar.

@ O Type here to search e n ¥ .

Can I change the order of the taskbar icons?

Yes. Click and drag a taskbar icon to the left or right
and then drop it in the new position. Note that this
technique applies not only to the icons pinned to
the taskbar, but also to the icons for any running
programs.

How do I remove an app icon from the taskbar?
If you decide that you no longer require an app to be
pinned to the taskbar, you should remove it to reduce
taskbar clutter and provide more room for other app
icons. To remove a pinned app icon, right-click the
icon and then click Unpin from taskbar.
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Adjust the Volume

hile an audio or video file is playing, you can adjust the volume up or down to get its audio

just right. If you are listening to media by yourself, you can adjust the volume to suit the music
and your mood. However, if there are other people nearby, you will probably want to use the volume
control to keep the playback volume low to avoid disturbing them. If you need to silence the media
temporarily, you can mute the playback.

Adjust the Volume

@ In the taskbar, click Volume ().

F 7:26 AM
=< A O @ g &P %

(o]
i
(o]
| 1

The Volume window appears.

o Click and drag the slider to set the
volume level that you want.

@ You can also click Toggle mute () to
mute the volume (43 changes to gx).

Windows sets the system volume to the
new level.

Speakers (Synaptics Aul

D) { 50

: 726 AM
A O @ g WP %
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Set the Time Zone

o ensure that your system clock is accurate, you should set the time zone to correspond to your

location. When Windows configures your computer, it performs a number of chores, including
setting the current system time and time zone. However, for the time zone, Windows defaults to
Pacific Time in North America. If this is not the time zone used where you live, you must select the
correct one to ensure that you have the accurate system time.

Set the Time Zone
0 Open the Settings app. &,mw E——

Note: See the section “Open the Settings Windows Settings

App” earlier in this chapter. [Frermms al

© Click Time & Language.
8o i BN e UM
@ e, =2 vt R s

Uninstall, defaults, optianal
features

Q e (@ Time & Lanuage 0 ® omio
Your accounts, email, sync, A Speech, region, date Xbox Game 8ar, captures, Game

work, family Mode
(1 Easeof Access /O Search EI Privacy
== Narrator, magnifier, high Find my files, permissions Locstion, camers, microphone

contrast

Update & Security

Vircios Ve
backup
€ Click the Time zone . and then click your [ == 0
time zone. @ Home Date & time
Windows adjusts the time to the new time (IR -] Curent date and time
zone Time & Language 12:15 PM, Wednesday, March 4, 2020
' Set time automatically
B Date & time & o
® Region Set time zone automatically
@D or
#F  Language )
Set the date and time manually
0 speech Change

Synchronize your clock

Last successful time synchronization: 3/4/2020 8:41:44 AM
Time server: time.windows.com

Sync now

Time zone

I (UTC-08:00) Pacific Time (US & Canada) v@

Adjust for daylight saving time automatically
@ o

Show additional calendars in the tackbar
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Configure Windows to Work with Multiple Monitors

You can improve your productivity and efficiency by using a second monitor. To work with an
extra monitor, your PC must have a second video output port that is compatible with the video
input port on the monitor, as well as a cable to connect the ports. Modern PCs and monitors use

HDMI ports connected with an HDMI cable.

After you have connected your PC and the external monitor, you then need to configure Windows to
extend the Start screen to both the main screen and the second monitor.

0 Connect the second monitor to your PC.
Q Open the Settings app.

Note: See the section “Open the Settings App”

earlier in this chapter.

€ Click System.

The System settings appear.
@ Click Display.

e Click the Multiple displays .

G Click Extend these displays.
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@ Network & Internet
‘Wi-Fi, airplane mode, VP!

,Q\ Accounts

our accounts, email, syn
werk, family

g e ﬂ
Display, sound, n ons,

N

Windows Settings

B ' Devices

Blugtooth, printers, mouse:

z‘ Personalization

Background, lock screen, colors

(F),  Time & Language
Speech, region, date

Phone
Link your Android, iPhone

Apps
Uninstall, defaults, optianal
features

Gaming
Xbox Game Bar, captures, Game
Mode

Notifications & actions
b Focus assist

() Power &sleep

= Battery

= Storage

&

Tablet mode

o

Multitasking

B

Projecting to this PC

20 Shared

Show only on 1

Show only on 2

Graphics settings

Sleep better

(1o Easeof Access /C) Search EI Privacy
=" Narrator, magnifier, high Find my fies, permissions Location, camera,
contrast
/N Update & Security
R’ Windows Update, recovery,
backup
& Settings - o x
@ Home Display
[ Find o sting 2] Multiple displays
System Multiple displays
[ Duplicate these displays v@
O Display 5 "
Duplicate these displays
@) Sound Extend these displays

Might light can help you get to sleep by displaying warmer colors at
night. Select Night light settings to set things up.

Help from the web

Adjusting font size
Changing screen brightness
Setting up multiple monitors

Fixing screen flickering
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Windows asks you to confirm the
display changes.

@ Click Keep changes.

Keep these disp!

Reverting to p

Click the monitor that you want to s -
set as the main display. o vome Display
© Click Make this my main display [Fnasseing ~] Rearrange your displays
(D Changes to E). System ?:::nag:i‘sflayheluwtuchangelheseﬂmgsforil. Press and hold (or select) a display, then drag to
Windows connects to the second D oispley
monitor and uses the selected @) Sound
monitor as your main display. e T — 2
D Focus assist
" Power & sleep
O Battery
Identify Detect
= Storage
@ Tbletmode Multiple displays
» Muttiple displays
Hi Multitasking
| Extend these displays ~
B =g inis 9 Make this my main display
Why does my mouse pointer stop at the How do I configure Windows to stop using the
right edge of the left screen? external monitor?
This means that you need to exchange the Follow steps 2 to 4 in this section to open the Multiple

icons of the left and right monitors. To do that, | Displays list and then click Show only on 1. You can also
click and drag the left monitor icon to the right | usually revert to using just the original PC screen by
of the other monitor icon (or vice versa). disconnecting the monitor from your computer.
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Customize the Taskbar’s Notification Area

You can customize how Windows displays the taskbar’s notification area icons to ensure a particular
icon is always visible or to turn off an icon’s notifications.

The notification area shows only a few icons by default: Microsoft OneDrive, Network, Volume, and
Notifications, and notebook PCs also show the Power icon. You might want to customize the default
arrangement. For example, many notification icons offer quick access to their programs’ features when
you right-click them. If there is an icon that you right-click frequently, you might want to configure
the notification area to show the icon on the taskbar.

@ 1In the taskbar's Search box, type netifications. o e e e @ &
0 Click Taskbar notification area. Sesmath
Notifications & actions
semngs > Q
System settings
Settings Taskbar notification area

System settings

L Turn app notifications on or off >

[ Notifications privacy settings >
i Open
=1 Taskbar notification area 0 |

[ Choose which apps show > Get quick help from web
notifications
Changing taskbar color
3 Change braille notification

timeout 4 Pinning contacts to the taskbar

) - Pinning an app to the taskbar
[ Hide notifications when 9 anapp
duplicating screen Showing the battery icon on the taskbar

L3 Choose how long notifications

are shown 2
= Allow My Pecple notifications >
2 Focus assist >
[ show Windows welcgme 5
L nollncatlonsé | O 5 @ = <] A B =
The Settings app displays the Notifications & f— — o«
Actions window. @ Home Taskbar
] i i Find o cetin Replace Ct d P h Windows PowerShell in th
€@ Click Select which icons appear on the taskbar. [P 2 e kst o o o
Personalization Mo on
= Frati ) Show badges on taskbar buttens
@D o
D coors Taskbar location on screen
L& Lock screen ‘ Bottom -
& Themes Combine taskbar buttons
" ‘ Always, hide labels
Fonts
= Start How do | customize taskbars?
& Taskbar

Notification area

Select which icons appear on the taskbar 0

Tum system icons on or off

Multiple displays
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The Select Which Icons Appear on the &re Ses - o x
Taskbar window appears. Select which icons appear on the taskbar
o Clek the SWitCh to On for eaCh icon you Always show all icons in the notification area
want to display in the notification area. @ on
- Microsoft OneDrive @ o
. OneDrive Up to date
e Click Back (€) to return to the ’ -
oo . . . Power n
Notifications & Actions window. Fully charged (100% °
. Netwaork @ o
LogophiliaS Internet access
. Volume @ o
Speakers: Muted

‘Windows Explorer
" . @ or
Bluetaoth Devices

Windows Security notificationicon @) Of
Windows Security - Actions recomm...

SkypeBridge @ D or
Bl Skype - Signed In
Windows Explorer @) ox
Safely Remove | lardware and [ject...
j SmartAudio 3 @ or
Controls Conexant audio
@ click Turn system icons on or off (not shown). [+ = — 5
0 Click the switch to Off for each system icon Turn system icons on or off
you want to prevent from appearing in the . e

notification area.

Volume @ o

Windows puts the new settings into effect.
Network @ o

@ You can click Show hidden icons (A) to see :
your hidden icons. Povier @ o

Input Indicator @ o 0
{oen @ o

Action Center Q On
Touch keyboard ® D off

N Windows Ink Workspace @ o

. cnena @ oncese

Is there a faster way to show every Can I configure the taskbar to always appear on the screen?
icon on the taskbar? Yes. The default taskbar state is hidden, and you display it by
Yes. Follow steps 1 to 3 to open the moving the mouse pointer ([}+) to the bottom of the screen. This
Select Which Icons Appear on the gives you more desktop room, but if you would prefer not to
Taskbar window. Click the Always perform this extra step to display the taskbar, right-click the
show all icons in the notification taskbar, click Taskbar settings, and then click Automatically
area switch to On. hide the taskbar in desktop mode ([] changes to []). Click OK.
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Set Up Multiple Desktops

You can make your PC screen easier to manage and less cluttered by organizing your running
programs into two or more desktops. Each desktop includes only the windows of the programs
that you have assigned to that desktop. For example, you might have a work desktop that includes
only a word processor, a spreadsheet, and Microsoft Edge for research; a social desktop that includes
only Mail, People, and Calendar; and a media desktop that includes only Music, Photos, and Videos.

You can quickly switch from one desktop to another.

\ Set Up Multiple Desktops

Add a New Desktop
@ 1In the taskbar, click Task view (&t).

e Click New deSktOP- See more days in timeline

January 17 see
ﬁ Microsoft Stere

Search results: amazon

i% O Type here tosearch

ﬂ M Store.

Minecraft for
Windows 10 Starter
Collection

> @ = M A O m g

@ Windows creates a new desktop.

© Your original desktop is shown as
Desktop 1.

= K

Search results: amazon
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Switch to Another Desktop
0 In the taskbar, click Task
view (&}) (not shown).

© You can position the mouse
pointer ([;) over the other
desktop to see the programs
running within that desktop.

0 Click the desktop you want to use.

Windows switches to that desktop
and displays its running programs.

ac
and how you use apps and services

Note: Any new programs you launch
will now appear only in the selected
desktop.

Yes

Move a Program to a Different
Desktop

0 In the taskbar, click Task
view (84) (not shown).
Q Right-click the program you

want to move.
e Click Move to.

0 Click the desktop to which you
want the program moved.

© You can also click New desktop
to move the program to a new
desktop.

Windows moves the program to
the selected desktop.

CHAPTER

Customizing Windows

See more days in timeline

What shortcut methods can I use?

Press (J+("") to open Task view. To switch between
desktops, press and hold (-J+(=1) and then press ()
or £ until you see the desktop you want, and then
release all keys. You can also press CJ+(E00)+() to
create a new desktop.

How do I close a desktop?

Click Task view (gi) to display the desktop
thumbnails. Position the mouse pointer ([}) over
the desktop you want to close and then click Close
(B9). If the desktop contained running programs,
they are assigned to your original desktop.
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CHAPTER 3

Surfing
the Web

This chapter shows you how to use the Microsoft Edge web browser to
navigate from site to site. You learn how to enter web page addresses,
work with tabs, save your favorite sites, search for information, and
more.
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Open a Web Page

(though you usually navigate web pages by clicking links, if you know the address of a specific

page, you can type it into the web browser to display it. Every web page is uniquely identified
by an address composed of four basic parts: the transfer method (usually http, which stands for
Hypertext Transfer Protocol), the website domain name, the directory where the web page is located
on the server, and the web page filename. The website domain name suffix most often used is .com
(commercial), but other common suffixes include .gov (government), .org (nonprofit organization),
.edu (education), and country domains such as .ca (Canada).

Open a Web Page

Enter a Web Page Address
@ Click Microsoft Edge (€).

e Click in the address bar.
e Type the address of the web page.

O Press .

Note: As this book was going to press,
Microsoft was rolling out the new version
of Edge that you see in this chapter. There
is a chance that you might still see the old
version, but most of the procedures will be
the same.

The web page appears.

@ If you find that Microsoft Edge cannot
display the page, this is usually a
temporary glitch, so click Refresh ()
to try loading the page again.
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Fresh Code

Fresh Books
Amazon Fire TV for Creating a2 Toggle Button
Dummies Using pure CS5 to build an animared

-|| Get the most out of your toggle button

<=1 Amazon Fire TV Stick, Cube, or Posted: May 9, 2019

Fire TV Edition TV

Fresh Tools

Radial Gradient Gener
Generate the CSS code for be;
gradients in no time flat
WebDev Workshop

Linear Gradient Gener
Construct beautiful, browser{
linear gradients lickety-split
WebDev Workshop

JavaScript: Inserting Elements
Using vanilla JavaScript code to insert
elements in the DOM

Posted: August 8, 2018

Published: January 9, 2020

your health and fitness goals

A complete list of the keywor]
with their swatches and RGB
WebDev Workshop

Using JavaScript to check whether an
element matches a selector
Posted: August 3, 2018

Published: July 11, 2019
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Color Picker

Fitbit for Dummies
Learn how to use your Fitbit to
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Select a Link

o Position the mouse pointer ([}) over a
link (s changes to {m).

Note: A link can be text or an image.
() The Status area shows the link address.
@ click the link.

Note: The address shown in the status bar
when you point at a link may be different than
the one shown when the page is downloading.
This happens when the website “redirects” the
link, which happens often.

The linked web page appears.

@ The web page title and address change
after the linked page is loaded.
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WoRD SPY

By Alpha

THE WoRD LovER’S GUIDE To NEw Wo

WORD WORD SPY
SPY

By Tag

By Date

Most Popular Words

Random Word

1. dramality

Top 100 2. darknet

Full Search . P%‘g a
4. captcha

5. joy-to-stuffjilatio
6. librarian
7. spime
8. neurodiversity
9. hype cycle
10. sheeple
11. drink the Kool-Aid
12. dipstick
13. hashian
14. logophilia
15. wardrobe malfunction

hittps//wordspy.com findes php Awsrd=procrastibaking @

x i

% procrastibaking - Word Spy

O

https://wordspy.com/index php?word=procrastibaking
= d ind hp?word ibaki

Home > Alpha P  procrastibaking

WoRrD SPY

By Alpha o spractih ¢ 3 .

v procrastibaking
By Tag
b Date pp. Putting off an important or urgent task by baking.
Random Word Also Seen As
procrasti-baking
Top 100
Other Forms

procrastibake v. - procrastibaker n.

Full Search

Etymology

procrastination+ baking

Examples

2018
Procrastibaking — the practice of baking something completely unnecessary, with the intq
avoiding “real” work — is a surprisingly common habit that has only recently acquired a na
—Julia Moskin, “Why Work When You Can Procrastibake?,” The New York Times, May 15, 2

Are there any shortcuts that I can use to enter web page addresses?
Yes. Here are some useful keyboard techniques:

e As you type the address, Microsoft Edge shows a list of matching sites. If you see the site you want,
click the site to load it without having to complete the address.

® Most web addresses begin with http://. You can leave off these characters when you type your address.

e If the address uses the form http://www.something.com, type just the something part and then press
(£70+(=0000. Microsoft Edge automatically adds http://www. at the beginning and .com at the end.
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Open a Web Page in a Tab

As you surf the web, you may come upon a page that you want to keep available while you visit
other sites. That page may contain important information that you need to reference, or it might
be a page that you want to read later on.

Instead of leaving the page and trying to find it again later, Microsoft Edge lets you keep the page
open in a special section of the browser screen called a tab. You can use a second tab to visit your
other sites and then resume viewing the first site by clicking its tab.

Open a Web Page in a Tab

Open a Web Page in a Tab = hevas = I8
@ Right-click the link you want to open. ST 5 sechorereerwsh e
@ click Open Link in new tab. Seorch tis web
My Feed < Personalize World Money Sports Entertainment Lifestyle - powe:

INDIANAPOLIS, INDI

417

Open fink in new tab

0 5 ke

Open link in new window VED  THU
Open link in InPrivate window 5 @
Meet the baby of the ‘worl SEEESESS |

@
D> ®  Copy link

GeoBeats 031 Inspect Ctrl+Shift | a from Foreca | Upd:

@ A new tab appears with the page title. & News B Meet The By Oords ot x |

. . O B https;//www.msn.com/enfila/video/animal et-the-baby-of-the-world-s-cutest-sheepy.
€@ Click the tab to display the page. j 6
E&l Microsoft News Search the web .

(@ You can also create a new tab by
clicking New Tab (4-).

Today MNews Entertainment Sports Money Lifestyle Health Autos Weather News DIY &

NOW PLAYING: Animals

TIERPARK

Meet The|
Cutest Sh|

GegBeal

UP NEXT
F ™ This cute
can't wait]
This has
5 &‘ patient hi
j’ "
e & Rum
Video player from: Oath (Privacy, Policy) “ (F\{i):r:;af’:
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Close a Tab B Paul McFedries X | B Baby gophers adorably = X | wr Word Spy xJ I The Selfish Meme - IEEE x: -
o On the tab you Want t0 ClOSE & O & https://spectrum.ieee.org/at-work/innovation/the-selfish-meme B 35 =
.i T . I ¥ IEEE
Cl Ck Close ab (x) III SPECTRUM Topics ~ Reports - Blogs ~ Multimedia - Magazine ~ Resources ~
Microsoft Edge closes the tab. 2041207 |5:45 GMT
The Selfish Meme
These little "information-packets with attitude" are
spawning words as well as ideas

Paul McFedries

A new kind of replicator has recently emerged on this very
planet. It is staring us in the face. It is still in its infancy, still
drifting clumsily about in its primeval soup, but already it is
achieving evolutionary change at a rate that leaves the old

gene panting far behind.
Close Multiple Tabs i\ﬁlv'\m\vl‘&*'\*‘\s\é\il\'W*IE@I@\H*\EIEH -
0 Right'cljck the tab you want &« O 8  https://archive.org/web/web.php Hew tab CrleT Yo

to keep Open INTERNET ARCHIVE fefrest R
° Duglicate

© Click Close other tabs. e
INTERNET ARCHIVE Explore more than 418

Microsoft Edge closes all other mnunm"m““m"ﬂ v | o e e

= Pintab

tabs_ Close ta5 Ctrlew
Close other tabs.
@ Alternatively, you can click SR (e
Close tabs to the l"ight to I mame i = Reapen losed tab Cirl+Shift+T 'JT?E
%
close 0n|_y those tabs that = = Add all tabs to favorites  Ctrl+Shift=D menTT
- B gy m— s Az

appear to the right of the tab
you right-clicked.

a Tools Subscription Service I:l Save Page Now

Wauhack Machine Availahility AD| Acchive |t hi ou in cantiin Tt .

Are there any shortcuts I can use to open web pages in tabs?
Here are some useful keyboard techniques:

e Press and hold (5] and click a link to open the page in a tab.

® Press and hold (£1)+(E11) and click a link to open the page in a tab and display the tab.
¢ Type an address and then press ({1)+(=] to open the page in a new tabh.

e Press (c)+00) or (B1)+E0)+020) to cycle through the tabs.

o Press (51)+(7) to close the current tab.

e Press (©)+(10+(2] to close every tab but the current one.
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Navigate Web Pages

fter you have visited several pages, you can return to a page that you visited earlier. Instead of
retyping the address or looking for the link, Microsoft Edge gives you some easier methods.

When you navigate from page to page, you create a kind of “path” through the web. Microsoft Edge
keeps track of this path by maintaining a list of the pages that you have visited. You can use that
list to go back to a page. After you have gone back, you can also use that same list to go forward

through the pages again.

Navigate Web Pages

Go Back
To go back one page, click

Back (<).
The page appears.

Go Forward

To go forward one page, click
Forward ().

Note: If you are at the last page
viewed up to that point, Forward (=)
is not active.

The page appears.
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Find Text on a Page

hen you are reading a page on the web, it is not unusual to be looking for specific information.
In those situations, rather than read through the entire page to find the information you are
looking for, you can search the web page text for the data. The Find on Page feature in Microsoft
Edge lets you to do that by enabling you to search through the current page text for a specific
word or phrase.

Find Text on a Page

o Clek MOI'e (' . '). ‘ @ Struck By Lightning x ‘ + = @ =

. R & O O https//mcfedries.com/threemph/post. php?p=struck-by-lightning A
© Click Find on page. . S
Articles
New windaw CtrleN
‘gn' la PHOTOGRAPH
You can aI.SO pI'ESS + . St k B L . h New InPrivate window Cirl+Shift=N
ruck By Ligh " T
The curious world of probabilities o e 5
n a pleasantly hot Sunday in August, we sitb 5 Reading list items have moved under “Favorites™
wading pool in Kensington Market, eating lu
people Kensington is the unofficial centre ot & History >
culture (and I say this cognizantof theredun | el
phrase “unofficial counter-culture”). When you getsh =
sults and golf shirts and logo-wear, this neighbourhoc B apps >
cure for overexposure to affluence and blandness and1
3 xtensions
From our perch, we watch a unicyclist perform jerky la
perimeter; we chuckle at the pot-induced confusion of B pane Culep
picnickers; we see the sleepy-eyed members of a local
be unaccustomed to daylight; we take in the dreadlock | share
tattoos, and all the other markers of the non-mainstre
with a gentle atmosphere that soothes the urban soul, 5 Findon page Ctrl<F
surprise, a quality that’s in short supply in our seen-it A Resdsloud
mohawks. We're bored by bared breasts. We don’t eve
G, B, or T? You're here, you're queer, we're used to ir. 1 More togls by
cultural no longer raise eyebrows, but you can still get
being counter-intuitive. B Settings
Our surprise on this day comes in the form of a young | 2
the opposite side of the pool, reading a book. His spike Help ond fecdback ’
clothes on this hot day (not to mention the vibe that cf
Dresden” t-shirt) all identify him as a member of the | Close Microsoft Edge
But look closer. Not only is he reading, an activiry utretl§1aeKifg 1 €601 i i
The Find on Page bar appears. @ Sty v - = @ E
& O B hittpsi/mcfedries.com/threemph/post.php?p=struck-by-lightning  [b % 3

e Type the word or phrase that you
want to locate.

surprise|

1 McFedries.com  Books
s
PHOTOGRAPH

O Microsoft Edge highlights the Struck By Lightning

matChmg text on the page. The curious world of probabilities strikes again. o
. n a pleasantly hot Sunday in August, we sit by the waterless Filed under: b |
o YO u can c h Ck N ext ( o ) tO CyC I.E wading pool in Kensington Market, eating lunch and watching photograph
people. Kensingron is the unofficial centre of Toronto's counter-
forward throu g h the matches. cultue (and I say this cognizant of the redundancy lurking inthe ~ Tags:
phrase “unofficial counter-culture”). When you get sick of seeing power photography
sults and golf shirts and logo-wear, this neighbourhood is the antidote, the Dosted on:
3 3 cure for overexposure to affluence and blandness and brandin L o
@ You can click Previous () to cycle § § Eebruary 18,2013
From our perch, we watch a unicyclist perform jerky laps around the pool Permalink:
perimeter; we chuckle at the pot-induced confusion of some nearby hitps: "d b h
baCkward throug h the matChes' picnickers’; we see the sleepy-eyed members of a local band, who appear to tpe:fimctedsies. comjtieemphipy

. v p=struck-by-lightning
be unaccustomed to daylight; we take in the dreadlocks, the piercings, the

. tartoos, and all the other markers of the non-mainstream. It’s a visual treat Share This:
When yOU are C|0ne, C|.]Ck Close ( X ) . u with a gentle atmosphere that soethes the urban soul, but it lacks, well, u n m

, a quality that’s in short supply in our seen-it-all age. We yawn at

mohawks. We’re bored by bared breasts. We don’t even notice swearing. L, Previous post:

G, B, or T? You're here, you're queer, we're used to ir. Things counter- Cryptic Stories No.2
cultural no longer raise eyebrows, but you can still get peoples’ attention by Next post:

being counter-intuitive. The Value of a Thick

urprise on this day comes in the form of a young gentleman sitting on Head

the opposite side of the pool, reading a book. His spiked halr and his black
clothes on this hot day (not to mention the vibe that comes from his “I'v
Dresden” 1-shirt) all identify him as a member of the tribe called “Punk.”
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Navigate with the History List

ack and Forward (& and —) enable you to navigate pages only in the current browser session.
To redisplay sites that you have visited in the past few days or weeks, you need to use the
History list, which is a collection of the websites and pages you have visited over the past month.

If you visit sensitive places such as an Internet banking site or your corporate site, you can increase
security by clearing the History list so that other people cannot see where you have been.

@ CodePen: Build, Test, and Discov. X | == - o *

& O B https//codepenio % = @ 40

B Wewtab CurlsT

@ click More (...).
© Click History.

CEDEPEN B e on can |
() Tabs that you have recently I
. BY New InPrivate window Ctrl+ Shift+N
closed appear here. Start Coding e P I
: > XPLORE V= Favorites >
€@ Click Manage history. e
Picks 0 Manage history Ctrl+H D History >
Popular ! n
Topics Clear browsing data Ctrl-+Shit-Delete L Dounloass )
P apps >
Recently closed
&3 Extensions
J A @  The New Vork Times - Bresking News, World News Multimedia Ctrls Shift=T
ot @ instsgrem S Print Cirl+P
allenges >
£  WebDev Workshop [ Share
3 Homepage | Wiley [p Findon page CtrleF
- A} Read aloud
POBMPR w5 Dol MicFedries (@paulme) / Twitter
Advertise [EECENCE=N Mere tocks >
K0 History B3 settings
J  Downloads 7 Help and fesdback >
The History tab appears. e © « | = @ =
(&) @ Edge | edge//history/all A <] 3

Note: You can also open the
History tab by pressing (&1 +(0). &z History £ search isry

O click Menu (=). [T

e Click the day or week that ; :"‘Ydy
you visited the site. M Lostwee R ——— e 6
=S wwwinstagram.com 735 AM X
e wiley.com *  734AM X
= R —_——
nd Code, codepen.io 7:33 AM X
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A hSt Of pages yOU ViSited @ CodePen: Build, Test, and Discov xJ ) History bt l 4 - e X
during that day or week < O @ Fdge | edge//historyyesterday o B
appears. ,
= History | R search history
G Click the page you want to .
display.

Yesterday - 3/11

Yesterday - Wednesday, March 11, 2020

48 Excel Data Analysis for Dummies mcfedries.com 1:26 PM x
48 Books by Paul McFedries mcfedries.com 1:26 PM X
@@ Paul McFedries mcfedries.com * 1:25PM %%
& WebDev Workshop webdev.mcfedries.com * 1:25PM X
¢ Web Design Playground webdesignplayground.io * 1:21PM X
3 web design playground - Bing wyw bing.com 1:20 PM X
W Wikipedia 0 www wikipedia.org * 118 PM x
The page appears. @ CodePen: Build, Test, and Disce: xJ W Wikipedia x | + - o x
& O & htipsy//www.wikipedia.org * = 3
WIKIPEDIA
The Free Encyclopedia
English Espariol
6029 000+ articles 1581000+ articulos
B&FE Deutsch
1193000+ £ 2406 000+ Artikel
Pycckui Frangais
1602 000+ crareit 2 187 000+ articles
Italianc h}
1588 000+ voci 1101000+ 458
Portugués Polski
1023 000+ artigos 1388 000+ haset
]
How do I clear my History list? How do I clear individual pages from my
Follow steps 1 to 3 to open the History menu and History list?
then click Clear browsing data (or press [E1])+ Follow steps 1 to 5 to open the History tab and
(E+(EED) to open the Clear Browsing Data display the day or week you want to work with.

dialog box. Click Browsing history ([_] changes to Click the Delete icon (<) that appears to the right
[1). Click the other check boxes (4 changes to []). | of the page you want to clear. Microsoft Edge
Click Clear now to clear the History list. removes the page from your browsing history.
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Change Your Startup Page

our startup page is the screen, web page, or collection of tabs that appears when you first start

Microsoft Edge. The default startup page is a new tab, which displays a Bing Search box, a few
recent links, and some suggested content. However, you can configure Microsoft Edge to open a
specific web page as the startup page.

Change Your Startup Page

o Chck More ( = ‘). | 8 Web Design Playground x I + = B =
. . &~ O & https://webdesignplayground.io Y7 ¥= a 40
© Click Settings. - 2
“+ WEB DESIGN PLAYGROUND I
B New window CirleN
Welcome = HTML ‘ New InPrivate window  Ctrl=Shift=N ‘
1 cha>
. 2 Welcome! Zoom - 100% + Ve
The Web Design Playground offers 3 4/hLs
you an easy-to-use tool to play P= Faverites >
around with HTML tags and CSS D History >
properties, The Web Design 1 ounlascs o)
Playground also offers all the
code examples from the F s >
companion book, Web Design & Exensions
Playground, as well as tutorials to S cunp
help you learn HTML and CSS, »
“construction kits” that enable & shere
you to easily work with complex Db find on page G-
elements such as CSS gradients, A Read aloud
and features that enable you to More tosis N
save your work and download
your own files. 5 Sentings
7 Help and feedback >
Tal touar
The Settings tab appears. T x |+ = B %
3 — O @ Edge | edgey//settings/profiles = a
@ Click Menu (=).
. &5 Settings R Search settings
The Settings menu appears.
e Click On Startup. @ erofies -+ Add profile
@ Privacy and services
Appearance
) Onstartup Sign out
[ New tab page
B2 Site permissions o
4 Downloads
% Languages >
31 Printers >
B System >
() Reset settings 5
@ About Microscft Edge
>
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The On Startup settings appear.

& Web Design Playground
e Click Open a specific page or

pages (O changes to @®). =
G Click Add a new page.

Settings

On startup

Open a new tab

Pages

& (] @ Edge | edgey/settings/onStartup

Continue where you left off

G'> ®) Open a specific page or pages

Set to all currently open tabs

This clears your current list of pages and replaces them with all your currently open Edge tabs

X | B Settings

S-S I

O Search settings

Add a new page. 6

‘ Use all open tabs

The Add a New Page dialog box

appears.

o Type the address of the web page
you want to use as your startup
page.

© click Add.

Entera URL

Add a new page

© 1t you want to open multiple

https://webdesignplaygrou nd.io| 0

pages at startup, repeat steps 6
to 8 as needed. See also the first
tip.

Microsoft Edge displays the page

Add Cancel

(or pages) the next time you start
the app.

Can I get Microsoft Edge to load a specific group
of tabs at startup?

Yes. First, open just the tabs that you want to
always load when you start Microsoft Edge. Follow
steps 1 to 5 and then click Use all open tabs. The
next time you start Microsoft Edge, it will display
the specified tabs.

How can I get Microsoft Edge to open with the
pages I was using when I last closed it?

Follow steps 1 to 4 to open the On Startup
settings, and then click Continue where you left
off (O changes to @). The next time you start
Microsoft Edge, it will redisplay the pages you had
open in tabs the last time.
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Save Favorite Web Pages

f you have web pages that you visit frequently, you can save yourself time by saving those pages
as favorites within Microsoft Edge. This enables you to display the pages with just a couple of
clicks.

You save favorite pages in Microsoft Edge by adding them to a special section of the app called the
Favorites list. Instead of typing an address or searching for one of these pages, you can display the
web page by clicking it in the Favorites list.

Save Favorite Web Pages

Save a Favorite Web Page m——— < I - 8 =
o Display the web page you want o as h“PSvf’fWWW-Wi'EV‘COWE”'“54 *05
to save as a favorite. T T r————— TGN T
@ click Add this page to .
favorites (7).

Wiley has updated its privacy policy effective March 1, 2020. Please visit www.wiley.com/privacy to review.

Bulldmgl Better Future

Through Education, Skill Developmentand Research J

I7: 2 a
LEARN MORE o = . %

The Add to Favorites or Reading m—— m - o0 x
List dial-og bOX appears- & @) B httpsy//www.wiley.com/en-us x = G

Favorite added

X
Note: You can also display the Add to WILEY  WHOWESERVE ~ SUBJECTS ~ THE | |€ | sited States «
. . . . Name | Hom | Wil
Favorites or Reading List dialog box — Y,

by pressing (E1)+(2).
@ Edit the page name, as necessary. Wiy s updted s prvcy polyefcte arch 1,900 FEE T e e
@ Click the Folder - and then click
Other favorites. Bulldmngetter Future -
e Click Done. Through Education, Skill Development and Research“_J

4 )
Microsoft Edge saves the web 1 a

. 4 3 Y
page as a favorite.
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Display a Favorite Web Page
@ Click Favorites (3=).
© Click Other favorites.

e Click the web page you want
to display.

Bing x |+
& =

https://www.bing.com i

1 F=  Manage favorites  Ctrl+Shift=0

Favorites bar

| W Twitter

N et

W Wikipedia

B3 Other favarites

Reading list saves

Homepage | Wily

WebDev Warkshap

Web Design Playground

Paul McFedries

L

The web page appears. @ WebDev Workshop x B8 -7

& O £ https//webdev.mcfedries.com * o~ ‘3

WEBDEV WORKSHOP

TOOLS, CODE., AND BOOKS TO TAKE YOUR WEB
DEVELOPMENT SKILLS TO THE NEXT LEVEL

NEW CODE

Creating a Toggle Button JavaScript: Inserting Elements

Using pure CSS to build an Using vanilla JavaScript code to
animated toggle button. insert elements in the DOM.

Tags: CSS, interaction, interface Tags: DOM, JavaScript

TIPS

Is there an easy way to organize my favorites? How do I delete a favorite?

Yes, you can create folders for storing related favorites. Click Favorites (¥=) and then click Manage
For example, you could create a folder for work, another for | faverites (or press (21 +E000+(2)).

each of your hobbies, and so on. Follow steps 1 to 3 in the Click Menu (=) and then click the folder
subsection “Save a Favorite Web Page,” click More, and then | in which the favorite is stored. Click

click New folder. Type a name for the folder, press (=1 ), Delete (3<) that appears to the right

and then click Save to save the favorite in that folder. of the favorite you want to remove.
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Take Advantage of the Favorites Bar

You can use Microsoft Edge’s Favorites bar to provide easy one-click access to those websites that
you visit most often.

One of Microsoft Edge’s most useful features is the Favorites bar, which appears below the address
box. The Favorites bar is fully customizable, which means you can populate the Favorites bar with
new buttons associated with the sites you visit most often. This section shows you how to display
and populate the Favorites bar and takes you through a few Favorites bar customizations.

Take Advantage of the Favorites Bar

. .
Display the Favorites Bar [G cooon n - o x
o cljck More (".) < = 0 &  https://www.google.com/?gws_rd=ssl ¥ ¥ 3 40
B Newtab Curl-T
o Cljck 5ett-ingS. pros swre B Newwindow CtrN I
B MNew InPrivate window  Ctrl+Shift=N
Zoom - w0% +
Y= Favorites >
G O I L >
O“.?::,“g e L Downloads Ctrle)
B apes >
G Bdensions
Q
& Print Curlsp
18 Share
Google Search I'm Feeling Lucky
[» Findon page Ctrl+F
Google offered in: Frangais AV Resd aloud
More tools >
B Settings
7 Help and feedback >
The Settings tab appears. ® - x| @ st x |+ = @ X
. = (@] ® Edge | edge//settings/profiles ¥ ¥=
€ Click Menu (=). e
. €>E Settings £ Search settings
The Settings menu appears. J
@ Click Appearance. 1@ pories R
B Privacy and services
) Appearance
™ On startup Sign out
[E New tab page
&5 Site permissions @
4 Downloads
% Languages >
= Printers >
0 System >
() Reset settings 5
@ About Microsoft Edge
>
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© click the Show favorites bar -
and then click Always.

O Microsoft Edge displays the
Favorites bar.

@ Click Close to close the
Settings tab.

b-For quick access, place your favorites here an the favorites bar. Import favorites now

G Google

&

x| @ setings x@
OO @ edge | edge//settings/appearance

x @ -

B Other favorites

= Settings L Search settings
Customize browser

Theme Light ~

@

Add a Web Page to the
Favorites Bar

o Navigate to the page you want
to add to the Favorites bar.

Click Add this page to
favorites (57).

e Edit the page name, as necessary.

Click the Folder ~.- and then
click Favorites bar.

© click Done.

(© Microsoft Edge adds the web
page to the Favorites bar.

Show favorites bar Always
Show favorites button Always
Never
Show feedback button
Only on new tabs
Show home button —
Mot shown
Zoom 100%
Fonts
| & Googie x { + = B =
« > 0 £ httpsy/www.google.com/?gws_rd=ssl 4 *
b G Google Favorite added X [E] Other favorites

Name | [EEPID

About  Store

Folder  Favorites bar

GO:::;*::gle

(=

Google Search I'm Feeling Lucky

Google offered in: Frangais

Can I move or delete Favorites bar
buttons?

Yes. To move a button, click and drag the
button left or right and then drop it in the
new position. To delete a button, right-click
it and then click Delete.

How do I change the name of a button?

By default, Microsoft Edge uses the page title as the name
of the Favorites bar button. If you do not like the default
name, or if you would prefer something shorter or more
descriptive, right-click the button you want to edit, click
Edit, type the new name, and then click Save.
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Share a Web Page

f you come across a web page that you think one or more people would like to view, you can use

the Microsoft Edge Share feature to let those people know about the page. You can share a web
page with the contacts you have in the People app, or via several other Windows apps, including
Mail, OneNote, Skype, and Twitter. You can also copy a link to the web page and paste that link into
any app that accepts text.

Share a Web Page

@ Navigate to the page you want to  [5 o m ee v < - 5 X
S h are. < O B  https://spectrum.ieee.org/geek-life/history/when-technology-hates-us 4 v= a
G Google ] Other favorites

III IEEE
[ | I SPECTRUM Topics = Reports ~ Blogs = Multimedia = Magazine ~ Resources =
When Technology Hates Us

There’s a word for when the machines in your life
seem to be out to get you: Resistentialism

By Paul McFedries

B ' Our lives are immeasurably easier
and more connected than we could

ever have imagined just 20 years ago.
But to reap these benefits, we've had
to cozy up to our tech. So close, in

* fact, that it has become personal,

=" — almosta part of who we are. But

--—" every now and then, that closeness

- = enables us to see a darker side of the
b J ._F/—'_I relationship: Sometimes, it seems,
_ __onr davires ave eotiveh pnrking
o Cth MOI"e (' . '). | A When Technology Hates Us - IEF % { + - l =
. & O B https//spectrum.ieee.org/geek-life/history/when-technology-hates-us ~ [4) ¥z o= a 40
€ Click Share.
G Google E HNewtsb CtrlsT

B New window Ctrl+N

II. IEEE
] I SPECTRUM Topics ~ Reports ~ Blogs ~ Multimedia New InPrivate windew  Ctrl+Shift+N

Zoom - 0% + 2
When Technology Hates Us
Y= Favorites >
There’s a word for when the machines in yourlife | ® Hsey >
seem to be out to get you: Resistentialism L Dounloacs ctrt)
P apes >
By Paul McFedries & Extensions
Our lives are immeasurably easier @& Print Cirl+P
and more connected than we could | ..
ever have imagined just 20 years ag B fng ot
But to reap these benefits, we've ha e on s
to cozy up to our tech. So close, in =~ A? Resdsloud

' fact, that it has become personal, More taols >
almost a part of who we are. But
every now and then, that closeness
enables us to see a darker side of th 7 Help and feedback >
relationship: Sometimes, it seems,

gurdevicesareactivelusorking Close Micrasoft Edge

&

Settings

62



CHAPTER

Surfing the Web

Microsoft Edge displays the Share pane.

Share
When Technology Hates Us - IEEE Spectrum

O Select how you want to share the web page:

@ You can click a contact from the People app to
email the web page to that person. & ? ? M?,t ﬁ
McFedries  McFedries  accountt Center
© You can click Find more people to select from e e 0
your complete contacts list. -
@ You can click an app. Lenovo

& Mail OneNote  Your Phone  Copy link

Skype Twitter

B Get apps in Store

Windows opens the sharing app, which is s X
ai in iS exam e. Format Insert Draw Options ]ED\'scard B Send
Mail in th pl
. . . . . . B I Uu ~ = = = ~ i v ndo
© Fill in the sharing information required by the U v[E = S v Heatng: K
app (such as the recipient’s email address). From: paulmcfedries@hotmal com
L. To: Becky Soln'\t;o R Cc&Bec
G Share the web page (for example, by clicking
When Technology Hates Us - IEEE Spectrum
Send).
Hi Becky,
Windows shares the web page. Here'san artile you might ke
When Technology Hates Us - IEEE Spectrum
https://s ieee.org/geek-life/history/wher hates-us
Sent from Mail for Windows 10

Can I share a link to the web page directly to another device?
Yes, as long as both your PC and the receiving PC have Nearby Sharing turned on. To activate this feature,
click Notifications ([1), click Expand, and then click to activate the Nearby sharing tile.

Return to Microsoft Edge and follow steps 1 and 2 to open the Share pane. You should now see an icon for
the other device. Click that icon and then, on the other device, click Open to load the web page into
Microsoft Edge.
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Search for Sites

f you need information on a specific topic, Microsoft Edge has a built-in feature that enables you

to quickly search the web for sites that have the information you require. The web has a number
of sites called search engines that enable you to find what you are looking for. By default, Microsoft
Edge uses the Bing search site. You use the Microsoft Edge address bar to enter a word or phrase
that is representative of the information you seek. Microsoft Edge passes the word or phrase to Bing,
which then looks for pages that match your text.

Search for Sites

o Click inside the address bar. v wiipess n - o0 x
Microsoft Edge selects the < R 1</ /ovov-vikipedia ool 1 x| = @
current address.

WIKIPEDIA
The Free Encyclopedia
English Espafiol
6029 000+ articles 1581000+ articulos
B4 Deutsch
1193 000+ EF 2 406 000+ Artikel
Pycckuii Francais
1602 000+ crareii 2187 000+ articles
Italiano i
1588 000+ voci 1101000+ #£8
Portugués Polski
1023 000+ artigos 1388 000+ haset
|

o Type a word, phrase, or question [ v B - o x
that represents the information c O O webdesign playg,oundg 3
yOU Want tO ﬁnd. | 2 web design playground - Bing Search =

o Bing d1sp[ays a few search o~ Web Design Playground - webdesignplayground.io
. a 77 The Web Design Playground - webdesignplayground.io/examples/project-portf...
phrases and websites related
2 web design playground download - Bing Search
to what you have typed. i _ )
@ Web Design Playground - mcfedries.com/books/book.php?title=web-design-p...
e Press m ng‘;ono';:;% 240‘6"0:0‘:;@
Pycckni Frangais
1602 000+ crareii 2187 000~ articles
Italiano L8
1588 000~ voci 1101000~ #55
Portugués Polski
1023 000+ artigos 1388 000~ haset
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O A list of pages that match your [ —"— - o x
SearCh tEXt appearS- & O £ https://www.bing.com/search?q=web+design+playground&cvid=1b7c2a59... % = a
Click a web page.

O p g b web design playground & Q Paul
ALL IMAGES VIDEOS MAPS NEWS 'SHOPPING
Microsoft Search  show results from Waypoint Ventures LLC >
8,790,000 Resuits Date ~ Language = Region =
& 10 Best Website Builders 2020 - USA #1 Website Builder Ranking Related seal
https://www.thebest10websitebuilders.com/best/website-builder + web design playgr

Ad Compare The Best Website Builders Out There. Website Building was Never so Easy!
‘We provide thorough comparisons of the most popular and successful website builders.
Free Custom Domain - 24/7 Customer Support - Multiple Payment Methods - Free Hosting Included design a playgrour

playground design

jnavarrete20 wix

Small Business Website Top Site Builders Reviews wix playground
Choose a Top Website Builder. Compare The Best Site Builders.
Start a Business Website Fast&Easy! Get Online Today!

See results only from thebest10websitebuilders.com

Web Design Playground 4
https://webdesignplayground.io +

Previous Page. Next Page. Copied HTML. Display errors; Copy to clipboard

-]
The page appears. j 4 Web Design Playground x I + - B
& O & httpsy//webdesignplayground.io *x = 3
“+ WEB DESIGN PLAYGROUND weny =
Welcome y = HTHL = ss
1 <h1> 1h1{
2 Welcome! 2 font-size: 50px;
The Web Design Playground offers 3 [</RT3 3 calor: blue;
you an easy-to-use tool to play i

around with HTML tags and CSS
properties. The Web Design
Playground also offers all the
code examples from the
companion book, Web Design
Playground, as well as tutorials to
help you learn HTML and CSS,
“construction kits” that enable
you to easily work with complex
elements such as CSS gradients,
and features that enable you to
save your work and download
your own files.

Take a tour

How can I get better search results?

Simple, one-word searches often return tens of thousands of hits, or matching sites. To improve your
searching, type multiple search terms that define what you are looking for. To search for an exact phrase,
enclose the words in quotation marks. If you want to find a page that includes one term or another,
separate the two terms with the word OR (in capitals). If you want the results to exclude pages that
contain a particular term, precede that term with a minus sign (-).
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Download a File

any websites make files available for you to use on your computer, so you need to know how to

save them to your PC, a process known as downloading. After you have downloaded a file, you
can open it on your computer as long as you have an app that can work with the type of file you
downloaded. For example, if the file is an Excel workbook, you need either Excel or a compatible
program. You can either open the downloaded file right away, or open it later by displaying your
downloaded files.

Download a File

Download and Open a File FEETIY—— - B

&« O B https//mcfedries.com/books/book php?title=excel-data-analysis-fd 1 b= 3= 3

@ Navigate to the page that
contains the link to the file. BP] mcredriescom  Books  Anices  Searen

Excel Data Analysis for

i Dummies

Everything useful there is to know about
using Excel to analyze data

WAbout  WBuylt  iG-Related

he world is bursting at the seams with data. It’s on our Book Info:

compurers, it's in our networks, it's on the web_ Some Wiley Publishing

days, it seems to be in the very air itself, borne on the 352 pages

wind. But here’s the thing: no one actually cares about US529.99
data. A collection of data — whether it resides on your PC or Pub. Dare: November 13,
some giant server somewhere — is really just a bunch of 2018
numbers and text, dates and times. No one cares about data Category:

hecanse dara doesn't mean anvrhine Daraisn’t cool You know

o CﬁCk the H n k t0 the ﬁ l.e. he world is bursting at the seams with data. It’s on our Book Info:

computers, it’s in our networks, it’s on the web. Some Wiley Publishing
Microsoft Edae displavs th o Bt ettt hine. o acrlycoreosbput  U5529.09
o . . g p ays e dara. A collection of data — whe!l}ér 1t resides on your PC or 1:‘1)5 Date: November 13,
information bar to show you the imber et et ah s, No ok e bout daa Category:
progress of the download. wiiats cout? Kawiodge a oot it bty

B Tags:
So how do you turn data into knowledge? How do you tweak data analysis, beginner, Excel,
o generate insight? You need to organize that darta, and then intermediate, Office, Office
you need to clean it, sort it, filter it, run calculations on it, and o1 SpLead;lleE(s .
summarize it. In a word, you need to analyze the data. ’
Permalink:

Now for the good news: If you have (or can get) that data into hreps://mcfedries com/booksfbook php?
Excel, you have a giant basket of data analysis tools at your

title=excel-dara-analysis-fd
disposal. Excel really seems to have been made with data

analysis in mind, because it offers such a wide variety of Share This:
features and techniques for organizing, manipulating, and u m
summarizing just about anything that resides in a worksheet. If N

you can get your daia into Excel, Excel will help you turn that Example F_MS:
data into knowledge and insight. Examples.zip

This book takes you on a tour of Excel’s data-analysis tools. You
learn everything you need to know to make your data spill its
secrets and to uncover your dara’s hidden-in-plain-sight
wisdom. Best of all, if you already know how to perform the

N i 5 't need to learn any other fancy-

) Exam. !

ExcelDataAnalysisFD_..zi
] —— ZER) o Showall X
 Scanning for viruses
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Microsoft Edge downloads the file
to your PC.

€ Click Open file.

© If you want to see the file in its
saved location, you can click
Options (---) and then click
Show in folder, instead.

© If you do not want to work with
the file right away, you can click
Close (<), instead.

View Your Downloaded Files

@ click More ().
© Click Downloads.

Note: You can also press (Z10)+(70.

Note: If you have just downloaded a
file, you can also click Show all in the
Information bar.

Microsoft Edge displays the
Downloads list.

Surfing the Web

computers, it's in our networks, it's on the web. Some

days, it seems to be in the very air ltself, borne on the

wind. But here’s the thing: no one actually cares about
dara. A collection of data — whether Lt resides on your PC or
some glant server somewhere — s really just a bunch of
numbers and text, dates and times. No one cares about data
because data doesn’t mean anything. Dara isn’t cool. You know
what’s cool? Knowledge is cool. Insight Is cool.

T he world is bursting at the seams with dara. It’s on our

S0 how do you rurn dara Into knowledge? How do you rweak data
10 generate Insight? You need 1o organize that dara, and then
you need to clean It, sort it, filter it, run calculations on it, and
summarize It. In aword, you need to analyze the data.

Now for the good news: If you have (or can get) that data into
Excel, you have a giant basket of data analysis tools at your
disposal. Excel really seems to have been made with data

Book Info:

Wiley Publishing

352 pages

US$29.99

Pub. Date: November 13,
2018

Category:

productiviry

Tags:

analysis, beginner, Excel,
intermediate, Office, Office

2019, spreadsheets

Permalink:

hutps://mcfedries com/baoks/book php?

title=excel-data-analysis-fd

This book takes you on a tour of Excel’s data-analysis tools. You

analysis in mind, because it offers such a wide variery of Share This:
features and techniques for organizing, manipulating, and u n m
summarizing just about anything that resides in a worksheet. If )
you can get your data into Excel, Excel will help you turn that Example Files:
data into knowledge and insight Examples.zip
This book takes you on a tour of Excel's dara-analysis tools. You
learn everything you need to know to make your dara spill its
secrets and to uncover your data’s hidden-in-plain-sight
wisdom. Best of all, if you already know how to perform the
itps//mctedries comsips/ExcelDataAnalysieD_Exa., | 1284 10 learn any other fancy- -
ExcelDataAnalysisFD_..zip
—— Show all x<o
J @ Excel Dota Anslysis for Dummies x | = - B =
&« O & https://mcfedries.com/books/book.php?title=excel-data-analysis-fd ¥ = a . 40
m McFedriescom  Books  Aricles  Seal B ewied e
' New window ctrleN
he world is bursting at the seams with data. It’s on our B?ﬂl New Infrivate window  CirleShifteN
computers, it’s in our networks, it’s on the web. Some Wile
days, it seems to be in the very air itself, borne on the 352 Zoom — 100% + 7
wind. But here’s the thing: no one acrually cares about Uss
dara. A collection of data — whether it resides on your PC or Pub. Y= Favorites 5
some giant server somewhere — is really just a bunch of 2018
numbers and text, dates and times. No one cares about data Cate O History >
because dara doesn’t mean anything. Data isn’t cool. You know prod
what's cool? Knowledge is cool. Insight is cool. T L Downloads ik
"
So how do you turn data into knowledge? How do you tweak data ﬂ:i‘. B oapes >
to generate insight? You need to organize that data, and then inter g
| N Extensions
you need to clean it, sort it, filter ir, run calculations on it, and 2019
summarize it. In aword, you need to analyze the data
Perr & Print CerleP
Now for the good news: If you have (or can get) that data inte hrtp
Excel, you have a giant basket of data analysis tools at your titdet 12 share
disposal. Excel really seems to have been made with data
analysis in mind, because it offers such a wide variety of Shay (b Findonpage G
fearures and rechniques for organizing, manipulating, and ﬂ A) Read aloud
summarizing just about anything that resides in a worksheet. If
you can get your data into Excel, Excel will help you turn that Exal More tools >
dara into knowledge and insight. Eo
& Settings

Is it safe to download files from the web?
Yes, as long as you only download files from sites you trust. If you ever notice that Microsoft Edge is

attempting to download a file without your permission, cancel the download immediately because it is
likely that the file contains a virus or other malware.

Even if you do not completely trust the source of a file that you want to download, Windows Defender will
automatically scan the file for malware before downloading it. If you want to check an already downloaded
file, locate the file using File Explorer, right-click the file, and then click Scan with Microsoft Defender.
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CHAPTER 4

Sending and
Receiving Email

You can use the Mail app to work with your email account. You can use
Mail to send email messages and file attachments. You can also use Mail
to receive and read incoming messages.

:

Search oo < Manage accounts

Add t X )
Inbox an accoun Select an account to edit settings.

Add an account to Mail, Calendar, and People to access your

Pete Sellars . . Outlook
‘email, calendar events, and contacts. M .
Budget - first draft logophilia@outlook.com

Hi Paul, Thanks for th E! Outlook.com
{ Outlook.com, Live.com, Hotmail, MSN (el
The Browser mail@mcfedries.com
Brains, Plato, Talent, £ E Exchange
Brains, Plato, Talent, & Exchange, Office 365

Pocket G Google Link inboxes
Remembering Kobe E
Pocket Hits America,
E Yahoo! Add account
Benedict Evans

Benedict's Newslettel E iCloud

Benedict's Newslettel

Friday, January 24, 2020 | %ﬁﬁfwm

Me
McFedries.com Contz ﬁ Advanced setup
Hello, Mr. McFedries!
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Configure an Email Account

efore you can send an email message, you must add your email account to the Mail application.
This also enables you to use Mail to retrieve the messages that others have sent to your account.

You use Mail to set up web-based email accounts with services such as Gmail. Note, however, that if
you are already signing in to Windows using a Microsoft account, then Windows automatically adds
that account to the Mail app — so you need to follow the steps in this section only if you want to
add another account to Mail.

Configure an Email Account

o On the taskbar, click Mail (&s). o outeck - o X
. search £ = Settings
Mail opens.
Focused  Other Al v Manage accounts 0
Note: If you are starting Mail for the first Thursday, Octoter 24, 2019 Manige subsrptions
time and the app prompts you to add an Paul McFecties 0 Fesorstzsten
. Euswmers 10/24/2019 P
account, skip to step 4. ol
Wednesday, October 23, 2019 ; ez i
© Click Settings (). R . q oo
I> YourMi:drcso_ft order:4733157’8 10/23/2019 =i  Reading pane
. important details regarding your
The Settings pane appears. ’ o
Thursday, July 11, 2019
€@ Click Manage Accounts. Miccson T
Updates to our terms of use 7/11/2019 Notifications
Hello, You are receiving this email be
Email security
Friday, May 24, 2019
What's new

Microsoft Office 365 Support
Please tell us about your recent Off 5/24/2019
Office 365 feedback We value your ¢

Outlook for Android and i0S

Help
2 Wednesday, May 22, 2019 . e
O Type here to search o & e P~ | e ® @ g & Jf
The Manage Accounts pane appears. Prsp— = & %
. Search L2 = < Manage accounts
@ click Add account.
Focused Other Al v Select an account to edit settings.
The Add an Account menu appears. Thud 1 ook

Add an account to Mail, Calendar, and People to access your ootk

email, calendar events, and contacts.

e Click the type of account that you want to
add.

QOutlook.com e
™ Outlook.com, Live.com, Hotmail, MSH @ Link inboxes

m é’o:n:r;g:ome 365 4+ Add accounl@
G w@

: Yahoo!

B iclous

i Other account
Fiday [ OB, IMAP

XK Close

Mickat #144860
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Note: How you proceed from here depends on the type
of account you selected in step 5. The steps that
follow apply to most account types.

Mail asks for your account email address.
@ Type your email address.
@ Click Next.

Mail asks for your account password.
e Type your email password.
© Click Next.
Mail asks for permission to access your account.
@ Click Allow (not shown).
@ Click Done (not shown).

Mail adds your email account to the Accounts
pane.
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Connecting to a service X

G Sign in with Google

=

Signin

Continue to Windows

pmcfedries@gmail.com 0 x

Forgot email?

[ Email or phone

To continue, Google will share your name, email address,
language preference and profile picture with Windows.
Before using this app, you can review Windows's

privacy policy and terms of service.

Create account

Connecting to a service X

G sign in with Google

O

Paul McFedries

& pmcfedries@gmail.com

TITI@ - =

To continue, Google will share your name, email address,
language preference and profile picture with Windows.
Before using this app, you can review Windows's

privacy policy and terms of service.

Forgot password?

How do I change the account name?

If you have another name you prefer to use (for
example, many people use the account’s email
address as the name), follow steps 1 to 3 to open
the Manage Accounts pane. Click the account you
want to change, edit the Account name text, and
then click Save.

How do I delete an account that I no longer use?
To reduce clutter in the Mail app, you should remove
any account that you no longer use or that is no
longer active. Follow steps 1 to 3 to open the
Manage Accounts pane, click the account you want
to remove, and then click Delete account from this
device. When Mail asks you to confirm, click Delete.
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Send an Email Message

f you know the email address of a person or organization, you can send an email message to that
address. Each address uniquely identifies the location of an Internet mailbox. An address takes
the form username@domain, where username is the name of the person’s account, and domain is the

Internet name of the company that provides the person’s email account.

When you send an email message, it travels through your email provider’s outgoing mail server. This
server routes the message to the recipient’s incoming mail server, which then stores the message in
the recipient’s mailbox.

Send an Email Message

A Secret History of the 9/11 Investigi 12:26 PM
Pocket Hits How to Take Notes While

Amazon.ca
Your Amazon.ca order of "William Ji 11:07 AM
Amazon.ca order of William James: Ir

. . .
@ 1n Mail, click New mail (EF). ro—
Search L3 =
Inbox Al v
Google
> Security alert for your linked 1 (2} 1:12PM
Your account mail@mcfedries.com is |
Me
McFedries.com Contact Message 12:28 PM
Hello, Mr. McFedries! Thank you for t
| Pocket

mail@mcfedries.com

Thought of the Day 12:00 AM
A message window appears. Inbox - Micedrizs - o0 x
e Type the email address of the Format ~Insert - Drew - Opliens M) Discar 3> Send
recipient. B D undo
From: mail@mcfedries.com =

() To send a copy of the message
to another person, you can click
Cc & Bcc, and then type that
person’s email address in the
Cc field.

To: bertrussell@empirerarebooks.com 0 2 Cc&Bc 0

Subject

Sent from Mail for Windows 10
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e Type a subject for the message.

Inbox - Mcfedries - O X
Format Insert Draw Options ]Tj[ Discard B> Send
B D undo QX

From: mail@mcfedries.com |:_17|
To: bertrussell@empirerarebooks.com; 8 Cc&Bcc

Principles of Psychology, First Edition 4

Sent from Mail for Windows 10

O Type the message.
Note: See the next section, “Format

Inbox - Mcfedries - a *
Format Insert Draw Options ]ﬂ[ Discard B Send

the Message Text,” to learn how to B I U v |i= i E v | Headingl v D e O
apply formatting to your message. o e &
o Cl.iCk Send. To: bertrussell@empirerarebooks.com; K Cc&Bcc

Mail. Sends your message Principles of Psychology, First Edition

Hi Bert,

I am looking for a first edition of William James’ book Principles of Psychology. The quality need not be pristine (1
probably can’t afford that!), but something with clean text and a solid binding (original boards, if possible). 4

Thank you for your time.

All the best,
Paul McFedries

Sent from Mail for Windows 10

Can I send my message to several people? Can I send a copy to someone but not let the other
Yes. Besides adding a single address to each recipients see that person’s address?

of the To and Cc lines, you can also add Yes, this is known as a blind carbon copy (Bcc, sometimes
multiple email addresses to both To and Cc. also called a blind courtesy copy). To include a blind
After each address is complete, press (Z1) carbon copy with your message, click Cc & Bcc to add

to begin a new line and then type the next the Bcc field and then use that field to type the person’s
address. address.
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Format the Message Text

ou can add visual interest and make your message easier to read by formatting your message text.

A plain email message is quick to compose, but it is often worth the extra time to add formatting
to your text. For example, you can add bold or italic formatting to highlight a word or phrase. Mail
supports a wide range of formatting options, including font colors, highlights, emoticons, bulleted
lists, and numbered lists. All these formatting options have their place, but be careful not to overdo
it, or you may make your message harder to read.

Format the Message Text

Format the Message Font

Inbox - Mcfedries - a »
o Select the text that you want to Fomat Imsert  Draw  Options il Discard B> Send
format. B I U vm;z = v | Heading1 v 9 e
e Click the font formatting that you From: Dol e ot Lo =
want to apply, such as Bold (B), o s R

Italic (), or Underline (U).
‘Word of the Day
() For more font options, you can

: yardsaling.
click ~-.

present participle Organizing and running a yard sale, particularly to benefit a charity.
Mail applies the font formatting
to the text.

I spotted this new verb on a walk yesterday:

Format a Message Paragraph

0 Select the paragraph that you
want to format.

© Click the Paragraph Formatting ..
e Click the paragraph formatting

Inbox - Mcfedries - [m] X
Format Insert Qrag Options ]TI[ Discard = Send

| = — — . |
that you want to apply, such as B = s — "@mg 1 M| ¢
indents or alignment. Paragraph
From: paulmcfedries@hotmail.com . D7'
() You can click Bullets (:=) to , = -
To: logophile@wordsrus.com; % Cc & Bcc
cotlvert the paragraphs to bullet o of e Dy = [ s
points. =
. . L yardsaling, e = = =
(® You can click Numbering (:=) to & . . ,
present participle Organizing and runnin Line Spacing: | 1.0 . b

convert the paragraphs to a
numbered list.

I spotted this new verb on a walk yesterday:
é Add Space Before Paragraph

Mail applies the paragraph
formatting to the text.

% Add Space After Paragraph
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Apply a Style

o Select the text that you want to format.

© Click the Styles .

9 Click a style.
Mail applies the style to the text.

Insert a Picture

o Position the cursor where you want the
picture to appear.

@ Click the Insert tab.
e Click Pictures.
The Open dialog box appears.
o Select the location of the picture.
e Click the picture.
@ click Insert.

Mail adds the picture to the email
message.
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Inbox - Mcfedries - [m] X
Format Insert Draw Options ]E Discard B> Send
B I U v|i= i= = v [Heading1 \«0@
Styles
From: paulmcfedries@hotmail com = |:_12
Normal
To: logophile@wordsrus.com; 2 Cc&Bco
No Spacing
Word of the Day
. Heading 1
yardsaling ‘ }
present participle Organizing and runi Heading 2 Y.
| spotted this new verb on a walk yesterday: N
Title
Subtitle
Subtle Emphasis
Emphasis
Intense Emphasis
Inbox - Mcfedries - [m] x

Format Insen@ Options

]ﬂ[ Discard B> Send

0 Files [EH Table Picmres@ Emoji
From: paulmcfedries@hotmail.com |:_17|
To: logophile@wordsrus.com; K Cc&Bec
Word of the Day
Open X
Mardsa”ns “« - « Pictures » Camera Roll mera Roll o
Organize *  New folder =~ W @

present participl

I spotted this new verb a

sk Quick access

& OneDrive

= ThisPC yardsaling
¥ Network

*& Homegroup

E Photos

File name: |yardsaling | [Aifies v

6 N

email message?

Can I make adjustments to a picture that I have inserted in my

Yes. Click the picture and then click the Picture tab. Click Rotate to
rotate the image, or Crop to crop unwanted portions of the image.
You can use the sizing handles that appear around the image to
adjust its size. If you are not happy with the new image dimensions,
click the image, click the Picture tab, and then click Reset Size.

How do I set the message priority?
Setting the priority level of your
message helps the recipient know
how to handle your message. Click
the Options tab and then click
High importance (|) or Low
importance ().
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Add a File Attachment

f you have a document that you want to send to another person, you can attach the document to
an email message. A typical email message is fine for short notes, but you may have something
more complex to communicate, such as budget numbers or a slide show, or some form of media that

you want to share, such as an image or a song. Because these more complex types of data usually
come in a separate file — such as a spreadsheet, presentation file, or video file — it makes sense to

send that file to your recipient as an attachment.

Add a File Attachment

@ Click the Insert tab.
© Click Files.

Inbox - Mcfedries - [m) x

Format Insen{ Options ]E[ Discard B Send

0 Files B mble B Pictures @ Link Emaji
From: mail@mcfedries.com Dﬂ
To: pete.sellars@logophilia.com; 2 Cc&Beo
Budget - first draft

Hi Pete,

I've put together a first draft of the budget for next fiscal year (2020-2021). Would you mind taking a look and

writing up any you have deleti changes, etc.)?
Thanks,
Paul
sent from Mail for windows 10
The Open dialog box appears. Oper x
« “ 4 || > OneDrive » Documents 10 v & | SearchDocuments r
Select the folder that contains the file you | oo vewtowe e
want to attach. _ . @
# Quick access — T T N
3 X :
[ Desktop » = ] e x
& Downlosds  # Sl I
Documents e == f- v |
© AccessExpert © WordExpert © 2020-2021 © 2020-2021 @ Agenda for
[&] Pictures Ed Budget Budget.xlsx Industry
| AccessExpert Notes.docx ;unfaren(adn
| Documents ; _
B Music — '
| WordExpert
@ OneDrive [ [w
= @ C4DCHON © Committee © Conference @ Conference @ Conference
& This PC Intre Cloud Questions.doc Agenda.doc Attendees.doc Schedule.doc
Computing
¥ Network PM.docx
[ Camer RN N
[ Photos X X
(W (W
@ Customer @ Customers.doc © Defect @ Division A @ Division B
Feedback.doc x Report.doc Budgetalsk Budgetalsx e
Fetnae \ v| | A files () v
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e Click the file that you want to attach.

© click Open.

() Mail attaches the file to the message.
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Open X
«~ v /|, » OneDrive > Documents » v @& | Search Documents »
Organize ¥ New folder =~ m @
S
3 Quick access = = AN
B N
[ Desktop * ] k 9 X
& Downloads ~ # ‘ ]
Documents  # =
© AccessExpert © WordExpert © 2020-2021 © 2020-2021 @ Agenda for
[&] Pictures * Budget Budgetxlsc Industry
] AccessExpert Notes.docx Conference.do
o
| Documents _
B Music -
| WordExpert
& OneDrive =
= © C4D CHO1 @ Committee @ Conference © Conference @ Conference
& This PC Intre Cloud Questions.doc Agenda.doc Attendees.doc Schedule.doc
Computing
i Metwork PM.docx
[ camera
[ Photos
@ Customer @ Customers.doc @ Defect @ Division A @ Division B
Feedback.doc x Report.doc Budgetxlsx Budgetaxlsx
File name: [2020-2021 Budget sx | [Anfies ¢ v \
5 gzl
Drafts - Mcfedries - a X
Format Insert Draw Options ]E[ Discard B> Send
B o 0 v |E E E v |SHs! 9 Unda
From: mail@mcfedries.com Iil‘
To: pete.sellars@logophilia.com; 2 Cc&Bco

Budget - first draft

Attachments
Y 2020-2021 Budgetxlsx
12.53 kB X
Hi Pete,

writing up any you have it deleti

Thanks,
Paul

Sent from Mail for Windows 10

changes, etc.)?

F've put together a first draft of the budget for next fiscal year (2020-2021). Would you mind taking a lock and

Is there a limit to the number of files that I can attach to a message?
There is no practical limit to the number of files that you can attach to a message. However, you should be
careful with the total size of the files that you send. If you or the recipient has a slow Internet connection,
sending or receiving the message can take an extremely long time. Also, many Internet service providers
(ISPs) place a limit on the size of a message’s attachments, which is usually between 2MB and 20MB.

In general, use email to send only a few small files at a time.
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Save a Draft of a Message

f you cannot complete or send your message right away, you can save it as a draft and open it again
later. As you work on an email message, you might find that you need to give it more thought or
that you have to do more research. Rather than discard your work, you can close the message and Mail
will save it for you automatically. Mail stores the saved message in your account’s Drafts folder. When

you are ready to resume editing the message, you can open it from the Drafts folder.

Save a Draft of a Message

Save the Draft 2 Inbox - Mcfedries - o s
o Compose the message up to the po-int Format Insert Draw Options [l Discard B> Send
where you want Mail to save it. B 1l v [|EEE v LI M IS
o ch'ck BaCk () From: mail@mcfedries com E|7‘
To: david@appledor.com; 8 Cc&Bac
Mail closes the message and saves N
pp update
the message to your Drafts folder. .

The companion app that I'm building for your play “The Postal Worker” is nearly ready for testing. | should have a
beta version ready for you by|

Sent from Mail for windows 10

Open the Draft b ctecies EE——
@ Click All Folders (). 0 o =
Inbox Al v

Literary Hub
Lit Hub Daily: January 27, 2020 10:15 AM

Lit Hub Daily: January 27, 2020 Lit Hub Daily January 27, 2020 TODAY: In 2010, J.D. Salinger di

Benedict Evans
Benedict's Newsletter: No. 320 5:35 AM
Benedict's Newsletter: No. 320 Benedict's Newsletter This is a weekly newsletter of what I've s¢

Friday, January 24, 2020
Me

McFedries.com Contact Message Fri 1/24
Hello, Mr. McFedries! Thank you for the opportunity to contact you. | am Maria lordani, a stude
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Mail displays your account folders.

Note: The folders you see — as well as the Allialders

names of the folders — vary depending on the
type of email account you are using.

o Click Drafts.

Outbox

Inbox Y1

Archive
Conversation History
Deleted

Drafts 0
Junk

Sent

All v

10:15 AM

Jb Daily January 27, 2020 TODAY: In 2010, J.D. Salinger di

5:35 AM

dict's Newsletter This is a weekly newsletter of what I've se

Fri 1724

the opportunity to contact you. | am

e Click the draft that you want to open. Drafs - Mcfees
. ors Search o =
Mail opens the message for editing. - -
Drafts Al
[Draft] david@ ledor.
o Ap:: updz‘{le cppedoreom 0 10:52 AM

Hi David, The companion app that I'm building for your play “The Postal Worker” is nearly rea

What are the other account folders used for?

Sent Holds copies of outgoing Junk
messages that you have sent

Holds incoming messages that Mail
has deemed to be unsolicited commercial
emails, also known as junk mail or spam

Outbox Holds outgoing messages that are Deleted
in the process of being sent

Holds messages that you have deleted
from other folders
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Receive and Read Email Messages

hen another person sends you an email message, that message ends up in your email account’s

mailbox on the incoming mail server maintained by your ISP or email provider. However, that
company does not automatically pass along that message to you. Instead, you must use Mail to
connect to your mailbox on the incoming mail server and then retrieve any messages waiting for you.
By default, Mail automatically retrieves new messages as they arrive, but you can also check for new

messages at any time.

Receive and Read Email Messages

Receive Email Messages
@ Click Refresh ().

Mail checks for new messages.

() If you have new messages, they
appear in your Inbox folder.

() This bar appears beside messages
that you have not yet read.

( The  symbol means that the
message has an attachment.
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Inbaox - Mcfedries - [m] *
Search jel & [
Inbox Al v
Literary Hub
Lit Hub Daily: January 27, 2020 10:15 AM

Lit Hub Daily: January 27, 2020 Lit Hub Daily January 27, 2020 TODAY: In 2010, J.D. Salinger di

Benedict Evans
Benedict's Newsletter: No. 320 5:35 AM
Benedict's Newsletter: No. 320 Benedict’s Newsletter This is a weekly newsletter of what I've s¢

Friday, January 24, 2020
Me

McFedries.com Contact Message Fri 1/24
Hello, Mr. McFedries! Thank you for the opportunity to contact you. | am

Inbox - Mcfedries - [m] X
Search 0 o =
Inbox Al

Pete Sellars & 1]
11:57 AM

Budget - first draft
Hi Paul, Thanks for this. I've gone through your budget numbers and made a few tweaks and

Bert Russell
Principles of Psychology, First Edition 11:55 AM
Hi Paul, Thank you for your inquiry. | do have a first edition of Principles of Psychology. The t¢

Literary Hub
Lit Hub Daily: January 27, 2020 10:15 AM
Lit Hub Daily: January 27, 2020 Lit Hub Daily January 27, 2020 TODAY: In 2010, J.D. Salinger di

Benedict Evans
Benedict's Newsletter: No. 320 5:35 AM
Benedict's Newsletter: No. 320 Benedict's Newsletter This is a weekly newsletter of what I've se

Friday, January 24, 2020
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Read a Message inbox i B
o Click the message. Search 0 o =
Inbox Al v

Pete Sellars 0}

Budget - first draft 11:57 AM

Hi Paul, Thanks for this. I've gone through your budget numbers and made a few tweaks and

Bert Russell SRR
Principles of Psychology, First Edition % 11:55 AM
Hi Paul, Thank you for your inquiry. | do have a first edition of Principles of Psychology. The t¢

Literary Hub
Lit Hub Daily: January 27, 2020 10:15 AM
Lit Hub Daily: January 27, 2020 Lit Hub Daily January 27, 2020 TODAY: In 2010, J.D. Salinger di

Benedict Evans
Benedict’s Newsletter: No. 320 5:35 AM

Benedict's Newsletter: No. 320 Benedict's Newsletter This is a weekly newsletter of what I've se

Friday, January 24, 2020

Mail opens the message.

o Read the message text.

Inbox - Mcfedries - [m] X

Reply “3Replyall —>Forward = Archive  [i Delete [ Setflag

Re: Principles of Psychology, First Edition

@ Bert Russell
11:55 AM

To: mail@mcfedries.com

L

Hi Paul,

(no interior marks of any kind), but I'm afraid the boards are not original. Let me know if you'd still
like to proceed.

Thank you for your inquiry. I do have a first edition of Principles of Psychology. The text is very clean %
Yours,
Bert Russell

On 2020-01-24 17:16, Paul McFedries wrote:

Hi Bert,

Why do new messages sometimes appear in my Inbox when I have not clicked Sync?

For certain types of accounts, Mail supports a feature called push that can send new messages to your
Inbox automatically. In this case, when the mail server receives a new message, it immediately sends the
message to your Inbox without your having to run the Sync command. Note that this feature works if you
are using an Outlook.com email account, a Gmail account, or a Hotmail or Live email address.

81


https://outlook.live.com/owa/
https://www.google.com/gmail/about/

Reply to a Message

hen a message you receive requires some kind of response — whether it is answering a question,
supplying information, or providing comments — you can reply to that message. Most replies
go only to the person who sent the original message. However, you can also send the reply to all
the people who were included in the original message’s To and Cc lines. Mail includes the text of the
original message in the reply, but you might want to edit the original message text to include only
enough of the original message to put your reply into context.

Reply to a Message

o Click the message to which you
want to reply.

© Click Reply.

(@ If you prefer to respond to all the
message recipients, you can click
Reply all instead.

Note: See the first tip for more
information.

A message window appears.

() Mail automatically inserts the sender
of the original message as the
recipient.

( Mail also inserts the subject line,
preceded by “RE:".

() Mail includes the original message’s
addresses (To and From), date,
subject, and text at the bottom of
the reply.
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Inbox - Mcfedries

Search o =

Inbox

The Browser

Brains, Plato, Talent, Scrut 2:21 PMm
Brains, Plato, Talent, Scruto

Pocket

Remembering Kobe Bryar 1:11 pM
Pocket Hits America, Home

Pete Sellars

Budget - first draft

Hi Paul, Thanks for this. I
Bert Russell

Hi Paul, Thank you for yot

Literary Hub

Lit Hub Daily: January 27, 10:15 AM

Lit Hub Daily: January 27,

Benedict Evans

11:57 AM

BuMP
Principles of Psychology, 11:55 AM

= &(‘) Reply %) Reply all ﬂrd = Archive [ Delete

Re: Principles of Psychology, First Edition

To: mail@mcfedries.com

Bert Russell <contact@logophiliapress.com> n
11:55 AM

Hi Paul,
Thank you for your inquiry. I do have a first edition of Principles of Psychology. T
] text is very clean (no interior marks of any kind), but I'm afraid the boards are n
original. Let me know if you'd still like to proceed.
Yours,
Bert Russell
On 2020-01-24 17:16, Paul McFedries wrote:
Hi Bert,
1 am loeking for a first edition of William James' book Principles of Psychology. T|
quality need nat be pristine (I probably can't afford that1), but something with c

text and a solid binding (eriginal boards, if possible).

Thank you for your time.

Benedict's Newsletter: No. 5:35 Am
Benedict's Newsletter: No.
Friday, January 24, 2020 All the best,
Paul McFedries
A )\,
box - Mcfedries - x
Search o = Format Insert Draw Options [l Discard B> Send
Inbox Al v B 7 0 | = E v | Heading 1 vl 9
The Browser From: mail@mcfedries.com =1
Brains, Plato, Talent, Scrut 2:21 PMm
Brains, Plato, Talent, Scruto To: Bert Russell; A Cc&Bc

Pocket
Remembering Kobe Bryan 1:11 pMm
Pocket Hits America, Home

Pete Sellars 1]
Budget - first draft 11:57 AM
Hi Paul, Thanks for this. Iy

[Draft] Bert Russell
* Principles of Psycholog 11:55 AM

[Draft] Me
Drafts

Bert Russell
Hi Paul, Thank you for yoi 11:55 AM

Literary Hub
Lit Hub Daily: January 27, 10:15 AM
Lit Hub Daily: January 27,

lﬁ Benedict Evans

RE: Principles of Psychology, First Edition 4

Sent from Mail for Windows 10

From: Bert Russell

Sent: Monday, January 27, 2020 11:55 AM

To: mail @mefedries.com

Subject: Re: Principles of Psychology, First Edition

Hi Paul,
Thank you for your inquiry. I do have a first edition of Principles of Psychology. The
text is very clean (na interior marks of any kind), but I'm afraid the boards are not

original. Let me know if you'd still like to proceed.

Yours,

Bert Russell

On 2020-01-24 17:16, Paul McFedries wrote:

Hi Bert,
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Talent, Scrut 2:21 PM
Talent, Scruto

e Edit the original message to include
only the text relevant to your reply.

o Click the area above the original
message text.

la Kobe Bryan 1:11 PM
merica, Home

U
draft 11:57 AM
ks for this. I
ussell

f Psycholog 11:55 AM

il for Windows Drafts

k you for you 11:55 AM

January 27, 10:15 Am
January 27,

s
wsletter: No. 5:35 AM
wsletter: No.

To: Bert Russell; 8 Cc&Be

RE: Principles of Psychology, First Edition

<0

Sent from Mail for Windows 10

From: Bert Russell
Sent: Monday, January 27, 2020 11:55 AM

To: mail@mcfedries.com
Subject: Re: Principles of Psychology, First Edition

Hi Paul,
Thank you for your inquiry. I do have a first edition of Principles of Psychology. The

text is very clean (no interior marks of any kind), but I'm afraid the boards are not
original. Let me know if you'd still like to proceed.

9

© Type your reply.
@ click Send.

Mail sends your reply.

Q

(XS
1]

Al v

Talent, Scrut 2:21 PMm
Talent, Scruto

Note: Mail stores a copy of your reply in
the Sent folder.

la Kobe Bryan 1:11 PM

merica, Home
U
draft 11:57 AM
ks for this. I
ussell

f Psycholog 11:55 AM

k you for your ¢ Drafts

k you for you 11:55 AM

Format Insert Draw Options ]E[ Discard B> Send
B I U ~ |iE = ~ | Headingl v | 9 undo
From: mail@mcfedries.com Dﬂ
To: Bert Russell; K Cc&Bec

RE: Principles of Psychology, First Edition
Hi Bert,

Thank you for your quick reply. Assuming there are no other major flaws, | am still interested in
the book. What are you selling it for?

All the best,
Paull

Sent from Mail for Windows 10

From: Bert Russell
Sent: Monday, January 27, 2020 11:55 AM

To: mail@mcfedries.com
Subject: Re: Principles of Psychology, First Edition

Hi Paul,

-0

<

What is the difference between Reply and
Reply All?

You can click Reply to respond only to the person
who sent the message, or click Reply all to respond
to the sender as well as any other addresses that
the sender included in the original message’s To and
Cc fields.

Should I edit the original message text in my
reply?

If the original message is short, you usually do not
need to edit the text. However, if the original message
is long, and your response deals only with part of that
message, you will save the recipient time by deleting
everything except the relevant portion of the text.

83



Forward a Message

f a message has information that is relevant to or concerns another person, you can forward a
copy of the message to that person. You can also include your own comments in the forward.

In the body of the forward, Mail includes the original message’s addresses, date, and subject line.
Below this information, Mail also includes the text of the original message. In most cases, you
will leave the entire message intact so that your recipient can see it. However, if only part of the
message is relevant to the recipient, you should edit the original message accordingly.

Forward a Message

Click the message that you want to o et =
fO rwa rd Search L £ = IReply € Replyall — Forward Q [ Delete -
. Inbox v Re: App update
o Ch Ck FO rwa rd ° David Harper @ David Harper <contact@logophiliapress.com> A
App update 300 PM 3:00 PM

That's great news, Paull | ¢

The Browser
Brains, Plato, Talent, Scrut 221 PM
Brains, Plato, Talent, Scruta

To: mail@mcfedries.com

That's great news, Paul! I can't wait to try out the app. Where do we stand on thg
domain name registration for the project?

A message window appears.

() Mail inserts the subject line, preceded
by “FW:".

() The original message’s addresses
(To and From), date, subject,
attachments, and text are included.

e Select or type the email address of the
person to whom you are forwarding the
message.

(® To send a copy of the message to
another person, you can click Cc & Bcc,
and then enter that person’s email
address in the Cc field.
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Pocket Regards,
Remembering Kobe Bryar 1:11 PM

Pocket Hits America, Home David

On 2020-01-27 12:25, Paul M wrote:
Pete Sellars

Budget - first draft

Hi Paul, Thanks for this. I'

11:57 AM Hi David,

The companion app that F'm building for your play "The Postal Worker”
for testing. I should have a beta version ready for you by March 15.

Bert Russell ©
Principles of Psychology, 11:55 AM Cheers,
Hi Paul, Thank you for you

paul

Literary Hub
Lit Hub Daily: January 27, 10:15 AM
Lit Hub Daily: January 27,

Sent from Mail for Windows 10

Benedict Evans
Benedict's Newsletter: No. 5:35 am
Benedict's Newsletter: No.

is nearly

Search 2

©
i

Format  Insert  Draw  Options

Inbox Al v B M == )

From: mail@mcfedries.com

To: karenh@mcfedries.com;| 0

FW: App update

[Draft] David Harper
~ App update 3:00 PM
(Draft] Me

Sent from Mail for Windaws

David Harper

g G as
That's great news, Paull | ¢ 2:00 PM Sent from Wil for Windows 10
The Browser
Brains, Plato, Talent, Scrut 2:21PM
Brains, Plate, Talent, Scruto

From: David Harper
sent: Monday, January 27, 2020 3:00 PM
To: Paul McFedries

Subject: Re: App update

0

That's great news, Paul! T can't wait to try out the app. Where do we stand on the
domain name registration for the project?

Pocket
Remembering Kobe Bryan 1:11 PM
Pocket Hits America, Home

Pete Sellars 1] Regards,
Budget - first draft 11:57 AM
Hi Paul, Thanks for this. I' David

Bert Russell On 2020-01-27 12:25, Paul M wrote:

Principles of Psychology, 11:55 AM
Hi Paul, Thank you for yot

Literary Hub
Lit Hub Daily: January 27, 10:15 &M

Hi David,

for testing. I should have a beta version ready for you by March 15.

box - Mcfedries - =] ®

[ii] Discard B> Send

The companion app that I'm building for your play *The Postal Worker” is nearly ready

[

A cma«{

0




e If necessary, edit the original message
to include only the text relevant to
your forward.

o Click the area above the original
message text.

@ Type your comments.
@ Click Send.

Mail sends your forward.
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Al ™
ft] David Harper
p update 3:00 PM
ftl Me

McFedries Sent from Mi Drafts

d Harper
's great news, Paull | ¢ 3:00 PM

Browser
hs. Plato, Talent, Scrut 2:21 PM
s, Plato, Talent, Scruto

et
embering Kobe Bryan 1:11 PM
et Hits America, Home

Sellars
pet - first draft
ul, Thanks for this. I

11:57 AM

Russell
iples of Psychology, 11:55 AM
ul, Thank you for you

- a
Format Insert Draw Options ]E[ Discard > Send
B I U «~ |i= i= v [ Headingl v ‘ 9 Undo
From: mail@mcfedries.com [
To: karenh@mcfedries.com; R Cc&Bc

FW: App update
‘ e
Sent from Mail for Windows 10

From: David Harper

Sent: Monday, January 27, 2020 3:00 PM
To: Paul McFedries

Subject: Re: App update

That's great news, Paul! I can't wait to try out the app. Where do we stand on the

domain name registration for the project?

Al ™
ftl David Harper
p update 3:00 PM
ftl Me

pren, Can you let me knc Drafts
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From: mail@mcfedries.com [
To: karenh@mcfedries.com; R Cc&Bc
FW: App update
Hi Karen,

Can you let me know where we stand with the domain name registration for the website/app @

we're doing for the play “The Postal Worker"?

Thank you!
Paul\

Sent from Mail for Windows 10

From: David Harper

Sent: Monday, January 27, 2020 3:00 PM
To: Paul McFedries

Subject: Re: App update

That's great news, Paul! I can't wait to try out the app. Where do we stand on the
domain name registration for the project?

- a X
T Discard B> Send

after I have sent it?

How do I view the text of a forward or reply

When I forward a message, is it possible to not
include an attachment that came with the message?

When you send a forward or a reply (or an
original message), Mail stores a copy of the
message in the Sent folder. To view the message,
click ALl Folders ([@]) to display the All Folders
list and then click Sent.

Yes. After you click the message and then click
Forward, the message attachment appears by default
as part of the forwarded message. This is usually what
you want, but you can remove the attachment by
clicking Remove (X).
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Open and Save an Attachment

hen a message comes in and displays the attachment symbol (a paper clip), it means that the

sender has included a file as an attachment to the message. If you just want to take a quick
look at the file, you can open the attachment directly from Mail. Alternatively, if you want to keep a
copy of the file on your computer, you can save the attachment to your hard drive.

Be careful when dealing with attached files. Computer viruses are often transmitted by email

attachments.

Open and Save an Attachment

Open an Attachment
o Click the message that has the
attachment, as indicated by a paper

clip (0).

() The message attachment appears.

e Click the attachment that you want to
open.

The file opens in the appropriate
program.

Note: Instead of opening the file, you
may see a message that says, “Windows
can’t open this type of file.” This means
that you need to install the appropriate
program for the type of file. If you are not
sure, ask the person who sent you the file
what program you need.
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Save an Attachment

Inbox - Mcfedries

o ch’ck the message that has the Search o0 = = Reply ) Replyall —>Forward [ Archive  [il] Del
attachment, as indicated by a Inbox Al v Re: Budget - first draft
paper clip (0). g 0 @ Pete Sellars
Budget - first draft 3:25 PM 325 PM

Hi Paul, Thanks for this. I've

(@ A list of the message attachments
appears.

o Right-click the attachment that
you want to save.

€@ Click Save.

To: mail@mcfedries.com

The Browser X 3 2020-2021 Budgetxlsx
Brains, Plato, Talent, Scruto 2:21 ps 17.14 KB

Brains, Plato, Talent, Scruto Open

Save
Pocket Is

Remembering Kobe Bryant 1:11 pm Hi Paul,
Pocket Hits America, Home Thanks for this. I've gone through your budget numbers and made a fe:
suggestions. The revised workbook is attached.

Literary Hub

Lit Hub Daily: January 27, 10:15 AM Cheers,

Lit Hub Daily: January 27, pete

Benedict Evans 0On 2020-01-24 17:21, Paul McFedries wrote:
Benedict's Newsletter: No. 5:35 Am
Benedict's Newsletter: No. Hi Pete,

I've put together a first draft of the budget for next fiscal year (2020-2|
you mind taking a look and writing up any comments you have (additig
changes, etc.}?

Friday, January 24, 2020

Me
The Save As dialog box appears. Save s x
4 > ThisPC » Dacuments :4 v ©|  Search Documents »
@ Click the folder where you want to store P — E—
the ﬁle. P Name - Date modified Type Size
I Desktop - Custom Office Templates 12/12/2019 2:16 PM  File folder
e Ed_it the ﬁlename, if needed. B Cownloads # My Data Sources 1/14/2020 255PM  File folder
Documents
G Click Save. e
AccessExpert
. | Documents
Mail saves the attachment to your PC’s B e
hard drive. Hordbxpert
@ OneDrive
= This PC
¥ Network

File name; | 2020-2021 Budget.xis| -]
Save as type: | Microsoft Bxcel Worksheet ("xlsx v

A Hide Folders 6

Why must I be careful when working with email attachments?

Email attachments are the most common way that nefarious users attempt to infect PCs with viruses and
other malware. When you open such an attachment, the virus infects your computer and then, without your
knowledge, uses your email program and your address book to send messages with more copies of itself
attached. The nastier versions also mess with your computer by deleting data or corrupting files. Never
open an attachment that comes from someone you do not know. If someone you know sends you an
attachment unexpectedly, write that person back and confirm that he or she really did send the file.
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Delete a Message

fter you have used Mail for a while, you may find that you have a lot of messages in your Inbox

folder. The more messages you have, the harder it becomes to find a message that you want and
the more time-consuming it gets to navigate the messages. To keep the Inbox uncluttered and easier
to navigate, you should delete any messages that you have already read and do not need to keep.

Note that when you delete a message, Mail actually sends it to the Trash folder. If you delete a
message accidentally, you can retrieve it from the Trash folder.

Delete a Message

Delete a Message from the
Inbox

Click the message that you want
to delete.

© Click Delete.

Note: If you have a tablet PC, you
can also delete a message by swiping
to the left across the message.

Mail removes the message from
the Inbox and moves it to the
Trash folder.

Restore a Deleted Message
@ Click Al Folders ().

Mail displays the folders list.
@ Click Deleted Items.

Note: Depending on your email
account, this folder might be
named Deleted, instead.
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« Characters of perpetual potential: Jessi Jezewska Stevens on the
hidden power of the passive protagonist. | Lit Hub

«  “For a book to become real is to read it. And so authors play with
readership.” David Lerner Schwartz on Choese Your Oum
Adventure and literary fiction. | Lit Hub

+ Inside a progressive hotbed of early 2oth-century New Yorlk: on

Rose Pastor and the activists of the University Settlement

[x] The|
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= Me Society, | Lit Hub Historv
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Archive
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Benedict's This is & weekly newsletter of wiat 1Y
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Newsletter
Drafts 2 Not a subscriber yet? Sign up here.
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A personal note: after 6 years working for Andreessen Horowitz in Silicon Valley, I

to London to explore new projects.
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Mail opens the Deleted Items
(or Deleted) folder.

@ Right-click the message that
you want to restore.

O Click Move.

Mail displays a list of folders.
o Click Inbox.

Mail restores the message to the
Inbox folder.

Sending and Receiving Email
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Deleted Items - Mcfedries

Search

Deleted Items

B =

All ™~

Enbrid; ill@enbridgeg
Your e eBill is ready 1:11 Pm
Billing ils 2020/01/274

¥
Literary Hub
Lit Hub Daily~
Lit Hub Daih

mail@mcfec
> Practice
It only takes

mail@mcfec
> Reminder
Your inner g

mail@mcfec

> Thought of the Day
But more precisely, this cc

T Archive J

]E Delete
)
f0 setflag

1 Mark as unread

8 Move to Junk

12:00 AM

Archive

Drafts

Junk Mail

spam

Drafts

Sent ltems

Deleted Items

Can I remove a message permanently?

longer need the message.

permanently from your account.

Yes, as long as you are sure you will never need to work with the message again, you can delete it permanently
from your account. However, this operation is not reversible, so you really need to be certain that you no

Follow steps 1 and 2 in the subsection “Restore a Deleted Message” to open the Deleted Items (or Deleted)
folder, right-click the message you want to remove, and then click Delete. Mail removes the message
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Create a Folder for Saving Messages

fter you have used Mail for a while, you may find that you have a lot of messages in your Inbox
folder. To keep the Inbox uncluttered, you can create new folders and then move messages from
the Inbox to the new folders.

To help keep your messages organized, you should use each folder you create to save related
messages. For example, you could create separate folders for people you correspond with regularly,
projects you are working on, different work departments, and so on. By saving each message to the
appropriate folder, you make it easier to find your messages in the future.

Create a Folder for Saving Messages

Create a Folder
@ Click Al Folders (). ST +<@
Qutbox 3
Mail displays the folders list. s
e Click Create new folder (4 ). Archive
1 Drafts
Junk Mail
spam
Drafts 2
Sent ltems
Deleted ltems
You are prompted to enter the folder
name. All folders =+
© Type the name of the new folder. Lgu:gede x3|
e Press (0. s

Archive

The new folder is created.
Drafts

Note: If you see a message telling you the
folder could not be created, it means your
email account does not support folder
creation via the Mail app.

Junk Mail

spam

Drafts 2

Sent ltems

Deleted Items
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Inbox - Mcfedries

Move a Message to Another
Folder

@ 1n Mail, right-click the message you
want to move.

e Click Move.

Search 0| =

Inbox? Al
\

- Pete Sellars 0]

~ BUdl = prchive 3:25 PM
Hi P

]E Delete
The

Brait [} MMQZ:Z'I M
Brair
FD Set flag

Pock
Rem [ Markasunread 1.9 py

Pock
@ Move to Junk
Benedict Evans
Benedict’s Newsletter: No. 5:35aM
Benedict's Newsletter: No.

Friday, January 24, 2020

Me

McFedries.com Contact Me Fri 1/24
Haollo Mr MeEodriocl Thanl

Mail displays the list of folders.

e Click the folder you want to use as RMovelict 4
the destination. R .
Inbox ¥g

Mail moves the message.

Archive

Budget 0

Drafts

Junk Mail

spam

Drafts a

Sent Items

Deleted Items

()

How do I rename a folder? How do I delete a folder?
In the All Folders list, right-click the folder you In the All Folders list, right-click the folder you want
want to rename and then click Rename. In the to remove and then click Delete. You can delete only
text box, type the new name and then press (Z1°0. = folders that you have created. When you delete a folder,
You can rename only folders that you have created. you also delete any messages stored in that folder.

91



Configure Mail Options

he Mail app comes with a few options that you can configure to make the program suit the way

you prefer to work. Several of these options are related to how you use swipe gestures in the
Mail app, if you are running Windows on a Touch PC or tablet. You can also configure the Mail app
background image and whether the app displays notifications. Finally, you can also customize the
signature text that appears in the body of the messages you create as well as in the replies and

forwards you send.

Configure Mail Options

@ Click Settings ().
The Settings pane appears.

o To change the Mail app
background image, click
Personalization.

Mail displays the Personalization
pane.

€ Click Browse.
The Open dialog box appears.
o Click the image.

e Click Open.

() Alternatively, you can click one of
the predefined images.

e Click Back (<) to return to the
Settings pane.

@ Click Reading pane (not shown).
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The Reading Pane settings appear.

© 1 you click the Auto-open

next item switch to On, Mail
automatically opens the next
message after you use a swipe
gesture to delete a message.

In the Mark Item as Read section,
click an option to specify when

Sending and Receiving Email
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W < Reading pane

Auto-open

Auto-open next iter
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Mark item as read

@ When selection changes

read

Seconds to wait:

When viewed in the reading pane

(O Don't automatically mark item as 0

Benedict's Newsletter: No.

Mail marks a message as having
been read (O changes to @).

@ Click Back (<) to return to the
Settings pane.

) Click Message List (not shown).

Friday, January 24, 2020
Caret browsing
Me

McFedries.com Contact Me Fri 1/24
Hello, Mr. McFedries! Thank

Use the caret to navigate within a
message

@D off

External content
Select an account

Mcfedries i

The Message List pane appears.

Search Bl = < Message list
@ If you do not want to use gestures | " - el _
R R :u;,;rg‘eu:vtu :;'quently used actions are just

on a tablet, click the Enable swipe
actions switch to Off.

Budget - first draft
Hi Paul, Thanks for this. I've

3:25 PM
Enable swipe actions,

@ o

Select an account

The Browser
Brains, Plato, Talent, Scruto 2:21 PM
Brains, Plato, Talent, Scruto

@ Click the Swipe right / hover -~
and click the action that Mail
performs when you swipe right on

Mcfedries o

Pocket
Remembering Kobe Bryant 1:11 P
Pocket Hits America, Home

Apply to all accounts

Swipe right / hover

a message' gzgg::g'?sxslener: No. 5:35AM Setiiec ag v4®
Benedict's Newsletter: No.
@ Click the Swipe left / hover -/ 1D
and click the action that Mail e
performs when you swipe left on Helo, M Veednesi Thom Shgenizaticn
a message- :r(;»;':;zgu want your messages to be

Individual messages

Mail saves the mail options.

What is a flag?

A flag is an indicator that you can add to a message
by clicking the message and then clicking Flag. Mail
adds a flag icon ([?) to the message, which serves
as a visual reminder. This is useful if you need a
prompt to follow up with a message or to perform
some other action based on that message.

® Grouped by conversation

How can I add a signature?

A signature is a snippet of text that appears at the
bottom of any message that you send, including
original messages, replies, and forwards. To add a
signature, click Settings (f&), click Signature,
click the Use an email signature switch to On, and
then edit the signature.
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CHAPTER 5

Getting Social
with Windows

You can use Windows to manage your social schedule. You can use the
People app to store contact information, connect to social networks,
and keep track of friends. You can use the Calendar app to schedule
meetings, appointments, and other events.

Calendar x

= & = October 2020 @

Tuesdar
+ New event v

27
Qctober 2020

Su Mo Tu We Calendar - Outlook ¥

ll'q ~  Lunch with Karen || Al day

U B ik © 1200PM v to 130PM
18 19 20

@ Hello Toast Restaurant
1 Remind me: 15 minutes before  ~
~ Outlook 5 More details
Calendar
M us Holidays
V| Birthday calendar

~ Gmail

[51 Add calendars

= a2 @
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ou can easily store information about your friends, family, and colleagues, as well as send messages

to them, by using the People app to create a contact for each person. Each contact can store a wide
variety of information, such as a person’s first and last names, company name, email address, phone
number, and street address.

If you already have contacts on a social network such as Facebook or LinkedIn, you do not need
to enter those contacts manually. Instead, you can connect your social network account to your
Microsoft account, as described in the next few sections.

\ Create a Contact

@ Click Start (a§).
© Click People.

&’EE |,0 ktart a search | O Hi e PO~ | ~ S E ®m g dx B

The People app loads. peei

Note: The first time you start the

People app, click Get started, click
Yes twice to give the app access to
email and your calendar, and then —
click Ready to go. 2=

€ Click Add contact (+). -

. Stay Connected.
To see more contacts, select "Filter contacts” and pick which accounts
you'll see. Select a contact to see their info, shared events,
and recent conversations.
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The New Contact screen appears.
0 Type the contact’s name.

a Click the Phone ~.- and then click the type
of phone number that you want to enter.

Q Type the contact’s phone number.

You can click Add () to add another
phone number.

New Outlook 2 contact

Name

Click the Email ~.~ and then click the type
of email address that you want to enter.

Q Type the contact’s email address.

You can click the Email + to add another
email address.

address, see the second tip in this section;
for information on how to add other types
of contact information, see the section
“Add Extra Fields to a Contact.”

© click Save.

The People app creates the new contact.

(S
For information on how to enter an @

ler contacts” a

% wAceJamﬂ? | #
=2 Mobile phone v [] mobile x
f‘ t\ 317-555-4321 t Home
B Work
u + Phone
Company
Personal email \/ Eaoei
er contacts” and pick which accounts ’7 &) Home fax
. © Work fax
-+ Email Q, Other
-+ Address
Add
photo
Name
| Alice James ‘ Vi
B Mobile phone ~
| 317-555-4321 ‘
(] -+ Phone

Work email \/0

nd pick which acc:
alicej@putnam.com

-+ Email

-+ Address

-+ Other

Is there an easy way to send an email to a contact?
Yes. Normally, you would use the Mail app, as
described in Chapter 4. If you are already working in
the People app, however, it is easier to click the
person’s entry in the Contacts list to open the contact
and then click the email address you want to use.

How do I record a contact’s physical address?
With the new contact open for editing, click the
Address + and then click the label you want for
the address. In the text boxes that appear, type
the contact’s Street address, City, State/province,
Zip/postal code, and Country/region.
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Add Your Google Account

ou can add your Google account to Windows to access your Google contacts (as well as your
Google calendar and email) from your Windows computer. To do so, you must provide Windows
with your Google account login data.

After you have added your Google account, you can use the People app to view your Google contacts.
You can use the Calendar app to view your Google events and appointments, and you can use the
Mail app to view your Gmail messages.

Add Your Google Account

@ 1In the People app, click More (---). —

@ Click Settings. L

Name <7 Filter contacts

A 52 Settings
e Alice James
N e TP ==
.
.
i@
g
-
Stay Connec|
Select a contact to see their inf
and recent convers:
The Settings screen appears. people
: < Settings
€@ Click Add an account. 9
s Accounts
@ click Google.
“ Add an account Add zn account X
Adding an account allows the People app ac ~ Add an account to Mail, Calendar, and People to access your
email, calendar events, and cantacts.
= Outlook (Mail and Calendar)
logophilia@outiook.com ﬂ’ Outlook.com
Last sync today, 10:05:53 AM Qutlaok.com, Live.com, Hotmail, MSN
Exchange
Contact list display Bxchange, Office 365
Automatically add contacts that you have cc G GDO!M@
@ on
Sort contact list by e vahoo!
(®) First Name
B icloua
O Last Name
Display names by ﬁ Advanced setup
@ First Last
Cl
O Last First s
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The People app prompts you for
your Google login data.

o Type your Google email address.
@ click Next.

o Type your Google password.
© Click Next.

The People app shows you what

it will do with your Google data.

© click Allow.

Windows connects your Google
account to your Microsoft
account.

@ Click Done (not shown).

Windows syncs your Gmail
contacts with the People app.

TIP

CHAPTER

Getting Social with Windows 5

Email or phone
[ pmcfedries@gmail.coml@

Forgot email?

Create account

[ Enter your password

Forgot password? Next

9
2 X
o

Windows wants to access your
Google Account

9 pmcfedries@gmail.com

This will allow Windows to:

M Read, compose, send, and permanently delete all @
your email from Gmail

P See, edit, download, and permanently delete your @
contacts

El  See, edit, share, and permanently delete all the
calendars you can access using Google Calendar

Can I control what type of Google content appears in Windows?

Yes, you can configure the type of content to sync between Google and Windows and how often that
content syncs. In the People app, click More (---), click Settings, click Gmail, and then click Change
mailbox sync settings. People displays the Gmail Sync Settings dialog box. Click the Sync contacts and
calendars ~.- and then click how often you want Windows to sync your Google data. In the Sync Options
group, use the Email, Calendar, and Contacts switches to toggle each type of content on or off.
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Add Your iCloud Account

You can add your iCloud account to Windows to access your iCloud contacts (as well as your iCloud
calendar and email) from your Windows computer. To do so, you must provide Windows with your
iCloud account login data.

After you have added your iCloud account, you can use the People app to view your iCloud contacts.
You can use the Calendar app to view your iCloud events and appointments, and you can use the Mail
app to view your iCloud messages.

o In the People app, click More (---). peorle

© Click Settings. = g 4

Neme 57 Filter contacts
A | 8 Settings
0 Alice James
——
I° &
Stay Co
Select a contact to see
and recent
The Settings screen appears. Pecrle
. < ,
€@ Click Add an account. Settings
O Click iCloud. Accounts

&». Add an account Add an account x

Adding an account allows the People app ac  Add an account to Mail, Calendar, and People to access your
‘email, calendar events, and contacts.
E Qutlook (Mail and Calendar)
logophilia@outlook.com al Qutlook.com
Last sync today, 10:05:53 AM Outlook.com, Live.com, Hotmail, MSN

EE Exchange

Exchange, Office 365

Contact list display
Automatically add contacts that you have cc G Google
@ o

Sort cantact list by [

@ First Name
iCloud
QO Last Name &= i 0

Display names by ﬁ Advanced setup
@ First Last

Cle
O Last First i
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The People app prompts you for
your iCloud login data.

e Type your iCloud email address.

@ Type the name you want to use
with the iCloud account.

0 Type your iCloud password.
© Click Sign in.

Windows connects your iCloud
account to your Microsoft
account.

Q Click Done.

Windows syncs your iCloud
contacts with the People app.

Add an account

iCloud

Email address

paulmcfedries@mac.com 4

Send your messages using this name

Paul McFedries

Password

.............0

We'll save this information, so you don't have to sign in every
time.

&\/ Sign in . Cancel

Add an account

All done!

Your account was set up successfully.

paulmcfedries@mac.com

Mail gets even better
with Outlook on the
phone

Connect to any email account and

access work and personal calendars
on the go. It's freel

Get the app

X

+~ Done 40

Can I control what type of iCloud content appears in Windows?
Yes, you can configure the type of content to sync between iCloud and Windows and how often that content
syncs. In the People app, click More (:--), click Settings, click iCloud, and then click Change mailbox sync
settings. People displays the iCloud Sync Settings dialog box. Click the Sync contacts and calendars -~ and
then click how often you want Windows to sync your iCloud data. In the Sync Options group, use the Email,
Calendar, and Contacts switches to toggle each type of content on or off.
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View a Contact

fter you have added contacts and connected your other accounts to Windows, you can use

the People app to view your contacts. The information that you see when you view a contact
depends on how the contact was added to Windows. If you added the contact yourself, you see the
information that you entered. If the contact was added by connecting another account to Windows,
you see the data provided by that account. If you have many contacts, you can also use the People
app’s Search feature to locate the contact you want to view.

View a Contact

View a Contact I? -_o
Search 0 +
@ 1In the People app, scroll the -~
Contacts list up or down to A
locate the contact you want to &,Q Pr——
view. Q oo s
() You can also click any of the &; A iz el
letters that divide the Contacts e —r
list alphabetically. In the grid N -
. @ Cody Codrington | =
of letters that appears, click the N :
letter you want to view. _
0 RIS Stay Connected.
E e
e Eddie Falcon
J

o Jude Harper-Ferry

P

. People - (=} X
© Click the contact. -
Search 0 -+ =) I o}
(2) The People app displays the fame
, %
contact’s data. A Alicelames 0
° Aardvark Sorenstam
Ow—®) e .
B :;:::t;:‘:; &, Call with Skype & Call with Your Phone
@ Becky Solnit ‘
Work email
c alicej@putnam.com =1 eman
e Cody Codrington Seemora >
D
Events
o David Harper
Upcoming events with this contact will show up here.
E
e Eddie Falcon Conversations
J Recent conversations with this contact will show up here.
0 Jude Harper-Ferry Combined contacts

P Suggested
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Search for a Contact

@ click in the People app's
Search box.

© Begin typing the name of the
contact you want to view.

(% People displays a list of
contacts with names that
match your typing.

e When you see the contact
you want to view, click the
name in the search results.

The People app displays the
contact’s data.
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People

| Eearch{ P | +
Nal

A

@ Aardvark Sorenstam
e Alice James

@ Becky Solnit

C
e Cody Codrington .

D

People

| david| Q x +

@ Davida Sigurdsdottir

“—

o Alice James

@ Becky Solnit

C

e Cody Codrington

D

LU ]
¥ I

Can I sort the Contacts list by last
name instead of first name?

Yes. Click More (---) and then click
Settings to open the People app’s
Settings pane. In the Sort Contact
List By section, click Last Name

(O changes to @).

How do I delete a contact?
If you no longer need a contact, you should delete it from the

to remove. Either click Delete ([if) or right-click the contact and
then click Delete. When the People app asks you to confirm, click
Delete.

People app to reduce clutter in the Contacts list. First, use either of
the techniques outlined in this section to view the contact you want
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Edit a Contact

f you need to make changes to the information already in a contact, or if you need to add new

information to a contact, you can edit the contact from within the People app. While editing a
contact, you can modify the existing information, add new information to the contact, or delete
existing information.

Edit a Contact

@ 1In the People app, click the p— o
contact you want to edit. search ol

Name
A o Alice James

e Aardvark Sorenstam

Contact 2 Edit
B Mobile phone
(317) 555-4321 R Call with Skype Qo Call with Your Phone
e Becky Solnit
Y Work email )
alicej@putnam.com = Email
C
Cod Codrngton Seemore >
D
Events
@ David Harper
Uncoming events with this contact will show up here,
. .
© click Edit. P —
I Search 0 | B = @

Name
A o Alice James

° Aardvark Sorenstam
Contact & Edit 0

B Mobile phone
(317) 555-4321 G, Call with Skype @, Call with Your Phone
e Becky Solnit
o Work email A
C alicej@putnam.com B Email
e Cody Codrington See more >
D
Events
0 David Harper

Uncoming svents with this contact will show un here
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People makes the contact’s fields

People

I Search

available for editing.

" Edit Outlook 2 Contact

Name

€@ Edit the existing fields as
required.

O To add a field, click the + beside
the field type you want to use
and then type the data.

A

@ Aardvark Sorenstam

e Becky Solnit
o To remove a field, position the c
mouse pointer ([}) over the field

and then click Remove (<).

e Cody Codrington
D

e David Harper

@ Davida Sigurdsdottir

E

&- | Aiice sames

Add
photo

Name

Mabile phone ~v

| (317) 555-4321 ]

Wark phane v/

o

317-555-9876] !

+ Phone

e When you complete your edits,

People

I Search

click Save.

0

Name

People saves the edited contact. A

e Aardvark Sorenstam

e Becky Solnit

C

° Cody Codrington

D
@ David Harper
@ Davida Sigurdsdottir

" Edit Outlook 2 Contact

Add
photo

Name

| Alice James

Mobile phone v/

[ G1n 5554321 |

Work phone

| 317-555-9876 |

-+ Phene

O-=mmmr—mmmn

Can I add other more detailed name data for a contact?

fill in the name fields as needed and then click Done.

Yes, the People app offers multiple name fields: First Name, Last Name, Middle Name, Nickname, Title, Suffix,
Phonetic First Name, and Phonetic Last Name. To specify any of this data, follow steps 1 and 2 to open the
contact for editing, and then click Edit (,7) beside the Name field. In the Edit Name dialog box that appears,
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Assign a Photo to a Contact

You can add visual interest to the People app and make it more useful by assigning photos to

your contacts. By default, the People app shows just the contact’s initials as the image for

each contact. If you have a photo of a contact, you can assign that photo as a replacement for the
default image. Assigning photos not only improves the look of the People app, but it also helps you
remember your contacts, particularly if they are business colleagues or similar acquaintances that you
do not see very often.

Assign a Photo to a Contact

o In the People app, click the peole - o =
contact you want to work with. [[searen ol w

Name

ick Edit.
o Click Edit A e Cody Codrington
° Aardvark Sorenstam
e Alice James Contact Vi Edit<0

Mobile phone
(317) 555-1357

B
Becky Solnit
e ad Work email

cody@coders.org

& Callwith Skype s Call with Your Phone

= Email

C

See more

D
Events
@ David Harper
Upceming events with this contact will show up here.
e Davida Sigurdsdottir
E Conversations
People opens the contact for peorle o0 «x
editing. [ Fearc Al | st outiook 2 contac
Name
€ Click Add photo. A
Add 3
e Aardvark Sorenstam photo
° Alice James
B Name
| Cody Codrington I Vi
e Becky Solnit
C Mobile phone v
[m— )
D + Phone
@ David Harper Work email »/
@ Davida Sigurdsdottir cody@coders.ong
E Save Cancel
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A version of the Photos app
displays your photos.

0 Click the photo you want to add.

E

w Davida Sigurdsdottir

Cancel

People prompts you to choose

the area of the photo that you
want to use for the contact.

e Click and drag the photo to set
the area you want to use within
the circle.

@ Click and drag any of the four
handles to set the size of the
circle.

a Click Done.

People adds the photo to the
contact.

Q Click Save.

People saves the edited contact.

Cancel

Cancel

How do I change a contact’s photo?

Follow steps 1 and 2 to open the contact for editing,
and then click the existing photo to open the Photos
app and see your photos. Click the new photo you
want to use and then follow steps 5 to 8 to set the
photo position and size and save your changes.

How do I remove a contact’s photo?

If you no longer want to use a photo for a contact,
you can delete it. Follow steps 1 and 2 to open the
contact for editing. Right-click the existing photo and
then click Delete photo. People removes the photo
from the contact. Click Save to preserve your changes.
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Add Extra Fields to a Contact

he People app offers several other fields that you can add to a contact to store more data about

that person or company. The default editing screen shows only a few field types: Name, Phone,
Email, and Address. However, People also supports many other field types that enable you to store
data such as the contact’s website address, company name, job title, and office location. You can
also save personal data such as the name of the contact’s significant other and the contact’s birthday
and anniversary. Finally, you can also add a Notes field to hold any other required data.

Add Extra Fields to a Contact

o In the People app, click the - 0
contact you want to edit. [ Bearch 2l -

Name

A

° Aardvark Sorenstam

@ sicetames

B

e Backy Solnit -
|

C
Stay Connected.

Q Cody Codrington 4
Select a contact to see their info, shared events,

D
and recent conversations.
David Harper

@ Davida Sigurdsdottir

© click Edit. — 5 X

I Search ,Dl - =3 T

Name
A Q Cody Codrington

e Aardvark Sorenstam

e Alice James Contact Vi Edit<0

B Mobile phone )
(317) 555-1357 % Call with Skype %3 Call with Your Phone
e Becky Solnit
o Work email )
cody@coders.org = Email
C
See more
D
Events
@ David Harper
Upcoming events with this contact will show up here.
e Davida Sigurdsdottir
E Conversations
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People makes the contact’s
fields available for editing.

€@ Click the Other +.

e Click the type of field you want
to add.

e Fill in the data for the new
field.

@ Repeat steps 3 to 5 to add
extra fields as needed.

0 When you complete your edits,
click Save.

People saves the edited contact.

TIP
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People - [m) x
Search ysl | was 5
Edit OQutlook 2 Contact
Name Name
A | Cody Codrington | Vs
e Aardvark Sorenstam
Mobile phone ~
O sicesames m |
B Company
3 Job title
Becky Solnit
ce location
e ky [ Office locati
C & Significant other
_ hs
& Birthday
D @ Anniversary
T Notes
@ David Harper
@ Davida Sigurdsdottir
E B e
People - o x
Search pel | P 3
Edit Qutlook 2 Contact
Name
| Cody Codrington | Vzs
A
@ Aardvark Sorenstam Mobile phone %
e Alice James [ @1 sssazsr |
B + Phone
@ Becky Solnit Work email ~/
c | cody@coders.org
_ e
D + Address
@ David Harper ebsite y
@ Davida Sigurdsdottir | h“PSWCDdEfS-Wg/é |
£ OoEmrwm @

click the field and then click Paste.

Is there a way to add a contact’s website without having to memorize a long address?

Yes, you can copy the address from the Microsoft Edge web browser. In the taskbar, click Microsoft Edge (@)
and then navigate to the contact’s website. In the address bar, right-click the address, click Select All, and
then either press (£10+() or right-click the selected address and then click Copy. Switch to the People app,
follow steps 1 to 4 to add the Website field, click inside the field, and then either press (570 +(7 or right-
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ou can make a long Contacts list easier to navigate and manage by filtering it to hide certain

contacts. For example, if you mostly use People to locate contacts for phone calling or text
messaging, you can filter the Contacts list to hide all those contacts who do not have a phone
number. Similarly, if you have multiple accounts added to the People app, you might find that this
creates many duplicate entries. You can fix this problem by filtering the Contacts list to hide all

contacts from a particular account.

Filter the Contacts

Hide Contacts Without Phone
Numbers

0 In the People app, click More (---).
@ Click Filter contacts.

The Filter Contacts dialog box appears.

@ Click the Hide contacts without
phone numbers switch to On.

Q Click Done.

People only shows those contacts who
have at least one phone number.
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People
Search

Name

A

@ Aardvark Sorenstam
@ Aaron Black

@ Albany Clinic

@ Alice James

@ Amanda Gambill
Q Andrea Aster

@ Andy Beaster

0 Athena Westlaken

7 -0
e Filteroontactsﬂ
B3 Settings

Stay/|

Filter contacts

Hide contacts without phone numbers

&.3 on

?

Shows only the contacts you can call or text. You can still find the rest by
searching.

Show contacts from
Outlook 2 (Mail and Calendar)

D Recent contacts (Microsoft People)

Gmail

Done Cancel
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Hide Contacts by Account people

@ 1In the People app, click More (---). Search 5l + )

© Click Filter contacts. Name ¥ it contocs <)
A 5% Settings

@ Aardvark Sorenstam

@ Aaron Black

e Albany Clinic

o Alice James

@ Amanda Gambill

e Andrea Aster =
-

@ Andy Beaster

0 Athena Westlaken Stay

The Filter Contacts dialog box appears.
Filter contacts
Click the account you want to hide

(z Changes tO D) Hide contacts without phone numbers
@ or
o Cth Done. Shows only the contacts you can call or text. You can still find the rest by
searching.
People hides the contacts from the
account you deselected in step 3. Show contacts from

Qutlaok 2 (Mail and Calendar)

I:‘ Recent contacts (Microsoft People)

&D Gmail
TIP

? Done Cancel
How do I remove an account from the People app?
If you find that you do not use the contacts from a particular account, or if a particular account contains
all or mostly duplicate contacts of another account, you might prefer to remove that account entirely
instead of just hiding it. Note, however, that removing an account also removes that account’s email from
the Mail app and its calendars from the Calendar app.

If you still prefer to remove the account, click More (---) and then click Settings. Click the account you
want to remove and then click Delete account. When People asks you to confirm, click Delete.
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ou can make your Contacts list more manageable and more useful by combining two or more
contacts that are profiles of the same person. When you add multiple accounts to People, you
might end up with the same contact listed two or more times. If those profiles contain different
data — for example, one might contain personal information, whereas the other contains work
information — you should combine them into a single profile for easier access. In many cases, People
will suggest a contact to combine, but you can also search for a contact to combine.

Combine Multiple Profiles for a Contact

Combine a Suggested Contact — 5
| search Jel + = = W
0 In the People app, click one of the | .
profiles that you want to Link. A o Alice James
If the People app has found a © s
similar contact, you see that © e e
contact’s name in the Suggested @ e cine Upcaming vt it s contct il e
Section. & Alice James
) ° P — 0 Conversations
i ecent conversations with this contact will show up here,
9 Click Combine. T Recent conersations with i cotact il o up
o Andrea Aster Combined contacts

If the suggested contact is
incorrect, you can click See more @ sy e
and continue with the steps in the O e westaen
next subsection, “Locate and @ oo wizor

Suggested

Combine a Contact.” B e comn
. Barry Pruett Qutlook 2
g Becky Selnit : ’
People asks you to confirm that Combine Gmail?

you want to combine the contacts.

. . Combine Gmail?
Q Click Combine.

Combine this contact with current contact.

People combines the contacts into a—
a single profile. m ance
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Locate and Combine a Contact

o In the People app, click one of the
profiles that you want to link.

@ Click Find a contact to combine.

The Choose a Contact pane appears.

() If your Contacts list is long, you
can use the Search box to locate
the contact.

e Click the contact you want to link.

People combines the contacts into a
single profile.

CHAPTER

Getting Social with Windows 5

People - =] x
| Eea rch §el | e I3 i
Name
D Davida Sigurdsdottir
G David Ferry
e David Harper
0 David Hopley Events
- Upcoming events with this contact will show up here.
e Davida Snorren Conversations
° Dean Ifill Recent conversations with this contact will show up here.
E .
Combined contacts
@
Suggested
e Ed Hanna Find a contact to combine 0
e Eddie Falcon How you're connected
Outlook 2
_Q Editor Mail
People - =] x
| Search §el | e <«
Name
D Davida Sigurdsdottir
G David Ferry
e David Harper
Choose a contact
0 David Hopley | Jsearch 0 »
e Davida Snorren
& David Ferry I
° Dean Ifill
David Harper
E @ i
. £d Bott e David Hopley
e Ed Hanna e Davida Snorren 4
e Eddie Falcon
o Dean Ifill
_Q Editor Mail

confirm, click Separate.

Can I separate a combined profile from a contact?

Yes. In some cases, you might find that you prefer to keep two separate profiles for a particular contact.
For example, if you have separate business and personal profiles for a contact and both those profiles
contain a great deal of information, you might find that the combined profile is too confusing or cluttered.

To separate a profile from a contact, click the contact and then click See more. In the Combined Contacts
pane, click the Separate button under the profile that you want to remove. When People asks you to
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indows comes with a Calendar app to enable you to manage your schedule. To create an event
such as an appointment or meeting, or an all-day event such as a conference or trip, you select

the date when the event occurs.

Calendar lets you change the calendar view to suit your needs. For example, you can show just a single
day’s worth of events if you want to concentrate on that day’s activities. Similarly, you can view a week’s
or a month’s worth of events if you want to get a larger sense of what your overall schedule looks like.

View Your Calendar

View Events by Month

0 In the Start menu, click Calendar
(not shown).

Note: When you first start Calendar, if
Windows asks if the app can use your
location, click No.

Q Click More (--.).
e Click Month.

Your calendar for the month appears.

a Click /> and .|, to navigate the months.

Note: On a touchscreen PC, you navigate
the months by swiping up and down on
the screen.

View Events by Week

@ click More (...).
© click Week.

To see just Monday through Friday,
you can click the Week ~.~ and then
click Work week instead.

Your events for the week appear.

e Click & and = to navigate the
weeks.

Note: On a touchscreen PC, you navigate
the weeks by swiping left and right on
the screen.
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View Events by Day

@ click More (...).
© click Day.
The events for a single day appear.

(2 To specify the number of days you
want to view, you can click the Day
~ and then click the view you want,
such as 2 day to see two days at a
time.

9 Click ¢ and — to navigate the days.

Note: On a touchscreen PC, you navigate
the days by swiping left and right on the
screen.

View Today'’s Events
@ Click Today.

Calendar navigates the current view
to show today’s date.

TIP
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CHAPTER

5

Ta

9a

1a

12p

Search

Sunday
23
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Search
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©
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Are there any techniques that I can use to navigate the calendar?
Yes, you can use the mini calendar that appears on the left side of the Calendar window. If you do not see
the mini calendar, click Menu (E5) in the upper-left corner of the Calendar window. Position the mouse
pointer ([;+) over the mini calendar and then click | and ., to navigate the months. (On a touchscreen PC,
you navigate the months by swiping up and down on the mini calendar.) Then click the day you want to view.
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ou can help organize your life by using the Calendar app to record your upcoming events —
such as appointments, meetings, phone calls, and dates — on the date and time that they are
scheduled to occur.

If the event has a set time and duration — for example, a meeting or a lunch date — you add the event
directly to the calendar as a regular appointment. If the event has no set time — for example, a birthday,
anniversary, or multiple-day event such as a sales meeting or vacation — you can create an all-day event.

Add an Event to Your

@ 1n the Calendar app, navigate to the
date when the event occurs.

0 Click the time when the event starts.

Note: If you are currently in Month view,
click the day the event occurs.

Q Type a name for the event.

Click this ~.» and then click an icon
that represents the event.

0 Type the event location.
6 Click More details.

Calendar displays the event details
screen.

Q If the start date and/or time is
incorrect, use the Start controls to
select the correct start time.

0 If the end date and/or time is
incorrect, use the End controls to
select the correct end time.
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+ New event

27
October 2020
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. : ) w ¥ Lunch with Karen 0 All day

© 1200 PM v to 130PM v

©@  Hello Toast Restaurant 0

L1 Remind me: 15 minutes before  «

(5 e

- Outlook v

 Outlock
Calendar
US Holidays
Birthday calendar

A Gmail

Calendar

Home

save [i] Delete = @R Onlinemeeting  Busy 15 minutes oD

Details People

@ Calendar - Outlook ~ Invite someone

¥ ~ Lunch with Karen

Sortby Original order
Hello Toast Restaurant
Me

=4 logophilia@outicok.com
6 Start: October 27, 2020 ] 12zo0pm v All day

7 End: October 27, 2020 5] t30eM -




e Use the large text area to type notes related
to the event.

© click Save.

() Calendar adds the event to your schedule.

To make changes to the event, you can
click it.
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Calendar

Home Format Review
9 Gl save [ii] Delete | @} Online meeting  Busy 15 minutes O
Details People
YQ - Lunch with Karen °- Invite sor
Sortby O]
Hello Toast Restaurant
Me|
log
Start: October 27, 2020 Bl 12:00pM v All day
End: October 27, 2020 E 1:30 PM v

Don't forget to bring the present!| @

Search

Tuesday
27

!"Lunch with Karen
Hello Toast R uran

£ < = QOctober 2020

- x
Today
Weq

28

How do I set up an event that has no set time, such as an anniversary or conference?
Any activity that has no set time or that takes up one or more entire days is called an all-day event. Examples
include birthdays, anniversaries, conferences, trade shows, and vacations. To specify such an event, follow
steps 1 to 4 to start a new event, click All day ([] changes to []), and then click Save. The all-day event
appears as a banner at the top of the date when you are in Day or Week view.
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f you have an activity or event that recurs at a regular interval, you can create an event and
configure it to automatically repeat in the Calendar app. This saves you from having to repeatedly
add the future events manually because Calendar adds them for you automatically.

You can repeat an event daily, weekly, monthly, or yearly. If your activity recurs every day only
during the workweek, such as a staff meeting, you can also set up the event to repeat every weekday.

Create a Recurring Event

0 Follow the steps in the previous
section, “Add an Event to Your
Calendar,” to create an event and
then click the event.

Calendar displays the event
details.

@ click Repeat (o).

Q Click ~~ and then click the repeat
interval that you want to use.

You might also be able to further
refine your choice, such as
choosing the specific day of the
week for the Weekly interval.

Q If needed, use the End calendar
control to select the last
recurrence.

© Click save.

Calendar adds the future events
using the interval that you
specified.

Note: To edit a recurring event, click
any occurrence to open that event.
You can edit just that occurrence or

click Edit series to edit every occurrence.
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ou can help make sure that you never miss a meeting, appointment, or other event by setting up

the Calendar app to remind you before the event occurs. A reminder is a notification message that
Windows displays at a specified time before the event occurs. By default, Calendar adds a 15-minute
reminder to each event, but you can change that to a more suitable interval.

Add an Event Reminder

0 Follow the steps in the section Calendar
“Add an Event to Your Calendar,” Home  Format  Review
earher mn th]s Chapter' to create Save ]ﬁ[ Delete | @8 Online meeting Busy 15 minutes v O\
an event and then click the
event. Details People
Calendar displays the event W0+ Lunch with Karen Invite someane

details.
0 Click the Reminder ~.-.

Sort by Original order
Hello Toast Restaurant

S Me
Start: October 27, 2020 = 1200PM v Al day = legephiia@eutiockcom
End: October 27, 2020 E 130 PM v
Don't forget to bring the present!l
0 Click the length of time Calendar
before the event that you Home  format  Review
Wal’lt the rem]nder to appear' H Save ]E Delete @ Online meeting Busy 1 day b G [E| O\
O Click Save. |
Details ominutes  Jeople
Calendar saves the event _ 5 minutes _
and later reminds you of it 1~ Lunch with Karen UL i
. 30 minutes
beforehand, according to the Sortby  Original order
Hello Toast Restaurant 1 hour

time that you select.

12 hours wly

Me
Start: October 27, 2020 1 12:00em v AH 3

>/ logophilia@outiook.com
1 week

End: October 27, 2020 ﬁ 1:30 PM 4

Don't forget to bring the presenﬂ‘

119



he Calendar app has a feature that enables you to include people from your Contacts list in your
event by sending them invitations to attend. If you receive an event invitation, you can respond
to it to let the person organizing the event know whether you will be attending.

The advantage of this approach is that when other people respond to the invitation, Calendar
automatically updates the event. When you receive an event invitation, the email message contains
buttons that enable you to respond quickly.

Send an Event Invitation

Follow the steps in the section
“Add an Event to Your Calendar,”
earlier in this chapter, to create
an event.

© 1n the People list, specify a
person whom you want to invite:

If the person is in your Contacts
list, type the person’s name.

If the person is not in your
Contacts, type the person’s
email address.

© Press G0

Q Repeat steps 2 and 3 for each
person you want to invite.

To remove a person from the
invitation, you can move the
mouse pointer ([;+) over the person
and then click Remove (X).

a Type a note that will appear with
the invitation.

@ click Send.

Calendar saves the event and
sends the invitation.
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Hi,

See you there!
paul

Please join us for the 12" annual Leslieville Neighborhood Cleanup Day!
We meet at the Human Bean for coffee and treats at 10am, then we hit the
streets (and alleyways) to pick up litter, debris, etc. | hope you'll help us

make our neighborhood a better, cleaner, and safer place tolive.

Calendar = [=]
Home 4]
save [i] Delete | @} Online meeting | Busy 15 minutes o8
Details People
&g"‘ + Neighborhood Cleanup . A“‘“'“““'Q A
Alice James
S alice@gibbbens.com
Human Bean Cafe @ Me
S/ logophilia@outlook com
Start: August 22, 2020 B 10004aM v All day
End: August 22, 2020 £ | 400pMm v
Calendar -
Home Format Review ]
&B send il Delete | @ Online meeting  Busy 15 minutes o | (&) || el
Details People
ﬁ?, - Ne\'ghborhood Cleanup Invite someone jo
®-
Sort by Original order ¥
Human Bean Cafe =y Me
=/ Organizer
Start: August 22, 2020 B 1000AM v [] Anday @ Alice James
alice@gibbbens.com
End: August 22, 2020 [  400pPM v Davida Snorren e

davidas@mac.com
° asorenstam@whatever.com

asorenstam@whatever.com

Becky Solnit-Walker

becks@wanderlust.com

27X

g cody@coders.org

cody@coders.org

Fox Talbot

foxt@photogenic.com




Handle an Event Invitation
@ click Mail (=).

Windows switches you to the
Mail app.

Q Click the invitation.

0 Click the button that represents
your reply:

You can click Accept if you can
attend the event.

You can click Tentative if you are
currently not sure whether you
can attend.

You can click Decline if you
cannot attend the event.

0 If you clicked either Tentative
or Decline, choose whether you
want to edit your response, send
the response right away, or not
send a response.

© Cclick Calendar (EH) to return to
the Calendar app.

If I click Tentative, how do I later either

accept or decline the invitation?

When you click Tentative, Windows temporarily
adds the event to the Calendar at the date and
time specified in the invitation. To respond
definitively, open the event details and then
click either Accept (-.~) or Decline (<).

August 2020

Su Mo Tu

Outlook

Calendar

US Holidays
Birthday calendar

~ Gmail

[5 Add calendars

BB & @2

Paul M

-* Neighborhood Cleanup
Human Bean Cafe

Inbox - Mcfedries

Search 0

Q
ii

Inbox Al v

Paul M ﬂ B
Neighborhood Clealup 324 PM

Hi, Please join us for the 1z

Reply “Replyall —»Invitemore = Archive i Delete

Neighborhood Cleanup

@ Paul M <logophilia@outlook.com>

224 PM

To: Paul M

When  Saturday, August 22, 2020 10:00 AM - 4:00 PM  View calendar

Where  Human Bean Cafe
/' Accept v 7 Tentative v
(D This meeting could not e on your
Hi,

Please join us for the 12" annual Leslieville N

Bean for coffee and treats at 10am, then we hit the streets (and alleyways) to pick up litter, d
stc. | hope you'll help us make our neighborhood a better, cleaner, and safer placa to live.

See you there!
Paul

¥ Dedine v
Edit the response before sending
Send the response now

Don't send email to the organizer

-0

the Hun

If I am not sure whether to accept an invitation, can
I check my calendar?

Yes. The invitation message includes a link to your
calendar that automatically displays the date on which

the event occurs. Click the message and then click View

calendar. Windows opens the Calendar app and displays
the event date so that you can check your schedule.
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alendar is a useful tool right out of the box, but it comes with a decent collection of customization

settings that you can use to make the app even better. For example, you can specify a first day of
the week other than Sunday. You can also specify which days are in your workweek and which hours
are in your workday. You can also display week numbers and change the Calendar colors.

o
(2]

Click Settings ().
Click Calendar Settings.

The Calendar Settings pane appears.

e Click the First Day of Week .- and then
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click the day you prefer to use as the first of
the week.

+ New event

February 2020

o Tu We

~ Outlook
Calendar

US Holidays

Birthday calendar
(51 Add calendars

+ New event

February 2020

o Tu We

~ Qutlook
Calendar
US Holidays

Birthday calendar
51 Add calendars

@ & @

= x
Search Settings
Sun Mon Tue Manage Accounts
26 27 28 |8 et onakzanon
Calendar Settings 0
Weather Settings
2 3 4
What's new
Groundhog
Help
Trust Center
9 10 n
Feedback
About
16 T 18
Presidents’
23 24 25
= x
Search < Calendar Settings
Sun Mon Tue
e 2 28 [[RUEEK
First Day of Week
Monday "0
2 3 4 Sunday
Groundhog
Monday ‘
Tuesday
9 10 n
Wednesday
Thursday
16 T 18 Friday
Presidents’
Saturday
23 24 25

Working Hours

Start time




@ Use the Days in Work Week check boxes to " =5 %
define your workweek. = < Calendar Settings
an Mon i [
a Click the Start time .~ and then click the et we 2 28 Dj Mwn:w k
End time - to define the beginning and end  [IEHES E
of your workday.
v Friday
g 10 il
Saturday
~ QOutlook
Calendar A2 ::esidms 18 Working Hours
US Holidays Start time
[ Birthday calendar 3 54 25 £oam 3 40
£5 Add calendars g lime
=1 A e V
If you want to display week numbers in — BN
the calendar, click the Week Numbers . < Calendar Settings
and then click an option (see the tip for + New event o L
an explanation). anuary 2020 0 L N
Mo Tu we s Working Hours
0 Click outside the Calendar Settings pane to | swnnme
close the pane. ¥ooo® B s .
End time
Calendar puts the new settings into effect. & gy i
3 4 5

Week Numbers

~ Qutlook o n o

10 1 12 Off
Calendar
5 First Day Of Year
[ US Holidays
First Full Week
Birthday calendar 17 8 19
[ Add calendars Presidents First Four-Day Week

2 EH A @

What is the difference between the Week Numbers options?
Besides the default option of Off, the Week Numbers list offers three numbering options:

First Day Of Year — Calendar designates week 1 as the week that contains January 1, even if that week
contains one or more days from the previous year.

First Full Week — Calendar designates week 1 as the first full week that occurs in the year, even if the
previous week contains one or more days from the current year.

First Four-Day Week — Calendar designates week 1 as the first week that contains at least four days of the
new year, even if the week contains days from the previous year.
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CHAPTER 6

Performin
Day-to-Da
Tasks with Apps

You can use the Windows apps to perform many useful tasks, including
searching for apps, settings, and files; getting directions; looking up a
weather forecast; performing calculations; and setting alarms and timers.

4 ) o Search

Forecast Indianapolis, IN

Maps S Oz |
‘ _ gy 3

Historical Weather

- Partly Sunny
Favorites . 2 . . Updated as of T S

> .
" ike 58° Wind A 6mph  Visibilty 99 mi
WS

Send Feedback Dally

Mon 3
&
59° 44°

Mostly Cloudy

Hou I'Iy 4 Summary Details

Get Microsoft News

logophilia@outlook.com

Sign

Settings
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Display a LocationonaMap . .. ... .. ... ... 136
Get Directionstoalocation . . . . ... ... .... 138
Check Your Weather Forecast . . . . . . ... ... .. 140
Check Another City’s Weather Forecast . . . . . . . .. 142
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Record a VoiceMemo. . . . . . . . . ... ... ... 146
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Search Your PC

fter you have used your PC for a while and have created many documents, you might have trouble
locating a specific file. You can save a great deal of time by having Windows search for your

document.

You can use the Search feature to look for apps, system settings, and documents on your PC, as well
as websites on the Internet. If you are working with File Explorer, you can also perform document
searches using the Search box in a folder window.

\ Search Your PC

Search from the Taskbar

0 Click inside the Search box and type
your search text.

@ Windows displays the top apps,
settings, and documents with names
that include your search text.

© Windows displays other search results
here, organized by category (such as
Folders).

© If you see the app, setting, or
document that you want, you can
click it.

Q To see results from a specific category,
click a heading, such as Documents.

@ You can also click a category.

@ You can click the More ¥ to see extra
categories, as shown here.

Windows displays the category items
that match your search text.
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Al Apps  Documents

Best match

ﬂ ‘Word
App

Apps

T WordPad

[ oOffice

Search the web
P work - see web results
Folders
+ Workbooks
Documents
Working with Text.doc

B2 Work-Life Balance - A
Manifesto.docx

Working with PowerPoint
Slides.doex

Email

Web

=/ Open

Recent

] WordExpert 4-3 results

0 wWordExpert_4-1a_results

B The Love of Word

i Walkies - A Brief History of Dog-Walking
W: C4D CH 01 Intro Cloud Computing PM

= Chapter2

&

Chapter 2

2 [ 5 vl <)

Al Apps  Documents

Best match
ﬂ Word

App
Apps
= WordPad
[ Office
Search the web
L work - see web results
Folders

» Workbooks
Documents
Working with Text.doc

& Work-Life Balance - A
Manifesto.docx

Email

Web

More 70 ol('s) &

Folders

o m
People

Photos

Word

Settings App
Videos

I Open

Recent

] Wordexpert 4-3 results

[ WordExpert_4-1a_results

B The Love of word

B8 Walkies - A Brief History of Dog-Walking

B €4D CHO1 Intro Cloud Computing PM

Working with PowerPaint 5 BE Chapter 2
Slides.docx & Chopter2
£ work o Hi e P~ | ~ S




@ Windows displays details and related
tasks for the selected search item here.

e Click the item you want.

Windows opens the app, setting,
document, or website.

Search from a Folder Window
0 Click File Explorer (%, ).

Q Open the folder you want to search.
e Type your search text in the Search box.

© As you type, Windows displays the folders
and documents in the current folder with
names, contents, or keywords that match
your search text.

0 If you see the folder or document that
you want, double-click it.

The folder or document opens.
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All Apps Documents  Email  Web

Best match for documents

‘WordExpert_2-3.docx
Microsoft Word Document
Last modified: 12/30/2019, 2:56 PM
Work-Life Balance - A Manifesto.docx

Microsoft Word Document

Documents - This PC

- Work-Life Balance - A 0
Manifesto.docx

— = Location CA\Users\logop\Documents
Working with PowerPoint

Slides.docx Last modified 4/15/2020, 12:52 PM

| New Words in the Modern
Workplace.docx - in Documents

Last modified by Paul McFedries
Author Paul McFedries
| ExcelExpert_4-1_results.xisx

) Inventory.xlsx =7 Open

2 Chapter 7.docx | Open file location

5 Technically Speaking.docx [ copy tull path

Products.htm|

Al ith Tavt cl
o documents: Work-Life Balance - A
Manifesm‘doc)d

|0ﬁie'..a ~e

[E N} <1 SearchTools  budget - Search Results in Dacuments -
Home Share View Search
« « 4 [ > Search Results in Documents > v o budged@ x

5 Quick access 2021 Budget.docx 0 Size: 136 KB
Date modified: 6/12/2018 3:45 PM Authors: Paul McFedries
[ Desktop »*
& Downloads P 2021 Budget_Sales_Input.docx Size: 13.6 KB
. Date modified: 6/12/2018 3:45 PM Authors: Paul McFedries
Documents
& Pictures * Budget Notes.docx ﬂ Size: 202 KB
Date modified: 10/13/2006 2:53 Authors: Paul McFedries
AccessExpert
Documents Introducing Cloud Computing - OneDrive .. Size: 57.4KB
h M Date modified: 6/12/2015 12:32 PM Authors: Paul McFedries
usic
WordExpert Introducing Cloud Computing.docx Size: 196 KB
Date modified: 5/13/2015 11:53 AM Authors: Paul McFedries
@ OneDrive N
Introducing Cloud Computing PM.docx Size: 733 KB
& This PC Date modified: 5/9/2014 2:36 PM Authors: Paul McFedries
& Network Product Ideas.docx Size: 10.6 KB
N Date modifiec: 11/28/2006 5:33 PM Authors: Paul McFedries
m O Startasearch (o] =) e - [~}

type?

Can I restrict my folder searches to a particular file

Yes, you can tell File Explorer to search only one of more
than 20 different file types, including documents, music,
and pictures. In File Explorer, click inside the Search box
and then click the Search tab in the ribbon. Click the

Kind + and then click the type of file you want to find.

Is there any way to tell Windows that I
specifically want to search for settings?
Not directly, but the Settings app does have
a search feature. Click Start (&), click
Settings (), and then use the Find a
Setting search box to type a word or phrase
for the setting you want.

127



Configure the Cortana Voice Assistant

f you have a microphone attached to your PC, you can use it to search for information on your

computer and on the web by using voice commands. To set up this feature, you need to configure
Cortana, the Windows 10 voice assistant. Cortana knows what is on your PC and what is available on
the web. Although you can still type searches as described in the previous section, “Search Your PC,”
once Cortana is configured you can run searches and other tasks using verbal commands that you

speak into your microphone.

@ Click Talk to Cortana (O).
Q Click Sign in.

Windows asks you to choose an
account to sign in to Cortana.

e Click your Microsoft account.

Note: See Chapter 1 to learn how to
switch to a Microsoft account.

O Alternatively, you can click one of
these options to use a different
account.

e Click Continue.
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8 O Strtasearch

o B

BETA

Sign in to Cortana

a 8
e,

TS <)

For the best experience, use your work or school

1:37TAM
& pwa0 %‘/

Sign in x
Let's get you signed in

Use this account

logophilia@outlook.com 0

Microsoft account

Use a different account

B Microsoft account

HN Email, phone, or Skype

B Work or school account

[ [ Assigned by your organization

Continue ?
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Windows asks if you want to allow Cortana to
access your account data.

© click Yes.

Windows asks if you want to allow Cortana to
access your personal data.

@ click Accept and continue.

You can now use Cortana to search and control
your PC.

B Microsoft

logophilia@outlook.com

Cortana needs your permission to:

= Maintain access to data you have given Cortana access
to

Accepting these permissions means that you allow this app te use your
data as specified in their terms of service and privacy statement. The
publisher has not provided links to their terms for you to review. You
can change these permissions at https://microsoft.com/consent. Show

details
« O

Terms of Use  Privacy & Cookies

Let Cortana help you
get things done

~— -
s

A

To do this, Cortana needs access to some of
your personal information

Cortana works best when you allow the use of data from your device
and from Microsoft services, as well as from third-party services and
skills, Microsof ts and uses information including your location
and locatien history, calendar details, content and communication
history from Microsoft senvices, messages, and apps.

Learn more

Decline and sign out

Accept and continue

How do I clear the commands that I have given
to Cortana as well as Cortana’s responses?

This is known as your chat history. To clear your
Cortana chat history, click Talk to Cortana (Q), click
Menu (---), click Settings, and then click Privacy. In
the Chat History section, click Clear, and then click
Clear again when Cortana asks you to confirm.

How do I clear the personal data that Cortana
has saved about me?

Click Talk to Cortana (Q), click Menu (...), click
Settings, and then click Privacy. In the Clearing
Your Data section, click Open. Microsoft Edge opens
and displays your Privacy Dashboard. Use the
buttons provided to clear your personal data.
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Control Your PC with Cortana

You can use the Cortana voice assistant to control various aspects of your PC. These tasks include
running apps and opening specific pages of the Settings app. You can also use Cortana to streamline
aspects of your life. For example, you can use Cortana to set up reminders, create lists, send email, or
access your calendar. You can perform any of these using either keyboard or voice instructions.

Note, too, that Cortana gets more powerful with each new update of Windows 10, so the list of tasks
you can perform with Cortana will grow over time.

Control Your PC with Cortana

Via Keyboard
0 Click Talk to Cortana (O).

You can also activate Cortana by

pressing ()+(2).

Cortana opens and places the typing cursor
in the Ask Cortana box.

9 Type your command or search text.
e Click Send (&) or press (Z.0).

Am | free Friday morning? What are my reminders for £

O Statasearch

Cortana carries out your request.
@ Cortana shows your command.
© Cortana displays its response.
© Cortana displays the results of your request,

TF any- & remind me to leave in 30 minutes
I'll remind you @

Leave
Todzy at 1:27 PM

" Microsoft To-Do Open To-De >

Send an email to my manager  Am | free Friday morning>

\Ask Cortana ]

O Startasearch
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Via Voice
@ Click Talk to Cortana (O).

Cortana opens.
e Click Speak to Cortana (0).

© Cortana displays this animation to let you know
it is listening for your voice command.

e Speak your command or search text into your
PC’'s microphone.

Send an email to my manager  Am | free Friday morninc

Ask Cortana

£ Start a search

&oz-;e'.-.

Cortana carries out your request.
© Cortana shows your command.
@ Cortana displays its response.
© Cortana displays the results of your request,

]f any. & Show me my next appointment.
Here's what's next. 0

B Radio interview
Today
3:00 PM to 3:30 PM
Organizer

What's my first meeting tomorrow? Cancel my 4 PM me»

lAsk Cortana

"R O Startasearch

TIP

Are there easier ways to speak to Cortana?

Yes, you can configure Cortana to respond to a wakeword, which is a word that, when spoken into your PC’s
microphone, activates Cortana’s speech recognition feature. The wakeword is “Cortana.” You can also
configure Cortana to recognize voice commands immediately after you press the keyboard shortcut £+(2).

To configure these methods for activating Cortana’s voice capabilities, click Talk to Cortana (Q), click
Menu (--.), click Settings, and then click Talking to Cortana. Click the Wakeword switch to On. In the
Preferred Input section, click Speak (O changes to @).
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Configure Skype

ou can use the Skype app to place calls to friends and family using your Internet connection.

Unlike regular phone calls, Skype lets you place video calls, which means you hear and see the
other person. If either you or the person you call does not have a video camera, then Skype also
enables you to place voice calls over the Internet.

Although you can sign up for a Skype account separately, this is not necessary because Windows
assigns you a Skype account automatically using your Microsoft account. This section assumes you
are using a Microsoft account (see Chapter 1).

| Configure Skype

@ Click Start (28). =
© Click Skype. -

[ ]
g

& @
(70
£
£

v
:
O [ v

&’Il |,Dlsw|asearch O H @ = M Al ® g

Skip

The Find Contacts Easily screen appears.

€ Click Continue. Find Contacts Easily

To help find your friends, we will periodically sync and store your
contacts. We'll also suggest people with mutual contacts. You can
change your privacy settings in Profile = Settings > Contacts,
including how people can find you.

' &
e

Privacy & Cookies

Learn more

gﬂ |
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The Choose Your Profile Picture screen appears.
&~ Skip

0 Click Upload Photo, use the Open dialog box (not

shown) to select a photo, and then click Open. Choose Your Profile Picture

Add a picture that represents you to customize how others see you.

e Cth Cont]nue' You can always change this later in Settings > Account & Profile.

Upload Photo

Add Image

You can also drag and drop a picty mﬂ

«— Skip

The Test Your Audio screen appears.

Speak normally into your PC's microphone. .
Qs yimey P Test your audio

Skype automatically adjusts the microphone

Let's make sure your equipment is on and working properly. You

VOl.Ume as yOU Speak‘ can always change this later in Profile > Settings > Audio & Video.
0 Click Continue.
Microphone Microphone Array (Synaptics Audio)
Skype displays your PC’s camera feed. eececcccccoce
e Click Continue (not ShOWn). Automatically adjust microphone settings a
Skype completes the configuration and displays its Speakers Speakers (Synaptics Audic)
main window. 0 1 2 3 4 5 6 7 8 9

D Test audio

% Make a free test call m
TIPS
How do I change my profile picture? Does Skype have the option to switch to darker colors when
Open Skype, click Menu (=), click I use it at night?
Settings, and then click Profile Yes. To switch to Dark mode, open Skype, click Menu (=), and
Picture. Click your existing profile then click Settings to display the Settings screen. Click Appearance
picture, click Upload Photo, select a and then in the Modes section, click Dark (O changes to @). To
new photo in the Open dialog box, and switch back to lighter colors during the day, open the Appearance
then click Open. tab and click Light (O changes to @®).
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Call Someone Using Skype

Once you have Skype set up on your PC, as described in the previous section, “Configure Skype,”
you are ready to make and accept video calls. When you make a call, note that the other person
has to accept the call before the conversation can begin. Similarly, when someone calls your PC, you
can either accept or decline the incoming call. This means you do not have to answer a call if you

are too busy or otherwise occupied.

| Call Someone Using Skype

Initiate a Call
@ Click the Calls tab.

Click the name of the person you want to
call.

O If your list of Skype contacts is long, you
can use this Search box to type the name
of the person you want to call.
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Skype

@, Paul McFedries C$0.00
{]

Q, People, groups & messages

G4 Meet Now [& New Chat

RECENT CHATS -~

-

Start chatting on Skype
Q Use Search to find anyone on
Skype.

Welcome, Paul

o

Tell your friends what you're up to /

Start a conversation

Search for somecne to start chatting with or go to
Contacts to see who is available.

Not you? Check account

Skype
@, Paul McFedries C50.00

{]
Q People, groups & messages 0

Calls
G4 Meet Now @ New Call

ALL -~

Who will you call first?

Use Search to find people on Skype

PEOPLE

@ David McHarper 0

SRR

Welcome, Paul

o

Tell your friends what you're up to /

Start a conversation

Search for somecne to start chatting with or go to
Contacts to see who is available.

Not you? Check account
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@

kype

34 Paul McFedries C$0.00
{]

Q People, groups & messages

e Click the type of call you want to make:

© You can click Video Call (cx) to make
a video call.

David McHarper

ow | B Gallery | O, Find

©

0- -0

David McHarper

® Active n

© You can click Audio Call ( = ) to make & soBe

a voice call.

© United States

4 Meet Now R New Call

ALL -

PEOPLE

5

Who will you call first?

Use Search to find people on Skype

@ David McHarper

& 1 Mutual Contact

Great, you can now start chatting.

Today

12:50 PM
Call 4m 225

© Type a message B 3 |

Accept a Call
© This bar appears when Skype

detects an incoming call. &)
@ Click video ([]). Sy ea———
. ] %
© If you want to use voice only, cra
you can click Audio (), RECENT CHATS -
instead.

@ To decline the call, you can click
Decline (BJ).

e When you are finished with the

Skype.

display the controls, and then
click End Call (B) (not shown).

-

Start chatting on Skype
call, click the Skype window to Q0 Use Search to find anyone an

Welcome, Dav

+ Chat

(]

Tell your friends what you're up to /

Start a conversation

Search for someone to start chatting with or go to
Contacts to see who is available.

Not you? Check account

PS

Can I call multiple people at once?

Yes, you can add two or more people to any video or
voice Skype call. Click the Calls tab, click +Call to
open the New Call window, and then click each
person you want to add to the call. When you are
done, click the Call button to start the call.

Can I call someone who is not in my Skype
Contacts list?

Yes. Click the Calls tab, click +Call to open the New
Call window, and then click Dial pad. In the dial
pad that appears, enter the phone number of the
person you want to call, and then click Call ().

135



Display a Location on a Map

ou can use the Maps app to display a location on a map. Maps is an app that displays digital maps
that you can use to view just about any location by searching for an address or place name.

When you first start the Maps app, Windows asks if it can turn on location services, which are
background features that help determine your current location and offer this information to apps
such as Maps. For the best results with Maps, you should allow Windows to turn on location services.

@ Click Start (a§).
© Click Maps.

@ B 0 2

C; Netflix
&’HE £ ktart a search O Ei e P~ ~ e 0 B ® 2

The Maps window appears. Mepe
o @ & Road v

O In the Navigation toolbar, you can click

Zoom in () and Zoom out () to bearch ~MERICA
see more or less map detail. T
© You can click Show my location ([@]) to bt e -y Atantic Ocean

see your current location. ;

Suggest a change

© 2020 Microsoft Corporation, © 2019 HERE
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e Type the address or the name of the aps o0 x
location. o Hroadv = £ B -

Hayden Planet] Q hd pm_/_/'k

L hayden planetarium

0 Click the location in the search results.

© To see a list of matching locations, you ‘
can click Search (,0) and then click the | 2 aen rarcarum <) e
location you want.

2 American Museum of Natural History
Central Park W 79th St, New York, NV 10024 Loy

2 Charles Hayden Planetarium
Science Park, Boston, MA 02114

Suggest a change

©/2020 Microsoft Corporation, © 2019 HERE

= ped

© Maps displays the location on the o
Hroadv »= 2 O

map.
© Maps displays information about the s o
location. - Hayden Planetarium P A T # Sign
416 TripAdvisor reviews @ ‘MS b l'/f,’a";‘ fschool
Directions |
@ You can click Tilt () to tilt the
map vert‘ica[[y. Yt e 12 o (G e 43 B ey &
GYOU can click Close () to hide the | © 200 Central Park W, New York, NY, 10024 F
location information. I — Swm‘wo:;v:;;mm 5
} @ wwwamnhorg ! Y ; |
; Add or edit info 5
‘ 4
= i
%
; What's Nearby
N 8 a a2z & B -
i & The Lake
7 & T T ™ - —y & ©2020 Microsoft Corporation, © 2019 HERE
How does Maps know my location? Can I turn off location services?
First, it looks for known Wi-Fi hotspots, which are commercial Yes. Click Start (&&) and then click

establishments that offer wireless Internet access. Second, if you Settings (). In the Settings app,

are connected to the Internet, Maps uses the location information | click Privacy, and then click Location.
embedded in your unique Internet Protocol (IP) address. Third, if Under the Allow Access to Location on
your PC has a Global Positioning System (GPS) receiver, Maps uses | this Device heading, click Change and
this GPS data to pinpoint your location to within a few feet. then click the Location switch to Off.
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Get Directions to a Location

Besides displaying locations, Maps also recognizes the roads and highways found in most cities,
states, and countries. This means that you can use the Maps app to get specific directions for

traveling from one location to another.

You specify a starting point and destination for a trip, and Maps then provides you with directions
for getting from one point to the other. Maps highlights the trip route on a digital map and also
gives you specific details for negotiating each leg of the trip.

Get Directions to a Location

@ click Directions (®).

@ The Map Views list appears (see the tip in
this section).

Click the travel method: Driving (&),
Transit (&), or Walking ().

Note: Maps assumes that you want to
start at your current location. If that is
true, skip step 3.

e Type the name or address of the
location where your journey will
begin.

0 Type the name or address of your
destination.

Q Click Get directions.
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oy © 2020 Microsoft Corporation, © 2019 HERE
Maps - @
o ¢ Hroadv *= 2 B
O == ¢ © @
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= [m] X

© Maps displays overviews of the Wars
available routes. L @ Broadv * £ O -
g ".’ ¥ e % ]
/ I :
. )
RE

w ;
3 N 7
SA

To Hayden Planeta
24 mi

© These boxes show the distance and
a2 & & o @

approximate traveling time for ‘
each route. 24 min - smi
@- Heauy traffic (2 min delay) %ﬁ

2
st

central Park

LINGDLN
sQ%

. via RT-GA N, W 17th St and W 16th St
@ Click Go for the route you want to g .
34 min - 38mi {5 3
ta ke' Heavr:t:fﬂ:\_; min delay) @ g < B
via 8th Ave, W 16th St and 8th Ave/Times Sq i L
~ - o HELLS KITCHEN @
+

Manhattan - MIDTOW]
CENTER

KOREATOWIN:

" &
TDOREITY

Suggest a change

£ aTiha ® 2020 Micresoft Comporation, © 2019 HERE

EiGHTS

Maps zooms in on the route.
Proceed towards highlighted route

© Maps displays the route
. . Then €] 01 mi 8thAve
instructions here. N IEEC - :
) FLATIRON - .S sy .
@ Maps tells you how much time b s WEIEE T e B
. .« e ed Bath = Adorama NYSC Lab. 3
and distance are remaining to oy O ) B O T
. . o Avenust 1 £ric
your destination. o M I
- O C”?,’l”" o Vegs
Chelsea | Institute Equinox
Note: As you travel along the route, = S
the instructions and the remaining 3 D= g W by gD
time and distance change sumics &1 1 are o[ 1e b o )t Ave
accordingly. e "0 o
States = =
i YOIE O
p—
gth Ava Anthropologie ;
24 win 1:06 04 & No GPS signal 46.

Can I get traffic information as I follow the directions provided by Maps?
Yes. Before you start these steps, click the Map views ~.- and then click the Traffic switch to On to see the

current traffic conditions:

e Green means traffic is moving normally on that route.
® Yellow means traffic is slower than normal.

e Orange tells you that traffic is slow.

® Red means traffic is heavy.
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Check Your Weather Forecast

ou can use the Weather app to view your city’s current conditions and five-day forecast. The
Weather app takes advantage of several online weather resources to obtain up-to-the-minute
conditions and forecasts.

The Weather app can check the forecast for a default location that you specify, or for your current
location, which uses Windows location services to determine your location and display the forecast.
If you would prefer to see the forecast for some other location, see the next section, “Check Another
City's Weather Forecast.”

Check Your Weather Forecast

Create a Default Location Forecast
@ Click Start (z8). @ -

A

o Click Weather. > [ ——
. AMD Radeon Software

. /AMD Radeon™ Settings Lite

@
Caleulator
Calendar

o

& B 0O 92

E Feedback Hub

a
R 2, P
o':: |,O|Stal‘tasearch | O B @ - = Ao 0 @@ g0

The Weather app appears. The first time you
start the program, it asks you to specify a ;
default temperature unit and location. ‘é}
€ Click Fahrenheit or Celsius (O changes to @). Hi Paul!

Welcome to MSN Weather

Personalize your weather content

Show temperature in

®  Fanvenheit Q cetsius
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0 Begin typing the name of the default
location you want to use in the Search
box.

e When you see the location in the list,
click it.

@ click Start.

Weather displays the location’s
current conditions and forecast.

Check Your Current Location
Forecast

@ Click Settings ().

Click Always detect my location

(O changes to @).

Weather asks for permission to use
your location.

€ Click Yes.

Weather determines your current
location.

0 Close and restart the Weather app. o

g & = |l

it

@
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Indianapolis
Towa, United States
Indiana Township
Pennsyivania, United States
Indianapolis (balance)
Indiana, United States
Indianapolis

Indiana, United States

Indiana
Pennsyivania, United States

indiana

Indianapolis, IN

e BR

Cloudy
Updated as of 228 PM

Feels ke 38°  Wind <1mph Vi

Barometer 3012in  Humidity B3%

56° so°

Mostly Cloudy

&4 Summary

CHAPTER

El Dpetails

Weather displays your current
location’s conditions and forecast.

@]

Launch Location
(changes take effect after app restart)

(®) Always detect my location
(O Default Location

Why does the Weather app say, “Your
location cannot be found”?

You have turned off location services.
Click Start (%®), click Settings (£8:), click
Privacy, click Location, click Change, and
then click the Location switch to On.
Click the Weather switch to On.

How can I see my city’s forecast when I start the Weather

app?

If your city is the only one added to Weather, then you see
your forecast when you start the app. Otherwise, make your
city the app’s default location. To do this, open the Weather
app, click Settings (#:), click Default Location (O changes
to @), and then type the name of your city in the text box.
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Check Another City’s Weather Forecast

ou can use the Weather app to view another city’s current conditions and five-day forecast. The

Bing Weather service uses online resources to obtain up-to-the-minute information on the current
conditions and weather forecasts for hundreds of locations around the world. If you are going to be
traveling to another city or if you are simply curious about the weather conditions elsewhere, you
can use Weather to look up the weather forecast for most cities around the world.

Check Another City’s Weather Forecast

0 In the Weather app, Weste
click Menu (=). O’E T

I @  Forecast

The menu appears. Indianapolis, IN

© Click Favorites.

Maps

it o F
& c
Historical Weather —_——

B
Partly Sunny

Y= Favorites m E - Updated as of 11:43 AM

mm 58"  Wind A 6mph  Visibility 9.9mi

E= w -
el (22 Barameter 2971in  Humidity 55% - Dew Point 40°

©  Send Feedback

Mon 3
59° 4

Mostly Cloudy

Hourly #4 Summary

D Get Microsoft News

The Favorites screen appears. & Weather
. = Favorites
€© cClick Add (FB).

& Launch Location
€ “Indianapolis IN

- B

Partly Sunny
| =
Favorite Places
©
4+ 3

A
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e Type the name of the city whose
weather you want to view.

O As you type, Weather displays place
names that match.

Q When you see the location that you
want, click it.

© Weather adds the location to the
Favorites screen.

Q Click the location.

Weather displays the city’s current
conditions and forecast.

CHAPTER
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= Add to Favorites

Add to Favorites

e % ] x P

=3

Toronto A
~ Ontario, Canada |3

Toronto piil
& Ohio, United States

Toronto A
© Ontario, Canada

Toronto yiil

South Dakota, United States

Toronto A

Kansas, United States

— Favorites

Launch Location

®

-Indiaqapc_lis,,lN
i o
e Yol
Partly Sunny
| =
@ Favorite Places
© | Toronto, Canada

Partly Sunny

How do I switch between Fahrenheit and Celsius? | How do I remove a city?
In the Weather app, click Menu (=) and then click To remove a location from the Places screen, follow

Settings (&) to open the Weather app’s Settings steps 1 and 2 to display the Favorites screen, right-
pane with the General tab displayed. Then click click the city that you want to remove, and then
either Fahrenheit or Celsius (O changes to @). click Remove from Favorites.
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Perform Calculations

You can use the Calculator app to make calculations and to convert numbers from one unit to
another. The app comes with a Standard calculator that you can use for basic calculations such
as addition, subtraction, multiplication, and division. For more advanced calculations, use either the
Scientific or the Programmer calculator.

Calculator also comes with a number of converters that you can use to change one value to a
different unit. For example, you can use the Length converter to change centimeters to inches, or
the Weight and Mass converter to change kilograms to pounds.

\ Perform Calculations

Start the Calculator
@ Click Start (z8).
Q Click Calculator.

. AMD Radeon Software
. AMD Radeon™ Settings Lite

C

Caleulator Q
e

L% Candy Crush Friends

The Calculator app appears.

Calculator = (m} x

| (n PR
&’ 88 | O ptartasearch

F= History  Memory

Select a Calculator or Converter i

0 Click Menu (E)' B S!andard@ 0 There's no history yet

A scientific

e Click the calculator or converter you want

! Graphing L2 e
to use. </* Programmer c @

Date Calculation
Converter & -
8 Currency

9 X
@ Volume
& Length 6 _
2 Weight and Mass

3 I

ﬂ Temperature

@ about
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Perform a Calculation pm— Er—
0 Click the numeric buttons to enter a = Standard 5 History  Memory
number. e 5 5 -
9 Click an operator. 15.25 0 1525
e Repeat steps 1 and 2 as needed. s " ws
O click Equals (). % ce c a
@ Calculator displays the result. 2 %= =
7 8 9 x 0
4 5 6 -

Perform a Conversion p— E—
@ Click the top - and then click the unit = Weight and Mass
you want to convert from.
CE &l
Q Click the bottom .~ and then click the
unit you want to convert to. 3.18 0
6 Click the numeric buttons to enter the Kilograms vﬂ 7 8 9
value you want to convert.
© Calculator displays the value you want to & 4 5 6
convert.
© Calculator displays the converted value. 7-01070 1 2 3
Pounds VQ
Sfj;:leq‘;?ll.;hg M2.2 0z (@) 7.35 soccer balls O

What is the Calculator app’s Memory feature and how | Is there a way to rerun an earlier

do I use it? calculation?

The Memory feature lets you perform a calculation, save | Yes. Calculator saves your last few calculations
the result, and then use that result as part of another in the History tab. To rerun a calculation, click
calculation. To save a result to memory, perform the History and then click the calculation. Note
calculation and then click the M+ button. To retrieve that you might need to scroll down the History
the result from memory, click the MR button. list to see the calculation you want.
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Record a Voice Memo

f you want to remember an idea or an inspiration, you could jot it down with pen and paper or

use the Notepad program as described later in this chapter (see the section “Write a Note”). An
alternative is to record a voice message using the Voice Recorder app. This is particularly handy if
you are already using a microphone to send commands to the Cortana voice assistant. Voice Recorder
also includes a feature that enables you to share your recordings with other people via email or
instant messaging. To use Voice Recorder, you must have a microphone connected to your PC.

Record a Voice Memo \

@ click Start (28).
e Click Voice Recorder.

The first time you launch Voice
Recorder, the app asks for
permission to use your PC’s
microphone.

Q Click Yes.
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s Productivity
m Settings

E Skype

n SmartAudio 3
Spotify.
E Sticky Notes.
v

Video Editor
E Voice Recorder 0
w

n Weather
] u Windows Accessories v
D u ‘Windows Administrative Tools v

n Windows Ease of Access ~
=] u Windows PowerShel v
& . Windows Security

n Windows System ~

O [start a search O o e P~ AR W g9

Let Voice Recorder access your microphone?

Let Vioice Recorder access your microphone?

To change this later, go to the Settings app.
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The Voice Recorder app appears.

Q Click Record ([¥]) or press (E10+(2).

O

Voice Recorder begins the recording. 00:00:16

e Speak your message into your PC’s
microphone.

@ You can click Pause (]|) to temporarily stop
the recording.

e When the recording is complete, click Stop
recording (©). &u i
© Voice Recorder adds the recording. e— ~ o x
@ Click Rename (=p). Ty 20 1238 U
Q Type a name for the recording. & raze 2280w 250

Q Click Rename.

Voice Recorder saves the recording
under the new name.

>

[ Poscastidea #57 @ x|

o0 @———
Rename
o . =ee

How do I edit audio from the beginning or the end of the How do I share a recording?
recording? Click the recording, click Share (12),
Click the recording you want to edit, and then click Trim (=) to and then click the app you want to
display the trim controls. On the left, click and drag the Start use, such as Mail. Fill in the rest of
trim marker (@) to the right to cut audio from the beginning; on the details, such as the recipient
the right, click and drag the End trim marker (§) to the left to address, and then send the

cut audio from the end. Click Save (&). recording.
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Set an Alarm

You can use the Alarms & Clock app to set an alarm to play at a specific time. You can set up the
alarm to play once, or you can have it repeat on specified days. You can also choose the sound
that Windows plays when the alarm goes off. Note that your PC must be turned on and awake for the
alarm feature to work.

You can also use the Alarms & Clock app to set up a timer that counts down from a specified number
of hours, minutes, and seconds, and to run a stopwatch for timing an event.

| Set an Alarm |

@ Click Start ().
© Click Alarms & Clock. & v

A

(@] Aiarms &1 Clock

. AMD Radeon Software
. AMD Radeon™ Settings Lite

c

Calculator
Calendar

-

-

D

E Dolby Audio

F

E Feedback Hub

G

a
| (an PR
&’ﬂ | £ Ftart asearch

The Alarms & Clock app appears. s 8 Gk o x

& Alam G Clock @ Timer  (© Stopwatch

& B D D

@ Alarms & Clock comes with a default alarm already Notifications will oy show if the PC is awake. Learn more

added. To modify this alarm, you can click it and 700 AM
then follow steps 4 to 9. O o ons <«

© You can click On/Off to toggle the alarm on or off.
e Click Add new alarm (+).

?
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0 Set the time of the alarm.
e Type a name for the alarm.

Q Click Repeats and then click the check box beside
each day you want the alarm to ring ([]] changes
to ).

0 Click Sound and then click a sound to play.

@ Click Snooze time and then click the interval the
app uses when you select Snooze.

© click save (F).

© Alarms & Clock adds and activates the alarm.

@ To delete an alarm, you can click Select alarms (:=),
click the alarm check box ([] changes to []), and
then click Delete ([i).

Alarms & Clock - [m] x
Notifications will only show if the PC is awake. Learn more
NEW ALARM
12 28

1 29 AM

2 | 30 ‘ PM 4
3 31

4 32
In 4 hours, 35 minutes

Alarm name

‘%ad\c- interview] x

Repeats

Only once

Sound

[ Chimes

Snooze time @

10 minutes

Alarms & Clock - o x
B Alam G Cock @ Timer (O Stopwatch

Notifications will anly show if the PC is awake. Learn more

7:00 AM )
Good morning ® ) o
Every day

2:30 PM
b-Radio interview @ o

Only once

|T|i @

How do I set a timer?

Play ().

At the top of the Alarms & Clock app, click Timer and then click the
displayed time to open the Edit Timer window. Edit the timer name
and then use the Duration boxes to set the number of hours, minutes, Play (P>) to start the watch. To
and seconds for the timer. When you are ready to start the timer, click | get a lap or split time, click

How do I use the stopwatch?
At the top of the Alarms & Clock
app, click Stopwatch. Click

Laps/Splits (FB).
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Write a Note

You can use the Notepad app to create simple text documents for things such as to-do lists and
meeting notes. Word processing programs such as WordPad, as well as powerful note-taking
apps such as the OneNote app covered in Chapter 9, are useful for creating complex and lengthy
documents, but they feel like overkill when all you want to do is jot down a few simple notes. For
these more basic text tasks, the Notepad app that comes with Windows is perfect because it offers a

simple interface that is easy to learn and use.

Write a Note \

Start Notepad
@ click Start ().

The Start menu appears.

@ Click Windows Accessories.

e Click Notepad.
Notepad opens.
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E Weather

u Windows Accessories 0
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. Winclows Security

u Windows System v
X

e
o E Xbox Console Companion
Bd
Eod

[ E

Xbox Game Bar

Y

= -

A O E ® gz @

E Remote Desktop Connection
E Snipping Teol

E Steps Recorder

~ E Windous Fax and Scan
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Write and Save a Note T -Untiied Notepod o =
rFile Edit Format View Hel
o Type your note text. 9 New e Ference

New Window Ctrl+Shift+MN

. -descriptive” (or "autological”) if it describes itself.
© Click File. prive” ¢ giest)
Save Ci+S  cyllabic" is self-descriptive because the word itself contains
1 Save As... Ctrl+Shift+5 st, the word "long" is not self-descriptive because it's a
€@ Click Save. e heShites _pst, e P
Page Setup...
Print... Ctrl+P
- -referential” if it refers to itself.
i

Here's a small collection of self-referential sentences:

Except for the last word, every word in this sentence uses only one or two syllables.
The letter "e" appears at least twelve times in this sentence.

This sentence has only one lousy adjective.

Sentences like these are but palindromes; but are these like sentences?

I'd tell you a secret if you stopped reading this sentence NOW, but unfortunately you also
need to know that the secret’'s password is fizbin.

"IS WRITTEM IN CAPITALS™, is written in capitals.

"is in quotes," is in quotes.

Is "Is a phrase” a phrase?

This is a somewhat bland sentence.

This sentence has almost no point to it.

Ln§, Col1 100%  Windows (CRLF) UTF-8
The Save As dialog box appears. F soves x
. . « v 4 [] s OneDrive > Documents a@ vl B O Search Documents
Select the folder in which you want to
. Organize Mew folder == =
save the file. ’ . coe
Name Status Date modified Type
. 3t Quick access
e Type a name for the ﬁle' 9 Deskion . AccessExpert o 020 11:41 AM File folder
‘ Downioads . D WordExpert o] 011:41 AM File folder
. ExchangeRates o] 19 11:35 AM Text Document
e Cth Save‘ Documents * 2] Paul's Notebook @R Internet Shortcuf
[&=] Pictures -
Notepad saves the file. Documents
D Music
B videos
@ OneDrive
[ This PC
¥ Network
< >
File name: | Lecture Notes.tct -
Save as type: | Text Documents (*xf) v

A Hide Folders Encoding: | UTF-8 6 Cancel

Can I create a temporary note? What is the difference between Notepad and WordPad?

Yes. If you just want to jot down a Notepad is called a text editor and you use it only to enter and edit
phone number, you can create the text. WordPad is called a word processing program and you use it
Windows equivalent of a sticky note | not only to enter and edit text, but also to format that text with
by clicking Start (3&) and then fonts, sizes, and colors; apply bulleted and numbered lists; insert
clicking Sticky Notes. images; and more.
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CHAPTER 7

Working with
Images

Whether you load your images from a digital camera or a scanner, download
them from the Internet, or draw them yourself, Windows comes with a
number of useful tools for working with those images. In this chapter, you
learn how to import images from a camera, view your images, fix photo
problems, and delete images.

Photos - Ashbridges Bay 112JPG

+ Addto

B Slideshow
B Saveas
Il Resize

[y Copy

i= Open with

Ed Setas

3 View actual size

@ File info

A7 Send feedback

& Settings




Import Images from a Digital Camera. . . . . . . . ... 154

ScananImage. . . . . ¢ ¢ ¢ ¢t v v i it e e e e e e e 156
Navigate the Pictures Folder . . . . . . . .. ... ... 158
ViewYourImages . . . . ¢ v v v ¢ ¢ ¢ 0 0 o o o o o 160
StartaSlideShow . . . . ... ... ... 162
RepairanImage . . . . . . . ¢ ¢ v v v v e 0 v o 0w 164
Add a Photo Effect. . . . . . . ... ... ... ... 166
CropanImage . . . . ¢« ¢ ¢ ¢ ¢ v v e o o o o o o o oo 168
RotateanImage . . . . . ¢ ¢ ¢« ¢« ¢t ¢t v e o 0 0 0 o v 170
DeleteanImage . . . . . ¢« ¢« ¢ ¢ v v v ¢ v 0 0 0 0w 171
PrintanImage. . . . . . . ¢ ¢ ¢ ¢ v v e v e 0 v e 172

Take a Picture with YourPCCamera. . . . . . . . . . . 174



Import Images from a Digital Camera

You can import photos from a digital camera and save them on your PC. If your camera stores the
photos on a memory card, you can also use a memory card reader attached to your PC to upload
the digital photos from the removable drive that Windows sets up when you insert the card.

To perform the import directly from your digital camera, you need a cable to connect your camera
to your PC. Most digital cameras come with a USB cable. After you have the digital photos on your

system, you can view or print the images.

o Plug in your mobile device, camera,
or memory storage card reader.

Note: If Windows displays a notification,
click the notification and then skip to
step 5.

Note: If your device asks if you want to
allow access to its photos, click Allow.

© click File Explorer (5.).
€@ Click This PC.

File Explorer displays a list of the devices
attached to your PC.

O Right-click your digital camera.
e Click Import pictures and videos.
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Home  Share  View ~ @
4 o > Quickaccess » v o P Search Quick access
# Quick access ~ Frequent folders (7)
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Documents
Documents Pictures
] Pictures ol This PC = T
Documents * »
b Music Documents Music
B Videos o OneDrive J\ This PC
@ OneDrive
Videos
I This PC n This PC
o Network
> Recent files (13)
& O Startasearch QO & e W A E e
L] = | ThispC - O X
Computer  View ~ @
<« v 4 @, ThiseC » v o P Search This PC
v
s Quick access Folders (1)
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& Downloads ~ #
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The Import Pictures and Videos

B Import Pictures and Videos — X

dialog box appears.
e Click Import all new items now 122 new pictures and videos were found

(O changes to @) (O Review, organize, and group items to import
0 Type a name to use for the &@)IMPM‘ all new items now

import. [ Ashbridges Bay] {

o3 .

© Click Import. ¥ Addtag

More options

Windows imports the photos. B 1 01 11 = | mporsa ictuessnd vieos -0 x
Home  Share  View - @
When the 'import is Complete, File &« “ 4 > Imported Pictures and Videos v | ® | O Searchimported Pictures and Videos
Explorer displays your imported photos. 4 Gk 2020-02-04 Ashbridges Bay (CAUsers\Paul MPictures) (122) 0 .
. . . [ Desktop -
@ Windows stores the imported photos in $oomionts + [ |
. . ocuments bis
your Pictures folder in a folder named S, H by
aﬂ:er tOday'S date. ) Z °°°°°° ts Bay 001 Bay 002 Bay 003 Ba;lt-)o;
& vid
@ OneDrive
[ This PC
¥ Network
122 items

How can I import just some of the photos on my camera?

If you want to import only a subset of your photos, follow steps 1 to 5 to open the Import Pictures and
Videos dialog box. Click Review, organize, and group items to import ([] changes to []) and then click
Next. You now see the camera photos grouped by date. Click Select all (® changes to O) to deselect all

the groups. Click the check box ([C] changes to []) and type a name for each group you want to import,
and then click Import.
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Scan an Image

You can create a digital copy of a photo or other image by using a document scanner, or the
scanner component of an all-in-one printer. The scanner copies the image to your computer,
where you can then store it as a file on your hard drive.

You can use a scanned image in many ways. For example, you can scan a photo to email to friends or
publish on a web page. You can also scan a logo or other image to use in a document.

o Turn on your scanner or all-in-one printer and A rep oomme tne e e~ )
position a photo or other image on the scanner e

bed. =i :Lndmsrannam 0 g
Apps

o In the taskbar’s Search box, type scan.

2]

Windows Fax and Scan

. . @ Defragment and Optimize Drives > App
€@ Click Windows Fax and Scan. e
1 Printers & scanners > = open
53 Hear only sounds for common N T Run a5 administrator
actions . y
n Open file location
& Adda printer or scanner > 9 Pin to Start
W Virus & threat protection > 7 Pin to taskbar
[0}

E Change advanced color Uninstall

management settings for

E3 Tumn the On-Screen Keyboard on
or off

@ Let Windows manage my default
printer

search the web

L scan - see uits >
0 scarﬂﬂ;g [o =11 e ™ A E @

5 Windows Fax and Scan
Edit

The Windows Fax and Scan window
appears.

Scan .. ¢ FileName File Type  Size Source

e Click the Scan tab. [& Documents 2742020 ... Welcome Scan Jpg 504.3KB  Windows Fax and Scan Team
© Click New Scan.

156



CHAPTER

Working with Images 7

The New Scan dialog box appears. New Scan X

@ click the Source - to select from Scanner: Bother DCP-L25400W e
where in the device the document will

Profile [Photo (Default) ~|

be scanned.
Source: |Flaihed V@

0 Click the File Type - to select the
file type you want to use for the

Paper size:

I I <

SCanned image ﬁl_e. Color format: Color
. . . ile type: JPG (JPG File)
@ Click the Resolution '3’ to specify the | ™" U
. . . =]
scan resolution. i w -y
Note: The higher the resolution, the Biihiness ] o]
sharper the image, but the larger the Contrast ] ]
resulting file.
. . Preview or scan images as separate files
© Click Preview.
w Preview | | Scan | | Cancel ‘
@ A preview of the scan appears here. New Seen
Click and drag the square handles at S iy
the corners of the rectangle to set
Profile: Photo (Default)

the scan area.

Source: Flatbed

@ Click Scan.

Windows Fax and Scan scans the

Paper size:

Color format: Color

I I < l
1
X i -

image.
File type: JPG (JPG File)
Resolution (DPI): =
Brightness: . EI
Contrast: . EI
Preview or scan images as separate files
Preview | | Scan @hncel |
How do I view a picture I have previously What other methods can I use to scan an image?
scanned? Scanners and all-in-one printers come with a Scan button

Windows Fax and Scan displays your scans in the that you can press to start a new scan. In Paint (type
Scan tab. Also, Windows stores each image in the | paint in the taskbar’s Search box and then click Paint),
Scanned Documents folder in the Documents folder. | click File and then click From scanner or camera.
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Navigate the Pictures Folder

efore you can work with your images, you need to view them on your PC. You do that by using
the Photos app to open the Pictures folder, which is a special folder designed specifically for

storing images.
To get more out of the Pictures folder, you need to know not only how to open it, but also the basic
techniques for opening any albums that you have stored in the folder.

Navigate the Pictures Folder

@ click File Explorer (5.).

e O Startasearch (@] gt e " [~ A & [ e
The File Explorer program window W1 4 [ = | Flexplorer - o0 x
appears‘ Home  Share  View - @
4 st > Quickaccess » V) O Search Quick access
. .
© click Pictures.

# Quick access ~ Freguent folders (7)
I Deskiop * Desktop Downlaads
¥ Downloads -~ - 1;“5 b I,h‘s e
Documents

o Documents Pictures

ictures * This PC This PC

., Documents — +
& Music Documents Music
B videos © ' OneDrive Jj This PC
<
@ OneDrive
E Videos
3 This PC This PC
= Network
> Recent files (13)
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The Pictures folder appears.
@ Items with folder icons are subfolders.

© Items without folder icons are individual
images.

e Double-click a subfolder.

File Explorer displays the subfolder’s
images.
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= < | Pictures - o X
Home  Share  View ~ @
« v 4 =] > ThisPC > Pictures > v o O Search Pictures

v 5k Quick access
I Desktop
¥ Downloads
Documents
[&=] Pictures

Documents
B Music

Pictures
8 Videos

> @ OneDrive
> I ThispC

> e Network

~ e Y
* 4’ i A
. ¥
1
. o
2020-02-04 Camera Roll Florence Footpaths Montreal
» Ashbridges Bay
-

-9

Scans

Scotland

Saved Pictures. Venice

Chase at 8 weeks Eiffel Tower

Flower 2

Hummingbird

0

Rhino

Sunset at the

cottage
20 items &[]

| < | Manage 2020-02-04 Ashbridges Bay - a X
Home  Share  View  PictureTools - @

€ oo

s Quick access

i -
I Desktop »
& Downloads v !
Documents
Bay idges Bay
&) Pictures * 055 056
Documents  #
D Music
Pictures
B Videos
& OneDirive
[ This PC
¥ Network
Bay ges Bay
066 067
Bay By
72 A
60items =]

» ThisPC » Pictures » 2020-02-04 Ashbridges Bay v O O Search 2020-02-04 Ashbridges Bay

Do I have to use File Explorer to navigate the Pictures folder?

No. Although File Explorer is often the easiest and fastest way to navigate the Pictures folder, it is not the
only way. An alternative method is to use the Photos app, which you launch by clicking Start (3&) and then
clicking Photos. You can then use the commands that run across the top of the window to view the pictures
by collection, by album, and so on. See the next section, “View Your Images,” for more information.
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View Your Images

f you want to look at several images, Windows gives you two methods to navigate backward and
forward through the images in the Pictures folder. First, you can use File Explorer to open an
individual image for viewing in the Photos app, and then navigate through the other images in the

same folder. Second, you can use the Photos app directly to view your images by collection or by

album.

View Your Images

View Individual Images
@ 1n File Explorer, open the folder that

contains the images you want to view.

Note: See the previous section, “Navigate
the Pictures Folder,” for details.

Q Double-click the first image that you
want to view.

The image appears in the Photos
app.

e Click the right-pointing arrow (>)
to scroll right.

The Photos app displays the next
image from the album.

0 Repeat step 3 to continue viewing
the album images.

@ You can return to the previous
screen of images by scrolling left.

You can also press (£ to see the
next image and (3 to see the
previous image.
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Home

€ o oen

# Quick access
[ Desktop
¥ Downloads
Documents
=] Pictures

Documents
B Music
Pictures

& videos

@ OneDrive

[ This PC

& Network

60 items

Manage 2020-02-04 Ashbridges Bay _ o %

Share  View Picture Taols

» ThisPC » Pictures » ZHZO-DZ-MAshbridgsBayﬂ o

% NN oW

Ashbridges Bay
104

Photos - Ashbridges Bay 111PG — @ X

[a See all photos




View Images by Collection or Album
@ Click Start (z8). =

. 3D Viewer
0 Click Photos.

G Alarms & Clock

E Calculator

Calendar

® | Camera

n >
o]

o

.
D
Dolby Audio

& B D

E Feedback Hub
9]

AMD Radeon Software

AMD Radeon™ Settings Lite

Candy Crush Friends
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-
&-E |p|fypeheretosearch o H @ = & Ao @z o

The Photos app appears. o

Note: The first time you start Photos, you
might see an introduction to the app. If so,
click Next to run through the screens, and then
click Let’s go.

e Click Collection.

(© Alternatively, you can click Albums to view
your pictures by album.

January 2020

0 Scroll down and up to view your images by
collection or album.

=
&»{u\\eﬂmn Albums  More v Search people, places, or things.. O iE Seet I impon (B ...
i}

@ OneDrive . X

||

Is there an easier way than scrolling to find the image I
want to view?

Yes, you can search for the image. In the Photos app, use the
Search box to enter all or part of the image name. You can
also enter the image location (the city or country where you
took the photo) or an object within the image (such as water
or a dog).

Can I view an individual picture in a
collection or album?

Yes. Scroll to the image you want to view and
then click it. You can then navigate the images
as described in the subsection “View Individual
Images.” To return to the collection or album,
click Back (G).
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Start a Slide Show

Instead of viewing your photos one at a time, you can easily view multiple photos by running them
in a slide show. You can run the slide show from within the Photos app. The slide show displays
each photo for a few seconds and then automatically moves on to the next photo.

Alternatively, you can view a slide show of images using the Photos tile on the Start menu. This slide
show uses recent images from your Pictures folder.

Start a Slide Show

In the Photos App protr Eg— — o x

Collection  Albums  More + Search people, places, or things... P = Select [ Import A,

In the Photos app, display the
collection or album that contains 0BE
the photos you want to display in P 4

your slide show. '

Click the first image you want to
display in the slide show.

2020

2019

2017

2013

2005 &

Photos opens the image. Photor - bt By 1069 - o «x

. to (vl o o v 1= e
€@ Click See more (--). A coe v om s * ©
@ click Slideshow. |

The Photos app begins the slide
show.

E Slideshow-
Save as
N Resize
M Copy

Note: You can also start the slide
show by pressing ().

i5 Open with
B Setas >

3 View actual size
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On the Photos Tile

@ 1n the main Photos app window,
click See more (---).

e Click Settings.

The Settings window appears.

€@ In the Appearance section, click
The app tile shows ~.- and then
click Recent photos.

The next time that you display
the Start screen, the Photos tile
displays a slide show of recent
images from your Pictures folder.

Note: If the Photos tile does not
show the images, right-click the tile,
click More, and then click Turn

Live Tile on.

TIP
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Photos

Collection  Albums

January 2020

More v

& OneDrive - [m] X

yel I= Select /.. .40

New video

Search people, places, or things... [ Impert

i Refresh

Slideshow

27 Send feedback
&

Seﬂings@

=

Settings

Appearance
Tile

The app tile shows

Mode
QO vight
O Dark

@ Use system setting

3

Recent photos

want: Slow, Medium, or Fast.

Can I change the speed at which the slide show displays the images?

No, not with the Photos app. However, you can adjust the speed if you start the slide show from File
Explorer. Click File Explorer (=) on the taskbar, open the Pictures folder, and then click the folder that
you want to view. In the Ribbon, click the Picture Tools tab and then click Slide show to start the show.
To control the speed, right-click the screen to display the shortcut menu, and then click the speed that you
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Repair an Image

You can use Photos to improve the look of digital photos and other images. When you open
an image in Photos, the application bar offers a number of tools for repairing various image
attributes.

The easiest way to repair an image is to use the Enhance Your Photo filter, which automatically
adjusts an image’s brightness, color, and clarity. You can also correct any of these elements
manually, as well as remove red-eye and hide photo flaws.

‘ Repair an Image

Repair an Image Automatically Protos - Asrdges By 0976 - o x
+ addto a W v @ u ® ®-

F Edt ﬂ
Crop, add fi ects, and more

@ 1n Photos, display the image you want to
repair.

e Click Get creative with this photo (24). 2
€@ Click Edit. L
‘_"_—I Add animated text NEW

Make titles pop

- Create a video with music
=
Customize with music, text, and more

O Edit with Paint 3D

Create cutouts, add stickers and more

Photos displays the image editing 20 oo Onerive
tOOI_S. H croparotate | GF Filters | 65 Adjustments o

a Cl.iCk FilterS. Enhance your photo :
e Click Enhance your photo.

() Photos repairs the image
automatically.

Slate

Saveacopy Vv Cancel
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Repair an Image Manually s - ity 0069 ~ 0 «x
o In Photos, display the image you S e W@ e “0
want to repair. i

Click Get creative with this

photo (X). &

€@ click Edit.

y Draw
"~ Add an artistic touch

g‘ ,:\dd 3D effects NEW
Cre.

ate rain, add confetti, and more

A_j Add animated text NEW
Make titles pop

eo with music

stomize with music, text, and more

o Edit with Paint 3D
Create cutouts, add stickers and more

Photos displays the image editing Photos

tools. Y coparowte 3 Fiters | 206 Adjustments pR—
0 Click Adjustments. - Light

e Use the sliders to repair the
image as needed.

() Photos adjusts the image as you
move the sliders.

@ Cclick this ~ and then click

Save. ' Bae = il Vignette
Photos saves your changes. ; !
O If you prefer to leave the © g
original as is, you can click e 6 -
Save a copy, instead. e |
TIPS
How do I remove red-eye from a photo? Can I remove a small flaw in a photo?
When you use a flash to photo a person or Yes. Photos enables you to perform a spot fix, which
animal, the light may reflect off the subject’s replaces an element from the photo with colors from
retinas, resulting in red-eye. To fix this, follow the surrounding area. To perform a spot fix, follow
steps 1 to 4 in the subsection “Repair an Image | steps 1 to 4 in the subsection “Repair an Image
Manually,” click Red eye, and then click each Manually,” click Spot fix, and then click every part of
red eye. the flaw until it is no longer visible.
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Add a Photo Effect

ou can enhance the look of an image by applying one or more of the effects offered by the
Photos app.

The Vignette effect darkens the edges and corners of the photo, which adds a natural frame around the
image and draws attention to the interior of the photo. You can enhance the look of a photo by applying
a filter. Some filters lighten the photo’s colors to make the image stand out more, while other filters
darken the image to create a moodier look. There are also several black-and-white filters you can apply.

Add a Photo Effect

Apply a Vignette Effect R —
o In Photos, display the image you e “@ e wmm 0

want to work with. = Edi.ﬂ
Err e b
| ﬂ Edr:w artistic touch

@ Add 3D effects
I add confetti, and more

Click Get creative with this

photo (). E

€@ Click Edit.

NEW
A._—I Add animated text NEW
Make titles pop

¢ - Create a video with music
omize with music, text, and more

O Edit with Paint 3D
eate cutouts, add stickers and more

Photos displays the image editing
tOOI.S. [ coparotate [ Fiters | 3 Adjustments Adjustments

0 Click Adjustments.

e Click and drag the Vignette slider 4 Do ;
until the vignette is at the level you o
want. ‘ | =R
-3 Nem

Q Click this ~.» and then click Save.

Clarity

Photos saves your changes. ’f S

-2 3 1&._. S

O If you prefer to leave the original as e 2 Lozt
is, you can click Save a copy, instead.

Save

A Save acopy ™
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Apply d Filter Photos - Ashbridges Bay 081.PG — o %
0 In Photos, display the image you Fihadta @ m 9 2 ¥ 0B o v@

want to work with. B ﬂ
Crop, add fi ects, and more

Draw
Add an artistic touch

- Add 3D effects

Create rain, add confett], and more

Click Get creative with this
photo (X).
€@ click Edit.

Add animated text
Make titles pop

NEW

Create a video with music
Customize with music, text, and more

Edit with Paint 3D
Create cutouts, add stickers and more

Photos displays the image editing = Oneive
tOOI.S. t],_ Crop & rotate %f Filters - A 3

@ Click Filters.
e Click the filter you want to apply.

Filter intensity

G Click and drag the Filter intensity
slider to set the intensity of the filter.

@ Click this - and then click Save.
Photos saves your changes.

© If you prefer to leave the original as
is, you can click Save a copy, instead.

After I have applied one or more effects, is there an easy way to discard my changes and start over?
Yes, Photos offers several methods that enable you to remove all your adjustments and return to the original
image. If you want to start over, the easiest method is to click See more (J) and then click Undo all. If
you want to exit Photo’s editing tools, you can click either Cancel or Back (B&) and then click OK when
Photos asks you to confirm that you want to leave without saving your changes.
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Crop an Image

f you have an image containing elements that you do not want or need to see, you can often cut

out those elements. This is called cropping, and you can do this with Photos. When you crop a
photo, you specify a rectangular area of the photo that you want to keep. Photos discards everything
outside the rectangle.

Cropping is a useful skill to have because it can help give focus to the true subject of a photo. Cropping
is also useful for removing extraneous elements that appear on or near the edges of a photo.

‘ Crop an Image

o In Photos, display the image you want to Photos - MG 02057

crop. + addto Q mwm oo @ " w % VQ
Q Click Get creative with this photo (). y m mﬂmmm

. 0 S Draw
e Click Edit. E: e
&? @ Add 3D effects NEW
Create rain, add confetti, and mare

AJ Add animated text NEW
Make titles pop

M Create a video with music
13 I 2
Customize with music, text, and more

{71 () Editwith Paine 3D
7 Create cutouts, add stickers and more

Photos displays the image editing tools.

(@ The Crop & Rotate tab is selected by
defa U l.t. Straightening

Crop & rotate

() Photos displays a cropping rectangle on

the phOtO. 75 Rotate

{0} Aspect ratio :

Save a copy g Cancel

168



CHAPTER

Working with Images 7

Q Click and drag any edge or any corner
of the rectangle to define the area you A Adistments Crop & rotate
want to keep.

Straightening
Note: Remember that Photos keeps the area
inside the rectangle. 73) Rotate

. i Aspect ratio :

'9 Reset

Save acopy V¥ Cancel

© click this ~ and then click Save. gl

Y Coplirotate | G Fites 6 Adjustments Crop & rotate

Photos saves your changes.

Straightening

@ If you prefer to leave the original as is,

you can click Save a copy, instead. —
o otate

. i Aspect ratio :

'9 Reset

Save 5

Saveacopy v 5 el

TIP

Is there a quick way to crop a photo to a certain size?

Yes. Photos enables you to choose a specific aspect ratio, which is the ratio of the photo’s width to its
height. Common aspect ratios include square (same width and height), widescreen (16:9), and 3:2. Repeat
steps 1 to 3 to display the cropping rectangle over the image. Click Aspect ratio. Click the ratio you want
to use, such as Widescreen, 3:2, or 7:5. Continue with step 5 to save the cropping.
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Rotate an Image

You can rotate and straighten an image using Photos. Depending on how you hold your camera
when you take a shot, the resulting photo might show the subject sideways or upside down. To
fix this problem, you can use Photos to rotate the photo so that the subject appears right-side up.
You can rotate a photo either clockwise or counterclockwise.

Rotate an Image \

0 Open the image you want to rotate. Photes - Achbridges Bay OTTFG - o

@ Click Rotate () until the image is the |~ ™"
way you want it.

Note: You can also rotate the image by 1

pressing (200 +().

(@ Photos rotates the image and saves your Photes - Ahbrdes By 07196 ~ o
changes. + Adato

Note: To straighten an image, click Get
creative with this photo (), click Edit, and
then drag the Straightening slider left or right
until your image is straight.
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he images that you create may not always turn out perfectly. A photo may be blurry, or an edited
image may not turn out the way that you want it to.

When you are viewing an album or watching a slide show, having a bad image can make the experience
less pleasant. You can prevent that from happening by deleting an image you no longer want to work
with or view. You can delete a single image or multiple images with a single command.

Delete an Image

o Open the image you want to delete. Phosc: - Ashoridges By 122.6G - o x
@ Click Delete (fil). e

Note: You can also delete the image by

pressing (L0

o

Photos asks you to confirm the deletion. € Photos - cheridges By 122065 - o x
. I Addto @ Ti < = = [ % =4
Click Delete. )
3 -
Photos deletes the image.
=
Delete this file? >
Are you sure you want to delete this file? =
5 =

D Don't show this warning again

Delete Cancel
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Print an Image

You can print an image from the Pictures folder, or from any subfolder in the Pictures folder. When
you activate the Print command, the Print Pictures dialog box appears. You can use this dialog
box to choose a printer and a layout, and to send the image to the printer.

You can print a single image or multiple images. If you work with multiple images, you can print
them individually or print two or more images per sheet.

Print an Image

o Open the image you want to print. Phetos - 20170608 Scotland_2017_401jpg - o x

. 3 Qo o [0] ~ =3 ..
@ Click See more (-..). M s 0 S . 9

1
Photos displays more commands. Photes - 0170608 Scatard 2017 401jpg ~ o «x

. . o v 5 O] i =4

€ Click Print (&). e DL %
. @4’

Note: You can also run the Print command

Slideshow

by pressing (1) +().

Save as

m

Resize

T

Copy

Open with

Set as >

o|a @

View actual size
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The Print pane appears.

() Photos displays a preview of the
printout.

0 Click ~ and click the printer you
want to use.

e Select the number of copies you
want.

e Click ~~ and select the orientation &

of the photo.

0 Click ~ and select the paper size
of the printout.

Q Click ~~ and select the paper type
of the printout.

(© If you want to set extra options
such as the color mode, you can
click More settings.

© Cclick Print.

Photos sends your image to the
printer.

CHAPTER

Working with Images 7

20170608_Scotland_2017_401.jpg - Print X
Printer
(L Brother DCP-L2540DW series VM U
Printer
Let the app change my printing preferences
@ on

Orientation

| D Landscape

Copies

Paper tray

| Auto select

Paper size

Letter
850" x 11.00"

Paper type
| Plain Paper

L | +

Paper tray

| Auto select

Paper size

Letter
8.50" x 11.00"

Paper type
| Plain Paper

Photo size

| Full page

Page Margins

| Normal

Fit

| Fill page

More seﬂings@
% Print Cancel

Which orientation should I use?
The orientation determines how
Photos lays out the image on the
page. If your image has a greater
height than width, choose Portrait;
if your image has a greater width
than height, choose Landscape.

What type of paper should I use for my photo printouts?

You can purchase a variety of photo-quality paper types for printing
your digital photographs. Photo-quality paper, though more expensive
than multipurpose paper, is designed to create a more permanent image
and improve the resolution and color of the printed image. Photo-
quality paper comes in glossy and matte finishes. Be sure to select a
photo-quality paper that your printer manufacturer recommends.
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Take a Picture with Your PC Camera

f your PC comes with a built-in camera or if you have an external camera attached to your PC, you
can use the camera to take a picture of yourself, someone else, your surroundings — anything you
want — using the Camera app.

The Camera app also gives you the option of recording a video. The Camera app stores each photo or
video in a folder called Camera Roll, which appears in your Pictures folder.

@ Click Start (a§).
© Click Camera.

Alarms & Clock
. AMD Radeon Software

. AMD Redson™ Settings Lite

<

Caleulator
Calendar

Candy Crush Friends.

o [l
S . [T
= F
PR .
I = [——
&>== | 2 [iype here to search
The first time that you start Let Camers access your precise location?
the Camera app, it asks for
permission to use your location. Let Camera access your precise location?
e Click Yes. To change this later, go to the Settings app.
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The Camera app loads.

O A live feed from the camera
appears.

@ If you want to adjust settings
before taking the photo, you can

click Settings ().

Q When you are ready to take the
photo, click Take Photo ([5).

© If you want to record a video
instead, you can click Video (mm)
and then click Take Video (m).

The Camera app takes the photo or
starts the recording.

a If you are recording a video, click
Stop Taking Video () when you are
finished.

The Camera app saves your photo or
video.

I accidentally clicked No when I first My video recordings take up lots of space. Can I fix this?
started the Camera app. How can I Yes, you can switch to a lower resolution, a lower frame rate, or
change this? both. Click Settings (), and then click the Video quality -~

Click Start (&&) and then click Settings (£8:). | in the Videos section. The default resolution is 720p 16:9 (1280 x
Click Privacy and then click the Location 720), but you can select a smaller resolution such as 540p 16:9
tab. Click the Camera switch to On. (960 x 540) or 480p 4:3 (640 x 480).
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CHAPTER 8

Working with
Multimedia

If you are into movies, TV shows, or music, you will appreciate the Windows
apps that help you play, organize, edit, and generally get the most out of
your multimedia. This chapter gives you the details on all the Windows

media apps.

Photos

Photos Video Projects Search people, places, or things...

Welcome to Video E

Create a new video with musi

=] New video project [N




Import Videos from a Digital Camera . . . . . . . . .. 178

Navigate the Videos Folder. . . . . . ... ... ... 180
WatchaVideo . . . . . . . . ¢ v v v v v v v v v v o 182
EditaVideo. . . . .. ... ... 184
MakeaMovie . . . . v v ¢t v v i b v i b e e e 188
PlayaMusicCD . . . . . ¢ v v v v v v vt v v o oo 192
Copy Tracks fromaMusicCD . . . ... ... .. ... 196
Navigate the MusicFolder . . . . . . . . . ... ... 198
Play Music. . . &« ¢ v v v 0 vt 0 v e e v e e e e e e 200
CreateaPlaylist. . . . ... ... ... 202

Switch Between Audio Devices . . . . . . . . . . . .. 204



Import Videos from a Digital Camera

You can import videos from a digital camera and save them on your computer. If your camera

stores the videos on a memory card, you can also use a memory card reader attached to your PC
to upload the digital videos from the removable drive that Windows sets up when you insert the card.

To perform the import directly from your digital camera, you need a cable to connect your camera
to your PC. Most digital cameras come with a USB cable. After you have the digital videos on your

system, you can view them.

0 Plug in your camera or memory
storage card reader.

Note: If you see a notification, click the
notification and then skip to step 5.

© click File Explorer (5.).
€@ Click This PC.

File Explorer displays a list of the
devices attached to your PC.

0 Right-click your digital camera.
e Click Import pictures and videos.

The Import Pictures and Videos
dialog box appears.

e Click Review, organize, and group

items to import (O changes to @).

@ To make sure your videos are
imported into the Videos folder,
you can click More options and
follow the instructions in the
first tip.

@ Click Next.
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= < | This PC
Computer View
« v 4 O ThisPC v O 2 Search This PC
s Quick access ~ Folders (7)
I Desktop » 3D Objects Desktop
& Downloads -
Documents . Document Downlaads
[&] Pictures * £
Documents
b Music $ Music Pictures
Pictures
B videos
@, OneDrive
~ Devices and drives (2)
[ This PC \wiiea n
Apple iPhone
& Network !. T
Open in new window
Pin to Quick access
Pin to Start
Create shortcut
Properties
Yitems 1 item selected
iR O Startasearch (o] j=H e - ﬂ

= Import Pictures and Videos

9 new pictures and videos were found

&@ Review, organize, and group items to import

O Impeort all new items now

More options 0




Windows displays the photos and videos
that are on your camera.

e If a group contains both photos and
videos, click the group’s View all X items
link (where X is the number of photos and
videos in the group).

() Videos are indicated with a filmstrip
graphic.

Q Click each video that you want to import
(7 changes to []).

@ Type a name for each video import.
@ Click Import.

Windows imports the videos. When the
import is complete, File Explorer displays
your imported videos.
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B Import Pictures and Videos

Select the groups you want to import
1 item selected in 1 group
Your pictures and videos are grouped by date and time. Each group will be saved to a different folder.

[ select all

|1 Enter a name
1/10/2020 to 1/11/2020
#7 Add tags

View all 3 items<:>

|l Entera name
1/9/2020, 8:42 AM
#9 Add tags

|l Entera name
1/8/2020, 8:34 AM
#3 Add tags

View all 2 items

Viewsll 2items ¥

v Expand all

Adjust groups:

e Back
3 Import Pictures and Videos - [m] X
Select the groups you want to import
10 items selected in 6 groups
Your pictures and videos are grouped by date and time. Each group will be saved to a different folder.
[ select all
~
| Dog lraining|
1/10/2020 to 1/11/20
¥ Add tags
|l Entera name .
1/9/2020, 8:42 AM
#7 Add tags v
A Collapszall Adjust groups: 1

More optiens

How do I ensure my videos are
imported into the Videos folder?
Follow steps 1 to 5 to open the
Import Pictures and Videos dialog box
and then click More options. Click the
Import videos to .- and then click
Videos. Click OK.

How can I get my imported videos to appear in the Movies &
TV app?
In the taskbar’s Search box, type movies and then click the Movies &
TV app from the search results. Click More options (---), click Settings,
click Choose where we look for videos, and click Add (4). Click the
folder that Windows created when you imported your videos, click
Add this folder to Videos, and then click Done.
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Navigate the Videos Folder

efore you can work with your videos, you need to locate them on your PC. You do that by using
the Movies & TV app to open the Videos folder, which is a special folder designed specifically for
storing digital videos, movies, and TV shows.

To get more out of the Videos folder, you need to know the basic techniques for opening any videos
that you have stored in it. If you are looking for commercial movies or TV shows, you can also use
the Movies & TV app to buy or rent a movie or to buy a TV show episode.

Navigate the Videos Folder

@ Click Start (z8).

— M -
@ Click Movies & TV. - Q- U mx
- el
E AT c»ﬁceﬂ (S ] Mail“
Micrasaf: Sclitaire Collection
m Microsoft Store. a
¥ 8 Microsoft To Do i " ctw o .,,

ﬂ M;wies&TVQ
N

Netflix
[}

Office

e
B o

]
0O
=
&
O

Windows opens the Movies & TV € tame — o =
app. Explore Purchased Personal@ o e a -

e Cljck Personal. D Video folders B Removable storage Ep Media servers

Movies & TV displays your videos. Sort by: Date added
All folders

0 Click Videos.

@ Videos that are not in subfolders
appear in the All Videos section.

+

Add folders
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The Movies & TV app displays the € Morary

contents of your Videos folder. E R pRe

e If the Videos folder contains one or

. I] Video folders ﬁ Removable storage E>
more folders, click a folder.

D Videos

Sort by: Date added

Folders

2020-02-07 Dog
training
1 item

© The Movies & TV app displays the 0;« Moves &1V
digital videos in the selected folder.

© You can click Back (&) to return to

Explore Purchased Personal

. . . D Video folders E] Removable storage B>
the previous section of the Movies &
TV app. Cottage
B Videos ?Cottage

Sort by: Date added

Videos

Ly

[
Lake Butterfly
2/7/2020 2/7/2020

How can I get my Camera app videos to appear | How do I get movies and TV shows?

in the Movies & TV app? Follow steps 1 and 2 to open the Movies & TV app,
Open the Movies & TV app, click More options (---), | click Store (i) to open the Microsoft Store app, and
click Settings, click Choose where we look for then click the Entertainment tab. Click a movie or TV

videos, click Add (), select the Pictures folder, | section heading (such as New Movies or Top-Selling TV
click Camera Roll, click Add this folder to Videos, | Shows); locate the movie, TV show season, or TV show
and then click Done. episode; and then click either Buy or Rent.
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Watch a Video

fter you know how to use the Movies & TV app to navigate your Videos folder, as shown in the

previous section, “Navigate the Videos Folder,” you can use the app to select and play a video
that you have on your PC. The Movies & TV app plays the video full screen on your PC, so you get the
best viewing experience. When you have the video playing, you can pause and restart the playback,
and you can use a special tool called the scrubber to quickly fast-forward or rewind the video to the
spot that you want.

\ Watch a Video

Start a Video < ewman -
0 In the Movies & TV app, locate the Spler: Giuiiezt Laeard s e a -
video you want to play. [ video folders B Removable storage B Media servers
@ click the video. Folders

Videos

Space Car It's Raining Cats Gypsy Says Hello On the Martin Gaodman
2/7/2020 2/7/2020 2/7/2020 2/7/2020 Trail

2/712020
ﬂ

Footage of Gypsy Claws of the Rake Claws of the Rake Menu  Bear Bahamas

The Movies & TV app begins playing the
video.
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Control the Video Playback
o Click the screen.

The Movies & TV app displays the
playback controls.

@ You can click Pause (]|) to stop and
restart the playback.

© You can click and drag the scrubber to
rewind or fast-forward the video.

© You can click the timeline to jump to
that position in the video.

How do I play a movie or TV show that I purchased or How do I play a DVD?

rented from the Windows Store? Unfortunately, Windows does not come with
After your purchase or rental has been downloaded to your | an app for playing DVDs, so you will need to
PC, it appears in the Movies & TV app. Click Start (8&) and | obtain a third-party app. A good choice is
then click Movies & TV to open the Movies & TV app. Click | VLC, by VideoLAN. In the Store app, search
the Purchased tab to see your purchases and rentals. for the app named “VLC.”
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Edit a Video

ou can use the editing features of the Photos app to edit and enhance a video. It is a rare video

that comes out perfectly on the first take. For example, most videos have unneeded footage at
the beginning and the end that needs to be removed — or trimmed — from the file. You might also
want to enhance part of a video by drawing text on the video or adding a similar artistic touch. If
there is a frame of the video that you want to preserve, you can save that frame as a JPEG photo.

Edit a Video \

Open a Video for Editing in

Photos =
@ Click Start (s). .
. Alarms & Clock
Q Click Photos. — P
Calculator
Calendar
Camers
m Candy Crush Friends
B -
e o
D el Doloy Audi
= rﬂ Feedback Hub
&/ 6
d} fﬁHel: A
0’“ ’Etartasearch
Windows opens the Photos app. .
wdm*’ X p e
e In the SearCh bOX, type VideO- FILE & FOLDER 0O@Rm
[0 videos
o Under the Type category, click video. E "
@ Photos displays your videos. e :
e Click the video you want to edit.
Photos opens the video for editing. &
Note: Alternatively, open File Explorer (5 ),
right-click the video you want to edit, click
Open with, and then click Photos.
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Photos - Its Raining Catemdv

+ Addto

Trim a Video
@ Click Edit & Create ().

© click Trim.

oy &m Edit & Create
Trim
oy
slo-mo
Super slow to real time

Photos opens the video trimming window.

e Click and drag the left trim marker to set
the new starting point for the video.

Click and drag the right trim marker to set
the new ending point for the video.

© To help determine the trim points, you can
click and drag the scrubber ([@)) to set the
video playback position.

Q Click Save a copy.

Photos trims the video and saves the
trimmed version as a copy of the file with the
text “_Trim” added to the filename.

How do I draw on my video?

Click Edit & Create (%), and then click Draw. Move the
video to the spot where you want your drawing to appear.
Click a drawing tool to select it, and then click the tool
again to select a color and size. Click and drag (or use a
digital pen) to draw on the video. Repeat as needed, click
Save as, and then click Save.

How do I take a still image from a video?
Click Edit & Create (), and then click Save
photos. In the Save Photos window, click and
drag the Current frame slider ([@)) to the
frame you want to use, and then click Save a
photo. Photos saves the frame as a JPEG file
with “_Moment” added to the filename.

continued >
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Edit a Video (continued)

he Photos app offers a number of video-editing and video-enhancement tools. For example, if you

want to feature part of a video, you can show that part in slow-motion. To really make your video
stand out, you can add sophisticated 3D effects such as falling leaves, fireworks, and rain. You can
also add motion effects, animated text, and more.

If you want to combine multiple video clips into a single movie, you can use the Photos app’s Video
Editor tool. For the details, see the next section, “Make a Movie.”

‘ Edit a Video (continued)

Add Slow Motion T - o X
. . W + Addto SHE v =4 &3@ Edit& Create v |2 Share [ ees
0 Click Edit & Create ().

© click Add slo-mo.

Photos opens the video in the Slo-Mo
window.

€@ Click and drag the Select speed slider
to set the playback speed.

e Click and drag the left slo-mo marker ([@)
to set the new starting point for the
slow-motion effect.

e Click and drag the right slo-mo marker ([@)
to set the new ending point for the
slow-motion effect.

@ click Save a copy.

Photos adds the slo-mo effect and
saves a copy of the file with the text
“_Slomo” added to the filename.
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Add 3D Effects
@ Click Edit & Create ().

© Click Add 3D effects.

Q Click the effect you want to apply.

e Click and drag the Start of effect marker ({l])
to set where you want the effect to begin.

e Click and drag the End of effect marker ([lJ)
to set where you want the effect to stop.

@ click Save a copy.

Photos prompts you to export the video
to a new file.

0 Follow steps 2 to 6 in the subsection
“Finish the Movie” of the next section,
“Make a Movie.”
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Photos - s Rainng Catemdv - o
+ addto 2 W Q9 o b &x Edith Creste v 1 Share D e
e T
o "BCUS Of

A7) Add animated text
Make titles pop

How do I add motion effects to my video?
Click Edit & Create (%), click Add
animated text, and then click Motion. In
the Motion pane, click the motion effect you
want to apply to the video. Click Save a
copy and then follow steps 2 to 6 in the
subsection “Finish the Movie” of the next
section, “Make a Movie.”

How do I add animated text to my video?

Click Edit & Create (%), and then click Add animated
text. Set the playback position where you want the text to
appear, and then click and drag the Start of text and End
of text markers. Type the text, and then click an animated
text style and layout. Click Save a copy and then follow
steps 2 to 6 in the subsection “Finish the Movie” of the
next section, “Make a Movie.”
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Make a Movie

he Windows 10 Photos app comes with a new feature called Video Editor that enables you to

combine two or more video clips — that is, two or more existing video files on your PC — into
a movie. You can trim the clips, add captions and visual effects, create an opening title, apply
background music, and much more. The result is a single movie file that you can play on your PC or

share with friends and family.

Start a Video Project
@ Click Start (28).
© click Video Editor.

O -

Windows opens the Photos app and displays
the Video Projects tab.

e Click New video project.
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s

ﬂ Settings
E Skype
Smarthudio 3
st
E Sticky Notes
v

Video Editor 0

[—

w
n Weather

u Windows Accessories v
u Windows Administrative Tools
n Windows Ease of Access ~
n Windows PowerShell v
. Windows Security

n Windows System v
X

O [start a search

Productivity

g B 0 2D

a

hotos

Photos Video Projects  Search people, places, or things..

Welcome to Video Editor!

Create a new video with music, motion, special effects and more.

] New video project [IESY




Video Editor prompts you to name your video
project.

@ Type a name for your video.

© click ok.
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Name your video

Memories of Scotland <) *

Video Editor creates your new project.

=

Video Projects

Add Video Clips
@ click Add.

© Click From this PC.
The Open dialog box appears.

e Open the folder that contains the
video you want to add.

@ Click the video.

© click Open.

Video Editor adds the clip to your
project folder.

Project library

&—E;l From this PC

% From the web

Memories of Scotland ¢ b7l @ \ J1 Background music S} Custom audio

M m
Open

B From my collection

E o Quick access

Your project
Add photos and vit

« v 4 [@ > TisPC > Videos ,0 O | SearchVideos »

Organize v New folder =~ W @

A

Gypsy Says Hello

On the Martin
Goedman Trail

—
Claws of the Footage of Gypsy ~
Rake
B Destop  #
& Dounloads # e
[4) Documents #
= 1.

=l Pictures  #

Documents
b Music

Pictures

It's Raining Cats Moon Man

B videos
@ OneDrive -

= s
[ This PC v Scotland01 Seatland02 Scotland03 M

| Allfiles bl

Pt o | o

File name: [cotland01

@ Repeat steps 1 to 5 as needed to
add other video clips to the project
folder.

Can I add a photo to my movie?

Yes. In the subsection “Add Video Clips,” click a photo
instead of a video file in step 4. When you add the photo
to your movie's storyboard (as described in the subsection
“Populate the Storyboard”), Video Editor configures the
photo to appear in the movie for three seconds, but you
can change the duration to the time you prefer.

Can I add videos or photos using the
Photos app instead of the Open

dialog box?

Yes. In the subsection “Add Video Clips,”
click From my collection in step 2. You can
then browse your Photos app collections to
choose the video or photo you want to add.

continued >
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Make a Movie (continued)

You build and edit your movie by adding one or more existing video files to Video Editor’s

storyboard area. A storyboard is a timeline of your movie that shows thumbnails of each video clip
in the order they will appear in the final file. For each video clip you add to the project, you can trim
the clip, add a caption and other effects, and change the playback speed. You can also enhance your
movie with an opening title and background music.

‘ Make a Movie (continued)

Populate the Storyboard

0 From the project folder, click and
drag a clip and drop it inside the
storyboard.

O Alternatively, you can click the clip
and then click Place in storyboard.

e Repeat step 1 as needed to add your
other clips to the storyboard.

€@ Drag the clips left and right
within the storyboard to get
them in the order you prefer.

Q Click a clip and then use these
commands to edit the clip.

Note: To learn how to edit a video
clip, see the previous section, “Edit a
Video.”

© To view the results, you can click
Play (I>) to preview the clip.

© To remove a clip, you can click it

and then click Remove (). ? T3:
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Finish the Movie e py— E—
o Cth F_in_ish Video. Video Projects Memories of Scotland ¢ =) \ JJ Background music 2 Cuﬂum&\ﬁ Finish video
The Finish Your Video dialog box e <
appears. + add m

e Click the Video quality -~ and
then click the quality you prefer.

€@ Click Export.

ﬁ z Finish your video

H

€W

Video quality

| High 1080p (recommended)

> Mare options

(3 2 oo

>——— 11626

Cancel

The Save As dialog box appears.

O Select the location to which you want to
export the movie file.

e Edit the filename as needed.
Q Click Export.

Video Editor exports the movie file.

= Add title card e Tim e Spiit A7 Tet @ Motion @ Deffects I Filtes () Speed =09 W
Save As X
« v m » This PC » Videos :4 ~ ] Search Videos P
Organize = Mew folder E - o

”~

~ 3k Quick access
[ Desktop -
‘ Downloads  #
Documents
[&=] Pictures »

2020-02-07 Dog
training

Captures Cottage

Documents
D Music
Pictures
m Videos
N

File name: | Memories of Scotlando ~

Save as type: | Video file ~

v

# Hide Folders Cancel

How do I add an opening title to the
movie?

In the storyboard, click Add title card. Click
Text to specify the card text, style, and layout,
and then click Done. Click Duration and then
click the number of seconds you want the title
to appear.

How do I add background music to the movie?

To add a preset music track, click Background music.

(If you prefer to add your own audio, click Custom
audio, instead.) In the Select Background Music dialog
box, click the music track you want to use, click and drag
the Music volume slider to set the volume, and then
click Done.
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Play a Music CD

You can play music CDs in Windows Media Player. When you first insert an audio disc in your PC’s
optical drive (that is, a drive capable of reading CDs and DVDs), Windows asks what action you
want to perform with audio CDs, and you can tell it to play them using Windows Media Player.

The CD appears in the Now Playing window, and if you have an Internet connection, you see the
name of each track as well as other track data. You can control some playback options using the Now
Playing window, but you can also switch to the Media Player folder for more options.

Play a Music CD

Play a CD

o Insert a music CD into your
computer’s optical drive.

@ Windows displays an audio CD
notification.

e Click the notification.

*

BD-RE Drive (D:) Audio CD

Select to choose what happens with @

audio CDs.

8:34 AM

O 85 @ - & ~NE @ 2O P B

Windows displays a list of actions
you can take when you insert an
audio CD.

€ Click Play audio CD.

Note: If you see the Welcome to
Windows Media Player dialog box,
click Recommended settings

(O changes to @) and then click
Finish.

BD-RE Drive (D:) Audio CD

Choose what to do with audio CDs.

E” Play audio CD
sl Windows Media Player

. Take no action
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The Windows Media Player Now Playing window
appears and begins playing the audio CD.

Skip a Track
0 Click Next (»») to skip to the next track.

e Click Previous (i4¢) to skip to the previous track.

Pause and Resume Play
@ click Pause ().
Windows Media Player pauses playback.

0 Click Play (&) (not shown).

Windows Media Player resumes playback where you
left off.
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Can I change the CD’s audio levels?

Yes, Windows Media Player has a graphic equalizer component
you can work with. To display it, right-click the Now Playing
window, click Enhancements, and then click Graphic equalizer.
To choose a predefined set of levels, click Default and then
click a preset value such as Rock or Classical. Alternatively,
you can use the sliders to set your own audio levels.

Can I display something other than
album art during playback?

Yes. Right-click the Now Playing
window and then click Visualizations
to see a list of visualization categories.
Click a category and then click the
visualization you want to view.

continued P>
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PIay a Music CD (continued)

You can use the playback buttons at the bottom of the Windows Media Player folder to control how
a CD plays. For example, you can easily switch from one song to another on the CD. You can also
use the Repeat feature to tell Windows Media Player to start the CD over from the beginning after it
has finished playing the CD. Windows Media Player also offers the Shuffle feature, which plays the
CD’s tracks in random order. If you want to learn how to import music from the CD to Windows Media
Player, see the next section, “Copy Tracks from a Music CD.”

Stop Play
© Click Stop (m).
Windows Media Player stops playback.

If you click Play (&) after clicking Stop (M), the
current song starts over again.

@ click Switch to Library (F).

The full Windows Media Player [0 windows MediaPayer -~ o0 =
window opens. QO+ @ My | mm | s
Organize v  Stream =  Createplaylist » &$RipCD  Ripsettings ~ “E v |search £ -@
Play Another Song Album # Title Length  Rip status Contii..
. B Paulm Audio CD (D)
@ In the details pane, double- N Playlists 7] 40 Days 1 OneVoice 324 The W...
. v JJ Music The Wailin' Jennys  [Z)s 2 Saucy Sailor ER|
click the song you want to play. @ st Contemporay ok [7] 3 adington @ as
(&) Al 2003 4 Beautiful Dawn 321
. . . © Genre . it :
Windows Media Player begins [ Videos w 2 =
: =) Pictures 7 OldMan 31
play1ng the Song° EY Other media 2 Heaven When We're Ho... 425
() 40 Days (D) 9 TenMileStilts 451
1 1 10 Come All You Sailors 203
O This area displays the gurrent T Ty .
song title, the album title, and Qg o010 -Sona 12 SomethingToHold Onte 342
. . 13 The Parting Glass 220
the song composer (if one is
listed).
&. S S w2 ¥ 0| 8 Cecl@lBier) » —e— ) B,
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Repeat the CD 3] Windows Media Player - m] X
. » 40 Days (D)
®) Click Turn Repeat On (O). E S M SR
Organize Stream w  Createplaylist + &$RipCD  Rip settings = "2 ¥ |Search » v\ (%]
Windows Media Player restarts the CD _— A o —— i e b
udio CD (D
after the last track finishes playing. B Plyists ; 400mys 1 Oneveice 321
v Jd Music The Wailin' Jennys |3 Saucy Sailor 31
@ Artist Contemporary Folk Arlington 454
Note: To turn on Repeat from the Now © Album 203 Beautifl Down 321
. . © Genre &% Untitled 428
Playing window, press (£)+(1. 8 Vidon o =
=) Pictures 0Old Man Bl
) Other media Heaven When We're Ho... 425
(2) 40Days () Ten Mile Stilts 451
0 Come All Vou Sailors 203
[P Other Libraries 1 Tokelt Down 353
> [ 192.168.0.161 - Sano 12 SomethingToHold Onto  3:42
13 The Parting Glass 220
. ikt wi( ¢ O | m (le i@l i) b —e ) ==
P[ay Songs Random[y G Windows Media Player - O x
. » 40 Days (D) Pl B 5
@) Click Turn Shuffle On (12). oo e e
Organize = Stream v  Createplaylit v & RipCD  Ripsettings + = v [search p-l@
. . A 2 tip status
Windows Media Player shuffles the order | .., e =LA ot feame
Of la A [#] Playlists 5 40 Days 1 One Voice 324 The W...
ptay. ~ 43 Music The Wailin' Jennys 2 SaucySailor 31 The W..
@ Artist 8| Contemporary Folk 3 Arlington 454 The W...
Note: To turn on Shuffle from the Now © aum 203 @4 esuttuDaun Wi Thew..
. . © Genre B ey 5 Untitled 428 The W...
Playing window, press &7+ (0. A Vieos b TksWhen 500 Thew.
=] Pictures 7 OldMan am The W...
) Other media 8 Heaven When We're Ho...  4:25 The W...
(2 40Days (0 9 Ten Mile Stilts 451 The W...
10 ComeAll Vou Sailors 203 The W...
[ Other Libraries 11 Takelt Down 353 The W...
> [ff* 192.162.0.161 - Sonc 12 Something To Hold Onto 342 The W...
13 TheParting Glass 220 The W...
. BeatfulDann  0zo2( & O | m [1ed i@l IR ] ——) HS

Why does my details pane not list the song titles?
Windows Media Player tries to gather information
about the album from the Internet. If it cannot
ascertain song titles, it displays track numbers
instead. To add your own titles, right-click each song
title you want to change, click Edit, type your text,

and press (Z.0).

Can I keep the Now Playing window in view at
all times?

Yes. You can configure the Now Playing window so
that it stays on top of any other window that you
have open on your desktop. Right-click the Now
Playing window and then click Always show Now
Playing on top.
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Copy Tracks from a Music CD

ou can add tracks from a music CD to the folder in Windows Media Player. This enables you to
listen to an album without having to put the CD into your optical drive each time. The process of
adding tracks from a CD is called copying, or ripping, in Windows.

You can either rip an entire CD directly from the Now Playing window, or rip selected tracks using the
folder. You can also use the tracks to create your own playlists and to create your own custom CDs.

Copy Tracks from a Music CD \

Rip an Entire CD Using the Now Playing
Window

@ 1Insert a CD into your computer’s optical drive.

The Now Playing window appears.

© click Rip CD ().

Windows Media Player begins ripping the
entire CD.

Rip Selected Tracks Using 1 Windos MeciaPlye - o x
the Folder @O » O Brother, Where Art Thou? (D) Play [ Syne
. Organize ~ Stream v  Createplaylist ~ @$RpCD  Ripsettings = “2 ~ [seqrch o -@
o Insert a CD into your computer’s - l Be | me Tovgtn | m ot
. . B Paul M udic ;
opt1cal drive. [ Playlists o 3 N T 431
¥ 3 Music 2 BigRock Candy Mountsin 218
. . @ Arist iscellaneous 3 YouAre My Sunshine 428
If the NOW Play]ng W]ndOW appears’ © Album 4 DownToTieRwerToPray 236
] 3 3 L] © Genre R o 5 IAmAManOf Constant Sorrow 310
Cl]Ck SW]tCh to lerary ()' [E Videos 6 Hard Time Killing Floor Blues 282
. (=] Pictures &D 7 1 Am A Man Of Constant Sorrow  4:29
1 1 ] D Other media eep On The Sunny Side :
@ Windows Media Player displays a list of | @ower=t - o
the CD’s tracks. 10 Didn't Leave Nobody But The Baby  1:58
g Other Libraries &D 11 InThe Highways 1:36
. > [ 192.168.0.161 - Sonos One Media 12 1 AmWeary (Let MeRest) =0
e Cth the CD tl’aCkS that yOU dO nOt 13 IAmAMan Of ConstantSorow ~ 2:34
14 ODeath 3:20
want to copy (4] changes to []). 15 nThesihouse ew 335
16 1AmAMan Of ConstantSorrow ~ 4:17
. . 17 Indian War Whoo 1:30
e C|.1Ck R]p CD. 18 LunEsomEVaHEyp 407
19 Angel Band 218
E OBrother Where At T.. 0009 8 © | B (144 @ P ® b ==
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Windows Media Player begins 103 Windovs Medis Playe - o x
Copying the traCk or traCkS. @O » O Brother, Where Art Thou? (D:) Play Bum ync
Organize v  Stream v  Createplaylist ~ () Stoprip  Rip settings = 2~ | Search P -@
o The Rip Status column displays Album O+ Tee Length | Rip status
B PaulM Audio CD (D)
the Copy pl’ogl’ess, (2] Playlists 0O Brother, Where A..[ s 1 Po Lazuras 431 Ripped to library
v Jd Music Various Artists | 2 Big Rock Candy Mountain 218 Ripped to library
& Artist Miscellaneous [Elf 3 You Are My Sunshine 428 Ripped to library
(=) £l 1939 4 DownTo The River To Pray 256 [Rippinges) |
© Genre I 5 | Am A Man Of Constant Sorrow 3110 Pending
&l Videos 5 Hard Time Killing Floor Blues 242 Pending
S Pictures [C] 7 I|AmA ManOf Constant Sorrow 429
[ Other media 8 Keep On The Sunny Side 3: Pending
(2 O Brother, Where Art Thou? (D:) 9 'l Fly Away 358 Pending
10 Didn't Leave Nobody But The Baby  1:58 Pending
[[? Other Libraries ] 11 InThe Highways 1:36
> [ 192.168.0.161 - Sonos One Media 12 | Am Weary (Let Me Rest) 314 Pending
13 |AmAMan Of Constant Sorrow 234 Pending
14 ODeath 320 Pending
15 InThe Jailhouse Now 336 Pending
16 |AmAMan Of Constant Sorrow 417 Pending
17 Indian War Whoop 1:30 Pending
18 Lonesome Valley 407 Pending
19 Angel Band 218 Pending

=

¥ O | 8 (el eri) # —e— ) @ Rping totmedarems.

I

O After each file is copied, the Rip [ wnscutescpiaye B
Status column displays a Ripped [ » st ineest o o) my | mm | s

. Organize ~  Stream v  Createplaylist ~ @ 7ipCD  Ripseitings ~ °Z ~ |Search o -@
to lerary message. ‘Album Bz | Tte i | Ripsiics
. B PaulM Audic CD (D)
© The copy is complete when all ) Ploysts O Brother, Where ATl 1 P Lamias 51 ippedtolibay
. v Jd Music Various Artists L1} 3 Big Rock Candy Mountain 218 Ripped to library
the tl'aCkS you Se[ected d'lsplay Q@ Artist Miscellaneous A 3 You Are My Sunshine 428 P.\ppedtohbrar,u@
. . (2) Ak 1999 ] 4  DownTo The River To Pray 256 Ripped to library
the Ripped to Library status. & Geme #* B 5 IAmAManOCostaniSorow 310 Rippedio iy
& Videos (=1 Hard Time Killing Floor Blues 242 Ripped to library
] P [ 7 1AmAMan Of Constant Sorow  4:29
) Other media ] 8  KeepOnTheSunny Side 334 Ripped to library
(2 O Brother, Where Art Thou? (D:) [l s riFyAway 258 Ripped to library
7] 10 Didn't Leave Nobody But The Baby  1:58 Ripped to library
[® Other Libraries ] 11 InThe Highways 1:36
> ([ 192.168.0.161 - Sonos One Media [[] 12 1Am Weary (Let Me Rest) 314 Ripped to library
[] 13 1AmAMan Of Constant Sorow  2:34 Ripped to library
[[1 14  ODeath 3:20 Ripped to library
[ 15 InTheJailhouse Now 336 Ripped to library
[ 16 1AmAMan Of Constant Serow 417 Ripped to library
[ 17 Indian War Whoop 1:30 Ripped to library
[ 18 Lonesome Valley 207 Ripped to library
[1 19 AngelBand 218 Ripped to library

e ~

MU'-i'«ﬁ@k»'i o —e— ) H

How do I remove a track from the Can I adjust the quality of the copies?

folder? Yes, by changing the bit rate, which is a measure of how
In the folder, click Music, click Album, and much of the CD’s original data is copied to your computer.
then double-click the album that you ripped | This is measured in kilobits per second (Kbps); the higher
to display a list of the tracks. Right-click the | the value, the higher the quality, but the more hard drive
track that you want to remove and then space each track takes up. Click Rip Settings, click Audio
click Delete. Quality, and then click the value you want.
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Navigate the Music Folder

efore you can work with your songs and albums, you need to locate them on your PC. You do
that by using the Groove Music app to open the Windows Music folder, which is a special folder
designed specifically for storing digital music.

To get more out of the Music folder, you need to know the basic techniques for opening any albums
that you have stored in it.

Navigate the Music Folder ‘

@ Click Start (z8).
© Click Groove Music.

&»a | 2 arta searen o B @ = = AE @
Windows opens the Groove Music app e
with the My Music tab selected. = My music
Note: The first time you start Groove Music, o P songs  Attists  Albums

the app adds any music you have in your f e > hofte ot eegliget by:Dateadded  Gone: Al geres
Music folder, which can take a few minutes © Femnras S as e -
tO Complete. Al Now playing
: . = Playli + ,,(’-‘1 "[‘
e Click a music category. e J}’
Palomine Lamprey Aretha Gospel
Bettie Serveert Bettie Serveert Aretha Franklin
. Al Wafhy
=
s
ﬂ \.."'..I
1 /} 3,—1‘5"4!:‘

B PaulM &

The Very Best

- Aretha Franklin
@ Stream millions of songs free

I'm With Stupid
Aimee Mann
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@ The music in that category appears. —
0 Click a category item. Search
J My music
(® Recent plays
A Now playing
= Playlists
B pauM

e Stream millions of songs free

My music

2 Songs  Artists  Albums

>3 shuffleall (39)  Sortby: AtoZ

Qasis Offspring

=
Radiohead The Ramones Ride

© If the category item contains v« e
multiple subitems, Groove Music =
displays those subitems. Search

© You can click Back (&) to return B O
to the previous section of the © Recent plays
Groove Music app. P CEOETE

= Playlists
® paulM

Tarantula Carnival Of Light Going Blank Again
1996 1994 1992

© Stream millions of songs free

What if a song that I want to play does not
appear in the Music folder?

If your song is outside the Music folder, the Groove
Music app does not see it. Click Settings (), click
Choose where we look for music, and click Add (4).
Locate and click the folder that contains your music,
and then click Add this folder to Music.

Are there easier ways to find music?

Yes. If you know the name of the artist, album, or
song you want to play, type some or all of the
name in the Search box, click Search (,©), and
then locate the item in the search results. Also, if
you played the song recently, it should appear in
the Recent Plays tab.
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Play Music

f you want to listen to music while using your PC, and your PC has either built-in or connected
speakers, you can use the Groove Music app to play tunes from your Music folder. You can listen to
all the songs on an album, all the songs from a particular artist, or individual songs.

The Groove Music app offers several features for controlling the music playback. You can also play
albums, artists, and songs in random order and play albums and artists repeatedly.

‘ Play Music

Start Playing Music € Goortie
0 Use the Groove Music app to =
display your music. Search
Note: See the previous section, My music .
“Navigate the Music Folder,” for © Recent plays by More
details. _ -
A Now playing

[> Playall Add to
O If you want to play every song in -
the item, you can click Play (}>)
and then skip the rest of the steps

in this subsection.

0 Click the item that contains the
music you want to play.

li

Playlists

Tarantula Carnival Of Light Going Blank Again
1996 1994 1992

M pauM

The Groove Music app opens the
item and displays a list of songs. .| Going Blank Again

Ride

€@ Click Play all (). , @

© You can also move the mouse
pointer (];+) over a song and then
click Play (I>).

[> Playall + Addto 8 show artist
1. Leave Them All Behind Ride 8:17
I:‘ Twisterella > + Ride 342
3. Not Fazed Ride 4:20
4. Chrome Wavesé Ride 3:53
5. Mouse Trap Ride 5:16
@ 6. Time of Her Time Ride 31186
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Control the Music Playback € o - .
© When you play music, the Groove - !
Music app displays the playback .
controls. 7 e
. © Recent plays
© You can click Pause ([J]) to stop b Nowiayng
and restart the playback. S
@ You can click and drag the Lo Them Al Behing . .
scrubber to rewind or fast-forward R
the current song. s ot fame
@ To control the volume, you can & Chreme Wates
click and drag the slider. 2 (BrSED s
O Gy @ 6. Time of Her Timg Fide 316
© Stream millions of songs free

Leave Them All Behind
| Ride

@ You can click Next ([F]) to jump to the | === ' B =
next song. = , \

Search

@ You can click Previous ([l&]) to return P .
to the beginning of the current song;
click Previous ([[&) again to jump to
the previous song.

(@ Recent plays

Jli Now playing

= Playlists

Leave Them All Behind Ride 817

~

Jli Twisterella Ride 342

w

Not Fazed Ride: 4:20

Eal

Chrome Waves Ride 253

o

Mouse Trap Ride 5:16

B Paulm &

a Stream millions of songs free

Twisterella
| Ride

Is there a way to get an album to automatically How do I play an album’s or artist’s songs
start over from the beginning? randomly?

Yes, the Groove Music app offers a Repeat feature You need to activate the Shuffle feature, which
that automatically restarts the current album from plays the songs for the current album or artist in
the beginning as soon as the album ends. To activate | random order. To activate this feature, start

this feature, start playing the album and then click playing the album or artist and then click
Repeat ([@)]). Shuffle (E3).

201



Create a Playlist

playlist is a collection of songs that represents a subset of your total music collection. A playlist
can include audio tracks you ripped from a music CD, songs downloaded from the Internet, or
music you have purchased.

You can use the Groove Music app to create customized playlists that include only the songs you
want to hear. For example, you might want to create a playlist of upbeat or festive songs to play
during a party or celebration. Similarly, you might want to create a playlist of your current favorite
songs to play during a workout.

Create a Playlist ‘

Create and Populate a Playlist [ ¢ cooem

@ click Create new playlist (+). |= My music
Search 2 Songs Artists Albums
3 My music >3 Shuffleall 39)  Sortby: AtoZ
(® Recent plays 5

A Now playing

= Playlists

Sarah Harmer Shadowy Men on a Sheryl Crow
Shadowy Planet

Groove Music prompts you to
name the new playlist.

Q Type a name for the new playlist.
e Click Create playlist.

Walking Musid <@  x 2

Created by you

Create playlist 3

Cancel
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@ Groove Music adds the playlist to € Gooetie
the Playlists section of the menu. = Paarmiea.y, 40 Days
@ Locate a song that you want to o f“* $ + [
add to the playlist. A My msic ﬂﬂ\&' ﬂfl‘?:é‘rﬁné
© Move the mouse pointer (J3) © fentr
over the song and then click i Nowplaing Dol Ak R showaris
Add to (+) = Playlists
@ click the name of your playlist. (A R 1. One Voice The waii ey
Note: You can also click and drag the # Syl et e
song and drop it on the playlist. £ S it Nowplaying
. [] Beautiful Dawn > Tlaylist nys
Groove Music adds the song to & : — '
the playlist. o e ¥
p y B & 6. This Is Where The Wailin' Jennys
0 Repeat steps 4 to 6 until you + oM —

have added all the songs you
want in your playlist.

« Groove Music

Walking Music

Play a Playlist

Search yel

o Click the playlist. 1 My mesi ﬂ‘nnﬁn’lr ijg
© Groove Music displays a list of © Recentplays =8 ‘”’"‘
the songs you added. A Now playing 2 B g e
Q Click Play all (]>) to listen to the = s + 2
play list. &|’ palRagii S & Beautiful Dawn The Wailin* Jennys
The Lites Birds I
Good Day Sunshine The Beatles
1234 Feist
Ticket to Ride The Beatles.
@ Paulm & Chelsea Morning Joni Mitchel

How do I make changes to an existing playlist? How do I delete a playlist?
Click the playlist to open it. To change the playlist name, click Rename, | Click the playlist to open it,
type the new playlist name, and then click Rename. To change the song | click More (---), and then click
order, click and drag songs up and down. To remove a song from the Delete. When Groove Music asks
playlist, right-click the song and then click Delete from playlist. you to confirm, click Delete.
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Switch Between Audio Devices

f you connect headphones to your PC, you can use those headphones to listen to music or other
audio. For those times when you want to listen through your PC’s built-in speakers instead, you
can leave your headphones connected and switch between sound output devices.

Similarly, if you connect a microphone to your PC, you can use that microphone to record audio and
narration, control your PC via voice, and more. For those times when you want to use your PC’s built-
in microphone instead, you can also switch between sound input devices.

Switch Between Audio Devices

Switch Between Audio Output
Devices

o In the taskbar’s notification area,
right-click the Volume icon (g).

@ Click Open Sound settings.

Open Sound settings 0

Open Volume mixer

Spatial sound (Off)
Sounds

Troubleshoot sound problems

The Settings app opens and Settings - o x
displays the Sound tab.

. il Home Souﬂd

€ Click the Choose your output
. . Find P

device .~ and then click the S | output
device you want to use for the System Choose your autput device
Sound playback | Speakers (Logitech USB Headset) v |Q

. . = Dy Certain apps may be set up to use different sound devices than the one
W1ndOWS now uses the deV]ce yOu selected here. Customize app volumes and devices in advanced sound

4 Sound options.

selected for sound playback.

Device properties
D Motifications & actions
Master volume

2 Focus assist [

) I 00
O Power & sleep A\ Troubleshoot
3 Battery Manage sound devices
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Switch Between Audio Input
Devices

o In the taskbar’s notification area,
right-click the Volume icon (g).

o Click Open Sound settings.

Open Sound settings 0

Open Volume mixer

Spatial sound (Off)
Sounds

Troubleshoot sound problems

The Settings app opens and Settings - 0 x
displays the Sound tab.
. . @ Home SOUhd
€@ Click the Choose your input
. . Find el
device .~ and then click the S | Input
device you want to use for the System Chosse your npur device
Sound ]anIt‘ = | Microphone (Logitech USB Headset) w
Display
W'indows now uses the deV]ce you Certain apps may be set up to use different sound devices than the one
l t d f d . t ) Sound selected here. Customize app volumes and devices in advanced sound
selecteda ror sound 1nput. options.
D Motifications & actions Device properties
Dk = Test your microphone
oCcus assi
J;L —_—
& Power & sleep A\ Troubleshoot
3 Battery Manage sound devices

I am hard of hearing in one ear. How do I How can I prevent wide fluctuations in volume
turn up the headphone sound for that ear? between the different media that I play?

Follow steps 1 and 2 in the subsection “Switch Activate the Loudness Equalization feature, which makes
Between Audio Output Devices” to open the all your PC's sounds equally loud. From the Sounds tab,
Sound tab. In the Output section, click Device in the Output section, click Device properties, and
properties. In the Balance section, click and then click Additional device properties. Click the

drag the slider marked either L (left) or R (right) Enhancements tab, click Loudness Equalization

to the level you prefer and then click Back (&). (] changes to [v]), and then click OK.
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CHAPTER 9

Editing
Documents

To be productive with Windows, you need to know how to work with
documents. In this chapter, you learn how to create, save, open, and work
with documents and OneNote notebooks.

= OneNote Paul M | = x
Home Insert Draw i G Q O Ashare S -

2 ﬂ‘ Calibri : = V‘ V‘Bf‘!l o

| IV | Paul's Notebook

Edinburgh

/O I Travel Notes Toronto Tuesday, February 18, 2020 2:16 PM
o I word Notes EoR e

l Quick Notes Montreal

l Book Motes Bucket List

Florence

-‘r Add section + Add page




Create and SaveaDocument . . . . ... .. .. ... 208

OpenaDocument . .. . ... ... ¢ 210
Change theTextFont. . . . . . . ... ... .. ... 212
FindText . . ... ......00000ieeeen.. 214
ReplaceText. . . . . ¢ ¢« ¢ v ¢t v v v v v v 0 v v v v 216
Insert SpecialSymbols . . . . . . . ... ... .... 218
Make a CopyofaDocument. . . . . . . . . . .. ... 220
Create a OneNote Notebook. . . . . . . . .. ... .. 222
Add Pages and Sections to a Notebook . . . . ... .. 224
AddTextNotes. . . . . . . . ¢ o v v v v v v v v 226
Add an Image to a Notebook Page . . ... ... ... 228
Work with Notebook Lists . . . . . ... ... .... 230

PrintaDocument . . . . . . . . ¢ ¢ v v v o v oo 232



Create and Save a Document

hen you are ready to create something using Windows, in most cases you begin by launching

a program and then using that program to create a new document to hold your work. Many
Windows programs (such as WordPad and Paint 3D) create a new document for you automatically
when you begin the program. However, you can also use these programs to create another new

document after you have started the program.

After you create a document and make any changes to it, you must save the document to preserve

your work.

Create and Save a Document

Create a New Document

@ Click File.

© Click New.
The program creates the new document.

Note: In most programs, you can also press
(220+( to create a new document.

Save a Document
@ Click File.

e Click Save.

Note: In most programs, you can also

press (£.+() or click Save (k).

Note: If you saved the document previously,
your changes are now preserved. You do not
need to follow the rest of the steps in this
section.
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I [ “ ¢ = | Document - WordPad

Recent documents
New
1 Self-reference stuff
2 Scientists Discover Elusive Soup-Nuts Continuum

| Y] Gpen

4 Flat-Coated Retriever
=P

Bl

ﬁ' Print »
/
—

3 Piazza della Signaria

Page setup
[7] sendtin emai
@ About WordPad

o

o e

b Replace
Picture Paint Dateand Inset .
+ drawing time object i selectall

Insert Editing

i | I “ ¢ = | Document - WordPad

Recent documents
New
1 Self-reference stuff

2 scientists Discover Elusive Soup-Nuts Continuum
5T gpen

3 Piazza della Signaria

4 Flat-Coated Retriever
B =
@/ Print. »
]
=

Page setup
[=7 sengin emait
@ About WordPad

o

= me
(a5 iy

b Replace
Picture Paint Dateand Insert ...

= drawing time object L) Selectall
Insert Editing

100% (=) ] [©)]
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If this is a new document that  sme s
you have never saved before, the € 5 v [ms merc
Save As dialog box appears. e
v 3 Quick access v Folders (7)
9 Click Documents. Woen 4 30 Gtiecs
& Downloads
8 Docum: ownloads
Note: In most programs, the &E o peomess
prog ,
Documents folder is selected > & Onedive g
. > B ThisPC
automatically when you save a pypr— N
document. @ Newor g Windoms5D(©

-
W 155 GE free of 237 GB

v o S Search This PC

E- @

Desktop Documents

iy

I

$ Music Pictures

n

FLASH DRIVE (E)

Wy 139 GB free of 29.8 GB

File name: | Document

Saveas type: | Rich Text Format (RTF)

A Hide Folders

Save in this format by
e Cancel

@ Windows opens the Documents e
folder. « « 4 B > ™ispC » Documents
Organize v New folder
e Click in the File Name text box and o ’
type the name you want to use for T b
¥ Downloads  # Scanned Documents
the document. 8 Ducimens # | Sonaracorangs
(& Pictures »
Note: The name you type can be up to & Onedive
255 characters long, but it cannot e
. . = FLASH DRIVE (E)
include the following characters: @ Nt

<>,?2:"\*

v B £ Search Documents
=~ @
Date modified Type Size
2£13/2020 12:37 PM File felder
2442020 2:38 PM File folder
2/4/2020 2:48 PM File folder
2/3/202012:28 PM File folder

e Click Save. File name: | The Jargon of Junk Food| @

Save as type: | Rich Text Format (RTF)

The app saves your document in ° Heteder

Save in this f
e

the folder you specified.

Why do I need to save a document?

As you work on a document, Windows stores the changes in
your computer's memory. However, Windows erases your PC's
memory whenever you shut down or restart the computer.
Without saving, you would lose all the changes you have made
to your document. Saving the document preserves your changes
on your computer’s hard drive.

Do I have to save all my files to the
Documents folder?

No. You can create a subfolder within
Documents. In the Save As dialog box,
click New folder, type the name of the
folder, press (51000, double-click the new
folder, and then follow steps 4 and 5.
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Open a Document

'I'o work with a document that you have saved in the past, you typically need to open the document
in the program that you used to create it. When you save a document, you save its contents to
your PC’s hard drive, and those contents are stored in a separate file. When you open the document
using the same application that you used to save it, Windows loads the file’s contents into memory
and displays the document in the application. You can then view or edit the document as needed.

Open a Document

o Start the program you want to work EIED ¢« Docoment - Wordpad -~ 0 x
with. T -0
" lecent document P ‘ &4 Find
e cljck File D . 1 The Jargon of Junk Food 0 \Zl l’l—f % ]Z[ a, Replace
N o»r G 2 Self-reference stuff Pieure d,P:‘,",r,‘;g Da&:.,ind ‘I,T,j:; [} Select all
- 3 Scientists Discover Elusive Soup-Muts Continuum Insert Editing
@ If you see the document you want = P—— T T
. . = S Flat-Coated Retriever : : : :
in a list of the most recently used &
. Save as 3
documents on the File menu, you
can click the name to open it. You = o ’
can then skip the rest of the steps ) eage setup
in this section. [ =] [sena e
e Click Open. @ oot vorarao
A
Note: In most programs, you can also 5 =
press (£.+() or click Open (/).
100% (=) ] @
The Open dialog box appears. Oper x
. <« « 4 @5 ThisPC > v | 0 £ Search This PC
O Click Documents.
Organize + EEr m @
Note: In most programs, the Documents o ek aceess @ Folders (7)
folder is selected automatically when you [P 0 Chjects Deskiop
& Downloads
open a document. & Documents 4o S
[ Pictures * ==
© If you want to open the document
f h f I.d l_. k > @ OneDiive Music Pictures
rom some other folder, you can clic [ o) =
here, click your username, and then o AL OREE) g
double-click the folder. » & Network
- ~ Devices and drives (2)
- Windows-55D (C:) FLASH DRIVE (E:)
:a' 158 GB free of 237 GB ¥ 139 GB free of 29.8 GB
File name: | The Jargen of Junk Food | [A1Wordpad Documents (-, |
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(® Windows opens the Documents folder.

Open ®
. « v 4 > ThisPC » Documents » 4 v o 5 Search Dacuments
© click the document name.
Organize ~ New folder e ™ @
e Click Open. Howto  Introducin  Inwoice  lettertoD. lettertok.  Letterto loan
# Quick access Juggle g Cloud Ferry Harper PTO Inc. Approval
I Deskiop . Computing
* o ol
Documents
Logophilia  Logophilia ~ Memoto Minding My MewWord  New Words
[&] Pictures # Limited Newsletter Penske  YourE-mail  All-Time  Metaphors in the
Annual An Email Manners Favorite Modern
@ OneDrive Report 20... Primer U.S. Colle... Waorkplace
= FLASHDRIVE () Party Penrith Penrith Penrith Penrith Piazza della Product
Invitation History Walks - Walks - Signoria Ideas
¥ Network June 12PM  June 13 AM
~Town Si.. - Maybur...
4=5
=
PTM Scientists Shaggy  Technically Thelargon | Thelargon = ThoWBve of
Guidelines  Discover  DeogStory  Speaking of Junk of Junk Word
Elusive Food Food
Soup-Nut... v
File name: | The Jargon of Junk Food ~ ‘All Wordpad Documents (".rtf, Vl
i o |
() The document appears in the B E 9 ¢ = | Thelargonof Junk Food - Wordad - o0 x
] H Vi ~
program window. o | view ©
¥ -
= L = g B g
i Copy b Replace
Paste B 7 U X, % A~ - = Picture Paint Dateand Insert ...
- U - ﬁ, - v drawing time object idjSelectall
Clipboard Font Paragraph Insert Editing
|g| B TR R N ' L5 . ' CA e
a
& I'I'he Jargon of Junk Food
Our limbic brains love sugar, fat, salt... So, formulate products to deliver these. Perhaps add
low costingredients to boost profit margins. Then "supersize” to sell more...And
advertise /promote to lock in "heavy users.” —Bob Drane, former vice president for new
business strategy and development at Oscar Mayer, quoted in Salt Sugar Fat (Random House,
2013)
Most of us love food—many of us love food a little too much. Hence the dangerous rates of
‘morbid obesity in the United States and elsewhere, an epidemic known as globesity. Those
extra pounds generally come from the over-consumption of pop, snack foods, and fast foods.
The massive popularity of these so-called junk foods (a phrase that was added to the
language menu in 1973) is a testament to the food industry's talent for creating feel-good
food.
Qur diets may be richer for it, but so too is the English language, which now boasts many
tasty new words and phrases cooked up by food industry scientists and technologists. (I'm
v
100% (2) ] ®

Is there a more direct way to open a document?
Yes, there is. You do not always need to open the
program first. Instead, use File Explorer to open the
folder that contains the document and then double-
click the document. Windows automatically launches
the program and opens the document.

Is there a quick way to locate a document?

Yes, Windows offers a documents search feature,
which is handy if your Documents folder contains
many files. Use the taskbar’s Search box to type
some or all of the document’s filename, click Search
my stuff, and then click the Documents tab.

211



Change the Text Font

You can add visual appeal to a document by changing the font formatting. The font formatting
includes attributes such as the typeface, style, size, or special effects.

A typeface — also called a font — is a distinctive character design that you can apply to the selected
text in a document. The type style refers to formatting applied to text, such as bold or italics. The

type size refers to the height of each character, which is measured in points; 72 points equal one inch.
Special effects are styles that change the appearance of the text, such as underline and strikethrotigh.

Change the Text Font

o Select the text you want to format.

© Display the font options.

@ In WordPad, you display the font options
by clicking the Home tab.

Note: In many other programs, you display
the font options by clicking Format in the
menu bar and then clicking the Font
command.
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Qur limbic brains love sugar, fat, salt... So, formulate products to deliver these. Perhaps add
low cost ingredients to boost profit margins. Then "supersize” to sell more...And
advertise/promote to lock in "heavy users.” —Bob Drane, former vice president for new
business strategy and development at Oscar Mayer, quoted in Salt Sugar Fat (Random House,
2013)

Most of us love food—many of us love food a little too much. Hence the dangerous rates of
morbid obesity in the United States and elsewhere, an epidemic known as globesity. Those
extra pounds generally come from the over-consumption of pop, snack foods, and fast foods.
The massive popularity of these so-called junk foods (a phrase that was added to the
language menu in 1973) is a testament to the food industry’s talent for creating feel-good
food.

Qur diets may be richer for it, but so too is the English language, which now boasts many
tasty new words and phrases cooked up by food industry scientists and tec]mologlsts (I'm
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In the Font list, click  and then B 1D ¢ = | Thelargon of lunk Food - WordPad —
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Our limbic brains love sugar, fat, salt... So, formulate products to deliver these. Perhaps add

to th e se le cte d text low cost ingredients to boost profit margins. Then "supersize” to sell more...And
° advertise/promote to lock in "heavy users.” —Bob Drane, former vice president for new
business strategy and development at Oscar Mayer, quoted in Salt Sugar Fat (Random House,

Note: Here are some shortcuts that work in 2013)
most programs: For bold, press (£00+(=); for

Most of us love food—many of us love food a little too much. Hence the dangerous rates of

'ita l'i S p ress ctﬂ + n . fo run de rlj ne p ress ‘morbid obesity in the United States and elsewhere, an epidemic known as globesity. Those
’ 4 ’ extra pounds generally come from the over-consumption of pop, snack foods, and fast foods.
Ctrl + m . The massive popularity of these so-called junk foods (a phrase that was added to the

language menu in 1973) is a testament to the food industry’s talent for creating feel-good
food.

Our diets may be richer for it, but so too is the English language, which now boasts many

10;3%.@ = ] )]

v

How can I make the best use of fonts in my documents?

e Use one or two typefaces to avoid the “ransom e Use italics only to emphasize words and phrases,
note” look. or for the titles of books and magazines.

e Avoid overly decorative typefaces because they e Use larger type sizes only for document titles,
are often difficult to read. subtitles, and, possibly, headings.

e Use bold only for document titles, subtitles, and ® In general, dark text on a light background is the
headings. easiest to read.
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Find Text

In large documents, when you need to find specific text, you can save a lot of time by using the
program’s Find feature. In short documents that contain only a few dozen or even a few hundred
words, finding a specific word or phrase is usually not difficult. However, many documents contain
hundreds or even thousands of words, so finding a word or phrase becomes much more difficult and

time consuming.

You can work around this problem by using the Find feature, which searches the entire document
in the blink of an eye. Most programs that work with text — including the Windows WordPad and
Notepad programs — have the Find feature.

@ click Find.

@ In WordPad, you display the Editing
options by clicking the Home tab.

Note: In many programs, you run the Find
command by clicking Edit in the menu bar
and then clicking the Find command, or by

pressing (200 +(3).

The Find dialog box appears.

@ Click in the Find What text box and type
the text you want to find.

€ Click Find Next.
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The Jargon of Junk Food

Our limbic brains love sugar, fat, salt... So, formulate products to deliver
these. Perhaps add low cost ingredients to boost profit margins. Then
"supersize" to sell more...And advertise/promote to lock in "heavy
users.”" —Bob Drane, former vice president for new business strategy
and development at Oscar Mayer, quoted in Salt Sugar Fat (Random
House, 2013)

Most of us love food—many of us love food a little too much. Hence the
dangerous rates of morbid obesity in the United States and elsewhere,
an epidemic known as globesity. Those extra pounds generally come
from the over-consumption of pop, snack foods, and fast foods.

The massive popularity of these so-called junk foods (a phrase that was
added to the language menu in 1973) is a testament to the food
industry's talent for creating feel-good food.

kd = ¢ = | TheJargon of Junk Food - WordPad _
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o The program SeleCtS the next Most of us love food—many of us love food a little too much. Hence the )
instance of the search text. dangerous rates of morbid obesity in the United States and elsewhere,
an epidemic known as globesity. Those extra pounds generally come
Note: If the search text does not from the over-consumption of pop, snack foods, and fast foods.

o . The massive popularity of these so-called junk foods (a phrase that was
existin the document’ the program added to the language menu in 1973) is a testament to the food

CHSpl.ayS a d]alog box to let you know. industry's talent for creating feel-go| Find X

. . Our diets may be richer for it, but ol find what: [stomach | [Fnd et
e If the selected instance is not now boasts many tasty new words & [] Match whole word orly Cancel
the one you Want, Cl_'iCk Find industry scientists and technologists [ match case

reporter Michael Moss, particularly
Fat, for many of these terms.)

Next until the program finds the
correct instance.

Food companies don't want their customers to be obese, of course, but

: : what they are dedicated to is increasing stomach the market
C|:]Ck Close ( x) to C|.0$e the Fi nd share within a food category. They're certainly happy to use marketing
dia |.Og box. techniques to do this, particularly up-and-down-the-street marketing
where they get their preduct prominently displaved in every mom- hd
100% (=) L) 0]
o The program leaves the found Most of us love food—many of us love food a little toe much. Hence the :
text selected. dangerous rates of morbid obesity in the United States and elsewhere,

an epidemic known as globesity. Those extra pounds generally come
from the over-consumption of pop, snack foods, and fast foods.

The massive popularity of these so-called junk foods (a phrase that was
added to the language menu in 1973) is a testament to the food
industry’s talent for creating feel-good food.

Our diets may be richer for it, but so too is the English language, which
now boasts many tasty new words and phrases cooked up by food
industry scientists and technologists. (I'm indebted to New York Times
reporter Michael Moss, particularly his fascinating new book Salt Sugar
Fat, for many of these terms.)

Food companies don't want their customers to be obese, of course, but
what they are dedicated to is increasing stomach the market
share within a food category. They're certainly happy to use marketing
techniques to do this, particularly up-and-down-the-street marketing
where thev get their product prominentlv displaved in everv mom- O

100% (=) ] ()]

A search for a word such as the also matches A search for a name such as Bill also matches
larger words such as theme and bother. How can the non-name bill. How do I fix this?

I avoid this? In the Find dialog box, click Match case ([_] changes
In the Find dialog box, click Match whole word to [¥]). This tells the program to match the search
only ([]] changes to []). This tells the program to text only if it has the same mix of uppercase and
match the search text only if it is a word on its lowercase letters that you specify in the Find What
own. text box.
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Replace Text

You can make it easier to replace multiple instances of one word with another by taking advantage
of the program’s Replace feature. Do you need to replace a word or part of a word with some
other text? If you have several instances to replace, you can save time and do a more accurate job if
you let the program’s Replace feature replace the word for you. Most programs that work with text —
including the Windows WordPad and Notepad programs — have the Replace feature.

Replace Text

o C'.]Ck Replace. | Id = ¢ = | TheJargon of Junk Food - WordPad - o X
Hnmaﬂ ~ @

@ In WordPad, you display the Koo [ T as e B o B #rina
Editing options by clicking the !i:] R I Wk A2 90 ‘”""““‘0

=5 Pidure Psint Dateand Insert
~  drawing time object il Selectall

Home tab. Clipboard Font Paragraph Insert Editing
N SN N RN KRN R K R S I KRN I
Note: In many programs, you run -
the Repl_ace Command by CHCking IMostofus love food—many of us love food a little too much. Hence the

P dangerous rates of morbid obesity in the United States and elsewhere,

Ed]t .] n the menu bar and then an epidemic known as globesity. Those extra pounds generally come

clicki ng the Replace command, or from the over-consumption of pop, snack foods, and fast foods.

b I'ESS'in + X The massive popularity of these so-called junk foods (a phrase that was
yp 9 m m added to the language menu in 1973) is a testament to the food

industry's talent for creating feel-good food.

Our diets may be richer for it, but so too is the English language, which
now boasts many tasty new words and phrases cooked up by foed
industry scientists and technologists. (I'm indebted to New York Times
reporter Michael Moss, particularly his fascinating new book Sait Sugar
Fat, for many of these terms.)

The Replace dialog box appears. Replace X

e Click in the Find What text box, and type the text S ||m€ | m

ou want to find. ——

y Replace with: [enjcy { ] | Replace |
9 Click in the Replace With text box, and type the " Replace Al |
text you want to use as the replacement. (L] Match whole word only :

@ Click Find Next. [ Match case

e
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o The program SeteCtS the next | B = €@ = | Theargon of Junk Food - WordPad - [a] X
instance of the search text. Lﬂx tome | \ew _ m L
Ut ambria e -] A A @ W5 \:I I s fine
Note: If the search text does not paste T i o b p e EEmm s s o o me 2‘:‘"‘“
eX'iSt 'in the document, the program Clipboard Font Paragraph Insert Editing
. . O S R O B R R R B B SRR A AR I A0
displays a dialog box to let you know. A o
o If the Selected instance 'is not M&pluve food—many of us love food a little too much. Hence the

dangerous rates of morbid obesity in the United States and elsewhere,
an epidemic known as globesity. Those extra pounds generally come

the one you want, click Find

Next until the program finds the from the over-consumption of pop, snack foods, and fast foods.
correct instance The massive popularity of these so-called junk foods (a phrase that was
) added to the lang Replace X pod
0 Chck Replace, industry’s talen Find what: [love &F Find Next
Our diets may b Replace wih: [enioy \Mhich
FOW boasts.mar.l [] Match whole word only yf°°‘?
industry scientis Dtach Cancel | [0k Times
reporter Michael] seh case & Salt Sugar
Fat, for many of|
G The program replaCES the | i ® @ = | Thelargon of Junk Food - WordPad — ] x
selected text with the hﬂx Hame | view ~ @
Cut e : &4 Find
replacement text. By comr = g B & Reptoce
Paste Picture Paint Dateand Insert
- +  drawing time object il Selectall
0 The program selects the next Clipboard Font Paragraph Insert Editing
. RS SRR RS EERN RS EEEE RS- R R SRR RN R
instance of the search text. R S=r
o Repeat Steps 5 and 6 Lll'lt'”. yOU Mosenjoyfood—manyofus love«[ﬁtﬂewu much. Hence the
h ver I. d u th -n tan dangerous rates of morbid obesity in the United States and elsewhere,
ave replaced a € Instances an epidemic known as globesity. Those extra pounds generally come
you want to replace. from the over-consumption of pop, snack foods, and fast foods.
The massive popularity of these so-called junk foods (a phrase that was
e Click Close (<) to close the added to the lang repisce 4
Replace dialog box. industry'stalent| | e | [Fane ]
Our diets may bg Replacs with: [snioy d age, which
FOW boasts.mar.l ] Match whole ward only Yf°°q
industry scientis e Cancel | [Ork Times
reporter Michael o ¢ Salt Sugar
Fat, for many of

Is there a faster way to replace every instance of the search text with the replacement text?

Yes. In the Replace dialog box, click Replace AlL. This tells the program to replace every instance of the
search text with the replacement text. However, you should exercise some caution with this feature because
it may make some replacements that you did not intend. Click Find Next a few times to make sure the
matches are correct. Also, consider clicking Match whole word only and Match case ([_] changes to []), as
described in the previous section, “Find Text.”
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Insert Special Symbols

You can make your documents more readable and more useful by inserting special symbols that

are not available via your keyboard. The keyboard is home to a large number of letters, numbers,

and symbols. However, the keyboard is missing some useful characters. For example, it is missing the
foreign characters in words such as café and Kéln. Similarly, your writing might require mathematical
symbols such as + and %, financial symbols such as ¢ and ¥, or commercial symbols such as © and ®.
These and many more symbols are available in Windows via the Character Map program.

Insert Special Symbols

@ Click Start (z8).

@ Click Windows Accessories. ] oo
\!‘ Voice Recorder
€ Click Character Map. w
&E%aﬂher
CharadnrMapo
lnlmlaq;lmer
mmmlr\pmhns
[ [
Ehim
e [il] erint 20
D Quizkﬂss\'sl V
8§ Remote Desktop Connection
B ESnipsxngTwl
@ Empsmmr
O Windmﬁhxarnd&.an
Windows Media Player
0’“ ’ﬂpe here to search
The Character Map window appears. 9 Character Map
O Click the symbol you want. Font: [0 Al
© click Select. I T#[sT[&] T(H[*[+].]-1 . [/To[1]2[3]4] ~
- = ?
@ Character Map adds the symbol to the 5|0/7|8|9]-|:|<|=|>|?|@A|B|C|DIE|F|GIH
IJ/K|ILIM|N|O|P|Q|R|S|T|UIVIW| X|Y|Z|[|\
Characters to Copy text box. - L
1[* alblc|d|e|f|g|h|i|j|k|!l|m|n|o|p
GClickCOpy. qlr|s|tiufviw/x|ylz|[{]]|}~ il ¢|Ea|¥
. 1 "@ —|_®_o:za u“ 1
Click Close to shut down Character | § >
(7 (X) e1» %2%] ¢ [A[A[AlAI A AZCE[E[E[E]TT
Map after you choose all the characters . . i 8 _{
(N N[O|O|O[0|O|x|@|U|U|U|U|Y|D|IR|a|a
you want. :
ajala &|c|é|e|élé|li|i|T|T|0|A|0|06|0|0
+ alalaly|p|v|AlalAlalAla|Cl¢|Cle].,
Characters to copy : I@ﬂ m Select H Copy @
[[] advanced view
IWDAS‘ Copyright Sign Keystroke: Alt=0169

218



CHAPTER

Editing Documents

e In your document, position the B % © = | Thelargon of knk Food - WordPad T o0 x

cursor where you want to insert e 0 =2
k Cu PR a - &% Fin
the symbol. 0"3 ~§iull | — T = B O

Paste n U abe X. x° Picture Paint Dateand Insert

- T &- - drawing time object L Selectall
© In WordPad, you display the e o e I

>

A A 7o, *‘§‘1‘ ! ! ! ! R
Chpboard opt]OnS by CL'ICk'Ing the 15, BdULE WILIUUL ULLKIIE UL WILIUUL BVEL DELILE HULELY. | 1118 UPPUSILE .
Home tab. problem is being overhungry, where you're so ravenous that you'll

basically eat anything that's put in front of you.) Either way, if you end
. up with a food baby, a distended stomach caused by excessive
0 Ch Ck PaSte . overeating, you've made a fast-food executive somewhere very happy.

Sometimes these junk-food machinations backfire and companies end
up battling the cookie aisle problem. This is where consumers shun a
particular aisle in the store, such as the one containing the cookies,
because there is too great a risk they would buy-and-binge, purchasing
abag of Oreos and then eating all or most of them once they got home.
Of course, with both waistlines and precessed-food company profits
expanding alarmy , it's clear that consumers are in fact spending all-
too-much time i cookie aisle. They can't help it. The science made
them do it.

All text Copyright /Paul McFedries

Home | View ~ @

@ The program inserts the symbol. B I E 9 ¢ = | Thergon of hk rooa-Wordbad o x

v - i
BE s Jas = =g B e
3 Copy &b Replace
Paste B I U ghe . x* A~ &~ == Picture Paint Dateand Insert
° a-2 - drawing time  object iC Selectall
Clipboard Font Paragraph Insert Editing
- ERN g‘ 1 L2 .- 3.0 4-- 1 .--5 [ 7-

1s, ealing without thinking or without even being hungry. | 1 he opposite
problem is being overhungry, where you're so ravenous that you'll
basically eat anything that's put in front of you.) Either way, if you end
up with a food baby, a distended stomach caused by excessive
overeating, you've made a fast-food executive somewhere very happy.

Sometimes these junk-food machinations backfire and companies end
up battling the cookie aisle problem. This is where consumers shun a
particular aisle in the store, such as the one containing the cookies,
because there is too great a risk they would buy-and-binge, purchasing
a bag of Oreos and then eating all or most of them once they got home.
Of course, with both waistlines and processed-food company profits
expanding alarmingly, it's clear that consumers are in fact spending all-
too-much time i: cookie aisle. They can't help it. The science made
them doit.

All text Copyright © Paul McFedries

When I click a symbol, Character Map sometimes displays Are there even more symbols
a “keystroke” in the status bar. What does this mean? available?
This tells you that you can insert the symbol directly into Yes, dozens of extra symbols are available

your document by pressing the keystroke shown. For example, in the Character Map program’s Webdings
you can insert the copyright symbol (©) by pressing (10)+() and Wingdings typefaces. To see these
(0 (3 €. When you type the numbers, be sure to use your symbols, click the Font list  and then
keyboard’s numeric keypad. click either Webdings or Wingdings.
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Make a Copy of a Document

hen you need to create a document that is nearly identical to an existing document, instead of

creating the new document from scratch, you can save time by making a copy of the existing
document and then modifying the copy as needed. For example, you might have a résumé cover
letter that you want to modify for a different job application. Similarly, this year’s conference agenda
is likely to be similar to last year’s. Instead of creating these new documents from scratch, it is much
faster to copy the original document and then edit the copy as needed.

Make a Copy of a Document

o Start the program you want to F 19 ¢ = | 2019-2020 Budget Notes - WordFad -
work with and open the original
Save a c e document e 44 Find
document. [] tew . 1 = G 5 o
“&| Save the document in the Rich Text format. PiciLEEREal nU g Tt Elan i ert S
. R | Open ~  drawing time object il Selectall
o Cth FIle‘ rr > Office Open XML document Insert Editing
H Save Q Save the document in the Office Open XML A R BN SO S S

format.

€@ Click Save as. & . openpcument et
>E Save as » e

Save the document in the OpenDocument

arma. se Items
@f Print » D Plain text document
Save the document as plain text without May Jun Jul Aug Sep 04
line breaks or formatting.
¥ Poae setup Other formats 6600 | 6572 6720 | 6300 6300 6.8
E Open the Save as dialog box to select from 5,500 | 5250 5500 | 5200 5200 | 45
[=7] sengin emai all possible file types. 2100 | 2100 | 2100 | 2100 2100 21

1,260 | 1400 1300 | 1400 1400 @172
16,500 | 17,000 17,000 17,000 17,000 17,
@ About WordPad 14,500 | 14,750 15,000 14,500 14,500 @ 15,
600 650 650 600 600 64

IIJ Exit
The Save As dialog box appears. I severs x
. « v 4 @5 ThisPC » v o 2 Search This PC
O Click Documents.
Organize v EE- @
Note: In most programs, the Documents v % Quidencens ¥ FOlOES )
folder is selected automatically when you B Dukop 4 30 Ojects Desttop
& Downloads ~ #
run the Save As command. & bocuments 4 o —
] Pictures * ==
> @ OneDrive Music Pictures
» O This PC ﬁ El
> Network ﬂ Videos
~ Devices and drives (1)
- Windows-55D (C:)
.\/ 139 GB free of 237 GB
File name: | 2019-2020 Budget Notes -]
Save as type: | Office Open XML Document “|

[]Save in this format by
~ Hide Folders default __5““ __CB"EEI
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(@ Windows opens the Documents folder.

e Click in the File Name text box and type
the name you want to use for the copy.

Note: The name you type can be up to 255
characters long, but it cannot include the
following characters: <>, 2 : " \ *.

@ Click Save.

The program closes the original document
and opens the copy you just created.

(@ The filename you typed appears in the
program’s title bar.
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Save As X
« v > ThisPC » Dacuments » 0 v O O Search Documents
Organize = New folder = @
~
# Quick sccess t ®
1 Desktop » .
Downloads Fax Scanned Sound 20192020 Agendafor  Customers
J Downloads Ed Documents  recordings Budget Industry
DotmaE g Notes Conference
& OneDrive Employees Essay Flat-Coate  Florence - Galt Guy Walks Hello
= dRetriever  ThePiazza  Avenue Into a Bar Werld!
B This PC Della Newsletter
Signeria
o g
Howto Introducin Invoice  LettertoD.  LettertoK.  Letterto Loan
Juggle g Cloud Ferry Harper PO Inc. Approval
Computing

1y
i
T
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i

File name: | 2020-2021/Budget Notes

W

Save astype: | Office Open XML Document ~|

Dsaveinthis forrff
+ Hide Folders default

| | % ¢ = | 2020-2021 Budget Notes - WordPad -
Home View
1 .
0] £ rmesvewronn @) - &0 & = T e
= Copy b Replace
Paste J U ahe X x* A~ &~ Picture Paint Dateand Insert ...
- a2 v drawing time object idjSelectall
Cliphoard Font Paragraph Insert Editing
‘1.......3...”‘1‘”“.2.......3‘”“‘4”‘....5......‘&”‘

2019 - 2020‘ Budget Expense Items

| Expense Item Jan Feb Mar Apr May Jun Jul Aug Sep 0

Cost of

Goods 6,134 5984 | 6300 6616 6,600 | 6572 | 6,720 6300 6300 @ 6.8
Advertising 4600 4200 5200 5000 5500 | 5250 @ 5500 5200 5200 @ 45
Rent 2100 2100 | 2100 2100 | 2,100 | 2,100 | 2,100 2100 2100 | 21
Supplies 1,300 1200 | 1400 1,300 | 1,250 | 1400 | 1,300 1400 1400 1.2
Salaries 16,000 16,000 | 16,500 16,500 | 16,500 17,000 17,000 17,000 17,000 | 17,
Shipping 14,250 13,750 | 14,500 15,000 | 14,500 14,750 15,000 14,500 14,500 | 15,
Utilities 500 600 600 550 600 650 650 600 600 64

close the copy and then reopen the original.

Can I use the Save As command to make a backup copy of a document?

Yes, Save As can operate as a rudimentary backup procedure. (To learn more about keeping a history of your
files, see Chapter 14.) Create a copy with the same name as the original, but store the copy in a different
location. Good places to choose are a second hard drive, a USB flash drive, or a memory card. Remember,
too, that after you complete the Save As steps, the backup copy will be open in the program. Be sure to
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Create a OneNote Notebook

ou can use the OneNote app to record and save miscellaneous bits of information, including text,
lists, drawings, images, web pages, and tables of data. All of this is stored in a special file called
a notebook. Within each notebook you can organize your data within sections, where each section
is devoted to a particular subject. Each section is then divided into one or more pages, and you use

these pages to enter your data.

Note that your Windows user account must be connected to a Microsoft account to use OneNote.

Create a OneNote Notebook

@ Click Start (z8).
© Click OneNote.

e The first time you start OneNote, the
app takes you through a few introductory
screens (not shown). On each screen, click
Next (>) to continue.

O Click Get Started.
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The OneNote app appears.
e Click the right side of the screen.
@ Type a name for the notebook.
0 Click Create Notebook.

OneNote creates a new notebook
and populates it with a single
section and page.

(A g

@ You can click Hide Navigation (II\)
to hide the OneNote navigation
pane.

(© To name the section, right-click it,
click Rename Section, and then
type the name.

@ You can click here to add a title
for the page.
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OneNote

Home Insert Draw

9 ¢ g|s

IIN & nNotebooks -

Share 2 =

I

Start taking notes!

Tap or click here to create a new

otebook. You can also open one of

your existing notebooks from the
notebook list.

New Notebook

Paul's Notebook

Create Notebook Cancel

OneNote

Paul M

o 4

~

Home Insert =

(7

M & 8

Draw

2 ¢ OB
%II\ . Paul's Notebook

0 || wewsection 0 Untitled page

€]

| Share /" see

1

v

Tuesday, February 18,2020 1554 PM

Jr Add section Jr Add page

Can I create more than one notebook?
Yes, you can add more notebooks if you
have data to keep separate. Click ~ to
the right of your notebook’s name, click
Add notebook, type a name for the new
notebook, and then click Create Notebook.

Can I delete a notebook?

Yes, but you cannot delete a notebook using the OneNote
app. Instead, you must use the online version of OneNote.
Sign in to onedrive.live.com. Click Documents, position the
mouse pointer ([}+) over the OneNote notebook, and then
click the file's check box ([[] changes to []). Click Delete.
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Add Pages and Sections to a Notebook

You can keep your notes organized and easy to find by taking advantage of OneNote’s pages and
sections. Each OneNote notebook consists of one or more sections, which you use to break down
the notebook’s overall topic or theme into smaller, more manageable subjects.

You can further break down each section into one or more pages, which are the OneNote items within
which you add text, images, lists, and other data. You can add as many sections and pages as you need
to keep your notes organized.

Add Pages and Sections to a Notebook

Add a Page « - paul
o Click the section in which you want to add :i@ .n;; BMI VZ" ;e'p = oz o m /:'Q VD' s
the page. In Paul's Notebook v F Toronto
e Click Add page. | mvewmsﬂ Tororto o, Moy 27,2016 1034 v
o [ word notes Montreal
I cvicenotes Bucket List

Florence Trip

—+ Add section —+ Add page 0

OneNote adds a page to the section.

Home Insert Draw View  Help @ Q@ 0 Bshae -
9 Type a title for the page and press (1. o cp@mle 1 ue vlE = < glale
OneNote sets the page title. Iy & pautsHotebook 5 Edinburgh|
p ' Travel Notes Toronto Tuesday, February 18, 2020 2:16 PM
l Word Notes Edinburgh
[ cvicknotes Montreal
Bucket List
Florence Trip
+ Add section Jr Add page
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Add a Section € OneNote Paul M
. . Home  Insert  Draw  View  Hel Q Share
@ Click Add section. ’ MR

O ¢ pPlB I U2 viEE v &8~
[1\Y Paul's Notebook ~ = Edinburgh
/O I Travel Notes Toronto Tuesday, February 18, 2020 2:16 PM
© l Word Notes. Edinburgh
I Quick Notes Mantreal
Bucket List
Florence Trip
Jr Add sminn4 Jr Add page
OneNote adds a section to the notebook. : aneNate e
. Home Insert Draw View Help (] Q@ 0O #shae S e
e Type the section name and press (Z1). S cmle UL v = = |alas v
OneNote sets the section title. I\ 5 pauts Notebook F
. Travel Notes Untitled page 0 uesday, Februal L
() OneNote adds a blank, untitled page to . : . S
the new section. © (o
Quick Notes

I Book Notes 2

Jr Add section Jr Add page

TIPS
How do I rename a section or change a section’s color How do I delete a page or section?
scheme? To delete a page, right-click the page in
To change the section name, right-click the section tab, click the Pages list and then click Delete Page.
Rename Section, type the new name, and then press (Z103. To | To delete a section, right-click the section
change the section’s color scheme, right-click the section tab, tab, click Delete Section, and then click
click Section Color, and then click the color you want to use. Yes when OneNote asks you to confirm.
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Add Text Notes

Once you have your sections and pages, your next step is to fill your pages with content. OneNote
makes it easy to insert everything from simple text notes to pictures to entire files. All OneNote
content appears inside a container, which is essentially a box that surrounds the content. After

you have some content inside a container, you can move the container around on the page, edit or

format the container content, and more.

Most page content consists of text notes, and OneNote makes it very simple to add text to a page.

Add Text Notes

Add d Text Note OneNote Paul M

OClick the section you want to use., | fome et e vew o wek 9 0 0 B [ oo
L & [B I U £ ~|=Z = v B[ D v

o Click the page you want to use.

¥ book F .
L Bl = P Neteto Word Quotations
9 Click inside the page at the 0 I Travel Notes WDrdQuutatiDnSQ Wednesday, February 19,2020 7:31 AM
position where you want the text o I v Nms@ Interesting Words
to appear‘ l Quick Motes New Words | 0
@ OneNote adds an insertion point [ eeokrios
cursor.
e Type yOUI’ teXt. 3 OneNote Paul M
. Home Insert Draw View Help G Q@ 0O Ashae S e
(© OneNote adds a container around > o ple I U2 o 2 | o
your text. = —— B
In Paul's Notebook F .
When your text note is complete, _ Word Quotations
. . . /O I Travel Notes Word Quotations Wednesday, February 19, 2020 7:31 AM
click outside the container.
l Word Notes. Interesting Words A ,@
OneNote adds the text note to [ uickotes New Words e o e e amers e oo to i et
the page. [ sooknotes g e & s o o et

‘Walter Redfern, Puns, 1984

<@
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Size a Text Note Container J— Paul M
o Position the mouse pointer ([}) N @ ¢ 0 Bwe
. rZ v = = ~ ] v
over the right edge of the A - = % &8
] aul's Notebook F )
container ([y changes to «). I\ pauls Not Word Quotations
o Cl.'le and drag the mouse 2 I Travel Notes Word Quotations Wednesday, February 19, 2020 7:31 AM
. . I Word Notes Interesting Words
po.I nter (<|'=">) nght for a l'arger I e n—— It is clearly important to play with language, in
: order to test its powers. We need to play before
Conta]ner, or I-Eﬁ: for a Smauer I e being,whilebeir?g, urafterbeingseri?:u:.Asmuchczpo
container, and then release the e e onvacstion.
mouse.
OneNote resizes the container
and adjusts the text to fit the
new size.
Move a Text Note Container J— Pl M

o e . i =3
Position the mouse pointer ([}) E w9 e S
. 2 wll=E = o | B v

over the middle of the top edge > <¢nojs 14 S A | a8
3 Paul's Notebook F .
of the container (3 changes n (e Word Quotations
to %Eo). /O l Travel Notes Word Quotations Wednesday, February 19, 2020 7:31 AM
@ click and drag the mouse ® : e e .ﬁsc.ea,.vampmmf%p”?aywﬂn Y cge.n

. sy Quick Notes New Words order to test its powers. We need to play before
p01 nter (<%)) to the pOS]t]Oﬂ l I p— being,whilebei:g, urafterbeingserizu:.Asmuch
you want and then release e e a8 on vaceten.
the mouse.

OneNote moves the container
to the new position.

P

How do I format note text?
Select the note text you want to format and then click the Home tab to

display the text note formatting options. You can click Bold (B ), Italic (1), x, X &
or Underline (U) to apply those font styles to the text. You can also click the
Font formatting .~ to see other formatting options such as the font, size, and
strikethrough effect. < Format Painter

Calibri ~ 1N v

A Font Color »

AO Clear Formatting
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Add an Image to a Notebook Page

(though you will populate your OneNote notebooks mostly with text notes, you can also insert

other types of content, including images. You can either insert an image file from your PC’s hard
drive or, if your computer has a camera attached, take a photo and insert it directly into the page.
As with text notes, OneNote adds an image to the page within a container that you can move and

size as needed.

Add an Image to a Notebook Page

o Click the section you want to use.

e Click the page you want to use.

e Click inside the page at the
position where you want the
image to appear.

@ Click the Insert tab.
© click Pictures.
@ click From File.

@ If you want to add a photo using
your PC’s camera, you can click
From Camera, instead.
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Home

)
n
0
®©

Paul M

OneNote

Insert Draw View Help e Q@ L |mshare e
Q| B mape [ File [ prntout [ad Pictures [ OnlineVideo @ Link [ Audio v
2 Paul's Notebook = Ed|nburgh
I Travel Notes 4 Toronto Tuesday, February 18, 2020 2:16 PM
I Word Notes Edinburgh Q
l Quick Notes Montreal | 0
l Book Nates Bucket List

Florence Trip

Paul M

OneNote

Q@ Q@ 0 Bshae S oo
S B mable @ Fle [ Printout Pictures @nevideo @ Lk [ Audic v

[ad From File ﬁnb urgh

From Camera  -yecday, February 18, 2020

Insert Draw View Help

Paul's Notebook v

l Travel Notes 216 PM

l Word Notes Edinburgh  [~& From Online

l Quick Notes Montreal
I Book Notes Bucket List

Florence Trip
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The Open dialog box appears.

Open *

0 cljck the image- 1 <« Pictures » Scotland » v [v] Search Scotland -l

e ch-ck open. Organize + New folder =~ [ o

~
#F Quick access

[ Desktop 4
& Downloads  #

Documents 20170612_Scotlan 20170612_Scotlan 20170612_Scotlan
] Pictures d_2017_581 d_2017_591 d_2017_600
Scotland M
@ OneDrive
20170613 Scotla 20170614 Scotl 20170614 Scotl
& Network 4207608 4.2017.0%5 42017.0%
E Camera v m | v
File name: 20170613 Scotland 2017618 ~| |Allfiles v
w Open | | Cancel |
() OneNote inserts the image into : Oneote paul
the page‘ Home Insert Draw View Help G Q@ O Bshare e
. Lol i ‘ B mable @ File [ printout [ Pictures Online Video @ Link (@ Audio v
(® OneNote adds a container around
. 1Y Paul's Notebook ~ F i
your 1mage. Edinburgh
/O l Travel Notes Toronto Tuesday, February 18, 2020 2:16 PM
l Weord Notes Edinburgh ‘,ﬂ
l Quick Notes Montreal
l Book Notes Bucket List
Florence Trip
How do I add a title or caption to the image? Can I insert other types of files?
Adding a title or caption is a good idea, especially if other Yes, you can insert PDF files, text files,

people will be viewing your notebook. To add a title, click the Microsoft Office documents, and more.
image, press (5.1, and then type the title above the image. To insert a file, follow steps 1 to 4,
To add a caption, click inside the space just below the image click File, select the file, and then
(but still in the image placeholder) and then type your caption. | click Open.
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Work with Notebook Lists

M any OneNote notes consist of lists of items. If you have a list that does not require a particular
sequence, you can add the items to a page as a bulleted list. If you have a list that does require
a sequence, then you can add the items to the page as a numbered list instead.

One of the most common OneNote list types is the to-do list, which is a collection of tasks, each
with a leading check box. When you complete a task, you activate its check box.

Work with Notebook Lists

Create a Bulleted or Numbered
List

o Click the section you want to use.
e Click the page you want to use.

9 Click inside the page at the
position where you want the list
to appear.

@ Click the Home tab.

e Click the type of list you want to
add:

@ You can click Bulleted List (:=) to
create a list with bullets.

@ You can click Numbering (:=) to
create a list with numbers.

OneNote adds the list to a
container.

G Click inside the container and type
your list items, pressing (Z10] after
each item.

@ When you are done, click outside
the container.

OneNote adds the list to the page.
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OneNote Paul M <
@ 9@ L Hshe S oo

Y | B Teple [ File [ printout [ pictures g OnlineVideo @ Link (& Audio v

- Home Insert Draw View Help

(119 Paul's Notebook F .
Bucket List
p l Travel Notes 0 Toronto ‘Wednesday, February 19, 2020 8:10 AM
© l wWord Notes. Edinburgh
I Quick Notes Montreal | 0
[ zook Notes Bucket listﬁ
Florence Trip
« > OneNote Paul M | - O
Home Insert Draw View Help @ Q@ L0 Ashae S -
9 P calibi " B I U ‘&E Eﬁk |5 ~
(1} Paul's Notebook ~ F .
Bucket List
/O I Travel Notes Toronto ‘Wednesday, February 19, 2020 810 AM
@ I Word Notes Edinburgh
* Prague
I Quick Notes Montreal « Berlin
. * Vienna
l Book Notes Bucket List «  New Zealand

* Copenhagen
Florence Trip pentiae
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Create a To-Do List

o Click the section you want to
use.

Home

\9
n

e Click the page you want to use.

Insert
& E‘ Calibri

Paul's Notebook

Draw

e Add the to-do list. L oo
l ‘Quick Motes
e Select all the items in the list. | sookones

© click To Do ([).

View

Help

jel lTrave\NDles{ Toronto

Edinburgh
Montreal

Bucket List

Florence 0

Editing Do

OneNota
A
——

Florence

Wednesday, February 19, 2020

Things To Do

Rent apartment

Renew passport
Purchase Euros

Rent car

Purchase camera battery

‘ o= g
v |i=
H=

CHAPTER
cuments

Paul M | — O

@ @ L RBshae S oo

S 5 _ IR

8:12 AM

(® OneNote adds a check box
to the left of each item.

Home

)
n
o
®

Insert Draw

S| ‘ calibri
Paul's Notebook

I Travel Notes

l Word Notes

I Quick Notes

l Book Notes

Toronto
Edinburgh
Montreal
Bucket List

Florence

OneNote

1>
<
i

Florence

‘Wednesday, February 19, 2020

Things To Do
[] Rentapartment
[] Renew passport
[] Ppurchase Euros
[] Rentcar
[] Ppurchase camera battery

Paul M
% 9 Q
= v |38 v

& Share " eee

B8:12 AM

TIPS

Are there other tags I can apply to text?
Yes. OneNote offers four other tag types:
Important, Question, Remember for Later, and
Definition. To apply one of these tags, select
the text, click Home, click the .- to the right
of To Do ([]), and then click the tag.

Can I create my own tags?

Yes. If none of OneNote’s default tags is suitable, you can
create as many custom tags as you need. To create a custom
tag, click Home, click the ~ to the right of To Do ([-]),
and then click Create New Tag. Type a name for the tag,
click a tag icon, and then click Create.
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Print a Document

hen you need a hard copy of your document, either for your files or to distribute to someone

else, you can get a hard copy by sending the document to your printer. Most applications that
deal with documents also come with a Print command. When you run this command, the Print dialog
box appears. The Print dialog box enables you to choose the printer you want to use as well as to
specify how many copies you want to print. Many Print dialog boxes also display a preview of your
document before you print it.

Print a Document

o Turn on yOUr printel’. | Id ® ¢ = | Logophilia Limited Annual Report 2020 - WordPad - [m] X

Home  View ~ @

@ Open the document you want to = el v = ) B O
=

1 Paste B 7 U ghe X ¢ A~ Picture Paint Dateand Insert o
pn nt- - - drawing time  object iLliSelectall
Clipboard Font Insert Editing
1 g [ KNI K 4 5 PR 7

# 1. Copyright

Copyright ©2020 reserved.

No portion of this publication may be reproduced in any form,
electronic or otherwise, for any purpose other than personal use
without prior written permission of Logophilia Limited. Any materials in
which copyright resides, other than Logophilia Limited, is used by
permission and belongs to respective owners of copyrighted material.

Trademarks, names, service marks, domain names, and logos of
Logophilia Limited may not be used in any advertising, publicity or
otherwise without prior express written permission of Logophilia
Limited.

100% (=) ] ()]

. .
e CI.]Ck Fi le. | I d ™ @ = | Logophilia Limited Annual Report 2020 - WordPad - o x
eﬁ ~ @

e Clek Pl’int. D Mew Preview and print the document El l@ @ 8 Find

[ Print 3 Replace

W7 Select printer, number of copies, and other Grime Fon Bnbo el e o oo
. r Open printing options before printing. ooy o o | e
Note: In many programs, you can 5 o
 Quick print

select the Print command by pressing [ Send the document directly to the defautt [ RN I P R 7o

printer without making changes.

(30 + or by clicking Print (). L

Preview and make changes to pages before

printing.
&,@" Print b
Page setup produced in any form,
- other than personal use
[ "] send in email hilia Limited. Any materials in
a philia Limited, is used by
@ T ners of copyrighted material.
out WordPa

ain names, and logos of
= Exit ny advertising, publicity or
permission of Logophilia

| CITTICEu,

100% () ] ()]
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The Print dialog box appears. & Print «
Note: The layout of the Print dialog box varies from General
program to program. The WordPad version shown here Select Prirter
-is a typ-lcal example. & Brother DCP-L2540DW series Printer i Microsoft XPS Docurr
= Fax M OneMote
. . =M ft Pri PDF
© 1 you have more than one printer, click the croseftpntto
printer you want to use. £ ’
Status: Ready [ Prirt to file
: > - 3 Location: http:/#152.168.0.160:80/Web Services/Device
Click the Numl?er of copies F#] to specify the oot
number of copies to print.
Page Range
o Cl.iCk Pl"int. Ok Number of copies: 6
Selection Cument Page
(C) Pages: | Collate —+ 3l i 3
Enter either a single page number or a single jjj jjj
page range. For example, 5-12
Q@ 1 o ||
o Windows prints the document. The | B ® ¢ = | Logophilia Limited Annual Report 2020 - WordPad - o x

Home  View ~ @
& Find

ab. Replace
Picture Paint Dateand Insert .
*  drawing time object (i Selectall

Insert Editing

printer icon (=) appears in the
taskbar’s notification area while the

document prints. .
UGN SIS K KNI

Paste

w
:
;
i
:

1. Copyright
Copyright ©2020 reserved.

No portion of this publication may be reproduced in any form,
electronic or otherwise, for any purpose other than personal use
without prior written permission of Logophilia Limited. Any materials in
which copyright resides, other than Logophilia Limited, is used by
permission and belongs to respective owners of copyrighted material.

Trademarks, names, service marks, domain names, and logos of
Logophilia Limited may not be used in any advertising, publicity or
otherwise without prior express written permission of Logophilia

Limited.
v
100% (=) | @

_ M ) 244AM
parch o] i e n [~ E Ao oE E W P 3/12/2020 %

o

How do I print only part of a document?

Most programs support the following methods:

¢ Print selected text: Select the text and then, in the Print dialog box, click Selection (O changes to @®).

¢ Print a specific page: Place the cursor on the page and then, in the Print dialog box, click Current
Page (O changes to @).

¢ Print a range of pages: In the Print dialog box, click Pages (O changes to @), type the first page
number, a dash (=), and the last page number (for example, 1-5).
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CHAPTER 10

Working wi
Files

This chapter shows you how to work with the files on your computer. These
easy and efficient methods show you how to view, select, copy, move, rename,
and delete files, as well as how to restore accidentally deleted files, how to
extract files from a compressed folder, and more.

) 1~ Manage 2020-02-04 Ashbridges Bay
Home Share View Picture Tools

<« > 4 \_u » ThisPC » Pictures » 2020-02-04 Ashbridges Bay P Search 2020-02-04 Ashbridges Bay

~
~ 5 Quick access

[ Desktop

4 Downloads E

t 4
*
Ashbndgs Bay Ashbndgs Bay Ashbndgs Bay Ashbndgs Bay Ashbndgs Bay Ashbndgs Bay Ashbndgs Bay
-
*

[Z Documents
|&] Pictures
|| 2020-02-04 Ashbridges Bay

e
> MhispC Ashbridges Bay  AshbridgesBay  AshbridgesBay  AshbridgesBay  AshbridgesBay  AshbridgesBay  Ashbridges Bay
067 068 062 070 073 074 076

> g Network

= .= 3

> s
Ashbridges Bay Ashbridges Bay Ashbridges Bay Ashbridges Bay Ashbridges Bay Ashbridges Bay Ashbridges Bay
o77 o7 080 el 082 083 024

Ashbridges Bay ~ AshbridgesBay ~ AshbridgesBay  AchbridgesBay  AshbridgesBay  AshbridgesBay  Ashbridges Bay
085 086 090 091 092 093 094

AshbridgesBay ~ Ashbridges Bay ~ Ashbridges Bay  AshbridgesBay  AshbridgesBay  AshbridgesBay  Ashbridges Bay
095 096 09 098 099 100

™ 2 Typehere to search (o] i e P~ | ~ @ 7 O P 09 AM

3/12/2020 D
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Change the FileView. . . . . . . . .. ... ... .. 238
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CopyaFile. . « v ¢ v v v v v i i i e e e e e e e e e 240
MoveaFile . . ... ... ..., 241
RenameaFile . . . . . . . .. v v v v v v v 242
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DeleteaFile. . . . . . . . . . v v v v v oo 244
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Specify a Different Program When Opening a File . . . . 250



Select a File

efore you can use File Explorer to do any work with one or more files, you first have to select the

files so that Windows knows which ones you want to work with. For example, before you can move
files to a new location, you must first select the files you want to move. You can select just a single
file, two or more files, a group of files, or all the files in a folder. Although you learn specifically
about selecting files in this section, the technique for selecting folders is exactly the same.

Select a File

Select a Single File
@ Click File Explorer (5,).

e Open the folder containing the
file.

€@ Click the file.

Select Multiple Files
o Open the folder containing the
files.

e Click the first file you want to
select.

9 Press and hold and click
each of the other files you want
to select.
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| = | Documents

Home Share View

~ 3 Quick access

[ Desktop L4
¥ Downloads ~ # =
. W
Documents  #
[&=] Pictures E 4
> o OneDrive
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W
> £ Network
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Custom Office Templates

2021 Budget.docx
Microsoft Word Document
13.6 KB

A Brief E-mail Primer.docx
Microsoft Word Document
155 KB

A Mosaic of New Words.docx
Microsoft Word Document
483 KB b
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125KB

Alignment Examples.doc
Microsoft Word 97 - 2003 Docum...
19.0 KB

Borders and Shading Examples.doc
2003 Docum...

Microsoft Word 97 -
20.0 KB

Search Documents

v O

My Data Sources
&

[ 2021 Budget_Sales_Input.docx
Microsoft Word Document
13.6 KB

=

Addresses.doc

[ A Few of My Favourite Words.doox
w Microsoft Word Document
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AN
m Microsoft Word 97 -
19.0KB
Agenda for Industry
Conference.docx
Microsoft Word Document
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W
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Budget Notes.docx
Microseft Word Document
20.2KB
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1

e 1)

ITEO=1

Home Share View

# Quick acce&

[ Desktop
4 Downloads
Documents
[&] Pictures

. Scotland

% % % %

@, OneDrive
[ This PC

¥ Network

1items 3 items selected 336 MB

Play Lamprey

Music Tools

« “ A ¢ ThisPC » Music » BettieServeert » Lamprey 4
01 Keepsake
MP3 File
14.4 MB
03 D. Feathers
MP3 File =}
12.6 MB
0521 Days
MP3 File
7.77 MB
9 07 Tell Me, Sad
MP3 File
12.1 MB b
09 Semething 5o Wild
MP3 File
6.54 MB
11 Silent Spring
MP3 File
10.4 MB

O Search Lamprey

02 Ray Ray Rain
MP3 File
10.0 MB

04 Re-Feel-It
MP3 File
9.08 MB

06 Cybor D
MP3 File
9.22 MB

08 Crutches
MP3 File
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10 Totally Freaked Out
MP3 File
957 MB




CHAPTER

Working with Files 10

Select a Group of Files ERE e = m
o Open the folder containing the . H"T: S"“T': . e : P'“”’ZT“"! i ;9
~ » is » Pictures » Siena v earch Siena
files. ) o
.. . #F Quick access
e Position the mouse pointer ([}) s
slightly above and slightly to the ¥ Downloads o+
left of the first file in the group. :‘:ummt; : _w IMG _0063.JPG \MG _0064.JPG IMG_0065.JPG IMG_0066.JPG
Click and drag the mouse @ Oneive 2 @5
pointer ([3) down and to the 1 This pC - T
right until all the files in the = FLASH DRIVE (E) IMG 006776
group are selected. i Network
IMG_D072JPG
Le 55 BB 4l
72 items. B items selected 10.7?43 ‘
Select All Files EDET My Music - o0 x
.. Home View Music Tools - @
c Open the folder containing the 0
5 & cut LN N T Open v HHSelectall
ﬁles, * D =i Copy path * - IEE - :’Edlt e Select dine
Pm;;&tsu(k Copy Paste I — b:gve Ctzpy De\ete Rename f:m’ Pmp‘emes B istory | G inver selecion
3 Clipboard Organize New Open Select
@ Click the Home tab. s vesiop P - !
. & Downloads ~ # Bettie Serveert Blind Faith
© Click Select all. e+ 2R = 1 0
X [=] Pictures »* e — Feist
Note: A quick way to select all the Scotiand =i =l |
files in a folder is to press (E1)+(1. @ ondrie -y o g e
!ThisPC i Breakers
() File Explorer selects all the files : :
& Network Johnny Winter ~ Joni Mitchell
in the folder. = ] 4 ¢
= p ‘1 Julie Delpy = Liz Phair
= i Mahalia Jackson = h N Martha Wainwright .
42items 42 items selected == =

TIP

How do I deselect a file?
Depending on the situation, there are a few ways to deselect files:

* To deselect a single file from a multiple-file selection, press and hold (£ and click the file you want to
deselect.

* To deselect all files, either click the Home tab and then click Select none, or click an empty area within
the folder.

e To reverse the selection — deselect the selected files and select the deselected files — click the Home
tab and then click Invert selection.
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Change the File View

You can configure how Windows displays the files in a folder by changing the file view. This enables
you to see larger or smaller icons or the details of each file.

You can choose a view such as Small Icons to see more files in the folder window. A view such as Large
Icons or Extra Large Icons enables you to view images as thumbnail versions of each picture. If you
want to see more information about the files, choose either the Tiles view or Details view.

Change the File View

o In File Explorer, open the folder IEEE T — -~ o x
containing the files you want fome _shore | View -
to view.

.] [T Preview pane [ Extra large icons IEI Large icans ~ [ item check boxes V -

£ Medium icons mall icons i~ [ File name extensions
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Navigation i S -

. . s
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Preview a File
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Windows enables you to view the contents of some files without opening them. This makes it
easier to select the file you want to work with because it means you do not have to run an
application to see the file’s contents. Previewing the file is faster and uses fewer system resources.
Windows previews only certain types of files, such as text documents, rich text documents, web

pages, images, and videos.

Preview a File

o In File Explorer, open the folder
containing the file you want to
preview.

© Click the View tab.
9 Click Preview pane.

Note: You can also press (11J+() to
open the Preview pane.

() The Preview pane appears.
O Click a file.

() The file’s contents appear in the
Preview pane.

( You can click and drag the left
border of the Preview pane to
change its size.

Note: When you are finished with the
Preview pane, you can click Preview
pane on the View tab (or press

(D+) to close it.
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Copy a File

You can use Windows to make an exact copy of a file. This is useful if you want to back up an
important file by making an extra copy on a flash drive, memory card, or other removable disc.
Similarly, you might require a copy of a file if you want to send the copy on a disc to another person.
This section shows you how to copy a single file, but the steps also work if you select multiple files.
You can also use these steps to copy a folder.

Copy a File

o In File Explorer, open the folder
containing the file you want to

copy.
o Select the file.
€@ Click the Home tab.

o Click Copy.

Windows places a copy of the file
in a special memory location called
the Clipboard.

e Open the location you want to
use to store the copy.

@ click the Home tab.
@ Click Paste.

() Windows inserts a copy of the file
in the location.
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Move a File
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hen you need to store a file in a new location, the easiest way is to move the file from its

current folder to another folder on your computer. When you save a file for the first time, you
specify a folder on your PC’s hard drive. This original location is not permanent; you can move the
file to another location on the hard drive. This section shows you how to move a single file, but the

steps also work if you select multiple files or move a folder.

@ 1n File Explorer, open the folder
containing the file you want to
move.

o Select the file.
€ Click the Home tab.

O click Cut.

Windows places the file in the
Clipboard.

e Open the folder to which you
want to move the file.

@ click the Home tab.
0 Click Paste.

() Windows moves the file to the
new location.
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Rename a File

You can change the name of a file, which is useful if the current name of the file does not
accurately describe the file’s contents. By giving your document a descriptive name, you make it

easier to find the file later.

Make sure that you rename only those documents that you have created or that someone else has
given to you. Do not rename any of the Windows system files or any files associated with your

programs, or your computer may behave erratically, or even crash.

In File Explorer, open the folder
that contains the file you want
to rename.

@ Click the file.
€ Click the Home tab.

Note: In addition to renaming files,
you can also rename any folders that
you have created.

O Click Rename (or press ().

A text box appears around the
filename.

© Type the new name you want to
use for the file.

Note: If you decide that you do not
want to rename the file after all,
press (5.9 to cancel the operation.

Note: The name you type can be up
to 255 characters long, but it cannot
include the following characters: <>,

T\

@ Press (070 or click an empty
section of the folder.

The new name appears under the
file’s icon.

242

= | Documents

ER

Home

59

r . D d Cut
w-| Copy path

Pinto Quick Copy Paste

access [7] Paste shorteut

«Xiﬁﬁ

Delete Rename N
- fe

Move Copy
tor  to-

older

Hew item =

Easy access =

n 5 open -
[ Edit

Properties

& History

[ select an
17 Select nane
25 invert selection

Clipboard Organize New Open Select
= veskiop * Y N oy 1 I
& Downloads
Documents ﬂ
DOCX DOCX DOCX DOCX DOCX X
[&=] Pictures i d
Letterta D. Ferry Letterto K. LettertoPT Inc.  Loan Approval Preliminary Logophilia
@ OneDrive Harper Annual Report Newsletter - An
2020 Email Primer
[ This PC
LY LY Y Y L L
= FLASH DRIVE ()
¥ Network
- DOCX DOCX DOCX DOCX DOCX DOCX
MemotoPenske  Minding Your My All-Time New Word New Words in Party Invitation
E-mail Manners Favorite U.5. Metaphars the Modem
College Workplace
Nicknames
B LY LY LY LY LY
DOCX DOCX DOCX DOCX DOCX DOCX ©
S2items  1item selected 3.22 KB B[=]
| = | Documents - m} X
Home  Share  View v @
« v o » ThisPC » Documents » v o 2 Search Documents
Newsletter Bar o Cloud A
3 Quick access Computing
[ Desktop ” Y L Iy LN = b LY
4 Downloads ~ #
Documents
DOCX DOCX DOCX DOCX DOCX DOCX
[&] Pictures »*
Letterto D. Ferry Letterto K. LettertoPTInc.  Loan Approval Finall Annual 5 g
@ OncDrive Harper Report 2020 er - An
mail Primer
[ This PC . . )
By Y Y Y LY LY
s FLASH DRIVE (E)
Network
o Hietwor DOCX DOCX DOCX DOCX DOCX DOCX
MemotoPenske  Minding Your My All-Time New Word New Words in Party Invitation
E-mail Manners Favorite U.S. Metaphars the Modem
College Workplace
Nicknames
B B Y Y LY LY
DOCX DOCX DOCX DOCX DOCX DOCX ©
S2items  1item selected 3.22KB EE;




Create a New File

CHAPTER

10

You can quickly create a new file directly within a file folder. This method is faster, and often
more convenient, than running a program’s New command. In Windows, you can create several
different file types, such as a Bitmap Image (a drawing), Rich Text Document (a WordPad file),
Text Document (a Notepad file), and Compressed (Zipped) Folder (which combines multiple files
in a single file, as described in the section “Extract Files from a Compressed Folder,” later in this
chapter). You can also create a new folder.

Create a New File

@ 1n File Explorer, open the folder
in which you want to create the
file.

@ click the Home tab.
€@ Click New item.

O Click the type of file you want to
create.

(@ If you click Folder, Windows
creates a new subfolder.

Note: The New Item menu on your
system may contain more items than
you see here because some programs
install their own file types.

() An icon for the new file appears
in the folder.

e Type the name you want to use
for the new file.
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Delete a File

hen you have a file that you no longer need, instead of leaving the file to clutter your hard

drive, you can delete it. Make sure that you delete only those documents that you have created
or that someone else has given to you. Do not delete any of the Windows system files or any files
associated with your programs, or your computer may behave erratically or crash.

Delete a File

In File Explorer, open the folder
that contains the file you want
to delete.

o Click the file you want to delete.

Note: If you need to remove more
than one file, select all the files you
want to delete.

r

Note: See the section “Select a File,”
earlier in this chapter, to select
multiple files.

€ Click the Home tab.
@ Click the top half of Delete.

Note: Another way to select the
Delete command is to press (0.

() Windows removes the file from
the folder.

Note: Another way to delete a file is
to click and drag it to the desktop
Recycle Bin icon.
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Restore a Deleted File

CHAPTER

10

f you delete a file in error, Windows enables you to restore the file by placing it back in the folder
from which you deleted it. You can restore a deleted file because Windows stores each deleted
file in a special folder called the Recycle Bin, where the file stays for a few days or a few weeks,

depending on how often you empty the bin or how full the folder becomes.

Restore a Deleted File

@ Double-click the desktop Recycle
Bin icon.

Note: If you have a Touch PC, open
File Explorer, click the first > in the
address bar, and then click Recycle
Bin.

The Recycle Bin folder appears.
o Click the file you want to restore.
e Click the Recycle Bin Tools tab.

e Click Restore the selected items.

The file disappears from the
Recycle Bin and reappears in its
original folder.
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Add a File to Your OneDrive

f you are using Windows under a Microsoft account, then as part of that account you get a free

online storage area called OneDrive. You can use the special OneDrive folder on your PC to move or
copy any of your files to your OneDrive. This is useful if you are going to be away from your computer
but still require access to a file. Because the OneDrive is accessible anywhere you have web access,
you can view and work with your file without using your computer.

Add a File to Your OneDrive

Move a File to Your OneDrive ETET vamage e A
o In File Explorer, open the folder € w4 [l> THERC > Piawss > Siens 4 v o] o sercnsens
that contains the file you want o s g
to move. Mocop 4
& Downloads ~ #
Click and drag the file to the B 2 w067
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(@ As you drag, if you hover the file i
over OneDrive, File Explorer 0»
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Copy a File to Your OneDrive

@ 1n File Explorer, open the folder
that contains the file you want
to copy.

e Press and hold (£7) and then
click and drag the file to the
OneDrive folder.

() If needed, you can hover the file
over OneDrive to see your other
OneDrive folders.

€@ Drop the file on the OneDrive
folder you want to use.

(O File Explorer copies the file to the
OneDrive folder.

TIPS
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How do I access my OneDrive
online?

You need to open Microsoft Edge
and navigate to the OneDrive site,
onedrive.live.com. After you are
signed in to your OneDrive, you can
use it to create new folders, rename
files, delete files, and more.

Can I create new documents using OneDrive?

Yes. As part of your OneDrive, Microsoft gives you access to the
Office Web Apps, which are scaled-down, online versions of the
Microsoft Office applications. To create a document using one
of these programs, navigate to your online OneDrive, click New,
and then click Word document, Excel workbook, PowerPoint
presentation, OneNote notebook, Forms survey, or Plain text
document.
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Extract Files from a Compressed Folder

f someone sends you a file via email, or if you download a file from the Internet, the file often

arrives in a compressed form, which means the file actually contains one or more files that have
been compressed to save space. To use the files on your computer, you need to extract them from
the compressed file.

Because a compressed file can contain one or more files, it acts like a kind of folder. Therefore, Windows
calls such files compressed folders, zipped folders, or Zip archives. You can view these files or extract them
from the folder.

Extract Files from a Compressed Folder
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Extract Compressed Folder Files [IEFRY b wwg - 8 x
. Home  Share  View | Compressed Folder Tools - -9
@ 1n File Explorer, open the folder e e | -0
. . Downloads [£ Documents b Music - o
containing the compressed folder. = picures B vidos | [
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0 Click Extract.

Windows extracts the files.

How can I create a compressed folder?
Follow these steps: 2] &,;_n =
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compressed folder. DOCX I > e =
. . . Agenda for ) Map to
o Right-click any selected item. Industry Give access to Convention
SCoeens Sendto@ > BI h devi E
@ Click Send to. % g
e Cut £ Compressed (zipped) f0|d2f<0
@ Click Compressed (zipped)
folder.

The compressed folder appears.
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Specify a Different Program When Opening a File

You can open a file in a different program from the one normally associated with the file. This
enables you to use the other program’s features to work on the file.

You may have situations where you prefer to open a particular file with a different program. For
example, double-clicking a picture file opens it in the Photos app. However, you may prefer to open
the picture file in Paint or some other image-editing program so that you can make changes to the
picture. This section shows you how to open any document in another program.

Specify a Different Program When Opening a File

o In File Explorer, open the folder CIEEE e "‘“”"Sﬂ o x
that contains the file you want feme e R et ul
y > ‘ D & cut x IEII T Hew item = u
to open. o =covpan Lt LT ﬂmmss@g —
Pmat:(g\;lck Copy Paste E P e ’\:SV-E (it;p'y Delvete Rename le‘e::’ erties . pamt 20
o chck the ﬁle‘ :Uesmp cuutma;g ——— Organize New O rm :m‘:m ) o
botents e
e Click the Home tab. Documents E i
= Pictures * q
@ click the Open . @ crome E
0 This pC Saved Pictures Scans Scotland Siena Venice Video Projects
() If the program you want to use . FLASHORVE ) —
appears here, you can click the & Network »
program and Sk]p the Temaining Boats P Eiffel Tower Flower 1 P Fhismighid
steps.
p .
© Cclick Choose another app. ; - ‘
e Notre Dame Paits Rhino Sunsetatthe  Woodbine Beach
cottage v
24items  1item selected 2,17 MB EE;
Windows asks how you want to _
I How do you want to open this file?
open this file type.
l' k Keep using this app
@ click More apps. e

Phatos are easily enhanced, organized for you, and

ready to edit and share.

Other options

Paint
. Paint 3D

Look for an app in the Microsoft Store

More apps ¥ 0

D Always use this app to open Jjpg files

OK

250



CHAPTER

Working with Files 10

How do you want to open this file?

() Windows displays a full list of programs
you can use to open the file.

. Photos ~
Click the program you want to use to open Photos are easily enhanced, organized for you, and
. ready to edit and share.
the file.
Other options
(® If the program you want to use does not & 7

appear in the list, you can click Look for
another app on this PC, and use the Open .
WTth d'lal.Og bOX to Spedfy the program’ m Look for an app in the Microsoft Store

e Click OK. Internet Explorer
Look for another app on this PC 0 v

Always use this app to open jpg files

Windows opens the file in the program G D ¢ pant ~ o x

you chose. )
EEEEE EEEE
U Smen monn® 9
tor oo L

Colors

Paint 3D

Home View

IR m@é

Clipboard Image Tools |Brushes| Shapes Size

TIPS A+ =] T su;u 3456px 1250% 2 B : @

How can I open every file of the same type in the | Can I set the default app for multiple file types?
new program? Yes. In the taskbar’s Search box, type set default,
If you want to open every file of the same type — and then click Default apps. Click Set defaults by
such as Text Document files or Rich Text Format app, click the app you want to use, and then click
files — in the same program, follow steps 1 to 6 Manage. For each file type you want to open, click
and then click Always use this app to open .ext either Choose a default or click the current default
files ([] changes to [), where .ext is the file app, and then click the app you want to use as the
extension of the file type you are working with. default.

251



CHAPTER 11

Sharing Your
Computer

If you share your computer with other people, you can create separate user
accounts so that each person works only with his own documents, programs,
and Windows settings. This chapter shows you how to create and change user
accounts, how to log on and off different accounts, how to share documents
between accounts, and how to create and restrict a child’s account.

I B8 Your family x

< O B https;//accountmicrosoft.com/family/settings/screen-time/2463339391778506179

Activity Screen time App and game limits Content restrictions Spending Find your child

Screen time that's simple

Create healthy habits with device and app limits. See how much time

your child has left for the day, give them more, or say "that’s enough
for today". 2
Device limits

Use one schedule for all devices

@ or

=1 XboxOne

L1 windows 10

How much time can your child have each day across all of their devices, and when can they use them? @

Day Time limit 12 am 4.am 8am 12 pm 4 pm 8pm

Sunday Max scheduled ~ 1 0 I A
Monday Max scheduled 1 0 I A
Tuesday Max scheduled ~ 1 0 I A
Wednesday  Max scheduled 1 0 I A
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DeleteanAccount . . . . . . ... ... 264
AddaChildtoYourPC. . . ... ... ........ 266
Set Restrictions on a Child Account . . . . . ... ... 268
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Display User Accounts

To work with user accounts, you need to display the Windows Accounts settings. A user account
is a collection of Windows folders and settings associated with one person. In this chapter, you
learn how to create new user accounts, change a user account’s picture, change a user account’s
password, and delete a user account. To perform any of these tasks, you must first display the
Accounts screen of the Settings app.

Display User Accounts

@ Click Start (28).

1 28 O Type heretosearch o o e ] A~ w7 )

The Start menu appears.

=

© click your user account. v

. AMD Radeon Software

c

Caleulator
‘Calendar
[] e

G & B O

= |P [rype here to search o o e | [
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e Click Change account settings.

The Accounts screen appears.

Information about your account appears
here. Later, after you have switched to
another account, information for the
current account appears in this spot.

START

0

IR e et o et 0

B Lok

[> signouwt
Paul McFedries
Signed in

8 Paul McF

M paulM
Documents.

Pictures

& B D

Settings

G

Power

Productivity

g

Explore

o

Microsoft Store

£ Type here to search

Settings

@ Home

| Find a setting L |

Accounts

A= Your info

E Email & accounts

Sign-in options

Access work or school

Sync your settings

Q

Your info

PAUL M

logophilia@outlock.com

Billing infc, family settings, subscriptions, security settings, and more

Manage my Microsoft account

Sign in with a local account instead

Create your picture

@ Camera

How do user accounts help me share my computer with other people?
Without other people having their own user accounts, anyone who uses your computer can view and even
change your documents, Windows settings, email accounts and messages, Microsoft Edge favorites, and more.

With user accounts for each person, users get their own folders (Documents, Pictures, Music, and so on),
personalized Windows settings, email accounts, and favorites. In short, users get their own versions of
Windows to personalize without interfering with anyone else’s. Also, user accounts enable you to safely
share documents and folders with people who use your computer and with people on your network.

255



f you want to share your computer with another person, you need to create a user account for that

individual. This enables the person to log on to Windows and use the system. The new user account
is completely separate from your own account. This means that the other person can change settings,
create documents, and perform other Windows tasks without interfering with your settings or data.

You can create a local user account or a Microsoft account. For maximum privacy, you should

safeguard each account with a password.

0 Display the Accounts screen of
the Settings app.

Note: See the previous section,
“Display User Accounts,” to learn how
to display the Accounts screen.

Q Click Family & other users.

6 Click Add someone else to
this PC.

i}

Settings

Home

| Find a setting

AZ

Q

P Accounts

Your info

Email & accounts

Sign-in options

Access work or school

Family & other users 0

Sync your settings

Family & other users

Your family

Add your family so everybody gets their own sign-in and desktop.
You can help kids stay safe with appropriate websites, time limits,
apps, and games.

Add a family member
+

Learn more

Other users

Allow pecple who are not part of your family to sign in with their own
accounts. This wen't add them to your family.

Add someone else to this PC 0
+

The How Will This Person Sign In screen appears.

0 For a local account, click I don’t have this person’s

sign-in information.

Note: If you want to create a Microsoft account instead,

see Chapter 1 for more information.

256

Microsoft account

B Microsoft

How will this person sign in?

Enter the email address or phone number of the
person you want to add. If they use Windows, Office,
Qutlook.com, OneDrive, Skype, or Xbox, enter the
email or phone number they use to sign in.

\Ema\\ or phone

1 don't have this person’s sign-in infor ma1|0n0

Cancel Next

Terms of Use  Privacy & Cookies
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The Create Account screen appears. Mictosoftaccount x

© Click Add a user without a Microsoft account.

The Create an Account for this PC screen appears.

0 Type the name you want to use for the new B2 Microsoft
account. Create account
o Type the password‘ komeone@examp\e.com

Use a phone number instead

Note: The password appears as dots for security
reasons.

Get a new email address

Add a user without a Microsoft account:

© Retype the password. Sack

For each security question, click ~~ and then
click the question you want to use.

@ Type an answer for each question.
@) Click Next.

Windows creates the account and adds it to the

Other Users section of the Family & Other Users
If you want to use a password, choose something that will be easy for you to remember
screen. but hard for others to guess.

Terms of Use

Microsoft account X

Create an account for this PC

Who's going to use this PC?

| Kalen@ |

Make it secure.

In case you forget your password

| What was your childhood nickname? vw
v

| Cammup@ |
| ‘What's the first name of your oldest cousin? @
| Alphonse @ |

O -

How do I create a secure password?

It is a good idea to use secure passwords that a nefarious user cannot guess. First, do not use an obvious
password such as the user’s account name or the word “password.” Second, make sure the password is at
least eight characters long. Finally, use at least one character from at least three of the following four
sets: lowercase letters, uppercase letters, numbers, and symbols.
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Switch Between Accounts

fter you have created more than one account on your computer, you can switch between
accounts. This is useful when one person is already working in Windows and another person
needs to use the computer.

When you switch to a second account, Windows leaves the original user’s programs and windows
running. This means that after the second person is finished, the original user can sign on again and
continue working as before.

Switch Between Accounts

@ click Start (28).

1 W O Typehereto search O H @ = = AE g

The Start menu appears.
o Click your user account.

Click the user account you want to
switch to.

£, Change account settings

B Lok

B sgnout
Paul McFedries
Signed in

0 <)

0»9 Paul M

[ Documents

B Pictures

& Settings

&  Power

8 | O Type here to search
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Windows prompts you for the user account
password.

0 Type the password.
© Click Submit (&)

Note: The first time you switch to a new account,
Windows takes a few moments to configure the
account.

The user’s default picture now appears in
the Start menu, and the user’s name =
appears when you hover the mouse
pointer ([;+) over the account picture. To [B] sormscie
learn how to change the default picture, c

see the next section, “Change Your User i
Account Picture.” B

[] cone
s

F

ﬂ Feedback Hub

GetHelp
@ Groove Music

S Mail

@ B DO @
@

@

A

£ fiype here to search

What happens if I forget my password?

When you set up your password as described in the previous section, “Create a User Account,” Windows asks
you to type answers to several security questions. If you cannot remember your password, you need to
supply the answers to those questions before you can create a new password. To reset your password, follow
these steps: In the sign-on screen, leave the password text box blank. Click Submit (B). Windows tells you
the password is incorrect. Click OK to return to the sign-on screen, and then click Reset password to display
your security questions. Answer the questions, click Submit (B), and then enter your new password.
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ou can add visual interest to your user account as well as make it easier to tell one user account

from another by adding a picture to the account. When you create a user account, Windows
assigns it a default picture, which appears in the user’s Start screen tile, the Accounts screen of the
Settings app, and the sign-on screen. Unfortunately, this default picture is a generic silhouette of
a person’s head and upper torso, so it is not very interesting or useful. If you have a more suitable
picture that you would prefer to use, you can change your picture.

\ Change Your User Account Picture

@ click Start (28).
The Start menu appears. - B v
0 Click the user account. > !H
€ Click Change account settings. — —~ ..
o | ® |
8, Change account settings
ﬂ 0 Microsoft Edge Photos Te Do

Lock

[ signout

emu\M

=7 Signedin

¥ Paul McFedries
Signed in

=
o

‘Game bar
m Get Help
‘Groove Music

M

E Mail
hdans:
&’ £ Type here to search o o @ = @A

The Settings app appears with the Setinge = m
Your Info tab displayed.

& B 0

G

@ Home Your info

0 Click Browse for one. Find a seting 2]

Accounts

A= Your info

E  Email & accounts

Local Account

€, Sign-in options KAREN
B Access work or school

Sync your settings ‘Windows is better when your settings and files automatically sync.
Use a Microsoft account to easily get all your stuff on all your devices.

Q

Sign in with a Microsoft account instead

Create your picture

@ Camera
B Browse for one 0
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The Open dialog box appears. Gpen %
L « A > ThisPC » Pictures > Scotland 2017 » v O Search Scotland 2017 »
e Click the picture you want to use. v =- o e

A

20170608 Scotlan 20170609 Scotlan
42017407 d.2017.410

@ Click Choose picture. v - i
& Downloads i

E 4
F 4

a Documents - mmm S(dllln 20170608 _Scotlan
»

d_2017_401

[ Pictures

D Music

| Public Pictures =

Vid . : 4 o

B videos -

@ OneDrive 20170609 _Scotian ) ! 200 la ). 20170610_Scotlan
d.2017.423 d_2017 424 d_2017.438 d_2017 444

3 This PC &~

. FLASH DRIVE (E)

@ Network

[ camera 20170610_Scotlan 20170610_Scotlan 20170610_Scotlan 20170611 Scotlan
d_2017.451 d_2017.454 d_2017.509 4.2017.538

[ Photos

i /
| _ il
20170612 Scotlan 20170612 Scotlan 20170612 Scotlan  20170612_Scotlan  20170612_Scotlen
4.2017.551 d.2017.553 4.2017_568 42017577 d.2017.581 J
File name: | 20170612_Scotland_2017_548 | | Aifiles v

(Pt croccpiue | | concel |

() The Your Info tab appears and displays the seings
new picture.

@ Home Your info

Find a setting pel I

Accounts

RZ Yourinfo u

Email & accounts

£ 0

Sign-in options KAREN

Local Account

@

Access work or school

«

Sync your settings Windows is better when your settings and files automatically syne.
Use a Microsoft account to easily get all your stuff on all your devices,

Sign in with a Microsoft account instead

Create your picture

@ Camera
D Browse for one

How do I use a webcam photo as my user account picture?

Repeat steps 1 to 3 and then click Camera to open the Camera app. Position yourself within the screen
and then click the screen to take the picture. The Camera app displays the photo and adds a rectangle

that defines the area of the photo it will use for your account picture. Click and drag the rectangle to the
position you want. Click and drag the rectangle corners to set the size and shape of the rectangle. Click OK.
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f you set up a user account with no password, or if you find it difficult to remember your password,
you can change the password. Assigning a password to each user account is good practice because
otherwise someone who sits down at the PC can sign in using an unprotected account.

It is also good practice to assign a strong password to each account, so that a malicious user cannot
guess the password and gain access to the system. Whether you want to assign a password or create a
password that is stronger or easier to remember, you can use Windows to change an existing password.

| Change a User’s Password |

0 If you want to change another user’s
password, sign in as that user.

9 Display the Accounts screen of the
Settings app.

(2

Note: See the section “Display User
Accounts,” earlier in this chapter, to learn
how to display the Accounts screen.

€ Click Sign-in options.
@ Cclick Password.
a Click Change.

Note: If the account has no password,
click Add in the Password section.

& Settings - o x
@ Home Sign-in options
| Find a setting L | Manage how you sign in to your device
- Accounts Select a sign-in option to add, change, or remove it.
o o Windows Hello Face
% *~ This option is currently unavailable—click te learn more
A= Your info
2 Windows Hello Fingerprint
= Email & accounts D) Sign in with your fingerprint scanner (Recommended)
Ay = Windows Hello PIN
i options " Sign inwith a PIN (Recommended)
B3 Access work or schaol El Security Kay
Sign in with a physical security key
a0 Sync your settings
q Password
Sign in with your SWBUNt's password

Your account password is all set up to sign in to Windows,
apps, and services.

Update your security questions

Learn more

Change 0
Picture Passwaord

Swipe and tap your favorite photo to unlock your device

Windows prompts you to verify your
current password.

Note: If the account has no current password,
skip to step 8.

Q Type your current account password.
@ Click Next.

262

Change your password

First, confirm your current password.

Paul McF




Windows prompts you for the new password.
Q Type the new password.
Q Type the new password again.

If you are not sure whether you typed a password
correctly, you can click and hold Display Password
Characters (<o) to temporarily display the
password.

@ Type a hint.
) Click Next.

@ Click Finish.

Windows updates the user account password.

(®© Change your password

)
Password hint Favorite book+favorite number 10

11 o]

(® Change your password

Next time you sign in, use your new password.

Paul McF
R Local account

Are there any other precautions I can take to protect my password?
Yes, besides creating a strong password, you can safeguard your password by following these guidelines:

® Do not tell anyone your password.
¢ Do not write down your password.

e Make your password easier to remember by using a mnemonic device. For example, you could use the
first letters as well as any numbers that appear in the name of a favorite book or movie.
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f you create a user account temporarily, or if you have a user account that is no longer needed or
no longer used, you can delete that account. This reduces the number of users that appear in the
Users tab of the Settings app, as well as the Windows sign-on screen, which can make these screens

a bit easier to navigate. Deleting a user account also means that Windows reclaims the hard drive
space that the account uses, which gives you more room to store files in your other accounts.

0 Sign out of the user account you want to
delete.

Note: To sign out of an account, click Start (&&),

click the user account on the Start menu, and
then click Sign out.

e Display the Accounts screen of the Settings
app.

Note: See the section “Display User Accounts,”
earlier in this chapter, to learn how to display
the Accounts screen.

a Click Family & other users.

The Family & Other Users screen appears.

Q Click the user account you want to delete.
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< Settings

@ Home

| Find a setting

PAccounts

A= Your info

E=  Email & accounts
Q Sign-in options
=]

Access work or school

,  Family & other ussrs{

©

Your info

PAUL MCFEDRIES

paulmcfedries@hotmail. com
Administrator

Billing info, family settings, subscriptions, security settings,
and more

Manage my Microsoft account

Find a setting

Accounts

R=  Your info

&3 Email & accounts.
Sign-in aptions
Access work or school

A, Family & other users

Q

Sync your settings

Z Sync your settings
Verify your identity to sync passwords across your devices,
Verify
Sign in with a local account instead
< Settings - [m]
@ Home Family & other users

Your family

Add your family so everybody gets their own sign-in and
cdesktop. You can help kids stay safe with appropriate
websites, time limits, apps. and games.

Add a family member
+ Y
Learn more

Other users

Allow people who are not part of your family to sign in with
their own accounts. This won't add them to your family.

Add someane else to this PC

Chase

Local account
Houseguest 4
Local account




QClick Remove. pR— T

@ Home Family & other users

- Add your family so everybody gets their own sign-in and
Find a setting 2 | desktop. You can help kids stay safe with appropriate
websites, time limits, apps, and games.

Accounts
Add a family member
y

A= Your info
Learn more

= Email & accounts

N Other users
Sign-in options

Allow peaple who are not part of your family to sign in with

Access work or school their own accounts. This won't add them to your family.

A, Family & other users | Add someene sise 1o this PC

Chase

Local account

Houseguest

Local account
Change account type Remove ﬁ

Q

Sync your settings

The Delete Account and Data Delete account and data?
dialog box appears.

@ click Delete account and data.

Delete account and data?

. Houseguest
Windows deletes the account. Local Account
Deleting this person’s account will remove all their data from this PC, including items on
their desktop, downloads, documents, photos, music, and other files. If this data hasn't been
backed up or saved to another location, such as another PC, it will be lost.

6 Delete account and data |

Why can I not delete my original Windows account?

Windows configures the original user account as the administrator account on the computer, which means
it is the only account allowed to perform tasks such as creating and deleting user accounts. Windows does
not allow you to delete this account because it requires that there always be at least one administrator
account on the computer. When you are logged in with another account, you cannot access the Other
Accounts screen, so you cannot use it to delete your original Windows account.
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f you have a child whom you want to give access to your PC, you can add that child as a family

member rather than as a regular user account. The advantage is that you gain access to an
extensive array of settings that enable you to restrict the child’s activities, content, and screen time.
This section shows you how to add a child as a family member. The next section, “Set Restrictions
on a Child Account,” takes you through the types of restrictions you can apply. Note that your child

must have an email account to be added as a family member.

| Add a Child to Your PC

0 Display the Accounts screen of
the Settings app.

Note: See the section “Display User
Accounts,” earlier in this chapter, to
learn how to display the Accounts
screen.

9 Click Family & other users.
e Click Add a family member.

The Add a Child or an Adult window

appears.

&

Settings

1 Home

| Find a setting

P~ Accounts

bl

= Your info

= Email & accounts
Sign-in options
Access work or school

R, Family & other usersﬁ

Sync your settings

Q

@ Click Add a child (O changes to @).

e Type the child’s email address.
Q Click Next.
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Family & other users

Your family

Add your family so everybody gets their own sign-in and
desktop. You can help kids stay safe with appropriate
websites, time limits, apps, and games.

Add a family member
+ 0

Learn more

Other users

Allow people who are not part of your family to sign in with
their own accounts, This won't add them te your family.

Add someone else to this PC
+

w@) Add a child

BS Microsoft

Add a child or an adult?

Enter the email address of the person you want to
add. If they use Windows, Office, Outlook.com,
OneDrive, Skype, or Xbox, enter the email address
they use to sign in.

Kids are safer online when they have their own
account

(O Add an adult

cmcfedr\'es@gmail‘com|0 b

The person | want to add doesn't have an email

address




Windows asks you to confirm that you want to add
the child to your PC.

0 Click Confirm.

Windows lets you know that an invitation was sent
to the person.

@ click Close.

0 Access your child’s email account, open the email
from Microsoft Family, click the Accept Invitation
button, and then click Join the family (not shown).

Windows adds the child to the Your Family section
of the Family & Other Users tab in the Settings app.

TIP

CHAPTER

Sharing Your Computer 1 1

B® Microsoft

Add this person?

Confirm that you want to add cmcfedries@gmail.com to
your family and this device.

BB Microsoft

Invitation sent

You invited cmcfedries@gmail.com to be added to your
family as a child. Until they accept the invite from their
email, they'll be able to log into this device without family
settings applied to their account.

Let them know they'll need to be connected to the
internet the first time they log into the device.

password am I supposed to use to sign in?

authorize the acceptance.

When I click Accept Invitation, I see a message telling me I have to sign in to proceed. What

As a security precaution, many email services do not allow accounts to be added as Windows family
members without explicit permission from the email account holder. So, when the service asks you to sign
in to proceed with the invitation acceptance, use your child’s email address and email account password to
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ou can set restrictions on an account that you have set up for a child. When you add a child as

a family member on your PC, as described in the previous section, you can use Microsoft’s online
family settings to enable various monitoring and restriction features. For example, you can receive
weekly email reports of your child’s web browsing activity, restrict the hours each day that your child
is able to use the PC, and block games, apps, media, and websites that are inappropriate for a child.

Display Family Settings
0 Display the Accounts screen of
the Settings app.

Note: See the section “Display User
Accounts,” earlier in this chapter, to
learn how to display the Accounts
screen.

© Click Family & other users.

€@ Click Manage family settings
online.

Enable Activity Reporting

The Edge browser appears and
opens the Family tab of your
Microsoft account.

Q Click Activity.

a Click the Activity reporting
switch to On.

@ click the Email weekly reports
to me switch to On.
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Settings

it Home

| Find a setting pol |

0>Ac€aunts

A= Your info

E Email & accounts
Sign-in options
Access work or school

A, Family & other users Q

] Sync your settings

Family & other users

Your family

You can allow family members to sign in to this PC. Adults can
manage family settings online and see recent activity to help
kids stay safe.

Add a family member
+

cmcfedries@gmail.com
Child
Manage family settings online 0

Other users

Can sign in

Allow people who are not part of your family to sign in with
their own accounts. This won't add them to your family.

~—3J= Microsoft account | You X |+ £
€« 50

Add money > Set up limits >

£ | https://account.microsoft.com/family/settings/recent-activi

339391778506179 ¥ ¥= 1 e

Turn on >

Screen time

App and game limits

4 Activity

View activity from February 26 - today
~ Manage

To block inappropriate websites and receive web browsing
activity reports, make sure kids are using Microsoft Edge
or Internet Explorer. Go to Content restrictions to change
what type of stuff they can get, and Screen time to change
how much time they can spend using it.

Activity is collected from Windows 10 and Xbox One
devices, and from Android devices running Microsoft
Launcher.*

Content restrictions

Spending Find your child

Activity reporting
C 5 )
Email weekly reports to me

@ on

InPrivate browsing is blocked 0]

I Feedback »




Set Screen Time Limits B =] £ wioosotaccountvou X | O o x
. . &« = O £ | hitps://accountmicrosoft.com/family/settings/screen-time/2463339391778506179 pee = 1 e
@ Click Screen time. ' -
Activity Screen time jd game limits Content restrictions Spending Find your child
Q Click the Windows 10 switch to On. — 0
. . . Screen time that's simple [}
Q FOf a part]cu{ar day, Cth the t1me yOU Create healthy habits with device and app limits. See how g —
Want tO WOfk With. :;ct;ht;r?:‘g:;l‘:;:lg:\;sd\:;lforthe day, give them more, or
A window opens in which you can Dedcslinis
. . . se one schedule for all devices
specify a time range that your child o o
can use the PC.
=] xbox One ® )
Click the From and To times to set the
. . . . g Windows 10 m@
time in 30-minute increments.
m Click Add_ :'I-ow much time can your child have each day across all of their devices, and when can they use them?
To delete a previously added schedule, o fmetmt frem o demo g tewodemten
you can click Remove beside the Sy L """"""
schedule.
X
@ Click Save. , .
On Sunday, my child can have screen time
Windows saves the screen time
L. From To
limit you chose. @» ]
‘ 10:30 PM . ‘ ‘ 11:30 PM - ‘ Add 11
@ Repeat steps 9 to 12 to set more
screen time limits as needed. Screen time schedule
7:00 AM 10:00 PM li] Remove
10:30 PM 11:30 PM il Remove

The Family tab tells me that I cannot see my child’s activity. Why not?
Microsoft has judged that your child is old enough to disallow activity
tracking. If you feel this is an error, you can change this setting by
signing in to your child’s Microsoft account (using the child’s email
address and password), clicking the Family tab, and then clicking
Manage permissions. Click the Let adults in your family see your
activity switch to On.

How do I restrict the content
that my child can view?

Click the Content restrictions tab.
Click the Block inappropriate
apps, games and media switch to
On. Click the Block inappropriate
websites switch to On.
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ou can share documents and folders of your choice with other users set up on your computer.

Sharing a document or folder enables you to work on a file with other people without having
to send them a copy of the file. You can set up each document or folder with Read or Read/Write
permissions. Read permission means that users cannot make changes to the document or folder;
Read/Write permission means that users can view and make changes to the document or folder.

cument or Fold

Set Read Permission for One User EFg Worsge  Siens - 0 x
. . . Share View Picture Tools - @
0 Open the folder containing the item - oy T—
you want to share. 1 =11 L., —P - BRRE
Share  Email Zip —| Remove  Advanced
=)Fa [ karen 7| access security
Q Click the document or folder you _ s snare with
want to share, i M Nee -
8 p_mumen * IMG_0062JPG IMG_0063.JPG IMG_0064.JPG IMG_0065.JPG IMG_0066.JPG
: =| Pictures
€ Click the Share tab. \
@ OneDrive 3
0 Click the user you want to have Read = This b
permission on the file. == FLASHDRIVE (E) IMG_0067JPG IMG_0068.JPG IMG_0069.JPG IMG_0070JPG IMG_0071JPG
. . . & Network
Windows shares the file with the
user.
MG,O{:?.;.JPG IMG_0074.JPG IMG_0075.JPG IMG_0076.JPG
- )
L ol LB A1 =i .
T2items  1item selected 1.87 MB EEE|
Set Custom Permissions B I E 0 - | ocuments - 0 X
.. Home  Share - @
0 Open the folder containing the Y T
. v 71 (&) Burn to disc Chase | i
item you want to share. 1 = ] = print B Houseguest
Share  Email Zip & Fax _‘Karen R:(T::;E Asdgv(aunri(t;d
Click the document or folder you . send Bl Logopnia Limited
* Downloads u n Faul McFedries [ 2021 Budget_Sales_Input.docx 0
want to share. & e @ Specific people... Microsoft Word Document
5] Documents 13.6KB 13.6 KB
1 &= Pictures | A Brief E-mail Primer.docx A Few of My Favourite Words.doox
e Cth the Share tab' Microsoft Word Document Micrc:cft'."'y."rcrcl Dcc:ment
@ OneDrive @ 155k 12.7KB
e Click the Share with — and then [0 This PC 3 A Mosaic of New Words.docx Addresses.doc
. .po w Microsoft Word Document Mlcrc cft Vord 97 - 200 003 Docum...
click SpEC‘If‘IC people. — FLASH DRIVE (E) a3 KE
M Advances Owed.doc | Agenda for Industry
¥ Network E% Microsoft Word 97 - 2002 Docum Conference.docx
125K Gl Microseft Word Document
AhgnmentExamplesdoc & ANAGRAMSDOC
Microsoft Word 97 - 2003 Docum... E% Microsoft Word 97 - 2003 Docum...
19.0KB £.50 KB
Borders and Shadmg E{amp\esduc I Budget Notes.docx
Mlcrc cft Vord 97 - 200 003 Docum.. \% Microsoft Word Document
0.2 KB v
115items  1item selected 13.6 KB =
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Sharing Your Computer 1 1

The Network Access dialog box _ O x
appears. 4 |8 Metwork access
o Click ~ and then click the name of )
Choose people to share with
the user.
. Type a name and then click Add, or click the arrow to find someone.
@ click Add.
@ Click ¥ and then click the [ [ 30
permission level. Name Permission Level
. 2 Karen Read = Read
e Click Share. 2 Logophilia Limited (mail@logophilialimited.com) Read ¥ Read/Wite
2 PaulM (legophilia@outleck.com) Cwner I
Remove
I'm having trouble sharing
Windows shares the document or _ O x
fOI‘der' <« [i Network access

© click Done.

Your file is shared.

You can E-mail someone links to these shared items, or copy and paste the links into another app.

Individual lterms -

2021 Budget_Sales_Input.docx
YLENOVO\Users\logop'Documents'2021 Budget_Sales_Input.docx

Lll Shared items aren't accessible when your computer is asleep.
Show me all the network shares on this computer.

How do the other users access the shared document Can I see all the documents and folders

or folder? that I am sharing with other users?

Send them the address in the final Network Access dialog Yes, you can do this in two ways. In the final
box. You have two choices: Click e-mail to send the Network Access dialog box, click Show me all
address via email, or click copy to copy the address to the network shares on this computer.
memory. You can then open a program such as WordPad, Alternatively, in any folder window, click

click Edit, and then click Paste to paste the address. Network and then double-click your computer.
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o see what other network users have shared on your network, you can use the Network folder.
A network resource can be a folder, hard drive, disc drive, flash drive, printer, scanner, or other
shared device. You might have to enter a password to access a network resource.

By default, Windows turns off its network discovery service, which enables you to see the network’s
shared resources. Before you can view or access a shared resource, you must activate network discovery.

Activate Network Discovery e - o x
. . Network  View [:]
0 In File Explorer, click the € 5 v n s Nawe V[0 | Search Networl »
Network fo l-der- Network discovery and file sharing are turned off. Network computers and devices are not visible Click tn channe
Turn on network discovery and file sharing
Windows diSpl.ayS a message ’;Q;":“ESS Open Network and Sharing Center
. ) Deskiop
telling you that network 3 Downlosds
discovery is turned off. CA . x
Note: If you do not see this » :‘1‘:‘;; e E:tr\:vi:cul:l\:;‘ns\irﬁ;t::rr’:qe:tvi:;kN::\évz:;::;ﬂgl;tﬂatr:r‘anddevl:asarenntvls\h\e.Plaasatum
i Videos
message, sl§1p the res:t of the e 2
steps in this subsection. & Oneiy
& This PC
e CI.]Ck OK. = FLASH DRIVE (E)
. . ¥ Network
Windows displays an o

information bar.
0 Click the information bar.

0 Click Turn on network
discovery and ﬁle sharing Network discovery and file sharing X

Note: If Windows asks for administrative 2 Do you want to turn on network discovery and file sharing for all
. public networks?

credentials, enter the password for your

main Windows account.

Oitems ==

— No, make the network that | am connected to a private network 0

Network discovery and file sharing will be turned on for private networks, such as

Windows displays the Network

Discovery and File Sharing those in homes and workplaces.

dialog box. —> Yes, turn on network discovery and file sharing for all public
e Click No, make the network that networks

I am connected to a private

network. Cancel
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View Network Resources

0 In File Explorer, click the
Network folder.

Windows displays icons for each
computer that is sharing
resources.

Double-click the computer that is
sharing the resource you want to
access.

Type the username of an account
that is allowed to access the
computer.

Note: If you already have an identical
account on the network computer,

= 4 =
Netwark

# Quick access
@ OneDrive

@ This PC

s FLASH DRIVE (E)

- = Network

View

&« « 4 ¥ Network

~ Computer (4)

~ Media Devices (1)

’(\R7 192.168.0.161 -

~ Multifunction Devic

Brother DCP-L2
f’ [30055¢57560b]
-

Q ASUSPC

Q LENDVO

~ QOther Devic

~

8items 1 item selected

I Toshiba TV
=

Printers (2)

Brother DCP
f’ [30055¢9756
-

& X Search Network

Q KARENSNEWPC Q

[P PALIS-IMAC

Windows Security

Enter network credentials

Enter your credentials to connect to: KARENSNEWPC

paul 0

QK
Sh

Remember my credentials

The user name or password is incorrect.

Cancel

you will be signed in automatically,

X . ‘ — -
in which case you can skip to step 7. KARENSNEWPC

Q Type the account password.

Click Remember my credentials
(] changes to ).

@ click OK.

The resources the computer is
sharing appear here.

Home Share

View

<« « 4 E3 s Metwork » KARENSMEWPC »

s Quick access
@ OneDrive

[ This PC

- FLASH DRIVE (E:)

o Network

2items

[4

7

~ O Search ASUSPC

Downloads

0 Double-click an icon to access
the resource.

How can I fix network problems?

If you are having network trouble,
right-click the network icon in the
taskbar’s notification area and then
click Troubleshoot problems. Follow
whatever repair techniques Windows
suggests.

How do I add a network printer to my PC?

If you have a network printer available, add it to your PC by
clicking Start (&8), clicking Settings (), and then clicking

Devices. Click the Printers & scanners tab and then click

Add a printer or scanner. Windows examines your network for
printers. If you see the printer you want, click it to add it to

your PC.




CHAPTER 12

Getting More
from a Tablet PC

Windows comes with many features designed to help you get the most out of
your tablet PC. In this chapter, you learn how to use gestures, type with and
configure the touch keyboard, add a second monitor, and more.

Typing
Find a setting 2 Touch keyboard

Devices Play key sounds as | type
@ o

5 Bluetooth & other devices Capitalize the first letter of each sentence
@ o

Use all uppercase letters when | double-tap Shift

Mouse Q On

Show the touch keyboard when not in tablet mede and there’s no
keyboard attached

Printers & scanners

Touchpad

Typing @D or

&123 Ctrl
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Understanding Gestures

You can get the most out of your Windows tablet by learning the various gestures that you can

use to initiate actions, manipulate data, and control the elements on your screen. Traditional
computers use the mouse and keyboard to input data and make things happen. A tablet lacks these
input devices; instead, you must rely on your fingers because tablets are built to respond to touches
on the glass screen surface. Some tablets also come with a small penlike device called a stylus, which
you can use instead of your finger for some actions.

Tap

Use your finger to touch the screen and then

immediately
release it. You
use this gesture
to initiate an

Double-Tap

Tap and release the screen twice, one tap right

after the other.
You also use this
gesture to
initiate an

x2

Press your finger on the screen for a second or
two. This gesture usually displays a menu of

options related
to whatever
screen object
you are
pressing.

action. action, although
mostly with older
desktop
programs.

Tap and Hold Slide

Place your finger on the screen, move your finger,
and then release. You use this gesture either to

move an object
from one place
to another or to
scroll the screen
in the same
direction as your
finger.

_—
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Swipe
Quickly and briefly run your finger along the
screen. Windows has specific swipe gestures that
display screen
elements. For l
example, you

swipe up from
the bottom of
the screen to
display the
taskbar.

Pinch

Place two fingers apart on the screen and bring
them closer together. This gesture zooms out on
whatever is

displayed on the
screen, such as a l

photo. t

Spread

Place two fingers close together on the screen and
move them farther apart. This gesture zooms in on
whatever is

displayed on the
screen, such as a t

photo. l

Turn

Place two fingers on the screen and turn them
clockwise or counterclockwise. This gesture

rotates whatever

is displayed on
the screen, such
as a photo.
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Using Gestures to Control Windows

o use your tablet efficiently and accurately, you need to know how to use gestures to control
Windows. Using a tablet is a different experience than using a regular computer, but Windows was
built with the tablet in mind, so it is intuitive and easy to learn.

If you have never used a tablet PC before, the main difference is that you use your fingers (or stylus)
to run applications, select items, and manipulate screen objects. This might seem awkward at first,
but it will come to seem quite natural if you practice the techniques shown here as much as you can.

Initiate an Action -0

0 Position your finger or the stylus =
over the object that you want to
work with.

Q Tap the screen.

Depending on the object,
Windows either selects the object
or performs some operation in
response to the tap, such as
displaying more of the Start
screen.

Productivity Explore

[

G & B2

Swipe the Screen

0 Quickly move your finger or the stylus
across the screen in a swipe motion:

/ 4 =
/ 4 &1

INC 7 TN T
p v/ / ! // v
PYSL i

s
o/ A
s

4 Manhattan

@ You can swipe left from the right
edge of the tablet to display the
Notifications pane.

© You can swipe right from the left edge
of the tablet to display Task View for
switching between running applications
and viewing your timeline.

© You can swipe (or slide) up, down, left,
or right to navigate an app’s screens.

M

Lol s

S
204 AM
4 = & ¥ & 3/4/200 %_)
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Shut Down an App

0 Place your finger or stylus at the top
edge of the app screen.

Q Slide down until the app window turns
into a thumbnail, and then slide the
thumbnail down to the bottom of the
screen.

Windows shuts down the app.

Move an Item
0 Position your finger or the stylus over
the item that you want to move.

9 Tap and hold the item and immediately
begin moving your finger or the stylus.

Explore

© The object moves along with your finger
or the stylus.

e When the object is repositioned where
you want it, lift your finger or the stylus
off the screen to complete the move.

TIP

How do I use gestures to select files and folders in File Explorer?
You can use the following techniques:

® To select a single file or folder, tap it.

® To select multiple, adjacent files or folders, tap and hold the screen above and to the left of the first item,
and then slide your finger or stylus down and to the right until you have selected the items you want.

® To select multiple, nonadjacent files or folders, tap the check box that appears to the left of each item.
If you do not see the check boxes, tap View and then tap Item check boxes (["] changes to []).
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Input Text with the Touch Keyboard

f you are using a tablet, or a PC in tablet mode, you do not have a physical keyboard available.
To input text, Windows offers the touch keyboard, which is a virtual keyboard that appears on
the screen. You input text using this keyboard by tapping the keys. Windows offers several touch
keyboard types, and some characters are difficult to find, so you need to know how to use the touch
keyboard to get the most out of Windows.

| Input Text with the Touch Keyboard

Select a Keyboard P Brmiv & £ ® -

0 In an app, tap the text box area in ||{ B 1 B i ,;w'"’;}/

which you want to insert text.

@ Windows displays the touch P b SR s WA,
keyboard. ! \ /

Windows displays the keyboard
options.

+ © B -

© You can tap & for the default
keyboard.

© You can tap @ for the compact
keyboard.

(@ You can tap &= for the split keyboard. asarl @ < | >

@ You can tap & for the standard 0 RN eV
keyboard. = "
y Search P| 1- BBy it A /
@ You can tap # for the handwriting D Hayoen panctarim = - Pl

paneL ' D The Maritime Hotel 55 £ L
363 W16t - 1 Birchmount Park IS(

W 16th 51, Mew York, NY, 10011

Input Text VT Yl //
0 Tap the keys for the characters that =P == ‘g-‘ ,-& . o

you want to input. =1 1, \\

+ @ B -

: _ o —¢
Windows inserts the text. s A QAN AT

© To enter an uppercase letter, you can ' . . n - - - " . r
tap Shift (1) and then tap the letter. ajwle]r|jtyy]Julife]r a <)

@ To delete the previous character, you a ] s
can tap Backspace (). |l z|x]c]v]b]n]|m]. A

e To enter numbers and other symbols, wes | cn | @ <>

tap &123 (==).
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Windows displays the numbers and symbols. s e

e Tap More (®) to see more symbols.  bearc

‘D Hayden Planetarium
200 Central Park W, New York, NY, 10024
=

+ D The Maritime Hotel
363 W 164 5t New York, WY, 1001

N

s \’ AN
= 0 o
Tab ! @ # $ % & 1 2 3 &
( ) = B = + 4 5 6
0
& (O AN ; : = * / @ 8 9
abc Ctrl (0] < > Space 0
O To see more symbols, tap and hold [» e : B~ = £ & -
a key |\ H.: — p" l AT \ m-—*"‘”f/
@ Windows displays the extra symbols. L ¥ e 15 ATH - \/ S/
| © I, o & LA
6 Slide your finger to the symbol that you \ V=
want and then release. “_;'_..S’f'm-
N
© You can tap Back (©) to return to the 22 B
previous symbols. R \/’_:k
@ You can tap abe to return to the letters. w
Tab .
@ When you are done, tap Close (3X) to hide
© < > [ ] { } 4 5 6
the keyboard. o
| ! T | ~ 1~ 7 8 9
abc Ctrl Q < > Space 0

How do I write text with the stylus? [& g «
Follow steps 1 and 2 in the
subsection “Select a Keyboard” and
then tap Handwriting Panel (). _p _p B

Use the stylus to handwrite the text C O Q_C © “
in the writing pad. As you write, Editing tips f | &123 0
Windows converts your writing to text
and adds it to the text box. To insert
a space, tap More (---) and then tap
Space (—).
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Configure the Touch Keyboard

he touch keyboard offers a number of features that make it easier to use. For example, the
touch keyboard automatically adds a period and space when you double-tap the spacebar, and it
automatically capitalizes the first letter of each sentence.

However, the touch keyboard also has some features that you might not like — such as the noise it
makes each time you tap a key. You can use the Settings app to turn on the touch keyboard features
that you like and turn off the features that you do not like.

@ Tap Settings ().
The Settings app appears.

Productivity Explore

Microsoft Edge Photos

B O D

?

0]
= <& »© 0O & w7

e Tap Devices. _ _
Windows Settings

| ‘lec\ a setting £ |

[ System El Devices ﬂ D Phone
Display, sound, notifications, Blustooth, print=Mouse Link your Android, iPhone
power

@ Network & Internet @ Personalization —  Apps
Wi-Fi, airplane mode, VPN Background, lock screen, colors 8= Uninstall, defaults, optional

features

R Accounts (D$ Time & Language @ Gaming
Vour sccounts, email, sync, A Speech, region, date Xbox Game Bar, captures, Game
work, family Made

{’17. Ease of Access p Search & Privacy

Narrator, magnifier, high Find my files, permissions Location, camera, microphone

contrast
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The Devices screen appears.

€© Tap Typing.

0 Under Touch Keyboard, tap each
option On or Off, according to
your preferences.

@ fome Bluetooth & other devices
| ‘TMI B ~ Add Bluetooth or other device
+
Devices
Bluetooth
BB Bluetooth & other devices c on
©h Printers & scanners Now discoverable as “TABLETPC”
O Mouse .
Other devices
B Touchpad E 192.168.0.161 - Sonos Cne
Not connected
Typing 0 [0, Toshiba TV
Not connected
(f’ Pen & Windows Ink
Toshiba TV
(&) AutoPlay Not connected
{2t Home Typ i ng

Windows applies your new [Fra e A Touch keypoard
. Devices Play key sounds as | type
settings to the touch keyboard. o
¥ Bluetooth & other devices Capitalize the first letter of each sentence
@1 Printers & scanners o On@
Use all uppercase |etters when | double-tap Shift
o Mouse c On
& Touchpad Show the touch keyboard when not in tablet mode and there’s no
keyboard attached

Typing @ D or

@ Rl Hardware keyboard

® AutoPlay E:;igggsestions for the hardware keyboard aren’t available in some
What is the standard S R % 1~ 1z | . 1
keyboard layout? = 1123 5 6 7 8 9 0 - = @
The next time that you Tab q w e y u i o p U7 'y o
use the touch keyboard,
tap £ and then tap ma. s | a|s|d gfh]jife]rf:]" Fnter
This presents a full-sized — zlxlclvlolnlm!ls, 7. /A shift
keyboard layout that
includes standard keys o | © || W] an me e <) 2

such as Esc, Tab, Ctrl, Alt,
and Enter.
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Configure Your Tablet to Work with

a Second Monitor

You can improve your productivity and efficiency by using a second monitor. To work with an
external monitor, your tablet must have a video output port, such as VGA, DVI, or HDMI. If you
do not have such a port, check with the manufacturer to see if an adapter is available that enables
your tablet to connect with an external monitor.

After you have connected your tablet and the external monitor, you then need to configure Windows
to extend the Start screen to both the tablet screen and the external monitor.

0 Connect the second monitor to
your tabl-et- Productivity Explore

© Tap Settings ().

B DD

vy

O
L < £ O Bt =z 9 d
The Settings app appears. Windows Settings
© Tap System. -
| ind a setting 5
= Syslemﬂ El Devices D Phone
Display, sound Wl eations Blustooth, printers, mouse Link your Andraid, iPhons
power
@ Network & Internet @ Personalization E= Apps
Wi-Fi, airplane mode, VBN Background, lock screen, colars 8= Uninstall, defaults, optional
features
R Accounts (ﬁ$ Time & Language @ Gaming
Your accounts, email, sync, A Speech, region, date Xbox Game Bar, captures, Game
work family Mode
(’17. Ease of Access /O Search IEI Privacy
~="" Narrator, magnifier, high Find my files, parmissions Lacation, camera, microphene

contrast

&) Update & Security
~

Windows Update, recovery,
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The System screen appears.

@ Tap Display.

@ Windows displays an icon for
each connected monitor.

© If you are not sure which icon
corresponds to which monitor,
click Detect. Windows projects
the icon number onto the
corresponding display.
© Tap the monitor that you want to
set as the main display.

@ Tap the Multiple displays -~ and
then tap Extend these displays.

@ Tap Make this my main display
(7 changes to []).
Windows connects to the second
monitor, uses it to extend the

desktop, and uses the monitor that
you selected as your main display.

TIP

CHAPTER
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« Settings

@ Home

Display

[Froves

| Rearrange your displays

System

&I»c Display

) sound

[ Notifications & actions

Select a display below to change the settings for it. Press and hold [or select) a display. then drag to
rearrange it.

ol > -

D Focus assist
@ Power & sleep
= Battery
= Storage

C#  Tablet mode

J Focus assist
& Power &sleep
= Battery
Identify

= Storage
£8 Tablet mode Brightness and color
€ Seffings - =]
® Home Display

L ]
|F' i | Display ori
System | Landscape
o Display ® o
&) Sound

Multiple displays
] Noetifications & actions .

Multiple displays

-0

| Extend these displays

M Make this my main display

Connect to a wireless display

Advanced display settings

Graphics settings

e B

Why does my cursor stop at the right edge of the left screen?
Ideally, you should be able to move your cursor continuously from the left monitor to the right monitor. If
you find that the cursor stops at the right edge of your left monitor, it means that you need to exchange
the icons of the left and right monitors. To do that, follow steps 1 to 4, and then tap and drag the left
monitor icon to the right of the other monitor icon (or vice versa).
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Adjust Screen Brightness

You can extend the battery life of your tablet by turning down the screen brightness. Your tablet
screen uses a lot of power, so turning down the brightness also reduces battery drain.

On the other hand, if you have trouble seeing the data on your tablet screen, you can often fix the
problem by increasing the screen brightness. This is not a problem when your tablet is running on AC
power. However, you should not use full screen brightness for very long when your tablet is running
on its battery because a bright screen uses a lot of power.

| Adjust Screen Brightness

0 Tap Notifications (C1).
Q Tap Expand.

Ready to choose backup options?

Protect your cherished pictures and
documents by backing them up. Your device
comes with built-in ways to keep your files
safe.

Tuesday

54 Turn off reminders View backup options
thtaurp Cn_
Expand Clear all notifications
Tablet mode

10:15 AM
3/4/2020

Windows shows all of its notification
screen actions.

Ready to choose backup options? "

g Collapse Clear all notifications

Tablet mode Mot connected

Micros 4]

Q Tap and drag the brightness slider to
set the brightness as you prefer it.

Windows puts the new brightness

setting into effect. o Solitaire Co

Night light Mobile hotspot  Airplane mode
Ey @ A i
Nearby sharing  All settings Network Connect
& o ) 2
Project VPN Focus assist Screen snip

Nerl [

% ' 0

. 10:15 AM
- oz B P 3/4/2020 ij
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You can use the Power icon in the desktop taskbar’s notification area to monitor your tablet’s
remaining battery power. When the battery is at maximum charge, the icon shows as all white. As
the battery charge falls, the amount of white in the icon also falls. You can also position your stylus
cursor over the icon or tap the icon to see a tool tip that shows you the current battery level.

| Monitor Battery Life

@ Tap Power (=).

O The current battery level appears
here.

Microsoft Store Weather

Uz

Microsoft
Solitaire Collection

10:22 AM
3/4/2020 %}

= 7 9 P

Microsoft Store

S0lit: ion
Iil‘ O & hours 57 minutes
& O remaining

Power mode (on battery): Better performance
2 &

Best battery life Best performance

Battery settings

10:27 AM
= & ¥ & 3/4/2020 %_)
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CHAPTER 13

Implementing
Security

Threats to your computing-related security and privacy often come from the
Internet and from someone simply using your computer while you are not
around. To protect yourself and your family, you need to understand these
threats and know what you can do to thwart them.

Windows Security

Security at a glance

See what's hz i ith the security and health of your device

Home and take any needed.

Virus & threat protection

Account protection

Firewall & network protection G %

App & browser control Virus & threat protection Account protection
Real-time pr A Mo action neaded.
Device security leaving your a

Device performance & health Turn on

Family options

3 i

Firewall & network
protection

irewall is off. Your device
may be vulnerable.

App & browser control

Turn on

Dismiss
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Understanding Windows Security

efore you get to the details of securing your computer, it helps to take a step back and look at
the security and privacy tools that Windows makes available.

These tools include your Windows user account password, User Account Control, locking your PC,
Windows Defender, Windows Defender Firewall, and the private browsing feature in Microsoft Edge.
Taken all together, these features represent a defense-in-depth security strategy that uses multiple
layers to keep you and your data safe and private.

User Account Password

Windows security begins with assigning a Pa UI M CFed r|eS

password to each user account on the computer.
This prevents unauthorized users from accessing
the system, and it enables you to lock your

computer. For more information, see the section I forgot my password

“Lock Your Computer,” later in this chapter.
Sign-in options

User Account Control

User Account Control asks you to confirm certain actions
that could conceivably harm your system. When you are
using your main Windows user account, which is your

computer’s administrative account, you click Yes to " Registry Editor
continue; for all other accounts, you must enter the
administrative account’s username and password to
continue. Show more details

Verified publisher: Microsoft Windows

Yes No

Locking Your PC

p# ‘Change account settings

Protecting your PC with a password prevents unauthorized access, but what A lock |\
happens when you leave your desk? If you remain logged on, a person who sits B signout
down at your computer can view and work with your files. Instead of shutting ool Mefechies
down your computer when you leave your desk, you can lock your system. Signed in
Anyone who tries to use your computer must first enter your password. R pautct

B raum
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Windows Defender
Malware Detected

Spyware is a software program that installs itself on Windows Defender is taking action to dean

your computer without your knowledge or consent. detacted malware @
This type of program surreptitiously gathers data from
your computer, steals your passwords, displays
advertisements, and hijacks your web browser. To prevent spyware from
installing on your computer, Windows includes the Windows Defender program.

Windows Defender Firewall

When your computer is connected to the Internet, it is G %

possible for another person to access your computer and
infect it with a virus or cause other damage; as a result, Virus & threat protection Account protection
Windows comes with its Windows Defender Firewall feature Real-time protection s off, Wi Schon neesied.

. ) . leaving your device vulnerable.
turned on. This prevents intruders from accessing your
computer while you are online. Turn on

InPrivate Web
Browsing InPrivate Browsing

The Microsoft Edge
Explorer web browser
normally collects data as
you navigate from site to
site. Most of this data is
used to improve your browsing experience, but it can also be used to track your online activities. If you
plan on visiting private or sensitive sites, you can turn on InPrivate browsing, which tells Microsoft Edge
not to collect any data during your browsing session. For more information, see the section “Browse the
Web Privately,” later in this chapter.

Reset Your PC
Your computer contains a lot of

Reset this PC

mformatpn about you, including your If your PC isn‘t running well, resetting it might help. This lets you choose
personal files, your Microsoft Edge to keep your personal files or remove them, and then reinstalls
favorites, your email messages, and Windows.

your Windows settings. If you plan on
selling or donating your computer,
you can use the Reset Your PC feature
to securely remove your data while
installing a fresh copy of Windows.

Get started
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Check for Security Problems

he Windows Security app displays messages about the current state of your computer. In particular,

it warns you if your computer has any current security problems. For example, Windows Security
tells you if your computer does not have virus protection installed or if the Windows Defender spyware
database is out of date. Windows Security will also warn you if your computer is not set up to download
updates automatically and if important security features such as User Account Control are turned off.

Check for Security Problems

@ click Start (28). -

© click Windows Security. ::“:m

u Windows Administrative Tools

u Windows Ease of Access e
n Windows PowerShell ~

[~ ——

e
0O
= Xbox Game Bar
&
(O]

b
-

£ fiype here to search

o

The Windows Security app appears. Widows Scury - o0 x

Review the messages in the Security at a

Glance section. Security at a glance

See what's happening with the security and health of your device

@ A white X in a red circle indicates a I;h e
security problem. -
O Click a message button to resolve the i (Bﬂ ;)O ((|3
security issue, such as clicking Turn on B Voatspmeion  oowmsprteion Frove et
if virus and threat protection (that is, = leving your devic vinerzble P el i o deice
Windows Defender) is turned off. & Tum on 4 o
i

— 5 Q

App & browser control Device security Device performance &
No action needed. View status and manage health
& hardware security features No action needed.
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© click Open Navigation (=). o sty -9
&
@ click a security category. (5 S
| A Feo d health of your device
O Virus & threat protection @
A Account protection
() Firewall & netwerk protection % (( Ia
B App & browser control Account protection Firewall & network
No action needed, protection
B Device security Private firewall is off. Vour device
may be wulnerable.
%  Device performance & health
Turn on
Ak Family options
Device security Device performance &
View status and manage health
hardware security features No action needed.
£ Settings
Windows Security displays more detailed security [ e sear - o x
information related to that category. . ;
gory. O Virus & threat protection
= Protection for your device against threats.
@
|o ® Current threats
2 No current threats.
Last scan; 3/2/2020 1:20 PM (quick scan)
(0] 0 threats found.
Scan lasted 1 hours 17 minutes
=l 38878 files scanned.
a Quick scan
@ Scan options
& Allowed threats
Protection history
% Virus & threat protection settings
Real-time protection is off, leaving your device vulnerable.
Turn on
&
Manage settings

I am not seeing security notifications. How do I turn
them on?

Security is a crucial issue for keeping your PC safe, so you
should have all security notifications turned on. To ensure
this, follow steps 1 and 2 to open Windows Security, click
Settings (%), click Manage notifications, and then set

every switch to On and click every check box ([[] changes

to [©]).

Do I always have to open the Windows
Security app to resolve security issues?
No. In almost all cases, you can resolve the
issue directly without opening Windows
Security. In the taskbar’s notification area,
click Notifications ([J) and examine the
window that appears. If you see a security
issue, you can click it to resolve the issue.
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Create a Picture Password

ou can make it easier to sign in to your Windows computer by creating a picture password.

This is particularly true for a tablet PC. If you find that it is taking you a long time to sign in to
Windows using your tablet’s touch keyboard, you can switch to a picture password instead. In this
case, your “password” is a series of three gestures — any combination of a click, a straight line, or
a circle — that you apply to a photo. Windows displays the photo at startup, and you repeat your

gestures, in order, to sign in.

Create a Picture Password

Display the Sign-In Options
o In the taskbar’s Search box, type sign.
e Click Sign-in options.

The Settings app appears and displays the
Sign-in Options screen.

Create a Picture Password
e Click Picture Password.

O click Add.
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Al Apps  Documents  Email

et match

q Sign-in uptims@
System setings. 1%

Settings

€y Change the sign-in requirements
€\ Set up fingerprint sign-in

@ Start Magnifier automatically
after sign-in

€y Change your password
¥ Coreisolation

W Account protection
Search the web

£ sign - see web results

Documents (4+)

Web  More v 15 (‘g a2

Sign-in options

> System settings

I Open

L sign} &

A | EZ W

o 5 @ = =

Settings

@

Home

‘ Find a setting » |

Accounts

Az
=

Q
=

0

Your info

Email & accounts

Sign-in options

Access work or school

Sync your settings

Sign-in options
Manage how you sign in to your device

Select a sign-in option to add, change, or remove it.
Windows Hello Face

This option is currently unavailable—diick to learn more

Windows Hello Fingerprint
Sign in with your fingerprint scanner (Recommended)

9)

21t Windows Hello PIN
" Signinwith a PIN (Recommended)

Security Key
Sign in with a physical security key

Password
Sign in with your account’s password

Picture Password
Swipe and tap your favo) oto to unlock your device

You can use a favorite picture to sign in to Windows, apps, and

services.
Add 0

H m

7]

Learn more




Windows prompts you for your account
password.

e Type your password.

@ click ok.

The Welcome to Picture Password screen
appears.

@ Click Choose picture.

Implementing Security

CHAPTER

13

Windows Security

Create a picture password

First, verify your account info.

MicrosoftAccount\logophilia@outlook.com

»

Welcome to picture

Choose picture

Is a picture password safe to use?

Yes. The biggest drawback is that it is possible
for a malicious user to view and possibly even
record your gestures using a camera. Unlike a
regular text password for which the characters
appear as dots to prevent someone from seeing
them, gestures have no such protection.

Does the picture password replace my text password?
No. Your picture password is applied to your user
account along with your existing text-based password.
As you see in the next tips section, it is not difficult to
bypass the picture password and sign in using the text
password, so you should still protect your PC with a

strong text password.

continued P>
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Create a Picture Password (continued)

In the same way that you should not choose a regular account password that is extremely obvious,
such as the word password or your username, you should take care to avoid creating an obvious
picture password. For example, if you are using a photo showing three faces, an obvious picture
password would be a click on each face.

A good picture password not only uses all three available gestures, but also uses them in nonobvious
ways. To ensure that you have memorized your picture password, you should sign out of your account
a few times and then sign back on using the picture password.

‘ Create a Picture Password (continued)

The Pictures screen appears. Open x
. . « v o » ThisPC » Pictures » 2020-02-04 Ashbridges Bay ~ [J] Search 2020-02-04 Ashbridges... @
@ click the picture that you want
Organize v Mew folder =~ m @
to use.
Screenshots ~ * Ml by
: OneD ' bl
© Click Open. o e - R Y
[ This PC oy A L1
B 30 Objects Ashbridges Bay ~ Ashbridges Bay  AshbridgesBay  AshbridgesBay  Ashbridges Bay
I Desktop 076 o077 07 080 081
Documents
< Downloads e |
Music _— Q
b —_— 8
] Pictures . - 4
- Videos Ashbridges Bay Ashbridges Bay Ashbridges Bay Ashbridges Bay Ashbridges Bay
082 083 084 085 086
i, Windows-55D (€
& Network = |
[E] camera
[E Photos Ashbridges Bay Achbridges Bay Ashbridges Bay Ashbridges Bay Ashbridges Bay
o 090 01 092 093 085 ©
File name: | Ashbridges Bay 086 « | Alfiles v
Pt oo | [ o
, .
The How's This Look screen appears. Hone e looke

@ Drag the picture so that the image is
positioned where you want.

(®) Click Use this picture. [[use s pere |

Choose new picture
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The Set Up Your Gestures screen Set up your gestures
appears.

@ Click and drag (or, if you have
a Touch PC, use your finger or a
stylus to draw) three gestures.

@ Repeat the gestures to confirm.

@ Click Finish. Congratulations!

The next time that you sign in to
Windows, you will be prompted
to enter your picture password

gestures.
[ 14

IPS
What happens if I forget my gestures? Can I change my picture
At the sign-on screen, click Sign-in options and then click Microsoft password?
account password () to sign in with your regular password. To get Yes. Open the Change Your Picture
a reminder of your picture password gestures, follow steps 1 and 2 in Password screen as described in the
this section, click Change, type your user account password, and click preceding tip, choose a new
OK. In the Change Your Picture Password screen, click Replay. Click picture, if necessary, and then run
the picture to see each gesture. through your gestures.
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Sign In with a PIN

ou can make it easier to sign in and you can enhance the security of your PC by using a Windows

Hello PIN (personal identification number). A PIN makes it easier to sign in because most PINs
use only four digits, which is much faster to type than a strong password that might have a dozen
characters, including uppercase and lowercase letters, numbers, and symbols. A PIN enhances the
security of your device because the PIN is a device-specific security measure. Unlike a password,
which is sent to and stored on a server, your PIN is associated only with your device.

Sign In with a PIN

o Display the Settings app’s Settings
Sign-in Options screen.
g P @ Home Sign-in options 4

| Find a setting L | Manage how you sign in to your device

Note: To learn how to get to
Windows’ sign-in options, follow the
steps in the subsection “Display the | A< ,
. . ” . e s Windows Hello Face
S]gn'In Opt]OnS Of the Sect]on - . = This optian is currently unavailable—click to learn more
. " = Your info
“Create a Picture Password.

Select a sign-in option to add. change, or remove it.

Windows Hello Fingerprint
E  Email & accounts Sign in with your fingerprint scanner (Recommended)

@ Click Windows Hello PIN. e
Sign-in options B E B
0 Click Add.

S))

= Sign in with a PIN (Recommended)

o You can use this PIN to sign in to Windows, apps, and services,

Learn more

Sync your settings
Add 4’
ﬂ Security Key
Sign in with a physical security key
The Create a PIN screen appears. Microsoftaccount x

O Click Next.

Q

Create a PIN

What takes seconds to create and gives you fast and secure sign-in? A Windows Hello
PIN! It only works on your device, so it stays off the web.

L

.
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Windows prompts you for your account password.

e Type your password.
e Click Sign in.

The Set Up a PIN dialog box appears.
0 Type your PIN twice.

@ If you want to use letters and symbols in your
PIN, you can click Include letters and symbols

([ changes to [+1).

© click ok.

The next time that you start your PC, you will be
prompted to enter your PIN to sign in.

CHAPTER

Implementing Security 1 3

Microsoft account X

B2 Microsoft
logophilia@outlook.com

Enter password

Because you're accessing sensitive info, you need to
verify your password.

------------- 0 @
Forgot password?

Termsofuse  Privacy & cookies - -

Windows Security X

Set up a PIN

A Windows Hello PIN is a fast, secure way to sign in to your
device, apps. and services.

E e <€) -

&D Include letters and symbols

? OK Cancel

What do I do if I forget my PIN?

At the sign-on screen, click Sign-in options and
then click either Microsoft account password (=q)
to sign in with your regular password, or Picture
password (&) to sign in using gestures. Once you
are signed in, display the Settings app’s Sign-in
Options screen, click Windows Hello PIN, and then
click I forgot my PIN.

How do I stop using a PIN for signing in to
Windows?

To remove your PIN from the sign-in options,
display the Settings app’s Sign-in Options
screen, click Windows Hello PIN, click Remove,
click Remove again when Windows asks you to
confirm, and then enter your Microsoft account
password.
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Set Up a Fingerprint Sign-In

You can ensure that only you can access your PC and you can avoid the insecurity of using
passwords and gestures in public, by using your fingerprint to sign in to Windows.

If your PC comes with a built-in fingerprint reader, or you have an external reader attached to your PC,
you can use the Windows Hello feature to teach Windows your fingerprint and use it to sign in. Because
your fingerprint is unique, this ensures that only you can access your PC. Also, if you are in a public place,
you do not have to enter a password or use sign-in gestures that could be observed by a nearby snoop.

Set Up a Fingerprint Sign-In

o Display the Settings app’s Sign-in
Options screen.

Note: To learn how to get to

Windows’ sign-in options, follow the

steps in the subsection “Display the

Sign-In Options” of the section
“Create a Picture Password.”

The Settings app appears and
displays the Sign-in Options
screen.

@ click Windows Hello
Fingerprint.

€ Click Set up.

The Windows Hello Setup dialog
box appears.

O Click Get started.

300

Settings

far Home

| Find a setting

Accounts

A= Your info

= Email & accounts

Sign-in options

Access work or school

Sync your settings

Q

Sign-in options 4
Manage how you sign in to your device

Select a sign-in option to add. change, or remove it.

s« Windows Hello Face
" This option is currently unavailable—click to learn more

Windows Hello Fingerprint ﬂ
Sign in with your fingerprint scani Recommended)

You can sign in to Windows, apps. and services by teaching

Windows to recognize your fingerprint.
Set up 4

)

Learn more

= Windows Hello PIN
®  Sign in with a PIN (Recommended)

ﬂ Security Key
Sign in with a physical security key

Windows Hello setup x

Welcome to Windows Hello

Your device just got more perscnal. Say goodbye to entering
complex passwords and start using your fingerprint to unlock
your device, verify your identity, and buy things in the Store.

Learn more

? Get started Cancel
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Windows prompts you for your
account PIN.

e Type your PIN.

Windows Security

Making sure it's you

Note: If you do not have a PIN, see
the previous section, “Sign In with a

....| 0

9

PIN.”

| forgot my PIN

Windows Hello prompts you to scan your
fingerprint.

@ Briefly place your finger on, and then lift your
finger off, your PC’s fingerprint reader.

o Follow the prompts to repeat step 6 until the scan
is complete.

@ Cclick Close (not shown).

The next time that you start your PC, you
can click Sign-in options and then click
Fingerprint (5]) to sign in by placing your
finger on the fingerprint reader.

Windows Hello setup
———~
ﬁ

—==

Keep resting and lifting your finger 0

S

Cancel

Can I use more than one fingerprint to sign in?

If you still have the final dialog box on-screen, click
Add another finger. Otherwise, display the Settings
app’s Sign-in Options screen, click Windows Hello
Fingerprint, and then click Add another.

Yes, you can use as many of your fingerprints as you like.

How do I stop using my fingerprint for
signing in to Windows?

To remove your fingerprint from the sign-in
options, display the Settings app’s Sign-in
Options screen, click Windows Hello
Fingerprint, and then click Remove.
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Lock Your Computer

ou can enhance your computer’s security by locking the device when you leave it unattended.

Protecting your account with a password prevents someone from logging on to your account, but
what happens when you leave your computer unattended? If you remain logged on to the system,
any person who picks up your computer can use it to view and change files.

To prevent this, you can lock your computer. After your computer is locked, anyone who tries to use
your computer will first have to enter your password.

| Lock Your Computer

Lock Your Computer
@ Click Start (z3).

e Click your user account.
€@ Click Lock.

85 Change account settings

8 Lok b{

[ Signout

Paul MeFedries
Signed in

2 Paul McF

0»5 Paul M

[ Documents
B Pictures
% Settings

™ Power

&’:E | O Type here to search

Windows locks your computer and
displays the Lock screen.

3.56

Thursday; March 5
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Unlock Your Computer

o On the Lock screen, press (=] to
display the sign-in screen.

Q Click inside the PIN text box.

Note: If you have not yet set up a
Windows Hello PIN, then your password
will be your default sign-in method
instead of your PIN.

Paul McFedries

@ If you want to sign in using a
different method, you can click 2 .
Sign-in options. v |

| forgot my PIN

Sign-in options A

e Type your PIN.

Windows unlocks your computer and
restores your desktop.

Paul McFedries

| forgot my PIN

Sign-in options

CHAPTER

13

How can I quickly access the Lock command?

If you need to leave your desk in a hurry, Windows offers a couple of quick methods for locking your
computer. Probably the quickest way to lock your computer is to press (J)+(L). Alternatively, press
0+ +EEED) and then click Lock.
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Configure Your PC to Lock Automatically

You can use Windows' Dynamic Lock feature to automatically lock your computer after a connected

mobile device is no longer in range.

The hard part of locking your PC is remembering to do it. If you are late for a meeting or other
appointment, locking your machine is probably the last thing on your mind as you dash out the door.
To ensure that some snoop cannot access your PC if you forget to lock it, you can configure Windows
to lock automatically when a connected mobile device, such as your smartphone, is no longer within

range of the PC.

Connect a Bluetooth Mobile
Device

@ Click Start (z8).
© Click Settings ().

Note: You can also open Settings by
pressing (C)+(1).

The Settings app appears.
€ Click Devices.

2
1 g

3D Viewer

A
B~
. Acrobat Reader DC

Alarms 8 Clock

. AMD Radeon Software

&
Caleulator
Calendar

Camera

Candy Crush Friends

B
0O

D
= ﬂ Dolby Audic

-5 E

& lzﬂ\

Settings - O

Windows Settings

L_El Devices

Bluetaoth, printers, mouse

D Phone @ Network & Internet
Link your Android, iPhone Wi-Ei, sirplane mode, VPN

y s

@ Persenalization B=  Apps

Background, lock sereen, colors L nins
features

(T, Time & Language
AP e

Spezch, region, date

o ‘ O |iype here to search

339AM
N ® AP

The Bluetooth & Other Devices
screen appears.

@ Click Add Bluetooth or other device.
The Add a Device screen appears.
© click Bluetooth.

Q On your mobile device, make sure
Bluetooth is turned on.

Settings

@ Home

Devices

@ Bluetooth & other devices

k|

£h  Printers & scanners
0 Mouse

B Touchpad

B Typing

& Pen & Windows Ink

() AutoPlay

O use
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Find i
LR ) 6 | Add Bustooth or other device

- o

Bluetooth & other devices

Bluetooth N
B Add a device

Wireless Adapter, DLNA, and more
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Windows begins looking for Bluetooth-enabled Adda deice
devices that are within range.

Add a device
0 When your device appearsl Cljck it. Make your device is turned on and discoverable. Select a device below to

conne:

Q On your mobile device, check that this PIN number Eo lenovo
is displayed. In most cases, you also have to tap e
Pair on the device. ] i

© Cclick Connect.
Windows pairs with your device. o i
€@ Click Done (not shown).

Activate Dynamic Lock
0 Display the Settings app’s Sign-in
Options screen.

Cancel

Note: To learn how to get to Windows’

sign-in options, follow the steps in S

the subsection “Display the Sign-In

Options” of the section “Create a (o Sign-in options

Picture Password.” Find a setting 2] Regquire sign-in
The Sett‘ings app appears and Accounts If you've been away, when should Windaws require you to sign in again?
displays the Sign-in Options e [ when PC wakes up from sleep
screen.

B Email & accounts ﬁ'ﬂ Dynamic lock

e Click Allow Windows to

automatically lock your device | e s
4 h EA  Access work or school

tWh)you re away (D ¢ anges & Allow Windows to automatically lock your device when you're away

o ). _

£+ Family & other users

. . _— Pauls iPh:
Windows now automatically locks | 2 s your settings = [] paus none
your PC when you take your Bluetooth & other devices

Learn mare

mobile device more than 33 feet
away from your PC.

Does my computer lock when it goes into sleep mode?

Yes, Windows is also configured by default to display the logon screen when your computer wakes up from
sleep mode. To make sure this setting is activated, click Start (2§) and then click Settings (£8:) to launch
the Settings app. Click Accounts to open the Accounts window and then click the Sign-in options tab.
Click the Require sign-in ~. and then click When PC wakes up from sleep.
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Browse the Web Privately

f you visit sensitive or private websites, you can tell Microsoft Edge not to save any browsing history for

those sites. If you regularly visit private websites or websites that contain sensitive or secret data, you
can ensure that no one else sees any data for such sites by deleting your browsing history, as described in
the tip section. However, if you visit such sites only occasionally, deleting your entire browsing history is
overkill. A better solution is to turn on the InPrivate browsing feature in Microsoft Edge before you visit
private sites. This tells Microsoft Edge to temporarily stop saving any browsing history.

Browse the Web Privately

@ Click Start (28).
Q Click Microsoft Edge.

O Alternatively, you can click
Microsoft Edge (@) if you see it
in the taskbar.

€© Click More (-..).
0 Click New InPrivate window.

You can also activate InPrivate by

pressing (G100 +ET)+00.
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Microsoft Office Tools

Microsoft Salitaire Collection

5
§
§

Micresoft To Do

Movies 8TV

=z
&
2

'l DREE0OBERLM ©

Office

x IS = g

O httpsy//www.bing.com o= B -0

B Newtab CtrlsT

Francais  Paul (|

B New window Ctri+N

7

New InPrivate window

Zoom - 0% +
Favorites

History >
Downloads ctril
Apps >

Extensions

Print Ctrl+P

(SRR~ S G 1

Share

[® Find on page Ctrl+F

A) Read shoud
More tools pJ
£ Semings
o

Help and feedback >

Close Microsoft Edge
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A new Microsoft Edge window appears.

(© The InPrivate indicator appears near
the upper-right corner of the window.

InPrivate Browsing

e Surf to and interact with websites
as you normally would, such as the
banking site shown here.

Q When you are done, click Close (B4). L 0 =

Microsoft Edge closes the InPrivate o Waysto Bk
window and turns off InPrivate
browsing.

Personal | Business Commercial  About CIBC | CIBE Websites & Specisl Offers |+ English

Card number

SPECIAL OFFER

Introducing the
Aventura” Visa
Infinite Privilege*
Card

Travel the way you were meant to with
up to 50,000 Aventura” Points.!

1 Remember my card

Password
Resel your password

Regiter

%) Security guaranteed

Electronic access agreement

Learn more

What is browsing history?

Microsoft Edge maintains a list of the sites that you visit, as well as text and passwords that you have
typed into forms, the names of files that you have downloaded, and cookies, which are small text files that
store information such as site preferences and site logon data. Saving this history is dangerous because
other people who use your computer can just as easily visit or view information about those sites. You
eliminate this risk by visiting such sites using an InPrivate browsing session. To delete your browsing
history, click More (--.), click Settings, click Menu (=), click Privacy & services, click Choose what to
clear, click Browsing history (["] changes to 1), and then click Clear now.
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Control Your Private Information

y default, Windows enables apps to access many aspects of your system, such as the camera,

microphone, and internal antennas such as Wi-Fi and Bluetooth. Windows also enables apps to
access personal information such as your location, account information, contacts, and calendar.
This access improves your app experience in most cases, but you might be uncomfortable sharing so
much with apps, particularly third-party apps. In that case, you can turn off access to your system
resources and to your private information, either globally or just for specific apps.

@ Click Start (z8).
© Click Settings ().

The Settings app appears.

€ Click Privacy.
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©
(1

= = Productivity
@ 30 Viewer o3 W
9 1| S
- Access Office 9
- Acrobat Reader DC
Alarms & Clock m ,
. AMD Radeon Software e | Photos ToDo
c
Calculator
Calendar
oo
Candy Crush Friends
.
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= el Coloy Audic
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n Excel
(0]
<
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Settings
Windows Settings
| Find a setting £ |
g System Devices D PF\cne
Display, sound, nofifications Bluetooth, printers, mouse Link your Android, iPhone
power

@ Network & Internet @ Personalization |5 Apps

'Wi-Fi, airplane mode, VPN Background, lock screen, colors. - Uninstall, defaults, optional
features

R Accounts (i}éa Time & Language @ Gaming
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("l EaseofAccess /O Search El Privacy 0
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contrast

7N Update & Security
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The Privacy screen appears. < e .
e Click Location. & o Location
. Find a setting P| Allow access to location on this device
e Click the Allow apps to access your . Iy allow scces you wil ensle Windons o se our deice’s
SET «capabilities to determine your location and Microsoft will use your

location switch to Off to prevent apps
from using your location.

Windows permissions

B General

@ To remove all location information from
your PC, scroll down to the Location History
section and click Clear (not shown).

R) Speech

A&’ Diagnostics & feedback

Windows removes all your location
information.

I

Activity history

App permissions

A Location 4

[E Camera

O Microphone

Bl Inking & typing personalization

location data to improve location services. People using this device will
be able to choose if their apps have access to location by using the
settings on this page. Denying access blocks Windows from providing
location ta Windows features, Microsoft Stare apps, and most desktop
apps.

Location for this device is on

Change

Allow apps to access your location

If you allow access, you ean use the settings on this page to choose
which apps can access your device’s precise location and location
history to enable location-based experiences such as directions and
weather. If you are signed in with a Microsoft account on this device,
your last known location is saved to the dloud, and shared with other
devices where you are signed in with your Microsoft account. Denying
access only blocks the apps listed on this page from accessing your
location.

@m@

Some desktop apps may still be able to determine your location when
settings on this page are off. Find out why

0 For each resource that you no longer want € st
to allow apps to access, click the resource A

Camera

tab.

| Find a setting

Allow apps to access your camera

e Click the switch that controls global access | ™™
to Off.

App permissions

(@ Alternatively, you can use the app-specific & e
switches to turn off access for individual O Camera 0
appS. O Microphone

& Voice activation

The next time you display the Start menu,
you will not see any personal information in
the tiles.

[ Notifications
A= Account info
£ Contacts
Calendar

Q, Phone calls

I you allow access, you can choose which apps can access your camera
by using the settings on this page. Denying access blocks apps from
aceessing your camera. It does not bloek Windows Helle.

Some desktop apps may still be able to access your camera when
settings on this page are off. Find out why

Choose which Microsoft Store apps can access
your camera

Turning off an app prevents it from directly accessing your camera. It
does not prevent the app from accessing the camera indirectly through
the Windows' Camera app. To prevent apps from also accessing the
camera indirectly using the Windows' Camera app, you must also turn
off access to the Camera app in the following list.

3D Viewer @ o
Camera o On

@ o

. Desktop App Web Viewer

How do I prevent Windows from showing apps and
documents that I have used recently?

Click Start (28), click Settings (::), click Personalization,
and then click Start. To prevent Windows from showing the
apps you use most often, click the Show most used apps
switch to Off. To hide recently used documents, click the
Show recently opened items in Jump Lists on Start or the
taskbar switch to Off.

How do I stop an app’s notifications?
If an app’s notifications contain private
information, you can turn them off. Click
Start (28), click Settings (), click
System, and then click Notifications &
actions. Beside the app for which you
want notifications disabled, click the
switch to Off.
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Clear Your Activity History

As you use your computer, Windows keeps track of various activities you perform: the apps you
use, the documents you open, and the websites you visit. This activity is easily accessible by
clicking Task View (&) in the taskbar. That is convenient, but it also means that other people who
have access to your PC can also easily view your recent activities. To avoid this privacy violation, you
can tell Windows to clear all your recent activities. Optionally, you can also configure Windows to
not track your activities at all.

Clear Your Activity History

@ Click Start ().

© Click Settings (). & e

B

. Acrobat Reader DC
Alarms & Clock
. AMD Radeon Software

(&

Calculator
Calendar

=
Candy Crush Friends
B

D

E Doloy Audic
i
l Excel

(0]

-_—
L

& B D O

c
P fiype here to search

?e

The Settings app appears. Setgs - o x
. . . :
e Click PI"IV&C!!. Windows Settings
[ Find a setting ,-|

1 System F‘El Devices D Phone
Display, sound, notifications, Bluetooth, printers, mouse Link your Andraid, iPhone
power

@ Network & Internet @ Personalization E= Apps
Wi-Fi, airplane mode, VPN Background, lock screen, colors = Uninstall, defaults, options:

features

R Accounts ('-“$ Time & Language @ Gaming
Your sccounts, email, sync, A Speech, region, date Xbox Game Bar, captures, Game
work, family Mode

(L EaseofAccess /O Search E] Privacy

~=" Narrator, magrifier, high Find my files, permissions Location, camera, mictophone

contrast

Q

Update & Security
Windews Update, recovery,
backup
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The Privacy screen appears.

@ Click Activity history.

To remove all activity history from your PC,
scroll down to the Clear Activity History
section and click Clear.

Windows removes all your activity history.

G If you do not want Windows to track your
activities, click Store my activity history
on this device ([ changes to []).

Windows stops tracking your activity.
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& Settings - o
G Home General
Find a setting Pl | Change privacy options
Privacy Let apps use advertising ID to make ads more interesting to you based
‘on your app activity (Turning this off will reset your ID.)
@D o
S Rl Let websites provide locally relevant content by accessing my language
list
8  General @ o
R Spasch Let Windows track app launches to improve Start and search results
@ o
: e
B} Inkona & typina persoriaication Show me suggested content in the Settings app
&P Diagnostics & feedback @ o
Eif Activity history 0 Know your privacy options
Learn how this setting impacts your privacy.
5 - Learn more
gllidillidad Privacy dashboard
Privacy statement
A Location
frme Help from the web
& Settings - o
@ Home Activity history
Find a setting il | Jump back into what you were doing on your device by storing your
activity history, including info about websites you browse and how you
Privacy use apps and services.

ST sTTETET
& General

R} Speech

[ Inking & typing personalization
& Diagnostics & feedback

St Activity history

App permissions
A Location

Camera

@' Store my activity history on this device

Jump back into what you were doing, even when you switch devices, by
sending Microscft your activity history, including info about websites
you browse and how you use apps and services.

[ Send my activity history to Microsoft

Review the Learn more and PliVaCy Statement to find cut how Microsoft
products and services use this data to personalize experiences while
respecting yaur privacy.

Activity History in the Privacy Statement

Clear activity history

Clear history for paulmcfedries@hotmail.com

Clear

Does Microsoft track any other activity?

category’s View and Clear button.

Yes, via your Microsoft account, the company also tracks your web browsing history, search history, location
activity, Cortana voice activity, media activity, which Microsoft products and services you use, performance
and reliability data for those products and services, data Cortana stores about you, and your LinkedIn data.

To clear some or all of this activity, follow steps 1 to 4 in this section, and then click Manage my Microsoft
account activity data. Microsoft Edge appears and takes you to Microsoft’s main Privacy portal. From here,
you can view and clear your activity in any of the nine tracked categories mentioned above by clicking that
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CHAPTER 14

Maintaining
Windows

To keep your system running smoothly, maintain top performance, and
reduce the risk of computer problems, you need to perform some routine
maintenance chores. This chapter shows you how to delete unnecessary files,
check for hard drive and other device errors, back up your files, and more.

& Seftings

@ Home BaCkU p

Find a setting pel

Update & Security Back up using File History

drive and restore them if the criginals are
~
Windows Update Automatically back up my files

@ o

More options

Delivery Optimization

Windows Security
Looking for an older backu
[*  Backup If y
it'll rkin
Troubleshoot ‘Go to Backup and Restore (Windows 7)

Recovery

@ Activation

Choose the right backup option for you

bacl r fi place, choose whe want your files to go—to the cloud,

Find my device
Learn more about backup options

For developers

Help from the web

Windows Insider Program

Mapping a network drive

Q Get help
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Check Hard Drive Free Space

o ensure that your PC’s hard drive does not become full, you should periodically check how much
free space it has left. This is important because if you run out of room on your hard drive, you
cannot install more programs or create more documents, and your PC’s performance will suffer.

Of particular concern is the hard drive on which Windows is installed, usually drive C. If this hard
drive’s free space becomes low — say, less than about 20 or 25GB — Windows runs slowly. With
normal computer use, you should check your hard drive free space about once a month.

Check Hard Drive Free Space

Note: You can also check the free W10 0~ | Fie Explorr =

space on a memory card or flash e
. . . “ v p > Quick access » v o 2 Search Quick access
drive. Before you continue, insert the
d d . e ~ Frequent folders (8)
card or dnve. [ Desktop - Desktop ‘ Downloads . Documents
. . & Downloats -'rmspc This PC 45 ThisPC
@ click File Explorer. o ) ) ‘
. Brae e TR vy B e D Thie
File Explorer appears. B ovies *

D Music

e Click This PC. &») [— » Recent files (20)

> FLASH DRIVE (E)

> ¥ Network

26 items g
58  © Typeheretosearch O = e P o
The This PC folder appears. CIEEEE -
Computer | View
. .
€@ Click the View tab. B Cireroupe 0 teinicns [l - (] Moownw O rmoaoon -
BE List F== Details f1Add columns [ File name extensions -
Cl. k .I..l Na;‘;:f:?” = [B= Tites [E content - Z;T [ size all columns to fit | [] Hidden items H‘deiti:"‘éma o
1C 1Les. Panes Layout Current view Show/hide
N UESKTO)| L. - -
N Ip ; Documents ¥ Downloads
ovesde # e
Decuments = pictures
== Pictures o Devices and drives (3)
B M""_‘es i Local Disk (C:) < DVD Drive (D)
& Music . FLASH DRIVE (E)
& This PC > Network locations (5)

s FLASH DRIVE (E)

¥ Network

15 items.
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@ Information about each drive
appears along with the drive
icon.

© This value tells you the amount of
free space on the drive.

© This value tells you the total
amount of space on the drive.

(© This bar gives you a visual
indication of how much disk
space the drive is using.
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W3 s |Tmispc

- - o x
Computer  View (7]
<« ~ 4 O ThisPC > v O Search This PC
v s Quick access v Folders ()
I Desktop * 30 Objects Desktop E Documents
& Downloads  # =
B vocomerss  # Downloads Movies Music
] Pictures »* ; H
B Movies
Pictures
b Music ’E
3 ThisPC
> = ~ Devices and drives (3)
> FLASH ) - L-mm.;k(n) Drive () FLASH DRIVE (E)
i
> @ Networl W 233 GB free of 255 G& Wy 1.5 GB free of 20.8 6B
» Network Batmns (Sg
15 items =

= | This PC

@ Windows is installed on the drive Ei ot v

with the Windows logo (:8).

@ The used portion of the bar
appears blue when a drive still
has sufficient disk space.

© The used portion of the bar turns
red when a drive’s disk space
becomes low (typically, less than
10 percent of the drive’s total
capacity).

© click Close (X) to close the
This PC window.

€ v 4 B ThisPC >
v o Quick access  Folders (7)
B Deskiop » 3D Objects
-
& Downloads  #
[@ Documents  # Downloads
=] Pictures #* ‘
B Movies
Pictures
M
D Music ~
» O ThisPC - -
= ~ Devices and drives (3)
5w FLASH DRIVE (E) Local Disk ()
=
> o Network Wy 3 GB free of 255 GB

15 items

Netws ations (5)

Desktop

ﬂ Movies

DVD Drive (04)

O Search This PC

4 Documents
=
) Music

FLASH DRIVE (£}

g 15 GB free of 24K GB

3

You can do three things:

What can I do if my hard drive space is becoming low?

¢ Delete Personal Files. If you have personal files — particularly media files such as images, music, and
videos — that you no longer need, delete them.

® Remove Programs. If you have programs that you no longer use, uninstall them (see Chapter 1).

® Run Disk Cleanup. Use the Disk Cleanup program to delete files that Windows no longer uses. See the
next section, “Delete Unnecessary Files.”
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Delete Unnecessary Files

o free up hard drive space on your computer and keep Windows running efficiently, you can use
the Disk Cleanup program to delete files that your system no longer needs. Although today’s
hard drives are quite large, it is still possible to run low on disk space, particularly because today’s

applications and media files are larger than ever.

Run Disk Cleanup any time that your hard drive free space becomes too low. If hard drive space is
not a problem, run Disk Cleanup every two or three months.

Delete Unnecessary Files

. .
@ click File Explorer. TTTHLT -
Home Share View
File Explorer appears. €« v 4 s s Quickaccess v ©| O SearchQuickaccess
o Click This PC o Quick access v Frequent folders ()
I Desktop * Desktop Downloads . Documents
This PC This PC 42 ThisPC
& Downloads  # [ < . E
Documents
Pictures Movies Music
] Pictures * This PC ﬂ This PC Jﬁ This PC
B Movies A

B Music

> Recent files (20)
+5 I This PC

5w FLASH DRIVE (E)

> ¥ Network
26items a
i n

& O Typeheretosearch (o]

i
L]

The This PC folder appears. r-| Vs | ThsEC -

e m

9 Click the hard drive you want to clean. | <§ & = %. 45

BitLocker | Optimize Cleanup

. . Erase this disc
O Click the Drive Tools tab. e
ko e O T i .
. & Downloads ~ # j -
Click Cleanup. I
* Downloads Movies Music
&1 Pictures E 4 ; ﬁ )
B Movies
Jﬂ Music El Pictures
O This PC

~ Devices and drives (3)

= FLASH DRIVE (E:) - L-oml Disk (C:) e DVD Drive (03 FLASH DRIVE (E)
—

¥ Network v 233 GB free of 255 GB 3 Wy 1.5 GB free of 20.8 GB

> Network locations (5)

15items  1item selected
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After a few moments, the Disk Cleanup dialog box
appears.

@ This area displays the total amount of drive space
you can free up.

© This area displays the amount of drive space the
activated options will free up.

Click the check box ([] changes to []) for each
file type that you want to delete.

@ This area displays a description of the highlighted
file type.

@ click OK.
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= Disk Cleanup for (C) x

Disk Cleanup

H] “You can use Disk Cleanup to free up to 337 MB of disk
- space on (C:).

Files to delete:

Downloaded Program Files
M Q Temporary Intemet Files
| u Windows emor reports and feedback di 305KB
[[1 || DirectX Shader Cache Dbytes
| Q Delivery Optimization Files 296 MB

Total amourt of disk space you gain: 337 MB ﬁ

Description

Downloaded Program Files are Active X controls and Java applets
downloaded automatically from the Intemet when you view certain
pages. They are temporarily stored in the Downloaded Program
Files folder on your hard disk

Disk Cleanup asks you to confirm that you
want to delete the file types.

@ Click Delete Files.

Disk Cleanup X

Are you sure you want to permanently delete
these files?

ot Delete Files I Cancel

TIP

What types of files does Disk Cleanup delete?
Here are the main file types that it deletes:

¢ Downloaded Program Files. These are small web page programs downloaded onto your hard drive.
e Temporary Internet Files. These are web page copies stored on your hard drive for faster viewing.
Delivery Optimization Files. These are files used by Windows’ Delivery Optimization service.
Recycle Bin. These are files that you have deleted since you last emptied your Recycle Bin.

e Temporary Files. These are files used by programs to store temporary data.

Thumbnails. These are miniature versions of images and other content used in folder windows.
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Refresh Your Computer

f you find that your computer is running slowly or that frequent program glitches are hurting your
productivity, you can often solve these problems by resetting your PC’s system files. The Reset
this PC feature reinstalls a fresh copy of Windows. It also saves the documents, images, and other
files in your user account, some of your settings, and any Windows apps that you have installed.
However, Reset this PC does not save any other PC settings (which are reverted to their defaults)
or any desktop programs that you installed.

\ Refresh Your Computer \

0 In the taskbar’s Search box, type reset.
@ Click Reset this PC.

The Settings app runs and selects the . Reset this PC
Recove ry tah. If your PC isn't running well, resetting it might help. This lets you choose

10 keep your personal files or remove them, and then reinstalls

Settings
Apps  Documents  Email  Web

@ Recovery

E3 Reset your touchpad to its

e Under Reset this PC, click Get started. defaultsettings

iS5 Reset default apps

& Network reset

Go back to the previous version of Windows 10

& Change the date and time
. If this version isn't working for you, try going back to an earlier one.
& Change the time zone
Get started
& Network status
search the web

L reset - see web results Advanced startup

Decuments - This PC (1+) Start up from a device o disc (such as a USB drive or DVD), change your
PC's firmware settings, change Windows startup settings, o restare

Windows from a system image. This will restart your PC.

Restart now

==|presedn4 o H @ = newm ey ]

Reset this PC asks you to choose Reset this PC
a reset option.

@ Click Keep my files.

Choose an option

4 Keep my files
Removes apps and settings, but keeps your personal files.

Remove everything
Removes all of your personal files, apps, and settings.
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How would you like to reinstall Windows?

Reset this PC asks how you would like to Rese his PC
reinstall Windows.

© click Local reinstall.

Reset this PC displays a summary of your L0 238 20 (Gl LInATes

settings.

Local reinstall

@ CI.'ICk Next (not ShOWn). Reinstall Windows from this device

Cloud download can use more than 4 GB of data.

Reset this PC tells you it is ready to proceed. [ reesmsec

0 Click Reset. Ready to reset this PC
Reset this PC reboots the computer and Resetng
. « Change settings back to their defaults
refreshes the system files. - Keep personal files

+ Reinstall Windows from this device
+ Remove all apps rams that didn’t come with this PC

+ This will take a while and your PC will restart.

Learn more 7 : Reset

How do I refresh my computer if I cannot start Windows?
0 Insert your installation disc or recovery drive and then restart your computer.

e Boot to the disk or drive.
@ In the Windows Setup dialog box, click Next.

o Click Repair your computer.

e Click Troubleshoot.

@ click Reset this PC.

@ Click Keep my files.

e Click your user account, type your account password, and then click Continue.
© Click Reset.
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Create a Recovery Drive

You can make it easier to troubleshoot and recover from computer problems by creating a USB
recovery drive. If a problem prevents you from booting your computer, then you must boot using
some other drive. If you have your Windows installation media, you can boot using that drive. If you
do not have the installation media, you can still recover if you have created a recovery drive. This is
a USB flash drive that contains the Windows recovery environment, which enables you to refresh or
reset your PC, recover a system image, and more.

Create a Recovery Drive

@ Insert the USB flash drive you want to use.

Al Apps  Documents Email Web  More v

0 In the taskbar’s Search box, type recovery. —

€@ Click Recovery Drive. - ::mmm@

The User Account Control dialog box appears. 7 1y Recovery Drive

Control panel

O Click Yes. =

2 Recovery options
Note: If you are using a standard account, enter = G R
your PC's administrator credentials to continue. St b femm Ml

% Ransomware protection

Verified publisher: Micrasoft Windows.
3 Create a restore point

Show more details

2 Go back to an earlier build

Search the web

L recovery - see web resuls

O recovenf ﬁa

The Recovery Drive Wizard appears. X

a Recovery Drive

© Click Next.

Create a recovery drive

Even if your PC can't start, you can use a recovery drive to reset it or troubleshoot problems. If
you back up system files to this drive, you'll also be able te use it to reinstall Windows,

Back up system files to the recovery drive.
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The Recovery Drive Wizard prompts you to
choose the USB flash drive.

e Click the drive if it is not selected already.
0 Click Next.

The Recovery Drive Wizard warns you that
all the data on the drive will be deleted.

@ Click Create.

The wizard formats the drive and copies
the recovery tools and data.

© click Finish (not shown).
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= Recovery Drive
Select the USB flash drive

The drive must be able to hold at least 16 GB, and everything on the drive will be deleted.

Available drive(s)

... DA\ (FLASH DRIVE) 0

7 I

x

= Recovery Drive

Create the recovery drive

| Everything on the drive will be deleted. If you have any personal files on this drive, make
sure you've backed up the files.

8 =l

Can I use any USB flash drive as a
recovery drive?

No. The drive must have a capacity of at
least 16GB. Windows erases all data on the
drive, so make sure the flash drive does not
contain any files you want to keep.

How can I make sure the recovery drive works properly?
You should test the drive by booting your PC to the drive.
Insert the recovery drive and then restart your PC. How you
boot to the drive depends on your system. Some PCs display
a menu of boot devices; select the USB drive from that
menu. In other cases, a message tells you to press a key.
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Keep a History of Your Files

here may be times when backing up a file just by making a copy is not good enough. For example,

if you make frequent changes to a file, you might want to copy not only the current version, but
also the versions from an hour ago, a day ago, a week ago, and so on. In Windows, these previous
versions of a file are called its file history, and you can save this data for all your documents by
activating a feature called File History.

Set the File History Drive
0 Connect an external drive to your PC. vy

Al Apps  Documents Email  Web  More ¥

Note: The drive should have enough capacity to 7 smpsemngsﬂ
. . . System settings
hold your files, so an external hard drive is Reltec e hstory v

Backup settings

probably best. St Sysom saings

4 Restore your files with File
History

Note: If you see a notification, click it, click . ——
Configure this drive for backup, and then skip o e o p—
steps 3 and 4.

Q In the taskbar’s Search box, type file
history.

e Click Backup settings.

Get quick help from web

Mapping a network drive

The Settings app runs and displays Setings - b0 «x
the Backup tab.
1 Home BaCkUp
O click Add a drive. | 5
Find a setting

Back up using File History

Update & Security
Back up your files to another drive and restore them if the originals are
lost, damaged. or deleted.

S Windows Update
Add a drive
+

4 Delivery Optimization
More options

wr  Windows Security .
Looking for an older backup?

T Backup If you created a backup using the Windows 7 Backup and Restore tool,
it'll still work in Windows 10.

ﬂ . Go to Backup and Restore (Windows 7)

roubleshoof

&4 Recovery
Choose the right backup option for you

@ Activation
To have Windows back up your files to a safe place, choose where you
want your files to go—to the cloud, an external storage device, or a

A Find my device network.
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The Select a Drive window appears.

e Click the drive you want to use.

Activate File History

@ Click the Automatically back up
my files switch to On.

Note: Windows activates File History
automatically, so in most cases you can
skip step 1.

Windows activates File History and
begins saving copies of your files
to the external drive.
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Settin

Iy

E

Upd.

)

an
-

=1

2

@
i

Select a drive
Local Disk (D:) ﬂ
465 GB free of 465

FLASH DRIVE (E)
17.5 GB free of 29.8 GB

Show all network locations
Activation

Find my device

Backup

Back up using File History

Back up your files to another drive and restore them if the originals are
lost, damaged. or deleted.

Add a drive

+

More options

Looking for an older backup?

If you created a backup using the Windows 7 Backup and Restore tool,
it'll still work in Windows 10.
Go to Backup and Restore (Windows 7)

Choose the right backup option for you

To have Windows back up your files to a safe place, choose where you
want your files to go—to the cloud, an external storage device, or a
network.

Settings

oy

Home

| Find a setting

Update & Security

~u
Rt

=1

B @ B %

Windows Update

Delivery Optimization

Windows Security

Backup

Troubleshoot

Recovery

Activation

Find my device

Backup

Back up using File History

Back up your files to another drive and restore them if the criginals are
lost, damaged, or deleted.

Automatically back up my files
@ - <f)

More options

Looking for an older backup?

If you created a backup using the Windows 7 Backup and Restore tool,
it'll still work in Windows 10.

Go to Backup and Restore (Windows 7)

Choose the right backup optien for you

To have Windows back up your files to a safe place, choose where you
want your files to go—to the cloud, an external storage device, or a
network,

and then click the switch to On.

Is it okay to disconnect the external hard drive temporarily?

Yes. However, if you need to remove the external drive temporarily (for example, if you need to use the port
for another device), you should turn off File History before disconnecting the external drive. Follow steps 2
and 3 to open the Backup tab and then click the Automatically back up my files switch to Off. When you
are ready to resume saving your files, follow steps 1 to 3 to reconnect the drive and open the Backup tab,

323



Restore a File from Your History

f you improperly edit, accidentally delete, or corrupt a file through a system crash, in many cases

you can restore a previous version of the file. Why would you want to revert to a previous version
of a file? One reason is that you might improperly edit the file by deleting or changing important
data. In some cases, you may be able to restore that data by going back to a previous version of the
file. Another reason is that the file might become corrupted if the program or Windows crashes. You
can get a working version of the file back by restoring a previous version.

0 In the taskbar’s Search box, type restore.
0 Click Restore your files with File History. —

Best match

Restore your files with File 0
L] History

Control panel

Al Apps  Documents Email Web  More v

Restore your files with File History

Settings
Control panel

2 Create a restore point

£ Reset this PC

@ Recovery

& Recovery options

% Ransomware protection
T Backup settings

Search the web

P restore - see web results

] |,O restore]@hhem-w | 0O @ wm = ~ O ® gF

The Home - File History window « Home- File Hisory - o x
appears. | Home v[&] searcha IR X -]
Double-click the library or folder that Friday, March 6, 2020 9:00 AM | 12 of 12
contains the file you want to restore.
4 File folder (4)
m S a
Contacts Desktop Favorites OneDrive

ALibr_Z?(@ |
5 25 8

Documents Music Pictures Videos

8 items

@
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0 Open the folder that contains the < Home- ile History — o0 x
file. | Home\Documents Q v[e] searchan IR K
Click Previous Version (]«4) until you Monday, March 2, 2020 9:00 AM | 1 of 12
open the version of the folder you

N 7 N
want to use. U j U
. . Fax Scanned Sound AGuylna ASha Bear boot
@ click the file you want to restore. Documents recording:  Bar Dog Sty
By - A=D P AR 1Y AD
Click Restore to Original u U j ﬂ A u j
. Brainstormi code Conference | Col m  Customer Ideas List  Letter to M,
Locat]on (@). ng Notes Agenda Dynamics Feedback Walton
2020 Acct
D [ [ [ D a2
= @ & 4 & 8 @&
Logophilia  Logophilia  Logophilia ~ Logophilia  MewWords  Phishing  Presentatio
Limited Limited Ltd ™ Account inthe Addresses n Motes
Annual Annual Account Modern
Report 2020 Report 2020 Workplace
™ T ('S ? [N N s
27items  1item selected 1.01KB [EE™
&u @ M)
If the original folder has a file with the same + Replace or Skip Files e

name, File History asks what you want to do.

Copying 1 item from Documents to Documents

Q Select an option:

@ You can click Replace the file in the
destination to overwrite the existing file
with the previous version.

© You can click Skip this file to do nothing.

© You can click Compare info for both files to
decide which file you prefer to keep.

Windows restores the previous version.

IPS

The destination already has a file named "Conference
Agenda 2020.rtf"

+ Replace the file in the destination

) Skip this file

Tz Compare info for both files

A Fewer details

Can I restore a folder?

Yes, because Windows also keeps track of
previous versions of folders, which is
useful if an entire folder becomes
corrupted. Follow steps 1 to 5, click the
folder you want to restore, and then click
Restore to Original Location (®).

What should I do if I am not sure about replacing an
existing file with a previous version?

Click Compare info for both files in the Replace or Skip Files
dialog box. In the File Conflict dialog box, click the check
box beside both versions ([_] changes to []) and then click
Continue. This leaves the existing file as is and restores the
previous version with (2) appended to the name.
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Check Your Hard Drive for Errors

'I'o keep your system running smoothly, you should periodically check your hard drive for errors
and fix any errors that come up. Because hard drive errors can cause files to become corrupted,
which may prevent you from running a program or opening a document, you can use the Check Disk
program to look for and fix hard drive errors.

= Manage This PC _

@ click File Explorer.
File Explorer appears. = N

1 System properties

Properties Open Rename Access Map network Addanetwork  Open

3 : mediav  drive~ ocation ettings [ Manage
© click This PC. i )
EC Loloa e - e
e Click the hard drive that you A > o § )
want to check. LR ¢ B i)
ch14
Pictures
@ click the Computer tab. .

& B This PC ~ Devices and drives (2)
e Click Properties. _ &E a0 oo
o Hetwork My 233 GB free of 255 GB @

> Network locations (5)

14items 1 item selected a

i® © Typehere tosearch (o] =i e e <] ~
The hard drive’s Properties dialog & Local Disk (CY) Propertics X
box appears. By Previoyagiersions Quota
. General Tools ﬁrﬂwam Sharing
@ click the Tools tab. o kg
0 Ch.ck Check, - ysitsefnmei?r:r:_i" check the drive forfile
& Check
Optimize and defragment drive
“ Optimizing your computer's drives can help it un
more efficiently.

o
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@ If Windows tells you that the Error Checking (Local Disk (C:)) X
drive has no errors, you can click o
Cancel and skip the rest of these You don‘tneed to scan this drive
Steps. We haven't found any errors on this drive. You can still scan the drive for errors if you want.
Q Otherwise, click Scan drive. — Scan drive
& You can keep using the drive during the scan. If errors are found, you can decide if you
want to fix them.,

M

Windows checks the hard drive.
Q When the check is complete, click Close.

Note: If Check Disk finds any errors, follow the
instructions the program provides.

Error Checking (Local Disk (C:))

Your drive was successfully scanned

Windows successfully scanned the drive. No errors were
found.

Close 9

Show Details

What is a “bad sector”?

A sector is a small storage location on your hard
drive. When Windows saves a file on the drive, it
divides the file into pieces and stores each piece in
a separate sector. A bad sector is one that, through
physical damage or some other cause, can no longer
be used to reliably store data.

How often should I check for hard drive errors?
You should perform the basic hard drive check
about once a week. Perform the more thorough
bad sector check once a month. Note that the bad
sector check can take several hours, depending on
the size of the drive, so perform this check only
when you will not need your computer for a while.
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Check Your Devices for Errors

'I'o help ensure that your system is operating smoothly and efficiently, you should periodically
check for errors associated with the devices attached to your computer. Device errors usually
mean either that you cannot work with a device entirely, or that the device behaves erratically or
unexpectedly. You can use the Windows Devices and Printers feature to check your installed devices
for errors. You can also use Devices and Printers to troubleshoot your problem devices, and in most
cases, Windows will be able to fix the problem automatically.

Check Your Devices for Errors

Check for Devices with Errors
In the taskbar’s Search box, type e i vt i AE cord v [0 [rcotns

Best match

control panel. g Gt b e B Em G Bk
App Adjust your computer's settings Viewby: Category ~
e Click Control Panel. g

[EH Control Panel - o X

System and Security User Accounts
. N . . [l Settings > i:"“»‘”?‘“““mp“"" & Change account type
e Click View devices and printers. T T ) S——
your files with File History Personalization

Backup and Rests
Jo e e RE—— > Beckup and Fsiore
=& Clock and Region

Settings (3) > Network and A Change date, time, or
number formats

et

Internet

Ve etk ot and Ease
ke Let Wi
Hardware and sekting

mebilty settings

Programs
[Eﬂ Uninstall a program

| | O control panel 4 | O o @ W A DS =& O ;:iz‘z:o
The Devices and Printers window T Deices sd it — 5 =
« ~ A Hu <« Hardware and Sound 5 Devices and Printers » v O )
appears‘ File Edit View Tools
. . . Add a device Add a printer Remove device Troubleshoot = - °
O Examine the device icons for errors. e vaene 1 e A

~ Multimedia Devices (2)

@ Windows indicates devices with W

errors using this icon: A\,

192.168.0.161 - Toshiba TV
Sones One

~ Printers (6)

E XA EE K

Brother Fax HP725819 (HP Microsoft Print Micresoft XPS OneNote
DCP-L2540DW Officelet 6360) to PDF Document Writer
series Printer

~ Unspecified (1)
=]
ELAN:Fingerprint ]

ELANFingerprint  Model: ELAN:Fingerprint Status: Driver is unavailable
- Category: Unknown

Status: Needs troubleshooting
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Begin Device Troubleshooting A oo e
. . « A 1‘ '_l« Hardware and Sound » Devices and Printers v o
o Click a device that has an error. e W"m )
. Addadevice  Addaprinter  Removedevice | Troubleshoot E
© Click Troubleshoot. g e ek > 2
. . . . ~ Multimedia Devices (2)
Devices and Printers displays a list of I *
evices and Printers
devices that have errors.
Select a device to troubleshoot
e Cljck your deVice. 192.168.0.181 - Toshiba TV The devices shown below have erors. Select one of the listed devices to troubleshoot or if
Sonos One the device you need to troubleshoot isn't listed, select I'm having problems with a

“ Printers (6) different device.

3 9 | ELAN:Fingerprint doesn't have a driver 0

—> ldon't see my device listed

Brother Fax
DCP-L25400W
series Printer

~ Unspecified (1)

(%]
;l@ —

ELAN:Fingerprint

The Devices and Printers troubleshooting %
wizard appears and displays the first fix. Devices and Printers

@ Click Apply this fix.

Devices and Printers applies the fix.
If this does not solve the problem,
Devices and Printers displays the next

fix. P —> Skip this fix

Continue troubleshooting without applying this fix.

Restart your PC to finish installing drivers and updates

— Apply this fix

© If you are certain this fix is not the
solution, you can click Skip this fix

instead.
e Repeat step 4 until the problem is
resolved.
| TIPS
What is a device driver? What if Devices and Printers
It is a small program that Windows uses to communicate with a cannot solve the problem?
device. Many hardware problems are the result of either not having a In this case, you need to
device driver installed, or having an incorrect driver installed. Most either return the device to
devices come with discs that have the correct device driver, so you the manufacturer for repair or
should insert that disc when troubleshooting. You can also obtain the replacement, or take it to a local
latest device driver from the manufacturer’s website. computer shop for fixing.
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A

accessing
app features, 34-35
Lock command, 303
OneDrive online, 247
shared documents/folders, 271
account password, 290
accounts, 111, 258-259
activating
activity reporting, 268
file history, 323
network discovery, 272
activity timeline, switching apps using, 19
adding
apps to Lock screen, 30-31
background music to movies, 191
captions to images in OneNote, 229
children to PCs, 266-267
desktops, 44
event reminders, 119
events to calendars, 116-117
extra fields to contacts in People app, 108-109
file attachments to email messages, 76-77
files to OneDrive, 246-247
Google account to People app, 98-99
iCloud account to People app, 100-101
images to notebook pages, 228-229
network printers, 273
opening titles to movies, 191
pages to OneNote notebooks, 224
photo effects, 166-167
sections to OneNote notebooks, 225
slow motion to videos, 186
songs to Music folder, 199
text notes in OneNote, 226-227
3D effects to videos, 187
titles to images in OneNote, 229
video clips, 189
web pages to Favorites Bar, 61
adjusting
audio levels for CDs, 193
contact’s photos in People app, 107
copy quality, 197
file view, 238
Lock screen background, 28-29
picture passwords, 297
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playlists, 203
profile picture on Skype, 133

screen brightness, 286
section color schemes in OneNote notebooks, 225
speed of slide shows, 163
startup page, 56-57
text font in documents, 212-213
user account password, 262-263
user account pictures, 260-261
volume, 38, 205
Alarm & Clock app, 148-149
albums, 161, 193
all-day events, 117
animated text, in videos, 187
applying
filters, 167
styles to messages, 75
Vignette effect, 166
apps. See also specific apps
accessing features, 34-35
adding to Lock screen, 30-31
Calculator, 144-145
checking weather forecast, 140-141
closing, 7
configuring Cortana Voice Assistant, 128-131
displaying locations on maps, 136-137
getting directions to locations, 138-139
installing, 16-17
locating, 7
pinning
to Start menu, 24-25
to taskbar, 36-37
searching your PC, 126-127
setting alarms, 148-149
shutting down with gestures, 279
Skype, 132-135
starting, 6-7
stopping notifications from, 309
switching between running, 18-19
uninstalling, 20-21
Voice Recorder, 146-147
writing notes, 150-151
arranging windows, 19
aspect ratio, 169
assigning photos to contacts in People app, 106-107
attachments, adding to email messages, 76-77



audio

changing levels for CDs, 193
editing, 147
automatic image repair, 164

background music, adding to movies, 191

“bad sector,” 327

battery life, monitoring on tablets, 287

Bcc (blind carbon copy), 73

brightness, adjusting for screens in tablets, 286
browsing, web, 306-307

bulleted lists, creating in OneNote, 230

C
Calculator app, 144-145
Calendar app
adding
event reminders, 119
events, 116-117
creating recurring events, 118
customizing calendars, 122-123
handling event invitations, 121
sending event invitations, 120
viewing your calendar, 114-115
Camera app, taking pictures with, 174-175
captions, adding to images in OneNote, 229
Cc (carbon copy), 73
CDs
changing audio levels for, 193
installing software from, 17
repeating, 195
Celsius, switching between Fahrenheit and, 143
Character Map program, 218-219
chat history, 129
checking
devices for errors, 328-329
hard drive
for errors, 326-327
free space, 314-315
for security problems, 291
weather forecasts, 140-141, 142-143
children
adding to PCs, 266-267
setting restrictions for, 268-269
cities, removing from Weather app, 143

clearing
activity history, 310-311
commands/personal data from Cortana, 129
History list, 55
Clipboard, 240
closing
apps, 7
desktops, 45
tabs, 51
collection, viewing images by, 161
commands, clearing from Cortana, 129
compressed folders, 248-249
computer
clearing activity history to preserve privacy, 310-311
locking, 29, 302-303
refreshing, 318-319
unlocking, 303
configuring
Cortana Voice Assistant, 128-131
email accounts, 70-71
Mail app options, 92-93
PC to lock automatically, 304-305
Skype, 132-133
tablets as second monitors, 284-285
touch keyboard, 282-283
Windows 10 for multiple monitors, 40-41
connecting to wireless networks, 8-9
Contact list, filtering in People app, 110-111
contacts
adding extra fields to in People app, 108-109
assigning photos to in People app, 106-107
creating in People app, 96-97
deleting in People app, 103
editing in People app, 104-105
hiding, 110-111
linking multiple profiles for, 112-113
searching for in People app, 103
viewing in People app, 102-103
containers (OneNote), 226-227
copying
documents, 220-221
files, 240, 247
tracks from music CDs, 196-197
Cortana Voice Assistant
configuring, 128-129
controlling PCs with, 130-131
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creating
bulleted lists in OneNote, 230
compressed folders, 249

contacts in People app, 96-97
default location forecast, 140-141
documents, 208, 247
files, 243
folders for saving email messages, 90-91
Microsoft accounts, 13
numbered lists in OneNote, 230
OneNote notebooks, 222-223
passwords, 257, 294-297
picture passwords, 294-297
playlists, 202-203
recovery drives, 320-321
recurring events, 118
temporary notes, 151
to-do lists in OneNote, 231
user accounts, 256-257
cropping images, 168-169
customizing
accessing app features, 34-35
adding apps to Lock screen, 30-31
adjusting
Lock screen background, 28-29
volume, 38
calendars, 122-123
configuring Windows 10 for multiple monitors, 40-41
opening Settings app, 26-27
pinning apps
to Start menu, 24-25
to taskbar, 36-37
setting time zone, 39
setting up multiple desktops, 44-45
synchronizing settings between PCs, 32-33
taskbar’s notification area, 42-43

D

Dark mode (Skype), 133
date (PC screen), 4
day, viewing events by, 115
default location forecast, creating, 140-141
Deleted folder (Mail app), 79
deleting
accounts from People app, 111
app icons from taskbar, 37
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cities from Weather app, 143
contacts in People app, 103
contact’s photos in People app, 107
email accounts, 71
email messages, 88-89
favorites, 59
Favorites Bar buttons, 61
files, 244
fingerprint sign-in, 301
flaws in photos, 165
folders, 91
images, 171
linked profiles from contacts in People app, 113
Microsoft accounts, 15
OneNote notebooks, 223
pages in OneNote notebooks, 225
playlists, 203
red eye, 165
sections in OneNote notebooks, 225
tracks from library, 197
unnecessary files, 316-317
user accounts, 264-265
deselecting files, 237
Desktop icon (PC screen), 4
Desktop mode, closing apps in, 7
desktops, 4, 44-45
detailed status, 31
details pane (Windows Media Player), 194, 195
device driver, 329
Devices and Printers feature, 328-329
digital cameras, importing from, 154-155, 178-179
directions, getting to locations, 138-139
disabling location services, 137
disconnecting
external drives, 323
from wireless networks, 8-9
Disk Cleanup feature, 315, 316-317
displaying
family settings, 268
favorite web pages, 59
Favorites Bar, 60-61
locations on maps, 136-137
menus, 34
photo effects, 166
Settings app tabs, 27
user accounts, 254-255



documents

copying, 220-221
creating, 208, 247
finding text, 214-215
locating, 211
opening, 210-211
printing, 232-233
saving, 208-209
sharing, 270-271
Documents folder, 209
domain, 72
double-tap gesture, 276
downloading files, 66-67
draft messages, saving, 78-79
drawing, on videos, 185
DVDs, installing software from, 17
DVDs, playing, 183

E
editing
audio, 147
contacts in People app, 104-105
email messages, 83
pictures in messages, 75
video, 184-187
editing documents
adding
images to notebook pages, 228-229
pages and sections to OneNote notebooks, 224-225
text notes in OneNote, 226-227
changing text font, 212-213
copying documents, 220-221
creating
documents, 208
OneNote notebooks, 222-223
finding text, 214-215
inserting special symbols, 218-219
OneNote notebook lists, 230-231
opening documents, 210-211
printing documents, 232-233
replacing text, 216-217
saving documents, 208-209
email. See Mail app
errors
checking devices for, 328-329
checking hard drive for, 326-327

events
adding to calendars, 116-117
all-day, 117
creating reminders for, 119
handling invitations to, 121
recurring, 118
sending invitations for, 120
external drives, disconnecting, 323
external monitor, 41
extracting files from compressed folders, 248-249

F

Fahrenheit, switching between Celsius and, 143
Favorites Bar, 60-61
Favorites list, 58-59
File Explorer, 159, 279. See also files
file history, maintaining, 322-323
files
adding to OneDrive, 246-247
changing view of, 238
copying, 240
creating, 243
deleting, 244, 316-317
deselecting, 237
downloading, 66-67
extracting from compressed folders, 248-249
inserting in OneNote, 229
installing when downloaded from Internet, 17
moving, 241
opening, 66-67
previewing, 239
renaming, 242
restoring deleted, 245
restoring from history, 324-325
selecting, 236-237, 279
specifying programs to open, 250-251

filtering Contact list in People app,
110-111

filters, applying, 167
Find feature, 214-215
finding
apps, 7
documents, 211
music, 199
text in documents, 214-215
text on pages, 53
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fingerprint sign-in, setting up, 300-301
flag, 93

flaws, removing from photos, 165
folders

creating for saving email messages,
90-91

deleting, 91
renaming, 91
restoring, 325
searching from windows, 127
selecting with gestures, 279
sharing, 270-271
font, 74, 212
forgotten gestures, 297
forgotten password, 259
formatting
message text, 74-75
note text in OneNote, 227
forwarding email messages, 84-85

G

gestures
about, 276-277

controlling Windows with,
278-279

forgotten, 297
getting started
closing apps, 7
connecting to wireless network, 8-9
installing apps, 16-17
PC screen, 4
putting Windows 10 to sleep, 10
restarting Windows 10, 11
shutting down Windows 10, 11
starting apps, 6-7
switching
to Microsoft accounts, 12-15
between running apps, 18-19
tablet screen, 5
uninstalling apps, 20-21
Google account, adding to People app, 98-99
Groove Music app, 198-203, 199

H

hard drive
checking for errors, 326-327
checking free space, 314-315
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headphones, switching between PC speakers and, 204-205
Hello feature, 300
hiding

contacts, 110-111

menus, 35

History list
browsing, 307
clearing, 55
navigating with, 54-55
restoring files from, 324-325
Hypertext Transfer Protocol (http), 48

I

iCloud account, adding to People app, 100-101
images
adding
captions to in OneNote, 229
to notebook pages, 228-229
photo effects, 166-167
titles to in OneNote, 229
adding to movies, 189
applying filters, 167
assigning to contacts in People app, 106-107
changing for user accounts, 260-261
cropping, 168-169
deleting, 171
importing from digital cameras, 154-155
inserting in messages, 75
navigating Pictures library, 158-159
printing, 172-173
repairing, 164-165
rotating, 170
scanning, 156-157
starting slide shows, 162-163
taking with PC camera, 174-175
viewing, 160-161
importing
images from digital cameras, 154-155
videos from digital cameras, 178-179
Inbox folder (Mail app), 88
InPrivate web browsing, 291
inputting text with touch keyboard, 280-281
inserting
files in OneNote, 229
pictures in messages, 75
special symbols, 218-219
installing apps, 16-17



J

Junk folder (Mail app), 79

K

keyboards
controlling PCs with Cortana via, 130
selecting, 280
switching between apps using, 19
touch, 280-283

L

layout, standard keyboard, 283
linking multiple profiles for contacts, 112-113
links

selecting, 49

sharing, 63
locations

displaying on maps, 136-137

getting directions to, 138-139
Lock command, accessing, 303
Lock screen

adding apps, 30-31

changing background, 28-29
locking computer, 29, 290, 302-303
Loudness Equalization feature, 205

M

Mail app

adding file attachments, 76-77
configuring

email accounts, 70-71

options, 92-93
creating folders for saving messages, 90-91
deleting accounts, 71
deleting messages, 88-89
formatting message text, 74-75
forwarding messages, 84-85
opening attachments, 86-87
reading messages, 81
receiving messages, 80-81
renaming accounts, 71
replying to messages, 82-83
saving

attachments, 86-87

draft messages, 78-79
sending email messages, 72-73

maintenance. See also troubleshooting

checking
devices for errors, 328-329
hard drive for errors, 326-327
hard drive free space, 314-315
creating recovery drives, 320-321

deleting unnecessary files,
316-317

file history, 322-323
refreshing computer, 318-319
restoring files from history, 324-325
managing
event invitations, 121
music playback in Groove Music app, 201
PCs with Cortana, 130-131
private information, 308-309
video playback, 183
Windows with gestures, 278-279
manual image repair, 165
maps, displaying locations on, 136-137
Maps app, 136-137
Memory feature (Calculator app), 145
Menu icon, 35
menus
displaying, 34
hiding, 35
messages. See Mail app
Microsoft accounts, 12-15

Microsoft Edge web browser, 52, 56-57, 64-65, 291,
306-307

Modern apps, 35
monitoring battery life on tablets, 287
monitors
configuring tablets as second, 284-285
configuring Windows 10 for multiple, 40-41
month, viewing events by, 114
mouse pointer (PC screen), 4
movies, 181, 183, 188-191
Movies & TV app, 179, 181
moving
email messages between folders, 91
Favorites Bar buttons, 61
files, 241, 246
items with gestures, 279
programs between desktops, 45
text note containers in OneNote, 227
tiles, 25
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multimedia
copying tracks from music CDs, 196-197
creating playlists, 202-203
importing videos from digital cameras, 178-179
navigating
Music library, 198-199
Videos folder, 180-181
playing
music, 200-201
music CDs, 192-195
switching between PC speakers and headphones, 204-205
watching videos, 182-183
music
finding, 199
playing, 200-201
music CDs
copying tracks from, 196-197
playing, 192-195
Music library, navigating, 198-199

N

navigating
calendars, 115
with History list, 54-55
Music library, 198-199
Pictures library, 158-159
tabs, 51
Videos folder, 180-181
web pages, 52
network printers, 273
network resources, viewing, 272-273
networks, troubleshooting, 273
note text, formatting in OneNote, 227
Notepad app, 150-151
notification area, 4, 42-43
notifications, app, 309
Now Playing window (Windows Media Player), 195, 196
numbered lists, creating in OneNote, 230

0

OneDrive

accessing online, 247

adding files to, 246-247
OneNote app, 150, 222-223, 226-227, 230-231
opening

documents, 210-211

draft messages, 78-79

336

email attachments, 86-87
files, 66-67

Settings app, 26-27
videos, 184

web pages, 48-51

opening titles, adding to movies, 191
organizing favorites, 59

orientation, for printing pictures, 173
Outbox folder (Mail app), 79

P

paper, for photo printouts, 173
paragraph, message, 74
passwords
changing for user accounts, 262-263
creating, 257
forgotten, 259
locking PC, 290
protecting, 263
Passwords switch, 33
pausing music CDs, 193
PC camera, taking pictures with, 174-175
PC screen, 4
PC speakers, switching between headphones and, 204-205

PCs
adding children to, 266-267
controlling with Cortana, 130-131
locking, 290
resetting, 291
searching your, 126-127
synchronizing settings between, 32-33
People app

adding
extra fields to contacts, 108-109
Google account, 98-99
iCloud account, 100-101
assigning photos to contacts, 106-107
creating contacts, 96-97
editing contacts, 104-105
filtering Contact list, 110-111
linking multiple profiles for contacts, 112-113
viewing contacts, 102-103
personal data, clearing from Cortana, 129
photo effects, adding, 166-167
Photos app
adding 3D effects to videos in, 187
adding photo effects, 166-167



adding slow motion to videos in, 186

applying filters, 167
cropping images, 168-169
editing videos in, 184
opening Pictures library with, 158
rotating images, 170
starting slide shows, 162
trimming videos in, 185
Photos tile, starting slide shows, 163
picture passwords, 294-297
pictures. See images
Pictures library, 158-159
pinch gesture, 277
pinning
apps to Start menu, 24-25
apps to taskbar, 36-37
playing
music, 200-201
music CDs, 192-195
playlists, 202-203
points, 212
populating storyboards, 190
previewing files, 239
printing
documents, 232-233
images, 172-173
priority, message, 75
private information, controlling, 308-309
product key, 17
profile picture, changing on Skype, 133
profiles, People app, 112-113
programs
moving between desktops, 45
specifying to open files, 250-251
protecting passwords, 263
push, 81

Q

quick status, 31

R

reading email messages, 81
receiving email messages, 80-81
recording voice memos, 146-147
recovery drives, creating, 320-321
red eye, removing, 165

refreshing computer, 318-319

renaming

email accounts, 71

Favorites Bar buttons, 61

files, 242

folders, 91

sections in OneNote notebooks, 225
rented movie/TV show, 183
reordering taskbar icons, 37
repairing images, 164-165
Repeat feature (Groove Music app), 201
repeating CDs, 195
replacing text in documents, 216-217
replying to email messages, 82-83
Reply/Reply All option (Mail app), 83
resetting computer, 291
resizing tiles, 25
restarting Windows 10, 11
restoring

deleted email messages, 88-89

deleted files, 245

files from history, 324-325

restrictions, setting for children,
268-269

resuming music CDs, 193
ripping CDs, 196-197
rotating images, 170

S

Save As command, 221
saving
documents, 208-209
draft messages, 78-79
email attachments, 86-87
favorite web pages, 58-59
notes, 151
scanning images, 156-157
screen brightness, adjusting, 286
search box (PC screen), 4
search engines, 64
searching
for contacts in People app, 103
for settings, 127
for sites, 64-65
your PC, 126-127
sections (OneNote), 225
security. See Windows security
Security and Maintenance. See Windows security
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selecting
Calculator app, 144
Converter app, 144
files, 236-237, 279
folders, 279
keyboards, 280
links, 49
sending
email messages, 72-73
event invitations, 120
Sent folder (Mail app), 79
serial number, 17
setting
restrictions for children, 268-269
screen time limits, 269
setting(s)
alarms, 148-149
file history drive, 322-323
message priority, 75
searching for, 127
synchronizing between PCs, 32-33
time zone, 39
timers, 149
uninstalling apps via, 21
Settings app, opening, 26-27
setup
fingerprint sign-in, 300-301
multiple desktops, 44-45
sharing
adding children to PCs, 266-267
changing
user account pictures, 260-261
user password, 262-263
creating user accounts, 256-257
deleting accounts, 264-265

displaying user accounts,
254-255

documents, 270-271
folders, 270-271
links, 63

recordings, 147

setting restrictions for children, 268-269
switching between accounts, 258-259
viewing network resources, 272-273

web pages, 62-63
shortcut methods, 45
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shortcuts

opening web pages in tabs, 51
web page addresses, 49
Shuffle feature (Groove Music app), 201
Shuffle feature (Music app), 195
shutting down
apps with gestures, 279
Windows 10, 11
signature, 93
size, of video, 175
sizing text note containers in OneNote, 227
skipping tracks on music CDs, 193
Skype
configuring, 132-133
initiating calls on, 134-135
sleep mode, 10, 305
slide gesture, 276
slide shows, starting, 162-163
slow motion, adding to videos, 186
snapping windows, 19
songs, shuffling, 195, 201
special effects, 212
special symbols, inserting, 218-219
speed, changing for slide shows, 163
spot fix, 165
spread gesture, 277
spyware, 291
standard keyboard layout, 283
Start button (PC screen), 4
Start menu

pinning apps to, 24-25,
36-37

uninstalling apps via, 20
starting
apps, 6-7
Calculator app, 144
Notepad app, 150
Skype calls, 134-135
slide shows, 162-163
video projects, 188-189
videos, 182
startup page, changing, 56-57
still images, taking from videos, 185
stopping
app notifications, 309
play of music CDs, 194



stopwatch, 149
storyboards, populating, 190

style, applying to messages, 75

stylus, writing text with, 281

swipe gesture, 277, 278

switching
between accounts, 258-259
between desktops, 45
between Fahrenheit and Celsius in Weather app, 143
to Microsoft accounts, 12-15
between PC speakers and headphones, 204-205
between running apps, 18-19

synchronizing settings between PCs, 32-33

T

tablet mode, closing apps in, 7
tablets
adjusting screen brightness, 286
configuring
as a second monitor, 284-285
touch keyboard, 282-283
gestures, 276-277, 278-279
inputting text with touch keyboard, 280-281
monitoring battery life, 287
screen, 5
tabs
closing, 51
navigating, 51
opening web pages in, 50-51
tags, OneNote, 231
tap and hold gesture, 276
tap gesture, 276
Task view, switching apps using, 19
taskbar
about, 4
customizing notification area, 42-43
pinning apps to, 36-37
removing app icons from, 37
searching from, 126-127
switching apps using, 18
taskbar icons (PC screen), 4
testing recovery drive, 321
text
changing font in documents, 212-213
finding in documents, 214-215

inputting with touch keyboard, 280-281
replacing in documents, 216-217
writing with stylus, 281
text notes, adding in OneNote, 226-227
text passwords, compared with picture passwords, 295
3D effects, adding to videos, 187
tiles, 7, 25
time (PC screen), 4
time zone, settings, 39
timers, setting, 149
titles, adding to images in OneNote, 229
to-do lists, creating in OneNote, 231
touch keyboard. See keyboards, touch
tracks
copying from music CDs, 196-197
removing from library, 197
skipping on music CDs, 193
traffic information, 139
trimming videos, 185
troubleshooting. See also maintenance
devices, 329
fingerprint sign-in, 301
monitors, 285
mouse pointer, 41
networks, 273
turn gesture, 277
TV shows, 181, 183
type size, 212
type style, 212
typeface, 212

U

uninstalling apps, 20-21
unlocking computer, 303
USB flash drive, using as a recovery drive, 321
User Account Control, 290
user accounts
changing
password, 262-263
pictures for, 260-261
creating, 256-257
deleting, 264-265
displaying, 254-255
username, 72
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')

video calls. See Skype

videos

Videos
viewin

adding slow motion to, 186
drawing on, 185

editing, 184-187

importing from digital cameras, 178-179
opening, 184

size of, 175

trimming, 185

watching, 182-183

folder, 179, 180-181

g

calendars, 114-115

compressed folder files, 248
contacts in People app, 102-103
downloaded files, 67

file, 238

images, 160-161

network resources, 272-273
previously scanned images, 157
sent email messages, 85

shared documents/folders, 271

Vignette effect, 166

voice,

controlling PCs with Cortana via, 131

Voice Recorder app, 146-147

volume, adjusting, 38, 205

w

wakeword, 131

watchi

ng videos, 182-183

Weather app, 140-141, 142-143
weather forecasts, checking, 142-143
web browsing, 306-307

web pages

adding to Favorites Bar, 61
finding text on, 53
navigating, 52
opening

about, 48-49

in tabs, 50-51
saving favorites, 58-59
sharing, 62-63

web surfing
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changing startup page, 56-57
downloading files, 66-67
Favorites Bar, 60-61

finding text on pages, 53

navigating
with History list, 54-55
web pages, 52
opening web pages, 48-51
saving favorite web pages, 58-59
searching for sites, 64-65
webcam photos, using as account picture, 261
websites, searching for, 64-65
week, viewing events by, 114
Week Number option (Calendar app), 123
Wi-Fi hotspots, 137
windows, 19
Windows 10. See also specific topics
controlling with gestures, 278-279
putting to sleep, 10
restarting, 11
shutting down, 11
Windows Defender feature, 291
Windows Defender Firewall feature, 291
Windows Devices and Printers feature, 328-329
Windows Hello feature, 300
Windows Hello PIN, 298-299
Windows Media Player, 192-195
Windows security
about, 290-291
browsing web privately, 306-307
checking for problems, 292-293
clearing activity history to preserve privacy, 310-311
configuring PC to lock automatically, 304-305
controlling private information, 308-309
creating picture passwords, 294-297
locking computer, 302-303
setting up fingerprint sign-in, 300-301
Windows Hello PIN, 298-299
Windows Store, installing apps from, 16-17
wireless networks, 8-9
WordPad, compared with Notepad, 151
writing
notes, 150-151
text with stylus, 281

Y

“Your location cannot be found” (Weather app), 141

Z

Zip archives. See compressed folders
zipped folders. See compressed folders
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