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Who This Book Is For

This book is for the reader who has never used this

How to Use This Book

Icons and Buttons

particular technology or software application. It is click to perform a step.

The Conventions in This Book

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

also for readers who want to expand their knowledge. e Tips

and shortcuts.

@ Steps O Bold

or numbers you must type.

optional feature; and indented steps give you the e Italics

result. Italic type introduces and defines a new term.

e 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.

CHAPTER

Access an App’s Features Customizing Windows

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

box in the upper-right corner of the window. However, almost all the apps that come with &Note: If you click a menu feature,
Windows include a strip running down the left side of the window. This is the app menu, and it gives the app automatically hides the
you access to a number of features, including commands, settings, and views. This menu shows only menu. You need to manually hide
icons at first, but you can open the menu to display the names of each feature. You can then click the menu if you decide not to select

the feature that you want to use. a feature.
@ Click Menu (=)-

Access an App’s Features

Display the Menu 1
M Open the app that you want to
work with.

@ Click Menu (=).

© The app hides the menu.

© The app menu expands to show
the feature names.

Icons and buttons show you exactly what you need to

Tips offer additional information, including warnings

Bold type shows command names, options, and text

Do all apps use the Menu icon?
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.

Are there more app features that I can access?
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 ().
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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, you only see the Start button and the taskbar when you 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 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.

O Taskbar

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
example, you see notifications if

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
(Iy) over the time. To change the
date or time, click the time.




CHAPTER

Explore the Tablet Screen

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.

© In an app, you can click Back __ e. -
(ER) to return to either the = : oves

previous app screen or to the
Start screen.

@ To return directly to the Start
screen, you can click Start (E).

0 To see more commands, click
Menu ().

Windows displays a menu of
commands.

Play and explore

0 To hide the commands, click ® -
Menu () again. -

() To toggle tablet mode on and off,
you can click Action Center () @)
and then click Tablet Mode. -

Microsoft Edge Groove Music Movies B TV




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 ().

The Start menu appears.

© click Power (@)).

€@ Click Sleep.
Windows activates sleep mode.

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

Ask me anything
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Restart or Shut Down Windows

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.

0 Shut down all your running
programs.

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

© click Start ().

The Start menu appears.

€© Click Power (@)).
0 Click a command:
@ You can click Restart to shut

down and then start your
computer.

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

Ask me anything




Connect to Your Wireless Network

f you have a wireless access point and your computer has built-in wireless networking capabilities,

you can connect to the wireless access point to access your network. If your wireless access point
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. You need to know
the key before attempting to connect. However, after you have connected to the network once, Windows
remembers the password and connects again automatically whenever the network comes within range.

Connect to Your Wireless Network

0 Click Network (Fg)-

@ Windows displays a list of
wireless networks in your area. @& i 2

Connect automatically
e Click your network.

e To have Windows connect to
your network automatically z 6Css
in the future, click Connect - (s
automatically (| ] changes

to [v]).
0 Click Connect.

BELL139
.

2 BELLIST
2 CIK2420

- Don'tBlink

g
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If the network is protected by
a security key, Windows prompts (7 1ogophilaB

Enter the network securit "=y

you to enter it. e 5
a Type the Security key. 2 B Share network with my contacts

Next Cancel

© If you want to be certain that
you typed the security key
correctly, you can temporarily
click and hold Display Password . BELLOS3
Characters (%). ——

. GCsS

- Krusty

e Click Next. - BELL1S1

RFI1 548

@ bl
Available Airplane mode
~ & D s
Windows asks if it can locate
the other computers and Lascpiad
Do you want to allow your PC to be

deviceS on yO ur netWO rk. discoverable by other PCs and devices on this

network?

0 Ch Ck Yes . . We recommend allowing this on your home

and work networks, but not public ones.

Windows connects to the Yes No
network. z GCsS

@ The network icon changes from  Kusty
Disconnected () to - peLL0a3
Connected (JA) to indicate
that you now have a wireless
network connection.

. BELL139

- BELL151

(3 ks C

LogophiliaB | Airplane mode
1:09 PM

~ D) 7/19/2016 D

How do I disconnect from my wireless network? »
. (77 LogophiliaB
To disconnect from the network, follow these steps: Connected

0 Click Network (J2). Disconnect
Q Click your network.

Click Disconnect. Windows disconnects from the
wireless network.




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 Windows 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

Start a Microsoft Account .
o CIjCk Start (E). i - Get all your mail in one
© Click Settings (EH).

Mail [~ Xbox| M8y Groove Music

_ew!@®
: ra

9<>F' Ggﬂt

S W B e

2

Skype Preview Duullngu Le.

ock

. Apple Software Update ﬁ " = u
g F | ceone

Windows opens the Settings app. Setings - o =
€@ Click Accounts. Windows Settings
| Find a setting j: |
0 & 4
System Devices Network & Internet Personalization
Display, notifications, apps, Bluetaoth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen,
power colors

2 @ 4% (L &

Accounts Time & language Ease of Access Privacy

Your accounts, email, sync, Speech, region, date Narrator, magpnifier, high Location, camera
work, family contrast
K 7

10
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The Accounts window appears. setings — o0 x
O Click Sign in with a Microsoft account & Home
instead. | Find a setting
Accounts
RZ  Yourinfo
E Email & app accounts PAOLO
Sign-in options Local Account
Access work or school Windows is better when your settings and files automatically
sync. Use a Microsoft account to easily get all your stuff on all
> Sync your settings your devices.
Sign in with a Microsoft account instead 0
Create your picture
@ Camera
B Browse for one
The Make It Yours window appears. x
Configure an Existing Microsoft Account
. . Make it yours
@ To create a new Microsoft account, you can click 4
Create one and then Sk.lp tO the next SUbSECt]OI’l Your Microsoft account opens a world of benefits. Learn more
’
“Configure a New Microsoft Account.”
o Type your emai[ address | myaccount@outlook.com { |
[cevessssverer g =]
o Type your password. Forgot my passuord
e Cth Slgn IIn' No account? Create one! 0
@ To finish configuring your existing account, skip
to the subsection “Complete the Account.”
Microsoft privacy statement

Can I use a new Microsoft email address?

Yes, you can. Windows does not require that you use an OQutlook.com email address from Microsoft, but you

can use such an address if you do not want to use an existing address. In the Let's Create Your Account window,
click the Get a new email address link and then type the username you want to use with Outlook.com. Your
new address will be username@outlook.com.

continued P>
11
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Switch to a Microsoft Account (continued)

ow you proceed after you type your email address depends on whether you are creating a new
Microsoft account or using an existing account. Using a Microsoft account with Windows can
help if you forget your account password and cannot log in.

You can provide Microsoft with your mobile phone number, so if you ever forget your password,
Microsoft will send you a text message to help you reset your password. You can also give Microsoft
an alternative email address, or you can provide the answer to a secret question.

Switch to a Microsoft Account (continued)

The Let's Create Your Account window appears. x

Configure a New Microsoft Account

@ Type your name.
Windows, Office, Qutlook.com, OneDrive, Skype, Xbox. They're all better and more
o Type the ema-ll address you Want to use and SeleCt personal when you sign in with your Microsoft account.* Learn more
either outlook.com or hotmail.com from the list. [Paul { | [creanes m

e Type your password. | myaccounl@mylsp‘com‘ Q X |

Get a new email address

O Click ~ and then click your country. [eeeresereereereseeees g
e Click each v to select your date of birth. [[nited states

|
-0
G Cljck Next, | Birth month Vl | Day ~ | |Vear ~ @

Let's create your account

*If you already use a Microsoft service, go Back to sign in with that account.

Complete the Account x
o Click Next.

See what's most relevant to you

Make sure you see the search results, advertising, and things you'll like most when
Microsoft personalizes your experiences by using your preferences and learning from
your data. Change these settings online and in some Microsoft products and services.

H Enhance my online experiences by letting Microsoft Advertising use my account
information. (You can change this setting at any time.)

. Send me promotional offers from Microsoft. (You can unsubscribe at any time.)

Clicking Next means that you agree to the Microsoft Services Agreement & privacy and

cookies statement.

12
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Windows asks you to verify your current account x
password.

o Type your password. Sign in to this device using your Microsoft account

€@ Click Next. aceoumt on o 1 ane up your AN, Tht .y gt hlp o Cortans yu

can find your device if you lose it, and your settings will automatically sync.

To make sure it's really you, we'll need your current Windows password one last time.
Next time you sign into Windows you'll use your Microsoft account password.

If you don't have a Windows password, just leave the box blank and select Next.

—

Windows asks if you want to use a PIN with your =
account.
@ Click Skip this step. SetupaPIN
. . . . . U; PIN is f d hi d— hink Il h
Note: See the section “Set Up a Fingerprint Sign-In” in How can a PIN e sferthan ong passwordy

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

Windows connects the Microsoft account to your
user account.

The next time you start Windows, you can use your
Microsoft account email address and password to
sign in.

Skip this step 4

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 (E), 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

13



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 Windows 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 Windows Store

@ Click Start ().
. 19 e

© click Store. .
@ You can also click Store (f&)) in - ™~

the taskbar. l .. Photos Money
Note: You need a Microsoft account " 13 . ®
to install from the Windows Store, as . e : -
described in the previous section,

“Switch to a Microsoft Account.” @ o [ |

Store

1 H Jask me anything

The Windows Store appears. oF sire ]
e Use these tabs or the Search bOX Home Apps Games Music  Movies & TV 3

Refi " s
to locate the app you want to ene Results for "netflix
install. A Apps (52)
PPs
e Click the app from the results Games m —
that appear. Ao (4 2 NETFLIX % r
Songs Netflix WATCH Disney CBS Redbox Rentals
it o iy it
Free
Games (1)

14
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© Click Free.

Home  Apps  Ga
If the app is not free, click the
price button instead, type your
Microsoft account password, and NETFLIX

then click OK.
Windows installs the app.

Netflix is the world’s |
episodes and movies.

More

Install a File Downloaded from
the Internet

@ Cclick File Explorer ().
Q Open your Downloads folder.

Note: If you saved the downloaded

-0

Ratings and reviews aidevices pc

mes  Music  Movies & TV

Netflix

Netflix, Inc.
Teen akkkx

£3 Share
Built for Windows 10

eading subscription service for watching TV

Mobile PC

Show all People g

Some shows don't continue...

1o 3 *HKK ePIX
file in a folder other than Downloads, 40 T el Wi
use File Explo.rer to ﬁ.nd the' ' T - e — —
downloaded file. To view a file with Home s Vew  Manage )
File Explorer, see Chapter 10. 5, 4 cut = T | [ [@open- Hseiectan
p p U w Copy path * . x Eﬁ - Edit 15 Select none
Pinto Quick Copy Paste Sl —— Move Copy Delete Rename New Properties Hist E‘F'  selact
The Downloads folder appears. . d':' mESEE e BT e T oy | B secen
Clipboar Organize ew Open elec

e Double-click the ﬁle - « 4 b > PaulMcFedries > Downloads > v @ | SearchDownloads 0

Th ﬁ'_ . |.|. . &7 @i % g_f;?;n%?:nsm 0 ExcelDatafnalysis_Examples

e software’s installation app & Cnedrive AR 225 M8
begins. = o oo ] e e o
; Netuork % Apple Inc. LR SaMP & MAMP PRO Setup
. etworl

Note: For compressed files, extract -

. . & Homegroup ! Wing1InDepth_Examples
the files and then double-click the
setup file. See Chapter 10 for more
information.

Follow the installation instructions 1

the app prOV]des' Sitems  1item selected 22.6 MB Bz &=

How do I install software from a CD or DVD?
Insert the disc and, when the AutoPlay dialog box
appears, click Run file, where file is the name of
the installation app (usually SETUP.EXE). Then
follow the installation instructions the app
provides (these installation steps vary from app

to app).

How do I find my software’s product key or serial
number?

Look for a sticker attached to the back or inside of the
(D case. Also look on the registration card, on the CD,
or on the back of the box. If you downloaded the app,
the number should appear on the download screen and
on the email receipt you receive.

15



Start 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, if you want to
surf the World Wide Web, you use a web browser application, such as the Microsoft Edge app that
comes with Windows.

Before you can use an application, however, you must first tell Windows which application you want
to run. You can start an app either from the Start menu or from the All Apps list.

\ Start an App

Using the Start Menu

@ click start ().

@ Your most frequently used apps
appear here.

(© 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.

Q Click the app you want to start.

The app runs.

 To close an app, you can click

Close (BA) or press (1+(2). ) '”d*a”apo"s"')"‘ F
€ el o
Note: If you are using a tablet PC, s g 78 -
close an app by swiping down from Tt Mostly Sunny
the top edge of the screen and then _ . it m s v2n v
dragging the app window all the , : Por NS o A

way to the bottom of the screen.
Sun 24 Mon 25

E Eed
91° 7e° 78° 75 88° 7r

Partly Sunny Mostly Cloudy Suny y

4 Summary Details
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Using the ALl Apps List
@ click start ().

0 If you do not see the app you
want, scroll down through the
AlL Apps list. O o]

Cortana

Play and explore

e © =

Microsoft Edge Groove Music Movies & TV

B @

News

9 Click the icon for the program
you want to launch.

(@ To quickly navigate your apps * : G (?? -
alphabetically, you can click any = : —
letter and then click the letter : ’ ~
that contains the app you want , Gocens

to start.
B O

O If your program icon is in a " Onehete
submenu, you can click the
submenu and then click the

program icon.

Windows launches the app.

Ask me anything

[11Ps)

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

17



Switch Between Running Apps

f you plan on running multiple applications 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. For example, you might
keep your word processing application, your web browser, and your email application open all day.
You can switch from one program to another using either the taskbar or the keyboard.

‘ Switch Between Running Apps

Switch Apps Using the Taskbar

0 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
minimized to the taskbar for you to use
the program’s taskbar button.

(© 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.

18
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Switch Apps Using Task View
@ In the taskbar, click Task View (imi).

w
& £ Q [Brushes| shapes
orer
L

Clipboard

4 o » Quick access » v O  SearchQuickaccess 0
# Cuicka ~ Frequent folders (6)
[£] Documents  # Documents Pictures
42 ThisPC (e This PC
&) Pictures # E =
Mllan Gardens
Allan Gardens
. ' This PC\Pictures
B Music ,

B videos Music
This PC
& OneDrive J‘ !

3 This PC

Recent files (20)
b Network

*§ Homegroup

26 items

@ Windows displays thumbnails for each
running program.

Q Click the thumbnail of the program
you want to switch to.

Windows switches to the program.

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 () and then press
pointer (Iy) hits the left edge of the screen, and then release. () to see thumbnail versions of
Similarly, drag a window to the right edge to snap it to the right. the open windows. Press (-2 until
To snap a window to a quarter of the screen, drag the window to the window you want to work in is
any corner. selected and then release (L11).
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Update an App

You can ensure that you are using the latest version of an app by using the Windows Store to
install an available update. After a software company releases an app, its programmers continue
to work on it. They add new features, improve existing features, fix problems, and close security
holes.

After fully testing these improvements and fixes, they place the new version of the app in the
Windows Store, which alerts you that an update is available. You can then install the new version.

Update an App

0 CI‘iCk Start (E)’ Most usec Life at a glance
0 Click Store. et Tsiay
/Notes @ ﬁ
QYOU can alSO Cljck Store () in = ing Tool 19 Microsoft Edge Groove Music  Movies & TV

the taskbar. i
: ™ O i

Money

! 3D Builder a‘ a=] ma ?

People News OneNote Sports

ﬁ -
Store ‘Weather

1 Ask me anything

The Windows Store app appears. Stre - o x

. H; Al G Music  Movies & TV 4 0 earch pel
© This number tells you how many e (3 il -
updates are available. :

€@ Click Updates ().

ooth LINE

> for Windows Free messaging, wherever, whenever Minions are red

App top charts App categories Game top charts Game categories Featured

Picks for you Show all

Social screen m Disney Infinity: Toy Box eSentral

Free = Free Free

Based on apps you have D oacdon games you have Based on apps you
downloaded downloaded downloaded

20



The Windows Store displays a list
of the available updates.

e To ensure that you are seeing all
the available updates, click Check
for updates.

@ If you prefer to update all the
apps at the same time, you can
click Update all and skip step 5.

© click Update ().
Windows installs the app updates.

IPS
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- O X
Home Apps Games Music Movies & TV L1g 8 | Search 0 ‘
Downloads and installs Check forupdates
Updates (26) Update all
Xbox App Update available L
. 3D Builder App Update available &
Windows Calculator App Update available 4
MSN Food & Drink App Update available &
G CRTRTM App Update available s
. Kindle App Update available N
Movies & TV App Update available &
ey
m MSN Health & Fitness App Update available 4
- Windows Camera App. Update available .
Home  Apps Games Music Movies & TV 114 a ‘ Search 0 ‘
i . d
Downloads and installs .
Updates (26) Update all
ﬂ Xbox App Update available 5
X
. 3D Builder App Update available &
Windows Calculator App Update available 4
m MSN Food 8 Drink App Update available &
G CRTRTM App Update available s
. Kindle App Update available L
Movies & TV App Update available 4
r~
m MSN Health & Fitness App Update available 4
=8 Windows Camera App. Update available |

Can I automate the updates?

Yes. Instead of updating your apps
manually, configure Windows to
update the apps automatically. In the
Store app, click your user icon, click
Settings, and then click the Update
apps automatically switch to On.

How do I update Windows?

By default, Windows is configured to automatically check for updated
system files each day. If updates are available, Windows downloads
and installs them. If you know of an important update, you can check
for it manually if you would rather not wait for the automatic check.
Click Start () and then click Settings (&) to open the Settings

app. Click Update & security and then click Check for updates.
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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 ().

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

e Right-click the app.
@ click Uninstall.

Windows asks you to confirm.
© Click Uninstall.

Windows removes the app.

22
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Uninstall via Programs
and Features

0 Type uninstall.
. 3 Change or remove a program
Q Click Change or remove a program. emiE [y

Settings

Best match

=~ Programs and Features
Control panel

i= Apps & features

8 Add or remove programs
%@ Connected device settings
@ View installed updates
Apps

B Settings

2 Control Panel

Web

2 uninstall

2 2 008 = & @

uninstal\|0

The Programs and Features window @ Progrms and Festurs - o x
appears. A [@ » Control Panel > All Control Panel ltems » Programs and Features ~ @ | SearchProgramsan.. ©
. . Centrol Panel Home Uninstall or change a program
e Click the app you want to uninstall. S
fewinstalled updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
&) Turn Windows features on or
0 Click Uninstall (or Uninstall/ o Orgonize ~ umu@hw @
MName Publisher Installed On  Size
Ch ange) . #5 Apple Application Support Apple Inc. 8/6/2015 123 MB
(&) Apple Software Update Apple Inc. 8/6/2015 453 MB
The app’s uninstall procedure Pereon s SotpmCopotion s
beg_i n S . D.‘ECP;CJ? XP-810 Series Printer Uninstall ;E;Eli ‘E:EON Corporation ;/[;1;’;?;6 I
e Follow the instructions on the
screen, which vary from app to app.
< >
(@) Apple Inc. Pmduz':::‘\‘:r;; 2.13.127 L updatESuppnrthnk: :gzxwwapp:uz:/

How can I uninstall the app that is taking up the | What is the difference between an Automatic
most space? and a Custom uninstall?

Click Start () and then click Settings () to The Automatic uninstall requires no input from you.
open the Settings app. Click System and then click It is the easiest, safest choice and therefore the
Apps & features to see a list of apps sorted by size. | one you should choose. The Custom uninstall gives
To remove an app, click it, click Uninstall, and then | you more control, but it is more complex and

click Uninstall when Windows asks you to confirm. suitable only for experienced users.
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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.

B Dpocument - WordPad

& Untitled - Paint
g C [Baoeriommiees 00 - -]
. e o

Snap left
Snap right
Moveto

Close

Desktop 1

-+

New desktop
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Pin an App to the Start Menu

ou can customize the Start menu to gain quick access to the programs that you use most often.
If you have an app that does not appear on the Start menu, you usually open the app by clicking
the Start menu’s All Apps command and then negotiating the menus and submenus that appear.
For the apps you use most often, you can avoid this extra work by pinning their icons permanently
to the right side of the main Start menu. After you have pinned an app, you can launch it by
displaying the Start menu and clicking the app.

Pin an App to the Start Menu |
@ click start ().

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

e Right-click the app.
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The app shortcut menu appears.
@ Click Pin to Start.

=

<] (5

Mail Microscft Edge

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 (), right-click
the tile, and then click Unpin from Start.

Note: If you have a large screen, you can 4| Vot opuspanl
show more tiles on the Start menu. Click g otcen
Start (), click Settings (), click e
Personalization, click Start, and then
click the Show more tiles switch to On.

Can I move an app tile within the Start menu? Can I change the size of a Start menu tile?

Yes, you can move any app tile to a different Yes. In all cases, you can select either a Small or
position within the Start menu. To move a tile, Medium square. With some apps, you can also choose
click Start (), press and hold the mouse button | either a Wide rectangle or a Large square. To change
as you drag the tile to its new position, and then | the size, click Start (E), right-click the app’s tile,
release the mouse button. 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 backgrounds 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 (). .
o ©
e Click Settings ((&5). Mirsontige  Grooethsic | Movis 87V
O o
Cortana
| 30 Builder ai El ﬂa
People
Weather
|Ask me anything
The Settings app appears. Setings - o x
Note: You can also open the Settings Windows Settings
app by pressing £+, [Fods e |
= =g (&2 Ed
System Devices Network & Internet Personalization
Display, notifications, apps, Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen,
power colors
T -
R it r &
Accounts Time & language Ease of Access Privacy
Your accounts, email, sync, Speech, region, date Narrator, magnifier, high Location, camera
work, family contrast
I
R~/
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Navigate the Settings App
0 Click a category.

The Settings app displays the
category.

@ Click a tab.

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.
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Setting: - o X
Windows Settings
| Firjasetn‘g # |
= Eg O Z
-]
System Devices Network & Internet Personalization
Display, notifications, apps, Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen,
power colors
(L\ -
= { 17»
AT o
Accounts Time & language Ease of Access Privacy
Your accounts, email, sync, Speech, region, date Narrator, magnifier, high Location, camera
work, family contrast
Lndata 2 ™

€3 Home

Customize your display

| Find a setting

System

= Display

= Apps & features

i Default apps

[ Notifications & actions

" Power & sleep

= Storage

2

Offline maps

Tablet mode

g

Multitasking

& Projecting to this PC

Change the size of text, apps, and other items: 100% (Recommended)
[

L
& Orientation

I Landscape i3

Identify Detect

Apply Cancel

Advanced display settings

Settings icon ().

If I know which tab of the Settings app I want to use, 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 Search box and then begin typing the name of the tab or setting you want.

For example, if you want to go directly to the Accounts tab, type accounts and then click Add, edit, or
remove other people in the search results. Note that Settings items appear in the search results with the
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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.

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

e Click Personalization.

The Personalization settings appear.
e Click Lock screen.

@ click the Background v 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.

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

30

Windows Settings

9

&8 Start

= Taskbar

Background

| }ir d a setting £ |
| 5E =4
o
System Devices Network & Internet Personalization
Display, netifications, apps, Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen
power colors
-
AT V
Accounts Time & language Ease of Access Privacy
Your aceounts, email, sync, Speach, region, date Narrator, magnifier, high Location, camera
work, family contrast
Lindata 8 camrity
& Home Preview
‘ Find a setting £ ‘
Personalization
Background
&) Colors
& Lock screen
& Themes

| Picture

-0

Choose your picture

o TR




G To use one of your own pictures, click
Browse.

0 Click the picture that you want to use.
@ click Choose picture.

The image appears the next time that you
lock your computer.
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B - - o «x
& Home Preview
| Find a setting 2 |
Personalization
B Background
&) Colors
3 Lock screen
= Themes
2 Start
Background
= Taskbar -
| Picture v |
Choose your picture
Browse @
Get fun facts tins and more from Windows and Cortana on vour
Open X
« v 4 || THisPC » Pictures > Lake District v & | Search Lake District »
Organize ¥ New folder S|~ @ @
~
# Quick access -
[
@ OneDiive -
[ This PC — =5
¥ Network

*4 Homegroup

[ Photos

Lake District 2014_0359

Lake District 2014_0361

Lake District 2014_0360

Lake District 2014 0362

- el

File name:

| [Alfiles v
Choose picture | | Cancel

How do I lock my computer?

Click Start (E), click your user icon on the left side of the menu, and then click Lock. You can also

press [J+("). You can configure Windows to automatically lock the computer after it has been idle for a
specified amount of time. In the Search box, type lock. Click Lock the computer when I leave it alone for
a period of time. Click On resume, display logon screen (|_]| changes to [¢]). Use the Wait text box to set
the number of minutes of idle time after which Windows locks your PC. Click OK.
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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. o,sm T o x

Note: See the section “Open the Settings Windows Settings
App” earlier in this chapter. [Finda setting |

e Click Personalization.

System Devices Network & Internet Persanalization 0
Display, notifications, apps, Bluetcoth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen,
power colors
[
('\ -
L, ! l—;
A 7
Accounts Time & language Ease of Access Privacy
Your accounts, email, sync, Speech, region, date Narrator, magnifier, high Location, camera
work, family contrast
N
~/
Update & security
windows Update, recovery,
The Personalization settings appear. Setnge - o x

LN0oOSe your picture

e Click Lock screen. @ Home =a od,.
| Find a setting »/J

0 To set a quick status icon for an app, - sronse
. ersonalization
click a button.

B Background Get fun facts, tips, and more from Windows and Cortana on your
lock screen
&) Colors @ on

o}‘ﬁ Lock screen Choose an app to show detailed status
@ Themes

8 Start
Choose apps to show quick status

o O-EENOEER

Show lock sereen background picture on the sign-in screen
& o

Cortana lock screen settings

Screen timeout settings

Screen saver settings
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The Choose an App window appears. Setngs ooseson b - o x
e Click the app for which you want to add a & Home Hﬁ..E

quick status icon to the Lock screen. [ Find a seting -

. Personalization
e Repeat steps 4 and 5 to set the other quick Nene 0
. & Background : from Windows and Cortana en your
status 1cons. Weather
&) Colors [
O If you do not want an app associated with . Sl .

the icon, you can click None.

@ Themes E Mail
&5 Start Calendar
— 0~ HEEH
tore
ﬂ Xbo 1d picture on the sign-in screen
n Get Office
Phone

Screen saver settings

0 To choose which app displays its detailed Setngs I T o =
status, click here and then click the app. & Home H-' ..E
Note: If you do not want a detailed status, [Find a setting » ﬂ
CHCk None. Personalization Browse
. . . B Background Get fun facts, tips, and more from Windows and Cortana an your
Windows puts the new settings into effect, :)re
On
and the apps appear on the Lock screen the © coler
next time that yOU use it, L4 Lock screen Choose an app to show detailed status
@ Themes 7
&8 Start
Choose apps to show quick status
- OENDEEE
Show lock screen background picture on the sign-in screen
@ on

Cortana lock screen settings

Screen timeout settings

Screen saver settings

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
title, location, and time.
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Synchronize Settings Between PCs

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

and a Windows smartphone, 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

@ Open the Settings app. (1 g B
: u : Windows Settings
Note: See the section “Open the Settings ©
” . . . =
App” earlier in this chapter. [Fnaasetting |
© Click Accounts.
a 5 T Ed
°
System Devices Network & Internet Personalization
Display, notifications, apps, Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen,
power colors
Q @ !
= 4=
ﬂ AT 8 EI
Accounts me & language Ease of Access Privacy
Your accounts, email, sync, Speech, region, date Narrator, magnifier, high Location, camera
work, family contrast
N
R/
Update & security
Windows Update, recovery,
The Accounts settings appear. Seting: - o x
3 1 & Home
€ Click Sync your settings.
| Find a setting P
Accounts
A= Yourinfo
= Email & app accounts PAUL MCFEDRIES
) 3 paulmcfedries@hotmail.com
9 sign-in options Administrator
Access work or school Billing info, family settings, subscriptions, security settings, and
more
8, Family & other people Manage my Microsoft account
< Sync your settings 0 Sign in with a local account instead
Iy
Create your picture
@ Camera
B Browse for one
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The Sync settings appear.
O 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.

Customizing Windows
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- 5 x

& Home Sync your settings
| Find a setting re Sync Windows settings to other devices using

paulmcfedries@hotmail.com.
Accounts

How does syncing work?
R Yourinfo Sync settings

. Off
= Email & app accounts
S sign-in options Individual sync settings
B2 Access work or school heme
® on
A, Family & other people
wternet Explorer setting

2 Sync your settings ® o

Passwords

® O
es
- 5 x

& Home Sync your settings
| Find a setting re Sync Windows settings to other devices using

Accounts

A= Yourinfo

= Email & app accounts
Q Sign-in optiens

B2 Access work or school

R, Family & other people

Q©

Sync your settings

paulmcfedries@hotmail.com.
How does syncing work?

Sync settings

@ on

Individual sync settings

Theme

O ~-

Internet Explorer settings
@ on

Passwords

@D o

Language preferences
@ o

Ease of Access

@ o

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 1
o Open the app that you want to
work with.

Q Click Menu (=).

Indianapolis, IN

- Ly o F
-’ \_\‘;"';CI)\_ 88 [

Mostly Sunny
Updated as of 5:38 PM
FeelsLike 92°  Wind & 2mph  Visibility 9 mi
Barometer 30.14in Humidity 55% Dew Point 72°

Sat 23
&
90° 76 8 90° 7o° 91° 75

Partly Sunny lostly Cloudy Sunny Mostly Sunny Mostly Sunny Mostly Sur

o4 Summary [El Details

@ The app menu expands to show
the feature names. Faroset
A y  Forecast

Maps

Historical Weath A S
istorical Weather e -
e ‘,(?\ [

Favc
oS Mostly Sunny
Updated as of 5:38 PM

Indianapolis, IN

News
Feelslike 92°  Wind ~ 2mph  Visibility 9mi

P Barometer 30Min  Humidity 55%  DewPoint 72°

Mostly Sunny

& Summary B Details
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Hide the Menu

Note: If you click a menu feature, 1 sl ==
the app automatically hides the o ]
menu. You need to manually hide € Maps Indianapofis,IN
the menu if you decide not to select e Historical Weather P 3 8 8 e
a feature. o Jposees

= RS Mostly Sunny
o Click Menu (E) 5 (o Updated as of 5:38 PM

Feels Like 92° Wind A 2 mph Visibility 9 mi.

Send Feedback Barometer 30.14 in Humidity 55% Dew Point 72%

91° 75°

Mostly Sunny Mostly Sunny Mostly Sur

&4 Summary [E Details

© The app hides the menu.

B
Indianapolis, IN
il o F
N "‘;(I)\- 88 gé
Mosﬂy Sunny
Updated as of 5:38 PM
FeelsLike 92°  Wind % 2mph  Visibility 9mi
Barometer 30.14 in Humidity 55% Dew Point 72°
Fri 22
9w 90w 2 z 867
1 Summary [El 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 Yes, you can also display the Settings pane, which
Windows — including Mail, Calendar, People, Maps, displays app-specific settings. The layout of the
News, and Weather — use the Menu icon (=), as Settings pane varies between apps, but it usually
do some third-party apps. However, the so-called includes commands for setting app preferences and
Desktop apps — including File Explorer, Paint, and options. To display an app’s Settings pane, click
WordPad — do not use this feature. Menu (=) and then click Settings ().
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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 ().

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

e Locate the app that you want to
pin to the taskbar.

O Right-click the app. » e MN-:TV
© click More.
Q Click Pin to taskbar.
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O An icon for the app now
appears in the taskbar.
Using the Taskbar

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

Indianapolis, IN

i T
e Right-click the running app’s “f,‘jjﬂys,ﬁ,?;y

taskbar icon. - Folite 91 Wi A g Ve B
Y Barometer 30,14 in Humidity 55% Dew Point 72°
€ Click Pin to taskbar.
Cl.]Ck CI.OSE N . : T!‘lu 21 Fl:i 22 3 2 Tue 26
0 () a & & % 2 2 £
90° 76° i o d 5 et SO

Partly Sunny Mostly Cloudy Sunrm Mostly Sur

© An icon for the app remains on
the taskbar.

Can I change the order of the taskbar icons? How do I remove an app icon from the taskbar?

Yes. Click and drag a taskbar icon to the left or If you decide that you no longer require an app to be
right and then drop it in the new position. Note | pinned to the taskbar, you should remove it to reduce
that this technique applies not only to the icons | taskbar clutter and provide more room for other app
pinned to the taskbar, but also to the icons for icons. To remove a pinned app icon, right-click the icon
any running programs. and then click Unpin this program 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

@ 1n the taskbar, click Volume (EI).

The Volume window appears.

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

@ You can also click Mute (Ff]) to mute
the volume (] changes to [FE).

Windows sets the system volume to
the new level.

Speakers (AMD-8111 AC'97 Auc o Controller Dri...

Q)
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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.
Note: See the section “Open the Settings

o,smgs - o %

Windows Settings

App” earlier in this chapter. [Find a seting |
© Click Time & language.
| © o
a !
System Devices Network & Internet Personalization
Display, notifications, apps, Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen,
power colors

(o -1

= 3
2ok el B
Accounts Time & language ‘ase of Access Privacy

Your accounts, email, sync, Speech, region, date Narrator, magnifier, high Location, camera

work, family [N contrast
N
R_/
Update & security
Windows Update, recovery,
e Click the Time zone v and then < = -ovox
click your time zone. @ Home Date and time

| Find a setting | 4:01 PM, Tuesday, July 19, 2016

Windows adjusts the time to the
new time zone.

Time & language
B Date &time
A Region & language

8 Speech

Set time automatically
@ on

Set time zone automatically
@D orf

Change date and time

Change

Time zone

| (UTC-05:00) Eastern Time (US & Canada)

Adjust for daylight saving time automatically

@ o

Formats

First day of week:  Sunday
Short date: 7/19/2016
Long date: Tuesday, July 19, 2016

JO
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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, 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 PC

to connect with an extra monitor.

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.

Connect the second monitor to
your PC.

e Open the Settings app.

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

e Click System.

The System settings appear.

@ click Display.
© click the Multiple displays v .
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Windows Settings

“ d a setting |
| = 4
o
System Devices Network & Internet Personalization
Display, nofifications, apps, Rletaoth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen,
pawer [y colors

jo o C -

Accounts Time & language Ease of Access Privacy
Your accounts, email, sync, Speech, region, date Narrator, magnifier, high Location, camera
work, family contrast
Update & security
Windows Update, recovery,
backup
Setings - o x
& Home Customize your display
l Find a setting . |
System

o}n;l Display

IS Apps & features

5 Default apps \dentify Detect

L] Motifications & actions Change the size of text, apps, and other items: 100% (Recommended)
[
L

() Power & sleep
Orientation

= Storage Landscape v

M Offine maps Brightness level
%}

Tablet mode
Multiple displays

D Multitasking Duplicate these displays v@

81 Projecting to this PC

Apply Cancel
@ Apps for websites

Advanced display settings




@ Click Extend these displays.

0 Click the monitor that you want to set
as the main display.

@ Click Make this my main display
(L] changes to [¥]).

© click Apply.

Windows connects to the second
monitor and uses the selected monitor
as your main display.
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- Setings - o0 x
& Home Customize your display
| Find a setting 5 |
System - -
A1y
© Display | ;

i Apps & features

£S5 Default apps Identify Detect

[ Notifications & actions Change the size of text, apps, and other items: 100% (Recommended)
[
L]

O

Q Power &sleep Orientation

= Storage Landscape ~

M Offline maps Brightness level

8 Tablet mode Duplicate these displays

1 Multitasking Extend these displays @

&1 Projecting to this PC Show only on 1

G0 Apps for websites Show only on 2
AuVanLea uispray sewngs

B o x
& Home Customize your display

| Find a setting p |

System a
= Display

i Apps & features

5 Default apps Identify  Detect
Change the size of text, apps, and other items: 100% (Recommended)
[ Notifications & actions "
L]
() Power & sleep Orientation
Landscape
= Storage

Brightness level

M@ Offline maps
=)

Tablet mode Multiple displays

O Multitasking | Extend these displays ¥

&1 Projecting 1o this PC & Make this my main display
@ Apps for websites
Apply Cancel

Why does my mouse pointer stop at the
right edge of the left screen?

This means that you need to exchange the
icons of the left and right monitors. To do that,
click and drag the left monitor icon to the right
of the other monitor icon (or vice versa).

How do I configure Windows to stop using the
external monitor?

Follow steps 2 to 4 in this section to open the Multiple
Displays list and then click Show only on 1. You can
also usually revert to using just the original PC screen
by 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: 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.

o In the taskbar’s Search box, type
notification. Best mateh

Notifications & actions settings

e Click Taskbar notification area. ; e =L
E = Taskbar notification area Q
System settings [y
Settings. >
CJ Turn app notifications on or off

[J Choose which apps show notifications

¢l» Choose how long notifications are
shown

Cd Choose apps to show quick status

Store

B Notifications Visualizer

B & Db 08 = & &

notification 4

The Settings app displays the P T o =
Notifications & Actions window. £ Home Taskbar location on screen
| Bottom - |
e Click Select which icons appear on [[Fnaaseting 2]
Combine taskbar buttons
the taskbar. Personalization | Always, hide labels o |
Background
Colors Notification area
T3 Lock screen Select which icons appear on the |askbar£
@ T Turn system icons on or off
™ Start Multiple displays
= Taskbar Show taskbar on all displays
@ or

Show taskbar buttons on

All taskbars v

Combine buttons on other taskbars

Always, hide labels v

44



The Select Which Icons Appear
on the Taskbar window appears.

e Click the switch to On for each
icon you want to display in the
notification area.

e Click Back (<) to return to the
Notifications & Actions window.

G Click Turn system icons on or
off (not shown).

@ Click the switch to OFf for
each system icon you want to
prevent from appearing in the
notification area.

Windows puts the new settings
into effect.

@ You can click Show hidden
icons (B) to see your hidden
icons.
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w Settings — O x

& Select which icons appear on the taskbar

Always show all icons in the notification area

@D of
Network Q On 0
Network Internet access
Volume Q On
Speakers: 70%

Windows Explorer @ Ooff
Bluetooth Devices

- Microsoft OneDrive @ Off
OneDrive

. Windows Defender notification icon @ Off

W | PCstatus: Protected

Setings - o x

& Turn system icons on or off

Clock @D on 4

Volume Q On
Network Q On
Power ® On
Input Indicator @ Off
Location o On
Action Center 0 On

Is there a faster way to show every
icon on the taskbar?

Yes. Follow steps 1 to 3 to open the
Select Which Icons Appear on the
Taskbar window. Click the Always
show all icons in the notification
area switch to On.

Can I configure the taskbar to always appear on the screen?
Yes. The default taskbar state is hidden, and you display it by
moving the mouse pointer ([;) to the bottom of the screen. This
gives you more desktop room, but if you would prefer not to
perform this extra step to display the taskbar, right-click the
taskbar, click Properties, and then click Auto-hide the taskbar
(¢] 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

In the taskbar, click Task
view (ImE).

Q Click New desktop.

@ Windows creates a new desktop.

© Your original desktop is shown as
Desktop 1.

46



CHAPTER

Customizing Windows

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.

Q Click the desktop you want to use.

Windows switches to that desktop
and displays its running programs.

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

Move a Program to a Different
Desktop

0 In the taskbar, click Task view
(im@) (not shown).

9 Right-click the program you want
to move.

9 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.

What shortcut methods can I use? How do I close a desktop?

Press (.)+() to open Task view. To switch between | Click Task view (imi) to display the desktop thumbnails.
desktops, open Task view, press (2] to select a Position the mouse pointer ([;) over the desktop you
desktop thumbnail, use () and £ to highlight want to close and then click Close (). If the desktop
the desktop you want, and then press (=:1. You contained running programs, they are assigned to your
can also press ()+(20+(2) to create a new desktop | original desktop.

and C)+(E00+(2] to close the current desktop.
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CHAPTER 3

Surfing the
Web

This chapter shows you how to use Microsoft Edge (which replaces
Internet Explorer in Windows 10) 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.

@ guerrilla proofreading -

¥ ¥ & 0
guerrilla proofreading

pp. Marking up a public sign to correct or point out a grammatical error or typo.

Other Forms

guerrilla proofreader n.

Newer exam

Eamples /
On Wednesday, October 13, at the Decatur Library, writers Jeff Deck and Benjamin Herson will sign their new memoir The

Great Typo Hunt: Two Friends Changing the World, One Correction at a Time. It’s an English-action-packed memoir of public
guerrilla proofreading that ultimately brought the authors in conflict against a misspeller with power: the U.S. federal
government.
—Blue Elephant Book Shop, “Jeff Deck & Benjamin Herson sign ‘The Great Typo Hunt’ — Wed 10/13,” Facebook, Octeber 7,
2010
by
2010

Guerrilla proofreading does seem to be a popular hobby for some - * Lucstruflies,
I love this word! Do you have this in
the Word Spy database? If not, you
—Stan Carey, “Grammar to go,” Sentence First, March 26, 2010 should[l
1996 (earliest) m

LIST OF THE DAY: Some unusual findings sent in by you guerrilla proofreaders and grammar irregulars out there:

invisible hyphens, and other such entities.




OpenaWebPage. . . . . . . . . ¢ vt i v v v v v 50

OpenaWebPageinaTab . ... ............ 52
Navigate WebPages . . . . . . . . ¢ ¢« v v v v v o v v 54
FindTextonaPage .. ... ... ... 55
Navigate with the History List . . . . . . . ... .. .. 56
Change Your StartupPage . . . . ... ... ... ... 58
Save Favorite WebPages . . . . . . ... ... ..... 60
Take Advantage of the FavoritesBar . . . ... ... .. 62
Create WebNotes . . . ... ... ........... 64
SearchforSites . . . . . . . ..o v v i i i o 66

Download aFile . . . . . &« ¢ ¢« ¢ v ¢ v v 0 v v 0 o o o & 68



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 ().

Q Click in the address bar.

e Type the address of the web
page.

O click Go (E).

Where to next?

& PO search or enter web address 0 M

My news feed powe

Indianapolis, Unitef

90

TODAY'S MICROSOFT EDGE TIP

Read without
¢ distractions

Tue Wed
setect [ in the address bar fora B e
quiet reading view. o S O
90> 83°
T | TEE
Data from Foreca | Last
MLB >

@ Paul McFedries X =k

6&0 @ mefedries.com hre

ﬁ McFedries.com  Books  Articles ThreeMPH  Reads  Search

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.

PAUL MCFEDRIES

WRITER. CODER. WALKER. READER. LOGOPHILE. H

Fresh Books Fresh Articles Fresh Thre
[ iPhone 6s Portable The Great Transmogrification of Macro Monday|
Genius Atoms to Bits Swingline Stapler-

Getting the most out of your Libraries move to curating digital rather Posted: March 21, 2

iPhone 6s smartphone and the than physical collecrions
10S 9 operating system that IEEE Spectrum Macro Monday|
runs it. Coffee mug handle|
Building Basic Formulas Posted: March 14, 2
How to build Excel formulas, from go to

whoa. Surveillance C

Published: November 2, 2015
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When Technology Hates Us

There’s a word for when the machines in

A new kind of capiy
from the ground uf
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Select a Link

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

Note: A link can be text or an image.
@ click the link.

(© The Status area shows the link
address.

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
‘NSQIY‘D THE WORD LOVER’S GUIDE TO NEW WORDS

The Latest Word

permalescent
n.An adult who is, and appears likely to remain, i yori

But perhaps the most rage-inducing thing about the Collective is — it’ll probably work. Yes, it's replacing indep|
with an ongoing studenthood, a sort of perma-lescence.
—Jonn Elledge, “Collective living’s fine for students but for everybody else it stinks,” The Guardian (London), A

Posted: April 29, 2016 (See the full enl[y)@

Other Recent Words Most Popular Words
street score
1. greengrocers' apostrophe
. Avaluable or useful item fol on the street or in the
2. permalescent
trash.
P il 27,2016 (Full entry) 8 streetscore
Eh 4. packing and cracking
fast 2 shion 5. kitchen pass
s ndexphpword .g that copies the latest 6. zero-tasking
e permalescent - Word §p X+
&~ O ‘ @ wordspy.com/indexphp?word=permalescent c O

C

Home —» Alpha — P — permalescent « permalancer

permalescent

n.An adult who is, and appears likely to remain, emotionally or intellectually irj

Also Seen As
perma-lescent

Other Forms
permalescent adj. - permalescence n.

Etymology

permanent + adolescent

Examples

2016
But perhaps the most rage-inducing thing about the Collective is — it’ll probably work. Yes, it’s replacing indepg

with an ongoing studenthood, a sort of perma-lescence.

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

e After you finish typing the address, press (=:] instead of clicking Go (&).
e 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
(E1)+(Z150. 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
0 Right-click the link you want to
open.

© Click Open in new tab.

w* undersnark - Word Spy X+

€ = 0

| @ wordspy.com/index.php?word=undersnark

Alpha — U — undersnark

Open in new tab % 2

dersnark

oiF  Open in new window

Save target as

Copy link
Bing Lookup snide or sarcastic remark delivered subtly so that the sul
—_— 3nize the criticism.

Save picture as

Share picture

Top 100 . m ples
Copy picture

Blog Select all Krugman: undersnark virtuoso

Fulls Copy 'Reid, “Paul Krugman: undersnark...,” Twitter, April 15, 2016

ull Sea

Inspect element
View source wsnark is stealth snark, borderline snark, the thematic undertweet of snark ecos

plausible snark deniability
—Josh Marshall, “Undersnark is stealth...,” Twitter, April 15,2016

@ A new tab appears with the — nderenaR Wt Spy | @ viord Spy (@wardspy | X R
page title. 6 % O ‘ ﬂ T Inc. [ irteroom«wndsé *
e Cljck the tab to d'ispl_ay the , Home ’ Moments Search Twitter Q Have an
e e The 15e, 4o Vg, ed | ‘.
Pags i T R A L R S
enf; i opley | Weor, Feoio iicm. ™ 43" o Phed artis
@ You can also create a new tab fféncﬁm;‘d? - (ipaey s " o e Cu,;ﬁ‘;;'be_;f
icki =B = / L, 2 : oy, * &z !
by clicking New Tab (). Sl Sl 1. - &‘N&,(n'm’)dd T8 A, ke g
Sony, ’—‘fﬂlﬂs o Usa ‘Fiz m), eb&fe :
farg,LM S g in, : 3 L B

e 1 S0oge La2 520 ingiy i X. 5s
TWEETS FOLLOWING FOLLOWERS LIKES
1,872 59 20.5K 5

: 7. Sin,

=t ‘ Neg S X, g Byl
= [ £, Jg = isy, 318 5 A

"15@; i W%RD nrnw"'- i nocts Wi, T - bo"m‘?;m,,% 3

) Tweets Tweets & replies Media
Word Spy i

@wordspy B Word Spy @wordspy - Apr 29
The word lover's guide to new words. “Q{R perma|escent n. An adult WhO iS,
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Navigate Tabs

€@ Click Scroll tab list backward
(<) or Scroll tab list forward
( >) to display the tab you want.

Opinion | Computing | |

Note: You see the tab scroll buttons
only if Microsoft Edge does not have
enough room to display all the tabs.

Bits

collections

By Paul McFedries
Posted 30 Mar 2016 | 19:00 GMT

@ You can hover the mouse
pointer ([;) over a tab to see a
thumbnail version of the page
loaded in the tab.

© Click the tab.
The web page loaded in the tab =

<E|ﬂMSI‘='MiE|w 5 [ @Hov | @cod | Meine A x w wik|Mmwp =
&
« > 0 | s great-transmogrification-of-atoms-to-bits m % ‘ iz

Google

The Great Transmogrification of Atoms to

Libraries move to curating digital rather than physical

Multimedia

Resources

Adverfisement

Go to the Ansys Resourc|
Library!

fw]V[s|=]|e]+

As I mentioned in my February 2013
column, “Balancing Act,” the belief
that our life offline is separate from
our life online has been denounced as
digital dualism. But there’s less of a
debate when it comes to
differentiating between analog

Related Stories

. N ""‘ objects and digital data. Yes, the print
S % > and electronic copies of the same
appears' . o _ A hook contain the same wards_but it’s
CloseaTab < e| Flmst| B mic | @ vou | & Goc | B Lear | €) Hov | @ cod | [T ging Bl =

iy . O
Position the mouse pointer ([}) A

over the tab you want to close.

Topics Reports

Opinion | Computing | IT

o Click Close Tab (X). Go to the :Ansyisesourc
The Great Transmogrification of Atoms to Libraryt
Bits
Libraries move to curating digital rather than physical
collections
By Paul McFedries

Posted 30 Mar 2016 19:00 GMT

| spectrum.ieee.org/computing/it/the-great-transmogification-of-ato

Multimedia

Advertisement

AENMECEn

AsImentioned in my February 2013
column, “Balancing Act,” the belief
that our life offline is separate from
our life online has been denounced as
digital dualism. But there’s less of a
debate when it comes to
differentiating between analog
objects and digital data. Yes, the print
and electronic copies of the same
book contain the same words, but it’s

Related Stories

Are there any shortcuts I can use to open web pages in tabs?

Here are some useful keyboard techniques:

e Press and hold (57 and click a link to open the page in a tab.

e Press and hold (£7)+ (101 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 tab.

Press (&) + @3 or () + &0+ &3
to cycle through the tabs.

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

Press (1 )+(1)+(:] 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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‘ spectrum.ieee.org/computing/it/the-great-transmogrification-of-atoms-to-bits

Topics Reports Blogs Multimedia Magazine Resources

Opinien | Computing | IT

The Great Transmogrification of Atoms to  FVYi{;T
Bits OF

Libraries move to curating digital rather than physical ROBOTS
collections st Lot 5o £

AousDoED s
Posted 30 Mar 2016 [ 19:00 GMT f Y ¢ %I +

As I mentioned in my February 2013
-~ column, “Balancing Act,” the belief Related Stori

that our life offline is separate from
& Paul McFedries x4

our life online has been denounced as
&« %0 | mcfedries.com *

digital dualism. But there’sless of a
s
g McFedries.com  Books  Articles  Three MPH Reads  Search

PAUL MCFEDRIES

WRITER. CODER. WALKER. READER. LOGOPHILE. H

Fresh Books Fresh Articles Fresh Thre
[ Phone és Portable The Great Transmogrification of Macro Monday
Genius Atoms to Bits Swingline Stapler:
Getting the most out of your Libraries move to curating digital rather Posted: March 21, 2|
iPhone 6s smartphone and the than physical collections
105 9 operating system that IEEE Specrrum Macro Monday|
runs it Coffee mug handle
Building Basic Formulas Posted: March 14, 2|

Published: November 2, 2015
How to build Excel formulas, from go to
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Find Text on a Page

CHAPTER

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

@ click More ().
© click Find on page.
You can also press (&0)+().

-

New InPrivate window

MISCELLANEOUS

Surveillance Capit

— 100% 4+

Zoom

A new kind of capitalism is being built fro

. Cast dia to devit
track everything we do media to device

Find on page 0
&

Print

Big Brother isn’t watching. He’s singing an
dancing. He’s pulling rabbits out of a hat. Bl

Brother’s busy holding your attention ever, pin wis page to Start

moment you’re awake. He’s making sure you’r.

always distracted. He’s making sure you’re full F12 Developer Tools

absorbea Open with Internet Explorer

—CHUCK PALAHNIUK, LULLAB
Send feedback
he good news is that we don’t live in a police stare; th Settings
news is that we don’t live in a police state because we

havara Wa'ra ran husy inerha Share This:

The Find on Page bar appears.

€© Type the word or phrase that
you want to locate.

O Microsoft Edge highlights the
matching text on the page.

© You can click Next ( >) to cycle
forward through the matches.

@ You can click Previous (< ) to
cycle backward through the
matches.

& =

Find on page

e When you are done, click

Close (X).

& surveillance Capitalism X+ - o *

O ‘ mefedries.comythreemph/post.php2p =surveillance-capitalism

brother] 3 % C

k‘ McFedries.com Books Articles Three MPH Reads Search

MISCELLANEOUS

Surveillance Capitalism

A new kind of capitalism is being built from the ground up to
track everything we do

isn’t watching. He’s singing and Filed under:
dancing. He’s pulling rabbits out of a hat. Big miscellaneous
Brother’s busy holding your attention every Tags:
moment you’re awake. He’s making sure you're surveillance
always distracted. He’s making sure you’re fully Posted on:

absorbed. March 12, 2016

Permalink-
hrtp://mefedries. com/threemph/post.pf

—CHUCK PALAHNIUK, LULLABY

p=surveillance-

he good news is that we don’t live in a police state; the bad

capitalism
news is that we don’t live in a police state because we don’t
L P L : N : Share This:

@ surveillance Capitalism X =+ - o x
O ‘ e AT T P T e I T T m ¥ ‘ = 7 O 40
ﬁ McFedries.com  Books  Articles ~ Three MPH [EVHRSINNN
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Navigate with the History List

Back 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.

o Click Hub (:—). @ codepen - ATrbutets X - _

. . & > O | codepeniopauimetriul/anaade * | =
Click Histo V).
e l'y (O) @ A Tribute to David Foster Wallace < Fo ¥ = Y {
Paul McFedries N [N
FAVORITES Fa
Favorites Bar
UNBORABLE: A TRIBUTE TO I 7%
B ‘Word Spy
FostErR WALLACE
o wiley Home
“He conjured the world in two-hundred-word sei B ieycom/wieycon Section/ndexhs

that mixed formal diction and street slang, technicc
plain speech; his prose slid forward with a contro
of control that mimed thought itself. ”—D. T. .

() The History list appears. @ Coeren-aTibuwate X | F =
: &« > 0O | codepenio/paulme /il dhaads % = @
e Click the day or week that you , . " oL
o . . A Tribute to David Foster Wallace - = Q
V]S]ted the S]te. @ Paul McFedries * -
HISTORY d

UNBORABLE: A TRIBUTE TO [ * =

& CodePen - A Tribute to David Foster Wal
FOSTER ‘J‘i ALLACE codepen.io/paulmcf/full/dMQadB
4 VES'Ejay -5/3
“He conjured the world in two-hundred-word sei

. - . elte
that mixed formal diction and street slang, technice =~ == 1%

plain speech; his prose slid forward with a contro. + olcer
of control that mimed thought itself.” —D. T. .
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A list of pages you visited
during that day or week
appears.

O Click the page you want to
display.
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avid Foster Wallace T E D L =
HISTORY Clear all history
o 4 Lasthour X
UNBORABLE: A TRIBUTE TO |
€ CodePen - A Tribute to David Foster Walki  1:15 PM
FOSTER ‘N, ALLACE codepen.ic/paulmcf/full/dMQadB
4 Yesterday - 5/3 X
“He conjured the world in two-hundred-word sei
- . . Survaillance Capitalism 1:46 PM
that mixed formal diction and street slang, technicc — mdedries.com/thrsemph/postphazp=su
plain speech; his prose slid forward with a contro. & b Lo 1:43 PM
mcfedries.com
of control that mimed thought itself.” —D. T.. [ The Great Transmogrification of Atoms o~ 1:43 PM
spectrum.ieee.org/computing/it/the-grea
Medium 1213 PM
medium.com/top-100/march-2016
Wikipedia, the free encyclopedia x
En.wlk\pedia.nr%wikl/MamJage
Bing 12:10 PM
bing.com
CodePen - Front End Developer Playgrou  12:10 PM

codepen.io

The page appears.
e

W Wikipedia, the freeency X+

- 0O

‘ B enwikipedia.org/wik/Main_Page

Main Page Talk

Vi Welcome to Wikipedia,
the free encyclopedia that anyone can edit
LY 5,142,380 articles in English
Contents
Featured confent
R E— From today's featured article
Random arficle
Donate o Wikipedia " Two Shokaku-class aircraft carriers,
Wikipedia store .| Shokaku and Zuikaku, were
Interaction commissioned by the Imperial
Help Japanese Navy during World War II.
About Wikipedia They participated in the attack on Pearl

Zuikaky at anchor in
Seplember 1941

Community portal
Recent changes

Harbor, the Indian Ocean Raid, and the
batties of the Coral Sea, the Eastern

Contact
(=2 Solomons, and the Santa Cruz Islands. Their aif groups sank two
Tools of the four fleet carriers lost by the United States Navy during the
What links here

war in addition to one elderly British light carrier. Returning to

Read Viewsource View history  Search

* |

& Notloggedin Talk Contributions Create

o Alts « History O
« Biography + Mathematics « T
+ Geography e« Science «A

In the news

« In association football,
Leicester City (capfain Wes
Morgan pictured) win the
English Premier League for
the first time.

» Mark Selby defeats Ding
Junhui to win the World
Snooker Championghip.

« The Kenyan government burns the lai
pile of ivory to combat illegal ivory trad:

-
Leicester
‘Wes Mor

How do I clear my History list?

Follow steps 1 and 2 to display the History
list and then click Clear all history to open
the Clear Browsing Data pane. Click Browsing
history ([_| changes to [¢]). Click the other
check boxes (] changes to [ ]). Click Clear.

How do I clear individual pages from my History list?
Follow steps 1 and 2 to display the History list. Position
the mouse pointer ([;) over the page you want to clear
and then click Remove (3X). If you want clear the history
for an entire day, position the mouse pointer ([;) over the
day and then click Remove (3X).
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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 the New Tab page, which displays a list of common
sites and some suggested content. However, you can configure Microsoft Edge to open a specific web
page or a collection of tabs as the startup page.

Change Your Startup Page

@ click More (). g —
© Click Settings. | e x = o )

New window

WORD SPY

New InPrivate window

THE WORD LOVER’S GUIDE TO

Zoom — 100% +

Cast media to device

st Word Find on page

rscent Print

whois, and appears likely to remain, emotionally or intellectually immatu

laps the most rage-inducing thing about the Collective is — it’ll probably wc PiRihi page toStart

ngoing studenthood, a sort of perma-lescence. F12 Developer Tools

ledge, “Collective living’s fine for students but for everybody else it stinks,

Open with Internet Explorer

pril 29, 2016 (See the full entry)
Send feedback

cent Words Most Popule. gegings b@

The Settings pane appears. x|+ - 8 x
. o wordspy.com ‘ = Z O
€@ Click A specific page or pages
SETTINGS -
(C) changes to @)). W S .
RD O R D PY Choose a theme
% THE WORD LOVER’S GUIDE TO iR -
Open with
O Start page
st Word O New tab page
O Previous pages
tscent )
who s, and appears likely to remain, emotionally or intellectuall U %A specific page or pages
aps the most rage-inducing thing about the Collective is —it’ll probably we | MSN - |
ngoing studenthood, a sort of perma-lescence.
ledge, “Collective living’s fine for students but for everybody else it stinks, Open new tabs with
I Top sites and suggested content v I

pril 29, 2016 (See the full entry)

cent Words Most Popule Favorites settings
b View favorites settings

4
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o Click » and then click Custom.
e Type the web page address.

O click Add (+).

@ Microsoft Edge adds the web
page to the list.

0 Repeat steps 5 and 6 to add
more web pages, as needed.

Microsoft Edge displays these
pages the next time you start
the app.
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X IS8
|| wordspycom = 7 O

SETTINGS hal
WORD SPY Choose a theme
THE WORD LOVER’S GUIDE TO iR -

Open with
O Start page

O New tab page

st Word

O Previous pages
Iscent

A - A 3 £ . A ifi
who is, and appears likely to remain, emotionally or intellectually immatu ® A specific page or pages

aps the most rage-inducing thing about the Collective is — it’ll probably we | Custom -

ngoing studenthood, a sort of perma-lescence.
ledge, “Collective living’s fine for students but for everybody else it stinks, 5 +

pril 29, 2016 (See the full entry) Open new tabs with

| Top sites and suggested content ~ |
cent Words Most Popule
b
X+ = (s} X
D ‘ wordspy.com = Z g
SETTINGS 4=

W O R D S PY Choose a theme
THE WORD LOVER’S GUIDE TO [jER -

QOpen with
O Start page
o New tab page

Q Previous pages

pst Word

pscent

lt who is, and appears likely to remain, emotionally or intellectually immatu @ Aspecific page or pages

aps the most rage-inducing thing about the Collective is — it'll probably wt | Custom - I

ngoing studenthood, a sort of perma-lescence.
Elledge, “Collective living’s fine for students but for everybody else i.:», http://wordspy.com/ X

| Enter a web address | -+

hpril 29, 2016 (See the full entry)

pcent Words

Most PODL“E QOpen new tabs with
| Top sites and suggested content ~ |

le

Yes. Follow steps 1 and 2 to open
the Settings pane. Click the Open
new tabs with v and then click
A blank page.

Can I get Microsoft Edge to load a tab
without displaying a startup page?

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

Follow steps 1 and 2 to open the Settings pane. In the Open
With section, click Previous pages (() 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
o Display the web page you want
to save as a favorite.

e Click Add to favorites (5%).

The Add to Favorites dialog box
appears.

Note: You can also display the Add
to Favorites dialog box by pressing

(CtrI B3 D
e Click the Favorites tab.

o Edit the page name, as
necessary.

© Click Add.

Microsoft Edge saves the web
page as a favorite.
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Display a Favorite Web Page 0 wiey: home x ¥ - o x
o Cljck Hub (;)' &~ = 0O | wiley.com/WileyCDA/Section/indexhtml ‘ iﬂa
&1‘( £ 9 ! -
@ Click Favorites (+r). WILEY —
FAVORITES Favorites settings
o |
The Favorites list appears. ] _ Favorites Bar
Home | Subjects | AboutWiley | ContactUs | Help St 1item
(3 ) Click the web page you want to ww'ln?ii"m l}ﬂ
d1 S p lay' d mx;ﬁmueycmﬁsmonnndex.html
BUILDING A BETTER FUTURE
THROUGH EDUCATION, SKILL DEVELOPMENT, AND RESEARCH.
Bubjects Resources
Accounting H
Agriculture @ @
The web page appears. * Word spy B ~ o x
. . 6 % O wordspy.com = .
O If you use your Favorites list a | oo el Al

lot, you can make it easier to
display the pages by keeping
the Hub visible. Click Hub (=)
and then click Pin this pane

THE WORD LOVER’S GUIDE TO NEW WORDS

WORD SPY
WORD
SPY

(+=2). M1crosgft Edge pins the The Latest Word
Hub to the right side of the
. permalescent
W1 ndOW. n. An adult who is, and appears likely to remain, emotionally or intellectually immature.

But perhaps the most rage-inducing thing about the Collective is — it’ll probably work. Yes, it’s replacing
independent living with an ongoing studenthood, a sort of perma-lescence.

—Jonn Elledge, “Collective living’s fine for students but for everybody else it stinks,” The Guardian (London),
April 28, 2016

Posted: April 29, 2016 (See the full entry)

Is there an easy way to organize my favorites? | Can I save a page to read later when I am not

Yes, you can create Hub folders for storing online?

related favorites. For example, you could create a | Yes, you can save the page to your Reading List.
folder for work, another for each of your hobbies, | Follow steps 1 and 2 in the subsection “Save a

and so on. Follow steps 1 to 3 in the subsection Favorite Web Page” and then click Reading List. Edit
“Save a Favorite Web Page” and then click Create | the page name and then click Add. To read the page,
new folder. Type a name for the folder and then follow steps 1 and 2 in the subsection “Display a
click Add to save the favorite in that folder. Favorite Web Page” and then click Reading List (=).
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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 LD 3 R
. —— ing.com =
@ Click Hub (=). S x| =@y
e X =0 4 .
Click Favorites settings. [ exemis —— *n.ngs.ﬂ
Favorites Bar
1item
- [l B
mlgi:r:::wIechA/sectimnﬂndex.html
The Favorites Settings pane @ =g ~ B R
appears. & > O | bingeom *| = & o -

Add to the favorites bar by selecting ¥, or by getting them from another browser. Import your favorites

€@ Click the Show the
favorites bar switch to On.

(@ Microsoft Edge displays the
Favorites bar.

O Click outside the Favorites
Settings pane to close it.

« Favorites settings +

Show the favorites bar

@ on

Import favorites
Get your favorites from another browser.

Internet Explorer

Import
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Add a Web Page to the 52 Windows Experience Blc X 4 — o x
Favorites Bar & = O | blogswindowscom ‘-.m::\;s»‘-ewe‘rza o ﬂ@:@g a -
0 Navigate tO the page that Add to the favorites bar by selecting %, or by getting them from another browser. Import your favorites

contains the link you want to am Windows aRss f ¥ Qsearch..

add to the Favorites bar.

© Click Add to favorites (5%).

WINDOWS EXPERIENCE BLOG v MICROSOFT DEVICES ‘WINDOWS 10 WINDOWS INSIDER PROGRRM slate with b bing

MAY 4, 2016 / PC
Vine now available for Windows 10 PCs and
Tablets

By Mollie Ruiz-Hopper

READ MORE

The Add to Favorites dialog box = windows Eperence 8 % | T o x
appears. & > O | blogswindowscom/windonsexperience M x| = # & -
. ‘:>>== Windows Experience g =
e Edit the page name, as - i R
mm VVINAOWS R RSS
necessary. Name
e Cljck the Create in v and then 'WINDOWS EXPERIENCE BLOG v MICROSOFT DEVICES WINDOWS 10 ule]

Save location

click Favorites Bar.

| Favorites Bar

. MAY 4, 2016 / PC
e Click Add. Vine now available for Windows 10 PCs and

Tablets

(© Microsoft Edge adds the web By Molie Ruiz Hoppor
page to the Favorites bar.

Can I move or delete Favorites bar | How do I change the name of a button?

buttons? By default, Microsoft Edge uses the page title as the name of the
Yes. To move a button, click and Favorites bar button. If you do not like the default name, or if you
drag the button left or right and would prefer something shorter or more descriptive, click Hub (=),
then drop it in the new position. To | click Favorites (5), and then click Favorites Bar. Right-click the
delete a button, right-click it and button you want to edit, click Rename, type the new name, and
then click Remove. then press (Z10).
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Create Web Notes

he Web Notes feature enables you to mark up a web page by annotating and highlighting page
elements, adding your own text notes, and clipping part of the page.

When you read a paper document, you might often mark up the page with proofreading symbols,
highlight passages, and add your own notes in the margins. Microsoft Edge offers Web Notes, which
give you the same capabilities when you are reading a web page. These annotations are stored in
Microsoft Edge, where you can view them or copy them to other apps.

Create Web Notes

Display the Web Note Tools = et pctesteg % [

& 5 O | worsspycomin

0 Navigate to the page you want
to annotate.

© click Make a Web Note (). guerrilla proofreading

pp. Marking up a public sign to correct or point out a grammatical error or typo.

Home — Alpha — G — guenilia prooireading

Other Forms
guerrilla proofreader n.

Examples

2010
On Wednesday, October 13, at the Decatur Library, writers Jeff Deck and Benjamin Herson will sign their new memoir The
Great Typo Hunt: Two Friends Changing the World, One Correction at a Time. It’s an English-action-packed memoir of public
guerrilla proofreading that ultimately brought the authors in conflict against a misspeller with power: the U.S. federal

government.
—Blue Elepharlt Book Shﬂp, “Jeff Deck & Benjamin Herson sign ‘The Great Typo Hunt’ — Wed 10/13,” Facebook, October 7,
2010
2010
() Microsoft Edge displays the Web @ guerilsposheding -

Note tools.

ploerrilla proofreading

Annotate a Web Page
o Click the annotation tool you pp. Marking up a public sign to correct or point out a grammatical error or typo.

want to use: Other Forms 0
querrilla proofreader n. F |e ?

© You can click Pen (i) to draw Newer exam

. . xamples
lines or handwrite text.
On Wednesday, October 13, at the Decatur Library, writers Jeff Deck and Benjamin Herson will sign their new memoir The

. . .
o YO u can Cl.] Ck Hl gh h ghtel’ (E) Great Typo Hunt: Two Friends Changing the World, One Correction at a Time. It's an English-action-packed memoir of public
. . guerrilla proofreading that ultimately brought the authors in conflict against a misspeller with power: the U.S. federal
to highlight page elements. Y
—Blue Elephant Book Shop, “Jeff Deck & Benjamin Herson sign ‘The Great Typo Hunt' — Wed 10/13,” Facebook, October 7,
e Click and drag on the page to 2010

create the annotation. 2010
Guerrilla proofreading does seem to be a popular hobby for some people. They can get quite agitated about aposrrofl[e%ﬁ

invisible hyphens, and other such entities.
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Add a Typed Note

@ click Add a typed note ().

e Click the web page where you
want the note to appear.

© Type your note.
O Click outside the text box.

() You can click the typed note
number to redisplay the text.

Save Your Web Notes
@ click Save Web Note ().
e Click a location.

e Fill in the note options, as
needed. For example, if you are
using OneNote (see Chapter 9),
click v to select a section.

0 Click Save. If you are saving the
note to Favorites, click Add, instead.

Microsoft Edge saves your web
note to the Quick Notes section of
the OneNote app.

© click Exit.
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@ guerrilie pro a-

vy v e .1

guerrilla proofreading

pp. Marking up a public sign to correct or point out a grammatical error or typo.

Other Forms
guerrilla proofreader n.

?
Mewer eKOmf’le :

Examples _“
Un Wednesday, October 13, at the Decatur Library, writers Jeff Deck and Benjamin Herson will sign their new memoir The

Great Typo Hunt: Two Friends Changing the World, One Correction at a Time. It's an English-action-packed memoir of public
guerrilla proofreading that ultimately brought the authors in conflict against a misspeller with power: the U.S. federal
government.

—Blue Elephant Book Shop, “Jeff Deck & Benjamin Herson sign ‘The Great Typo Hunt' — Wed 10/13,” Facebook, October 7,
2010

2010 “0

Guerrilla proofreading does seem to be a popular hobby for some

invisible hyphens, and other such entities. | love this word] Do you have this in
the Word Spy se? If not, you
—Stan Carey, “Grammar to go,” Sentence First, March 26, 2010 shculdﬂ
1996 (earliest) 1

LIST OF THE DAY: Some unusual findi tin by you illa proofreaders and grammar irregulars out there:

@ guenilla pro

vV ¥ & D

guerrilla proofreading - -0

pp. Marking up a public sign to correct or point out a grammati™*

otner

Other Forms
guerrilla proofreader n.

'F
Vewer examf le €

Examples ——C S
m Choose a recent section
On Wednesday, October 13, at the Decatur Library, writers Jeff Deck and Benjamin Hersor ‘ Quick Notes - @

Great Typo Hunt: Two Friends Changing the World, One Correction at a Time. It’s s v
guerrilla proofreading that ultimately brought the authors in conflict against a le

government.

—Blue Elephant Book Shop, “Jeff Deck & Benjamin Herson sign ‘The Great Typo Hunt’ — Wed 10/13,” Facebook, October 7,
2010

Cancel

2010
Guerrilla proofreading does seem to be a popular hobby for some o B
invisible hyphens, and other such entities. | love this word! Do you have this in
the Word Spy database? If not, you
—Stan Carey, “Grammar to go,” Sentence First, March 26, 2010 should!
1996 (earliest) @

LIST OF THE DAY: Some unusual findings sent in by you guerrilla proofreaders and grammar irregulars out there:

How do I display a saved Web Note?
Microsoft Edge stores your saved Web
Notes as favorites, so to display a
saved Web Note, click Hub (=), click
Favorites (%), and then click the
saved note.

What is a web page clip?

A clip is a rectangular section of the web page that you can copy
and then paste to another program, such as OneNote or Paint. To
copy a clip, display the Web Note tools and then click Clip ().
Click and drag a rectangle over the area you want to save. When

you release, Edge automatically copies the area.
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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. ¥ Twiter < I8 ~ o x
“ = ‘aTwitter,\nc.[US] twitter.com 4 ﬁ‘ = O

Microsoft Edge selects the
current address. Sign up

See what's happening right now.

Find community, conversation and inspiration about the things you love.

Q Featured News Government Music Sports Culture

Moments - view al

Alberta wildfires continue to grow,.. What you need to know Thursday A history of Spider-Man's on-screen...
Canada News + 18 minutes ago World News * This moming Pop Culture * 1 hour ago

e Type a word, phrase, or question ¥ Twiter * 7
that represents the information < > 0 | mwmsg
you want to find. 2 newwords Bing search
’ Search suggestions
e Press m. O new words with friends

Find O new words added to dictionary 2015
O new words in the dictionary 2016

/O new words to learn everyday

O new words in english

Q Fea O new wordsfor 2016 ] Culture
=777 O newwords to learn

2 new words with friends download

Moments - view a

Alberta wildfires continue to grow, .. What you need to know Thursday A history of Spider-Man's on-screen_..
Canada News * 18 minutes ago World News * This moming Pop Culiure = 1 hour age
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O A list of pages that match your O nenwods 5ng %+ - o x

search text appears. & > O | A -bingeomiscarchg=newwordsiform=EDGEARAqs=PF&cvid= 3638247291 ¥ = Z O
e Click a web page. b new words Hi Paul |
Web Images Videos Maps News Explore
59,300,000 RESULTS Date ~ Language = Region ~
) ] i ® .
& Watcb 24/? live news | myincredinews.org NEO|OQI5m
Ad - myincredinews.org!
‘Watch latest news live from USA, Canada and around the world A neologism is the name for a rel

or isolated term, word, or phrase

be in the process of entering cornr
New words | About Words - Cambridge Dictionaries Online blog but that has not yet been accepte
https://dicti i ds ~ mainstream language. Neologisn

Y
Posts about New words written by Cambridge Words. About Words — Cambridge Wikipedi
Dictionaries Online blog. Commenting on developments in the English language. W Wikipedia
New words list June 2015 | Oxford English Dictionary People also search for
public.oed.com » .. » Recent updates to the OED » June 2015 update ~ Gidée
List of new word entries In addition to revised versions of Second Edition entries, these
ranges contain the following new entries: New words New sub Retronym
Freemium

Word Spy 0 Archaism
wordspy.com ~

C lonizati
Explains new words and phrases with new entries added regularly, plus archives of ocacolonization

previous enfries. See more v
The page appears. o Word Spy x |5 ~ o0 x
&~ = 0O ‘ wordspy.com g ‘ = ¥ ﬂ

THE WORD LOVER’S GUIDE TO NEW WORDS

WORD SPY
WORD
SPY

The Latest Word

permalescent
n.An adult who is, and appears likely to remain, emotionally or intellectually immature.

But perhaps the most rage-inducing thing about the Collective is — it’ll probably work. Yes, it’s replacing
independent living with an ongoing studenthood, a sort of perma-lescence.

—Jonn Elledge, “Collective living’s fine for students but for everybody else it stinks,” The Guardian (London),
April 28,2016

Posted: April 29, 2016 (See the full entry)

Other Recent Words Most Popular Words

street score
1. greengrocers' apostrophe
n. Avaluable or useful item found on the street or in

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

M 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 and Open a File

@ Navigate to the page that
contains the link to the file.

© Click the link to the file.
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@ Excel Data Analysis H o+

& = 0O ‘ mcfedries.com/books/book php?title=excel-data-analysis 1

Excel Data Analysis

using Excel to analyze data.

Everything useful there is to know about

W About ElToc Wl Sample i Index o Buy It 1C-Related

analysis to find the maximum mortgage they can afford or how
much they must put aside each month rto finance their
retirement or the kids' education.

Excel offers an excellent and complete set of data analysis tools,
but you need ro know both how and whento use them. That's
the idea behind my new book Excel Dara Analysis- Your visual
Dblueprint for analyzing data, charts, and PivorTables. It's the
4th edition of the book, but it's actually a brand new book that I
wrote from scratch to highlight Excel's powerful and useful data
analysis capabilities.

Please use the tabs above to learn more about the book.

A e s
http//mcfedries.com/zips/ExcelDataAnalysis_Examples.zip

ata analysis is the application of tools and techniques Book Info-
D to organize, study, reach conclusions, and sometimes Wiley Publishing
make predictions about a specific collection of 336 pages
information. A sales manager might use data analysis to study US529.99
the sales history of a product, determine the overall trend, and Pub. Date: July 29, 2013
produce a forecast of future sales. A scientist might use data Category:
. 2 . 1o s L
ata analysis 15 the application of tools and techniques Book Info-
D to organize, study, reach conclusions, and sometimes Wiley Publishing
make predictions about a specific collection of 336 pages
information. A sales manager might use data analysis to study US529.99
the sales history of a product, determine the overall trend, and Pub. Date: July 29, 2013
produce a forecast of future sales. A scientist might use data Category:
analysis to study experimental findings and determine the productivity
statistical significance of the results. A family might use data Tags:

analysis, Excel, intermediate,

Office, Office 2010, Office 2013,
spreadsheets

Permalink-

http://mcfedries com/books/book php?

title=excel-data-analysis
Share This:
| in|

Example Files-

Ex@ples Zip




Microsoft Edge downloads the
file to your PC and displays the
Information bar.

€ Click Open.

@ If you do not want to work with
the file right away, you can
click Close (B4), instead.

View Your Downloaded Files
@ click Hub (=).
© Click Downloads (1).

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

(© Microsoft Edge displays the
Downloads list.
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& Excel Data Analysis

< = 0O

x |

| metecries.combook

ata-analysis

McFedries.com

D

information. A sales manager might use darta analysis to study
the sales history of a product, determine the overall trend, and
produce a forecast of future sales. A scientist might use data

Three MPH

ata analysis is the application of tools and techniques
to organize, study, reach conclusions, and sometimes

make predictions about a specific collection of

analysis to study experimental findings and determine the
statistical significance of the results. A family might use data
analysis to find the maximum mortgage they can afford or how
much they must put aside each month to finance their
retirement or the kids' education

Excel offers an excellent and complete set of data analysis tools,
but you need to know both how and wien to use them. That's.
the idea behind my new book Excel Dara Analysis: Your visual
blueprine for analyzing data, charts, and PivotTables. It's the
4th edition of the book, but it's actually a brand new book that I
wrote from scratch to highlight Excel's powerful and useful data
analysis capabilities.

Please use the tabs above to learn more about the book

Search

Reads

Book Info:

Wiley Publishing

336 pages

US$29.99

Pub. Date: July 29, 2013
Category:

productivity

Tags:

analysis, Excel, intermediate,
Office, Office 2010, Office 2013,

sproadsheets

Permalink:
http:/fmecfedries.com/books/baols php?
title=excel-data-analysis

Share This:

v ] n|

Example Files:

| ExcelDataAnalysis_Examples (1).zip finished dwn\uaﬁ& Open Open folder View downloads Xm
& Excel Data Analysis X 4+ — o X
& > O | mefedriescombooks/book phptitle=excel-data-andlysis m % | :—Q

k; McFedries.com  Books  Articles  Three MPH

Excel Data Analy

Excel
Data Analysis

Everything useful there
using Excel to analyze ¢

Wabout | BETOC Wsample Elindex W Buylt

Chapter 1 Building Formulas for Data Analysis

Introducing Data ANalysis -« +e v . vueeteneinneteiaen s
Introducing Formulas - . .. .
Understanding Formula Types
Build a Formula . ...........
Add a Range Name to a Formula

ﬁts@i% -

DOWNLOADS ‘Open folder
Past Downloads Clear all
ExcelDataAnalysis_Examples (1)zip =

mcfedries.com

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.

If you do not completely trust a file that you have downloaded, use an antivirus program, such as Microsoft
Security Essentials (http://windows.microsoft.com/en-us/windows/security-essentials-download), Avast!
Antivirus (www.avast.com), or AVG Internet Security (http://free.avg.com) to scan the file before you open it.
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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 = Format Insert Options [il Discard B> Send

Inbox  Files FH Tevle  [ad Picures @y Link

Word Spy

Word Spy Monday - May 9, 2016 From: paulmcfedries@hotmail.com
This week: more words that didn't

To: wordz@dudez.com;
Friday, May 6, 2016

|
Paul Sellars New verb spotted!
Re: Budget - first draft X
Hi Paul, Thanks for the first peek at t| yardsaling

Pam Graves € present participle Organizing and running a yard sale, particularly to benefit a charity.
Re: Artwork for word puzzle app .
Hi Paul, | enjoyed meeting you, as w¢ Fri 5/6 I spotted this new verb on a walk yesterday:

Saturday, April 30, 2016
« ~ 4 | « Pictures » Camera Roll Search Camera Roll o

Organize »  Mew folder =~ 1 @
) ~
# Quick access i

s OneDrive

YARD SALE f CURE

[ This PC
I Desktop
Documents
¥ Downloads
D Music

K

yardsaling

(

o
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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 Hotmail and 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

On the Start menu, click Mail o - Outiook - Ml
(not shown). = B &

Mail opens. + R

Note: If you are starting Mail for the
first time and the app prompts you to =
add an account, skip to step 4.

@ Click Settings

We didnit find anything to show here.

The Settings pane appears. ———

€ Click Manage Accounts. = Settings

at Inbox Manage Accoubnts 0

Personalization

Quick Actions
Automatic Replies
Reading
Signature

We didn't find anything to §|

Notifications

Email security

K

What's new

Help

Trust Center

v
breTs
oY
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The Accounts pane appears.

O click Add account. " | < Manage Accounts
1 .
The Choose an Account menu appears. J Choose an account el et e et
i q ' Outlook.com A Oalll:llr(n)z:dﬂes@hmmaﬂmm
Click the type of account that you want o Outloskcom,Livaserm Hotmsl, MEN P
tO add. E Exchange
Buchange, Offce 363 %@ Link inboxes

B Google
~+  Add account 4
A vahoo! Mail k@

B icloud

M E Other account

POP, IMAP

E Close
&
Mail asks for your account email address X
and password.
. Yahoo! Mail
@ Type your email address. Ermail address
0 Type your email password. [ myaccount@yahoo.com 0 |
e Click Sign in. Password
. N eSS BBBEBEEESEES o
Mail adds your email account to the | {
Accounts pane We'll save this information, so you don't have to sign in every
: time.

Cancel Sign in ﬁ

How do I add my Exchange account to Mail?

You will need to obtain from your Exchange administrator or provider the account’s server address, domain
name, and username — and you will need to know your account’s email address and password, of course. In
many cases, you can follow steps 1 to 4. Click Exchange and follow steps 6 to 8. If Mail cannot find your
settings, enter your Exchange domain name and click Sign in. If Mail still cannot locate your account, click
Advanced, enter the server address, and then click Sign in.
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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

@ 1n Mail, click New mail (EB).
= Search 2o
1 =y Inbox Unread v
|
We didn't find anything to show here.
=l
A message window appears. e ~ o
e Type the email addl’eSS Of the Format Insert Options Tl Discard B> Send
recipient. B I U = = o

0 TO Sendha Copy Of the message From: paulmcfedries@hotmail.com
to another person, you can g 0
. To: pam@gravenfeathers.com; Cc & Bce
click Cc & Bec, and then type
that person’s email address in
the Cc field.

Subject

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

Format Insert Options [il Discard B> Send

B I U ‘EEE ‘ |‘%

From: paulmcfedries@hotmail.com

To: pam@gravenfeathers.com; Cc & Bec

Artwork for word puzzle app 0

Sent from Mail for Windows 10

O Type the message.

NOte' See the next SeCtion Format Insert Options ]Tj[ Discard B> Send
“Format the Message Text,” to B I U ~ = = v | Headingl | v £ Undo

learn how to apply formatting to

your message. From: paulmcfedries@hotmail.com

e Cljck Send To: pam@gravenfeathers.com; Cc & Bee

Artwork for word puzzle app

Mail sends your message.

Hi Pam,

just following up to see if you're still interested. I'll send you detailed specs if we move forward with this, but for now | can
tell you that I'll need a background image, separate “tiles” for each letter of the alphabet, and all the app “chrome”
(buttons, etc.).

It was great meeting you at the book fair. We briefly discussed having you create the artwork for my word puzzle app, so I'm a

I'm looking forward to hearing from you!

Cheers,
Paul

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 the
to begin a new line and then type the next 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 € wai - o
0 Select the text that you want to Format insert  Options i Discard B> Send

format. & B I U Vﬂ i= v | Heading1 v | € Unde

e Click the font formatting that you
want to apply, such as Bold (B),

From: paulmcfedries@hotmail.com

Italic (I) or Underline (“) To: logophile@wordsrus.com; Cc & Bec
. Word of the Day
() For more font options, you can
Cl_'ICk v yardsaling
) M&S&.’m participle Organizing and running a yard sale, particularly to benefit a charity.
Mail. appl.ies the fOI’lt fOI’matting | spotted this new verb on a walk yesterday:
to the text.

Format a Message Paragraph
o Select the paragraph that you
want to format.

o Click the Paragraph
Formatting v.

Format Insert Op B C ]E[ Discard > Send

B I U v i= = v-a@ing: v | & uneo

e Click the paragraph formatting

Paragraph
that you want to apply, such as From: paulmcfedries@hotmail.com —
. &= 3=
Indents or Ahgnment. To: logophile@wordsrus.com; o - N 0 Cc & Bee
(© You can click Bullets (:=) to Word of the Day B ’
convert the paragraphs to bullet yardsaling el = = =
points. &p«esemmrﬁciplemganizingand runnin lLine Spacing’ | 1.0 . b

| spotted this new verb on a walk yesterday:

( You can click Numbering (:=)
to convert the paragraphs to a
numbered list.

é Add Space Before Paragraph

% Add Space After Paragraph

Mail applies the paragraph
formatting to the text.
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Apply a Style
o Select the text that you want to
format.

© Click the Styles ~.

e 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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Format Insert Options
B I U v\sz = v [ heading1
Styles
From: paulmcfedries@hotmail.com -

Normal
To: logophile@wordsrus.com;

No Spaci
Word of the Day ©Spacing

&[arﬂsaling Heading 1 L ﬁ

present participle Organizing and runt ~ Heading 2

| spotted this new verb on a walk yesterday:

Title

Subtitle

Subtle Emphasis
Emphasis

intense Emphasis

-0

Y.

[ii] Discard > Send

Ce & Bee

Format Insert

[ Fites D mble [ Pictures 0\}(

From: paulmcfedries@hotmail.com

To: logophile@wordsrus.com;

]ﬂ[ Discard B> Send

Cc&Bcc

Word of the Day

pen

yardsaling <« vt

present participh 019217 ¥

0 & | Search Camera

x

| spotted this new verb ¢

3 Quick access

@ OneDrive

L g

[ ThisPC

& Network

[ Photos

o4 Homegrou;

< Pictures > Camera Roll Roll p
New folder E- o @
p

File name: | yardsaling ~| |aifies ~|

(Pt e | [ e

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.

. o Format Insert ns ]E Discard B Send
© Click Files. -

[ Files R Teble [ad Picures @ Link
b

From: paulmcfedries@hotmail.com
To: paulsellars@logophilia.com; Cc & Bec
Budget - first draft

Hi Paul,

I've put together a first draft of the budget for next fiscal year (2016-2017). Would you mind taking a look and writing up
any comments you have (additions, deletions, changes, etc.)?

Thanks.
!
The Open dialog box appears. Open x
« . > ThisPC » Documents a@ v & | Search Documents p
9 Select the folder that contains the s e Nerioie e
file you want to attach. S Quick acesse . L B
OneDy
& OneDrive i) }
3 This PC DOCX DOCX
& Network Project Sound recordings 2016-2017 2016-2017 A Brief E-mail
- Budget Notes Budget.dsx Primer
»& Homegroup L A
I Photos L
=
DOCX
AFew of My A GuylnaBar A Mosaic of New AShaggy Dog Accounts
Favourite Words Story Receivableadsx
Words.doc
L
DOCX
Addresses.doc Advances Adventure Works Agenda for " Aligning Cel
Owed.doc 2016 Sales Industry Contents.xls
Proposal.ppbx Conference
.
File name: v‘ | Allfiles v|

Cancel
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@ Click the file that you want to attach. oper x
« v > ThisPC > Documents » ~ | Search Documents L
o Cth Open- Organize + New folder =~ m @
,.
 Quick access N b
@ OneDrive
o 0.
5 ThisPC I DOCX [
B Network Project Sound recordings 2016-2017 2016-2017 A Brief E-mail
= Budget Notes Budget.xlsx Primer
& Homegroup L
& Photos A*
=
DOCX
A Few of My £ Guy In a Bar A Mossic of New A Shaggy Dag Accounts
Favourite Words Story Receivabledsx
Words.doc
N
DOCX
Addresses.doc Advances Adventure Works Agenda for Aligning Cell
Owed.doc 2016 Sales Industry Contentsxls
Proposal.pptx Conference
v
File name: | 2016-2017 Budget.ds: | | Aifites |

5 _ SN AR

() Mail attaches the file to the message. € Sent-Outlook - Mai

Format Insert Options [l Discard B> Send

[ Files [ mrable  [od Pictures @5 Link

From: paulmcfedries@hotmail.com
To: paulsellars@logophilia.com; Ce & Bee
Budget - first draft

Attachments

2016-2017 Budgetxlsx x
787 KB

Hi Paul,

I've put together a first draft of the budget for next fiscal year (2016-2017). Would you mind taking a lock and writing up
any comments you have (additions, deletions, changes, etc.)?

Thanks.
A

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 10 MB. 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 € Dt Outook- Ml
o Compose the message Up to the Format Insert Options [l Discard P> send
point where you want Mail to B I U ~ ‘ = = v | Heading1 ‘ v | < Undo
save it.
. From: paulmcfedries@hotmail.com
© click Back ().
To: David Appledor; Cc & Bec
Mail closes the message and App report
saves the message to your Drafts o
folder. , . L ,
I'm pleased to report that the app I'm building for your play “The Postal Worker" is coming along nicely. | should have a beta
& version ready for you by
Sent from Mail for Windows 10
open the Draft nbox - Qutlook - Mail
@ Click Al Folders (). = G L
gk Inbox Unread v
1 O
K

We didn't find anything to show here.
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Mail displays your account folders. Inbox - Outlock - Ml
o Click Drafts. = Allfolders

—+ Qutbox

= Inbox ¢
=

Drafts 3¢
o]

Junk

Sent T¢

Trash

e Click the draft that you want to
open.

Mail opens the message for Drafts
editing. [Draft] Me
App report

Hi David, I'm pleased to report that the app I'm building for your play “The Postal Worker” is comi

CHAPTER
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Hin't find anything to show here.

Unread v

What are the other account folders used for?

Sent Holds copies of outgoing messages Junk
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 Trash
in the process of being sent

Holds messages that you have deleted
from other folders
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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 [l symbol means that the
message has an attachment.

82

Inbox - Outlook - Mail

Inbox - Outlook - Mail

Search

Inbox

Paul Sellars
Re: Budget - first draft
Hi Paul, Thanks for the first peek at

Word Spy
Word Spy - permalescent
word Spy The Word Lover's Guide

Pam Graves
Re: Artwork for v
Hi Paul, | enjoye:

Saturday, April 30, 2016

Skype

Your free Skype To Go number

Thursday, April 28, 2016
lloyd.irene

Windows 10 Teach Yourself Visual
Just upgraded to Windows 10 anc

Thu 4/28




Read a Message
0 Click the message.

The message text appears in
the preview pane.

© Read the message text.

Inbox - Qutlook - Mail

Search

Inbox

Paul Sellars
Re: Budget - first draft
Hi Paul, Thanks for the first peek at

Word Spy
word

Spy - permalescent

py The Word Loy

Pam Graves

Re: Artwork for w!

ver's Guide

m;:

Hi Paul, I enjoyed meeting you, asy

Saturday, April 20, 2016

Skype

Your free Skype To Go number

Thursday, April 28, 2016

lloyd.irene
Windows 10 Teach Yourself Visual

Just upgraded to Windows 10 anc

Thu 4/28

lars
t - first draft
anks for the first peek at

Py

- permalescent

The Word Lover's Guide
aves

k for word puzzle app

Graves
I, 1 enjoyed meeting you,

McFedries

| was

April 30, 2016

kype To Go number

Q

fSS
UL}

Al v

2:23PM

223 PM

&—Reply & Replyall —>Forward i Delete D Setflag

Pam Graves
2:23PM

Re: Artwork for word puzzle app
To: Paul McFedries

Hi Paul,

1 enjoyed meeting you, as well. Yes, I'd be delighted to create your app's
artwork. Please send the detailed specs so that I can provide you with a
proper quote. If we agree to proceed, then we should set up a meeting
to discuss the project.

Talk to you soon,
Pam

On Fri, May 6, 2016 at 12:51 PM, Paul McFedries wrote:
Hi Pam,

It was great meeting you at the book fair. We briefly discussed having you create the artwork for
my word puzzle app, so I'm just following up to see if you're still interested. I'll send you detailed
specs if we move forward with this, but for now | can tell you that I'l need a background image,
separate “tiles” for each letter of the alphabet, and all the app “chrome” (buttons, etc.).

I'm looking forward to hearing from you!

Cheers,

0

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 a Hotmail, Live.com, or Outlook.com email account, as well as a Gmail account.
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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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earch

Inbox

Search Jol| Nl e 2 ¢ Reply <« Replyall V\W: il Deiete O Setflag
Inbox Al v Pam Graves
223 PM
Paul Sellars Re: Artwork for word puzzle app
» Re: Budget - first draft To: Paul McFedries
Hi Paul, Thanks for the first pEek at 2:35PM
Hi Paul,
Word Spy
Word Spy - permalescant I enjoyed meeting you, as well. Yes, I'd be delighted to create your]|
Word Spy The Word Lover's Guide 225 PM artwork. Please send the detailed specs so that I can provide you wi
proper quote. If we agree to proceed, then we should set up a meei
Pam Graves to discuss the project.
“ Re: Artwork for word puzzle 3 223 PM
b= 5 Talk to you soon,
Pam Graves Fam
HiPaul, | enjoyed meeting you,  2:23PM On Fri, May 6, 2016 at 12:51 PM, Paul McFedries wrote:

Paul McFedries

Hi Pam, | was great meeting you at
Saturday, April 30, 2016

Skype
Your free Skype To Go number

Thursday, April 28, 2016
lloyd.irene@outlook.com

Windows 10 Teach Yourself Visual
Just upgraded to Windows 10 anc

Hi Pam,

sent

V' looking forward to hearing from you!
sat4/30 Cheers,
Paul

- Sent from Mail for Windows 10

Thu 4/28

It was great meeting you at the book fair. We briefly discussed having you create the arty
my word puzzle app, so 'm just following up ta see if you're still interested. Ill send you
specs if we move forward with this, but for now | can tell you that Fll need a background
separate “tiles” for each letter of the alphabet, and all the app “chrome” (buttons, etc.).

Paul Sellars 1]
Re: Budget - first draft

Hi Paul, Thanks for the first peek at 2:35PM
lord Spy
lword Spy - permalescent
jord Spy The Word Lover's Guide ~ 2:25PM
Draft] Pam Graves
Jre: Artwork for word puzzle app 223PM
Pam Graves
Hi Paul, | enjoyed meeting you,  2:23PM

Paul McFedries

Hi Pam, | was great meeting you at

Sent

[Draft] Me

Format Insert Options [ill Discard B> Send
A | =5 | Heading1 v | 5
From: paulmcfedries@hotmail.com
Cc & Bcc

To: Pam Graves;o
RE: Artwork for word puzzle appo

Sent from Mail for Windows 10

From: Pam Graves

Sent: Friday, May 6, 2016 2:23 PM

To: Paul McFedries

Subject: Re: Artwork for word puzzle app

Hi Paul,

I enjoyed meeting you, as well. Yes, I'd be delighted to create your app's

Drafts artwork. Please send the detailed specs so that I can provide you with a
. proper quote. If we agree to proceed, then we should set up a meeting
[saturday, April 30, 2016 to discuss the project.
Pkype Talk to you soon,
[Vour free Skype To Go number Pam
kosss==sscss=ssscss=== sat4/30
On Fri, May 6, 2016 at 12:51 PM, Paul McFedries wrote:

[Thursday, April 28, 2016 Hi Pam,
lovud irens@outlook com. (=3 o bciat, aata thaachiuac ia.
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e Ed'lt the Or'ig'inal message to it From: paulmcfedries@hotmail.com

. e first peek at 2:35PM
include only the text relevant to To: Pam Graves; (o Bec
your I’eply. cent RE: Artwork for word puzzle app

Lover's Guide 225PM

e Click the area above the original es ‘4
message text. P

From: Pam Graves

Sent: Friday, May 6, 2016 2:23 PM
meeting you, 223 PM To: Paul McFedries

Subject: Re: Artwork for word puzzle app

Sent: Friday, M Drafts Hi Paul,
I enjoyed meeting you, as well. Yes, I'd be delighted to create your app's
artwork. Please send the detailed specs so that I can provide you with a
pt meeting youat  Sent proper quote. If we agree to proceed, then we should set up a meeting
to discuss the project.

es

16

[o number
F========  sat4/30

pi6

look.com < I
purself Visual
pdows 10 anc Thu 4/28

© Type your reply.

. PO Format Insert Options [l Discard B> Send 6
@ click Send.
. Al v A = ‘ Heading 1 | v | €3 Undo
Mail sends your reply. ;
. raft From: paulmcfedries@hotmail.com
Note: Mail stores a copy of your the fst peekat 235 PV
: To: Pam Graves; Cc & Bee
reply in the Sent folder.
llescent RE: Artwork for word puzzle app
Fd Lover's Guide 225PM
Hi Pam,
raves
rd puzzle app 2:23 PM Great news! Let me put together a package for you. | should be able to get you the specs as well as 0
some Photoshop mackups by early next week.
a . Bye for now,
pd meeting you, 2:22PM

paul

hews! Let me put te Drafts From: Pam Graves

Sent: Friday, May 6, 2016 2:23 PM

ries To: Paul McFedries
reat meeting you at Sent Subject: Re: Artwork for word puzzle app
2016 Hi Paul,
I enjoyed meeting you, as well. Yes, I'd be delighted to create your app's
s arbwarl Dloace cond the datailad enace en that T can nrovide wny with a

What is the difference between Reply and Should I edit the original message text in my

Reply All? reply?

You can click Reply to respond only to the If the original message is short, you usually do not need
person who sent the message, or click Reply to edit the text. However, if the original message is long,
all to respond to the sender as well as any and your response deals only with part of that message,
other addresses that the sender included in you will save the recipient time by deleting everything
the original message’s To and Cc fields. except the relevant portion of the text.

85



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 forward = Search o @& = &—Reply & Replyall —»Forward i 2 P Setflag
. Iy Inbox Al v Paul Sellars
o Chck Forward 5/6/2016 235 PM
joll| Word Spy Re: Budget - first draft
Word Spy Monday - May ¢, 2016 o: Paul McFedries
‘This week: more words that didn't 9118 AM
| Budget 2016-2017 Notes.doc
Saturday, May 7, 2016 socx| 181KB
lloyd.irene )
I » RE:Windows 10 Teach Yourself Visu: Hi Paul,
Thank you so much for replying, I ni  Sat 5/7
4 R Thanks for the first peek at the budget. Next year's numbers lock re|
Friday, May 6, 2016 good! I've made a few notes, which you'll find in the attached Word
document.
Paul Sellars ]
4 Re: Budget - first draft Fri 576 Best,
Paul S.
1 Paul Sellars ]
Hi Paul, Thanks for the first peek . Fri 5/6
. On Fri, May 6, 2016 at 1:01 PM, Paul McFedries wrote:
Paul McFedries ] Hi Paul,
Hi Paul, Ive put together a firstdra  Sent
I've put together a first draft of the budget for next fiscal year (2016-2017). Would you mi
Word Spy taking a look and writing up any comments you have (additions, deletions, changes, etc.)?|
Word Spy - permalescent
= Word Spy The Word Lover's Guide tc  Fri 5/6 :“““'

Pam Graves <
+ Re: Artwork for word puzzie app
HiFaul, | enjoyed meeting you, as\ 223 PM

Saturdav Andil30 2015

A message window appears.

Search SOl Format Insert Options 1] Discard B> Send
() Mail inserts the subject line, -
Inbox All v A | =g Heading1 v | S Undo v
preceded by “FW:”". o
Word Spy‘:ﬂindﬂv - May 9, 2016 From: paulmcfedries@hotmail com

M 2 r This week: more words that didn't 9:18 AM
() The original message’s addresses R . w@mwm_mo c:mﬂ
(To and From), date, subject,

FW: Budget - first draft

Iloyc!‘frene
attachments, and text are e Oy Ascmens
included, Friday, May 6, 2016 f‘ Budget 2016-2017... % 0
[Draft] Paul Sellars ) ] el e
Select or type the email address T D
Draft] M b .
of the person to whom you are o oW 0, D | o Mo Widows 0
forwarding the message. Paul Sellars O e retay, way 205 225 pv

Hi Paul, Thanks for the first peek . Fri 5/6 To: Paul McFedries.

Subject: Re: Budget - first draft
(® To send a copy of the message to Paul McFedries LY -, 0

Hi Paul, I've put together a firstdra~ Sent

another perSOI’l, yOU can CliCk CC & Word Spy Thanks for the first peek at the budget. Next year's numbers look really

good! T've made a few notes, which you'll find in the attached Word

Bcc, and then enter that person’s W oy T o voers Gidete fis | document.
p
email address in the Cc field. Pam Graves sl pe
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o If necessary, edit the original - o

message to 'incl_ude on ly the text Qg = Format Insert Options [i] Discard B> Send
relevant to your forward. mv A= ‘ Heading 1 v | & undo
. . . by
© Click the area above the original oty vy, 2016 From: paimcediesGhatmsi com
more words that didn't 918 AM
message tEXt. To: garya@logophilia.com; Cec & Bec
ay 7, 2016
he FW: Budget - first draft
vs 10 Teach Yourself Visu:
so much for replying, Ine  Sat 5/7 Attachments
6.2016 “ Budget 2016-2017...
E J 1818 x
aul Sellars [
~ first draft Fri 5/6
|
1 Me_ N o sent from Mail for Windows 10
pm Mail for windows 10 Fi Drafts
From: Paul Sellars
ellars U Sent: Friday, May 6, 2016 2:35 PM
Thanks for the first peak Fri 5/6 To: Paul McFedries
Subject: Re: Budget - first draft 0
McFedries .
I've put together a first dra  Sent. Hi Paul,
by Thanks for the first peek at the budget. Next year's numbers look really
permalescent good! I've made a few notes, which you'll find in the attached Word
[The Word Lover's Guidetc __Fri 5/6 document.
@ Type your comments.
. PENR T — Format Insert Options [i] Discard B> Send
@ Click Send.
Al v A | =¢ | Heading1 ‘ v | € Undo

Mail sends your forward. [

Monday - May 9, 2016
more words that didn't 9118 AM

From: paulmcfedries@hotmail.com

To: garya@logaphilia.com; Cc&Bec

el FW: Budget - first draft
ne
Jws 10 Teach Yourself Visu: Attachmerts
so much for replying, I n  Sat 5/7 -
Budget 2016-2017... X
Iy 62016 .J 181 KB
aul Sellars b
~first draft Fri 5/6 Hi Gary,
1M B The attached Word doc contains a few budget notes from Paul Sellars. Let me know if these @
3 require any changes to the budget.

f, The attached Word doc ¢ Drafts

Best,
bellars paul

| Thanks for the first peek.  Fri 5/6
Sent from Mail for Windows 10

cFedries b

| I've put together a firstdra Sent From: Paul Sellars

Sent: Friday, May 6, 2016 2:35 PM
To: Paul McFedries

Py ‘subject: Re: Budget - first draft

e wors towrs Guidetc 1554t bl
How do I view the text of a forward or reply When I forward a message, is it possible to not
after I have sent it? include an attachment that came with the message?
When you send a forward or a reply (or an Yes. After you click the message and then click
original message), Mail stores a copy of the Forward, the message attachment appears by default as
message in the Sent folder. To view the part of the forwarded message. This is usually what you
message, click All Folders () to display the want, but you can remove the attachment by clicking
All Folders list and then click Sent. 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

0 Click the message that has the
attachment, as indicated by a

paper clip ().

(@ A list of the message attachments
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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Search /O

Q

Inbox All v

Word Spy

Word Spy Manday - May 9, 2016
This week: more words that didn't 9:18 AM
Saturday, May 7, 2016

lloyd.irene

» RE: Windows 10 Teach Yourself Visu:

Thank you so much for replying, I n  Sat 5/7

Friday, May 6, 2016

Paul Sellars -
4 Re: Budget - first draft Fri 5/6
Paul McFedries [

Hi Gary, The attached Word doc co Sent

Paul Sellars g
Hi Paul, Thanks for the first peek Fri 5/6

Paul McFedries [
Hi Paul, I've put together a first dra sent

\Mioed €

< Reply & Replyall —>Forward i Delete [b

Paul Sellars
5/6/2016 2:35 PM

Re: Budget - first draft
To: Paul McFedries

Budget 2016-2017 Notes.docx 0
x| 181KB

Hi Paul,

Thanks for the first peek at the budget. Next year's numbe
good! I've made a few notes, which you'll find in the attach|
document.

Best,
Paul 5.

On Fri, May 6, 2016 at 1:01 PM, Paul McFedries -wrote:
Hi Paul,

I've put together a first draft of the budget for next fiscal year (2016-2017).
taking a look and writing up any comments you have (additions, deletions, ch

Thanks.
P

box - Outlook - Mail

+

he]

0

Search 2 & =

Inbox All v

Word Spy

‘Word Spy Monday - May 9, 2016
This week: more words that didn't 9:18 AM
Saturday, May 7, 2016

lloyd.irene

» RE: Windows 10 Teach Yourself Visu:

Thank you so much for replying, | n Sat 5/7

Friday, May 6, 2016

Paul Sellars g
4 Re: Budget - first draft Fri 5/6
Paul McFedries 1

Hi Gary, The attached Word doc co Sent

Paul Sellars b—
Hi Paul, Thanks for the first peelc.  Fri 5/6

Paul McFedries b
Hi Paul, I've put together a first dra  Sent

Ward Sy

& Reply & Replyall —>Forward [i] Delete [0

Paul Sellars
5/6/2016 2:35 PM

Re: Budget - first draft
To: Paul McFedries

| Budget 2016-2017 Notes.docx
oocx| 181KB L

Hi Paul,

Thanks for the first peek at the budget. Next year's numbe!
good! I've made a few notes, which you'll find in the attach|
document.

Best,
Paul S.

On Fri, May 6, 2016 at 1:01 PM, Paul McFedries wrote:
Hi Paul,

I've put together a first draft of the budget for next fiscal year (2016-2017).
taking a look and writing up any comments you have (additions, deletions, ch:

Thanks.
P




Save an Attachment

o Click the message that has the
attachment, as indicated by a

paper clip (I).

(© A list of the message attachments
appears.

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

e Click Save.

The Save As dialog box appears.

Click the folder where you want
to store the file.

e Edit the filename, if needed.
@ cClick save.

Mail saves the attachment to
your PC’s hard drive.

Sending and Receiving Email

tiook - Mail

Search SRR =

Inbox

Word Spy
Word Spy Monday - May 9, 2016

This week: more words that didn't 9:18 AM

Saturday, May 7, 2016

lloyd.irene

RE: Windows 10 Teach Yourself Visu:

Thank you so much for replying, | sat 5/7

Friday, May 6, 2016

Paul Sellars [hd

Re: Budget - first draft Fri 5/6
Paul McFedries b

Hi Gary, The attached Word doc co Sent

Paul Sellars Uhd
Hi Paul, Thanks for the first peek . Fri 5/6

(B

< Reply & Replyall — Forward

Paul Sellars
5/6/2016 2:35 PM

Re: Budget - first draft
To: Paul McFedries

Hi Paul,

Thanks for the first peek at the budget. Next year's numbe
good! I've made a few notes, which you'll find in the attach

document.

Best,
Paul S.

On Fri, May 6, 2016 at 1:01 PM, Paul McFedries wrote:

Hi Paul,

I've put together a first draft of the budget for next fiscal year (2016-2017). W|

Budget 2016-2017 Notes.docx
181 KB

Open

Save %

CHAPTER

lii] Delete O S

Paul McFedries ] taking a look and writing up any comments you have (additions, deletions, ch:
Hi Paul, I've put together a first dra Sent
Thanks.
Ward Snv P
Save As x
T~ > ThisPC » Decuments :4 ~ ® | Search Documents »
Organize v New folder =~ @
~
3 Quick access b b L
& OneDrive i }
£ ThisPC . Docx DocX DOCX
= Netmork Project Sound recordings 2016-2017 A Brief E-mail AMosaic of New
= Budget Notes Primer Words
*& Homegroup L L b b L
DOCX DOCX DOCX DOCX DOCX
Agendafor Budget Notes concordance Customer Order Customers
Industry Follow-Up
Conference
L LY LN LN 5N
DOCX DOCX DOCX DOCX DOCX
Day of the Living Doc3 Employees Essay Florence - The
Dead Piazza Dellz v
1 ~]

File name; [ Budget 2016-2017 Notes@

Save astype: | OOXML Text Document

+ Hide Folders

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 ibor ook Mail
@ Click the message that you want to ~ - - E feply dfepyal > Forvard ] Deete gl
delete. + Al Word Spy

5/6/2016 2:25 PM
Q Word Spy Word Spy - permalescent

e Cl‘ick Delete . N Word Spy Monday - May 9, 2016 To: paulmcfedries@hotmail.com

This week: more words that didn't 9:18 AM

Note: If you have a tablet PC, you can SR

also delete a message by swiping to the e e ' W ORD S PY

Hi Paul, Thanks for the first peek at t| Fri 5/6

+

left across the message. . THE WORD LOVER’S GUIDE TO
Mail removes the message from the 1 g S WORDS
Inbox and moves it to the Trash Pam Graves e
folder. e permalescent

n. An adult who is, and appears likely to remain,

Shrchy. Spnl 30/2015 emotionally or intellectually immature.

Skype
Your free Skype To Go number Etymology
=============oo====== 473072016 permanent + adolescent
= Example:
Restore a Deleted Message
: — lders & Reply & Replyall —>Forward [i] Delete [ Setf
@ click Al Folders (). Alfaider el e [beee e
Outbox Paul McFedries
Mail displays the folders list. zmzem
-~ RE: Artwork for word puzzle app
. Drafts ,; To: Pam Graves
© Click Trash. 1 . y o

Junk
Great news! Let me put together a package for you. | should be able to get you the §
Sent ¥y some Photoshop mockups by early next week.

Trash 2 | Bye for now,
k Paul

From: Pam Graves

Sent: Friday, May 6, 2016 2:23 PM

To: Paul McFedries

Subject: Re: Artwork for word puzzle app

Hi Paul,

I enjoyed meeting you, as well. Yes, I'd be delighted to create|
artwork. Please send the detailed specs so that I can provide
proper quote. If we agree to proceed, then we should set up 4
to discuss the project.
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Mail opens the Trash folder. rash - Outlock - Mai
e Right-cljck the message that = Search ORI ¢—Reply & Replyall —>Forward [i] Delete [0 Set
you want to restore. gl Trash Al Word Spy

5/6/2016 2:25 PM

o) saturday, May 7, 2016
0 aturaay, May 7, Word Spy - permalescent

To: paulmcfedries@hotmail.com

O Click Move.

lloyd.irene

D » RE: Windows 10 leach Yg It Visu;
Thank you so much for JIne Sats/y
WORD S PY

Word Spy
THE WORD LOVER’S GUIDE TO

Word Spy - permalescent ]E Delete
\Word Spy The Word Lover]|

H
Thursday, May 5, 2016 I i N WORDS
[Draft] Me F Setflag
» (no subject)

(] Mok a5 unread permalescent

Wednesday, May 4, 2016 n. An adult who is, and appears likely to remain,

B4 Move to Junk emoticnally or intellectually immature.

Skype
ive mom what she really wants.
give mom wha: she reallhy: wani.: ‘Wed 5/4 Etym°|°gy
permanent + adolescent
E‘ Wednesday, April 27, 2016
Examnles
Mail displays a list of folders. Tiash - Outfok - M
o Cljck Inbox = | Moveto.. &—Reply & Replyall —>Forward [i] Delete [0 Set
. Outbox Word Spy
Mail restores the message to 5 51612016 225 P

[ ~d X
Word Spy - permalescent

the Inbox folder. ~ To: paulmcfedries@hotmallcom

Junk

| WORD SPY

Trash
THE WoORD LOVER’S GUIDE TO
WORDS

permalescent

n. An adult who is, and appears likely to remain,
emotionally or intellectually immature.

Etymology
permanent + adolescent

Evamnloc

Can I remove a message permanently?

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 longer need the message.

Follow steps 1 and 2 in the subsection “Restore a Deleted Message” to open the Trash folder, right-click the
message you want to remove, and then click Delete. Mail removes the message permanently from your account.
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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 ¢ outlookcom - paulmet, X+
USE a Web browser tO naVigate &~ — X | & Microsoft Corporation [US] anZﬁ.mai\‘Iive.:nm/defauﬂ.aspx4 * ‘
to http://mail.live.com and sign #  Outlookcom — new
in to your account. 0 o«
e Click New folder v Folders ] Word Spy Word Spy Monday - May 9, 2... 9:18 AM
Inbox 1 ["] Paul McFedries, Paul Sellars ~ (3) Budget - first draft Q 224 PM
Junk 2 ["] Paul McFedries, Pam Graves 3) Artwork for word puzzle app 2:13 PM
Drafts [] Skype @ Your free Skype To Go number 4/30/16
Sent
Deleted
izttt 4 messages Page1 Goto

Click a message to show it here

This blank message helps protect your privacy, or you can show the first message here automatically.

You are prompted to enter the 4 Outosiceom - paumett X |
fOlder name. & = 0O |ﬂ Microsoft Corporation [US]  col126.mail live.com/ol/# Pre ‘
© Type the name of the new folder. B | Outiookcom — @wen
o Press (Z101) or click outside the I et ey
Folders ] Word Spy Word Spy Monday - May 9, 2... 9:18 AM
text box. Inbox 1 [ Paul McFedries, Paul Sellars ~ (3) Budget - first draft U 224 PM
The new folder .iS CreatEd. Junk 2 [ Paul McFedries, Pam Graves 3 Artwork for word puzzle app 2:13 PM
Drafts O Skype @ Your free Skype To Go number 4/30/16
Note: It might take a few minutes =il 4
. Deleted
before the new folder appears in the
a] app' New folder

Click a message to show it here

This blank message helps protect your privacy, or you can show the first message here automatically.
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tlook - Mail

Move a Message to Another

Folder = o o o = ¢FReply & Replyall —>Forward [i] Deid
@ 1n Mail, right-click the message o Al v paul Sellars
ou want to move 5/6/2016 2:35 PM
y - o Word Spy Re: Budget - first draft
. Word Spy Bonday - May 9, 2016 To: Paul McFedries
o Chck Move. This wes words that didn't 9:18 AM
D Budget 2016-2017 Notes.docx
Friday, May){p. 2016 m:‘ 181 K8
Paul Sellars b=
4 Re:Bud Fri 5/6 Hi Paul,
ke ﬁﬂ Delete g
Paul i Thanks for the first peek at the budget. Next year's|
au B4 Move good! I've made a few notes, which you'll find in th
HIGa N sent document.
Paul O setilag - Best,
Hi Pa Fri 5/6 Paul S.
] Mark as unread
Paul U
Hi P: Sent
"B Move to Junk & On Fri, May 6, 2016 at 1:01 PM, Paul McFedries <panlmcfedrie|
Hi Paul,
Pam Grave & e
+ Rer Artwork for word puzzle 2pp I've put together a first draft of the budget for next fiscal year (201
Hi Paul, | enjoyed meeting you, as we Fri 5/6 taking a look and writing up any comments you have (additions, de

Mail displays the list of folders.

tlook - Mail

&—Reply <&Replyall —Forward

[l De!

e Click the folder you want to use as Rlovals
the destination. Outbox

Inbox Y&

Paul Sellars
5/6/2016 2:35 PM

Re: Budget - first draft
To: Paul McFedries

uu:l

Hi Paul,

Mail moves the message.
Drafts ¥¢

Budget 2016-2017 Notes.docx.

Junk 181 K8

Sent ¥¢

Trash

Thanks for the first peek at the budget. Next year'|
good! I've made a few naotes, which you'll find in tl
document.

Work

Best,
Paul S.

On Fri, May 6, 2016 at 1:01 PM, Paul McFedries <paulmcfedri|
Hi Paul,

I've put together a first draft of the budget for next fiscal year (20}
taking a look and writing up any comments you have (additions, d|

How do I rename a folder?

How do I delete a folder?

Use a web browser to sign in to your account. In
the Folders list, right-click the folder you want to
rename and then click Rename. In the text box,
type the new name and then either press (] or
click outside the text box. You can rename only
folders that you have created.

Use a web browser to sign in to your account. In
the Folders list, right-click the folder you want to
remove and then click Delete. You can delete only
folders that you have created. When you delete a
folder, you also delete any messages stored in that
folder.
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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

Inbox - Outlook - Mail

= Search B & = £ Reply & Replyall —>F

. Settings
The Settings pane appears. . .
inbox Al Word Spy Press Manage Accounts
. ~ he release date of Technically Speal
© To change the Mail app < | I i et o, i <)
. . A This week: more words that didn't  9:18 AM Spy Guide to Bad Behavior. What a time [
background image, click O — P ncions
Personalization. Paul Sellars - | Automaic reptes

.
» Re:Budget - first draft T h P I I
Hi Paul, Thanks for the first peek at 1l ecnnic y

Fri5/6 S . H Reading
Pam Graves “ p 1
» Ret Artwork for word puzzle app | Signature
Hi Paul, | enjoyed meet Fii 5/6 What new word: rases tell
i Paul, | enjoyed meating you, aswi  Fri 5 i siew word riscai
increasingly o Tives 2222 Notifications

Saturday, April 30, 2016

Skype Email security
Your free Skype To Go number
s=smmssssmemmesooeee 473072016 N Whats new
Help
B
Trust Center
Coming June 1st!
= Feedback

Quote, Words, Unquote
) “As we grow older, we pare away all by About
= the “nonvulnerable elements” — the ac|
1 least, after we*ve gone.”
o —Katy Waldman, "Why Do We Delete th

Mail displays the - :

. . s “ 4 ThisPC » Pictures » Allan Gardens ~|& | search Allan Gardens o .
Personalization pane. - . &< Personalization
rganize ~ v folder E
Click B B VSO0 AMSONTI 0N 0150110 0ISOTIL0EE e
© clck Bronse. o I oY RE S
[ This PC.

The Open d]'alog bOX appears. P 201501 11_0986 201501 11_0987 201501 11_0888 201501 11_0989 Colors
Cick the i P EEEN
0 ick the image. I Phoes - =
201501 110990 201501171 ¢ 201501 110992 201501110993 . . . . .

e Click Open. . Use my Windows accent color

@ Light theme

lEl

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

e CIjCk BaCk (( ) to rEturn to the 201501 110998 20150111 0999 201501 111000 201501 111001 v
Settings pane. Fierame 2101 1o ] [ “

@ Click Reading (not shown).

201501 11,0994 201501110995 201501 11_0596 201501 110997
Dark theme

Background

Fill entire window

@ o

i
2
»

a0

:
Y

Quote, Words, Unquote

“As we grow older, we pare away all by

the “nonvulnerable elements” — the ac|
least, after we've gone.”

—Katy Waldman, "Why Do We Delete th
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The Reading pane appears.

e If 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.

© 1In the Mark Item as Read section,
click an option to specify when Mail

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

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

@ Click Quick Actions (not shown).

The Quick Actions pane appears.

@ If you do not want to use gestures
on a tablet, click the Swipe actions
switch to Off.

Click the Swipe right / hover v
and click the action that Mail
performs when you swipe right on a
message.

@ Click the Swipe left / hover v and
click the action that Mail performs
when you swipe left on a message.
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Search fo g2 =
Inbox Al v
Word Spy

Word Spy Monday - May 9, 2016

This week: more words that didn't 9:18 AM

Friday, May 6, 2016

Paul Sellars -
Re: Budget - first draft

€ Reply %Rep\yw( Read\'ng

Word Spy Press

As the release date of Technically Speal
special price. Word Spy Press is also offy
Spy Guide to Bad Behavior. What a timg

i |

s

Techmca]l

Auto-open next item
@ o
Mark item as read

@ When selection changes

Don't automatically mark item as
read

q
N
Hi Paul, Thanks for the first peekattl  Fri 5/6 N
i
S eakmg
Pam Graves & P l When viewed in the reading
+ Re: Artwork for word puzzle app I pane
Hi Paul, | enjoyed meeting you, asw  Fri 5/6 What new words ;..Aphmzs rell
~usabout technology and o
increasingly connected Iwus | Seconds to wait:
Saturday, April 20, 2016 {
giyr')e Skype To Gt b ""E !
rfree o Go number |
e~ ap0p2016 i Caret Browsing
"“m Use the caret to navigate the reading
el pane.
e
i S mu.:‘“:..h..,“.:: @D o
snoupocalypse Nesdeq
Coming June Ist! External content
Select an account
Quote, Words, Unquote oot .
“As we grow older, we pare away all by
the “nonvulnerable elements” — the ac|
least, after we've gone.” Apply to all accounts
N —Katy Waldman, "Why Do We Delete th
Search o & E & Reply  &-Replyall —FH QU ick Actions
Inbox Al
Word spy Press Select an account
The B Room As the release date of Technically Speal  Cutlaok v
e e special price. Word Spy Press is also offi
Make Isa Rached Mr. Gay Pride 201 2:54 PM Spy Guide to Bad Behavior. What a timg Apply to all accounts
I precr I -
Word Spy :" " 1| Your most frequently used actions are just a
Word Spy Monday - May 9, 2016 E i swipe away.
This week: more words that didn't 918 AM T h b
a I | H  Swipe actions
Eriday, May 6, 2016 cc nlc i
Speakin | @ o
Paul Sellars - P g l
» Re:Budget - first draft I Swipe right / hover
Hi Paul, Thanks for the first peekattl  Fri 5/6 oo woods and phoasetiy
us about technelogy and o Set/Clear flag -
ncreasingly conneated I’
Pam Graves &
» Re: Artwork for word puzzle app Swipe left / hover
Hi Paul, | enjoyad meeting you, aswi  Fri 5/6 ! Deleh
elete -
saturday, April 20, 2016 o 1
B2
Skype pn:trm
Your free Skype To Go number idon
et (D e i R

K super-cognition snewpocalypse Nesdaq

Coming Jue 1st!

Quote, Words, Unquote
“As we grow older, we pare away all by
the “nonvulnerable elements” — the ac|
least, after we"ve gone.”
—Katy Waldman, "Why Do We Delete th

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.

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 (&
click the Use an email signature switch to On, and
then edit the signature.

), click 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.

< Logophilia Hackathon - Event - Calendar

Home Format Review = Pop out

e @ o olala
L

Details People

Logophilia Hackathon °-

Sort by Original order v

Carlaw Hackerspace
Me

Organizer

Start: October 22, 2016 B 900AM v [ Alday
Paul Walker

pwalker@wanderlustitd.com

End: October 23, 2016 5 | 1200 AM -
Karen Harper

kharper@outlook.com

Hi, Millicent Peeved

Please join us for the 4* annual Logophilia Hackathon at the Carlaw mpeeved@pursedlips.com

Hackerspace. We'll be banging out wordplay code all day, then eating and

drinking like champions all night. Details to follow. Aardvaark Sorenstam

asorenstam@tuborg.com

See you there!
Paul|

David Appledor
dferry@ferryenterprises.com




CreateaContact . . . . . . . ¢ ¢ v ¢ v v v 0 v 0 v v o 98
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ViewaContact. . . . . . . ... .o v v v 104
EditaContact . . . . ... ... ........... 106
Assign a PhototoaContact. . . . . . . ... ... .. 108
Add Extra FieldstoaContact. . . . . . ... .. ... 110
Filter the Contacts List. . . . . . ... ... ..... 112
Link Multiple Profiles foraContact. . . . . . . . . .. 114
ViewYourCalendar. . . . . . . . ¢ v v v v v v v v o 116
Add an Event to Your Calendar . . . . ... ... ... 118
Create a RecurringEvent . . . . . . ... ... .... 120
Add an EventReminder. . . . . . . .. ... 0. 121
Send or Respond to an Event Invitation. . . . . . . .. 122

Customize YourCalendar . . . . . ... ... ..... 124



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.

@ click start ().
© Click People.

The People app loads.

€ Click Add contact (+).

98

Most used

Snipping Tool
WordPad

Maps

3D Builder

Alarms & Clock

%'| Apple Software Update

Microsoft Edge

O

OneNate

Weather

People

CONTACTS &

[ Search

Showing all

A

@ Aardvaark Sorenstam
B

@ Becky Solnit

@ Blue Harper-Ferry

D
@ David Appledor

@ David Goodman

G

AARDVAARK
SORENSTAM
Outlook

Home phone

317-555-6789

Email Personal
asorenstam@tuborg.com

Company
Tuborg Research

Play and explore

C] pent
S -

Groove Music Movies & TV

HISTORY
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The New Contact screen © peorie o0 x
appears. NEW MICROSOFT ACCOUNT CONTACT =] X
e Type the contact’s name.
Add
© Click the Phone v and then oo
click the type of phone number
that you want to enter. sveto Change label
Microsoft account . é v
@ Type the contact’s phone Name e
number. ‘EHCody Codrington Home Vs
———————llork —
() You can click Add () to add P ) any *
: ]
another phone number. pager
Home fax
Work email Work fax
1
+ Email
@ Click the Email v and then - o x
click the type of email address NEW MICROSOFT ACCOUNT CONTACT &E x
that you want to enter.
© Type the contact's email hoto
address.
() You can click the Email 4 to lsa;l:soﬁmum g
add another email address. -~
© Click Save (B). [coo comgtn |2
The People app creates the new Mabile phone »/
contact. | 317-555-2463 |
-+ Phone
Workemailvﬂ ®

8 codyc@coders.org
B 4 Email

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

@ 1n the People app, click =
More () CONTACTS + - 1

New
. . Search CODY CODRINGTON
@ Click Settings. cerc Setings %ﬂ

PROFILE HISTORY

‘Showing all

A Micro
Mobile phone
@ Aardvaark Sorenstam 31

Email Work
B codyc@coders.org

e Becky Solnit

@ Blue Harper-Ferry

@ David Appledor

The Settings screen appears. e 5
. SETTINGS
9 Click Add an account.

@ Click Google. “ e 8

B Qutlook
paulmefedries@hatmail.com Choose an account

. Qutlook.com

Outlook.com, Live.com, Hotmail, MSN

Contact list display

Sort contact list by Exchange
Exchange, Office 365

@ First Name

O Last Name E ez %4

Display names by E iCloud

@ First Last

O Last, First ﬁ Advanced setup

Filter contact list

Pick which accounts you'll see

About this app Close

Microsoft People 10.0.10811.0
© 2015 Microsoft Corporation.
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The People app prompts you for
your Google login data. @

e Type your Google email address. @
0 Click Next. mygoogle@gmail,comg

Need help?

0 Type your Google password.
© click Sign in.

sccssssssaces 0 ~ ‘
EETEESO

Forgot password?

Sign in with a different account

The People app shows you what - Windows would like to:
it will do with your Google data.
o cl.ick Auow. ™ viewand manage your mail @

Windows connects your Google

account to your Microsoft & foomoymaem Geode v
account.
& View your emall address 0}
€@ Click Done (not shown).
Bl Manage your calendars ®
9 Manage your contacts. 0]

By clicking Allowr, yu.l allovy Ihu app and Gong\e 1o use your information in
with th ferms of and privacy policies. You can

change this and uher.m:;mlm Permissions at any time.
Deny m

TIP

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 v 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.

Add Your iCloud Account

@ 1n the People app, click =
More () CONTACTS + 1 42

Mew
@ Click Settings. Search s <€) CODY CODRINGTON
l

ings
PROFILE HISTORY

Showing all

A

@ Aardvaark Sorenstam
B

@ Becky Solnit

@ Blue Harper-Ferry

The Settings screen appears. © People ~ o
SETTINGS

e Click Add an account. x

O Click iCloud. (3 o EUEEEE

E Qutlook
paulmefedries@hotmail.con I Outlook.com

Outlosk.com, Live.com, Hotmail, MSN

Choose an account

. . & Exchange
Contact list display E Exchange, Office 365

Sort contact list by

@ First Name E Google

O tast Name X icioud |}4

Display names by
@ First Last ﬁ Advanced setup
O Last, First

Filter contact list

Pick which accounts you'll see
Close

About this app
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The People app prompts you for X
your iCloud login data.
iCloud
e Type your iCloud email address. Email address
@ Type your iCloud password. | myidoud@iclouu.com@ |
o Click Sign in. Password

| Ty YY Y YT Y 0 o

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

Cancel Sign in ﬂ

Windows connects your iCloud X
account to your Microsoft
account. All done!

Your account was set up successfully.
© click Done.

E myicloud@icloud.com

Done @

TIP

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 v 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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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

o In the People app, scroll the
Contacts list up or down to
locate the contact you want
to view.

Q Click the contact.

The People app displays the
contact’s data.
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CONTACTS =+

| Search

Showing all

rA

@ Aardvaark Sorenstam

B
@ Becky Solnit

@ Blue Harper-Ferry

C

@ Cody Codrington

D

People

CONTACTS =+

| Search

Showing all

A

@ Aardvaark Sorenstam
B

@ Becky Solnit

@ Blue Harper-Ferry

C

e Cody Codrington Q

D

AARDVAARK SORENSTAM
PROFILE HISTORY
Outlook

Home phone
317-555-6789

Email Personal
asorenstam@tuborg.com

Company
Tuborg Research

CODY CODRINGTON i)
PROFILE HISTORY

Mobile phone
317-555-2468

Email Work
codyc@coders.org
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Search for a Contact People
o Click in the People app’s ETREE + . = Y
Search box.
[Search 7Y | copy coprinGTON
showing al PROFILE HISTORY
A Mic sunt
Maobile phone
@ Aardvaark Sorenstam 317-555-2468
Email Waork
B codyc@coders.org

@ Becky Solnit

@ Blue Harper-Ferry

C
© Begin typing the name of the People
contact you want to view.
CONTACTS + e
(2) People displays a list of
d
contacts with names that match | ° Q DAVID APFLEDOR
your typmg B DA 3 PROFILE HISTORY
: (s
€ When you see the contact you @ Devid Goodman
want to view, click the name in Email Personal
dferry@ferryenterpnses.com
the search results.
The People app saves the
updated data.
| TIPS
Is there an easier way to navigate the How do I delete a contact?
Contacts list? If you no longer need a contact, you should delete it from
Yes. Click any of the letters that the People = the People app to reduce clutter in the Contacts list. First,
app uses to divide the Contacts list use either of the techniques outlined in this section to
alphabetically. This converts the Contacts locate the contact you want to remove. Right-click the
list to a grid of letters and you then click contact and then click Delete. When the People app asks
the letter you want to view. you to confirm, click Delete.
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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

0 In the People app, click the —
contact you want to edit. TG + e
| Search AARDVAARK SORENSTAM
Sarime] PROFILE  HISTORY
A
Home phone
As 317-555-6789
Email Personal
B asorenstam@tuborg.com
@ Becky Solnit Company
Tuborg Research
@ Blue Harper-Ferry
C
e Cody Coc{glngton 0
D
© click Edit ().
CONTACTS + . 12
[ search | copY CODRINGTON
Showing all PROFILE  HISTORY
A Micro t
Mobile phone
@ Aardvaark Sorenstam 317-555-2468
Email Work
B codyc@coders.org
@ Becky Solnit
@ Blue Harper-Ferry
C
D
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People makes the contact’s -, T o x

fields available for editing. EDIT MICROSOFT ACCOUNT CONTACT X
e Edit the existing fields as

required. oo

O To add a field, click the 4
beside the field type you want

Name

Cody Codrington &
to use and then type the data. | |
© To remove a field, position e
th inter ([3) over N l
e mouse poin
. p . Work phone XQ
the field and then click (s |
Remove (X). e o
Work email ~
| codyc@coders.org
&-I— Email
G When you complete your edits, € poone - o x
click Save () EDIT MICROSOFT ACCOUNT CONTACT & X

People saves the edited contact.
Add
photo

Name

| Cody Codrington | Va

Mobile phone ~/

[ 317-555-2468 |

+ Phone

Work email ~

| codyc@coders.org

+ Email

~+ Address

TIP

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

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 () beside the Name field. In the Edit Name dialog box
that appears, fill in the name fields as needed and then click Done.
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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 a standard image for each contact. For your Microsoft
account, that image is a generic headshot, but other accounts have different images. For example,
Google’s images consist of just the contact’s initials. 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
contact you want to work with.

© click Edit ().

People opens the contact for
editing.

€@ Click Add photo.

108

People

CONTACTS +
[ search | KAREN HARPER
B PROFILE  HISTORY
C Home phone
@17, 7
@ Cody Codrington
Email Personal
D khary

@ David Appledor

@ David Goodman

G

@ Gypsy Hammond

K

@ Karen Harper

@) Karen Harper 1

& Prople - o x

EDIT OUTLOOK CONTACT =] X

Add 3

photo

Name

| Karen Harper | Y

Home phone

[[e1m 555-0087 |

-+ Phone

Personal email ~/

kharper@outlook.com

-+ Email

~+ Address




A version of the Photos app displays your
photos.

e Click the photo you want to add.

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.

© cClick Apply ().
People adds the photo to the contact.

@ Click Save (&).

People saves the edited contact.

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 ([F]) to preserve
your changes.
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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

0 In the People app, click the
contact you want to edit.

© click Edit ().
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CONTACTS +

| Search

B

C

@ Cody Codrington{
By

D

@ David Appledor

@ David Goodman
G

@ Gypsy Hammond
K

@ Karen Harper

Pecple

CONTACTS —+

| Search

B
(€

e Cody Codrington

D
@ David Appledor

@ David Goodman
G

@ Gypsy Hammond
K

@ Karen Harper

CODY CODRINGTON

PROFILE HISTORY

Email Work
codyc@coders.org

=

CODY CODRINGTON

PROFILE HISTORY

Mobile phone
317-555-2468

Email Work
codyc@coders.org




People makes the contact’s fields
available for editing.

€@ Click the Other 4.

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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&+ Other

€ People - o0 x
EDIT MICROSOFT ACCOUNT CONTACT X
Name Add a field

Cody Codrington —— e_ Va
] -

Mobile phone ~/ Company

317-555-2468 Job title

~+ Phone Office location

Significant other
Work email ~

codyc@coders.org Chidien

—+ Email Birthday

-+ Address

« People - a X

EDIT MICROSOFT ACCOUNT CONTACT & X

S~

Name

| Cody Codrington I Vi

Mobile phone ~
[ 317-555-2468 |

-+ Phone

Work email ~

| codyc@coders.org

-+ Email

<+ Address

Website X

[ ttpi/scoders oraf 0

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 (£1)+(%) 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 (£1)+( 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 List

Hide Contacts Without Phone reoe
Numbers &-couums +
@ 1n the People app, scroll to the [ seare CODY CODRINGTON
top of the Contacts list. S“““"Q@"ﬂﬂ FROHIEE - HISIAEE
. A Micros ccount
e C|.1Ck al.l.. Mobile phone
@ Aardvaark Sorenstam 317-555-2468
8 Aaron Black E::y‘:gx‘::fmg
@ Albany Clinic View website
hitp://coders.org/
@ Amanda Gambill
Q Andrea Aster

@ Andy Beaster

0 Athena Westlaken

@ Austin Wilson
B
The Filter Contacts dialog box ]
Filter contacts
appears‘ Hide contacts without phone numbers
s . . @ on
e Cth the H1de ContaCts W1thOUt Shows only the contacts you can call or text. You can still find the rest by
phone numbers switch to On. i
a Cljck Done, Show contacts from
Microsoft account
People only shows those contacts
Outlook
who have at least one phone
number. Microsoft Messaging
iCloud
Gmail
& Done Cancel
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Hide Contacts by Account

o In the People app, scroll to the
top of the Contacts list.

© click all.

The Filter Contacts dialog box
appears.

Click the account you want to

hide ([¢] changes to [_]).
@ Cclick Done.

People hides the contacts from
the account you deselected in
step 3.

TIP

Getting Social with Windows

&

People
+CONTACTS -

[ search CODY CODRINGTON
showing %@

A

@ Aardvaark Sorenstam

9 Aaron Black
@ Albany Clinic

@ Amanda Gambill

0 Andrea Aster
@ Andy Beaster

0 Athena Westlaken

o PROFILE HISTORY

@ Austin Wilson

B

CHAPTER

Filter contacts

Hide contacts without phone numbers

@D orf

searching.

Shows only the contacts you can call or text. You can still find the rest by

Show contacts from

Microsoft account
Outlook
Microsoft Messaging

&D iCloud

Gmail

o -

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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Link Multiple Profiles for a Contact

You can make your Contacts list more manageable and more useful by linking two or more contacts
that are profiles of the same person. When you add multiple accounts to the People app, 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 — it is a hassle to try to remember which is which. A better alternative is to link those
profiles, which tells People to display all the contact’s data in a single profile.

o In the People app, click one of
the profiles that you want to link.

© click Link (&)

The Links for Contact screen
appears (where Contact is the
name of the contact you clicked
in step 1).

€@ Click Choose a contact to link.
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@ Karen Harper

@ Katy Livingstone Outlook

@ Keegan D'Souza ﬁégt&mﬂe

@ Keven Menager Email Work

karenharper@logophilialimited.com

@ Kristen Watterson

Company

@ Kristin DeMint Logophilia Limited
it Job title
@ Kristin Vorce s
Creative Director
e Kyra Ferry
< People — = =

LINKS FOR KAREN HARPER

Linking multiple profiles for this contact lets you see all their info in one place.

Linked profiles

~
1 Karen Harper
Qutlock

Choose a contact to link

s
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Choose a contact

The Choose a Contact dialog box
appears.

e Click the contact you want to link.

| Search

K

@ Karen Harper@
s

e Katy Livingstone

@ Keegan D'Souza
@ Keven Menager

@ Kristen Watterson

@ «ristin DeMint

@ Kristin Vorce

° Kyra Ferry

L
People links the contacts and 07(— eopie o x
returns you to the Links for LINKS FOR KAREN HARPER

Contact screen.

Linking multiple profiles for this contact lets you see all their info in one place.

(1) The linked contacts appear here.

Linked profiles
© click Back (¢-) to return to the @ Karen Harper

Contacts list. Outlook a

~
/ Karen Harper

The contact’s Link icon (E3) Outook
now displays the number of
linked profiles.

Choose a contact to link

TIP

Can I remove a linked 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 unlink a profile from a contact, click the contact and then click Link (E3). In the Links for Contact
screen, click the linked profile that you want to remove. When People asks you to confirm, click Unlink.
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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.

@ Click Month.

Your calendar for the month appears.

e 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 Week.

To see just Monday through Friday,
you can click Work week instead.

Your events for the week appear.

9 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
o Click Day. &'< > August 2016 [Today [pay [ Workweek  F]Week [ Month
The events for a single day ;emy :fd
appear.
e Click € and > to navigate the 72
days.
Note: On a touchscreen PC, you ;
navigate the days by swiping left o
and right on the screen.
1a
12p
View Today’s Events
@ Click Today. < > May 2016 @)-Eroim Do Evokwes Eweck Evonn

Wednesday Thur]

1 2

Calendar navigates the current
view to include today’s date.

7a

8a

1a

12p

TIP

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 A and v 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 Calendar \

c In the Calendar app, navigate to the
date when the event occurs.

@ Click the time when the event starts.

Note: If you are currently in Month view,
click the day the event occurs.

6 Type a name for the event.
a Type the event location.
© Click More details.

Calendar displays the event details
screen.

@ 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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Q Use the large text area to type notes
related to the event.

Q Click Save and close.

Calendar adds the event to your schedule.

To make changes to the event, you can
click it.

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

& Lunch with Karen - Event - Calendar

Home Format Review
9 Save and close ]E Delete Busy

Details

Lunch with Karen

Langdon Hall
Start: October 27, 2016 £ | 12:00 pM
End: October 27, 2016 E 130 PM

Don't forget to bring the tickets! 0

o6

People

nvite 501

Sortby O

Me]

paul

< > October 2016

Thursday

57
27

Frida

28

121 | Lunch with Karen

Langdon Hall

event, follow steps 1 to 4 to start a new event, click All day (] changes to [¢]), and then click Done. 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.

© click Repeat (O).

@ Click v 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.

e Click Save and close.

Calendar adds the future events
using the interval that you
specified.

Note: To edit a recurring event,
right-click it and then click either
Edit occurrence to edit just that
occurrence or 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.

dd an Event Reminder

0 Follow the steps in the section &
“Add an Event to Your Calendar,”
earlier in this chapter, to create
an event.

@ Click the Reminder v .

Lunch with Karen - Event - Calendar

Home

Save and close m Delete Busy

Details

15 minutes v 0 IELI
L

People

‘Lumch with Karen

nvite someone

Langdon Hall
Start: October 27, 2016 =] 1200PM
End: October 27, 2016 B 130em

Don't forget to bring the tickets!

Sort by Original order

Me
paulmcfedries@hotmail.g

v All day

Click the length of time before =
the event that you want the

reminder to appear. 4

0 Click Save and close.

Calendar saves the event
and later reminds you of it
beforehand, according to the
time that you select.

Lunch with Karen - Event - Calendar

Home

Save and close m Delete Busy

Details

Lunch with Karen

Langdon Hall
Start: October 27, 2016 = 1200pM
End: October 27, 2016 B 130PM

Don't forget to bring the tickets!

Tday i C | B
None

People
0 minutes

B nvite someone
5 minutes

. Sort by Original order
5 minutes y

Me

30 minutes paulmcfedries@hotmail.g

1hour
12 hours

1day %0

1 week
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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 or Respond to an Event Invitation

Send an Event Invitation

0 Follow the steps in the section
“Add an Event to Your Calendar,”
earlier in this chapter, to create an
event.

9 In the People list, specify a person
that 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.

9 Press (=00

0 Repeat steps 2 and 3 for each
person you want to invite.

a Type a note that will appear with
the invitation.

@ click Send.

Calendar saves the event and sends
the invitation.
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End: October 22, 2016 i)

6:00 PM v

=

Home =7 Pop out
Saveandclose  [ii] Delete | Busy 15 minutes O 8
Details People
&Logoph'\\]a Hackathon °- Paul Walker
Paul Walker
S pwalker@wanderlustitd.com
Carlaw Hackerspace
Me
paulmcfedries@hotmail.com

All day

Logophilia Hackathon - Event - Calendar

Home Format Review 7 Pop out
6 B> send [ Delete | Busy 15 minutes olalQ
Details People
Logophilia Hackathon o~ Invite someone
Sort by  Original order ~
Carlaw Hackerspace
Me
Organizer
Start October 22, 2016 £ 200am v All day
Paul Walker
_ pwalker@wanderlustitd.com
End: October 23, 2016 B 1200 aM v
Karen Harper
kharper@outlook.com
Hi, -
Millicent Peeved
Please join us for the 4" annual Logophilia Hackathon at the Carlaw mpeeved@pursedlips.com
Hackerspace. We'll be banging out wordplay code all day, then eating and
drinking like champions all night. Details to follow. Aardvaark Sorenstam
asorenstam@tubarg.com
See you there!
Paul| David Appledor
dferry@ferryenterprises.com




Handle an Event Invitation
€ click Mail ().

Windows switches you to the
Mail app.

© Click the invitation.

€ 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.

e 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 (g) to return to
the Calendar app.

If I click Tentative, how do I later either

accept or decline the invitation?

Sunday Monday Tuesday Wednesday  Thursday Friday Saturda
1071
“ 7 8
L n 12 1 4 5
Glumbus Day
~ Outlook
[ US Holidays ! , 18
alendar
aren’s calendar
2 24 € 7 2 2!

Inbox - Qutiook - Mail

pe)

O

More calendars

~ ~ Qctober 2016 EToday Elpay Work week = Week & Month

Search o2 & = ¢ Reply <& Replyall —»Imnitemore [i Delete [ Setflag
Inbox Ml v @ Paul McFedries

Paul MFFEd”es 0 O Logophilia Hackathon

Logophilia Hackathon To: Paul Walker; Karen Harper; Millicent Peeved; Aardvaark Sorenstam; David Af

Hi, Please join us for the 4thannua ~~ 3:31PM
when  Saturday, October 22, 2016 9a - Sunday, October 23, 2016 128 View

Saturday, April 23, 2016 Where  Carlaw Hackerspace
billing@microsoft.com

Office 265 Home reney onfirt
ello Paul McFedries, e

v Accept v ¢ Tentative v X Decling

(@ This mee he 1yourcal  Edit the response before sending

Hi,
Send the respanse now 0
b:

Please join us for the 4* annual Logophilia Hacl
out wordplay code all day, then eating and drin

o . ”
Don't send email to the organizer

See you there!
Paul

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 (X).

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.

123



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.

Customize Your Calendar

€ Click Settings (B).
© Click Calendar Settings.

The Calendar Settings pane appears.

€@ Click the First Day of Week v and
then click the day you prefer to use
as the first of the week.
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~ QOctober 2(]

TaRunn

Settings
Manage Accounts
Personalization

Calendar Settings I}Q

Weather Settings

What's new
3 24 2 Help
1 1
31
JaRunn  Columbi Trust Center
Gtnal Feedback
v Microsoft account 16 1 8 About
7aRunn
A Outlook
Paul's calendar
More calendars 7aRunn
© 1

New event

October 2016

Su Mo Tu We

3 24 2

3

~ QOctober 2(]

TaRunn

JaRunn  Columb:

< Calendar Settings

Week

First Day of Week

Sunday

Sunday

Monday

~ Gmail Thursday
v Microsoft account 16 1 8 Friday
7a Runn
A Outlook Saturday
Paul's calendar )
Saturday
More calendars e

& &

©

&

Working Hours

Start time




@ Use the Days in Work Week check
boxes to define your workweek.

Click the Start time v and then
click the End time v to define the
beginning and end of your workday.

@ If you want to display week numbers in
the calendar, click the Week Numbers v
and then click an option (see the Tip for
an explanation).

0 In the Calendar Colors section, click the
color option you prefer () changes
to @).

e Click outside the Calendar Settings pane
to close the pane.

Calendar puts the new settings into
effect.

What is the difference between the two Week Numbers options?

+ New event

October 2016

Su Mo Tu

~ Gmail
v Microsoft account
~ Outlook

Paul's calendar

More calendars

+ New event

October 2016

Su Mo Tu

~ Gmail
v Microsoft account
~ Qutlook

Paul's calendar

More calendars

™ [&

' Qctober 2(]

Sun Mon e

7aRunn

T7aRunn  Columbi

7aRunn

TaRunn

< Calendar Settings

Days in Work Week

Sunday

+ Monday

0

+  Friday

Saturday

Working Hours

Start time:
8:00 AM
End time

5:00 PM

' Qctober 2(]
Sun Mon Tue

7aRunn

7aRunn  Columbi

< Calendar Settings

Start ime
8:00 AM
End time

5:00 PM

Week Numbers

Off

Calendar Colors

Light Colors

& @ Bright Colors
16

7aRunn

TaRunn

Alternate Calendars

Enable

Besides the default option of None, the Week Numbers list offers two numbering options:

First Day Of Year — If you select this option, 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 — If you select this option, 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.
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CHAPTER 6

Performin
DEVA DL
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; tracking a stock; and getting the latest sports news.
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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.

O 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.

To see results from a specific category,
click a heading, such as Documents.

@ You can also use these icons to click a
category, such as Settings (F).
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Best match

F\ WordPad
= Desktop app

Documents >

B Working with PowerPoint Slides.docx -
in Documents

D Working with PowerPoint Slides.docx -
in Lesson1

% Work Notes.rif
0 Working with Investments.xlsx
Folders
Workbooks - in Documents
Workbooks - in Onelrive
Workbooks (1)
Settings >

web >

B & Db0D D0 = Hn &

work 4

Best match

F\ WordPad
— Desktop app

Documents 5

Working with PowerPoint Slides.docx -
in Documents

Working with PowerPoint Slides.docx -
in Lesson1

| Work Notes.rtf
Working with Investments.xlsx
Folders
Workbooks - in Documents
Workbooks - in OnzDrive
Workbooks (1)
Settings

Web

B £ 0O 0 8B = 4§

work




CHAPTER

Performing Day-to-Day Tasks with Apps

Windows displays the category items

that match your search text. gest match for documents
\ |_/ Working with PowerPoint Slides.docx
e Click the item you want. o e e
Windows opens the app, setting, gt
document, or website. Last modified: 2/25/2014

Documents
2 Work Notes.rtf
Working with Investments.xlsx

| New Words in the
Modern Workplace.rtf

New Words in the Q
Modern Workplace.docx ~®zges

New Words in the
Modern Workplace.docx - in Writing

Adventure Works 2015 Sales
Proposal.pptx

E & 0O D 8= &hHh &

documents: work

Search from a Folder Window I SemrnToas | budget - Search Result in Documents - o x

0 Click File Explorer ([3]). C 5B s vo m.getg xo
e Open the folder you want to search. ;;’: ] 2 g o 0 e 9K A
e Type your search text in the Search e = i it e
b OX. Documents E;:iii:ﬁwlﬁiggj;ﬁxum PM e e
@ As you type, Windows displays the T e ) e
folders and documents in the current B v [ e e e
folder with names, contents, or & LocalDisk(C) — Budget Estimatesxls e 245k

= Network Date modified: 5/17/2006 2:23 PM Authors: Paul McFedries

keywords that match your search text.

& Homegroup % Hardware Presentation.ppt Size: 15.1 MB
Date modified: 3/8/2005 2:23 PM Authors: Paul McFedries
@ 1 you see the folder or document Inroducing Cloud Computing 561

! Date modified: 5/13/2015 2:53 PM

that you want, double-click it.

" Expensesxls Size: 27.5 KB
Date modified: 3/22/2006 5:18 PM Authors: Paul McFedries
The folder or document opens. ) Product deas 1 J—— .
10 items B== &

Can I restrict my folder searches to a particular file Is there any way to tell Windows that I
type? specifically want to search for settings?
Yes, you can tell File Explorer to search only one of more Not directly, but the Settings app does have

than 20 different file types, including documents, music, a search feature. Click Start (E), click

and pictures. In File Explorer, click inside the Search box Settings (), and then use the Find a

and then click the Search tab in the ribbon. Click the Setting search box to type a word or phrase
Kind # and then click the type of file you want to find. for the setting you want.
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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.

0 Click inside the Search box.
9 Click Cortana can do much more.

See all tips

Apps

Cortana can do much more... A
(N

Ask me anything

Windows lets you know that Cortana
will collect information about you.

Q Click Sure.
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If you are not signed in with a
Microsoft account, Cortana asks
you to sign in.

@ click Sign in.

Sign in Maybe Later
(L=t
L3

Ask me anything

The Choose an Account dialog
box appears.

© click Microsoft account and
then follow the prompts to set
up your account.

Choose an account

Note: See Chapter 1 to learn how to B Moot amount ﬁ

Outlook.com, Hotmail, Live,

switch to a Microsoft account.

You can now use Cortana to
search your PC.

Maybe Later

Ask me anything

TIP

How do I use Cortana? How do I adjust Cortana’s settings?
Display the taskbar and then click Talk (%) inside the Search Click inside the Search box, click Notebook
box. You then see the prompt “Ask me anything” in the Search | (M), and then click Settings (:3:). Use the
box. You can then either speak your search text or specify an | Settings pane to adjust the settings as
action, such as calling a contact, creating a calendar entry, needed. If you no longer want to use
setting an alarm or reminder, or taking a note. Cortana, click the Cortana switch to Off.

131



Get More Qut of Cortana

he Cortana voice assistant gets more powerful with each new update of Windows 10, but to

take advantage of that power you need to provide Cortana with information about yourself. This
information can include your favorite sports teams, the type of food you like, or the academic field
you study.

You can also use Cortana to streamline aspects of your life. For example, you can use Cortana to set
up reminders to appear at specific times, when you arrive at or leave specific places, or when you
interact with a specific person (for example, by sending email to or receiving from that person).

Get More Out of Cortana

Tell Cortana Your Preferences
0 Click inside the Search box to open

Notebook

Cortana. W = Getiing arouns
e . 2 P Health & fitness
[+]
Cth NOtebOOk (). ﬁ Meetings & reminders
e Click a section. O3 Movies & v

News
ﬁ On the go
D Packages
@ Reminder suggestions
@5 Reservations
(b shopping
B Special days
i} Sports
¥

Ask me anything

Cortana displays the options for that
section.

0 Use the switches to toggle section

features on and off. i
. . . All sports cards & notifications
© Cclick an Add link to provide Cortana & o
with specific information.

Score updates for your teams

@ click Save. @ o

Cortana saves your data and uses it to T S
provide you with better information @D o
and search results.

Teams you're tracking

+Add a re@n@

Save

Ask me anything
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Set a Reminder

0 Click inside the Search box to open
Cortana.

© Click Notebook ().
€@ Click Reminders (not shown).

O click Add (53).

= Reminders

Select + to add a new reminder

Ask me anything 1

Cortana prompts you to set up the new
reminder.

e Type the reminder text.
Q Select the type of reminder:

You can click Person to be reminded when
you interact with the contact you specify.

Call Karen| =<' 5

Person| Place ©r Time
You can click Place to be reminded when
you arrive or leave the location you

specify.

You can click Time to be reminded at the
time you specify.

@ Click Save.

Cortana sets up and activates the reminder.

Is there an easier way to invoke Cortana than
always clicking Talk (¥)?

Add a photo

Save

How do I clear the personal information that
Cortana has saved about me?

Yes, you can configure Windows 10 so that you can
invoke Cortana by saying “Hey Cortana” into your

microphone. To set this up, click inside the taskbar’s

Search box and then click Settings (¢5:). Click the
Hey Cortana switch to On.

Click inside the taskbar’s Search box and then click
Settings (:5:). Click Change what Cortana knows
about me in the cloud to open the Personal
Information window. Use the links provided to clear
your personal information.
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Configure Skype Video

You can use the Skype Video app to place phone calls to friends and family using your Internet
connection. Note that, unlike regular phone calls, Skype Video 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 Video 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 10
will assign you a Skype account automatically using your Microsoft account.

Configure Skype Video

@ click start (). , e
© click Skype. A ®
;::::plcar!up_lign tries to move on
plagiarism controversy
o
Cortana  CNN-9minutesago  Money
B [ 4
1 P—‘\sk me anything
The Sign In screen appears. B s B - o x

e Type your Skype or Microsoft o
account address. Sign in

@ Click Next.

Sign in using your Skype or Microsoft account.

tyvwin10@outlook. com‘ ﬁl

Create a new account

134



CHAPTER

Performing Day-to-Day Tasks with Apps

Skype prompts you to enter your account © sipe %
password.

e Type your password.
@ click Sign in.

Please reenter your password

We need to verify the password for your Microsoft account.

tyvw10@outlook.com

Forgot my password

Skype completes the configuration and 8 sope s v - o x
displays its main window.

RECENT Al

How do I change items such as my mobile Can I add multiple phone numbers to my Skype account?
phone number and current status? Yes. Open Skype, click Menu (=), and then click Settings
Open Skype, click Menu (=), and then to display the Skype Settings screen. Click My phone

click your user name. Skype displays your numbers. Microsoft Edge launches and displays your online
account info where you can edit your status | Skype profile. Click Add a phone number, type the phone
and phone number. number you want to include, and then click Add.
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Call Someone Using Skype Video

nce you have Skype Video set up on your PC, as described in the previous section, “Configure

Skype Video,” you are ready to make and accept some 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 Video

Initiate a Call B soee W ~ o«
0 Click Create a new RECENT & tlpntltledm N
. Today
conversat]on * Intitled conversation
() — 3

© click More ().

€@ Click Add people.
David McHammond joined 16:29

Davuf MrcrHrarmmond enabled joining this 16:29

Davui !\..‘I_c_}.-l_a_mmond enabled joining this 16:29

David McHammond joined 16:29
} + Type a message here M e
The Add Participants pane B sope s - - o x
appears. RECENT 41 Add participants

Today
) Paul McFedries %

Untitled conversation
David McHammond joined Type a name

0 Type the name of the person you
want to call.

All contacts

Echo / Sound Test Service
L]

M Paul McFedries
o

When the person’s name appears
in the list, click the check box
beside the name () changes

to @)).

@ click Add.

@ Add Cancel

Anyone else? Send them a link

[

+ Type a messa: Gz Wil
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0 Choose the type of call you want to © siore e - -0 x
. y Paul...
make: e 2O 0 00
@ You can click Call (@) to make a voice Paul McFedries,
David McHammond added Paul McFedries to th...
call.
© You can click Video call (@) to make a
video call.
David McHammond joined 16:29
David McHammcnd enabled joining this 1629
David McHammond enabled joining this 1629
David McHammond joined 16:29
David McHammond added Paul McFedries to the 1630
chat
+ Type a message here me
Accept a Call Q sore
o Click Video (Q) pavid Meremmend. . David McHammond, ...
Ringing...

RECENT Unread ~

© If you want to use voice only, you can
click Audio (), instead.

© To decline the call, you can click
Ignore (B).

Today

David McHammond, ...
call started

TIP

How do I add a Skype contact who is not in my address book?

Send that person a contact request. Follow steps 1 to 3 to display the Add Participants pane and then
click Copy Link to place a copy of the conversation address in memory. Open Mail or some other
communications app, start a new message, press (©.()+() to paste the conversation address, and then
send the message. When the other person clicks the link to join the conversation, he or she will be added
to your contacts.
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Display a Location on a Map

You 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 ().
Q Click Maps.

Microsoft Edge

O

CNN - 9 minutes ago.

[NE

1
The ﬁrSt t]me that you Start Let Windows Maps access your location and location history?
Maps, the app asks if it can use
your location. Let Windows Maps access your location and location
€ Click Yes. history?

To change this later, go to the Settings app.
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0 Type the address or the name of
* 4 @

the location. & e
mMuwumofMathl % »”{4;, il

Click the location in the search .Ma[ngTEIWCS_Q Lo |

results. e K. Hois
@ To see a list of matching

locations, you can click

Search (,©) and then click the

location you want.

an Ocean

NAMIBIAS, MADAGASCAR

SEUTH
AFRICRS

© Maps displays the location on B
the map. e, R i -2
5 5 - A tv
.q’a

7 ;
e o
-?g,;”‘r,_ _J KOREATSW{\‘

© Maps displays information about

the location. S e Ny
2 £y,
. . Yt swe 9 pin r e 4] "a'”-a_‘.“ b
© In the Navigation toolbar, you g /IS [, W
can click Zoom in (§§) and G, Ry /4 ' [Trs £
1212) 542-0566 " i é@
Zoom out () to see more or = N SN
- L W AN M frori iy
less map detail. LD, S
0o & g (Madic ok
@ You can click Show my location Rw— e, g A
(@) to see your current in®aaae e B L I SN F
. - S ; B LI Y Solth P
location. g . et S, P, e
DISTRIET § % < J e
. . Noble E Oy s \‘? =
@ You can click Close (E4) to hide N ;- 4

o niof sqbive o 2016 Hee, € 2016 Mirosot: Corporation

the location information.

Can I turn off location
services?

Yes. Click Start (E) and then
click Settings (). In the
Settings app, click Privacy,
click Location, and then click
the Location switch to Off.

How does Maps know my location?

First, it looks for known Wi-Fi hotspots, which are commercial
establishments that offer wireless Internet access. Second, if you are
connected to the Internet, Maps uses the location information
embedded in your unique Internet Protocol (IP) address. Third, if your
PC has a Global Positioning System (GPS) receiver, Maps uses this GPS
data to pinpoint your location to within a few feet.
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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.

0 Click Directions (©).

Q Click the travel method:
Driving (&), Transit (8), 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.

Q Type the name or address of
your destination and then

press (Z1.0.
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O Maps displays an overview of

the route.
© This area tells the distance and
approximate traveling time by
the chosen travel method. i e

> T Head southwest on 9th Ave.

© This area displays the various
legs Of the journey' T ::e;pleltonthTGthSt.

e Click the first leg of the trip. 3 7 TR

r 0.5 mi

Turn right onto W 26th St.
PO You have reached your destination.

s are purely informational, They coul
e for various reasans like construction, traffic,

FLATIRON-' [
DISTRICT

w5/ L7
. |_gethune-st ! ~Unipn/Square. y
m;{ﬁ!l}\ﬁﬂw < o © 2016 HERE €206 Micrasoft Corporation
Maps zooms in to show you just = - o x
that leg of the trip. ; A
= \“ . <z, *f
& To M 0 | / e : ) “B‘ 1.
As you complete each leg of = o | 2
: : - By, ¥/, CHELSEA
the trip, click the next leg for saan 5 | NN
further instructions. N RSN .

e 460
Keep left onto W 16th St.

02 mi I / G ° @ ficyce Theater
&‘1 Turn left onto 8th Ave. | / - e " A %
| / ‘v
|

MEATPACKING. Srcund Zero
[DISTRICT// & M

0.5 mi

Workshop
r Turn right onto W 26th St U s
k.
<
&
P9 You have reached your destination. | g J Y Tz
e =
These dire armationsl, They I
5 ressons ke co ame gl
| 7
I wrathse o
e : | | Bethune st
el Perey School| < A \ "-r(
£ v L
g £ BayManes [N B = AN e
I & | L= | dodare .ﬂ;mwsha:zme@t‘mm wpgton

Can I get traffic information as I follow the directions provided by Maps?
Yes. In the Navigation toolbar, click Map views (F£3) and then click Traffic to see the current traffic
conditions:

e Green means traffic is moving normally on that route.
® Yellow means traffic is slower than normal.

® QOrange tells you that traffic is slow.

e 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 the MSN Weather service provided by Microsoft, which uses
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 your 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 ().
e Click Weather.

Cortana  CNN - 9 minutes ago

B

1 Ask me anything

The Weather app appears. The
first time you start the
program, it asks you to

specify a default temperature We|come

unit and location.

Show temperature in:

Click Fahrenheit or Celsius ® fanrenheit O Celsius

(CJ Ch an geS tO @ ) . Please choose your default location
Search for a city P

Note: You can change your default location anytime in Settings.

142



CHAPTER

Performing Day-to-Day Tasks with Apps 6

@ Begin typing the name of the

Show temperature in:

default location you want to use. o Favenne ) Cebius
. . Please choose your default location

When you see the location in the —

list, click it. odiona

Bennsylvanis, Us

Indiana Harbor
Indizna, United States

Indianapolis 0
Indiana, United Sates [

Weather displays the location’s

current conditions and forecast. fo
Check Your Current Location P N
Forecast o ¢
. . ' & €
0 Click Settings ([&). 2 90

. Partly Sunny
———
~ Updated as of 4:27 PM
Feels Like 96°  Wind « 1 mph
rometer 30.16 in Humidity 54 %

Click Always detect my location
(O changes to @)). s R

Weather asks for permission to
use your location. 1

€ Click Yes.

Weather determines your current
location.

0 Click Back (¢-).

Weather displays your current
location’s conditions and forecast.

Settings

General  Privacy statement  Termsofuse  Credits ~ About

Let MSN Weather access your location?
Show temperature in:

@ fotverhet O cetsus Let MSN Weather access your location?

To change this later, go to the Settings app.
Launch Location

(changes take effect after app restart) 3 Yes
L3

@ Always detect my location

Q) Default Location

Why does the Weather app say, “Your How can I see my city’s forecast when I start the Weather
location cannot be found”? app?

You have turned off location services. If your city is the only one added to Weather, then you see
Click Start (E), click Settings (), click | your forecast when you start the app. Otherwise, make your
Privacy, click Location, and then click city the app’s default location. To do this, open the Weather
the Location switch to On. Click the MSN | app, click Settings ([&), click Default Location () changes
Weather switch to On. 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 Maps to look up the weather forecast for most cities around the world.

\ Check Another City’s Weather Forecast

o In the Weather app, click
Menu (=). 1 o= Foreaan O %

Forecast _

Maps Indianapolis, IN

e Cth Favontes' ~  Historical Weather :. - 9 O 5 z
Y= Favorites n 2 fm e artly Sunny
: '-""”’:dﬂs PM

News
Feels ke 96°  Wind « 1mph  Visibility 10mi
) Send Feedback Barometer 30.16in  Humidity 54%  Dew Point 71°

The menu appears.

Mon 25 Tue 26
% o o <
91° 78 91° 75° 89° 7 86° 72

Mostly Cloudy Sunny Mostly Sunny Sunny. Mostly Sunny

4 Summary

The Places screen appears.

€@ cClick Add (F3). -

Favorites

Launch Location

-'lndianapolls. IN_f

N Ve 'nF 90°
&= 729

Partly Sunny

= Favorite Places
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@ Type the name of the city whose

weather you want to view. Sl Add to Favorites
O As you type, Weather displays place .
names that match. € il el
" Tor 4 Y /O
6 When you see the location that you N Tororto e &

[

Torrance
California,

want, click it. - &

Torquay A

England, United Kingdom

© Weather adds the location to the
Places screen.

Q Click the location.

Weather displays the city’s current
conditions and forecast.

Favorites

Launch Location

Indianapolis, IN

sTakd 90°
72°
Partly Sunny

Favorite Places

Toronto, Canada

°F 80°  ASmph
69°  #0%
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 (BF) to open the Weather app’s Settings steps 1 and 2 to display the Places screen, right-
pane with the General tab displayed. Then click click the city that you want to remove, and then
either Fahrenheit or Celsius () changes to @)). click Remove from Favorites (0X).
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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 calculation, 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 ().

Sticky Notes
g ® =
Q Click Calculator. ot 20 D [ -

Snipping Tool

Cortana  CNN - 9 minutes ago

News OneNote

‘Weather

Caleulator

Calendar
B Camera
1 Ask me anything
The Calculator app appears. o = @ @
= CALCULATOR History ~ Memory
Select a Calculator or Converter
0 Cth Menu (E)' Scientific 0
e Click the calculator or converter you Programmer
Want tO use. Date calculation " "
CONVERTER « Y
Volume & o
Length
‘Weight and Mass 9 X
Temperature 6 _
Energy
Area 3 +
B S;ﬂmgs =
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Perform a Calculation —

0 Click the numeric buttons to I pstery - Memary
enter a number.

0 Click an operator.

Q Repeat steps 1 and 2 as weoow ws
needed. % y \ "

O click Equals (=). .
CE C < 5 hﬁ

Calculator displays the result.

4 5 6 -
1 2 3 +
s o . -0
Perform a Conversion -8 X
0 Click the top v and then click it
the unit you want to convert
from.
CE <
Click the bottom v and then 2.27
click the unit you want to doerame - o e
convert to. : 7% 9
6 Click the numeric buttons to 4 5 6
enter the value you want to
convert.
50044930 1 2 3
O Calculator displays the
Pounds ~~
converted value. 0
0

About equal to

036st 227 hg (8% 5.25 soccer balls

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 the | that you might need to scroll down the

result from memory, click the MR button. History list to see the calculation you want.
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Get the Latest News

You can use the News app to read the latest news stories and to locate stories that are important
to you. The News app aggregates news stories from a wide variety of web sources, including the
Associated Press, Reuters, the New York Times, and CNN.

The News app’s main page — called Headlines — displays stories in various categories, including
Technology, Business, Politics, and Sports. If you are interested in other topics, you can customize
News to show stories related to those topics.

\ Get the Latest News

@ click start (). s
© Click News. ® =

Microsoft Edge Groove Music Movies & TV

O

WordPad Cotana  CNN - 9 minutes ago

3D Builder 2 3

OneNote

B

Weather

Ask me anything

The News app appears.

f =+ Search
Note: If News asks you to
personaljze the app by Choosing My News Crime  Election 2016  Opinion  Offbeat  Technology Entertainment
interests, click Skip. fi \
. A Local \
9 Click a category. . ‘
> Videos . P f =
You can also scroll up and I — Y R \ 4
down to see the main stories _ N
in each category. ' 4
round zero for protests Obam s sl cx
O Click Menu (=). licy —
ago ] ed Pres: 7 mins ago

Q Click Interests.
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The Interests page appears.

Interests

To add a new interest, use the
Search box to type the name of
the topic that you want to add.

O News displays topics that match.
Click the topic that you want

Feat
tO a dd . cryptogenic organizing pneumania
Interest

Search for an Interest to explore

© News adds the topic to the bottom
of the Interests page.

My Interests
All Interests
Featured
News
Entertainment
Lifestyle
Money

Sports.

trypmgl@ X 0
cryptograms E
Interest
MY cryptography =]
Interast [N
Alll N
cryptogenic cirrhosis =
Interest
=
=
New
cryptogenic =}
Interest
Ente
cryptogram solver [
Lifes Interest
Money
Sports Technology
Interests
Search for an Interest to explore
Search ,O

Microsoft

*

cryptography

*

Can I see news that focuses on a particular
country?

Yes. To see news from a particular country, click
Menu (=) and then click Settings (&) to open the
News app’s Settings pane with the General tab
displayed. Use the Choose edition list to select the
country whose news you want to view.

Can I see news that focuses on my current
location?

Yes. To see news related to your location, click
Menu (=) and then click Local. When the app asks
if it can use your location, click Yes. News displays
stories and sources that are associated with your
PC’s current location.
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Track a Stock

ou can use the Money app to read the latest financial news stories, see the latest financial
data, and create a list of stocks to track. The Finance app combines a wide variety of financial

information in a single place.

The Money app’s main screen — called Home — displays financial news; Dow statistics, NASDAQ
information, and other index values; major stock activity; bond prices; interest rates; and more. You can
also use the Money app to create a list — called a watchlist — of the stocks that you want to track.

| Track a Stock |

@ click start ().
Q Click Money.

Note: If Money asks you to choose
an edition, click the country and
language you want to use and then
click Continue.

The Money app appears.

@ To read the latest financial
information, you can click a
category.

You can also scroll up, left, and
down to see the latest financial
news and data.

@ click Menu (=).
O Click Watchlist.
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= I

News OneNote

Alarms & Clock

1 hsk me anything

I

Movies & TV

Search Quotes

Real Estate  Careers  Videos

e i

Personal Finance

Home Investing
Markets
Watchlist 4
*
Currencies

Mortgage Calculator
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World Markets about the new'rule
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The Watchlist screen appears. Money - o x

© click Add (+). € o O+ 7 = - s o

Today  Watchlist News Investing Personal Finance Real Estate  Careers  Videos
© If you have not yet added a
stock to your watchlist, you can
also click Add () here.

& | Add a favorite

Tap here to add your favorite stocks, fund, or indexes to your watchlist

The Add to Watchlist screen
appears.

€~ Add to watchlist

@ Type the stock symbol or name
of the stock that you want to

Add to Watchlist

add. goo @ X /O
@ As you type, Money displays Connan Greup e
stocks that match. oo Hong Korg
0 When you see the stock that G O oo i o NASDAQ
you want, click it. - NASDAG
Money adds the stock to the 600G NASDAQ
Watchlist screen. i ﬂ -
033340 Korea
Note: Your watchlist also appears i
on the MSN Finance screen.
TIPS
How do I remove a stock from my Is there a way to keep my watchlist on-screen so that I can
watchlist? monitor it?
Follow steps 1 to 4 to display the Yes, you can snap Money to the edge of the screen. In Money,

Watchlist screen, click Edit (&), and | display the Watchlist screen. Now press (J+(3) to snap the
then click Remove (X) beside each window to the left side of the screen. If you prefer to snap the
stock you no longer want on the Money window to the right side, press and hold (] and tap ()
watchlist. until the window is in the position you want.
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Follow Your Favorite Teams

You can use the Sports app to catch up on all your sports news. The Sports app combines a wide
variety of sports news and information in a single place.

The Sports app’s main screen — called MSN Sports — displays the top story of the day, other sports
news, the day’s schedule of upcoming games, and the latest scores from those games. You can also
use the Sports app to create a list — called My Favorites — of the teams that you want to follow.

Follow Your Favorite Teams

@ click start ().
0 Click Sports.

E

Reader

it =

Reading List app

Scan
Settings
Skype Preview otos. ortana CNN - 9 minutes ago
Sports
B 0

News

owme 0 |l

-}
ua

Voice Recorder

@ Weather

Windows Accessories
New

Note: If Sports asks you to choose 1 FEl 2sk me anything
an edition, click the country and p— —
language you want to use and then 3 Today S

click Continue.

pshows ~ Videos 0

The Sports app appears.

S © €|

NHL

@ To read the latest sports
information, you can click a

Golf

Major League Soccer

category. o ¥
NASCAR Sprint Cup | title with b Eight NFL players geacly to.emefge as
You can also scroll up, left, and superstars
Tennis Arsrante2 h
down to see the latest sports el
news, schedules, and scores. Rl
. More Sports
9 Click Menu (E). orites TO BEAUTIFUL
The menu appears. e
pp

O Click My Favorites. 3 et
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The My Favorites screen appears. Sports

e Click Add (). € My Favorites —+ & -+ Sports/Teams

e
(28l Favorite Teams
&
@ Favorite Sports
e
® “) N 6  nea

The Add to Favorites screen Sports

appears.

& Add to favorites Sports/Teams
@ Type the name of the team that
you want to add.

& O

Add to favorites

indian‘ 4 X /o

© As you type, Sports displays
teams that match.

<&

0 When you see the team that you @ e et ﬂ O
want, click it. Ind~iana Pacers B
NBA
Sports adds the team to the My & Cleveland Indians C
Favorites page. @ M
Indiana
Q Repeat steps 5 to 7 for every = NCAK Footbal v
team that you want to follow. @ Indiana Hoosiers i}
You can now see news,
schedules, and stats by clicking
a team in the My Favorites list.
TIPS
How do I remove a team from Can I see more information about a particular sport?
the My Favorites list? Yes, the Sports app offers information on several sports leagues,
Follow steps 1 to 4 to display including the National Football League, the National Basketball
the My Favorites section. Click Association, Major League Baseball, and the National Hockey League.
Edit (¢ ) and then click For each league, you see the latest news stories, a schedule of upcoming
Remove ()X) beside each team games, recent results, current standings, player statistics, and more. To
you no longer want to follow. select a league, click Menu (=) and then click a league in the menu.
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Record a Voice Message

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 Message

@ click start ().
0 Click Voice Recorder.

The Voice Recorder app appears.

€@ Click Record ().
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Voice Recorder begins the
recording.

e Speak your message into your PC’s
microphone.

@ You can click Pause (II) to
temporarily stop the recording,

Q When the recording is complete,
click Stop recording ([_]).

© Voice Recorder adds the
recording.

@ Click Rename (#).
0 Type a name for the recording.
@ click Rename.

Voice Recorder saves the
recording under the new name.
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00:00:16

O~

Voice Recorder
Today

Recording
7/11/2016 8:41 AM

Recording
7/11/2016 8:41 AM

411

>

| Blog post idea { x |

000 O—

e

Rename
2

recording?

Click Apply ().

How do I edit audio from the beginning or the end of the

Click the recording you want to edit, then click Trim (:&) to display
the trim controls. On the left, click and drag the Start trim marker (@)
to the right to cut audio from the beginning; on the right, click and
drag the End trim marker (@) to the left to cut audio from the end.

How do I share a recording?
Click the recording, click
Share (£2), then click the app
you want to use, such as Mail.
Fill in the rest of the details,
such as the recipient address,
then send the recording.
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Create a Sway

You can use the Sway app to create online presentations that tell a story, outline an idea, present
a product, display a newsletter, and more. A Sway is much like a presentation that you create
with a program such as PowerPoint. In the same way that a PowerPoint file consists of one or slides
arranged into a presentation, a Sway consists of one or more cards arranged in a storyline. Each card
can contain a heading, text, an image or video, or even embedded tweets, maps, or charts.

Create a Sway

0 CliCk Start (E) * e Life at a glance Play and explore

Click Sway. — .
(2] y sing s 20 (-] ® =

Microsoft Edge: Groove Music Movies & TV

O &

Cortana  CNN -9 minutes ago

B @

News. OneNote

1 V\sk me anything

The Sway app appears.
€ Click Create New.

Welcome to Sway!

-
Create New 3

)

My Sways  Edited  Deleted

EXAMPLE: The Art + Film In... [§ EXAMPLE: Climbing Mt. Rai... | EXAMPLE: Fabrikam Works...
3/15/2016 3/15/2016 3/ 016
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A new Sway appears. Our T to Montréal - Sway
0 Type a t]tl.e for the SWay. = Insert Cards Design Layout e (—3 > Play Q Aut
Cards oK Storyline ol
O If you want to change the card . ! -
background image, you can click i
BaCkground. = Heading E tmphasize A Accent @ Link
. ~ :
© click Insert Content (). = e &Hg Our Trip to
- Montréal <@
I Image 00
E3 Video
W Tweet
</>  Embed
Sway displays boxes for each type Our Tip to Moriréa - Sway
Of Card yOU can insert. = Insert Cards Design Layout Remix! > D Py 2 Au
Q Click the type of card you want Cards X Storyline fell
to insert into your Sway. Text i
© You can also click a content type S veading Ermeie Aot st
in the Cards pane. [ H;m Our Trip to
0 Fill in the card, depending on its - Montréal a
type, such as text for a Text card, o
or a photo for an Image card. A image
= Heading = = T~ ass @
Q Repeat steps 5 to 7 to complete B3 | video
your Sway. w | veu

Q To view your Sway, click Play (B).

</> | Embed

Can I change the overall look of my Sway? Can I import a PowerPoint presentation?

Yes. Sway comes with a number of pre-made Yes, as well as Word documents and PDF files. Click
designs that format your sway with colors, Menu (=) and then click My Sways to return to the
fonts, and textures. To apply a design, click main Sway window. Click Import to display the Open
the Design tab, then click one of the dialog box, click the file you want to import, and then
designs. click Open.
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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.

O

CNN - 9 minutes ago

B 02

News.

1
The Alarms & Clock app appears. Ao & Cloc - &8 &
O Alarms & Clock comes with a default hom Witk T Sepuh
alarm already added. To modify
this alarm, you can click it and 7:00 AM 0
! ™~ Good mornin @ off
then follow steps 4 to 9. 0 Ty

© You can click On/Off to toggle the
alarm on or off.

€@ Click New (+).

i
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0 Set the time of the alarm. € Ao 8 CIock =

Notifications will only show if the PC is awake. Learn more

e Type a name for the alarm.

NEW ALARM
1

@ click Repeats and then click the check

8 28
box beside each day you want the 9 29
alarm to ring (|_] changes to [¥]). 10 30 A 0
1 31 PM
0 Click Sound and then click a sound to 12 2
pl'ay' ’ In 56 minutes
@ Click Snooze time and then click the e o] O -

interval the app uses when you select R

SnOOZE. Only once 0

Sound

© click Save (). Qame <)

Snooze time

10 minutes 0

© Alarms & Clock adds and activates Alsens 81 Clock = @ =
the alarm. 5] G &

Alarm World Clock Timer Stopwatch

@ To delete an alarm, you can click

Manage (:=), and then click ZOSmAMg & or
Delete (<) beside the alarm. Fvery day

O 030 4m
@ on

Radio show
Only once

|iﬂﬁ

+
TIPS
How do I set a timer? How do I use the stopwatch?
At the top of the Alarms & Clock app, click Timer and then click the At the top of the Alarms & Clock
displayed time to open the Edit Timer window. Edit the timer name app, click Stopwatch. Click

and then use the Duration boxes to set the number of hours, minutes, | Play ([>) to start the watch.
and seconds for the timer. Click Save ([H]). When you are ready to start | To get a lap or split time, click
the timer, click Play ([>). Laps/Splits (F2).

159



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

0 Click Start (E)- & | \oice Recorder ity -
) 20 ® =

Microsoft Edge: Groove Music Movies & TV

The Start menu appears.

B Weather

Q Click Windows Accessories. o ')

Cortana  CNN -9 minutes ago

B 02

MNews OneNote

B
_ *
o) X Weather

Other

@{winstore_1.0.0.0_neutral_neutra

1 [l Ask me anything

9 Cl]Ck NOtepad' Life at a glance Play and explore
Notepad opens. T— T— o
20 ©® =

o Microsoft Edge Groove Music Movies & TV
8 Weath

™ O &

Cortana  CNN - 9 minutes ago

"

>

§ Math Input Panel E] m;
|

Notepad
mi 3

News OneNote

Paint

Weather

B\sk me anything
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Write and Save a Note
0 Type your note text.

© Click File.

€ Click save.

The Save As dialog box appears.
e Type a name for the file.
© Click save.

Notepad saves the file.

Performing Day-to-Day Tasks with Apps

CHAPTER

" Untitled - Notepad
File | Edit Format View Help

MNew Ctrl+N

~©

Page Setup...

Open..
Save
Save fis...

Print... Ctrl+P

Exit
Inflatable dartboard
Flame-retardant firewood
Sandpaper bathroom tissue
Water-soluble dishcloth

) save As
T+ > ThisPC > Documents » v D

Organize v New folder

7t Quick access
@ OneDrive & }
[ This PC
[B Desktop Project Sound recordings A Guy In a Bar Brainsterming
P— Notes
3 Downloads
D Music
(&= Pictures

B Videos

i, Local Disk (C) Ideas List

ExchangeRates Phishing Safe Senders

Addresses
¥ Network

=& Homegroup

Search Documents

code

Soup-Nuts

Continuum

Found

File name: | Inventions To-Do List.bt

Save as type: | Text Documents (".txdt)

Encoding: | ANSI 5

Save

~ Hide Folders

Cancel

Can I create a temporary note?

Yes. If you just want to jot down a phone
number, you can create the Windows
equivalent of a sticky note by following
steps 1 to 3 in the subsection “Start
Notepad” and then clicking Sticky Notes.

What is the difference between Notepad and WordPad?
Notepad is called a text editor and you use it only to enter and
edit text. WordPad is called a word processing program and you
use it not only to enter and edit text, but also to format that
text with fonts, sizes, and colors; apply bulleted and numbered

lists; insert 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.

< Spring Has Sprung 028.PG - Photos

Thursday, May 19, 2016 Q / /
Share Slideshow  Enhance Edit
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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.

Import Images from a Digital Camera

0 Plug in your camera or memory W12 1] < | Fibeplorer - o0 x
storage card reader. Home  share  view L
~ v 4 3 > Quickaccess » v O Search Quick access 9
Note: If you see a notification, click S # Guicksccan | Frequent folders (7)
the notification and then skip to » & OneDrive  Documents Pictures
Step 5. &») !Th\;ﬂgc Lh'sPC Tsuc

> £ Network

Allan Gardens 2015-07-17 Butterfly Conserv...
This PC\Pictures h This PC\Pictures

@ Click File Explorer (). v H
€ Click This PC. | R

b4

Swingline Stapler
This PC\Pictures

> Recent files (20)

2Titems ==

File Explorer displays a list of = - Tnispe - o0 x
the devices attached to your PC. computer  View - e
&« v~ 4 E > ThisPC » v |8 Search This PC P
0 Right-click your digital camera. & Ouckoms | v Folders (6)
© click Import pictures and & oreome o Document
Videos. E:J::crk ‘ Downloads ) Music

*& Homegroup

El Pictures a Videos
~ Devices and drives?

: ae .. ..
I' Apple iPhone
Open

Local Disk (C: Open in new window
=l

i |
Wy 373 GE firee o

Pin to Quick access

Pin to Start

Import pictures and videos @

Create shortcut

Properties

10items 1 item selected ==
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The Import Pictures and Videos

. B Import Pictures and Videos - X
dialog box appears.
Click Import all new items now 48 new pictures and videos were found
. Review, organize, and group items to import
changes to O g group p
0 Type a name to use for the &@Impmaﬂnmﬂems now
import. I Spring Has Sprung 0
© click Import. O Add tags
More options 8
W'il’ldOWS 'impOl'tS the phOtOS. roh| || = | Imported Pictures and Videos - [m] x
i . Home Share  View - @
When the import is complete, € 2@ mported Pictures and Videos v|® | SeachimportedPict..
File Explorer displays your # Quick access  2016-05-19 Spring Has Sprung (CAUsers\paulm\Pictures) (48)0 2
imported photos. & OneDive iR R W -
I This PC g B
(@ The Photos app stores the N A X it
. . & Network Spring Has Spring Has Spring Has Spring Has Spring Has
-|mp0rted phOtOS in your Sprung 001 Sprung 002 Sprung 003 Sprung 004 Sprung 005
. . i *& Homegroup = * 13 a Z —— -

Pictures library in a folder \g ﬁ W gi A
named after today’s date. ; R o - o

Spring Has Spring Has Spring Has Spring Has Spring Has

Sprung 006 Sprung 007 Sprung 008 Sprung 009 Sprung 010

Spring Has Spring Has Spring Has Spring Has Spring Has )

Sprung 011 Sprung 012 Sprung 013 Sprung 014 Sprung 015

Spring Has Spring Has Spring Has
Snrunn 016 Snruna 017 Soruna 018 Sorna 019 Sprunn 020 Y
48 items B (=)

Spring Has Spring Has

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 groups items to import (| changes to [¥]) and then click
Next. You now see the camera photos grouped by date. Click Select all (® changes to () to deselect all
the groups. Click the check box ([_] 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.

Scan an Image

0 Turn on your scanner or all-
in-one printer and position a
photo or other image on the
scanner bed.

Q Click Start (). O
Q Click Scan.

Microsoft Edge

B &

News.

Weather

2 L jrsk me anything

The Scan window appears. = s - - o x

Use the File Type list to select
the file type you want to use
for the scanned image file. .

XF"-SWCI Series
a Click Show more. i

Scan

)
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The Scan window displays extra
settings.

Use the Color Mode list to select
a mode that matches your
image: Color, Grayscale, or Black
and White.

0 Use the Resolution list to
specify the scan resolution.

Note: The higher the resolution, the
sharper the image, but the larger
the resulting file.

Q Click Preview.

O A preview of the scan appears here.

Q Click and drag the round handles at
the corners of the rectangle to set
the scan area.

€@ Click Scan.

Windows scans the image.

Working with Images
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Scan

XP-810 Series

Color

7

100 (Default)

Scan

XP-810 Series

stion (DPI!

100 (Default)

Save file to

How do I view a picture I have previously
scanned?

Windows stores the image in the Scans folder
in the Pictures library. To select a different
location, follow steps 1 to 5, click the Scans
link under Save File To, and then select a new
folder.

What other methods can I use to scan an image?
Scanners and all-in-one printers come with a Scan button
that you can push to start a new scan. You can also use
the Search box to type fax, click Windows Fax and Scan,
and then click New Scan. In Paint (type paint and then
click Paint), click File and then click From scanner or

camera.
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Navigate the Pictures Library

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 library, which is a special folder designed specifically for
storing images.

To get more out of the Pictures library, 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 library.

‘ Navigate the Pictures Library ‘

@ Cclick File Explorer ([).

The File Explorer program | B 0 - | FieEplorer - o0 x
WindOW appears Home Share  View - @
« « 4 # > Quickaccess » v &/ | SearchQuickaccess @
e Cth PICtures' w3k Quick access ~ Frequent folders (5)
Documents Documents Pictures
&El Pictures » 23] This PC = This PC
A\Iahrdens #* * *
B Music Allan Gardens Music
B Videos ' Lmz PC\Pictures $ This BC
> @ OneDrive Videos
> [ This PC g This P
> b Network

Recent files (20)
> o Homegroup

25 items ==
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The Pictures library 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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S = | Pictures
Home Share View
- v 4 & » ThisPC » Pictures »

v Quick access
Documents

v | @& | SearchPictures o

=] Pict ” i
Al\agiardens * W3
B Music 2015-07-17 2015-07-17 Garden  2016-05-19 Spring Allan Gardens Camera Roll
Butterfly Shats Has Sprung
B videos Conservatory
> & OneDrive
> I This PC =
3
> g Network
> % Homegroup iCloud Photos Lake District Saved Pictures Scans Swingline Stapler
IMG_0046(2) IMG_0102 IMG_0121 IMG_0151
15 items =
| =1 Picture Tools  2016-03-19 Spring Has Sprung - m] x
Home Share View Manage - @
« “ 4 || > ThisPC > Pictures > 2016-05-19 Spring Has Sprung v @ | Search2016-05-195.. @

s Quick access
Documents  #

[&=] Pictures -
Allan Gardens .
B Music Spring Has
Sprung 001
B Videos
@ OneDrive
3 This PC
o Network Spring Has
Sprung 006

s Homegroup

Spring Has
Sprung 011

48 items

Spring Has Spring Has Spring Has Spring Has
Sprung 002 Sprung 003 Sprung 004 Sprung 005
L y RN T R

-~
Spring Has Spring Has Spring Has
Sprung 009 Sprung 010

Sprung 008

Spring Has
Sprung 012

Spring Has
Sprung 013

Spring Has
Sprung 014

Do I have to use File Explorer to navigate the Pictures library?

No. Although File Explorer is often the easiest and fastest way to navigate the Pictures library, it is not the
only way. An alternative method is to use the Photos app, which you launch by clicking Start () and
then clicking Photos. You can then use the icons on the left to view the pictures by collection (&]) or by
album ([&]). 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 library. 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 Yo

View Individual Images EFEL o x
Home Share View Manage 9
0 In [ l.e Explorer, Open the fol.der « » This PC » Pictures > 2016-03-19 Spring Has Sprung 0 | &| | Search2016-05-195.. B
that contains the images you want S ik cees - = I
. ] Documents =4 7
to view. = Pictures & 1
. . Allsn Gardens  # @ ¥y d e
Note: See the previous section, woaseat oo om0 ron 38 om0 om0
" . . . b Music < y B
Navigate the Pictures Library,” for B v » %
details. & OneDrive X = 7 »
. . . I GISEE 7S‘pri-n; Has Spring Has " Spring Has Spring Has Spring Has
e Double-click the first image that & Network Sp.r-un‘glﬁl Sprung 132 Sprung 033 Sprung 032 Sprang 03
you want to view. 4 Homegroup % ﬁ
Spring Has ‘Spring Has Spring Has Spring Has Spring Has
Sprung 036 Sprung 037 Sprung 038 Sprung 032 Sprung 040
- T
: l ;ﬁ-
= 0
S
Sping Hes py Hos Sping Hes Spring Has SpingHes .
Stitems e eleced 50168 o o o e

The image appears in the Photos
app-

9 Click the right-pointing arrow ( >)
to scroll right.

The Photos app displays the next
screen of images from the album.

e 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 () to see the
previous image.
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View Images by Collection
or Album

€ Click Start (). g e 20 = @

Click Photos. ——
@ Click Photos o
Ll

Photos CNN - 9 minutes ago

a B @

People News

The Photos app appears.
€ Click Collection (&).

() Alternatively, you can click
Albums ([&)) to view your
pictures by album.

COLLECTION

0 Scroll up and down to view your
images by collection or album.

TIP

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 the screen to display
the controls, and then click the name of the collection or album that appears in the upper-left corner of the
screen.
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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 library.

Start a Slide Show \

In the Photos App
In the Photos app, display
the collection or album that
contains the photos you want
to display in your slide show.

o Click the first image you want
to display in the slide show.

COLLECTION

R
. -"“.

Photos opens the image.

e If you do not see the
application bar, click the screen.

The Photos application bar
appears.

O click Slide show (&).

The Photos app begins the slide
show.
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On the Photos Tile

0 In the Photos app, click
Settings ().

The Settings window appears.

In the Choose What to Show SETTINGS
on the Photos Tile list, select
Recent photos.

Viewing and editing

Automatically enhance my photos
The next time that you display -
the Start screen, the Photos tile ® on
displays a slide show of recent
images from your Pictures

Linked duplicates

library.
ry ® On
Tile
Choose what to show on the Photos tile.
Recent photos
Cniirceg

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 ([Z]) on the taskbar, open the Pictures library, and then click the folder that
you want to view. In the ribbon, click the Manage 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
want: Slow, Medium, or Fast.
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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 Auto Fix tool, which automatically adjusts an
image’s brightness, contrast, color temperature, tint, and saturation. 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

0 In Photos, display the image
you want to repair.

9 If you do not see the
application bar, click the screen.

Photos displays the application
bar.

@ Click Auto fix ().

Photos repairs the image
automatically.
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Repair an Image Manually

0 In Photos, display the image
you want to repair.

9 If you do not see the
application bar, click the screen. 1

Photos displays the application
bar.

€@ click Edit ().

Photos displays the image
editing tools.

0 Use the tools to repair the
image as needed.

© click Save ().
Photos saves your changes.

@ If you prefer to leave the
original as is, you can click
Save a Copy ([i=]) instead.
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How do I remove red eye from a photo?
When you take a picture with a flash, the
light may reflect off the subjects’ retinas,
resulting in red eye. To fix this, follow steps 1
to 3 in the subsection “Repair an Image
Manually,” click Basic fixes, click Red eye,
and then click each red eye.

Can I remove a small flaw in a photo?
Yes. Photos offers a Retouch tool that enables you to
perform a spot fix, which replaces an element from the

photo with colors from the surrounding area. To perform a
spot fix, follow steps 1 to 3 in the subsection “Repair an

Image Manually,” click Basic fixes, click Retouch, and
then click the flaw.
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Add a Photo Effect

ou can use Photos to 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 rest of the photo. The Selective Focus effect enables you to select a
custom circular or elliptical area of the photo that remains in focus while the area outside the selection
gets blurred. This enables you to really attract the viewer’s eye to a particular part of the photo.

\ Add a Photo Effect

Display the Effects

0 In Photos, display the image you
want to repair.

Q If you do not see the application
bar, click the screen.

The application bar appears. ; _— ‘MOMELIKE

DINING ROOM
€© Click Edit (7).

Photos displays the image
editing tools.

@ Click Effects.
e Click the effect you want to apply:

() You can click Vignette to apply
the Vignette effect. In this case,

proceed with the subsection S E
“Apply a Vignette Effect.” X, - HOTEL

@ You can click Selective focus to
apply the Selective Focus effect.
In this case, proceed with the
subsection “Apply a Selective
Focus Effect.”
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Apply a Vignette Effect

0 Click and drag the vignette
indicator clockwise until the
vignette is at the level you
want.

Note: If you apply too much
vignette, drag the indicator
counterclockwise to reduce the
effect.

Apply a Selective Focus Effect

0 Position the mouse pointer
(ly) inside the selective focus
area (Iy changes to ).

@ Drag the selective focus area to
the portion of the photo that
you want to remain in focus.

€© Cclick Apply ().
@ click Save ([E]) (not shown).

Photos saves your changes.
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HOMELIKE
DINING ROOM

HOTEL

HOMELIKE

:- DINING
g

How do I change the shape of the selective
focus area?

By default, the selective focus area is a circle.
This works best for most photos, but if you have a
non-circular area, you can adjust the shape of the
selective focus area by dragging any of the four
white circles that appear on the border of the
selective focus area.

Can I control the amount of blur in the Selective
Focus effect?

Yes. Photos offers several blur strengths that you
can apply. Follow steps 1 to 3 in the subsection
“Apply a Selective Focus Effect” to display the
Selective Focus tool. Click Strength (&) and then
click the blur level you prefer: Maximum, Strong,
Medium (the default), Weak, or Minimum.
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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

@ 1n Photos, display the image
you want to crop.

e If you do not see the
application bar, click the screen.

The application bar appears.

€© Click Edit (PZ).

Photos displays the image
editing tools.

0 Click Basic fixes.
a Click Crop.
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Photos displays a cropping
rectangle on the photo.

@ Click and drag the photo 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 Apply ().

Photos applies the cropping.
© click Save (E)).

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 ratio, such as 4 x 6 or 5 x 7. Repeat steps 1 to 5 to display
the cropping rectangle over the image. Click Aspect ratio (@mE). Click the ratio you want to use, such as
4 x 6 or5x7. Repeat steps 7 and 8 to apply and 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.

If you do not see the
application bar, click the screen.

The application bar appears.

@ click Rotate (@) until the
image is the way you want it.

Photos saves your changes.
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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

0 Open the image you want to
delete.

9 If you do not see the
application bar, click the screen.

The application bar appears. 1
€ Click Delete ([).

Photos asks you to confirm
the deletion.

@ Click Delete.

Photos deletes the selected
image or images.

This item will be deleted.
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Print an Image

ou can print an image from the Pictures library, or from any subfolder in the Pictures library.
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.

Q If you do not see the
application bar, click the screen.

The application bar appears.

€© Click More (mm).

Photos displays more
commands.

@ Click Print.
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The Print pane appears.

() Photos displays a preview of the
printout.

a Click ~ and click the printer
you want to use.

Q Select the number of copies you
want.

0 Click v and select the
orientation of the photo.

(@ If you want to set extra options
such as the page layout or
printout quality you prefer, you
can click More settings.

© Cclick Print.

Photos sends your image to the
printer.
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Spring Has Sprung 028.JPG - Print
Printer

) HPDC3713 (HP Officejet 7610

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 new album called Camera Roll, which appears in your Pictures library.

@ Click start ().
e CI.]Ck Camera. B Control Panel

Microsoft Edge Groove Music Movies & TV

O

aa B B

People OneNote

1 Ask me anything

The ﬁrSt time that yOU Start Let Windows Camera access your location?
the Camera app, it asks for
permission to use your location. Let Windows Camera access your 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 More (@H) and then
click Settings.

0 When you are ready to take the
photo, click Photo (@&]).

@ If you want to record a video
instead, you can click
Video (=3).

The Camera app takes the photo
or starts the recording.

e If you are recording a video,
click Video (1) again when
you are finished.

The Camera app saves your
photo or video.
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I accidentally clicked No when I
first started the Camera app. How
can I change this?

Click Start () and then click
Settings ([&). Click Privacy and
then click the Location tab. Click
the Windows Camera switch to On.

My video recordings take up lots of space. Can I fix this?

Yes, you can switch to a lower resolution, a lower frame rate, or both.
Click More (HH), click Settings, and then open the Video recording
list in the Videos section. The default resolution is 640 x 480, but you
can select a smaller resolution such as 320 x 240. For some cameras,
you can also reduce the default frame rate of 30 frames per second
(fps), to 15 fps or 12 fps to save space.
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Working wi
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.

< Groove Music

Walking Tunes
35 songs in playlist « 2 hr 5 min

Alb > Play - Addto 7 Rename
ums

R Artists

Jd Songs

MNow playing

= Select
New playlist Beautiful Dawn The Wailin' Jennys.
Walking Tunes Civil Twilight Th erthans
The Wake Up Song The Submarines
Body of Work The Mynabirds

Welcome Home Radical Face

a. Paul McFedries

(Not) Superstitious Snailhouse

@ Get music in Store >
Ain't No Rest for the Wicked Cage the Elephant

. Gimme That
% Sloan
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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 ().
€ 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
(C changes to @).

@ To make sure your videos are
imported into the Videos library,
you can click More options and
follow the instructions in the
first Tip.

0 Click Next.
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@ OneDrive
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3 This PC
& Network !- Apple iPhone
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Local Disk (C

.
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Open
Open in new window
Pin to Quick access

Pin to Start

Import pictures and videos {

Paste

Create shortcut

Properties

(& iCloud Photos
'
3 DVD Drive (D:)

Search This PC

p

B Import Pictures and Videos

34 new pictures and videos were found
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¥ Add tags

O Import all new items now
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Windows displays the photos and videos that [RLTm—— 0
are on your camera. Select the groups you want to import
3 items selected in 2 groups
@ Videos are indicated with a filmstrip graphic. ;“S’P'““'I"“‘qg“’“‘"”""“‘”‘“‘”‘E“”“’“”‘""‘""“‘”“’"“’"‘""“""
elect all
(L] changes to [v]). 2 adatgs -

@ If a group contains both photos and videos,

4 Enter a name -
you can click the group’s View all link, and E @ e S
i .

then click just the videos ([_] changes to [¥]).
Q Type a name for each video import.

e Click each video that you want to import & W IJ;:Z?::Z';W@

r [ Belgium
4/5/2016,12:34PM t0 246 PM
#3) Add tags

(@ Click Import. G-

=

~ Collspse all Adjust groups:

Windows imports the videos. CIERRET - o X
Computer  View -]
When the .Import .is C0mplete, F.Ile Explorer € v /N [ s Imperted Pictures and Videos v & Searchimported.. P
. . . o Quick access 4 2016-05-29 Belgium (C:\Users\Paul\Videos) (2)
displays your imported videos. 8 vocumens #
&) Pictures *
(© Windows stores the imported videos in a folder ]
4 b Music Belgium 001 Belgium 002
named after tOday S date. & videos 4 201:-05-29 Lake Dls[ri:t (C\Users\Paul\Videos) (1) 0
Sa OneDrive Eﬂi
& This PC = H
& Network
*4 Homegroup
10items 1 item selected =]
How do I ensure my videos are How can I get my imported videos to appear in the Movies &

imported into the Videos library? TV app?

Follow steps 1 to 5 to open the Import In the Search box, type movies and then click the Movies & TV
Pictures and Videos dialog box and then | app. Click Settings (:2), click Choose where we look for

click More options. Click the Import videos, and click Add (§g). Click the folder that Windows
videos to v and then click Videos. created when you imported your videos, click Add this folder
Click OK. to Videos, and then click Done.
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Navigate the Videos Library

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 library, which is a special folder designed specifically for
storing digital videos, movies, and TV shows.

To get more out of the Videos library, 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.

@ Click Start ().
© Click Movies & TV. ) = a
O
CNN -8 minutes ago
v=] [NE]
1 H hsk me anything
Windows opens the Movies & © Mewan
TV app. 0’5 Movies
e Click Menu (E), I Seateh }DI This is where you'll see movies you buy and rent in Store.

In Store
3 Movies

@ Cclick Videos.

=1 1)

-3 Videos
(4 >

erHQ]CE

Ant-Man Natural Born The Choice X-Men: Apocaly
from §2.99 Pranksters from $4.99 Trailer
from $0.99 Free
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The Movies & TV app displays the € Movea
videos stored on your PC. = .
y - Videos
e If the Video library contains one [[earcn | ——
or more folders, click a folder. -
Folders
0TV
n Videos
Cl?ﬂﬂgé! B
Videos
@ The Movies & TV app displays the ye Movies TV
digital videos in the selected = .
Videos
folder.
| Al L | Sort by: Date added
© You can click Back (<) to return R
to the previous section of the Videos
Movies & TV app. i
 Videos

At the Cottage Lake
6/24/2015 6/13/2015

How can I get my Camera app videos to appear in | How do I get movies and TV shows?

the Movies & TV app? Click Start (EH), click Store to open the Store app,
Open the Movies & TV app, click Settings (::), click | and then click Movies & TV. Click a movie or TV
Choose where we look for videos, click Add (§5), section heading (such as New Movies or Featured TV
select the Pictures folder, click Camera Roll, click Shows); locate the movie, TV show season, or TV
Add this folder to Videos, and then click Done. show 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 library, as shown in the

previous section, “Navigate the Videos Library,” 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 T —
0 In the Movies & TV app, locate the B _ Videos

video you want to play. — 2] souty ouessss
© Click the video. o

@ Paul McFedries

@ Settings

@ Shop for more

The Movies & TV app begins playing © ear = =
the video.

192



CHAPTER

Working with Multimedia

Control the Video Playback
0 Click the screen.

vy

The Movies & TV app displays the < wowan
playback controls.

@ You can click Pause (1) 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.

s

How do I play a movie or TV show that I purchased or
rented from the Windows Store?

After your purchase or rental has been downloaded to
your PC, it appears in the Movies & TV app. Click Start
(E) and then click Movies & TV to open the Movies & TV
app. Click Menu (=) and then click either Movies or TV.

How do I play a DVD?

Unfortunately, Windows 10 does not come with
an app for playing DVDs, so you will need to
obtain a third-party app. A good choice is VLC,
by VideoLAN. In the Store app, search for the
app named “VLC for Windows Store.”
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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 library for more options.

Play a CD

o Insert a music CD into your
computer’s optical drive.

@ Windows displays an audio CD
notification.

e Click the notification.

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.
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Choose what to do with audio CDs.
” Play audio CD 0
Windows Media Player

. Take no action




The Windows Media Player Now Playing
window appears and begins playing the
audio CD.

Skip a Track
0 Click Next (»»1) to skip to the next track.

© Click Previous (i) to skip to the
previous track.

Pause and Resume Play
@ click Pause ().
Windows Media Player pauses playback.

@ Click Play (&).

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 B>
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PIay a Music CD (continued)

ou can use the playback buttons at the bottom of the Windows Media Player library 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
© Cclick Stop (m).

Windows Media Player stops
playback.

If you click Play (&3) after
clicking Stop (M), the current
song starts over again.

© Cclick Switch to Library () to
open the Windows Media Player
library window.

The Windows Media Player I3 Windows Mesis Playec o «x
library window opens. QO » rearos) Play Bu sinc
Organize ~ Stream v  Createplaylist ~ @$RipCD  Ripsettings + %2+ [Seorch o @
Play Another Song R Album 2 Title Length  Rip status Contributing artist
: [ Pleyiists 1 SunltRises E Fleet Foxes
@ In the deta] l'S pane' dOUbI'e_ % ﬂg“‘" & 2 wmt;vﬁntemymna\ 2:27 Flee:che:
> @ Artist agget ! leet Foxes
click the song you want to R 0% =
© Genre 5 Quict Houses 332 Fleet Foxes
pl'ay‘ 3"“’505 6 He[e}toesn'l KnowWhy 320 Flee:che:
= bratiie 7 Heard Them Stirring 3:02 Fleet Foxes
s : : (2 Fleet Foxes (G3) ‘our Protector : et Foxes
Windows Media Player begins » & Recowy | = =
] ue Ridge Mountains : eet Foxes
playing the song. P ot 1 - hais
O This area displays the current
song title, the album title,
and the song composer
(if one is listed).
&-& Fleet Foxes oul % O | W (e @ i b —&— ) ==
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Repeat the CD [0 Windows Media Player - o %
. @O » Fleet Foxes (G) Play Burn Sync
®) Click Turn Repeat On (D). :
Organize v Steam v  Createplaylist v @$RipCD  Ripsettings v %= v [Search L@
: : Album # Title Length  Rip status Contributing artist
Windows Media Player restarts e
the CD after the laSt traCk [B] Playiists ] Flect Foxes 1 Sun It Rises 31 Fleet Foxes
o . v 3 Music Fleet Fores 2 White Winter Hymnal 2.2 Fleet Foves
ﬁn]shes pl_ay‘mg. @ Arist Alternative @b 3 Ragged Wood 5:07 Fleet Foxes
© Album 4 TigerMountsin Peasant... 3:29 Fleet Foxes
© Genre 5 Quiet Houses 332 Fleet Foxes
Note: To turn on Repeat from the B videos 6 HeDosntknowWhy 320 e
N Plavi ind m =] Pictures 7 Heard Them Stirring 302 Fleet Foves
ow Flaying window, press +@n. (2) Fleet Foxes (G 2 VourProtector 210 Fleet Foxes
> [ RECOVERY 3 Meadowlarks 312 Fleet Foxes
10 BlueRidgeMountains 426 Fleet Foxes
[ Other Libraries 11 Oliver James 324 Fleet Foxes
< = \ = - - ~
5‘\_‘ 55| Flect Foxes ooz & O [ ISl ﬁ@ PRl & —&— H=.
Play Songs Randomly 10 Windows Vi Plye o x
. @O » Fleet Foxes (G) Play Burn Sync
@® Click Turn Shuffle On ().
Organize v Steam v Createplaylist v @$RipCD  Ripsettings v Search L@
: : Album # Title Length  Rip status Contributing artist
Windows Media Player shuffles e
the order Of play. [B] Playiists e Flect Foxes 1 Sun It Rises 31 Fleet Foxes
v Jd Music Fleet Fores 2 White Winter Hymnal  2:27 Fleet Foves
@ Artist Alternative 3 Ragged Wood 5:07 Fleet Foxes
Note: To turn on Shuffle from the By [@h 4 TigerMountain Peasant... 3:29 Fleet Foxes
. . © Genre 5 Quiet Houses 332 Fleet Foxes
Now Playlng W]ndOW, press m+m. & Videos 6 HeDoesntknowWhy 320 Flest Foxes
=] Pictures 7 Hesrd Them Stirting 302 Fleet Foxes
() Fleet Foxes (G3) 8 Your Protector 410 Fleet Foxes
> [ RECOVERY 3 Meadowlarks 312 Fleet Foxes
10 BlueRidgeMountains 426 Fleet Foxes
[ Other Libraries 11 Oliver James 324 Fleet Foxes
- —— i — ~ o
Robin Pecknold [Comp.. 0223 & O [ ISEL] £ el & —&—— ) =

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 library 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
library. 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

0 Insert a CD into your . . iy
’ . . r’ v | 4
computer’s optical drive. \* . D _ I
The Now Playing window \ @
appears.

© click Rip D [@).

Windows Media Player begins
ripping the entire CD.

A Sides Win: Singles 1992 ™= @ 1%

Rip Selected Tracks Using 10 Window MesiaPlayer - o x
the Library @O + A Sides Win: Singles 1992-2005 () e o —
. Organize v  Stream +  Createplaylist + &3 RipCD  Ripsettings "2 v |Search o+ @
@ 1Insert a CD into your B
’ s . ) Paul McFedries AT EDES
computer S Optlcal drive. 5] Playlists A Sides Win: Single.. @ 1 Underwhelmed 445 Sloan
v Jd Music Sloan 2 so0up 17 Sloan
If the Now Playing window s i o 3 ComMe a7 Slomn
. : © Album 7] 4 People of the Sky 339 Sloan
appears, click Switch to © Genre feisisisds 5 TheGaod nErmyone 209 Sloan
. - B Videos 6  Everything You'veDoneWrong  3:27 Sloan
leral'y (). =) Pictures 7 TheLines You Amend 233 Sloan
S o 3 T S 8 Money City Maniacs 355 Sloan
. . . > & RECOVERY & Says What She Means ; oan
© Windous Media Player displays | oo T -
. ’ st ] 11 Friendshi 326 Sloan
a list of the CD's tracks. o [ 357 Sloan
13 The OtherMan 253 Sloan
0 Click the CD tracks that you do bl B 4 o
=l : o
not want to copy ( changes &D 16 TiytoMakelt 347 Sloan
to [ ]).
€@ Click Rip CD.
@ Stoan war( 4 O | W (et (@ er) b —— ) i
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Windows Media Player begins [0 Windows Mecia Pleyer - 0 x
copying the track or tracks- @O + A Sides Win: Singles 1992-2005 (G:) Play Bumn Sync
Organize ~ Stream +  Cresteplaylist ~ (@) Stoprip  Rip seftings 9= - [search o -@
© The Rip Status column displays Ao He e Lengin | Fp et g anis
B Paul McFedries Audio CD (6)
the Copy progress. [¢] Playlists A Sides Win: Single... [ 1 Underwhelmed 245 Ripped to library  Sloan
¥ Jd Music Sloan B2 soup a1 Ripped tolibrary | Sloan
@ Atist ... Alternative 3 Coax Me 3:27 [Ripging[(50%] | Slozn
© Album 2005 4 People of the Sky 330 T o
(© Genre PreA Rk 5 TheGood in Everyone 209 Pending Sloan
& Videos 6 Everything You've Done Wrong 327 Pending Sloan
EJPrams 7 The Lines You Amend 233 Pending Sloan
& AT T 8 Money City Maniacs 355 Pending Sloan
> [ RECOVERV 9 She Says What She Means 301 Pending Sloan
10 Losing California 306 Pending Slosn
[ Other Libraries ] 11 Friendship 326 Sloan
12 IFltFeels Good Do ft 357 Pending Slaan
13 The OtherMan 353 Pending Slasn
14 The Rest of My Life 246 Pending Slosn
15 AllUsed Up 249 Pending Sloan
[ 16 TrytoMakelt 347 Slaan

-

- ; - ~
¥ O = [ee 1@& PRl % —&—— | @ Ripping: 12tracks remaini. =5

© After each file is copied, the Rip  [@wincoustesa o o
Status column displays a Ripped  |&0) » asuewin snges 0205 ) oy | B | ome

tO lerary message. Organize v Stream v  Cresteplaylist ~ @ RipCD  Ripsettings ~ " - |Search L@
Album = Title Length  Rip status Contributing artist
. E) Paul McFedries Audio CD (G)

0 The copy 1s ComPLEte when all E‘p‘“y"“‘ A Sides Win: Single... [ 1 Uizt =) 445 Ripped to library  Sloan

s ¥ dd Music Sloan (i3 500U 7 Ripped to library ~ Sloan

the tracks you selected display @ RO v O come & Ripped taliany Soan

4 : © Album win 2005 [ 4 People of the Sky ] Ripped to library  Sloan

the R'IPPEd to L1brary status. @ Genre el 15 TheGood in Everyone 200 Ripped tolibrary  Sloan

il Videos [] 6  Everything You've Done Wrong 327 Ripped tolibrary | Sloan

=] Pictures LT} ¢ The Lines You Amend 233 Ripped to library ~ Slaan

(£ A Sides Win: Singles [ s Money City Maniacs 255 Ripped to library  Sloan

> [ RECOVERY [ o She Says What She Means 201 Ripped to library ~ Sloan

[ 10 Losing California 306 Ripped tolibrary  Sloan

[ Other Libraries ] 11 Friendship 326 T

[7] 12 [fltFeels Good Dokt 357 Ripped tolibrary  Sloan

1 13 The OtherMan 353 Ripped tolibrary  Sloan

[ 14 TheRest of My Life 246 Ripped to library  Slean

[[] 15 AllUsed Up 249 Ripped tolibrary  Sloan

[C] 16 TrytoMakelt 347 ! Sloan

~

(w o|= 1es i’@g i) ¢ —& ) He,

How do I remove a track from the
library?

In the library, click Music, click Album,
and then double-click the album that

Right-click the track that you want to
remove and then click Delete.

you ripped to display a list of the tracks.

Can I adjust the quality of the copies?

Yes, by changing the bit rate, which is a measure of how much
of the CD’s original data is copied to your computer. This is
measured in kilobits per second (Kbps); the higher the value,
the higher the quality, but the more hard drive space each
track takes up. Click Rip Settings, click Audio Quality, and
then click the value you want.
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Navigate the Music Library

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 library, which is a special folder
designed specifically for storing digital music.

To get more out of the Music library, you need to know the basic techniques for opening any albums
that you have stored in it. You can also use the Groove Music app to purchase commercial albums or

songs.

@ click start ().
Q Click Groove Music.

Windows opens the Groove
Music app.

e Click Menu (=).
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Life at a glance
Wednesday o
2 »

i Microsoft Edge Groove Music Movies & TV

Cortana  CNN - 9 minutes ago

5] ]
News OneNote

Weather

Groove Music

(3 o

‘ Search

Albums
2 Artists
Jd Songs

A Now playing

+  New playlist

Walking Tunes

Albums

>4 shuffleall  Filter: All (56)  Sortby: Date added 7= Select

Peaceful, the World Stranger Key Principles
Lays Me Down Nathan Nathan
Noah & The Whale

‘cassgrode.
R e
Casserole - EP Philadelphia Sigh No More

Nathan Museum Pieces Mumford & Sons

Jimson Wex
Nathan

Babel
Murnford &
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Groove Music

The Music library appears. «

0 Click a music category.

Artists

[ searen

E ‘ > shuffleall  Filter All(31)  Sortby: AtoZ IS Select

@ The music in that category

Arcade Fire
1album

& Band of Horses Bettie Serveert Blitzen Trapper Broken Social Sce)
1album 2 albums 1album 1album

Albums
appears.
0|>R Artists
e Click a category item. Py
Al Now playing
+ New playlist
= Walking Tunes
<@ Paul McFedries
@ Get music in Store >
@ If the category item contains o'e oo e

multiple subitems, Groove

Bettie Serveert

Music displays those subitems.

I Search

© You can click Back (<) to Abums
return to the previous section A A
of the Groove Music app. [

Al Now playing

+  New playlist

i

Walking Tunes

& Paul McFedries

@ Get music in Store >

-3 Pinto start

In Collection > + Albums view | Songs

Lamprey Palomine

Bettie Serveert Bettie Serveert

What if a song that I want to play does not appear in
the Music library?

If your song is outside the Music library, the Groove Music
app does not see it. Click Settings (:2:), click Choose
where we look for music, and click Add (gg). Locate and
click the folder that contains your music, and then click
Add this folder to Music.

How do I buy an album?

Click Start (E), click Store to open the Store
app, and then click Music. Either use the
Search box to look for the artist or album
title, or click a section heading, and locate
the album. Click the album and then click the
price button.
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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 library. 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.

Start Groove Music
0 Use the Groove Music app to
display your music.

Note: See the previous section,
“Navigate the Music Library,” for
details.

Q Click the item that contains the
music you want to play.

The Groove Music app opens the

item and displays a list of songs.

€@ Click Play (>).

@ You can also click a song and
then click Play (D).
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| Search L

Albums

ﬁp\ Artists

Jd Songs

A Now playing

+ New playlist

= Walking Tunes

Action Pact

In Collection > -

Sloan Sloan

Between The Bridges

Sloan

=2 Pin to start

Commonwealth
Sloan

i 1 Gimme That >

2 Live On

3 Backstabbin’

4 The Rest Of My Life

5 False Alarm

Action Pact

Sloan
2003 - Rock

> Play -+ Addto

Sloan

Sloan

Sloan

Sloan

Sloan

R Explore artist ~ --- More

= Select

am

2:51

347




Control the Music Playback
© When you play music, the Groove
Music app displays the playback
controls.

@ You can click Pause ([Il) to stop
and restart the playback.

(© You can click and drag the
scrubber to rewind or fast-
forward the current song.

@ To control the volume, you can
click Volume (EJ]) and then click
and drag the slider.

@ You can click Next ([IF]) to jump
to the next song.

© You can click Previous ([&) to
return to the beginning of the
current song; click Previous ([I&])
again to jump to the previous
song.
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A 1 Gimme That

2 LiveOn

3 Backstabbin®

Action Pact

Sloan
2003 » Rock

P pay + Agdto 9 exploreatist -~ More

4 The Rest Of My Life Sloan 245

5 False Alarm

& Nothing Last Forever Anymore sloan

7 Hollow Head

Gimme That

Groove Music

Action Pact

Sloan

2003 + Rock

P pay + agdto 9 exploreartist - More

1 Gimme That sl 239

@ 2 LiveOn Bl
@ 3 Backstabbin' sl 251
(@ 4 The Rest Of My Life Sloan 2:45
@ 5 False Alarm sl 3:47
() & MNothing Last Forever Anymore Sloan e

@ 7 Hollow Head

start over from the beginning?

Repeat ([@)).

Is there a way to get an album to automatically

Yes, the Groove Music app offers a Repeat feature
that automatically restarts the current album from the
beginning as soon as the album ends. To activate

this feature, start playing the album and then click

How do I play an album’s or artist’s songs
randomly?

You need to activate the Shuffle feature, which
plays the songs for the current album or artist
in random order. To activate this feature, start
playing the album or artist and then click
Shuffle (E=).
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Create a Playlist

Aplaylist 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 purchased through the Xbox Music Store.

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

@ click Menu (=). D —
© Click New playlist. (1 = Albums
| Search /“| >4 Shuffleall  Filter All (56)  Sortby: Dateadded  *= Select
Albums
A Artists G)
dd Songs
i Now playing Peaceful the World ~ Stranger Key Principles

Lays Me Down Nathan
Noah & The Whale

&’-F New playlist

-Lasserode.
EEN Ry :
Casserole - EP Philadelphia Sigh No Mare

Groove Music prompts you to

. Alb
name the new playlist. e
. 2 Artists
€© Type a name for the new playlist. ©)
J3  Songs
0 Click Save. ,
i Now playing Peaceful, the World Stranger Key Principles

Lays Me Down Nathan
Noah & The Whale

+  Mew playlist

Name this playlist %{
Walking Tunes{ x| &

CRSSEFGLE-.
R

Casserole - EP Philadelphia Sigh No More

Nathan Museum Pieces Mumford & Sons
.3 Paul McFedries ]
MATT R
& Get music in Store > COSTA ’ (g % |
SoNGS .«. \ X 1
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e Click a song that you want to _
add to the playlist. 40 Days
Search ) ‘ | The ailin' Jennys
. 2004 - Folc
@ Cth Add to. Albums D Play -+ Addte R Exploreartist - More
0 Click the name of your playlist. R atsts
. 43 Songs
Groove Music adds the song to
. AN layine
the platht. ' e Play = Sel
i 1 One Voice W 3:23
= Empls Explore artist i ’
= Walking Tunes 2 Saucy Sailor Delete RS 4 R
‘Walking Tunes
3 Ardington Pin to start The Wailin' Jennys L 454
Properties
4 Beautiful Dawn The Wailin® Jennys.
5 Untitled The Wailin' Jennys. 427
a LS {5 @ 6 This Is Where The Wailin® Jennys 5:08
@ Get music in Store >
7 Old Man The Wailin® Jennys. 3m

© Click Menu (=). -

Q Click the playlist. [Seen - WwaglkLr}gThunes
@ Groove Music displays a List of &) Alouns B i feane o pore
the songs you added. R aniss
€@ Click Play () to listen to the s
playljst‘ A Now playing .

el
+  New playlist & Beautiful Dawn The Wailin' Jennys 32
0}5 Walking Tunes Civil Twilight The Weakerthans 317

The Wake Up Song The Submarines 4:04
a Faul Mcredres & (Not) Superstitious Snailhouse 321
B Getmusicin Sore> Ain't No Rest for the Wicked Cage the Elephant 2:55
| TIPS

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 Edit (BH), | Click the playlist to open it,
type the new playlist name, and then click Save. To change the song click More (---), and then click
order, click and drag songs up and down, or right-click a song and then Delete. When Groove Music
click either Move up or Move down. To delete a song from the playlist, asks you to confirm, click
right-click the song and then click Remove from playlist. Delete.
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Switch Between PC Speakers and Headphones

f you have connected a pair of headphones to your PC, you can use those headphones to listen

to music or to hear the sound from videos, TV shows, and movies. If you want to listen through
your PC’s built-in sound system instead, you must disable the headphones by disconnecting them. To
avoid that hassle, you can leave your headphones connected and use Control Panel’s Sound feature
to switch between sound output devices.

‘ Switch Between PC Speakers and Headphones

@ 1In the Search box, type control.
B & N 08 B 5 O
e Click Control Panel.  p—

Control Panel 0

Desktop app
s
Recent
o] Programs and Features
Apps
Bl Settings
% Default Programs

Settings

& Change how Narrator reads hints
for controls and buttons

Hw Set up USB game controllers

@ Control the computer without the
mouse or keyboard

58 My stuff £ web
control 4
The Control Panel appears. ContolPanel - 0 x
« « 4 [ Control Panel v @& | Search Control Panel o
€@ Click Hardware and Sound.
Adjust your computer’s settings Viewby: Category
‘ System and Security User Accounts
Review your computer's status
Save backup copies of your files with File History © Change account type
Backup and Restore (Windows 7) g Appearance and Personalization
Find and fix problems Change the theme

% Network and Internet <= Adjust screen resolution
‘% View network status and tasks & Clock Language, and Region
Choose homegroup and sharing optiens P Add a language
Change input methads

./ Hardware and Sound Change date, time, or number formats

View deviceg"d printers

Add a device Ease of Access
Let Windows suggest settings
Programs Optimize visual display

=
[]‘ Uninstall 2 program

206



CHAPTER

Working with Multimedia

The Hardware and Sound
window appears. <

@ Click Manage audio devices.

%) Hardware and Sound

Control Panel Home

System and Security
MNetwork and Internet

Hardware and Sound
Programs
User Accounts

Appearance and
Personalization

Ease of Access

~ 4 dg > ControlPanel » Hardware and Sound »

Clock, Language, and Region

- [m]
~ 0
Devices and Printers

NI Add » device
Change Windows To Ge startup options

Advanced printer setup | Mouse | 9 Device Manager

AutoPlay
Change default settings for media or devices

Play CDs or other media automatically
Sound
Adjust system volume

9 .
Change system sounds | Manage sudic devices
\@ Power Options

Change power-saving settings | Change what the power buttons do

Require a password when the computer wakes | Change when the computer sleeps

Display
Make text and other items larger or smaller
How to correct monitor flicker (refresh rate)

Adjust screen resolution

Search Control Panel 0

Choose a power plan

*

The Sound dialog box appears
with the Playback tab selected.

e Click the audio device you
want to use for the sound
playback.

@ click Set Default.

@ click OK.

Windows now uses the device
you set as the default for
sound playback.

? Sound

Playback Recording Sounds Communications

Select a playback device below to modify its settings:

Speakers
AMD-8111 AC'ST7 Audio Controller Driver
Default Device

Speakers
Logitech USE Headset
Ready

Q
Q

(7

Apply

'EH Set Default Iv Properties

I am hard of hearing in one ear. How do I turn
up the headphone sound for that ear?

Follow steps 1 to 4, click your headphones, click
Properties, click the Levels tab, and then click
Balance. In the Balance dialog box, drag the
slider marked either L (left) or R (right) to the
level you prefer and then click OK.

How can I prevent wide fluctuations in volume
between the different media that I play?

Activate the Loudness Equalization feature, which
makes all your PC's sounds equally loud. Follow steps
to 4, click your headphones, click Properties, click
the Enhancements tab, click Loudness Equalization
(L_] changes to [¢]), and then click OK.

1
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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

= Home Insert Draw View S R  Ashae
@ Table @ File Camera [ad Picture @y Link
Travel Notes Word Notes  +

+ Page
oo Montreal

Montreal

ﬁ Friday, May 27, 2016 10:48 AM
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OpenaDocument . . . . . . ¢ ¢ v v v v v v v oo oo 212
Change theTextFont. . . . . . . ... .. ... ... 214
FindText . . . . . . . i 0 v i i i i i vt v v v v v 216
Replace Text. . . . & v ¢ ¢ v ¢t v v v v v v 0o 0 v v v 218
Insert SpecialSymbols . . . . . . ... .. ... ... 220
Make a Copy ofaDocument. . . . . . . .. ... ... 222
Create a OneNote Notebook. . . . . . . . .. ... .. 224
Add Pages and Sections to a Notebook . . . . .. . .. 226
AddText Notes. . . . . . . v ¢ v v v v v v v v v v o 228
Add an Image to a Notebook Page . .. .. ... ... 230
Work with Notebook Lists . . . . . .. ... ... .. 232

PrintaDocument . . . . . . ¢« & ¢« ¢ v v e v e o o o . 234



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) 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 ()+(] to create a new
document.

Save a Document

@ Click File.

© Click save.

Note: In most programs, you can also

press (£0+(5) or click Save ().

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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Editing Documents

If this is a new document that Sevehs %
you have never saved before, & 4 E Thisec v & | searchThispC 2
the Save As dialog box appears. Organize ~ P
. ~ uick access ~ Fold 6 <
€@ Click Documents. QD B e
; Desktop = Documents
Note: In most programs, the s . L
Documents library is selected B Music § Dol Jg Music
automatically when you save a B viceo:
document' > @ OneDrive Pictures ﬂ Videos
> LT ~ Devices and drives (2)
> Network . LocalDisk(C)
H R rive (Ds
> & Homegroup ;’ 36.6 GB free of 63.2 GB 3 DD Drve D) v
File name: | Document ~
Save as type:  Rich Text Format (RTF) ~
~ Hide Folders /Zae\fr:ﬂthmmmathy Swve | | Concel
@ Windows opens the Documents Save s x
library. « v 4 [£ » ThisPC » Documents » v @ Search Documents r
. . . Organize = New folder B~
Click in the File Name text box 2 ea
uick access = A Sha Dog Stol
and type the name you want to QD il 5 ) P A2 FienTee Document 0
ocument 254 KB
use for the document' [E] Pictures - RS Agency Agreement PR Continuum Dynamics Acct
Allan Gardens  # 2| Foch Text Document 5| Fich Text Document
Note: The name you type can be up B Msic 1015 bytes 123 bytes
. ) ., Customer Feedback ., Employees
to 255 characters long, but it B videos == Rih Tec Document = Rich Tex Document
CannOt 1nCI'Ude the fOLlOWing h OneDrive . Letter to M. Walton b L.ogophwlia Ltd Account
CharaCterS: <>, ? : n \ *. [ This PC = 1R\3{I;|"<I'§)¢Dn(umant = ?é(ﬁhb';ta;tsDncumant
. i Network -l Minding Your E-mail Manners - Northwind Orders
e Cth SaVE. o Homegroup :.j Iﬂ:?ggxt Document —_h Iglacg"(r:dc Document .
The app saves your document in File name: | Conference Agenda 2016 ﬂ -
the folder you specified. Saveastype: [RichiText Format (RIE) v
~ Hide Folders - agai:ﬂthﬁmmaw Save | | Cance

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 library?

No. You can create a subfolder within
Documents. In the Save As dialog box, click
New folder, type the name of the folder,
press (£, 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 with.

© click File.

@ If you see the document you
want in a list of the most
recently used documents on the
File menu, you can click the
name to open it. You can then
skip the rest of the steps in this
section.

9 Click Open.

Note: In most programs, you can also

press (21)+(2) or click Open ().

The Open dialog box appears.
O Click Documents.

Note: In most programs, the
Documents library is selected
automatically when you open a
document.

© If you want to open the
document from some other
folder, you can click here, click
your username, and then
double-click the folder.
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@ Windows opens the Documents

hbrary- « v A /& » ThisPC > Documents ’0 ) Search Documents o
3 O - MNew fold BE -
© Click the document name. roanze v Newlolder m e
7 — - e
. 7 Quick access '_l. B AN T
Click Open. = ==
| Desktop L — | =
/[ Documents * Fax Scanned Windows  AGuylna  AShaggy boot
Documents Security Bar Dog Story
1! Downloads b d — —_— s o, — .
i Pictures E 4 = = ==
= i~
¢@& OneDrive Brainstormi code Conference | Cofffihuum  Customer Ideas List
ng Motes Agenda Dynamics Feedback
& This PC 2016 Acct
a . a i N a T
G Network Ass A== A=) A=" A=)
= = e = =
*f, Homegroup Letterto M. Legephilia — Legophilia Phishing Presentatio  Products
Walton td ™Account  Addresses n Motes
Account
i N il N N i N i N
| I | | | v
File name: | Conference Agenda 2016 ﬂ ‘AII Wordpad Documents (*.rtf,” |
w Open | | Cancel ‘

() The document appears in the
program window.

B4 Find

b Replace

i select all
Editing

Cut P = a
= T — =

13 Copy B
B I Uabe % x* &+ A~ 7 = = =y Picture Paint Dateand Insert
= v drawing time  object

Clipboard Font Paragraph Insert

9:00 - 9:15 Welcome

9:15-10:00 Keynote Speech

10:00-10:30 Q & A Session

10:30-10:50 Coffee Break

10:50-12:00 Panel Session

12:00-1:30  Lunch

1:30-2:30 Guest Speaker

Q & A Session o
o —)

2:30-3:00

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 library 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.
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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 strikethrotgh.
Change the Text Font
o Select the text you want to B
format. File Home View ~ @
ST PP B
Copy _ b, Replace
T = TN Hseecn
Clipboard Font Paragraph Insert Editing
Taro T FARRERREE EXEREEES EERERERE SRERERE ERRNEER REREERR I NEERREE 7
Day 1l

9:00-9:15 Welcome
9:15-10:00 Keynote Speech
10:00-10:30 Q & A Session
10:30- 10:50 Coffee Break
10:50-12:00 Panel Session
12:00-1:30 Lunch
1:30-2:30 Guest Speaker

2:30-3:00 Q & A Session

e Display the font options. aE e
File Home A ~ @
@ In WordPad, you display the o ok - B Lo
font options by clicking the B Udon o 2-A- m oy e omema met g
Home tab. Clipboard Font Paragraph Insert Editing
[Uooogans FERENEEEE RN DEENEEEE BEENIEEY RS RN T 7
Note: In many other programs, you _ :
display the font options by clicking Day 1

Format in the menu bar and then

. 9:00-9:15 Welcome
clicking the Font command.

9:15-10:00 Keynate Speech
10:00-10:30 Q& A Session
10:30- 10:50 Coffee Break
10:50- 12:00 Panel Session
12:00-1:30  Lunch
1:30-2:30 Guest Speaker

2:30-3:00 Q & A Session
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In the Font list, click + and &=

then click the typeface you Fie A
want. |j

Past

In the S'lze |_'|St, cl]ck v and ElEhun Segoe Ul Emaji Paragraph Insert Editing

. . [ g SegoeUllight EEEENERES EEENICEEY EERNIENEE NN SO Ry

then click the type Size you Segoe Ul Semibold A
Segos Ul Semilight

want. e o 6 Conference

‘Sitka Banner

Sitka Display

Sitka Heading

Sitka Small 3

Sitka Subheading

Sitka Text

Home | View ~ @

a3 4 Find
(2 i
2 Replace

Picture Paint Dateand Inset ...
v drawing time object iCJiSelectall

™A

Speech

Srrall Forts )
Symbol ‘ssion
System

reak
Tahoma

Terminal .
Times New Roman psion
Trebuchet MS
Verdana
Webdings eaker
Wingdings -

JA Show more fonts ssion 4

e R ——)

© for bold text, click Bold (B). B

File Home View ~ @
@ For italics, click Italic (). DY E P p
For underlining, click

Picture Paint Dateand Insett .
v  drawing time object :id; Selectall

li‘ Automatic 5y Insert Editing

Underline (U). RRRY CRRRRERE
e For color, click the Font color w Agenda for 2( Ii I erence 0
and then click a color. Day 1 | wore coors.
. :00-9: |
© The program applies the font 9:00-9:15 - Welcome
formatting to the selected text. 9:45-10:00  Keynote Speech
10:00-10:30 Q & A Session
Note:. Here are some shortcuts that 1030 10:50 Coffee Break
work in most programs: For bold, press 1050 1900 Panel Sescion
(EX+ED; for italics, press (EX+(0; s
; derline. press m+m 12:00-1:30  Lunch
or under ! p : 1:30-2:30 Guest Speaker
2:30-3:00 Q & A Session o

wkg 0@

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.

Text

@ Click Find.

.
o In WOfdPad, you d1Splay the Ij & cut N . E @?I @ ?FIM{
.y . g Copy 3, Replace
Editing options by clicking the rie 7 B LU wen ok 2-A- S e omeons men 5 0
Clipboard Font Insert Editing
Home tab. e g R e — —— = .

New Words in the Modern Workplace

If you've been working so hard lately that you feel as though you're

Note: In many programs, you run
the Find command by clicking Edit

'i n the menu ba ra nd the n cl‘i ck‘i ng practically living in your cubicle, that's at least a linguistically

. . appropriate feeling. That's because the word cubicle comes from the
the Find com mand, or by pressing Latin term cubiculum, which roughly translates as "bedroom.” That was
m +B how cubicle was used in English until around the 16th century. About

300 years later, cubicles resurfaced as small sleeping areas that were
separated using wooden partitions that didn't quite reach the ceiling.

The office cubicle as we know it today was the brainchild of a fellow
name Harold Probst, who worked for the Herman Miller company in the
1960s. Before Mr. Probst came along, offices were arranged bullpen-
style, with desks out in the open in regimented rows, the workers
arranged like so many galley slaves. Probst saw much wrong with this
design, including what he memeorably called the "idiot salutation
problem”: the constant interruptions caused by every Tom, Dick, and
Harriet saying "Hello" to you as they walked by.

e 0 ®

The Find dialog box appears.

Click in the Find What text box
and type the text you want to
find.

€ Click Find Next. [ Match whole word orly

[ ] Match case

Find what:  |flextime <))
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(© The program selects the next
instance of the search text.

Note: If the search text does not
exist in the document, the program
displays a dialog box to let you
know.

O If the selected instance is not
the one you want, click Find
Next until the program finds
the correct instance.

© click Close () to close the
Find dialog box.

(@ The program leaves the found
text selected.
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| | = ¢ = | New Words in the Modern Workplace - WordPad - 0O x
Home = View ~ @
S TR TR g | e
[y copy 2, Replace
Paste B[Z|U abe . ¢ £~ A~ = = Picue Pant Dateand Insert .
- £-4 &l = drawing time object id;Selectall
Clipboard Font Paragraph Insert Editing
1 - .- g i A . e T 5 - .- & . T

throw it over the wall (1985) To pass a project or problem to
another person or department without consulting with them or
coordinating the transfer in any way. Craig Estep...says that the
root of the Citationfet problei "enail i is
airplane and throw it over &l
take what they got" and mov
(Fortune, May 1, 2000)

Find what:  [flextime

[ Match whole word only

[] Match case
The Flexible Office
In the early 1970s, some enlightened employers realized that there was
no earthly reason why every employee had to putin their eight-hour
days from 9 to 5. As long as the company received its eight hours work
for eight hours pay, an employee ought to be free to begin their day at 7
am. or at 10, depending on their relationship with their alarm clock.
This new arrangement provided a welcome flexibility, so it was called
& (1972) or flexitime (1973).

100% &) U @

RN CEEN RS BN RS EERN KRS ERER R KRN R KRN R S R

EiE. (|
File Home  View ~ @
% cut &4 Find
[z copy & Replace

Paste T U e % ¢ &+ A Picture Paint Dateand Insert
- g‘ — % - drawing  time object i} Select all

Clipboard Font Paragraph Insert

diting

throw it over the wall (1985) To pass a project or problem to
another person or department without consulting with them or
coordinating the transfer in any way. Craig Estep...says that the
root of the Citationjet problem was "engineering would design the
airplane and throw it over the wall to manufacturing who would
take what they got" and move on to production—a classic failure.
(Fortune, May 1, 2000)

The Flexible Office

In the early 1970s, some enlightened employers realized that there was
no earthly reason why every employee had to put in their eight-hour
days from 9 to 5. As long as the company received its eight hours work
for eight hours pay, an employee ought to be free to begin their day at 7
a.m. or at 10, depending on their relationship with their alarm clock.

This new arrangement provided a welcome flexibility, so it was called
” (1972) or flexitime (1973).

R - - e 0 ®

A search for a word such as the also matches
larger words such as theme and bother. How can
I avoid this?

In the Find dialog box, click Match whole word only
(__] changes to [#]). This tells the program to match
the search text only if it is a word on its own.

A search for a name such as Bill also matches the
non-name bill. How do I fix this?

In the Find dialog box, click Match case (|_] changes
to [¢]). This tells the program to match the search text
only if it has the same mix of uppercase and lowercase
letters that you specify in the Find What 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

@ Click Replace.

@ In WordPad, you display the
Editing options by clicking the
Home tab.

Note: In many programs, you run
the Replace command by clicking
Edit in the menu bar and then

clicking the Replace command, or

by pressing (1) +(2).

The Replace dialog box appears.

Click in the Find What text box,
and type the text you want to
find.

e Click in the Replace With text
box, and type the text you want
to use as the replacement.

e Click Find Next.
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Font
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New Words in the Modern Workplace
If you've been working so hard lately that you feel as though you're
practically living in your cubicle, that’s at least a linguistically
appropriate feeling. That's because the word cubicle comes from the
Latin term cubiculum, which roughly translates as "bedroom."” That was
how cubicle was used in English until around the 16th century. About

300 years later, cubicles resurfaced as small sleeping areas that were
separated using wooden partitions that didn't quite reach the ceiling.

Picture Paint Dateand Insert
v drawing time object

3

The office cubicle as we know it today was the brainchild of a fellow
name Harold Probst, who worked for the Herman Miller company in the
1960s. Before Mr. Probst came along, offices were arranged bullpen-
style, with desks outin the open in regimented rows, the workers
arranged like so many galley slaves. Probst saw much wrong with this
design, including what he memorably called the "idiot salutation
problem”: the constant interruptions caused by every Tom, Dick, and
Harriet saying "Hello" to you as they walked by.

100% (=)

&3 Find
:&Rsplauﬂ
i} select all

Insert Editing

"‘]"‘4 ------ S e &

Find what:

[nhcﬂogmph ﬂ ]

[ Match whole word only
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0 The program SEleCtS the next B | I = ¢ = | NewWordsin the Modem Workplace - WordPad - O X
instance of the search text. me e TIrL e
e Cambria 14 - AT AT 5 ind
[ co 25, Replace
Note: If the search text does not Pt Y B s Waex e 2-A- [E= e - R
exist in the document, the program e — —
displays a dialog box to let you e -
take full advantage of their cubicle's otherwise-drab, cloth walls to hang
ke full ad: f their cubicl herwise-drab, cloth walls to h
knOW. pictures, posters, and those photocopled]okes lists, and sayings —
called xeroxl . Sre setting. But
e If the selected instance is not some cubicle ous purpose,
A . which is to di: Figd what , as well as
the one you want, click Find photographs PYcliedan
Next L th find ego wall (194 Reglace with: |photo
ext unti ] € program nas Now tht ] Match whole word only ~ some of her
the correct instance. comfy accouterments
of desig 7, Saban also
3 mainta res from her
0 Cth Replace' daysasa mudelund dISCD smger thh the lmprobable name of
Flower. (Los Angeles Times Magazine, September 23, 2001)
Thisgis also called a me wall (1991). Note, too, that a grip-and-grin
[lﬁb that shows two people shaking hands and
g at the camera. (It also refers to a photograph of a contest or
event winner smiling while receiving one of those huge, oversize v
100% (=) U ©)]
0 The program I'eplaceS the B | i) = ¢ = | NewWordsin the Modemn Workplace - WordPad - O X
selected text with the h fune | e -
& cut smbria - -l A A = & @2 Find
replacement text. Bacom Tl -y 6P e Repisce
B U sk 2-A aure pant Dateand I e
() The program selects the next _ o v ——
instance of the search text. e n
take full advantage of their cubicle’s otherwise-drab, cloth walls te hang
. ct t dth hot: d jokes, lists, and —
o Repeat StepS 5 and 6 until you E;H;J;:seg?;lers an osep o ocople ]0 esns an sayls - Bu
3 some cubicle olNgglrpose,
have replaced alll the instances BN pp— e | |2z el o
you want to replace. Eﬁi‘iii??i‘é [ [ Disiscalledan
.
e Click Close (>X) to close the Now thy LIt sk rd oy ome of her
. comfy o []Match case accouterments
Replace dialog box. of desig , Saban also

res from her
daysasa modei’ and dISCD smger thh the lmprobable name of
Flower. (Los Angeles Times Magazine, September 23, 2001)

Thig,is also called a me wall (1991). Note, too, that a grip-and-grin

[11 }tphoto that shows twn eople shaki; ands and smiling at

the Camera. (It also referstoa cﬁest or event winner

smiling while receiving one of those huge, oversize checks.) If a person v

100% @) U @

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 ¥z, 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 (). )
@ Click Windows Accessories. ‘ Wt

20 e
e Click Character Map. e 7 Wi Microsoft Edge

™ O

Photos Cortana  CNN -9 minutes ago

a B [

1 H Psk me anything

The Character Map window % CharacterMap - x%
appears.
Font: | O Adial I R
0 Click the symbol you want.
PI" I #)8(%[& | (|)[*|+|,|-|.]/|0[1|2[3|4]~
© click Select. 5|6[7/8/9]:|;[<[=[>?|@/A|B|C|D|E|F|G|H
() Character Map adds the symbol ' f K L MIN|O|PIQIR|S|T U \_"WX MEIRIA
to the Characters to Copy text 1/"|-| |a|bjc|dje|figh|i]]jkjl|mnjolp
box. = x vz {3~ [i|¢|E][a¥
1 © 4O I8 = e L]
@ click Copy. ey | A|A[A[ATA]A &[G E[E[E[E[T]]
0ClickClose()()toshutdown ' l - ':‘0 099? . QU U U v T t" 3 ? @
Character Map after you choose @ é alajmieleeiele ) o[hjo ot
all the characters you want. o|*[ojujdjaju]y[p|y|AjajAja[A[a|C[C|CIE|.
Characters to copy : |©0 Select Copy @
[ Advanced view
U+00A3: Copyright Sign Keystroke: Alt+0169
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© 1n your document, position the
cursor where you want to insert
the symbol.

Paste

© In WordPad, you display the SR Rl

the Home tab‘ unwind after you have closed down your computer. Or there may be
. a basketball net, allowing you to leap up and down and combat
e C[]Ck Paste. office stress. (The Evening Standard, May 20, 2002)

and hot desks; and
hot-desking. Ah, if|
salutation problem?

Clipboard options by clicking I R -

ideas. So you could find a bar at your workplace — somewhere to

The cubicle — the symbol par excellence of the modern workplace —
has come a long way from its humble beginnings as a kind of bedroom.
0ld Harold Probst probably had no idea that he was the creator of an
officescape that included inhabitants such as prairie dogs, corridor
cruisers, and nesters; landmarks such as veal-fattening pens, ego walls,

All text is Copyright f2016 Paul McFedries
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a 84 Find
- &5 iy
3 Replace

Picture Paint Dateand Insert
*  drawing time object Ll Selectall

Paragraph Insert Editing
‘z"-\‘-‘3-w.\‘-4‘-‘\-“5”-\‘-‘&-”.”-7‘

R o s

ions such as universal planning, hotelling, and
his invention had solved that pesky idiot

o U ®

@ The program inserts the symbol. ml® e

File Home View

Clipboard Font

and hot desks; and,
hot-desking. Ah, if
salutation problem.

Y
0] £ wssnaoaz  <Jos | & w0 3
P!
B 7 Uae X ¢ &+ A~

[N SN I

ideas. So you could find a bar at your workplace — somewhere to
unwind after you have closed down your computer. Or there may be
a basketball net, allowing you to leap up and down and combat
office stress. (The Evening Standard, May 20, 2002)

The cubicle — the symbol par excellence of the modern workplace —
has come a leng way from its humble beginnings as a kind of bedroom.
0Old Harold Probst probably had no idea that he was the creator of an
officescape that included inhabitants such as prairie dogs, corridor
cruisers, and nesters; landmarks such as veal-fattening pens, ego walls,

All text is Copyright © 2016 Paul McFedries

~ @)
e e 34 Find
E=E = @5 i
ah_ Replace
= Picture Paint Dateand Insert .
~  drawing time object (Ll Selectall
Paragraph Insert Editing
‘2"-\-“3‘--\-‘-4‘-‘|-‘-5‘-‘|“-$-“|‘-‘7-

sy m =i SR

ions such as universal planning, hotelling, and
is invention had solved that pesky idiot

e )

When I click a symbol, Character Map sometimes displays a
“keystroke” in the status bar. What does this mean?

This tells you that you can insert the symbol directly into your
document by pressing the keystroke shown. For example, you can
insert the copyright symbol (©) by pressing (10+() (3 (3 (.
When you type the numbers, be sure to use your keyboard’s

numeric keypad.

Are there even more symbols
available?

Yes, dozens of extra symbols are available
in the Character Map program’s Webdings
and Wingdings typefaces. To see these
symbols, click the Font list # and then
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
work with and open the original ~ JPPlE

Recent docul -
document (] ew 1 = & B B
* 1 Logophilia Limited Annual Report 2015 3ac Replace
Picture Paint Dateand Insert ..
. . r Open 2 New Words in the Modem Workplace +" drawing  time abject | i} Selecta
o Cth F'Ile, o 3 Mew Words in the Modern Workplace Insert Editing
Hgave 4 Products IEEY I R SR

5 Presentation Notes

6 Logophilia Ltd Account
Save as »
I Customer Feedback

& Conference Agenda.doc

e Click Save as.

@Qﬁ Erint ' ights reserved.
Pan— oduced in any form,
o ther than personal use
[=) sendin emai hilia Limited. Any materials
- ophilia Limited, is used by
@ About Wardpad ers of copyrighted material.

n names, and logos of
b Exit v advertising, publicity or
armission of Logophilia

CITITCEu,

The Save As dilog box appears

O Click Documents € v 8 ThERC ) v/ &) | searcn This b »

Organize * - (7]

Note: In most programs, the a

v 7 Quick access 4 Folders (6)

[
|: N Desktop
L
[

Documents library is selected & Dettop
automatically when you run the [ 4, LR
Save As command. /& Downioads

‘E Pictures

W oW ow

> @ OneDrive

> & ThisPC

> Gy Network

» *% Homegroup

Pirtires

File name: | Logephilia Limited Annual Report 2015 v

Save as type: | Rich Text Format (RTF) ¥

| Save in this format by | ‘
(& Hide Folders default 2
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@ Windows opens the Documents
library.
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: "\ *.

@ cClick 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.

N SN KRS R I S
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P

« « 4 [B» ThisPC > Documents » 0 v O Search Documents
Organize * New folder - [7]
. ~
“ Quick access -_I = . i A=D A= A=D
| Desktop »* = = = =
I\E Documents »* Fax Scanned Wlndo.ws AShaggy  Conference Contmu.um
Documents Security Deg Story Agenda Dynamics
,‘_! Downloads E. 4 2016 Acct
& Pictures b4 =D A=l A=D A=D A=D A=
@ OneDrive = - - - - =
Customer  Letterto M. Logophilia  Logophilia  New Words  Presentatio
@ This PC Feedback Walton Ltd ™ Account inthe n MNotes
Account Modern
Q Network Workplace
A==
*# Homegroup =—
[~
Products ]
File name: | Logophilia Limited Annual Report 2016 ﬁ W
Save as type: | Rich Text Format (RTF) w
| Save in this format,
(=) Hide Folders default Save | Conca

1. Copyright
Copyright ® 2016 Logophilia Limited. All rights 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

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.

2. Legal Disclaimer
The information and services provided are "as is" with all faults and

100% (=)

P - s 34 Find
=tz I 7
b Replace

{2) Copy
Paste. B I U & % x* - A 25 Pidure Paint Dateand Insert
- £2-4 ~  drawing time object [l Selectall
Clipboard Font Paragraph Insert Editing
--4‘--\‘-‘5--‘\--"5-”.-”7-

permission and belongs to respective owners of copyrighted material.

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

close the copy and then reopen the original.
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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 ().
e Click OneNote.

1 H Jask me anything

€@ The first time you start
OneNote, the app takes you
through a few introductory
screens (not shown). On each
screen, click Next (>) to
continue.

0 Click Start using OneNote.

Paul, take a note!
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The OneNote app appears.
e Click the screen.
@ Type a name for the notebook.

0 Press (Z100.

OneNote creates a new
notebook and populates it with
a single section and page.

@ You can click Menu (=) to hide
the OneNote sidebar.

(© To name the section, you can
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

Gaibiiight |20 | B ] U A v |i= E = = v | @ comern @ Picturd
New Section 1 ) B
+ Page

Untitled page Fridey, May 27,2016 10:34 AM

Can I create more than one notebook?
Yes, you can add more notebooks if you
have data to keep separate. Click Menu

(=), click Add (g@) to the right of the

Notebooks heading, type a name for the
new notebook, and then press (=].

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. Log in to
http://onedrive.live.com. Click Documents, position the mouse
pointer ([3) over the OneNote notebook, and then click the file’s
check box ([_] changes to [¢]). Click Manage and then 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 OneNote
Click the section in which you Insert  Draw  View
want to add the page. CalibriLight 20 B I U A ~ |i= = = == v
o Cth Add (+)' 1 Travel Notes [l
2 amilie Toronto
Teiem e Friday, May 27, 2016 10:34 AM
OneNote adds a page to the OneNote

section. Insert Draw View

€© Type a title for the page and Gabiign 20 | B I U A v = = = = vl

press (2.
e B

OneNote sets the page title.
* e Montreal <€)

Friday, May 27,2016 10:48 AM

Toronto

Montreal
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Add a Section
@ click Add (+).

OneNote adds a section to the
notebook.

o Type the section name and
press (1.

OneNote sets the section title.

(@ OneNote adds a blank page to
the new section.
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QOneNote

Toronto

Montreal

Calibri " B I Q A v E E = 3=
Em 0
T op
a0 Montreal

Friday, May 27, 2016 10:48 AM

OneNote

Calibri Light | 20 B

Travel Notes I Word Nates ng

+ Page

°> Untitled page

Friday, May 27, 2016 10:49 AM

scheme?

you want to use.

How do I rename a section or change a section’s color

To change the section name, right-click the section tab,
click Rename Section, type the new name, and then press
(Z1). To change the section’s color scheme, right-click the
section tab, click Section Color, and then click the color

How do I delete a page or section?

To delete a page, right-click the page in the
Pages list, click Delete Page, and then click
Delete Page to confirm. To delete a section,

right-click the section tab, click Delete

Section, and then click Delete Section 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 a Text Note

0 Click the section you want Insert ~ Draw  View

to use. Calibri 1 B I U A ~ = = = = ¥ |0
e Click the page you want to use. MLl woranotes B 1
0 Click inside the page at the + Page Quotations

position where you want the
text to appear.

() OneNote adds an insertion point
cursor.

e Type your text.
() OneNote adds a container

around your text. Calibri 11 B I U A v |= =2 = = .
© When your text note is +
complete, click outside the 4 paoe
’ Quotations

container.

OneNote adds the text note to
the page.
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&Quolaﬁons

Friday, May 27, 2016

-9

é

10:45 AM

Insert

Draw

OneNote

View

Quotations

| am, by calling, a dealer in words; and
words are, of course, the most powerful
drug used by mankind....

Friday, May 27, 2016 10:49 AM

I am, by calling, a dealer in words; and wor
the most powerful drug used by mankind.
— Rudyard Kipling

<@

¥ .
ds ariﬂ course, o
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Size a Text Note Container p—
o Position the mouse pointer ([}) esit  DEn W
over the right edge of the Calibri i B I U A ~|iZ i & = v
container (I changes to «»).
-
e Click and drag the mouse + Page QUotations
pointer (s=) right for a larger _
. Quotations Friday, May 27, 2016 10:49 AM
C0ntamer, or left fOl’ d Smal.l.er I am, by calling, a dealer in words; and
. words are, of course, the most powerful W
COI’ltalner, and then I’elease the drug used by mankind.... I am, by calling, a dealer in words; and words are, of course,
the most powerful drug used by mankind.
mouse. —Rudyar‘; Kipling ¢ Y T 4
OneNote resizes the container
and adjusts the text to fit the
new size.
Move a Text Note Container p—
o Position the mouse pointer ([}) et DEw WS
over the middle of the top edge of Calbri i B I U A v = 1= = v | @
the container ([ changes to ).
:
o Click and drag the mouse + Page Quotations
pointer (¢k) to the position
Quotations Friday, May 27, 2016 10:49 AM
yOU Want and then rel.ease the I am, by calling, a dealer in words; and
words are, of course, the most powerful (%H’ ar
mouse. drug used by mankind.... I'am, by calling, a dealer in words; an: ds are, of course,
the most powerful drug used by mankind.
OneNote moves the container to  Rudyera Kipling
the new position.

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 B I U A = 1=

can click Bold (B), Italic ('), or Underline (U) to apply those il S5 1

font styles to the text. You can also click the Font formatting v m + Font

to apply the subscript, superscript, or strikethrough effect. ;b
Quota.._. .
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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 oneNote
to use. Draw View
@ Click the page you want to use. R A ORISR 5 T
L

e Click inside the page at the Word Notes |-

position where you want the
. + Page
image to appear. Montreal

Toronto Friday, May 27, 2016 10:48 AM
@ Click the Insert tab.
© Click Picture. -9

&Montreal
@ If you want to add a photo
using your PC's camera, you
can click Camera, instead.

The Open dialog box appears. Open %
3 3 Picts Montreal
G Chck the ]mage. 1+ « Pictures » Maontrea v 0 Search Montreal yel
. Organize ¥ New folder =~ T @
@ Click Open. -
7 Quick access
[ Desktop 4
& Downloads  #
Documents :
[&] Pictures * Montreal-134 Montreal-133 Montreal-136 Montreal 15'.-'
Montreal
) Music
n Videos
@ OneDrive Montreal-158 Montreal-159 Montreal-160 Montreal-161
= This PC
# FLASHDRIVE(E)
File name: | Montreal-158 | Alfies ~|

m Open | | Cancel |
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OneNote opens the image for
editing.

e Edit the image as needed.

() For example, you can click
Crop (&) to crop the image
before inserting it.

Q Click Insert all.

OneNote inserts the image into Onetiote
the page.

. . ER Teble b Fie Camera  [ag] Picture @y Link
@ To rotate or flip the image, you

can right-click it, click Picture. bk B

To rotate 90 degrees, click o e Montreal

either Rotate Right or Rotate It e e
Left; to flip, click with Flip 5
Horizontal or Flip Vertical. -

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 to the Microsoft Office documents, and more.

image, press (=] and then type the title above the image. To To insert a file, follow steps 1 to 4,
add a caption, double-click inside the space just below the image | click File, click Insert as Attachment,
(but still in the image placeholder) and then type your caption. select the file, and then 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 OneNote
LiSt = Home e Draw View
@ Click the section you want to use. B e [ rie Comers gl Picture @ Link
Q Click the page you want to use. Word Notes &
(3 ) Click inside the page at the + Page Bucket List
position where you want the list Toronto Monday, nay 30,2015 553 A
to appear.

O Click the Home tab. -

Montreal

o» Bucket List

e Click the type of list you want to OneNote
add: Insert Draw View
@ You can click Bulleted List (:=) to Calibri i B I U b = = @E v
create a list with bullets.
Word Notes  +
© You can click Numbering (:=) to o
. . age .
create a list with numbers. ’ Bucket List
Toronto Monday, May 30, 2016 8:53 AM
OneNote adds the list to a container. '
@ Cclick inside the container and type T 0
your list items, pressing (=110 after Montreal S L penna
each item. " + NewZealand
0 When you are done, click outside Bucket List 4
the container. s
Vienna
OneNote adds the list to the page.
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Create a To-Do List

o Click the section you want et e
to use Calibri 1 B I

o Click the page you want to use. Word Notes  + 6

+  Page
© Add the to-do list. :
o Select all the items in the list.

Camera

c
>
<
I
I
il
i
=[5
<

Florence Trip

Toronto Monday, May 30, 2016 8:58 AM

Things To Do

. Rent apartment
© click Tag as To Do ([]). Montreal e
- Purchase Euros
Rent car
bl Purchase camera battery
Bucket List
Edinburgh
Prague
Vienna
o> Florence Trip
Things To Do
Rent apartment
Renew passport
(® OneNote adds a check box to p—
the left of each item. Insert  Draw
Calibri n B I u A ~ = = = 3= v Camera
-+ Page

Florence Trip

Toronto Monday, May 30, 2016 8:58 AM

Things To Do
[] Rentapartment
Montreal [] Renew passport
- [ purchase Euros
[] Rent car
[[] purchase camera battery

Bucket List
Edinburgh
Prague
Vienna

Florence Trip
Things To Do
Rent apartment

IPS
Are there other tags I can apply to text? How do I create sub-bullets and subordinate
Yes. OneNote offers six other tag types: numbered lists?
Important, Question, Critical, Contact, Select the bullet or numbered item that you want to convert.

Address, and Phone Number. To apply one of Click the Home tab and then click Increase Indent (52).
these tags, select the text, click Home, click | OneNote converts a bullet to a sub-bullet that uses an unfilled
the v to the right of Tag as To Do (|-]), and | icon; OneNote moves a numbered item to a subordinate list
then click the tag. that uses lowercase letters.
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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

@ Tur on your printer.

o Open the document you want to
print.

€@ Click File.
@ click Print.

Note: In many programs, you can
select the Print command by
pressing (£0+() or by clicking
Print ().
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1. Copyright
Copyright © 2016 Logophilia Limited. All rights 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.

~ @
&4 Find
2 Replace
(i} select all
Editing

Paste B 7 I e X x* - A~ = = =5 Pidure Paint Dateand Insert

° LA - drawing  time  object

Clipboard Font Paragraph Insert
"g--‘\"-1"‘|-"2--‘\"-3"‘|-"4--‘\“-5“‘|-“$--‘\

| Id = ¢ = | Logophilia Limited Annual Repert 2016 - WordPad —

D e Preview and print the document \;I i{fﬁ @ ]El

[ Print
Ficture Paint Dateand Insert

b, Replace

Editing

Select printer, number of copies, and other a p e
| Gpen printing options before printing. el uLE - ChE
: o Insert
 Quick print
H Save send the document directly to the default 45 L
printer without making changes.
R Print preview
E EER Preview and make changes to pages before
printing.
‘ J Page setup
s reserved.
seng in email

ced in any form,
@ About WordPad than personal use
Limited. Any materials
|jJ Exit lia Limited, is used by
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% (=) | ] (@]




The Print dialog box appears.

Note: The layout of the Print dialog
box varies from program to program.
The WordPad version shown here is a
typical example.

© 1 you have more than one
printer, click the printer you
want to use.

Click the Number of copies [/
to specify the number of copies
to print.

@ Click Print.

@ Windows prints the document.
The print icon (=) appears in
the taskbar’s notification area
while the document prints.
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= Print
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Select Printer
S Fax

U HP Officejet 7610 series
= Microsoft Print to PDF

< >

Status: Ready [lerrttofie | Preferences

Location: : i

Comment: Find Printer...

Page Range

O] Number of copies: |1 Ho
Selection Current Page

OPages: Gesss Collte

i Microsoft XPS Document
@ Print asa PDF

2 _2"5_ 33l

Erter ether a single page number or a single
page range. For example, 5-12

0# Pit | | Cancel Aooly
| Bl ® ¢ = | Logophilia Limited Annual Report 2016 - WordPad — O X
Home View ~ @
g . 4 Find

SELY.

Picture Paint Dateand Insert
~  drawing time  object

!
cut
D B Nerdana
B Copy

paste B 7 UaeX x £+A~
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Insert Editing
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1. Copyright
Copyright © 2016 Logophilia Limited. All rights 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.

How do I print only part of a document?
Most programs support the following methods:

(C changes to @).

o Print selected text: Select the text and then, in the Print dialog box, click Selection () changes to @®)).
e Print a specific page: Place the cursor on the page and then, in the Print dialog box, click Current Page

e Print a range of pages: In the Print dialog box, click Pages (() 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 with
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.

OIRO9 =] Ficture Tools  Montreal
Home  Share  View  Manage

« v J, » ThisPC » Pictures » Montreal v O Search Mantreal »p
3 Quick access
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| Montreal " L

b Music 2 \ (a2
|| Swingline Stapler ey
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@ OneDrive

- - . - -
=
o Network T8

Meontreal-81 | Montreal-82 Montreal-83 Montreal-24

Montreal-85 Montreal-86 Montreal-87 Montreal-88
[ 2

i Homegroup h
) | ﬁ . ‘

Montreal-89 Montreal-30 Montreal-91 Montreal-92

- B

Montreal-93 Montreal-04 Montreal-95 Montreal-96
156items 1 item selected 13.9 MB
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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, or 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
o Click File Explorer ([=).

o 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.

e Press and hold and click
each of the other files you
want to select.
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Select a Group of Files
o Open the folder containing
the files.

o Position the mouse pointer ([})
slightly above and slightly to the
left of the first file in the group.

e Click and drag the mouse
pointer ([;) down and to the
right until all the files in the
group are selected.

Select All Files

o Open the folder containing
the files.

o Click the Home tab.
9 Click Select all.

Note: A quick way to select all the
files in a folder is to press (£1)+().

() File Explorer selects all the files
in the folder.
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the folder.

Depending on the situation, there are a few ways to deselect files:
e To deselect a single file from a multiple-file selection, press and hold (£20 and click the file you want to

® To deselect all files, either click the Home tab and then click Select none, or click an empty area within

¢ 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

@ 1n File Explorer, open the
folder containing the files you
want to view.

© Click the View tab.

€@ In the Layout section, click
More (+).

Windows displays the Layout
gallery.
e Click the view you want.

() File Explorer changes the file
view (this example shows Tiles
view).
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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

In File Explorer, open the
folder containing the file you
want to preview.

© Click the View tab.
€ Click 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 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.

@ 1n File Explorer, open the folder
containing the file you want
to copy.

e Select the file.
€ Click the Home tab.

@ Cclick 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.

242

= | Documents

I
»
7] P

%\phnam
[&] Pictures

| Allan Gard
b Music
B videos

@ OneDrive

access

I This PC

¥ Network

r% A vt
4 J| Copy path
Pin to Quick | Copy | Pas

View

X =
* = ﬂ-
Move Copy Delete Rename

oo =

aste shortcut | to=  to

Organize

ExchangeRates Expense Report
Form.xsn

Fiscal 1996 Sales

o
Edit
Properties

Open

Fill Handle
Examples.xsx

A Open ~

£ History

-0
HH setect an
5F Select none
EH Invert selection

Select

Final Earnings
Report for FY'

2015-2016.pptx

= 0

= FLASH DRIVE (E:)
| Allan Gardens
| Arcade Fire
& ~ Backups
| Band of Horses
| Bettie Serveert

Rli#zan Trannar he

1item

1item selected 474 KB

Finances.xlsx Florence,
*& Homegroup Summary.xs Italy.ppte
A =g
= o
e . P ML
255items 1 item selected 474 KB E=[E
iy | = | Backups - u] X
Hnme@ View BN /)
D b x Eﬁ - - Open + [ selectall
= ath & |7 £9- [ Edit 25 select none
Pinto Quick Copy | Paste | - Move Copy Delete Rename  New Properties o
access El Paste shortcut tor tar - falder - &) History EEIrwert selection
Clipboal QOrganize Mew Open Select
| | Allan Gardent o = e revesrrrent
| 2015-07-17 Gard %
= o
| Allan Garden: Florence - The
| Pictures FEmBdh
Signoria
& Videos
@ OneDrive
I This PC




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.

In File Explorer, open the
folder containing the file you
want to move.

e Select the file.
€ Click the Home tab.

O click Cut.

Windows places the file in
the Clipboard.

o Open the folder to which you
want to move the file.

@ Click the Home tab.
@ 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.

o In File Explorer, open the
folder that contains the file
you want to rename.

© Click the file.
e Click the Home tab.

Note: In addition to renaming
files, you can also rename any
folders that you have created.

@ 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 (239 to cancel the
operation.

Note: The name you type can be
up to 255 characters long, but it
cannot include the following
characters: <>, 2 : "\ *.

@ Press (070 or click an empty

section of the folder.

The new name appears under
the file’s icon.
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Create a New File
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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,”

chapter). You can also create a new folder.

Create a New File

later in this

o In File Explorer, open the folder
in which you want to create
the file.

e Click the Home tab.
e 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.

© 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

@ 1n File Explorer, open the
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CHAPTER

Restore a Deleted File 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

0 Double-click the desktop

Recycle Bin icon. 4
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. CIEEEL e B Tog | RegycleBin o0 x
Home Share i ~- @
e Click the file you want to i 2 8
restore. Recyee Bin properties | 2l tems ;,".:it‘::é!;s e
€ Click the Manage tab. S |
225KB
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@ Click Restore the selected »ouse
'itemS. = 3‘::::\naitap\er
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. . [ This PC
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its original folder. & Homegrous
Sitems 1 item selected 225 KB =
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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
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Copy a File to Your OneDrive

o In File Explorer, open the
folder that contains the file
you want to copy.

o Press and hold 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.

() File Explorer copies the file to
the OneDrive folder.

CHAPTER

Working with Files 10

Music Tools  Talking Through Tin Cans —_ [m] b’

IEEEE
Home Share View Play

& = « 4 | > Librares » Music > TheMomingBenders » Talking Through Tin Cans 4 v|® | SearchTalking Thro.. @

i
e 4

5 gk Quickaceess

~ @ OneDrive

> &) Documents

Dogs Dogs Doc 3
&) 700 s Anna
& Favoriety i

:i
0 — ""'. .
+ Copy to Music &

07 Heavy Hearts

&l Ldgophil

&l Lagophil!
B L

> &) Pictures

@, Presentations

> g Public
&) Shared favorites
) Windows 8 In De
&) Workbooks

> EH This
) v
12item m selected 666 MB

-
ped oo

& 't‘
A

021 Was Wrong

P
e 40

08 Boarded Doors

e i i i
I i 40 s . 4

= Ye U Y

03 Loose Change 04 Patient Patient 06 Waiting for a
War

e prewrn i i
e 40 e 40 s 0 e 4

= Ue Yo U

09 Wasted Time 10 Chasing a 11 When We're 12 Worth the
Ghost Apart Fight (Bonus
Track)

05 Crosseyed

« “ 4 |, » OneDrive > Music

> s Quick aceess -y o S
v % OneDrive
> & Documents
Dogs, Dogs, Dog

@ Hogs e 021 Was Wrong
o Favorites
| Logophilia
| Logophilia Press.
2| Music

v

& Pictures

) Presentations

v

2 Public
) Shared favorites
& Windows & In D
& Workbooks

> & ThispC

1item

Music Tools

1R O9-l
Home  Share  View Play

Music

40

v ®/ | Search Music )

EEE@

How do I access my OneDrive
online?

You need to open Microsoft Edge
and navigate to the OneDrive site,
http://onedrive.live.com. After you
are logged 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, Excel 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

View Compressed Folder Files

o In File Explorer, open the folder
containing the compressed
folder.

() The compressed folder appears
as a folder icon with a zipper.

o Double-click the compressed
folder.

() File Explorer displays the
contents of the compressed
folder.

Note: File Explorer is only displaying
the contents of a compressed folder;
it has not extracted the files. To
extract the files, follow the steps in
the next subsection.
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Extract Compressed Folder
Files

folder.

e Click Extract all.

the files.

to [v]).
@ Click Extract.
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9= Compressed Falder Tools_ Documents — [m] x
Home Share View Extract - @
[£ pocuments &= Pictures Allan Gardens %
3 & vi swingline Stapler Ji Music - d
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AMosaicof New A Shaggy Deg Accounts Accounts Addresses Advances Owed
i Network Words Story Receivablexisx
o4 Homegroup [ A= N _ A_é‘
The Select a Destination and = lpocx| | ==
E Fl d l b f h Adv;;t;rse}ﬁorks AAgencyt Algadnd;for ﬁgug:m%cTn AE\:(gnm‘ant émmm;
XtraCt 1es aia Og 0X 0 t e 255items 1 item selected 472 KB e reemen e e e e EEE’E\]
Extract Wizard appears.
X
o Type the location of the folder 8 Extract Compressed (Zipped) Folders
into which you want to extract
Select a Destination and Extract Files
GYOU can aI.SO Cljck Browse and Files will be extracted to this folder:
choose the fOlder. |C:\Users\pauIm\Documents\Accounts{ | | Browse... m
G If you want to Open the folder wshow extracted files when complete
into which you extracted the
files, click Show extracted files
when complete ([_]| changes
Windows extracts the files.
7
How can I create a compressed folder?
Follow these ste.ps. = o= —
o Select the files and folders you want & = P |A=
to store in the compressed folder. — Z“::n“:‘:hw'”"mwe””" = |
. . . Logophilia Lt i Map to Meeting Ag|
e Right-click any selected item. Account | Sharewith > Conventon Form.
Restore previous versions enter
e Click Send to. o Send to 0 >| € Bluetooth device
1 g = Cut g" Compressed (zipped) folder
@ Click Compressed (zipped) folder. |E o B besktop (resteshorcuy 8

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
that contains the file you want
to open.

© Click the file.
e Click the Home tab.
@ Click the Open .

() If the program you want to use
appears here, you can click the
program and skip the remaining
steps.

e Click Choose another app.

Windows asks how you want to
open this file type.

@ click More apps.
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How do you want to open this file?

Keep using this app

H Photos
Photos are easily enhanced, organized for you, and
ready to edit and share.

Other options

Paint

Windows Photo Viewer
Look for an app in the Store

Always use this app to open Jjpg files

OK




() Windows displays a full list of
programs you can use to open
the file.

0 Click the program you want to
use to open the file.

(® If the program you want to use
does not appear in the list, you
can click Look for another app
on this PC, and use the Open
With dialog box to specify the
program.

© click oK.

Windows opens the file in the
program you chose.
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How do you want to open this file?

Keep using this app

Photos
Photos are easily enhanced, organized for you, and
ready to edit and share.

Other options

ﬁ; Paint 7

&, Windows Photo Viewer
Look for an app in the Store

Always use this app to open jpg files

@l | | ® @ = | Montreal-80 - Paint - o X
Home  View ~ @

[ Rulers El =5
-

[ Gridlines
Full Thumbnail
[ statusbar  gereen

& & [

Zoom Zoom 100
in out %

Zoom Show or hide

Display

How can I open every file of the same type in the
new program?

If you want to open every file of the same type —
such as Text Document files or Rich Text Format
files — in the same program, follow steps 1 to 6
and then click Always use this app to open .ext
files ([_] changes to [¢]), where .ext is the file
extension of the file type you are working with.

Can I set the default program for multiple file
types?

Yes. In the taskbar’s Search box, type set default,
click Default Programs, and then click Set your
default programs. Click the program you want to
use, click Choose defaults for this program, click
each file type you want to open with the program
(L] changes to [¥]), and then click Save.
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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 connect and
work with a homegroup.

Settings
& Home
Accounts

I A= Yourinfo

E Email & app accounts PAUL MCFEDRIES

S . paulmcfedries@hotmail.com
& Sign-in options Administrator
=)

Access work or school Billing info, family settings, subscriptions, security settings, and
more

Family & other people Manage my Microsoft account

Sync your settings Sign in with a local account instead

Create your picture

@ Camera
D Browse for one




Display User Accounts . . . . . . .. ... oo o 256

Createa UserAccount . . . . . .. ... ..o 258
Switch Between Accounts. . . . . . . ... ... ... 260
Change Your User Account Picture. . . . . . . ... .. 262
ChangeaUser'sPassword. . . . . . . . ... .. ... 264
DeleteanAccount . . . . . . .. ... ... 266
Createa Homegroup . . . . « v ¢ ¢ ¢ ¢ v v v v o o o 268
JoinaHomegroup . . . . . ¢ ¢ ¢ v v vt v 0 v v b u 270
Share a DocumentorFolder. . . . . . .. ... .... 272

View Network Resources . . . . . . . . . . ¢« v ¢« ¢ o . 274



o 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 ().

The Start menu appears.

Most used Life at a glance Play and explore

Q Click your user account. Ty -
i 21 ©® =

Microsoft Edge Groove Music Movies & TV

O o

Cortana  CNN -9 minutes ago

30 Builder =] m;

News
Alarms & Clock

2 1 L& Apple Software Update
Westher

Ask me anything
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e Click Change account settings.

Most used Life at a glance Play and explore

B8 control Panel
Thursday

: st
' y Notes 2 »] @ -

& Paint Microsoft Edge  Groove Music  Movies 8 TV

Change account settings

Lock k w O m

Signout Cortana  CNN - 9 minutes ago Get Started

wvid McHammaond

B O

News OneNote
§'% ' Karen McHarper

g Fuar

.

(&"| Apple Software Update -

Weather
c

a1

| calcuator

e

Calendar

Bl Camena

G

Ask me anything

The Accounts screen appears. setings — o x

Information about your & Home
account appears here. Later, [ Find a settng
after you have switched to
another account, information
for the current account appears
in this spot. = Email & app accounts

Accounts

A= Your info

PAUL MCFEDRIES

o . paulmcfedries@hotmail.com
&, sign-in optians Administrator

E=1  Access work or school Billing info, family settings, subscriptions, security settings, and
more

x

Family & other people Manage my Microsoft account

Sync your settings

O

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.
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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 Setngs

Settings app. $ Home Your family
Note: See the prev-lous Section, ”D-isplay ‘ Find a setting J: | Add your family so everybody gets their own sign-in and desktop.
” . You can help kids stay safe with appropriate websites, time limits,
User Accounts,” to learn how to display 4 apps, and games.
the Accounts screen. 2= Yourinfo | Add a famity member
© Click Family & other people. © Email & app accounts N

Q Click Add someone else to this PC. b sioninoptions

Access work or school

Allow people who are not part of your family to sign in with their
A, Family & other people 0 own accounts. This won't add them to your family.
Sync your settings o Add someone else to this PC 0
David McHammond
tyyw10@outlook.com

Karen McHarper
k Administrator - logophilia@outlook.com

Set up assigned access

Other people

Q

The How Will This Person Sign In x
screen appears.
For a local account, click I don't How will this person sign in?
have this person’s Sign-in Enter the email address or phone number of the person you want to add. If they use
. . Windows, Office, Outlook.com, OneDrive, Skype, or Xbox, enter the email or phone
1nf0rmat1 on. number they use to sign in.

Note: If you want to create a Microsoft fmail or phone

account instead, see Chapter 1 for more

information.

I don't have this persen's sign-in information 4
Privacy statement @
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e Click Add a user without a Microsoft
account.

The Create an Account for this PC screen
appears.

@ Type the name you want to use for the new
account.

o Type the password.

Note: The password characters appear as dots for
security reasons.

e Type the password again.

9 Type a hint that will help you or the user
remember the password.

(@ Click Next.

Windows creates the account and adds it to
the Other Users section.

CHAPTER
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Let's create your account

Windows, Office, Outlock.com, OneDrive, Skype, Xbox. They're all better and more
personal when you sign in with your Microsoft account* Learn more

| first name | | Last name |

| someone@example.com |

Get a new email address

| Password |

| United States v |

| Birth month ~ | | Day ~ | | Year v |

*If you already use a Microsoft service, go Back to sign in with that account.

Add a user witho%ﬁ Microsoft account

. -

Create an account for this PC

If you want to use a password, choose something that will be easy for you to remember
but hard for others to guess.

Who's going to use this PC?

| Alex 0 |

Make it secure.

| Mom's maiden name + birth year 0 X |

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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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 ().
1 e 0 z ~ T i)

The Start menu appears. e eses e R

Click your user account. - Thrsiny .
12 | - @ =
e Click the user account you Micocttage Groowe e | Movies 81V

want to switch to. CRR—

Lock W O

Photos Cortana  CNN -9 minutes ago

Sign out

A Aex 3
3 oo m
2 David McHammond (] a=]| a
News. OneNate

% Karen McHarper

&
a { }
2 . (& Apple Software Update ’

C

B calculator
Calendar
B Camera

Ask me anything
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Windows prompts you for the user
account password.

e Type the password.

e Click Submit (EX).
R Alex
@ Paul M(Fednesr
David McHammo...
1 tlook
s"? Karen McHarper
The user’s picture now appears Bl - More ways

in the Start menu, and the Feback o Wespeskoutook  BPEN gy -
user’s name appears When you Maps Calendar (<] Xbax @ Groove Music Movies &.T|
hover the mouse pointer ([}) reere e o ' @ N
. ity e \ \
over the account picture. B o A | o...

Note: The first time you switch to a
new account, Windows takes a few
moments to configure the account.

3D Builder

Alarms & Clock

&' Apple Software Update

Calculator
Calendar

Camera

] Connect

Psk me anything

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 supply a hint to help you remember the password. If you cannot remember your password, follow
these steps: In the sign-on screen, leave the password text box blank. Click Submit (EJ). Windows tells you
the password is incorrect. Click OK to return to the sign-on screen. Windows displays the password hint.
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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.

@ click start ().

The Start menu appears.

9 Click the user account.

Q Click Change account settings.

The Settings app appears with
the Your Info tab displayed.

0 Click Browse for one.
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We speak Yahoo - st
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Bl ¥box] @) | GrooveMusic || Movies &)

2 N ¥

Snipping Tool Microsoft Edge  Photos er
Change account settings 3 a
S .
S 4F
Sign out Skype Prev
[B) Paul McFedries GOV
“7 Signedin

8| David McHammond a

el -
&1 Karen McHarper = OneNote

7] tor
Calendar
o]

3 Connect

Ask me anything

Settings - o x

B Home

‘ Find a setting

Accounts

A= Your info

ALEX

ocal Account

E1 Email & app accounts

€, Sign-in options
=

Windows is better when your settings and files automatically sync.

Access work or school Use a Microsoft account to easily get all your stuff on all your
devices.
= Sync your settings Sign in with a Microsoft account instead

Create your picture

@ Camera
B Browse for one 4
I




The Open dialog box appears. oper x

e Click the picture you want P —
to use. # Quick access

I Desktop

Q Click Choose picture. & ounioats

[£] Documents

4 &) > ThisPC > Pictures » @/ | Search Pictures P

B
l
o
&
b

— 201501 11.0386 201501 11_0987 201501 11_0988 201501 11_0983 2015 0111_09%0
=] Pictures
r
B Music i‘,—f
& videos L P
@ OneDrive 201501 110991 201501 110992 201501 11_0993 201501 110994 201501 110995
[ This PC - * ¥
- . e
-
= FLASH DRIVE (E) - . 5
20150111099 201501 110997 201501 11_0998 201501 110999 201501 11_1000
¥ Metwork
e - - ' - -
5 Photos
201501 11_1001 201501 11_1002 201501 11_1003 201501 11_1004 201501 11_1005
La%i9
L2 4
File name: | 201501 11 0990 Allfiles. &
6
The Your Info tab appears and Setings - o x
displays the new picture.
% Home
| Find a setting £
Accounts
A= Yourinfo
= Email & app accounts ALEX

Local Account
Sign-in options
Windows is better when your settings and files automatically sync.

Use a Micresoft account to easily get all your stuff on all your
devices.

Sync your settings Sign in with a Microsoft account instead

E= Access work or school

Q

Create your picture

@ Camera
|] 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 Seangs ~ 0 «x

user’s password, sign in as & Home 5 Windows Hello

that user. I Find a setting ) . .

Sign in to Windows, apps and services by teaching Windows to recognize you.

o D]Spl'ay the Accounts screen Of Aecounts 0 Windows Hello isn't available on this device.

the Settmgs app. 2 Your info See how it works and find compatible devices
Note: See the section “Display User = email & 3pp accounts

” R . @, Password
Accounts,” earlier in this chapter, to (@ & s couers
learn how to display the Accounts ©  Access work or school Change your account password
screen. n
&~ Syncyour settings
€ Click Sign-in options. i PIN
. Create a PIN 1o use in place of passwords. You'll be asked for this
0 Under PaSSWOI’d, Cth change. PIN v‘vhenyoLtls'\gninll;WindOZS,apps,and services. !
Add

Note: If the account has no
password, click Add in the Password o Dictiira macownrdd
section.

Change your password
W]ndOWS promptS yOU tO Venfy First, confirm your current password.

your current password.

a Alex
Note: If the account has no current
password, skip to step 7. curent passuord.  [[RITR 5
a Type your current account
password.

@ click Next.

Cancel
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Windows prompts you for the new password.
0 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 (%) to temporarily display the
password.

Q Type a hint.
(@ Click Next.

) Click Finish.

Windows updates the user account password.

(© Change your password

ecponrss [ 7 T

Password hint Favorite book+favorite number 9

10 o]

(® Change your password

Next time you sign in, use your new password.

Alex

Local account

11 Finish

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.

@ sign out of the user account
you want to delete.

Note: To sign out of an account,
click Start (E), click the user
account on the Start menu, and
then click Sign out.

9 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.

e Click Family & other users.

The Family & Other Users screen
appears.

Q Click the user account you want
to delete.
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£t Home

| Find a setting £

Accounts 0

A= Your info

=1 Email & app accounts

PAUL MCFEDRIES
o . paulmcfedries@hotmail.com
&, sign-in options Administrator

Billing infa, family settings, subscriptions, security settings, and
more

E5 Access work or school

Manage my Microsoft account

Q

Sync your settings Sign in with a local account instead

Create your picture

= Email & app accounts
Learn more

@, Sign-in options
Other people
B2 Access work or school
Allow peaple who are not part of your family to sign in with their

A, Family & other people own accounts. This won't add them to your family.

(@)

Sync your settings + Add someone else to this PC

Alex

Local account

David McHammond
tyvwl10@outlook.com
Houseguest

Local account [

’ Karen McHarper
Administrator - logophilia@outlock.com

Set up assigned access




a Click Remove.

= Email & app accounts
Learn more

Sign-in options
Other people
Access work or schaol

Allow people who are not part of your family to sign in with their
A, Family & other people own accounts. This won't add them to your family.

&

Sync your settings Add someaone else to this PC

Alex
Local account

+
David McHammond
tyvwi0@outlook.com

Houseguest
Local account

Change account type 5

e
m Karen McHarper

The DElete Account and Delete account and data?
Data dialog box appears.

Q Click Delete account and

Delete account and data?

data. Q Houseguest
Local Account
Windows deletes the
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 IOSECRE | cco |

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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ou can share documents and media easily with other Windows computers by creating a homegroup
on your network. A homegroup simplifies network sharing by making it easy to share documents
with other computers and users who are also connected to that homegroup.

You use one Windows computer to create the homegroup, and then you use the homegroup password to
join your other Windows computers. For more information, see the next section, “Join a Homegroup.”

Create a Homegroup

0 In the taskbar’s Search box, type

homegroup.
Q Click HomeGroup.

The HomeGroup window appears.

9 Click Create a homegroup.

Windows displays an overview
of what you can do with a
homegroup.

Q Click Next (not shown).
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Best match

.‘ HomeGroup 0
Control panel

b

Settings

*4 Change homegroup password

[# Find and fix problems with homegroup
> Sync your passwords on this PC

Web

2 homegroup

B DlNohaEHLQ

homegmup| 4

*& HomeGroup - u] X

4 *& > Control Panel » Network and Internet > HomeGroup v | D Search Control Panel 0@
Share with other home computers

" There is currently no homegroup on the network.

With a homegroup, you can share files and printers with other computers on your home network. You can
also stream media to devices.

The homegroup is protected with a password, and you'll always be able to choose what you share.
Change advanced sharing settings...

Start the HomeGroup troubleshooter

& Create a homegroup | [ Clese
&




The Create a Homegroup dialog box - Y
appearS. ¥ Create a Homegroup
e Select Sh?]I'Ed for;aﬁh :’em you Share with other homegroup members
want to share with the homegroup,
. g p Choose files and devices you want to share, and set permission levels.
such as pictures or documents.
. Library or folder Permissions
e Cth NeXt' =| Pictures & Shared v
B Videos Shared ~
b Music Shared =
2| Documents Mot shared ~
™ Printers & Devices Shared ~
6 Cancel
Windows displays the homegroup - X
password- &F Create a Homegroup
Use this password to add other computers to your homegrou
0 l;]/lake a mental notedof the his p 10 add oth . your homegroup
omegrou assword.
g p p Before you can access files and printers lecated on other computers, add those computers to your
e Click F'in'ish hemegreup. You'll need the following password.
YOU can now jO'in yOUI’ Other Write down this password:
computers to the homegroup, as ga2pl2vh3y w
described in the next section. Note
that a computer must be running
Windows 7 or later to join a
homegroup. Egt:tL:Uelv;;:oelrlgetyourhomegrnup password, you can view or change it by epening HomeGroup in
8
I have lost my homegroup password. How do I How can I change the homegroup password?
view it again? Follow steps 1 and 2 to display the HomeGroup
The easiest method is to repeat steps 1 and 2 to window. Click the Change the password link and

display the HomeGroup window and then click
View or print the homegroup password. The
window that appears displays the homegroup

password.

then click Change the password to generate a new
homegroup password. If one or more computers have
already joined the homegroup, you need to provide
them with the new password.
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f your network has a homegroup, you can join your Windows computer to that homegroup. This
enables you to access shared resources on other homegroup computers, and to share your own
resources with the homegroup.

This section assumes you or someone else on your home network has already set up a homegroup
as described in the previous section, “Create a Homegroup,” and that you have the homegroup
password.

Join a Homegroup

In the taskbar’s Search box,
type homegroup. Best mateh

. ) HomeGroup
© click HomeGroup. > et 2

settings

*& Change homegroup password

[# Find and fix problems with homegroup
> Sync your passwords on this PC
Web

£ homegroup

EEDLhIlEoLWheE@L S

homegroup‘ 4

The HomeGroup window *% HomeGroup - O X
appears. 4+ % « All Control Panel tems » HomeGroup ~ | @ | Search Control Panel 2
9 Click Join now. Share with other home computers

Windows displays an overview

of what you can do with a
With a homegroup, you can share files and printers with other computers on your home network. You can
homegroup‘ also stream media to devices,

Q Click Next (not shown).

-
.'. Paul McFedries on WIN-9BQPO6J1Q:G4 has created a homegroup on the network,

The hemegroup is protected with a password, and you'll always be able to choose what you share.

Change advanced sharing settings...

Start the HomeGroup treubleshooter

(3 e
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Sharing Your Computer 1 1
The Share with Other Homegroup
Members dialog box appears.

Select Shared for each item you want Share with other homegroup members
to share with the hOmegroup, such as Choose files and devices you want to share, and set permission levels.
pictures or documents. Library or folder Permissions
. [&] Pictures & Shared w
@ click Next. | |
B Videos [Shared v
o) Music [Shared v|
Documents |Nq|§|\a[ed v|
= Printers & Devices |shared v|

homegroup password.
Type the homegroup password

@ Type the homegroup password.

Ap helps prevent horized access to h p files and printers. You can get the
> password from Paul McFedries on WIN-9BQP0O6)10G4 or another member of the homegroup.
@ Click Next.

Type the password:

ga2p12vh3y| {

Windows joins the homegroup.

© click Finish.

You can now access other homegroup
computers and share your files with the
homegroup.

When I try to join a homegroup, Windows tells me my password is not | Can I leave a homegroup if
correct. What am I doing wrong? I no longer need it?

First, double-check that you have been given the correct homegroup Yes. Follow steps 1 and 2 to
password and that you are typing that password correctly. Second, display the HomeGroup
understand that homegroup passwords are case-sensitive, so you must window. Click Leave the
type the uppercase and lowercase letters exactly as they appear in the homegroup. When Windows
original homegroup settings. Make sure your keyboard does not have Caps | asks you to confirm, click
Lock turned on. Leave the homegroup.
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ou can share documents and folders of your choice with your homegroup, if your network has
one. You can also share a document or folder 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 View or View and Edit
permissions. View permission means that users cannot make changes to the document or folder; View
and Edit permission means that users can view and make changes to the document or folder.

Share a Document or Folder

Share with the Homegroup
@ click File Explorer ().

9 Open the folder containing the
item you want to share.

Click the document or folder you
want to share.

@ click the Share tab.
a Click Homegroup (view).

To allow homegroup users to
make changes to the item, you
can click Homegroup (view and
edit) instead.

Share with a Specific User

0 Open the folder containing the
item you want to share.

Click the document or folder you
want to share.

e Click the Share tab.
Q Click Specific people.
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Share  Email  Zip '
= Fax

=] Pictures
Allan Garﬂ&
Montreal

D Music
B Videos

& OneDrive
[ This PC
¥ Network

*& Homegroup
3, Paul McFedries

17itens  1item selected

Picture Tools  Pictures

View Manage

o Homegroup (view)
s Homegroup [view and edit)
B karen McHarper

2015-07-17 2015-07-17
Butterfly Garden Shots
Conservatory

ne:

Fiesole iCloud Photos
Scans Swingline Stapler

—

|‘.I
!

- [m] X
~ @
_  Stop Advanced
T sharing  security
i S
Li =
2016-05-19 Allan Gardens Camera Roll
Spring Has
Sprung

Lake District

Saved Pictures

Montreal

5
IMG_0103

=M = Picture Tools  Pictures - O %
Home Share Manage - @
]- J| @s8umntodisc [ teachyourselfvisuallywin10@outlook.com = 7
£ e B vinto = w2
= P win10books @outiook.g
Share  Email  Zip _ Stop  Advanced
=3 Fax 2 Specific peaple.. T sharing  security
5 P hy I i =
Allan Gard A " ==
Mentreal 2015-07-17 2015-07-17 2016-05-19 Allan Gardens Camera Roll
) Butterfly Garden Shots Spring Has
J’ Music Conservatory Sprung
8 Videos - :
@ OneDrive 0
I This PC “ = e
¥ Network Fiesole iCloud Photes Lake District Mentreal Saved Pictures
*& Homegroup 3 ' e
& Paul McFedries T !
Scans Swingline Stapler IMG_0033 IMG_D046(2) IMG_0103
-
| v
TTitems  1itemselected  State: 3R Shared =[5




The File Sharing dialog box - o x
appears. A File Sharing
Click ~ and then click the name )
Choose people to share with
of the user.
Type a name and then click Add, or click the arrow to find someone,
@ click Add.
0 Click e and then Cl]Ck the ‘ Karen McHarper (logophilia@outlock.com) I @
permission leVeL MName Permission Level ‘
2, Homegroup Read v
NOte: Read perm.iss.ion .IS the same as 2 Karen McHal:per(Iogophilia%@outlook.cf}m) Read ¥ .+ pead
V' d R d/W 't . th 2 Paul McFedries (paulmcfedries@hotmail.com) Owner Read/Write
ew, an ea rnte 1s the same as
. . R
View and Edit. —
© Click Share.
I'm having trouble sharing
& Share Cancel

Windows shares the document or ) Picture Tools_ Lake Distict - o x

fOl.der. Home Share View Manage [2]
« v » Paul McFedries » Pictures » Lake District v O Search Lake District L

When you open the folder, you see S Quick sccess e B

%

State: Shared in the status bar. [ Documents < EEw—

Allan Gardens

v

Montreal Lake District Lake District Lake District Lake District Lake District

J! " 2014_076 2014_0320 2014_0321 2014_0322 20140323
B videos Fa \ v ‘ E ‘ o Wy
@ OneDrive “ §“ v e
Lake District Lake District Lake District Lake District Lake District
& ThisPC 2014_0324 2014_0325 2014_0326 20140327 20140328
¥ Network ; -
Pttt s oo ot Ee s
Lake District Lake District Lake District Lake District LakeDlstn:t
2014 0334 20140335 20140336 20140337 20140338
Slitems  State: 83 Shared EEE
How do the other users access the shared document Can I see all the documents and folders that
or folder? I am sharing with other users?
Send them the address in the final File Sharing dialog Yes, you can do this in two ways. In the final
box. You have two choices: Click e-mail to send the File Sharing dialog box, click Show me all the
address via email, or click copy to copy the address to 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 in your homegroup, you can use the Homegroup
folder to view the other computers and see their shared resources. To get access to the shared
homegroup resources, you must know the homegroup’s password and have joined the homegroup, as

described earlier in the section “Join a Homegroup.” If your network does not have a homegroup,
you can use the Network folder instead. A network resource can be a folder, hard drive, CD or DVD
drive, flash drive, printer, scanner, or other shared device.

View Network Resources

View Homegroup Resources
@ Cclick File Explorer ([2).
e Click the Homegroup folder.

Windows displays icons for each
user who is sharing data in the
homegroup.

Double-click the user who is
sharing the resource you want to
access.

Windows displays the resources the
user is sharing.

If the user has an account on
multiple PCs, you see a section for
each PC.

The resources that the user is
sharing on the computer appear
here.

Q Double-click an icon to access the
resource.
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View Network Resources

o In File Explorer, click the
Network folder.

(1) Windows displays icons for each
computer that is sharing
resources.

o Double-click the computer that
is sharing the resource you
want to access.

(2 The resources the computer is
sharing appear here.

9 Double-click an icon to access
the resource.
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How can I fix network problems?

suggests.

If you are having homegroup trouble, launch File Explorer,
click the Homegroup folder, click the Homegroup tab, and
then click Start troubleshooter. If you are having network
trouble, right-click the network icon in the taskbar’s
notification area and then click Troubleshoot problems.
In both cases, follow whatever repair techniques Windows

How do I change my computer’s network
name?

In the taskbar’s Search box, type name and
then click View your PC name. Windows
opens the PC screen of the Settings app.
Click Rename PC, use the Rename Your PC
text box to type the new name, click Next,
and then click Restart now.
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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
Show text suggestions as | type
@ on
Devices Add a space after | choose a text suggestion
@ on
Add a period after | double-tap the Spacebar
4 Connected devices Q on

% Home

EE'.] Printers & scanners

¢ Bluetooth

Touch keyboard

Mouse & touchpad

Play key sounds as | type

Typing @ on

Capitalize the first letter of each sentence

@D on

Use all uppercase letters when | double-tap Shift

@ on

Add the standard keyboard layout as a touch keyboard option

@ on

Show the touch keyboard when not in tablet mode and there’s no
keyboard attached

@D of

AutoPlay

UsB
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Configure Your Tablet to Work with a

SecondMonitor . . . . . . . ¢ v ittt e . 286
Adjust Screen Brightness . . . . . . ... ... ... 288
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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 action.

Double-Tap

Tap and release the screen twice, one tap right
after the other. You
also use this

gesture to initiate XZ
an action, although
mostly with older
desktop programs.

Tap and Hold

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.

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 l

screen, such as a

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 t
screen, such as a

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.

279



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.

Using Gestures to Control Windows

Initiate an Action 1 2
0 Position your finger or the L ata gharce Ply and epirs
stylus over the object that you T

want to work with. 21
0 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 menu.

USA Today - 59 minute

]

a

&

)
&

Swipe the Screen

0 Quickly move your finger or the
stylus across the screen in a
swipe motion:

@ 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 o _—
display Task View for switching = il Ui - o L
between running applications. & © e

@ You can swipe (or slide) up or i S ...
down to navigate an app’s f

screens.
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& Microsoft
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Shut Down an App

0 Place your finger or stylus at the top
edge of the app screen.

9 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.

Q Tap and hold the item and
immediately begin moving your
finger or the stylus.

@ The object moves along with your
finger or the stylus.

Q When the object is repositioned
where you want it, lift your finger or
the stylus off the screen to complete
the move.

Getting More from a Tablet PC

Play and explore

CHAPTER

12

You can use the following techniques:
® To select a single file or folder, tap it.

How do I use gestures to select files and folders in File Explorer?

¢ 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.

e If you have a physical keyboard, you can select multiple, nonadjacent files or folders by tapping the first
one, pressing and holding (E111), and then tapping the other items you want to select.
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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.

Select a Keyboard

@ 1n an app, tap the text box
area in which you want to
insert text.

@ Windows displays the touch
keyboard.

© Tap Keyboard (=3).

Windows displays the keyboard
options.

v\ Toreito "

ee, 4 ; :
_Ch\cagp/—) 1
1 A NewYork

“Columbus washingion

© You can tap & for the default
keyboard.

© You can tap &3 for the split
keyboard.

© You can tap & for the
writing pad.

&123 Ctrl

Input Text

0 Tap the keys for the characters
that you want to input.

Windows inserts the text.

ee, )
.Chicago.
sl ,New York

“Columbus washingion

@ To enter an uppercase letter,
you can tap Shift (f) and
then tap the letter.

@ To delete the previous
character, you can tap
Backspace (EEl).

&123 Ctrl

To enter numbers and other
symbols, tap FHEE].
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Windows displays the numbers
and symbols.

Q Tap More (@) to see more

symbols.

To see more symbols, tap and
hold a key.

© Windows displays the extra
symbols.

e Slide your finger to the symbol
that you want and then release.

© You can tap Back (@) to return
to the previous symbols.

© You can tap FHFE] to return to
the letters.

When you are done, tap
Close () to hide the keyboard.
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Search

O International Center of Photography

©  The Maritime Hotel

Center of Photography

LOtawa J L
L
oronto

V2
ee, ) . NH
.cmcagp/ o

H
Columbus Washington

Fapois N

"W
oNew York

Ctrl

©  The Maritime Hotel

Center of Photography

Fapoiist N

| gToref
ee ! o
\Chicagd o= '
"

ito
NH,

"W
oNew York

How do I write text with the stylus?
Follow steps 1 and 2 in the subsection
“Select a Keyboard” and then tap Writing
Pad (). Use the stylus to handwrite the
text in the writing pad (€)). As you
write, Windows converts your writing to
text and adds it to the text box. To insert
a space, tap Space (=) (©).

- Coffee Coffey

v Cot fee
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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.

0 Tap Settings ().

The Settings app appears.

.
© Tap Devices. ,
| Find a setting |
= ‘B@ © Z
o
System Devices Network & Internet Personalization
Display, netifications, apps, Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen, Vol
power colors
-
AT '~ R_/
Time & language Ease of Access Privacy Update & security
Speech, region, date Narrator, magnifier, high Location, camera windows Update, recovery
contrast backup
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The Devices screen appears.
Q Tap Typing.

0 Under Touch Keyboard, tap each
option On or Off, according to
your preferences.

Windows applies your new settings
to the touch keyboard.

CHAPTER
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Add printers & scanners

Devices

& Printers & scanners
=B Connected devices
4+ Bluetooth

(0 Mouse & touchpad

&3 Typing 0

| Add a printer or scanner
<+ P

Printers & scanners

Fax
Microsoft Print ta PDF
Microsoft XPS Document Writer

Print as a PDF

&) AutoPlay

A use
Let Windows manage my default printer
When this is on, Windows will set your default printer to be the
one you used most recently at your current location.
@ on
Download over metered connections
Typin

% Home yping
Show text suggestions as | type

‘ Find a setting e 0 On

Devices Add a space after | choose a text suggestion
@ on

& Printers & scanners
Add a period after | double-tap the Spacebar

Sl Connected devices @D o

+  Bluetooth

() Mouse & touchpad
@ Typing

&) AutoPlay

B use

Touch keyboard

Play key sounds as | type
O «-

Capitalize the first letter of each sentence
@ on

Use all uppercase letters when | double-tap Shift
@D on

Add the standard keyboard layout as a touch keyboard option

@D on

Show the touch keyboard when not in tablet mode and there’s no
keyboard attached

@D of

If you tap the Add the
standard keyboard layout as a
touch keyboard option switch
to On in step 6, the next time
that you use the keyboard,

tap & and then tap E&. This
presents a normal keyboard.

What is the standard keyboard layout?

Enter

A\ Shift

R
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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.

Connect the second monitor to
your tablet.

© Tap Settings (BH).

USA Today - 59 minute

The Settings app appears.

Windows Settings

© Tap System. s |

Eg w4
o
Devices Network & Internet Personalization
splay Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, lack screen
colors
-
(O g BN N
AT 7 K_/
Time & language Ease of Access Privacy Update & security

Speech, region, date Narrator, magnifier, high Location, camera Windows Update, recavery,

contrast backup
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The System screen appears. . .
& Home Customize your display

0 Tap Display. [Frds setins a3l

System

© Tap the Multiple displays v and
then tap Extend these displays. oo 4 @

i=  Apps & features

@ Tap the monitor that you want to
set as the main display.

i5 Default apps

a

Notifications & actions
Identify Detect

) Power & sleep
Change the size of text, apps, and other items: 100% (Recommended)
[
= Storage | )
Orientation
Offline maps
Tablet mode
Brightness level
10O Multitasking =

Multiple displays

& Projecting to this PC
Extend these displays v

[ Apps for websites

@®  About
@ Tap Make this my main display _ ,
& Home Customize your display
(L] changes to [¥]). = |
Find a setting
© Tap Apply. N
Windows connects to the second o
monitor uses ]'t tO extend the IS Apps & features Identify Detect
desktop’ and uses the monitor that F=1 Default apps ;hangethe size of text, apps, and other items: 100% (Recommended)
you selected as your main display. [ Notfcstons & actions Orintation
& romraces
= Storage Brightness level
1
Offline maps v
Multiple displays
LY Tablet mode ‘ Extend these displays v

O Multitasking
Make this my main display
&) Projecting to this PC

& Apply Cancel
& Apps for websites

Advanced display settings

@©  About

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 6, 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 Power ([:I) - 59 mi Get Started

12:20 PM

.

7212016
The Power options appear. -59 mi Get Started

9 Tap the brightness setting
to cycle through one of four
screen brightness values:
25%, 50%, 75%, and 100%.

Windows puts the new
brightness setting into effect.

12:20PM
72172016 D
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Monitor Battery Life 12

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

0 Tap Power (22). -59 mi Get Started

" 1:26 PM
) 2206

O The current battery level - 59 mi Get Started
appears here.




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.

Picture password

Set up your gestures

Draw three gestures on your picture. You
can use any combination of circles,
straight lines. and taps.

Remember, the size, position, and
direction of your gestures — and the
order in which you make them —
become part of your picture password.

3
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Understanding Windows Security

B 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 Firewall, Windows Defender, 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 PaU| MCFed |’|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
“Lock Your Computer,” later in this chapter. e

paulmcfedries@hotmail.com

User Account Control Ve s s x
User Account Control asks you to confirm certain actions Do you want to allow this app to make

that could conceivably harm your system. When you are changes to your device?

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 @
Protecting your PC with a password prevents unauthorized access, but what
happens when you leave your desk? If you remain logged on, a person who sits
down at your computer can view and work with your files. Instead of shutting
down your computer when you leave your desk, you can lock your system.

Anyone who tries to use your computer must first enter your password. O [ Comest
New

(£

Change account settings

Lock

3

Sign out

lt\sk me anything
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Windows Firewall Help protect your PC with Windows Firewall

When your computer is connected to the Internet, it is Windows Firewall can help prevent hackers or malicious software
possible for another person to access your computer and from gaining access to your PC through the Intemet or a network.
infect it with a virus or cause other damage; as a result, l @ Frivate networks
Windows comes with its Windows Firewall feature turned

on. This prevents intruders from accessing your computer :':;“:f::fz:: ::Eiz'x;ffh“m know and trust the people
while you are online.

Windows Firewall state: On

Windows Defender

Spyware is a software program that installs itself
on your computer without your knowledge or
consent. 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.

Malware Detected
Windows Defender is taking action to clean
detected malware %

InPrivate Web Browsing

The Microsoft Edge Explorer web
browser normally collects data

Browsing InPrivate

as you navigate from site to £ kearch or enter web address
site. Most of this data is used

to improve your browsing When you use InPrivate tabs, your browsing data (like cookies, history, or temporary files)
experience, but it can also be isn't saved on your PC after you're done. Microsoft Edge deletes temporary data from

your PC after all of your InPrivate tabs are closed.

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 information Reset this PC
about you, including your personal files,
your Microsoft Edge favorites, your email
messages, and your Windows settings. If you
plan on selling or donating your computer,
you can use the Reset Your PC feature to Get started
securely remove your data while installing a
fresh copy of Windows.

If your PC isn't running well, resetting it might help. This lets you
choose to keep your files or remove them, and then reinstalls
Windows.
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Check for Security Problems

In Windows, the Security and Maintenance window displays messages about the current state of
your computer. In particular, it warns you if your computer has any current security problems.
For example, Security and Maintenance tells you if your computer does not have virus protection
installed or if the Windows Defender spyware database is out of date. Security and Maintenance 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.

o In the taskbar’s Search box, type
security.

@ Click Security and Maintenance.

The Security and Maintenance
window appears.

e Review the messages in the
Security section.

0 Click a message button to resolve
the security issue, such as clicking
Turn on now if Windows Defender
is turned off.

294

Best match
Security and Maintenance 0
Control panel L
Check security status
Control panel
Settings
{7 Change security settings
Windows Defender settings
Windows Update settings
> Advanced Windows Update options
Apps

& Windows Firewall with
Advanced Security

I Local Security Policy

Web

R security

B IlEocoDKhoEHLS

security 4

¥ Security and Maintenance

= « 4 ¥ > Control Panel > System and Security > Security and Maintenance

Contral Panel Home .
Review recent messages and resolve problems

Change Security and
Maintenance settings

& Change User Account Control
settings

& Change Windows SmartScreen

settings.
View archived massa&

Security

Spyware and unwanted software protection (Important)
il Windows Defender is turned off

Turn off messages about spyware and unwanted software
protection

Virus pratection (Important)
&4 Windows Defender is tumed off.

Turn off messages about virus protection

Network firewall (Important)
@ Windows Firewall is turned off or set up incorrectly.

Turn off messages about network firewall

Maintenance
See also

File History Disable apps to help improve performance

Windews Program
Compatibility Troubleshooter

review your startup apps and disable any that you don't use.

Security and Maintenance has detected one or mere issues for you to review.

You have 3 or more new apps that start automatically and run in the
background. This might slow down your PC. Open Task Manager to

- o x

v & | Search Control Panel 0

e~

Tum on new 0

Find an app online to help protect your
PC

Turn en new

Find an app enlin to help protect your
PC

& Turn on now

Find an app online to help protect your
pC

Open Task Manager
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. .
e Click Security. ¥ Security and Maintenance - o0 x
= ~ 4 ¥ > ControlPanel » System and Security > Security and Maintenance ~ © | Search Control Panel 0
o~
Control Panel Home .
Review recent messages and resolve problems
Security and Maintenance has detected one or more issues for you to review.

Change Security and
Maintenance settings

& Change User Account Control -
settings Securlwkﬁ @

& Change Windows SmartScreen Spyware and unwanted software protection (Important)

B Windows Defender is turned off.

Tumn off messages about spyware and unwanted software  Find an app online to help protect your
protection pC

View archived messages

Virus protection (Important)

i Windows Defender is turned off.

Turn off messages about virus protection Find an app online to help protect your
pC

Network firewall (Important)
urn on now

B Windows Firewall is turned off or set up incorrectly.

Turn off messages about network firewall Find an app online to help protect your
pC

S Maintenance ":{’_:'
F"_EH‘“"’Y l Disable apps to help improve performance
Compaiy Tt T
review your startup apps and disable any that you don't use. h
e Scroll down the Security and ¥ Securty snd Maintenance — o0 x
Maintenance W'indOW. 3> v 1T P » Control Panel » System and Security » Security and Maintenance v O Search Control Panel @
[ 2
. . Contral Pansl Home Review recent messages and resolve problems
@ Security and Maintenance Crange Sty Securtyand Mainenance hs dtected o ormare Ssues fr youto v,
: Maintenance settings
d1splays a Summary Of al'l' your & Change User Account Control Security (=)
’ : : settings )
system’s security settings. ® Change Windows SmartScreen Network firewal on i o
seffings @ Windows Firewsll is actively protecting your PC.
View archived messages
Virus protection On
Bl Windows Defender is helping to protect your PC.
Spyware and unwanted software protection On
4 Windows Defender is helping to protect your PC.
Internet security settings oK
All Intemet security settings are set to their recammended levels,
User Account Centrol On
UAC will notify you when apps try ta make changes to the computer.
& Change settings
‘Windows SmartScreen On
seealso Windows SmartScreen is helping to protect your PC from unrecognized apps and files dewnloaded
File History from the Intemet.
Windows Program & Change settings
Cempatibility Treubleshooter
‘ I P S Microsoft sccaunt oK v
Can I control which messages I see in Do I always have to open the Security and Maintenance
Security and Maintenance? window to resolve security issues?
Yes. Follow steps 1 and 2 to open the Security | No. In many cases, you can resolve the issue directly
and Maintenance window, and then click without opening Security and Maintenance. In the

Change Security and Maintenance settings. | taskbar’s notification area, click Action Center (] and
Click any security or maintenance message you | examine the window that appears. If you see a security

no longer want to see ([¥] changes to[_]). issue, it should also display a link that you can click to
Click OK. resolve the issue.
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Create a Picture Password

You 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 ‘

o In the taskbar’s Search box,
type password.

© Click Sign-in options.

Best match

Change your password
System settings

Sign-in options 0
System settings [

Settings

8, User Accounts

*§& Change homegroup password
> Sync your passwords on this PC
#, Manage network passwords
Store

& Password Padlock

@© Wifi Passwords

Web

£ password

B&b o=z E L@

password 4

The Settings app appears and Setings

displays the Sign-in Options screen. & rome @, Password
e Under Picture Password, click Add. [[Find  setting 2] change your account password
Change
Accounts

RZ  Your info
i PIN
= Email & app accounts R ~
Create a PIN to use in place of passwords. You'll be asked for this
PIN when you sign in to Windows, apps, and services.
Q Sign-in options
Add

B3 Access work or school

A, Family & other people K Picture passwo rd

©

Sync your settings Sign in to Windows using a favorite photo

Privacy

Show account details (e.g. email address) on sign-in screen
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Windows prompts you for your account Creste » picture password

password.

O Type your password.

Q Click OK.

The Welcome to Picture Password
screen appears.

G Click Choose picture.

Create a picture password

First, ve

Cancel

Welcome to picture
password

Choose picture

Cancel

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 B>
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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.

0 Click the picture that you want to use.
Q Click Open.

The How's This Look screen appears.

Q Drag the picture so that the image is
positioned where you want.

(@) Click Use this picture.

298

Open
4 &) > ThisPC » Pictures

Organize v Mewfolder

v 5k Quick access
[ Deskiop
4 Downloads
Documents
] Pictures
B Music
B videos

> @ OneDrive

% %% %

Camera Roll

> O This PC Montreal-161
> & FLASH DRIVE (E)
> £¥ Network

> »& Homegroup

Saved Pictures

Montreal-154

X

v | SearchPictures P
=~ m @
Montreal-159 Montreal-158 Montreal-160

Meontreal-155 Moentreal-136 Montreal-157

File name: | Montreal-159

| [Alfites v|

8 S N

How's this look?

Use this picture

Cancel
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The Set Up Your Gestures screen
appears.

Set up your gestures

@ Use your finger or a stylus to draw
three gestures.

@ Repeat the gestures to confirm.

) Click Finish.

The next time that you sign in to
Windows, you will be prompted to
enter your picture password gestures.

Congratulations!

What happens if I forget my gestures? Can I change my picture

At the sign-on screen, click Sign-in options and then click password?

Microsoft account to sign in with your regular password. To get a Yes. Open the Change Your Picture
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 preceding Tip, choose a new picture,
click OK. In the Change Your Picture Password screen, click Replay. | if necessary, and then run through
Click the picture to see each gesture. your gestures.
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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.

@ 1n the taskbar's Search box, type
fingerprint.

e Click Set up fingerprint sign-in.

The Settings app appears and
displays the Sign-in Options screen.

€@ Under Fingerprint, click Set up.

Note: If the Set Up button is disabled,
you must assign a PIN to your Microsoft
account. In the Sign-in Options screen,
click Add under the PIN heading and
follow the prompts to assign a PIN to
your account.

The Windows Hello Setup dialog box
appears.

e Click Get started.

300

Best match

Set up fingerprint sign-in
System settings

Sign-in options
System settings

Store

B Fingerprint Luck Scanner
ER Fingerprint MatchMaker
Web

£ fingerprint

L fingerprinting

L fingerprint jewelry

L fingerprint scanner

pel fingerprint cards

2 fingerprinting merit badge

[ N e = e =

fingerprint| 4

T yOU Ve DEETT aWay, WITETT SITOuTT

When PC wakes up from sleep |

Windows Hello setup X

TEQUITE FOU 1O STOTTTIT Sg&rT?,

Password Welcome to Windows Hello

Your device just got more personal. Say goodbye to
Change your account pas  entering complex passwords and start using Windows
Hello to unlock your device, verify your identity, and buy

Chi
2 things in the Store using your fingerprint.

Learn more

PIN

You can use this PIN to si

Change | forgot

Windows Hello
Sign in to Windows, apps|

Fingerprint

Picture password
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Windows prompts you for your
account PIN. Making sure it's you

e Type your PIN.

Cancel

Windows Hello prompts you to indows Hello Setup .
scan your fingerprint.

Q Swipe your finger across your X

PC’s fingerprint reader.

0 Repeat the swipe until the scan Scan your finger on the fingerprint
is complete. reader.

‘We'll need to scan your fingerprint a few times to set

e Click Close. up Windows Hello.

The next time that you start
your PC, you will be prompted
to swipe your finger across the
fingerprint reader to sign in.

Close ﬁ

What do I do if Windows does not How do I stop using my fingerprint for signing in to
recognize my fingerprint swipe when Windows?

I try to sign in? To remove your fingerprint from the sign-in options, follow
At the sign-on screen, click Sign-in steps 1 and 2 in this section to display the Settings app’s
options and then click Microsoft account | Sign-in Options window. Under the Fingerprint section,

to sign in with your regular password. 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 = e

@ Click start (). B oo e
& paint ﬁ e

9 Click your user account. i Micoso Edge

Fla. man says his hands were up

e C'jCk LOCk. Change ac when police shot him

Cortana USA Today - 59 minute

B @

News

Ask me anything

Windows locks your computer
and displays the Lock screen.

8:45
Thursday, July 21
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Unlock Your Computer

0 On the Lock screen, press
(07 to display the sign-in
screen.

Click inside the Password
text box.

Paul McFedries

paulmcfedries@hotmail.com

e Type your password.
O Click Submit (EJ).

Windows unlocks your computer
and restores your desktop.

Paul McFedries T

paulmcfedries@hotmail.com

st
| ¢
3

TIP

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 CJ+("). Alternatively, press (&1 0+(J+(1) and
then click Lock.
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Configure Your PC to Lock Automatically

You can configure Windows to automatically lock your computer after it has been idle for a
specified time.

The previous section describes how to lock your computer to prevent unauthorized access when you
leave your PC. However, the hard part 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 after a period of inactivity.

‘ Configure Your PC to Lock Automatically

0 In the taskbar’s Search box,
type screen saver.

e Click Change screen saver.

Best match

! Change screen saver

Control panel

N

-0

H Turn screen saver on or off

= Contral panel

Settings

2

B Turn the lock screen slideshow on or off
& Get more themes online

Store

B 3D Origami Bird Sereen Saver

Web

2 screen saver

B@DhilNocuaB L0

The Screen Saver Settings dialog
box appears. Screen Saver

& Screen Saver Settings X

€ Click On resume, display logon
screen (|_| changes to [¥]).

Screen saver

(Nene) ~ Settings... Preview

Wait: 1 E&D On resume, display logen screen

Power management

Conserve energy or maximize performance by adjusting display
brightness and other power settings.

Change power settings

Concd | [ sl
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o Use the Wait [] to set the number K Screen Saver Settings X
of minutes of idle that must Screen Saver
pass before Windows locks your
computer.

Screen saver

| (None) ~ | Settings... Preview

&Wait: 5 % minutes [ On resume, display legon screen

Power management

Conserve energy or maximize perfermance by adjusting display
brightness and other power settings.

Change power settings

o ]| concel | oo |

e Clek OK. B Screen Saver Settings X

Screen Saver

Windows now automatically locks
your PC when it has been idle
for the number of minutes you
specified in step 4.

Screen saver

| (Mone) ~ | Settings... Preview

Wait: 5 % minutes (7] On resume, display logon screen
Power management

Conserve energy or maximize perfermance by adjusting display
brightness and other power settings.

O = [ = |

Change power settings

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 () and then click Settings (&
the Settings app. Click Accounts to open the Accounts window and then click the Sign-in options tab.
Click the Require sign-in v 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 ().
@ click Microsoft Edge. ] covtr T
) e 20 -
O Alternatively, you can click Seipin z M:EQ GrooveMisic | Moies&TV
Microsoft Edge ([@) if you
see it in the taskbar. ™ O &

Photos Cortana USA Today - 59 minute

I 3DBuikder a‘ &= mi

People News

=

Weather

Click More (--). n
° mx| = ¥ o )

0 Click New InPrivate window.

You can also activate
InPrivate by pressing

ED+EID+@.
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New window
W O R D S PY New InPrivate window 4
THE WORD LOVER’S GUIDE TO .
Zoom — 100% 4+
Cast media to device
Vord Find on page

Print
resent privacy settings in a way that undermines a person's privacy.

Pin thi to Start
hes from the Electronic Frontier Foundation asked on social mediafor " " P29¢ 0>t

berately confusing jargon and user-interfaces which trick your usersit g1 peveloper Tools
Ily want to”, the answers that came back were variations on the them

nder Mark Zuckerberg.

B, 2016 (See the full eniry)

T VB

an, “Is the web full of nasty tricks,” BBC News, June 8, 2016

Open with Internet Explorer

Send feedback

Settings

i UBRE VY
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A new Microsoft Edge window WE <[ -~ 5 x
£ >0 = 7 & -

appears. ’ .
© The InPrivate indicator Browsing InPrivate

appears in the upper-left Y ———

corner Of the WindOW. When you use InPrivate tabs, your browsing data (like cookies, history, or temporary files)

isn't saved on your PC after you're done. Microsoft Edge deetes temporary data from
your PC after all of your InPrivate tabs are closed.

Read the Microsoft privacy statement

3 personal Banking | Finar X+

- = Xqﬂ
O ‘E, (ib(mmr'—:v‘pelsm'arbarm-\g"v(m'\':ggg:uui-:msxzsgmgnt--b‘o ﬁ‘ = Z & -

e Surf to and interact with
websites as you normally

WOUI.d SLlCh as the Personal | SmallBusiness  Commercial and Corporale  AboulCIBC  CIBGC Websites @ Special Oflers @ English
’
banking site shown here. CIBC - Q  Conacts
= Banking that fits your life.
0 When y;g are done, click BankAccounts  CreditCards  Morgages  lending  Inwestments  Inswance  WaystoBank  Advice Centre
Close .
( ) [Thank you for using CIBC Online Banking. You have successfully signed off.
Microsoft Edge closes
o 3 . Card number
the InPrivate w1nc!ow Bank a lot? No worries <
and turns Off InPrivate with the new CIBC W [] Remember my card
browsing. Smart™ Account e
Enj flexibl hly fee. Apply tod. d
5;?3-? lexible monthly fee. Apply today and earn n ooty passon?

w2 m
Leam more J

@ Security guaranteed

Eleclronic access agreement
—-—

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 Choose what to clear, click Browsing history ([_] changes to [¢]), and then click Clear.
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Control Your Private Information

By 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 (). , ]
© Click Settings (EH). T i _
: ®©@ =m »
S oo Microsoft Edge  GrooveMusic  Movies & TV Xbox
O o]
Cortana  USAToday-S59minute  Money
a B @ : 4
People OneNote Sports
a ¥ 3
Weather
The Settings app appears. Setings - o x
e Click Privacy Windows Settings
| d a setting |
| 5B @ 4
System Devices Network & Internet Personalization
Display, notifications, apps, Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen,
power colors

R (E:T-" (:l,? El 0

Accounts Time & language Ease of Access Privacy
Your accounts, email, sync Speech, region, date Marrator, magnifier, high Location, camera
work, family contrast
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The Privacy screen appears. etings - o «x
O Click Location. @ Home Location
. . . | Find a setting ;:l If location is on, each person using this device can chcose their
© Cclick the Location switch to own locaton sttings.
Off to prevent apps from using Py Location for this device is on
your location. B Genenl oo
. & Locatlon@ If the location service is on, Windows, apps, and services can use
G TO remove al.l. |.0C<':lt10n your location, but you can still turn off location for specific apps.
mformat]Ol‘l from yOUI' PC, Cth @ camera Location service
Clear. O Microphone ‘}@ off
. [J Notifications If an app is using your location, you'll see this icon: ®
Windows removes all your
location information [ Spesch inking, & oping Location history
A= Account info N - o
If location is on, your location history is stored for a limited time on
£ Contacts the device, and can be used by apps that use your location.
= Clear history on this device
Calendar
Clear
YD Call history
@ For each resource that you no P o«
longer want to allow apps to ® Home Camera
access, click the resource tab. .
| Find a setting D Let apps use my camera
Click the switch that controls privacy 0 o
P State it
global access to Off. & oo L"m’ o -
earn more about camera privacy settings
@ Alternatively, you can use the & Location " )
o . that
app-specific switches to turn ® cEmeraﬂ 00s€ apps that can Uise your camera
. o . Some apps need access fo your camera to work as intended.
Off access fOI’ 1nC|1V1dua|. appS. O Microphone Turning off an app here might limit what it can do.
The next time you display the 0 Notifcatons ) @ o 0
Start menu, yOU Wil.l. nOt see & Speech, inking, & typing App connector Q On
any personal information in e Acountino s - o
. onnec n
the tiles. P E
Food & Drink @D o
& Calendar ITTI “ " !
D Call history HP AiO Printer Remote @ o
How do I prevent Windows from showing apps and How do I stop an app’s notifications?
documents that I have used recently? If an app’s notifications contain private
Click Start (E), click Settings (&), click Personalization, information, you can turn them off. Click
and then click Start. To prevent Windows from showing the Start (E), click Settings (&), click
apps you use most often, click the Show most used apps System, and then click Notifications &
switch to Off. To hide recently used documents, click the actions. Beside the app for which you
Show recently opened items in Jump Lists on Start or the | want notifications disabled, click the
taskbar switch to Off. switch to Off.
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Reset Your Computer to Preserve Privacy

As you use your computer, you accumulate a large amount of personal data: documents, installed
apps, Microsoft Edge favorites, email messages, photos, and much more. If you are selling

your computer or giving it away, you probably do not want the recipient to have access to all that
personal data. To prevent this, you can reset the computer, which deletes all your personal data and

reinstalls a fresh copy of Windows.

Note: This section assumes that you
have copied your personal files to a
backup destination, such as an external
hard drive.

0 In the taskbar’s Search box,
type reset.

© Click Reset this PC.

The Settings app opens the
Update & Security window
with the Recovery tab
displayed.

Under Reset this PC, click
Get started.
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Best match

L Reset this PC 0
System settings L

Settings

@, Set up face sign-in

@, Setup PIN sign-in

@, Set up fingerprint sign-in
0 Go back to an earlier build

Store

W Samsung Reset codes

Web

L reset

BE¢hDlEoN@ L@

=] 0

Settings — O
& Home Reset this PC
| Find a setting el | If your PC isn't running well, resetting it might help. This lets you
chaose to keep your files or remove them, and then reinstalls
Windows.
Update & security ndows
3
22 Windows Update D

-
w

=1

Windows Defender

Advanced startup

Backup Start up frem a device or disc (such as a USB drive or DVD), change
Windows startup settings, or restore Windows from a system
Recavery image. This will restart your PC.
Restart now
Activation

For developers More recovery options

Windows Insider Program Learn how to start fresh with a clean installation of Windows
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Windows asks how you want

to remove your personal files. Choose an option
e Click the removal option that PR
you want. Rem
Note: For more information about Remove everyt
Rem Il of

the removal options, see the Tip.

Windows displays a list of apps

that will be removed during (© Your apps will be removed
the reset process. Many apps can be reinstalled from the Store, but the following apps will need to be
reinstalled from the web or installation discs. This list will be saved to the desktop after
e Cl.]Ck Next you reset this PC.

Apple Application Support

Apple Software Update

Bonjour

EPSON XP-810 Series Printer Uninstall
iCloud

The Ready to Reset This PC

screen appears. @ Ready to reset this PC
. Resetting will:
G Cth ReSEt- + Remove all apps and programs that didn’t come with this PC
. = Change settings back to their defaults
Windows resets your computer. » Reinstall Windows without removing your personal files

This will take a while and your PC will restart.

What is the difference between removing my files and fully cleaning the drive?

The Keep My Files option deletes your apps and your Windows settings, but it leaves your files on your PC,
so this is not the option you want if you are giving away or selling your PC. Instead, you want the Remove
Everything option, which not only removes your apps and your custom Windows settings, but it also
removes all your personal files.
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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 vour files, and more.

(© Ready to reset this PC

Resetting will:

= Remove all apps and programs that didn't come with this PC
= Change settings back to their defaults

= Reinstall Windows without removing your personal files

This will take a while and your PC will restart.
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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
space on a CD, DVD, memory card,
or flash drive. Before you continue,
insert the disc, card, or drive.

0 Click File Explorer.
File Explorer appears.

© Click This PC.

The This PC folder appears.
€@ Click the View tab.
@ Click Tiles.
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&») I This PC

Tl ) = | File Bxplorer - o X
Home Share View v @
« v A | > Quickaccess > v | SesrchQuicksccess o

~
v # Quickaccess v Frequent folders (7)
[ Documents #

. Documents Pictures Allan Gardens
[= Pictures - 45 ThisPC == This PC This PC\Pictures
= = i
Allan Garden: #
Montreal Montreal Music Swingline Stapler
) This PC\Pictures This PC FLASH DRIVE (E:)\Pictures
D Music
B Videos
Videos
> @ OneDiive n This PC

> & FLASH DRIVE (E) > Recent files (20)

> g Network

v

2Titems f== =

| 9 s | ThisPC - [m] X

Computer  View -0

.:l [Tl Preview pane  ZF Medium icons |22 Small icons B
§ - =

ails

Sort

Navigation
£ by~ fit ] Hidden its

pane =

Panes o e s
[ Pictures P Music &= Pictures [ Videos
Allan Gardens  # ~ Devices and drives (3)
Montreal i Local Disk (C) = DVD Drive (D) # FLASH DRIVE (E)
D Music
B Videos
@ OneDrive
I This PC
# FLASH DRIVE (E})
¥ Network

*& Homegroup

9items B =
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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.

@ Windows is installed on
the drive 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.

© click Close (X) to close the
This PC window.

Maintaining Windows 1 4

= ) = | ThisPC
Computer Wiew

« ~ 4 E > ThisPC »

7 Quick access
[E] Docurmer nts
&= Pictures *

~ Folders (6)
[ R
Allan Gardens  #

Montrez| j Music
D Music
B Videos ~ Devices and drives (3)

Local Disk (C:)
@ OneDi ~

.

a5

Wy 32,6 GB free of 63.2 GB
[ This PC

# FLASH DRIVE (E)

o Network

»d Homegroup

9items

22| Documents

Pictures

@ Drive (09

]

v & SearchThis PC

J Dovnloads
i Videos

FLASH DRIVE (E)

e err————er—
-,’ 22.8 MB free of 424 MB

= 9 = | ThisPC
Computer  View

<« « 4 s ThiseC >

7 Quick access
[&] Documer nts
&= Pictures *

~ Folders (6)
[V Desktop
Allan Gardens

Montreal ﬁ Music

b Music

& Videos ~ Devices and drives (3)
Local Disk (C:)

@ OneDrive .

= ¥ 3 5 Glkfree of 63.2 GB
I This PC

# FLASHDRIVE (€)

& Network

*& Homegroup

Sitems

i
13 Documents

’f Pictures.

3 DVD Drive (D7)

v & SearchThis PC

J Dovnloads
i Videos

FLASH DRIVE (E)

-,’ 22.8 MB free of 45AME

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.
File Explorer appears.

© Click This PC.

The This PC folder appears.

e Click the hard drive you want to
clean.

@ Click the Manage tab.
© click Cleanup.
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Cl 9 5 | FileExplorer
Home Share i

« ~ 4 > Quickaccess »

v Quick access
[ Documents
] Pictures *
Allan Gardens  #
Montreal
D Music
B Videos

> & OneDiive

&» I This PC

> & FLASH DRIVE (€)
> g Network

> *& Homegroup

27 items

view

~ Frequent folders (7)

Documents Pictures
sz This PC = e
* =,
Montreal Music
m This PC\Pictures J’) This PC
Videos
i This PC

> Recent files (20)

- o x
- @

v O]  SesichCuicksccess @

Allan Gardens

This PC\Pictures

-,

Swingline Stapler

FLASH DRIVE (E:}\Pictures

LY D=
Computer Vi

A &=

Bitlocker Optimize Cleanup
Frotect
[& Pictures -
Allan Gardens  #
Montres!
D Music
B videos
@ OneDrive
[ This PC
# FLASH DRIVE (E)
o Network

4 Homegroup

9items 1 item selected

wb B
Forma oFlay

DriveTools  This
w | Manage
nir
i

Media
e || vocumens
Jy Music = Pictures
—
~ Devices and drives (3)
Local Disk (C:)

] DVD Drive (D:)

=2
My 3.8 GE free of 63.2 GB

g vovmiosas
E Videos

FLASH DRIVE (E)

# e —
¢ 22.8 MB free of 424 MB




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.

G 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.

Disk Cleanup asks you to confirm that you
want to delete the file types.

@ click Delete Files.

TIP

(C o
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= Disk Cleanup for (C:)

Digk Cleanup

= space on (T

Files to delete:

Hd You can use Disk Cleanup to free up to 481 MB of disk 0
)

| Setup Log Files

D, Downloaded Program Files

|5) Temporary Intemet Files

[ offine webpages

O || System archived Windows Emor Repor...

Total amount of disk space you gain

Description

Files folder on your hard disk.

Downloaded Program Files are ActiveX controls and Java applets
downloaded automatically from the Intemet when you view certain
pages. They are temporarily stored in the Downloaded Program

How does Disk Cleanup work?
Disk Cleanup X

Are you sure you want to permanently delete

these files?

>t DeleteFiles | |

Cancel

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.
I st match Setting =
The Settings app runs and - O R;mmvgcﬂ & Recovery
selects the Recovery tab. - = >
@, Set up face sign-in Reset this PC
e Under Reset this PC, click Get & Setup PN signin Ifyour PC isn't nning well,resetting it migft help. This s you
choose to keep your files or remove them, and then reinstalls
started. €, Setup fingerprint sign-in Windows
D Go back to an earfier build 3
Store >
% Samsung Reset codes Advanced startup

web > Start up from a device or disc (such as a USB drive or DVD), change

O reset Windows startup settings, or restore Windows from a system
image. This will restart your PC.

Restart now

Mare recovery options

B@0 iR 2B & @ | Lean howtostart fresh with a clean installatian of Windows
resd{$ i
Reset this PC asks you to

choose a reset option. Choose an option

0 Click Keep my files. P————

m "

ur personal files.

Removes all of your
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Reset this PC displays a list

of software you will need to © Your apps will be removed
reinstall. Many apps can be reinstalled from the Store, but the following apps will need to be
reinstalled from the web or installation discs. This list will be saved to the desktop after
e Click Next. you reset this PC.

Apple Application Support

Apple Software Update

Bonjour

EPSON XP-810 Series Printer Uninstall

s SN [ |

G Click Reset.

Reset this PC reboots the © F:eac_jy t"O R HE
esetting will:

ComPUter and refreshes the = Remove all apps and programs that didn’t come with this PC

system files. + Change settings back to their defaults
* Reinstall Windows without removing your personal files

This will take a while and your PC will restart.

1P

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.

0 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

0 Insert the USB flash drive you

want to use. Best match
N q Create a recovery driveo

Q In the taskbar’s Search box, = G

type recovery drive. web ’ VR

P recovery drive Do you want to allow this app to make

e Click Create a recovery drive. changes to your device?

The User Account Control dialog 4 Recovery Media Creator

bOX appeaI’S. Verified publisher: Microsoft Windows

e Cljck Yes, Show more details

Note: If you are using a standard
account, enter your PC's
administrator credentials

to continue.

[l N I s o

recovery drive 0

The Recovery Drive Wizard X
appeal’S. = Recovery Drive
e 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 to use it to reinstall Windows.

Back up system files to the recovery drive.

5 Cance
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The Recovery Drive Wizard
prompts you to choose the USB
flash drive.

Click the drive if it is not
selected already.

@ Click Next.

The Recovery Drive Wizard
warns you that all the data on
the drive will be deleted.

e Click Create.

The wizard formats the drive
and copies the recovery tools
and data.

© click Finish (not shown).
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€ =5 Recovery Drive
Select the USB flash drive

The drive must be able to hold at least 8 GB, and everything on the drive will be deleted.

Available drive(s)
&- G\, (FLASH DRIVE)

€ = 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,

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.

‘ Keep a History of Your Files

Set the File History Drive

Best match

0 Connect an external drive to e
) =Y Control panel
our PC.
y o /T\ Backup seF‘ImQSQ
Note: The drive should have enough Sk
capacity to hold your files, so an B ey

external hard drive is probably best.

Note: If you see a notification, click
it, click Configure this drive for
backup, and then skip steps 3 and 4.

e In the taskbar’s Search box, type
file history.

€ Click File Backup settings.

B8 & 0 0B o und

file history 0

The Settings app runs and Settings - o«

displays the Backup tab. & Home Back up using File History

a Cl.le Add a d"ve. Find a setting £ | Back up your files to another drive and restore them if the originals

are lost, damaged, or deleted.

& + Add a drive
B

More options

Update & security

Q

Windows Update

W Windows Defender .
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.
@ Recovery
Go to Backup and Restore (Windows 7)

Activation

H  For developers

Ay Windows Insider Program
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The Select a Drive window Setings - o x
appears.
PP @ Selectadrive Back up using File History
e Clek the dﬁve yOU Want tO use. Fin SSETER e B e (6 Back up your files to another drive and restore them if the originals
T freegf EEE are lost, damaged, or deleted.
Updz FLASH DRIVE (E:)
19.7 GB free of 29.8 GB + Add a drive
= More options
¥
Looking for an older backup?
T 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)
it
o]
Activate File History seings - B x
o Cl.iCk the Automatically baCk %% Home Back up Using File History

up my files switch to On.

Back up your files to another drive and restore them if the originals
are lost, damaged, or deleted.

©

| Find a setting

N.Ote: W1ndows a.Ct.Ivates !:1|'e Update & security Automatically back up my files
History automat1'cally,. so in most £ indous Updite &-) on
cases you can skip this step. More options
== Windows Defender
Windows activates File History _— Looking for an older backup?
. . . ackup
and beg]ns Savi ng COpleS Of If you created a backup using the Windows 7 Backup and Restore
your ﬁl.es tO the extemal dﬁve. %) Recovery tool, it'll still work in Windows 10.
Go to Backup and Restore (Windows 7)
@ Activation

fi  For developers

A3 Windows Insider Program

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,
and then click the switch to On.
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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 files.

@ Click Restore your files with
File History.

The Home - File History window
appears.

e Double-click the library or folder
that contains the file you want
to restore.
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Best match

Restore your files with File History
= control panel

Web

L restore files

2 restore files from file history

£ restore files only

£ restore files from backup

P restore files from external hard drive
O restore files from hard drive

A restore files in windows 8 1

2 restore files from hp simplesave

b IlEocLHhadLf &

restore files 4

‘& Heme - File History
1 | Home v[&] | sesrchan RS

Monday, June 13, 2016 6:11 AM | 12 of 12

4 File folder (4)
Contacts Desktop Favorites  OneDrive
4 Library (4)

. <L = B

Documents Music Pictures Videos

8items

& O




0 Open the folder that contains
the file.

© Cclick Previous Version (14)
until you open the version of
the folder you want to use.

Q Click the file you want to
restore.

0 Click Restore to Original
Location ((®).

If the original folder has a file
with the same name, File History
asks what you want to do.

e Select an option:

O 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.
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& Home - File History - O X
| Home\Documents 0 v[e] searchan PR X
Friday, June 10, 2016 6:11 AM | 3 of 5
~
1Y 7 1Y
-
Fax Scanned Sound AGuylna  AShaggy Bear boat
Documents  recordings Bar Dog Stary
B B At At B PP
- - -
Brainstormi code Conference | Contifuum  Customer Ideas List  Letterto M,
ng Notes Agenda Dynamics Feedback Walton
2016 Acct
P PR A=t A=t By PR
|pocx = = = = =
Logophilia  Logophilia ~ Logophilia ~ Logophilia ~ New Words Phishing Presentatio
Limited Limited Ltd ™ Account in the Addresses n Notes
Annual Annual Account Modern
Report 2015 Report 2016 Workplace
~ o e 12222 [N v
27items  1item selected 1.01 KB =
— 14 | | »l
= Replace or Skip Files = O X

Copying 1 item from Documents to Documents

The destination already has a file named "Conference
Agenda 2016.rtf"

+/ Replace the file in the destination

) Skip this file

[ 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.

Check Your Hard Drive for Errors \

@ Click File Explorer.

File Explorer appears.

© Click This PC.

e Click the hard drive that you
want to check.

O Click the Computer tab.
© click Properties.

The hard drive’s Properties
dialog box appears.

@ click the Tools tab.
@ Click Check.
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drive location

Location Network
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O If Windows tells you that the
drive has no errors, you can
click Cancel and skip the rest of
these steps.

@ Otherwise, click Scan drive.

Error Checking (Seagate Backup Plus Drive (G:)) X

You don't need to scan this drive

We haven't found any errors on this drive. You can still scan the drive for errors if you want.

—>» Scan drive
& You can keep using the drive during the scan. If errors are found, you can decide if you
want to fix them,

Windows checks the hard drive.

@ When the check is complete,
click Close.

Note: If Check Disk finds any errors,
follow the instructions the program
provides.

TIPS

Error Checking (Seagate Backup Plus Drive (G:))

Your drive was successfully scanned

Windows successfully scanned the drive. No errors were
found.

9
R

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 for Devices with Errors

o In the taskbar’s Search box,
type devices.

e Click Devices and Printers.

The Devices and Printers
window appears.

e Examine the device icons for
errors.

@ Windows indicates devices with
errors using this icon: (Li.).
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Best match

% Devices and Printers. 0
Control panel N

Settings
Connected device settings
= Device Manager
Bluetooth settings
= Update device drivers
Privacy settings for other devices
Manage audio devices
Apps
[ Devices

Web

O devices

BN df

devices 4

3 Devices and Printers

4 Fa » Control Panel » Hardwareand Sound » Devices and Printers »
Add a device Add a printer

~ Devices (6)

sfS&. el

BUP Slim BK Cruzer Micro Parallels Vu PROPC Virtual Bluetooth
Controller
~ Printers (3)

HP Officejet 7610 Microsoft Print to Microsoft XPS Print as a PDF
series PDF Document Writer

11 items.

o

v ©| | SearchDevicesand .. 0
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Begin Device Troubleshooting Ew—r— - o X
. . 4 s > Control Panel » Hardware and Sound » Devices and Printers » v U Search Devices and .. @
0 Click a device that has an error.
Addadevice  Addaprinter  Browsefiles v Ejectv  Troubleshoot =E~- @
© Click Troubleshoot.  Devices 6
BUP Slim BK. Cruzer Micro Parallels Vu PROPC Virtual Bluetooth Virtual Mouse
Controller
~ Printers (5)
Fax HP Officejet 7610 Microsoft Print to Microsoft XPS Print as a PDF
series Document Writer
PROPC Manufacturer: Parallels Software Inte... Status:  Needs troubleshooting
. Model: Parallels Virtual Platfor...5tatus:  Driver is unavailable
Category: PC
The Devices and Printers %
troubleshooting wizard appears Devices and Printers
and displays the first fix.
e Click Apply this fix. Install a driver for this device
Devices and Printers apph’es the The driver for PCI Device is not installed. Install the latest driver for the device.
fix. If this does not solve the — Apply this fix
problem, Devices and Printers
displays the next fix. —> Skip this fix o o
Continue troubleshooting without applying this fix.
© If you are certain this fix is not
the solution, you can click Skip
this fix instead.
O Repeat step 3 until the problem
is resolved.

What is a device driver?

Many hardware problems are the result of either not having a device
driver installed, or having an incorrect driver installed. Most devices
come with discs that have the correct device driver, so you should
insert that disc when troubleshooting. You can also obtain the latest
device driver from the manufacturer’s website.

It is a small program that Windows uses to communicate with a device.

What if Devices and Printers
cannot solve the problem?

In this case, you need to either
return the device to the
manufacturer for repair or
replacement, or take it to a
local computer shop for fixing.

329



A

accessing

app features, 36-37

Lock command, 303

OneDrive online, 249
accounts

email, 72-73

Google, 100-101

iCloud, 102-103

removing from People app, 113

switching between, 260-261
actions, initiating, 280
activating

apps, 16-17

Calculator app, 146

file history, 323

Groove Music app, 202

Microsoft account, 10-11

Notepad app, 160

sleep mode, 6

slide shows, 172-173
adding

apps to Lock screen, 32-33

captions to images, 231

contact’s websites, 111

data fields to contacts,
110-111

data to contacts, 107
desktops, 46

event reminders, 121
events to calendar, 118-119

file attachments in Mail app,
78-79

files to OneDrive, 248-249
Google account, 100-101
iCloud account, 102-103

images to notebook pages,
230-231

pages/sections to notebooks,
226-227
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phone numbers to Skype
account, 135

photo effects to images,
176-177

signatures in Mail app, 95
Skype contacts, 137

text notes, 228-229
titles to images, 231
typed notes, 65

web pages to Favorites
bar, 63

Alarms & Clock app, 158-159
albums

buying, 201

viewing images by, 171
All Apps command, 26

All Apps list, starting apps
from, 17

all-day events, 119
annotating web pages, 64
applying
Selective Focus effect, 177
styles in Mail app, 77
Vignette effect, 177
apps
accessing features, 36-37

adding to Lock screen,
32-33

Alarms & Clock, 158-159
automating updates of, 21
Calculator, 146-147
Cortana, 130-131, 132-133
Desktop, 37

installing, 14-15

Maps, 138-139, 140-141
Modern, 37

Money, 150-151

News, 148-149

Notepad, 160-161
notifications for, 309

pinning
to Start menu, 26-27
to taskbar, 38-39
Search feature, 128-129
shutting down, 281
Skype Video, 134-135, 136-137
Sports, 152-153
starting, 16-17
Sway, 156-157
switching between, 18-19
third-party, 37
uninstalling, 22-23
updating, 20-21
Voice Recorder, 154-155
Weather, 142-145
aspect ratio, 179

assigning photos to contacts,
108-109

audio levels, changing for CDs, 195
Auto Fix tool, 174

Automatic uninstall, compared with
Custom uninstall, 23

automating app updates, 21
Avast! Antivirus (website), 69
AVG Internet Security (website), 69

back, in web pages, 54

background, changing for Lock
screen, 30-31

“bad sector,” 327

battery life, monitoring, 289
Bcc (blind carbon copy), 75
Bing, 66

bit rate, 199

blind carbon copy (Bcc), 75
blur, controlling, 177

brightness, adjusting for
screens, 288

browsing history, 307



browsing web privately, 306-307
Bulleted Lists, creating, 232
buying albums, 201

C
calculations, performing, 146-147
Calculator app, 146-147
Calendar app
adding
event reminders, 121

events to calendar,
118-119

creating recurring events, 120
customizing calendar, 124-125

responding to event invita-
tions, 122-123

sending event invitations,
122-123

viewing
calendar, 116-117

iCloud events/appointments,
102-103

Camera app, taking pictures with,
184-185

captions, adding to images, 231

carbon copy (Cc), 75

CDs
changing audio levels for, 195
installing software from, 15
repeating, 197

Celsius, 145

changing
audio levels for CDs, 195
contact’s photo, 109
Cortana settings, 131
file view, 240
homegroup password, 269
Lock screen background, 30-31
picture password, 299
playlists, 205

quality of music, 199
screen brightness, 288
startup page, 58-59
text font, 214-215
user account picture, 262-263
user password, 264-265
volume, 40
Character Map program, 220-221
checking
devices for errors, 328-329
hard drive free space, 314-315
hard drives for errors, 326-327
for security problems, 294-295
weather forecast, 142-143
cleaning drive, 311
clearing
History list, 57
information in Cortana, 133
clip, 65
closing
desktops, 47
tabs, 53
collection, viewing images by, 171

compressed folders, extracting files
from, 250-251

computers
locking, 31, 302-303
refreshing, 318-319
resetting, 310-311
unlocking, 303
configuring
Cortana Voice Assistant,
130-131

email account, 72-73
Google content, 101
iCloud content, 103
Microsoft account, 11, 12
multiple monitors, 42-43
options in Mail app, 94-95

PC to lock automatically,
304-305

Skype Video, 134-135

tablets for second monitors,
286-287

touch keyboard, 284-285
connecting, to wireless networks,

contacts

adding
data fields to, 110-111
data to, 107
websites for, 111

assigning photos to,
108-109

changing photo of, 109
creating, 98-99
deleting, 105
editing, 106-107
hiding, 112-113
iCloud, 102-103
linking multiple profiles
for, 114-115

recording physical address
of, 99

removing
linked profiles from, 115
photo of, 109

searching for, 105

sending email to, 99

Skype, 137

viewing, 104-105

Contacts list, 105, 112-113
controlling

blur, 177

music playback in Groove
Music app, 203

private information, 308-309

Windows using gestures,
280-281
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copying

documents, 222-223

files, 242

files to OneDrive, 249

tracks from music CDs, 198-199
Cortana Voice Assistant, 130-133
creating

Bulleted Lists, 232

compressed folders, 251

contacts, 98-99

default location forecast,
142-143

documents, 210
documents using OneDrive, 249

folders for saving messages in
Mail app, 92-93

homegroups, 268-269
new files, 245
Numbered Lists, 232
OneNote notebooks, 224-225
online presentations, 156-157
passwords, 259
picture passwords, 296-299
playlists, 204-205
recovery drive, 320-321
recurring events, 120
To-Do lists, 233
user accounts, 258-259
web notes, 64-65

cropping images, 178-179

Custom uninstall, compared with

Automatic uninstall, 23

customizing
accessing app features, 36-37

adding apps to Lock screen,
32-33

adjusting
Lock screen background,
30-31

volume, 40
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calendar, 124-125

configuring multiple monitors,
42-43

opening Settings app,
28-29

pinning apps
to Start menu, 26-27
to taskbar, 38-39
setting time zone, 41

setting up multiple desktops,
46-47

synchronizing settings between
PCs, 34-35

taskbar Notification area,
44-45

D
date, 4
day, viewing events by, 117
default programs, setting, 253
deleting
accounts from People app, 113
apps icons from taskbar, 39
cities from Weather app, 145
contacts, 105
contact’s photo, 109
Favorites bar buttons, 63

file attachments in Mail
app, 87

files, 246, 311
fingerprint sign-in, 301
folders in Mail app, 93
images, 181

linked profiles from
contacts, 115

messages in Mail app,
90-91

Microsoft accounts, 13
notebooks, 225

pages in notebooks, 227
personal files, 315

playlists, 205
programs, 315
red eye from images, 175

sections in notebooks, 227

stocks from watchlist in Money
app, 151

teams from Sports app, 153
tracks from Music library, 199
unnecessary files, 316-317
user accounts, 266-267
delivery optimization files, 317
deselecting files, 239
Desktop apps, 37
desktop icon, 4
desktops
about, 4
adding, 46
closing, 47
moving programs between, 47
setting up multiple, 46-47
shortcut methods, 47
switching, 47

detailed status, compared with
quick status, 33

details pane (Windows Media
Player), 197

Details view, 239
device driver, 329

devices, checking for errors,
328-329

digital cameras
importing images from,
164-165

importing videos from,
188-189

disabling location services, 139
disconnecting
external hard drive, 323
form wireless networks, 9
Disk Cleanup, 315, 317



displaying
favorite web pages, 61
Favorites bar, 62
icons on taskbar, 45
locations on maps, 138-139
menus, 36
photo effects, 176
saved web notes, 65
Settings pane, 37
tabs of Settings app, 29
user accounts, 256-257
Web Note tools, 64
documents
adding

images to notebook pages,
230-231

pages/sections to note-
books, 226-227

text notes, 228-229
changing text font, 214-215
copying, 222-223
creating

about, 210

OneNote notebooks,
224-225

using OneDrive, 249
finding text, 216-217

inserting special symbols,
220-221

locating, 213
notebook lists, 232-233
opening, 212-213
printing, 234-235
replacing text, 218-219
saving, 210-211
sharing, 272-273
Documents library, 211
domain name suffix, 50
double-tap gesture, 278

downloaded program files, 317
downloading files, 68-69
drives, cleaning, 311

DVDs, 15, 193

E
editing
contacts, 106-107
message text in Mail app, 85
notebook lists, 232-233
pictures in Mail app, 77
email. See Mail app
events
adding
to calendar, 118-119
reminders, 121
creating recurring, 120
responding to invitations, 123
sending invitations, 122-123
Exchange, 73

external hard drive, disconnecting,
323

external monitor, 43

extracting files from compressed
folders, 250-251

F

Fahrenheit, 145

favorites, organizing, 61

Favorites bar, 62-63

file attachments
adding in Mail app, 78-79
limits to, 79
opening in Mail app, 88-89
removing in Mail app, 87
saving in Mail app, 89
security and, 89

File Explorer, 169

file history, 322-323, 324-325

File Sharing dialog box, 273

files
adding to OneDrive, 248-249
changing file view, 240
copying, 242, 249
creating new, 245
deleting, 246, 316-317
deselecting, 239
downloading, 68-69

extracting from compressed
folders, 250-251

moving, 243, 248
previewing, 241
removing, 311
renaming, 244
restoring, 247, 324-325
selecting, 238-239, 281
specifying different programs
when opening, 252-253
filtering Contacts list, 112-113
Find dialog box, 217
Find feature, 216-217
finding
documents, 213
text, 55, 216-217
fingerprint sign-in, setup,
300-301
flag, in Mail app, 95
folders

creating for saving messages in
Mail app, 92-93

deleting in Mail app, 93
renaming in Mail app, 93
restoring, 325
searching from windows, 129
selecting using gestures, 281
sharing, 272-273
following favorite teams, 152-153
font, 76, 214
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forgotten passwords, 261, 269
formatting

message text in Mail app,
76-77

text notes, 229
forward, in web pages, 54

forwarding messages in Mail app,
86-87

free space, checking hard drives for,
314-315

G
gestures, 278-281, 299
getting started

connecting to wireless
network, 8-9

installing apps, 14-15

PC screen, 4

restarting Windows, 7
shutting down Windows, 7
sleep mode, 6

starting apps, 16-17

switching between apps,
18-19

switching to Microsoft
account, 10-13

tablet screen, 5
uninstalling apps, 22-23
updating apps, 20-21

Global Positioning System (GPS),
139

Gmail, 83
Google account, adding, 100-101

GPS (Global Positioning System),
139

Groove Music app, 202-203,
204-205

H
hard drives, 314-315, 326-327
Headlines (News app), 148
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headphones, switching between PC
speakers and, 206-207

hiding

contacts, 112-113

menus, 37
History list, navigating with, 56-57
History tab (Calculator app), 147

Home screen (Money app),
150-151

homegroups, 268-272
Hotmail, 83

http (Hypertext Transfer
Protocol), 50

Hypertext Transfer Protocol
(http), 50

I
iCloud account, adding, 102-103
icons
desktop, 4
displaying on taskbar, 45
Menu, 37
taskbar, 4, 39
images
adding
captions, 231

to notebook pages,
230-231

photo effects, 176-177
titles, 231
assigning to contacts, 108-109
cropping, 178-179
deleting, 181
importing from digital
cameras, 164-165
inserting in Mail app, 77

navigating Pictures library,
168-169

printing, 182-183
repairing images, 174-175

rotating, 180
scanning, 166-167
starting slide shows, 172-173
taking with PC camera, 184-185
user account, 262-263
viewing, 170-171
webcam, 263

importing
images from digital cameras,

164-165

videos from digital cameras,
188-189

Inbox folder (Mail app), 90
initiating actions, 280

InPrivate web browsing, 293,
306-307

inputting text with touch keyboard,
282-283

inserting
pictures in Mail app, 77
special symbols, 220-221
installing apps, 14-15
Internet, installing apps from, 15

Internet Explorer. See Microsoft
Edge
invitations, event, 122-123

J

joining homegroups, 270-271
Junk folder (Mail app), 81

K
keyboards
selecting, 282
standard layout for, 285
switching apps using, 19
L

leaving homegroups, 271

linking multiple profiles for
contacts, 114-115



links, selecting, 51
Live.com, 83
locations

displaying on maps,
138-139

getting directions to, 140-141
Lock command, accessing, 303
Lock screen, 30-33
locking

computer, 31, 302-303

PCs, 292

M
Mail app

adding file attachments,
78-79

configuring
email account, 72-73
options, 94-95

creating folder for saving
messages, 92-93

deleting messages, 90-91

formatting message text,
76-77

forwarding messages, 86-87
opening attachments, 88-89
reading messages, 83
receiving messages, 82-83
replying to messages, 84-85
saving

attachments, 89

drafts of messages, 80-81
sending

email to contacts, 99

messages, 74-75
viewing

Gmail messages, 100

iCloud messages, 102-103

maintenance
checking
devices for errors, 328-329

hard drive free space,
314-315

hard drives for errors,
326-327

creating recovery drive,
320-321

deleting unnecessary files,
316-317

file history, 322-323
refreshing computer, 318-319

restoring files from history,
324-325

Maps app, 138-141

Memory feature (Calculator app),
147

Menu icon, 37
menus, 36, 37
messages

creating folders for saving in
Mail app, 92-93

deleting
from Inbox, 90
in Mail app, 90-91

formatting text in Mail app,
76-77

forwarding in Mail app,
86-87

moving between folders in Mail
app, 93

opening drafts of in Mail app,
80-81

reading in Mail app, 83
receiving in Mail app, 82-83
replying to in Mail app, 84-85
restoring in Mail app, 90-91

saving drafts of in Mail app,
80-81

sending in Mail app, 74-75
setting priority in Mail app, 77
Microsoft accounts, 10-13
Microsoft Edge
changing startup page, 58-59
creating web notes, 64-65
downloading files, 68-69
Favorites bar, 62-63
finding text on pages, 55
navigating web pages, 54

navigating with History list,
56-57

opening web pages, 50-53

saving favorite web pages,
60-61

searching for sites, 66-67
Microsoft email address, 11
Microsoft Exchange, 73

Microsoft Security Essentials
(website), 69

Modern apps, 37

modes, 5, 6

Money app, 150-151
monitoring battery life, 289
monitors

configuring multiple, 42-43,
286-287

external, 43

troubleshooting multiple,
43, 287

month, viewing events by, 116
mouse pointer, 4
Movies & TV app

displaying videos in, 189

importing Camera app videos
into, 191

navigating Videos library,
190-191

watching videos, 192-193
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moving
app tiles within Start menu, 27
Favorites bar buttons, 63

files, 243, 248
items, 281

messages between folders in
Mail app, 93

programs between desktops, 47
text note containers, 229

MSN Sports screen (Sports app),
152-153

multimedia

copying tracks from music CDs,
198-199

creating playlists, 204-205

importing videos from digital
cameras, 188-189

navigating
Music library, 200-201
Videos library, 190-191
playing
music, 202-203
music CDs, 194-197

switching between PC speakers
and headphones, 206-207

watching video, 192-193
multitasking feature, 18
music, playing, 202-203
music CDs, 194-199
Music library, 200-201

My Favorites list (Sports app),
152-153

N

navigating
calendars, 117
Contacts list, 105
with History list, 56-57
Music library, 200-201
Pictures library, 168-169
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Settings apps, 29

tabs, 53

Videos library, 190-191

web pages, 54
network resources, 274-275
networks, renaming, 275
News app, 148-149
notebooks (OneNote)

adding images to pages,
230-231

adding pages to, 226-227

creating, 224-225

deleting, 225

editing lists, 232-233
Notepad app, 160-161
Notification area, 4
notifications, for apps, 309

Notifications area, customizing on
taskbar, 44-45

Now Playing window (Windows
Media Player), 197

Numbered Lists, creating, 232

0

offline reading, saving web pages
for, 61

OneDrive, 248-249
OneNote app, 160

online presentations, creating,
156-157

opening

attachments in Mail app,
88-89

documents, 212-213

drafts of messages in Mail app,
80-81

files, 68-69

Settings app, 28-29

web pages, 50-53

web pages in tabs, 52-53

options, configuring in Mail app,
94-95

organizing favorites, 61
orientation, for printing, 183
Outbox folder (Mail app), 81
Outlook.com, 83

P

pages, adding to notebooks, 226-
227

paper, for printing, 183

paragraph, formatting in email
messages, 76

passwords
about, 8-9
creating, 259
forgotten, 261, 269
picture, 296-299
security, 265
Passwords switch, 35
pausing tracks, 195

PC camera, taking pictures with,
184-185

PC screen, 4

PC speakers, switching between
headphones and, 206-207

PCs

configuring to lock automati-
cally, 304-305

locking, 292
resetting, 293
searching, 128-129
synchronizing settings
between, 34-35
People app

adding fields to contacts,
110-111

assigning photos to contacts,
108-109

creating contacts, 98-99
editing contacts, 106-107



filtering Contacts list, 112-113

linking profiles to contacts,
114-115

removing accounts from, 113
sending email to contacts, 99
viewing
contacts, 104-105
Google contacts, 100
iCloud contacts, 102-103
performing calculations, 146-147
personal files, deleting, 315

photo effects, adding to images,
176-177

photos. See images
Photos app. See images

Photos tile, starting slide
shows in, 173

picture passwords, creating,
296-299

Pictures library, navigating,
168-169

pinch gesture, 279
pinning apps, 26-27, 38-39
playing

DVDs, 193

music, 202-203

music CDs, 194-197
playlists, 204-205

deleting, 205
points, 214

preferences, for Cortana Voice
Assistant, 132

previewing files, 241

previous pages, opening Microsoft
Edge with, 59

Print dialog box, 234-235
Print Pictures dialog box, 182
printing
documents, 234-235
images, 182-183

product key, 15

programs
moving between desktops, 47
removing, 315

Programs and Features, uninstalling
apps using, 23

push feature, 83

Q

quick status, compared with
detailed status, 33

R

reading messages in Mail app, 83
rearranging windows, 19

receiving messages in Mail app,
82-83

recording voice messages, 154-155
recovery drive, creating, 320-321
Recycle Bin, 247, 317
red eye, removing from images, 175
refreshing computers, 318-319
reminders, 121, 133
renaming
Favorites bar buttons, 63
files, 244
folders in Mail app, 93
networks, 275
sections in notebooks, 227
reordering taskbar icons, 39
repairing images, 174-175
repeating CDs, 197
Replace dialog box, 219
Replace feature, 218-219
replacing text, 218-219

replying to messages in Mail app,
84-85

Reply/Reply All (Mail app), 85
resetting computers, 293, 310-311
reshaping selective focus area, 177

resizing
Start menu tiles, 27
text note containers, 229

resolution, for video
recordings, 185

responding to event invitations, 123
restarting Windows, 7
restoring

deleted files, 247

deleted messages in Mail app,
90-91

files from history, 324-325
folders, 325
restricting folder searches, 129

ripping tracks from music CDs,
198-199

rotating images, 180

S

Save As command, 223

saving
attachments in Mail app, 89
documents, 210-211

drafts of messages in Mail app,
80-81

favorite web pages, 60-61
notes, 161
web notes, 65
Scan button, 167
scanning images, 166-167
screens, 4, 5, 288
search box, 4, 17
search engines, 66
Search feature, 128-129
searching
for contacts, 105
PCs, 128-129
for sites, 66-67
sections, adding to notebooks, 227
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security
about, 292-293

browsing web privately,
306-307

checking for problems, 294-295

configuring PC to lock
automatically, 304-305

controlling private information,
308-309

creating picture passwords,
296-299

of downloaded files, 69
file attachments, 89
locking computer, 302-303
password, 265
resetting computer, 310-311
setting up fingerprint sign-ins,
300-301
Security and Maintenance, 295
security key, 8-9
selecting
calculators, 146
converters, 146
files, 238-239
files using gestures, 281
folders using gestures, 281
keyboards, 282
links, 51
Selective Focus effect, 176, 177
sending
emails to contacts, 99
event invitations, 122-123

messages in Mail app,
74-75

Sent folder (Mail app), 81
serial number, 15
setting(s)

alarms, 158-159

Cortana, 131

default programs, 253
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File History drive, 322

message priority in Mail
app, 77

for News app, 149

reminders, 133

searching for, 129

synchronizing between PCs,
34-35

time zone, 41
timers, 159
Settings app, opening, 28-29
Settings pane, displaying, 37
setup
all-day events, 119
fingerprint sign-in,
300-301
multiple desktops, 46-47
sharing
changing
user account picture,
262-263

user password, 264-265
creating

homegroups, 268-269

user accounts, 258-259

deleting user accounts,
266-267

displaying user accounts,
256-257

documents, 272-273
folders, 272-273
joining homegroups, 270-271

switching between accounts,
260-261

viewing network resources,
274-275

shortcuts, 47, 51, 53
Shuffle feature, 197, 203
shutting down
apps, 281
Windows, 7

signatures, adding in Mail app, 95

skipping tracks, 195

Skype Video, 134-137

sleep mode, 6, 305

slide gesture, 278

slide shows, 172-173

snapping
watchlist in Money app, 151
windows, 19

social apps. See Calendar app;
People app

software, installing from
CDs/DVDs, 15

sound, troubleshooting, 207
special effects, 214

special symbols, inserting, 220-221
speed, of slide shows, 173

Sports app, 152-153

spot fix, 175

spread gesture, 279

spyware, 293

Start button, 4

Start menu

pinning apps using, 26-27,
38-39

starting apps from, 16
uninstalling apps using, 22
startup page, changing, 58-59
stocks, tracking, 150-151
stopping playback, 196
stopwatch, 159
styles, applying in Mail app, 77
stylus, writing text with, 283
sub-bullets, 233
subordinate numbered lists, 233
Sway app, 156-157
swipe gesture, 279, 280
switching
between accounts, 260-261
between apps, 18-19



desktops, 47

between Fahrenheit and
Celsius, 145

to Microsoft account, 10-13

between PC speakers and
headphones, 206-207

Sync command, 83
Sync Your Settings, 35

synchronizing settings between PCs,
34-35

T

tablet mode, 5
tablet screen, 5
tablets

adjusting screen brightness,
288

configuring

for second monitor,
286-287

touch keyboard, 284-285

controlling Windows using
gestures, 280-281

gestures, 278-279

inputting text with touch
keyboard, 282-283

monitoring battery life, 289
tabs, 29, 52-53
tap and hold gesture, 278
tap gesture, 278
Task view, switching apps using, 19
taskbar

about, 4

customizing Notification area,
44-45

displaying icons on, 45
pinning apps to, 38-39
removing app icons from, 39
searching from, 128-129
switching apps using, 18

taskbar icons, 4, 39
temporary files, 317
temporary Internet files, 317
testing recovery drive, 321
text
changing font, 214-215
finding, 216-217
finding on pages, 55

inputting with touch keyboard,
282-283

replacing, 218-219

writing with stylus, 283
text notes, 228-229
third-party apps, 37
thumbnails, 317
tiles, 5, 17, 27
Tiles view, 239
time, 4
time zone, setting, 41
timers, setting, 159
titles, adding to images, 231
To-Do lists, creating, 233
toggling tablet mode, 5
tools, Web Note, 64
touch keyboard, 282-285
tracking stocks, 150-151
tracks, 195, 198-199
traffic information, 141
Trash folder (Mail app), 81
turn gesture, 279
type style, 214
typeface, 214

U

uninstalling apps, 22-23
unlocking computer, 303
updating, 20-21

USB flash drive, 321

User Account Control, 292
user accounts
changing picture, 262-263
creating, 258-259
deleting, 266-267
displaying, 256-257
passwords for, 292
user passwords, changing, 264-265
username, 74

vV

videos
importing from digital
cameras, 188-189
resolution for, 185
watching, 192-193
Videos library, navigating, 190-191
viewing
calendar, 116-117
compressed folder files, 250
contacts, 104-105
downloaded files, 69
forwarded text in Mail app, 87
Gmail messages, 100-101
Google contacts, 100-101
iCloud contacts, 102-103

iCloud events/appointments,
102-103

iCloud messages, 102-103
images, 170-171
network resources, 274-275

previously scanned images,
167

views, file, 240

Vignette effect, applying, 177
voice messages, recording, 154-155
Voice Recorder app, 154-155
volume, 40, 207
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w

watching video, 192-193

watchlist (Money app), 150-151

Weather app, 142-145

Web Notes feature, 64-65

web page addresses, 50-51

web page clip, 65

web pages
adding to Favorites bar, 63
annotating, 64
clearing from History list, 57
finding text on, 55
navigating, 54
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opening, 50-53
saving favorites, 60-61
webcam photos, 263
websites
adding for contacts, 111
browsing privately, 306-307
searching for, 66-67
week, viewing events by, 116

Week Numbers list (Calendar app),
125

Wi-Fi hotspots, 139
windows, snapping, 19

Windows 10 (Microsoft), 7, 21,
280-281. See also specific topics

Windows Defender, 293
Windows Firewall, 293
Windows Hello feature, 300-301

Windows Media Player, 194,
196, 197

Windows Store, installing apps from,
14-15

wireless network, 8-9
WordPad, 160
writing

notes, 160-161

text with stylus, 283
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