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How to Use This Book

Who This Book Is For © Icons and Buttons

This book is for the reader who has never used this Icons and buttons show you exactly what you need to
particular technology or software application. It is also click to perform a step.
for readers who want to expand their knowledge.

O simpilify It

The Conventions in This Book These tips offer additional information, including
warnings and shortcuts.
o Steps

This book uses a step-by-step format to guide you easily o Bold

through each task. Numbered steps are actions you must  Bold type shows command names, options, and text or
do; bulleted steps clarify a point, step, or optional numbers you must type.

feature; and indented steps give you the result.

0 Italics
o Notes

] . ) ) ) » Italic type introduces and defines a new term.
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

Extract Files from
a Compressed Folder

Working with Files

Extract Compressed Folder Files

If someone sends you a file via email, or if you Because a compressed file can contain one or more [1 341 File Explorer, open the folder
download a file from th%:‘e file often files, it acts like a kind of folder. Therefore, Windows containing the compressed folder.
arrives in a compressed eans the file  calls such files compressed folders, zipped folders, or 8 f

actually contains one or morSuPhat have been  Zip archives. You can view these files or extract them @ Click the compressed folder.
compressed to save space. To use the files on from the folder.

your computer, you need to extract them from the
compressed file.

@ Click the Extract tab.
O Click Extract alL@
Extract Files from a Compressed Folder

View Compressed Folder Files
&o In File Explorer, open
the folder containing the

compressed folder.

The Select a Destination and
Extract Files dialog box of the
Extract Wizard appears.

@ Type the location of the folder into
which you want to extract the files.

© The compressed folder
usually appears as a folder
icon with a zipper.

@ Double-click the compressed
folder.

sl e

[
@ You can also click Browse and

(}gsmwmmwmmm choose the folder.

@ If you want to open the folder
into which you extracted the files,

click Show extracted files when
complete ([] changes to [/}
@ Click Extract.
@ | (o Windows extracts the files.

(O File Explorer displays the
contents of the compressed

folder.
}Nnte: 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.

How can | create a compressed folder?
Follow these steps:

@ select the files and folders you

e 9 S the compressed @y
@ Right-click any selected item. i
@ Click Send to.
O Click Compressed (zipped)
folder.

=@ The compressed folder appears.
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Network Q On
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Volume Q On
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(i
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i Qutlook.com

Qutlook.com, Live.com, Hotmail, MSN

Exchange

Exchange, Office 365

Google
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iCloud
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CHAPTER 1

Getting Started
with Windows

= Settings

52 ACCOUNTS
Your account
Sign-in options

Work access

Sync your settings

9781119057154-ch01.indd 2

Let's create your account

Windows, Office, Outlook.com, OneDrive, Skype, Xbox. They're all better and more
personal when you sign in with your Microsoft account.* Learn more

tywwin10@outlook.com is available.

tywvwin10 @outlook.com

Use your email address instead

United States

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

Before getting to the specifics of working with work through the rest of this book and will help you
Windows 10, take a few seconds to familiarize navigate Windows and its applications on your own.
yourself with the basic elements of the screen. These  This section covers the screen you see on a PC. If
elements include the Start screen’s app tiles, live you are using a Touch PC or a tablet, see the next
tiles, your user tile, and the Desktop tile. section, “Explore the Tablet Screen.”

Understanding where these elements appear on the
Start screen and what they are used for will help you

@) Desktop Icon © Mouse Pointer @ Desktop

An icon on the desktop represents a When you move your mouse, this  This is the Windows “work area,”
program or Windows feature. A program pointer moves along with it. meaning that it is where you
you install often adds its own icon on the work with your programs and
desktop. 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.

@ 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
(@ Notification Area @ Time and Date -

This area displays small icons that notify ~ This is the current time and date on

you about things that are happening on your computer. To see the full date,

your computer. For example, you see position the mouse ([;;) over the time.
notifications if your printer runs out of To change the date or time, click
paper or if an update to Windows is the time.

available over the Internet.

9781119057154-ch0l.indd 4 August 17, 2015 7:38 PM



Explore the
Tablet Screen

If you are using a touch-based PC or a tablet might find that using this new interface is not
device, Windows 10 will automatically reconfigure easier at first. To get more out of this interface and
the screen into tablet mode, which is designed to to learn how to operate your Touch PC or tablet,
make it easier for you to navigate and launch items  you need to familiarize yourself with Windows 10’s
using touches and other gestures. However, you 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 (&) to return to either
the previous app screen or to
the Start screen.

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

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

Windows displays a menu of
commands.

Q To hide the commands, click
Menu (=) again.

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

9781119057154-ch01.indd 5 August 17, 2015 7:38 PM



Put Windows
to Sleep

You can make your computer more energy efficient by  In sleep mode, Windows keeps your apps open. This
putting Windows into sleep mode when you are not is handy because it means that when you return
using the computer. Sleep mode means that your from sleep mode, after you sign in to Windows
computer is in a temporary low-power mode. This saves ~a9ain, you can immediately get back to what you
electricity when your computer is plugged in, and it were doing.

saves battery power when your computer is unplugged.

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.

Sleep 3
E Shut down

9781119057154-ch01.indd 6 August 17, 2015 7:38 PM



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

Restart or Shut Down Windows |

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.

Life at a glance

@ Paul McFedries

We speak
Vahoo e

Mail Bd 5 Microsoft Edge

@) | Paint

& FleE Shut down B

A > Restart

9781119057154-ch01.indd 7

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 (@).
@ Click a command:

O Click Restart to shut down
and then start your computer.

© Click Shut Down to turn off
your computer.

August 17, 2015 7:38 PM



Connect to Your
Wireless Network

If you have a wireless access point and your Most wireless networks are protected with a security
computer has built-in wireless networking key, which is a kind of password. You need to know
capabilities, you can connect to the wireless access the key before attempting to connect. However, after
point to access your network. If your wireless access  you have connected to the network once, Windows
point is connected to the Internet, then connecting  remembers the password and connects again

to the wireless network gives your computer Internet  automatically whenever the network comes within
access, as well. range.

Connect to Your Wireless Network

@ Click Network (E2).

@ Windows displays a list of

wireless networks in your area. e 2
. Connect automatically
@ Click your network.
Connect
© To have Windows connect to - BeLLsds

your network automatically in
the future, click Connect
automatically ([] changes
to ). z BELL139

@ Click Connect. - BelLtst

GCSS

- Krusty

. Clk2420

. Don'tBlink

9781119057154-ch01.indd 8 August 17, 2015 7:38 PM



(7 logophiliaB

Enter the network securitv =y

> I

——— B Share network with my contacts

6 Next Cancel

- GCSS

z Krusty

- BELLO43
- BELL139
- BELL151

RFI1548

Available Airplane mode

N im 7

7 LogophiliaB

Do you want to allow your PC to be
discoverable by other PCs and devices on this
network?

‘We recommend allowing this on your heme

CHAPTER

Getting Started with Windows

If the network is protected by a
security key, Windows prompts
you to enter it.

© Type the security key.

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

Q Click Next.

Windows asks if it can locate the
other computers and devices on
your network.

@ Click Yes.

and work networks, but not public ones.
Yes No

Windows connects to the
- 6Css network.

 Knusty @ The network icon changes from
s Disconnected (g@) to Connected
(@) to indicate that you now
have a wireless network
connection.

. BELL139

. BELL151

LogophiliaB  Airplane m¢, -

How do | disconnect from my wireless network?
To disconnect from the network, JE—
follow these steps: Connected

@ Click Network (). o—
0 Click your network. - GCSS

Click Disconnect. Windows
disconnects from the wireless
network. BELL548

7% Krusty
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Switch to a
Microsoft Account

You 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

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.

Mail app to access your email and the OneDrive app

Switch to a Microsoft Account

Start a Microsoft Account o - o0 x

€32 SETTINGS | Find a setting )

€@ Click Start {3 (not shown). ]
@ Click Settings (not shown).
Windows opens the Settings app. 7 @ @

e Cl] Ck AccountS. Display, notifications, Bluetooth, printers, 'Wi-Fi, airplane mode, Background, lock

apps, power mouse VPN screen, colors

=

L © & Ca -

Time & language Ease of Access Privacy
Speech, region, date Location, camera

Accounts
Your account, sync
settings, work, other
users I

Narrator, magnifier,
high contrast

O

lindate & securitv

The Accounts window appears. p— —
O Click Sign in with a Microsoft G sccours

account instead. _ Paolo

Local Account

Find a setting L

Sign-in options
Work access. Windows is better when your settings and files automatically
sync. Use a Microsoft account to easily get all your stuff on all
your devices.

Sign in with a Microsoft account inslead@

Sync your settings

Your picture

Browse

10
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Make it yours

Your Microsoft account opens a world of benefits. Learn more.

| myaccount@outlook.com{ |
| ....-.-....-.-\g /‘\l

Forgot my password

No account? Create one!ﬂ

Microsoft privacy statement

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

| Paul 4 | | McFedries {l
| teachyourseﬂwim10@myisp‘com{ s |

Get a new email address

| coococo..onon{ |
-
S |@

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

| United States

|January V||‘\ V||‘\99Cl

CHAPTER
Getting Started with Windows

The Make It Yours window appears.
Configure an Existing Microsoft Account

O To create a new Microsoft account, you can
click Create one and then skip to the next
subsection, “Configure a New Microsoft
Account.”

0 Type your email address.
@ Type your password.
@ Click Sign in.

To finish configuring your existing account,
skip to the subsection “Complete the
Account.”

The Let's Create Your Account window appears.
Configure a New Microsoft Account

@ Type your name.

Q Type the email address you want to use and
select either outlook.com or hotmail.com from
the list.

9 Type your password.
@ Select your country.
© Type your date of birth.
@ Click Next.

Can | use a new Microsoft email address?

Yes, you can. Windows does not require that you use an Outlook.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.

9781119057154-ch01.indd 11
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Switch to a Microsoft
Account (continued)

How 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.

Switch to a Microsoft Account (continued)

The Add Security Info window
appears.

0 Select your phone number’s
country code.

Q Type your mobile phone number.
@ Click Next.

Complete the Account

Windows asks how you want to
receive your security code to
verify your account.

@ Click Next.

12
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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.

Add security info

Your security info helps protect your account. We'll use this to help you recover
your password, help keep hackers out of your account, and get in if you get
blocked. We won't use it for spam.

| United States (+1) Vm
| 3175552100@ |

Add an alternate email instead

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.

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

|:| Send me promational offers from Micrasoft. (You
can unsubscribe at any time.)

Clicking Next means that you agree to the Microscft Services Agreement & privacy
and cookies statement.
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Enter your old password one last time

From here on out, you'll unlock this device using the password or PIN you just set
up.

Before we can say goodbye to your local password, you need to provide it one last
time.

.............‘Q o

(leave blank if none)

Passwords are so yesterday

Using a PIN is faster and more secure than a password—we think you'll love it.
How can a short PIN be safer than a long password?

CHAPTER
Getting Started with Windows

Windows asks you to verify your current
account password.

© Type your password.

© Click Next.

Windows asks if you want to use a PIN
with your account.

@ Click Skip this step.

Note: See the section “Set Up a
Fingerprint Sign-In" in Chapter 11 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.

=
If | no longer want to use a Microsoft account with Windows, can |

remove it?

Yes, you can revert to using your original user account at any time. Note,
however, that 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. Type your Microsoft
account password, click Next, type your local account password (twice) and a
password hint, and click Next. Click Sign out and finish to complete the removal.

9781119057154-ch01.indd 13
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Install
an App

If Windows does not come with an app that you or you downloaded the app from the Internet. If
need, you can obtain the app and then install it on  you purchased the app from a retail store and

your computer. How you start the installation received a physical copy of the software, you install
process depends on whether you obtained the app the app using the CD or DVD disc that comes in the
from the Windows Store that comes with Windows package.

Install an App _

Install from the Windows Store

© Click Start ().
© Click Store.

@ You might also be able to click
the Store icon in the taskbar.

Note: You need a Microsoft
account to install from the
Windows Store, as described in
the previous section, “Switch to a
Microsoft Account.”

1 ] Search the web and Windows

The Windows Store appears. g e T o x
Home Apps Games Music Mavies & TV 5 e netflix 0
© Use these tabs or the Search box e “ @ | Q

to locate the app you want to Refine Results for "netflix"
install.

e Apps (40) Show all

@ Click the app from the results Apps
that appear. Games
O NETFLIX

Albums

Sengs Netfli Hulu Plus Crackle

Moves e

TV shows

Games (2)
U K 4 9
R 7

14
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Home Apps Games Music Movies & TV 114 sj netflix el
Netflix
Netflix, Inc.

N E T F L I x *okek
&£ Share

Netflix is the world's leading subscription service for
watching TV episodes and movies.
More

Screenshots shone

=N & cut 5 x _I Ty~ | [Eomen~ FH setectan
= n: Copy path * - Edit Select none
k Copy Paste Move Copy Delets Rename  New Properties
[f] Paste shortecut  tgr  to+ = e 5 & History S invert selection
Clipboal Organize e Open Select
« « 4 & Paul McFedries > Duwn\uadsﬁ v|® | SearchDownloads 0
s Name Date modified Type Size
& OneDrive nloadAssistant.exe
V1066 9:57 AM
[ This PC
CreativeCloudSet-Up.exe en-gb_windows_10_technical_previ
& Network Creative Cloud Set-Up 4 oa| ew 9926 x64_dvd_6246854is0
Adobe Systems Incorporated “| DiscImage File

o4 Homegroup

+ fiddler2setup.exe
By installer for Fiddler Web Debugger
bW Telerik

epiinstallexe £ mediscreationtool.exe
«

'-EE‘ Java Platform SE binary B8l vincows 8.1 Assistant
=) oracle Corporation Microsoft Corporation

putty.exe QuickBooksCA2015.exe
SSH, Telnet and Rlogin client § Intuit Inc.
Simen Tatham S’ 4.1.100.1332

rufus-1.4.12.exe TurboTax2014_BId3009_Jan29.exe
¥ Rufus § Sctup Launcher Unicode:
WGP Akeo Consulting (hitp://akeo.ie) L' Intuit Canada

12items  1item selected 563 MB =[]

How do | 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).

9781119057154-ch01.indd 15

L ZRE AN Application Tools  Downloads - H x
Home Share View Manage [7]

CHAPTER
Getting Started with Windows

© Click Free.

If the app is not free, click the
price button instead, type your
Microsoft account password, and
then click OK.

Windows installs the app.

Install a File Downloaded
from the Internet

€@ Click File Explorer ().
© Click Downloads.

Note: If you saved the
downloaded file in a folder other
than Downloads, use File Explorer
to find the downloaded file. To
view a file with File Explorer, see
Chapter 10.

The Downloads folder appears.
© Double-click the file.

The software’s installation app
begins.

Note: For compressed files,
extract the files and then double-
click the setup file. See

Chapter 10 for more information.

O Follow the installation
instructions the app provides.

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

Look for a sticker attached to the back or
inside of the CD 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
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Start

an App

To perform tasks of any kind in Windows, you can use Before you can use an application, however, you

one of the apps installed on your computer. The must first tell Windows which application you want
application you use depends on the task you want to  to run. You can start an app either from the Start
perform. For example, if you want to surf the World menu or from the All Apps list.

Wide Web, you use a web browser application, such
as the Microsoft Edge app that comes with Windows.

Start an App _

Using the Start Menu

Q?l Paul McFedries Life at a glance Play and explore
Click Start . - _
o ) i \ = e @ = C

oYour most freq uentl_y used apps £ | Snipping Too Calendar Mail 2 Microsoft Edge Groove Music  Movies 8TV

appear here. '

Y

© Common Windows features g s

appear here.

pp =

@ The right side of the Start menu Oreice

displays tiles for commonly used

apps' & File Explorer > Weather

Q Click the app you want to start.

The app runs. Morey - o x
. = Home I Search Quotes |
© To close an app, you can click _ 7 7 6
Close (:)(':) Or press m+m. [Al Today Watchlist News Investing Personal Finance  Real Estate  Careers  Videos

With 61 Seconds in a minute, markets
Greek crisis shakes global markets bracefor trouble

W Bl Thr

pow NASDAQ 5,033.56 e -46.95
?:"" 17,799.28 - -147.40 -0.82% S&P 500 2,087.01 N 1448
FTSE 100 6,670.35 v -8335

AN,
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@ Paul McFedries

&) Paint

& Siipping Tool

¥ Windows PowerShell

B Alarms & Clock

[ File Explorer
3% Settings
™ Power

= Allapps

Life at a glance

~ T

Calendar 2 Microscft Edge

& O

B 0

News OneNote

& | Voice Recorder
w
@ Weather
W | windows Accessories
EX) | Character Map
| intemet Explorer
[Zd Math Input Panel
B notepaa
& puint

™

| Remots Desktop Connection

Y snipping Tool

8 steps Recorder
BB sticky Notes

S| Windows Fax and Scan

&~ Back

Is there an easier way to locate an app?
Yes, you can perform a search to locate it.
Click inside the taskbar’s Search box and
then begin typing the name of the app. As
you type, Windows displays a list of apps

Life at a glance

Calendar 2 Microsoft Edge

™ O

Photos

at = NE]

People News OneNote

a .

Weather

and other items that match the

characters. When you see the app you
want, click it to run the program.

9781119057154-ch01.indd 17

Play and explore

G s
° -

Groove Music Movies & TV

Play and explore

o
©@ =

Groove Music Movies 8 TV

CHAPTER

Getting Started with Windows

Get Started

Get Started

What are tiles?

A tile is a method for displaying a shortcut that
launches an app. Many tiles are live, which means
that a tile’s text changes to display the app’s most
recent information, such as the latest news or your
most recently received email messages. See the
section “Pin an App to the Start Menu” in Chapter 2
to learn how to add your own Start menu tiles.

Using the All Apps List

@ Click Start ().
© Click All apps.

@ After you click All Apps, the

name changes to Back.

Q Click the icon for the program

you want to launch.

@ If your program icon is in a

submenu, click the submenu
and then click the program
icon.

Windows launches the app.

17
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Switch Between
Running Apps

If 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,

Switch Between Running Apps

which means running two or more applications at
once. 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 Apps Using the Taskbar

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

@ Windows displays a thumbnail
version of the app window.

Q 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.

Home Search Quotes

Today  Watchlist News Investing Personal Finance  Real Estate  Careers  Videos

China’s Incendiary Market Is Fanned
Eurozone Reaches Deal on Greece by Borrowers and Manipulation

Thrago

DOW

17,760.41 T +211.79 +1.21% O u/o pen dant 12 mO!S’
W Simplifiez vos fmAantes.

Unansg

NASDAQ 4.997.70 T 47530 e
SE&P 500 2.076.,62 T 2531 y

= 10 614 = 460px

© 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.

9781119057154-ch01.indd 18

Search Quotes
" = | Untitled - Paint
View )
[~ 2 A= [
15 senld B0 = MIORSEER Sacl
. F2Q Shapes Size Color | Color Edit
L RS = Rl OO oo
g Colors

Tools Shapes

100 614 x 460px
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Home

o | il = | Untitled - Paint

Today

= | File Explorer

A s > Quickaccess »

B This p

Recent files

7 items

9781119057154-ch01.indd 19

~ Frequent folders (5) i

Allan Gardens Music
' This PCiPictures Jﬁ This PC

Videos

Search Quotes ,O

74

(12)

@ Untitled - Paint

Is there an easy way to arrange windows so they do
not overlap?

Yes, you can snap windows into place. To snap a window
to the left half of the screen, drag the top of the window
until the mouse ([3) hits the left edge of the screen, and
then release. Similarly, drag a window to the right edge to
snap it to the right. To snap a window to a quarter of the
screen, drag the window to any corner.

Switch Apps Using Task View

0 In the taskbar, click

Task View (im).

@ Windows displays thumbnails for
each running program.

@ Click the thumbnail of the

program you want to switch to.

Windows switches to the
program.

How can | switch between

apps using the keyboard?
Press and hold [[1[] and then
press [175] to see thumbnail
versions of the open windows.
Press [[777] until the window you
want to work in is selected and
then release [[171.
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Update

an App

You can ensure that you are using the latest version  After fully testing these improvements and fixes,
of an app by using the Windows Store to install an they place the new version of the app in the
available update. After a software company releases Windows Store, which alerts you that an update is
an app, its programmers continue to work on it. They available. You can then install the new version.
add new features, improve existing features, fix

problems, and close security holes.

Update an App _

o CliCk Start (E)' ?D Paul McFedries
© Click Store.

Life at a glance Play and explore

S ©® =

Calendar 2 Microsoft Edge Groove Music Movies & TV

™ O i

Cortana Money Get Started

=] NE b 4

OneNate Sports

[ File Explorer > Weather

The Windows Store app appears. sore — %
. Home Apps Games Music Movies & TV 3 earc 0

O This number tells you how many - (3 i A JEE _
updates are available. ;

© Click Updates ().

b for Windows Free messaging, wherever, whenever

App top charts  App categories Game top charts Game categories Featured

Picks for you Show all

Social screen
Free

Disney Infinity: Toy Box eSentral
Free Free
Based on apps you have
downloaded

Based on games you have Based on apps you
downloaded downloaded
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Getting Started with Windows

Home Apps Games Music Movies & TV L4 @

Downloads and installs

Updates (26)

E Xbox App Update available
. 2D Builder App Update available

Windows Calculator App Update available

MSN Food & Drink App Update available

‘ CRT RTM App Update available
n Kindle App Update available

Movies & TV App Update available

r—
m MSN Health & Fitness App Update available

- Windows Camera Do Update svailable

- 0 x The Windows Store displays a list
Search 2] of the available updates.
Check for updates D 4 @ To ensure that you are seeing

all the available updates, click
Check for updates.

Update all

Home Apps Games Music Movies & TV L1a @

Downloads and installs

Updates (26)

~ o x © If you prefer to update all the

apps at once, click Update all

Search )_,

and skip step 5.
© Click Update ().
Windows installs the app

E Xbox App Update available
updates.

. 3D Builder App Update available
Windows Calculator App Update available &
MSN Food & Drink App Update available &
‘ CRTRTM App Update available &
l Kindle App Update available N
Movies & TV B Update available &

o

m MSN Health & Fitness App Update available L
E Windows Camera App Update available &

!
° Can | 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.

9781119057154-ch01.indd 21

How do | 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

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

Uninstall an App

Uninstall via the Start Menu

H Life at a glance Play and explore
Cth Start . 2 - h&Fitness
(1 @ . =
@ Use the Start menu or the All . - 1 1 |
Apps list to locate the app you Pin to Start

Pin to taskbar O m WL,
Mail Uninstall x '

Money Get Started

=] NE| b 4

People OneNote Sperts

a X 3

want to uninstall.
© Right-click the app.
@ Click Uninstall.

Weather

T ZWa e s @D

Windows asks you to confirm.
© Click Uninstall.

Windows removes the app.

This app and its related info will be ataglance Play and explore
uninstalled.

Uninstall 5._l @ i

Kindle Calendar 2  MicosoftEdge  GrooveMusic  Movies & TV

Meil w O m

Get Started
Maps ks

Microsoft Edge
B NE] b 4

OneNote

Weather

M
=]
e
w
=
[
=
N
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Storage
System settings

Apps & features
System settings

Settings

@ Programs and Features

@ Change or remove a program

N

Web

£ uninstall office 2013
£ uninstaller

uninstall mcafee

uninstall internet explorer
uninstall mackeeper

uninstall google chrome

uninstall firefox

" My stuff

umnstall{

2 Web

Pmyansandhsm

T [@l » Control Panel » Programs » Programs and Features Search Programs and Features 2
] 9 g

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall s program, select it from the list and then click Uninstall, Change, or Repair.

& Turn Windows features on or

off Organize »  Uninstall 4 B~ @

Name Publisher Installed On
HEPSON XP-810 Series Printer Uninstall SEIKO EPSON Corporation 3/23/2015
MMmosoﬂ Mouse and Keyboard Center Microsoft Corporation 3/23/2015
1) Microsoft Office 363 ProPlus - en-us Microsoft Corporation 32312015
< >

Microsoft Corporation Preduct version:  2.3.188.0
Help link:  http://www.microsoft.com/hardware/redirecta...

How can | uninstall the app that is taking
up the most space?

Click Start (EJ) and then click Settings to
open the Settings app. Click System and then
click Apps & features to see a list of apps
sorted by size. To remove an app, click it, click
Uninstall, and then click Uninstall when
Windows asks you to confirm.

9781119057154-ch01.indd 23
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Uninstall via Programs and
Features

@ Type uninstall.

@ Click Change or remove a
program.

The Programs and Features
window appears.

@ Click the app you want to
uninstall.

@ Click Uninstall (or Uninstall/
Change).

The app’s uninstall procedure
begins.

Q Follow the instructions on the
screen, which vary from app
to app.

What is the difference between an
Automatic and a Custom uninstall?

The Automatic uninstall requires no input
from you. It is the easiest, safest choice and
therefore the one you should choose. The
Custom uninstall gives you more control, but
it is more complex and suitable only for
experienced users.
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Windows comes with a number of features that enable you to personalize
your computer. For example, you change the appearance of Windows to
suit your taste, including the Lock screen and the taskbar’s notification
area. You can also change the way Windows works to make it easier to
use and more efficient. For example, you can make your favorite or
most-used apps easier to launch by pinning them to either the Start
menu or the taskbar. In this chapter, you also learn how to set up
multiple monitors and multiple desktops, control the volume, set the
time zone, and much more.

[ & Unitied - Paint P Fite Explorer

Moveto > Desktop 2
Close New Desktop

Desktop 1 Desktop 2

i
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Pin an ApptotheStartMenu ..............ccivv

OpentheSettings App « .ot v it neienenennnnnns

Change the Lock Screen Background. . ...............

Add an App to the Lock Screen . .........ccvvvennn

Synchronize Settings BetweenPCs..........cccuue

Access an App'sFeatures. . . . . v cvive ittt anns

Pinan ApptotheTaskbar..............ccivvienn

AdjusttheVolume .. ........ciiiiiiiniieenennns

Setthe TiME ZoNe ... eeeeeeeeeeaannnnns

Configure Windows to Work with Multiple Monitors

Customize the Taskbar’'s Notification Area ............

Set Up Multiple Desktops . .....ccvviveveiieienenns
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Pin an App to the
Start Menu

You can customize the Start menu to gain quick use most often, you can avoid this extra work by
access to the programs that you use most often. If pinning their icons permanently to the right side of
you have an app that does not appear on the Start the main Start menu. After you have pinned an app,

menu, you usually open the app by clicking the Start  you can launch it by displaying the Start menu and
menu’s ALl Apps command and then negotiating the clicking the app.
menus and submenus that appear. For the apps you

Pin an App to the Start Menu _
@ Click Start (F).

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

© Right-click the app.
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& Voice Recorder
w

@ Wesather

B Windows Accessories
Character Map
Intemet Explorer
Math Input Panel
Notepad
Paint
Remote Desktog
Snipping Tool
Steps Recorder

Sticky Notes

A P T < Y]

v

&' Voice Recorder

W

@ Weather

Life at a glance

Calendar

[~ e

Microsoft Edge

Play and explore

)

Groove Music

st

Movies & TV

™

[ 1]
)]
People
Pin to Start S 4
Pin to taskbar
Run as administrator

Open file location

Life at a glance

Calendar

B | windows Accessories

Character Map
Internet Explorer
Math Input Panel
Notepad

Paint

Snipping Teol
Steps Recorder

Sticky Notes

R
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a

People

Remote Desktop Connection ﬁ

Can | move an app tile within the Start

menu?

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

O

a=]

NE]

News OneNote

Weather

<]

Microsoft Edge

O

m=]

e

NE]

News OneNote

Weather

Get Started

Play and explore

o
O] -

Movies & TV

Groove Music

Get Started

CHAPTER

Customizing Windows

The app shortcut menu appears.

@ Click Pin to Start.

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.

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

Lock screen, are performed using the Settings app.
Settings also offers a wealth of other options that
you can use to customize your PC.

You open Settings either via the Start menu or via
the Charms menu of some Windows apps.

You 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 tasks
that follow in this chapter, including changing the
Lock screen backgrounds and adding an app to the

Open the Settings App

Open the Settings App

{"’7 Paul McFedries Life at a glance Play and explore
Click Start (FF). )
o . . 2 : © =
e Cl_] Ck sett] n gs . S Calendar Microsoft Edge Groove Music Movies & TV

a (0] ¥
Photos Get Started
[ 1]
ar = 2
People OneNote

[ File Explorer > Weather

The Settings app appears. setings S
5% SETTINGS | Find a setting 1
Note: You can also open the
Settings app by pressing (3+(0. 1= @ @
System Devices Network & Internet Personalization
Display, notifications, Bluetooth, printers, Wi-Fi, airplane mode, Background, lock
apps, power mouse VPN screen, colors

28
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Accounts
Your account, sync
settings, work, other
users

2

Update & security
‘Windows Update,
recovery, backup

AT
Time & language
Speech, region, date

-
3y
-~
Ease of Access
Narrator, magnifier,
high contrast

&

Privacy
Location, camera

August 14, 2015 7:21 PM




Settings
£33 SETTINGS
2 o
System Devices
Display, notifications, Bluetooth, printers,
apps, power mouse
S nr
Accounts Time & language

Your account, sync
settings, work, other
users

O

Update & security
Windows Update,
recovery, backup

Speech, region, date

| Find a setting

@

Network & Internet
Wi-Fi, airplane mode,
VPN

i
o

'~
Ease of Access

Narrator, magnifier,
high contrast

Z

Personalization
Background, lock
screen, colors

a

Privacy
Location, camera

(< Settings.
a 5% SYSTEM
&» Display

Notifications & actions

Customize

Apps & features
Multitasking
Tablet mode

Power & sleep
Identify Detect

| Find a setting

your display

Advanced display settings

Storage Change the size of text, apps, and other items: 100% (Recommended) 0
Offline maps =
Orientation
Default apps Landscape o
About

CHAPTER
Customizing Windows

Navigate the Settings App
@ Click a category.

The Settings app displays the
category.

Q Click a tab.

© 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
Settings screen.

If | know which tab of the Settings app | 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, delete, and manage other user accounts in the search
results. Note that Settings items appear in the search results with the Settings

icon (42b).
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Change the Lock
Screen Background

You 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

Change the Lock Screen Background

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

@ Open the Settings app.

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

© Click Personalization.

The Personalization settings
appear.

© Click Lock screen.

@ Click the Background v and
then click Picture.

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

30
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pictures.
|, Settings = o X
q 32 SETTINGS [ Find a setting
= g @ 4
o
System Devices Network & Internet Personalization
Display, notifications, Bluetooth, printers, Wi-Fi, airplane mode, Background, lock
apps, power mouse VPN screen, colors
-
2 o
A ~
Accounts Time & language Ease of Access Privacy
Your account, sync Speech, region, date Narrator, magnifier, Location, camera
settings, work, other high contrast
users
Update & security
Windows Update,
recovery, backup
< Settings = [m] X
52 PERSONALIZATION Find a setting »
Background i
Preview

Calors

&. Lock screen

Themes

Start

Background

| Picture Vw

Choose your picture

- Rl
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< Settings
fé? PERSONALIZATION
Background
Calors
Lock screen
Themes

Start

Background

Find a setting

I Picture

Choose your picture

Open

€ 5 v

» ThisPC » Pictures » Allan Gardens

201501 11_0978

Organize = New folder
# Quick access

4@ OneDrive

I This PC

¥ Network

& Homegroup

P Photos

201501 11_0980

201501 11_0%82

File name: | 2015 01 11_0980

v @ Search Allan Gardens P

- M @

201501 11_0979

201501 11_0981

201501 11_0983

v |Allfiles v

8

"

How do | lock my computer?

CHAPTER

Customizing Windows

@ 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.

Click Start (EF), click your username at the top of the menu, and then click
Lock. You can also press ((3)+(1]. 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 the computer. 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

When you lock your PC, Windows displays status upcoming appointment. If you lock your computer
icons for some apps. For example, the status icon for  frequently, you can make the Lock screen even more
the Mail app shows the number of unread messages.  useful by adding icons for other apps, including ones
The Lock screen also shows any new notifications that support notifications.

that appear for the Calendar app, such as an

Add an App to the Lock Screen

@ Open the Settings app. s S
. " q @ SETTINGS | Find a setting el
Note: See the section “Open the
Settings App” earlier in this
chapter. | @ #
0 CliCk Personalization. Display,S)r,wSc:;';canons, BluetoDoet;i,C;:inters, V\r;:-egvgi;‘?;izl;:;‘:‘e, B:if;’;ﬂ:%ﬁg;k
apps, power mouse screen, colors

R i & &

Accounts Time & language Ease of Access Privacy
Your account, sync Speech, region, date Narrator, magnifier, Location, camera
settings, work, other high centrast

users

O

Update & security
Windows Update,
recovery, backup

The Personalization settings P— o x
appear. 3% PERSONALIZATION | Find a setting »
Background | Picture Vl

@ Click Lock screen.
Choaose your picture

@ To set a quick status icon for an [ 3 S Eee o L
a#, ik a button, G

Browse

Colors

Start
Choose an app to show detailed status

Choose apps to show quick status

Screen timeout settings

Screen saver settings

32
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< Settings

f:tlzg PERSONALIZATION
Background

Calors

Lock screen

Themes

Start

| Find a setting

| Picture ~ |

Choose your picture

i)
None

Within etailed status

People

Al & Clock
arms O ek status

il Fl[+][+][+]

Calendar [

Store

Xbox
< Settings =
ﬁ:D:'S PERSONALIZATION | Find a setting
Background | Picture ad |
Gl Choose your picture
S
Themes =

Browse

Start

Choose an app to show detailed status

Calendar

Xbox

© =
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The Choose an App window
appears.

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

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

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

0 To choose which app displays its
detailed status, click here.

@ Click the app.

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

Windows puts the new settings
into effect, and the apps appear
on the Lock screen the next time
that you use it.

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

If, besides your Windows desktop computer, you also  system settings, such as languages and regional
have a Windows notebook, a Windows tablet, and a settings; Microsoft Edge data, such as favorites and

Windows smartphone, using the same Microsoft history; and app settings and more. This gives you a
account on each platform means that you can consistent interface across your devices and
synchronize data among them. You can sync consistent data so that you can be more productive.

customizations, such as backgrounds and themes;

Synchronize Settings Between PCs

@ Open the Settings app. drw R
. " £33 SETTINGS | Find a setting P
Note: See the section “Open the
Settings App” earlier in this
chapter. jum| =5 @ #
o CliCk ACCOU“tS. Disp\ay,syl;st;;:cations, Bluet;&))et;i,c;:'\nters, V;?;:“‘;‘(%Ej’;t:g:; Bl;if;rn;’zl:%“;:k
apps, power mouse screen, colors

K it & &

Accounts Time & language Ease of Access Privacy
Your account, sync Speech, region, date Narrator, magnifier, Location, camera
settings, work, other high contrast

users

O

Update & security
Windows Update,
recovery, backup

The Accounts settings appear. - o «x

32 ACCOUNTS Find a setting o

@ Click Sync your settings.

Your account )
Paul McFedries

Sign-in options paulmcfedries@hotmail.com

& £ Administrator

Billing info, family settings, subscriptions, security settings, and

more

Work access

Family & other users Manage my Microsoft account

Sync your settings h{ Sign in with a local account instead

Your picture

Browse

34
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< Settings

52 ACCOUNTS
Your account
Sign-in options
Work access

Family & other users

Sync your settings

| Find a setting

Sync your settings

Sync Windows settings to other devices using
paulmcfedries@hotmail.com.

How does syncing work?
Sync settings

(D) Oﬁ@

Individual sync settings

< Settings

5% ACCOUNTS
Your account
Sign-in options
Work access

Family & other users.

Sync your settings

| Find a setting

Sync your settings

Sync Windows settings to other devices using
paulmcfedries@hotmail.com.

How does syncing work?

Sync settings

@ on

Individual sync settings

Theme

@ o @

Web browser settings
@ on
Passwords
@ on

Language preferences

@ o
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© =

CHAPTER
Customizing Windows

The Sync settings appear.

@ Click the Sync settings switch
to On.

Q 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.

Why is the Passwords switch disabled on my Sync Your Settings screen?
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.

35

August 14, 2015 7:21 PM



Access an App’s
Features

Depending 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

Access an App’s Features

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.

Display the Menu

o Open the app that you want to
work with.

© Click Menu (=).

Today

2 paragraphs that explaifithe Greek

Watchlist ~ News

Investing  Personal Finance  Real Estate  Careers  Videos

= —a

M“ade in Am-e'rica? Chrysler, Ford no

financial crisis longer qualify
50 mins ]
DOW NASDAQ 5.008.83 4 e
17,72147 4 -225.21-125% S&P 500 2,074.60 L 2689
FTSE 100 6,620.48 oz
e i .
Market
GOOG 523.80 N 817 EUR/USD 11196 T +0.0206

@ The app menu expands to show
the feature names.

Home

Market

Search Quotes
L

Videos

Careers

Personal Finance  Real Estate
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Watchlist

Currencies

Mortgage Calculator

World Markets

Send Feedback

paulmcfe hotmail.com

Sign ou

NASDAQ 5,008.83 L
4 -225.21 -1.25% S&P 500 2,074.60 L -26.89
FTSE 100 6,620.48 o Ez22
Market
4 817 EUR/USD 1.1196 T +00206

- ‘ -'.
g -~ ”"
Made in America? €hrysler, Ford no

longer qualify
-
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Home:

Market

Watchlist

Currencies

Personal Finance  Real Estate

Mortgage Calculator

World Markets

Send Feedback

e Greek Made in America? €hrysler, Ford no
longer qualify

I Fortune

Careers

Videos

Hide the Menu

Note: If you click a menu
feature, the app automatically
hides the menu. You need to
manually hide the menu if you
decide not to select a feature.

@ Click Menu (=).

NASDAQ 5.008.83
W -225.21 -1.25% S&P 500 2,074.60 R -26.89
FTSE 100 6,620.48 S22
paulmcfedries@hotmail.com
Sign out Market
Settings
A -8.17 EUR/USD 1.1196 1T +00206
- = x| @The app hides the menu.
Home |‘ | /O
Today  Watchlist News Investing Personal Finance  Real Estate  Careers  Videos

2 paragraphs that expl @in the Greek

financial crisis s longer qualify
V] om 50 mins o-r 3t
DOW NASDAQ
17,721.47 4 -225.21 -125% S&P 500
FTSE 100
Market
GOOG 523.80 L s EUR/USD

5,008.83
2,074.60
6,620.48

11196

oy : ,’ﬂ o
Made in America? ﬁlysler, Ford no

€

-71.68
-26.89

N -133.22

€

T +0.0206
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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 | can
access?

Yes, you can also display the Settings pane for
each app. 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 (42}).
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Pin an App to
the Taskbar

Pinning an app to the Start menu, as described just a single click away. You can achieve this by
earlier in this chapter, is helpful because it puts the  pinning the app to the taskbar. You can pin an app
app just two clicks away. If you have an app that you to the taskbar either from the Start menu or from
use frequently, you might prefer to have that app the taskbar itself.

Pin an App to the Taskbar _

Using the Start Menu

@ Paul McFedries Life at a glance Play and explore
@ Click Start ().

© =
e If yo u do n Ot See th e a p p yo u Calendar Microsoft Edge Groove Music Movies & TV

want to pin, click All apps.

O ¥

Get Started

s B B

People OneNote

= | *

[ File Explorer > Weather

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

O Right-click the app. ®
© Click Pin to taskbar. — :

Life at a glance Play and explore

et

O (i ¥
Money Get Started
Int= =t Explorer

d| Ma nputPanel
w=] NE: 4

Notepad
- Pin to Start OneNote Sperts
Paint

Pin to taskbar k

Remote De| Run as administrator _-‘-_

T Open file location ¥
at0r8 Weather

corder

Sticky Notes

Search the web and Windows
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@ An icon for the app now appears
in the taskbar.

Using the Taskbar

\ Saint 5
3 Quentin Charleville

‘bg : T \_@\n kg (1) L:flunch the app that you want to

b g o e comaigne ) { pin to the taskbar.

Saint L6, al N #h‘itrer;u =y ] . . . ,
P _ © Right-click the running app’s
— : s = taskbar icon.

“:"\ Fougéres J au : . . °
Petrn iy . oansill & @ Click Pin this program to
- . | e & — taskbar.
e TR s \ R (N } -
~ : sy b O Click Close ().

Vallet
AN ¢ Thouars]  §

-Ledg Bressuir

9 - e
La‘Roche=

) Chatellerault
J
suriYon i

1 Pin this program to task:ar

X Close window

mAr-89 & 2

© An icon for the app remains on
the taskbar.

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

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

the Yolume

While an audio or video file is playing, you can you will probably want to use the volume control to
adjust the volume up or down to get its audio just keep the playback volume low to avoid disturbing
right. If you are listening to media by yourself, you them. If you need to silence the media temporarily,
can adjust the volume to suit the music and your you can mute the playback.

mood. However, if there are other people nearby,

Adjust the Volume
@ In the taskbar, click Volume (EH).

The Volume window appears.

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

@ You can also click Mute (&)
to mute the volume (& changes
to ER).
Windows sets the system volume
to the new level.

2

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

Q) 70

A ) Bl '.::
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Set the
Time Zone

To 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

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.

current system time and time zone. However, for the

Set the Time Zone

|, Settings

“ £33 SETTINGS

=

System
Display, notifications,
apps, power

L

Accounts
Your account, sync
settings, work, other
users

O

Update & security
Windows Update,
recovery, backup

| ‘:wd a setting
o=
Devices Network & Internet
Bluetooth, printers, Wi-Fi, airplane mode,

mouse VPN

e &
A Q o

Time & language Ease of Access
Speech, region, date Narrator, magnifier,

high coentrast

#

Personalization
Background, lock
screen, colors

G

Privacy
Location, camera

(< Settings

£33 TIME & LANGUAGE
Date & time
Region & language

Speech

Find a setting

Date and time
9:08 AM, Tuesday, July 14, 2015

Set time automatically
@ on

Change date and time

Change

Time zone

| (UTC-05:00) Indiana (East)

Adjust for daylight saving time automatically

@ on

Formats

First day of week: ~ Sunday

71472015

Tuesday, July 14, 2015

Short date:

Long date:

9781119057154-ch02.indd 41

€@ Open the Settings app.

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

@ Click Time & language.

Click the Time zone ~ and then
click your time zone.

Windows adjusts the time to the
new time zone.
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Configure Windows to Work
with Multiple Monitors

You can improve your productivity and efficiency by ~ After you have connected your PC and the external
using a second monitor. To work with an extra monitor, you then need to configure Windows to
monitor, your PC must have a second video output extend the Start screen to both the main screen and
port, such as VGA, DVI, or HDMI. If you do not have the second monitor.

such a port, check with the manufacturer to see if an

adapter is available that enables your PC to connect

with an extra monitor.

Configure Windows to Work with Multiple Monitors

@ Connect the second monitor to = i
your PC. q E:CE'S SETTINGS | Find a setting B
© Open the Settings app. s o
| #
N Ote. See the SeCt’on Open the System 0 Devices Netwurk& Internet Personalization
Sett]ngs App ” ear[’er ]n th IS Dlsp:agéguggivt\:laetrlons, Bluetu;l‘:&f;nters, Wi-Fi, alr\;)l:h?e mode, Bascclﬁg:]tjzgl,‘jzck
chapter.
© Click System. Q @ Ay i
Accounts Time & language Ease of Access Privacy
‘Your account, sync Speech, region, date Narrator, magnifier, Location, camera
settings, work, other high contrast
Update & security
Windows Update,
recovery, backup
The System settings appear. € sy - o x
. . @ SYSTEM | Find a setting pel
@ Click Display. [, -
© Click the Multiple displays . Notfeations & actors 1 |2
Apps & features
Multitasking Identify Detect
Tablet mode Change the size of text, apps, and other items: 100% (Recommended)
[
RN e ;riematlcn
Storage Landscape v
Offline maps Brightness level
Default apps
About
Multiple displays
Duplicate these displays V‘@
Apply Cancel
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= Settings
€52 SYSTEM
Display
Notifications & actions
Apps & features
Multitasking
Tablet mode
Power & sleep

Storage

@ Click Extend these displays.

| Find a setting

Identify Detect

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

Orientation

Brightness level

0 Click the monitor that you want

']
L}
Offline maps Adjust my screen brightness automatically
® ) of
Default apps
Duplicate these displays
About
i Extend these displays @
Show only on 1
Show only on 2
Disconnect this display
= Settings s o
€32 SYSTEM [ Find  sering
Display

Notifications & actions

Apps & features

Multitasking

Tablet mode

Power & sleep

Identify Detect

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

Orientation

to set as the main display.

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

© Click Apply.

Windows connects to the second
monitor and uses the selected
monitor as your main display.

Storage
N Brightness level
Offline maps 2
L

Default apps Adjust my screen brightness automatically
@ o

About
Multiple displays
| Extend these displays ot |
Make this my main disp\ay@

& Apply Cancel
o pum Why does my mouse pointer stop at

=
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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 | 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 want to customize the default arrangement. For
taskbar’s notification area icons to ensure a example, many notification icons offer quick access
particular icon is always visible or to turn off an to their programs’ features when you right-click
icon’s notifications. them. If there is an icon that you right-click

The notification area shows only a few icons by frequently, you might want to configure the
default: Network, Volume, and Notifications, and notification area to show the icon on the taskbar.

notebook PCs also show the Power icon. You might

Customize the Taskbar’s Notification Area

0 In the taskbar’s Search box, type

notifications. Notifications & actions settings
System settings
© Click Notifications & actions o |-

sett-i n gs . & 8 Choose which apps show notifications

%% Turn app notifications on or off

# Choose how long notifications are
shown

Web
O notifications
£ notifications on facebook

£ notifications anastasiadate

£ notifications yahoo

O notifications from cdg/illnesses
O notifications see all notifications
Store

R Riveu Notifications

5B My stuff £ Web

notifications 4

The Settings app displays the € sense e
Notifications & Actions window. G svtem [Finaa sewng 5

Display

Click Select which icons appear Quick actions
Notifications & actions

OI"I the tas kbar. Choose your quick actions
Apps & features
B = 0|

Multitasking

Tablet mode Select which icons appear on the taskbar{

Turn system icons on or off
Power & sleep "

Storage: Notifications

Offline maps Show me tips about Windows
@ on

Default apps
Show app notifications

About @ on
Show notifications on the lock screen
@ on

Show alarms, reminders and incoming VOIP calls on the lock
screen
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de

Settings

SELECT WHICH ICONS APPEAR ON THE TASKBAR

Always show all icons in the notification area

- The Select Which Icons Appear
on the Taskbar window appears.

@ Click the switch to On for each
icon you want to display in the

0 notification area.

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

@D on

Network Q On
Network Internet access
Volume Q On
Speakers: 70%

\:Mmdows Explgrer @ Off
Bluetooth Devices

2 Microsoft OneDrive @ off
OneDrive - Up to date

5 Windows Explorer @ of

o Windows Explorer @ ) of
Safely Remove Hardware and Eject Media
Location Notification @ Ooff
Your location is currently in use

= Settings
0% TURN SYSTEM ICONS ON OR OFF

Clock @@ on
Volume o On
Network Q On
Power
Input Indicator @ D orff
Location
Action Center Q On

S @ 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
() to see your hidden icons.
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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 | configure the taskbar to always appear on the
screen?

Yes. The default taskbar state is hidden, and you display it
by moving the mouse ([}) 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 processor, a spreadsheet, and Microsoft Edge for
less cluttered by organizing your running programs research; a social desktop that includes only Mail,
into two or more desktops. Each desktop includes People, and Calendar; and a media desktop that
only the windows of the programs that you have includes only Music, Photos, and Videos. You can
assigned to that desktop. For example, you might quickly switch from one desktop to another.

have a work desktop that includes only a word

Set Up Multiple Desktops

Add a New Desktop

0 In the taskbar, click
Task view (GmE).

© Click New desktop.

O Windows creates a new desktop.

@ Your original desktop is shown as
Desktop 1.
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virtual Friday - Word Spy - Microsoft Edge

virtual Friday
The st non Friday b ”
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& untitied - Paint
o

What shortcut methods | can use?

Press ([)+[ 2] to open Task view. To switch
between desktops, open Task view, press [17]
to select a desktop thumbnail, use (3] and (£
to highlight the desktop you want, and then
press [Z.-). You can also press )+ (E0)+(2)

to create a new desktop and ()+(=1])+[] to
close the current desktop.

CHAPTER
Customizing Windows

Switch to Another Desktop

In the taskbar, click Task view (imi)
(not shown).

@ Position the mouse () over the
other desktop to see the programs
running within that desktop.

@ 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
i the selected desktop.

Move a Program to a Different
Desktop

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

Q Right-click the program you want
to move.

Q Click Move to.

@ 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.

How do I close a desktop?

Click Task view (mmE) to display the desktop
thumbnails. Move the mouse ([;) over the
desktop you want to close and then click
Close (3<) in the upper left corner of the
desktop thumbnail. Windows closes the desktop.
If the desktop contained running programs,
they are assigned to your original desktop.
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CHAPTER 3

Surfing the Web

N ¥ f

& @ link rot - Word Spy
& ¥V ¥V O O & B Q|
Home — Alpha — L — link rot + linguistic profiling - lion food <
WORD SPY

link rot

n. The gradual obsolescence of the links on a web page as the sites they
point to become unavailable.

ples

Stopping “link rot,” the process by which links to other Web sites slowly go bad, is one of the chief jobs of
each Webmaster.
—“Globe Online 2.0,” The Boston Globe, June 5, 1997

1997
The Web has also presented us with a whole new concept of what “out of print” means. Web pages are
notorious for suffering from “link rot.” A reference that was cited yesterday may be moved or disappear
entirely tomorrow without notice, making maintenance of these resources another headache.
—Carolyn Kotlas, “Observations of a “Webliographer,” Information Outlook, February 1, 1997

- “ Great word! Do you have this one in
1996 (ea r “es{j) the Word Spy database?{
Link Rot

The process by which links on a Web page become obsole

242 PM
6/29/2015

o @ .| a 9 - m oz ) B
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Open a
Web Page

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

Protocol), the website domain name, the directory

Open aWeb Page _
Enter a Web Page Address
€@ Click Microsoft Edge (&)
@ Click in the address bar.
© Type the address of the web

Where to next?

& @ nhttpy//mcfedries.com 0

My news feed powered by MSN

Indianapolis, Unite|

page. 81°F
a CHCk GO (). Partly Sunny
Y 7 - Last Updated 04:25 PM
—— ’
. Today
Ellie Black wins two gold in gymanstics e
a MLB >
The web page appears. Brawa= x|

é&@ ‘ & mcfedries.com M %

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

McFedries.com Books Articles Three MPH Footpaths Reads Search

PAUL MCFEDRIES

WRITER. CODER. WALKER. READER. LOGOPHILE. H

50
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Fresh Books

ipad | 1Pad Portable Genius,

@ 3rd Edition
& Tips, tricks, and
= troubleshooting rechniques for

the iPad Air 2, the iPad mini 3,
and iOS 8.
Published: November 24, 2014

m Teach Yourself

m VISUALLY OS X
2 | Yosemite

An accessible, easy-to—
understand guide to Apple’s OS

Fresh Articles

Know Your Wearables Slang
Jerktech, earables, and citizen-terminals
all mark a brave new wearable world
JEEE Spectrum

Your Inevitable Robocar Future
‘What will we call driving, when we no
longer drive?

JEEE Spectrum

The Language of E-books
Competing formars and incompatible
devices have spawned a complex lexicon.

Fresh Thre

Walking throug
causes forgett]|
Yes, you read that i
Posted: June 8, 201

Cabbagetown
Posted: April 24, 2

Giddy Up!
Posted: April 21, 20|

Out for a Strol|
Posted: April 20, 2
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WORD SPY
By Alpha
By Tag
By Date
Random Word
Top 100

Blog

Full Search

N ®F

WORD SPY

THE WORD LOVER’S GUIDE TO NEW WORDS

The Latest Word
monogamish
adj. In a monogamous relationship, but with a mutual agreement that allows occasional infidelities.

Personally, I'm in a moenogamishrelationship. We’re committed to each other, but have a porous
boundary around our relationship, meaning we’ve agreed thatit’s OK for either of us to express rol
feelings toward other people or to be physically intimate with other people, so long as we’re hones{
transparent about our intentions with one another.

—Chris Messina, “Why | choose non-monogamy,” CNN Money, January 29, 2015

Posted: June 26, 2015 (See the full entg)@
Other Recent Words

return trip effect

Most Popular Words

1. heteroflexible

2. dog that caught the car
3. return trip effect

. Theillusion that the return trip takes less time
than the initial trip, even when the distance and

hitpi// mindesphp?

ish)f both trips are the same. 4

O
C

WORD SPY
By Alpha

By Tag

DEI
Random Word
Top 100

Blog

Full Search

L

‘ wordspy.com,

5@ monogamish - Word sp X+ =

m*k| = &

+ Mongolian hordes - monolithic sid

0

Home — Alpha — M — monogamish

monogamish

adj. In a monogamous relationship, but with a mutual agreement that]
allows occasicnal infidelities.

Also Seen As

monogam-ish

Other Forms

monogamishly adv. - monogamishamy n.

Etymology

monogamous + -ish

Examples

Personally, I’'m in a menogamish relationship. We’re comihitted to each other, but have a porous

b A A Intinnchi A bhaat e O Enr aith £1ic

Yes. Here are some useful keyboard techniques:

CHAPTER
Surfing the Web

Select a Link

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

© 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.

Are there any shortcuts that | can use to enter web page addresses?

® After you finish typing the address, press [Z10]] instead of clicking Go (EJ).

9781119057154-ch03.indd 51

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

If the address uses the form http://www.something.com, type just the

something part and then press (E7)+[Z1]. 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.

Open aWeb Page in aTab

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

Right-click the link you want to
O Rig y
open.

© Click Open in new tab.

=

WORD

: Save picture 5] Seen AS
Share picture bgameish
4 Copy picture
iler Forms

3 meonogamish - Word Spy X |+

Open in new tab I}
@kl  Open in new window n

Copy link

Select all

Copy

Inspect element

View source

O

m ¢

+ Mongolian ho

wordspy.comyindex.php?word=monogamish

Home — Alpha — M — monogamish

Spy
nogamish

a monogamous relationship, but with a mutual agree
ws occasional infidelities.

»gamishly adv. - menogamishamy n.

mology

gamous + -ish

Examples

O A new tab appears with the page
title.

© Click the tab to display the page.

5B monogamish - Word Spy.

0 Home

B} Word Spy (@wordspy) | @ X | =+

(:_) | B Twj Inc. [US] ps//twitter.col dspy [l jk
@Nuﬁﬁcaﬁnns 'v‘ Messages Search Twitter

© You can also create a new tab by
clicking New Tab ().

=

TWEETS

1,641

FOLLOWING

49

FOLLOWERS

17.8K

FAVORITES

7

Tweets Tweets & replies Photos & videos

Word Spy

@wordspy FOLLOWS YOU g Word Spy @wordspy - Jun 26
bl monogamish adj. In a monogamous relationship, but

agreement that allows occasional infidelities. wspy. ws|

Word Spy is the word lover's guide to
new words.
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spectrum.ieee.org/consumer-electronics/p:

Topics

Opinion | Gadgets | Portable Devices

&Mapheads and Roadgeeks: The New

Cartography

By Paul McFedries
Posted 29 Sep 2014 15:00 GMT
Share

3 pme | IS Bl | @ aC | B The | @ Toris | ] >Nt =
ortable-devices/mapheads-and-roadgeeks-the-new-¢ L m—: Z

Multimedia

As maps go from paper to digital, a surprising number
of amateur cartographers have arisen

Magazine Resuurces Sear

Adverlisement

PUSHTO
START.

&)

[ Email | 51 Print | [ Reprint

N

lllustration: L-Dopa

‘When google launched its Maps
service in early 2005, it didn’t include
an application programming
interface (API), but that didn’t stop
Paul Rademacher from figuring out
how to use Maps to display markers
indicating available apartments in
the San Francisco Bay Area. This was
not only the first mashup

Related Stories

Deutsch
Die freie Enzykiopadie
1806 000+ Artikel
A&3F
7U-mbES
962 000+ BE
L8
SHNERSE
814000+ 458

Polski

4853 000+ articles

Wolna ensyklopedia
1106 000+ hase!

38 mor | B Wor | B Welc | @8 Youl | B Yaho W ﬁwﬁE\m|msuc\-The\@hns\ﬂ] > B8 =

&« ) O https//wwwwikipedia.org a Pa | = @A
WIKIPEDIA
English Espaiiol
The Free Encyclopedia La enciclopedia fibre

1172 000+ articulos

Pyccknii
Ceoboduasn anyuknonedus
1213 000+ cTaveit

Francgais
Lencyclopédie libre
1614 000+ articles

Italiano

Lenciclopedia libera
1193 000+ voci

Portugués
A enciclopédia livre
71 000+ artigos

v =]

| [English

Find Wikipedia in alanguage: | || = |

CHAPTER
Surfing the Web

Navigate Tabs

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

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

© Click the tab.

@ The web page loaded in the tab
appears.

Close a Tab

0 Position the mouse ([;) over the
tab you want to close.

© Click Close Tab (3<).

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

® Press and hold (23] and click a link to open the page in a tab.

® Press and hold (&7)+[E117) and click a link to open the page in a tab and
display the tab.

9781119057154-ch03.indd 53

Type an address and then press [1[]+[=1] to open the page in a new tab.
Press (&0)+[2%] or (E0)+ELT)+[77) to cycle through the tabs.

Press (2)+(1] to close the current tab.
Press (&)+[1]+[7] to close every tab but the current one.
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Navigate
Web Pages

After 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.

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

When you navigate from page to page, you create a pages again.

kind of “path” through the web. Microsoft Edge

Navigate Web Pages

Go Back A Mapheads and Roadgesk: X+
. - é O spectrum.ieee.org/consumer-electronics/portable-devices/mapheads-and-roadgeeks-the-new-¢ T&
@ To go back one page, click (1
BaCk (é). Topics Multimedia Magazine Resources

Opinion | Gadgets | Portable Devices Adverti

The page appears.
page app Q

&

Mapheads and Roadgeeks: The New

Cartograph
graphy Cars Th;
As maps go from paper to digital, a surprising number Subscribe to
of amateur cartographers have arisen newslet
By Paul McFedries ! o IEEE
Posted 29 Sep 2014 | 15:00 GMT lI' SPE‘
Share | [~] Email [=! Print [E] Reprint

‘When google launched its Maps
service in early 2005, it didn’t include
an application programming
interface (API), but that didn’t stop

Related Stori

Go Forward

@ Articles by Paul A McFedr X | 4

<~ > {| mcfedries.com/articles

Books

© To go forward one page, click 0 %

Forward (-). !ﬂ

Articles Three MPH Footpaths Reads Search

McFedries.com

Managing iPhone Networks
Understanding and using Wi-Fi and cellular network connections on your iPhone.

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

Source: iPhone Portable Genius, Second Edition
Category: how-t0

Tags: devices, iPhone, networking

The page appears. Published: November 13, 2014
Mapheads and Roadgeeks: The New Cartography

As maps go from paper to digital, a surprising number of amateur cartographers have arisen

Source: JEEE Spectrum

Category: Technically Speaking
Tags: language, maps, neologisms
Published: September 29, 2014

Managing Files and Searching
Getring the most out of file types and searching in Windows 8.1.

54

9781119057154-ch03.indd 54 August 14, 2015 7:43 PM



Find Text
on a Page

When 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

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

page to find the information you are looking for, you

Find Text on a Page

text for a specific word or phrase.

) ] A< ><)-

L\.b 1 McFedries.com  Books  Articles ThreeMPH  Footpaths
¥

Find on page

WALKING

Walkies!
Agriet His{)pwr Dog Walking

Two universes mosey down the street
Connected by love and a leash and nothing else.
Mostly I look ar lamplight through the leaves

While he mooches along with tail up and snout
down,

Getting a secret knowledge through the nose
Almost entirely hidden from my sight.

—HOWARD NEMEROV

0 an expert’s eyes, the footprints tell agimple story: a boy,
perhaps eight years old, walking bes&a dog. The

& Walkies! x e = & 3
& =3 O ‘ mcfedries.com/threemph/post.php?p=walkies-a-brief-history-of-dog m * | =S .Ca
WALKING
i |
Walkies Al
.
A Brief History of Dog-Walking i anpEse QQ
Iwo universes mosey down tlie stre L
Connected by love and a leash and nothing els p;. 1o start
Mostiy I look at lamplight through the leavi
While he mooches along with tail up and sno, F12 Developer Tools
iR Open with Internet Explorer
Getting a secret knowledge through the no.
Almost entirely hidden from my sigh Send feedback
—HoWARD NEMERC e ttngs
history-of-dog-
o an expert’s eyes, the footprints tell a simple story: a boy, walling
erhaps eight years old, walking beside a large dog. The
p1 . gfthyt z, f U gk t ti kg d ShasThes
closeness o € TWO setls ol tracks suggests ey Knew and u m
were comfortable with each other Switchine to our inner eve, we can -
& Walkies! x [ - o x
e % O ‘ mcfedries.com/threemph/post.php?p=walkies-a-brief-history-of-dog m 79.\’ | = Z S‘_’B

Reads Search

Filed under:
walking
ags:

dogs, history
Posted on:
October 31, 2014
Permalink-
http://mcfedries.com/threemph/post |
p=walkies-a-brief-
history-of-dog-
walking

Share This-

9781119057154-ch03.indd 55

@ Click More ().
© Click Find on page.

You can also press [Z)+ (.

The Find on Page bar appears.

Q 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.

@ When you are done, click
Close ().
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Navigate with
the History List

Back and Forward (< and ->) enable you to navigate If you visit sensitive places such as an Internet

pages only in the current browser session. To banki.ng site or your corpo_rate si’Fe, you can increase
redisplay sites that you have visited in the past few  security by clearing the History list so that other
days or weeks, you need to use the History list, people cannot see where you have been.

which is a collection of the websites and pages you
have visited over the past month.

Navigate with the History List

o CUCk Hub (_=). & The Scourge of Wrong-t X | + — o %
o Cl_'ick History (®)' = () | mcfedries.com/threemph/post.php? p=the-scourge-of-wrong-side-w: 7%| i@

McFedries.com Books  Articles Three MPH 7‘? = @ eE

FAVORITES Import favorites

STREET LIFE

The Scourge of W

M )pS ‘l:‘;tup[?'{ip:vdspycum/
Walking e

Hey, walkers of Melbourne! You're not d
left!

In former times, moreover, fiis brothers, ti
rubbernecks, who ambled along so easily down ti
sidewalks and stopped a moment everywhere, le

to the stream of humanity a gentleness ana
tranguillity which it has lost. Now it is a torre;
where you are rolled, buffeted, cast up, and swe,
fo one side and the othe

—EDMOND JALOY

() The History list appears. & Thescougeciwrong:sc X | -

m]
é O | mecfedries.com/threemph/post.php?p=the-scourge-of-wrong-side-walking m * ‘ = Z Q

Q Click the day or week that you
visited the site.

McFedries.com  Books  Articles e=

The Scourge of W . --<@ x

. @ The Scourge of Wrong-Side Walking 12:51 2M

W a I n g micfedries. com/thresmph/post php?p=the-
, & Walkies! 12:45 BM

Hey, walkers of Melbourne! You're not d mefedries.com/threemph/post.php?
|
left! @ Three MPH by Paul McFedries 12:45 oM
mefedries.com/threemph
In former times, moreover, liis brothers, t] W@ Articles by Paul A McFedries 12372M
mcfedries.com/articles
rubbernecks, who ambled along so easily down tl
) [l Mapheads and Roadgeeks: The New 12:27 8M
sidewalks and stopped a moment everywhere, lei spectrumieee.org/consumer-electronics/
to the stream of humanity a gentleness ana G iPedPGEE Chaptert3 pat 1225 o1
tranquillity which it has lost. Now it is a torrei mefedries.com/pdfs/webj/viewer.html?
wihere you are rolled, buffeted, cast up, and swe, g GiddyUp! 12:25 PM
. mcfedries.com/threemph/post.php?
to one side and the othe

@ OutforasSioll 12:25 oM

—EDMOND JALOU mefedries.com/threemph/post php?p=out-
S Snring Has Snning 1235 DA
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& The Scourge of Wrong-5ic X | +

o X
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A list of pages you visited

0>b bing

indianapolis weather

Web Images Videos Maps News Explore Francais Pz
14,200,000 RESULTS Narrow by language ~ Narrow by region ~
o . . Ads @
Indianapolis, United States
15 July, 4:00 PM Indianapolis Weather
Indianapolis.TripAdvisor.ca
1 - Research Indianapolis Hotels a
e C Partly sunny Indianapolis Attractions!
F Wind 7 KMPH - Feels like 29° - Humidity 58%
Weather Forecasts & In
A Local.com/Local Weather In
Wedts  Thuts  Fri17 Satfs  Sint  Mon20  Tus2e e RO Te ool conncal Wed
3O A 08 Find Weather In Your Areal
Pl NS el e Sl e S ety
See your ad here »
27° 28° 32¢ 312 32t 29° 28°
18 3* 4 t 4 I ) Related searches
Indianapolis Map
25° 25° 21° Indianapolis News
22 0o 21° i i

e O | mcfedries.com/threemph/post.php?p=the-scourge-of-wrong-side-walking piAd | @ A @ dur"ing that day or Week
q ] _ =
ﬁ McFedries.com  Books  Articles  Three MPH % E D | appearS.
HISTORY Clear all history 1
@ Click the page you want to
The Scourge of W .« x display.
0
@ OutforaStroll 1225°PM
) B Sering Has§ 1225°PM
Hey, walkers of Melbourne! You're notd & mebiescomtheeemph/post hp?
left! !
@ The Value of a Thick Head 1225°PM
micfedries com/threemph/post php?p=the-
In former times, moreover, fis brothers, tl #4 The word-hoard: Robert Macfarlane on 12:24 PM
rubbernecks, who ambled along so easily down t] ~ "e9varEncom/beoks/2015/feb/27/
sidewalks and stopped a moment everywhere, le; @ Reading Suggestions by Paul McFedries fazs e
micfedriescom/readings
to the stream of humanity a gentleness ana
. L . @ Paul McFedries 1222 PM
tranguillity which it has lost. Now it is a torre; mefedries.com
where you are rolled, buffeted, cast up, €| B indianapolis weather - Bing S
to one side and e bing.com/search?q=indianapolis %
B! indianapolis weather -8 X = = o X GThe page appearS.
& =i (D) ‘ B  bing.com/search?q=indianapolis%20weather&form=EDGEAR&q * = @

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.

9781119057154-ch03.indd 57

How do | clear individual pages from my
History list?

Follow steps 1 and 2 to display the History list.
Move the mouse ([;) over the page you want to
clear and then click Remove ((X). If you want clear
the history for an entire day, move the mouse ([;)
over the day and then click Remove (3X).
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Change Your
Startup Page

Your startup page is the screen, web page, or some suggested content. However, you can configure
collection of tabs that appears when you first start Microsoft Edge to open a specific web page or a
Microsoft Edge. The default startup page is the New collection of tabs as the startup page.

Tab page, which displays a list of common sites and

Change Your Startup Page

© Click More (). o :
o click Settings. & = () | wordspy.com * ‘

i
N
& o

New window

WORD SPY
O R D New InPrivate window

THE WORD LOVER’S GU zom — w00 +

Find on page

The Latest Word

ando i it i r
Rando distraction addict "

Top 100 n.A person whose attention is easily and constal pin to Start

There is definitely a correlation between my di
F12 Developer Tools

levels. And | do more than ever to keep the latt

acupuncture, exec coaching — oh, and lots of v Open with Internet Explorer

Full ]
I’ haven't yet tried is a digjtal detox. But the trut

Send feedback
Word search distraction. I'm a distraction addict and digitz

—Amanda Davie, “|s our digital beha Settings s
_ 13,2015
Pasted 0 h nirv)
The Settings pane appears. B word spy x | - =
. oo &~ = ) |words .com ‘ﬁ(‘ = @ ﬁ
@ Click A specific page or pages "
SETTINGS -
(© changes to ®). W
O R D Choose a theme
| Light -

THE WORD LOVER’S GU

Show the favorites bar

The Latest Word ] o8

distraction addict Import favorites from another browser

n.A person whose attention is easily and constai 2
Open with

There is definitely a correlation between my di O start page
levels. And | do more than ever to keep the latt O Newtsb

ew tab page
acupuncture, exec coaching — oh, and lots of v

I haven't yet tried is a digital detox. But the trut O rrevious pages

distraction. I'm a distraction addict aM A specific page or pages

—Amanda Davie, “Is our digital behaviour caus
Sl [ msn
13,2015

Dactad: 1ihiQ 2046 (San the fill antr toho bl
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WORD SPY SETTINGS - e Click ~» and then click Custom.
By Alpha W ORD Nasiadele © Type the web page address.
_1 THE WORD LOVER'S GU = :
el Show the favorites bar e CL]Ck Add (—I—)'
ke The Latest Word @ o
Random Word distraction addict Import favorites from another browser

n. A person whose attention is easily and constai

Top 100

Open with
There is definitely a correlation between my di () start page
Blog levels. And | do more than ever to keep the latt

O New tab page
acupuncture, exec coaching — oh, and lots of v

Full Search
| haven’t yet tried is a digital detox. But the truf O Previous pages

distraction. I'm a distraction addict and digitz (@) A specific page or pages

—Amanda Davie, “Is our digital behaviour caus stom =
E‘ f 13,2015 Cust
Posted: July 9, 2015 (See the full entry) | hﬂp:f/wmdspy-comg x | +
Other Recent Words Open new tabs with
WORD SPY SETTINGS 1 o Microsoft Edge adds the web
V\/ s theme page to the list.
By Alpha O R D G:V . "
3 ight ~
- THE WORD LOVER’S GU @ Repeat steps 5 and 6 to add
Show the favorites bar more web pages, as needed.
By Date @) off
The Latest Word . .
, Microsoft Edge displays these
Random Word distraction addict Import favorites from another browser .
T n. A person whose attention is easily and constar pages the neXt t]me yOU Start
op 100 Open with
There is definitely a correlation between my di O Start page the app-

Blog levels. And | do more than ever to keep the latt

O New tab page
acupuncture, exec coaching — oh, and lots of v

I haven’t yet tried is a digital detox. But the truf O previous pages

distraction. I'm a distraction addict and digita @ A specific page or pages

Full Search

’i‘ f —Amanda Davie, “Is our digital behaviour caus Custom =
= 13,2015
Posted: July 9, 2015 (See the full entu& http:/fwordspy.com/ o
Other Recent Words [ Ener a web address

Can | get Microsoft Edge to load How can | get Microsoft Edge to open with

a tab without displaying a startup | the pages | was using when | last closed it?
page? Follow steps 1 and 2 to open the Settings pane.
Yes. Follow steps 1 and 2 to open In the Open With section, click Previous pages
the Settings pane. Click the Open (¢ changes to @). The next time you start

new tabs with w and then click Microsoft Edge, it will redisplay the pages you had
A blank page. open in tabs the last time.
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Save Favorite
Web Pages

If 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.

Save Favorite Web Pages

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 a Favorite Web Page

Wiley: Home

o Display the web page you want
to save as a favorite.

© Click Add to favorites ().

Browse Subjects

Accounting
Agriculture

Arts & Architecture

+
= = (D) |wiley.com/Wi\eyCDA/Section/index.mml0

WILEY

Business & Management

X

- O
B2 2 JEANe)

@ United States Change  ContactUs  Help My Accot

Home Subjects About Wiley Search Keyword, Tille, Auther, ISBN, ISSN

Wiley Enhances Careers
Fostering business and professional development

Pushing Technology's Boundaries Supporting Science and Scholars

Resources & Events

‘\ ey . Conf
A @ 2 . = &y
Authors Librarians B ieti Authe

About Wiley: Locations \ Careers \ Rights & Permissions | Investor Relations | Press Room \ See

The Add to Favorites dialog box Wier-Home +
appears. SR () | wiley.com/WileyCDA/Section/index.htmi o \ =
Note: You can also display the

p y Wl LEY Home Subjects About Wiley

Add to Favorites dialog box by
pressing (E)+ (.

© Edit the page name, as
necessary.

O Click Add.

Browse Subjects

Accounting
Agriculture

Arts & Architecture

Wiley Empowers Teaching and Lea

Offering quality, variety, and value to ser

Improving Student Outcomes

Business & Management

Create in

| Favorites

s Create new folder

Resources & Events
< e & Add Cancel
22 m
Authors Librarians B ieti

AboutWiley: Locations | Careers | Rights &Permissions | InvestorRelations | PressRoom | See
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m Wiley: Home

&= )

WILEY

Wiley Enables Discovery
Collaborating and curating to advance cutti

Improving Student Outcomes

X s — o X
| wiley.com/WileyCDA/Section/index.htm ‘ E@
i = O U -
Home Subjects About Wiley
FAVORITES Import favorites
Favorites Bar
Word Spy

)

http://wordspy.com/

wiley Home

hitp/fwww.wiley.com/WileyCDA/Section/index.html

Pushing Technology's Bour

WORD SPY
By Alpha

By Tag

By Date
Random Word
Top 100

Blog

Full Search

N f

Resources & Events

Browse Subjects

N
Accounting -?_)
Agriculture Authors Librarians Booksellers
Arts & Architecture
Business & Management About Wiley: Locations | Careers | Right
) word spy X |+ _ o %
& > O | wordspy.com P ‘ ;0@

o WORD SPY

THE WORD LOVER’S GUIDE TO NEw WORDS

The Latest Word

distraction addict
n. A person whose attention is easily and constantly drawn away from the task at hand.

There is definitely a correlation between my digital activity and my stress and anxiety
levels. And | do more than ever to keep the latter in check: massages, reflexology, yoga,
acupuncture, exec coaching — oh, and lots of wine and off-loading to friends. One thing
I haven’t yet tried is a digital detox. But the truth is: 1 am addicted. | find myself craving
distraction. I'm a distraction addict and digital is my drug.

—Amanda Davie, “Is our digital behaviour causing bad behaviour?,” The Drum, March

12 anic

9781119057154-ch03.indd 61

Is there an easy way to organize my
favorites?

Yes, you can create Hub folders for storing
related favorites. For example, you could create
a folder for work, another for each of your
hobbies, and so on. Follow steps 1 to 3 and
then click Create a folder. Type a name for the
folder and then click Add to save the favorite
in that folder.

CHAPTER
Surfing the Web

Display a Favorite Web Page
@ Click Hub (=).
© Click Favorites ().

The Favorites list appears.

© Click the web page you want
to display.

@ The web page appears.

© If you use your Favorites list a
lot, you can make it easier to
display the pages by keeping the
Hub visible. Click Hub (=) and
then click Pin the Hub (+=).
Microsoft Edge pins the Hub to
the right side of the window.

How do | delete a favorite?
If the site is on the Favorites
bar, right-click the favorite
and then click Remove. For
all other favorites, click Hub
(=), click Favorites (5Y),
right-click the favorite you
want to delete, and then click
Remove.
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Take Advantage
of the Favorites Bar

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

One of Microsoft Edge’s most useful features is the
Favorites bar, which appears below the address box.
The Favorites bar is fully customizable, which means

Take Advantage of the Favorites Bar

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.

Display the Favorites Bar
@ Click More (--).
@ Click Settings.

B Bing 'y

« > 0

e —

| bing.com

New window

New InPrivate window

— 1w00% 4+

Zoom

Find on page

Print

k= F12 Developer Tools

_.
i Open with Internet Explorer
Send feedback

~0

i Settin gs

The Settings pane appears. B oo < [* - o x
. &« - 0O ‘ bing.com o ‘ = @ @
e Cl1Ck the Show the A Add to the f: ites bar by selecting ¥, or by i il f: it
o . 0 the favorites bar selecting wr, Or Oy Importing your favorites.
favorites bar switch to On.
SETTINGS -2
O Microsoft Edge displays the R
Favorites bar. o ”
@ Click outside the Settings o Fomiieiivuibta
: & @ o
pane to close it. |
Import favorites from another browser
B Open with
] O Start page

O New tab page
O Previous pages

@ A specific page or pages

| Custom o
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CHAPTER

Surfing the Web

55 windows Blog X [

&« > O ‘ .",,f-w'\ndows.com{

Add to the favorites bar by selecting ¥, or by importing your favorites.

L

a3 Windows

aRss £ Q

BLOGS + WINDOWS 10 WINDOWS INSIDER PROGRAM

-
JULY 13, 2015 / Blogging Windows

Windows 10 Launch: Celebratin
#UpgradeYourWorld

READ MORE

g with our Fans and Announq'tlg

Add a Web Page to the
Favorites Bar

@ Navigate to the page that
contains the link you want to
add to the Favorites bar.

© Click Add to favorites ().

Search ..

8 Windows Blog X

S

25 Windows Blog

O ‘ logs.windows.com

28 Windows

Name

The Add to Favorites dialog box
appears.

© Edit the page name, as
necessary.

BLOGS v WINDOWS 10 WINDOWS INSIDER PROGRAM | Windows

Blog 0

Create in

Q Click the Create in » and then

| Favorites Bar

click Favorites Bar.

JULY 13, 2015 / Blogging Windows
Windows 10 Launch: Celebrating with our Fans
#UpgradeYourWorld

READ MORE

Create new folder

Can | move or delete
Favorites bar buttons?

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

9781119057154-ch03.indd 63

© Click Add.

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

Cancel

How do | change the name of a button?

By default, Microsoft Edge uses the page title as the
name of the Favorites bar button. If you do not like
the default name, or if you would prefer something
shorter or more descriptive, click Hub (=), click
Favorites (%), and then click Favorites Bar. Right-
click the button you want to edit, click Rename,
type the new name, and then press [Z12.
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Create

Web Notes

The 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,

Create Web Notes

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.

Display the Web Note Tools

< O

o Navigate to the page you
want to annotate.

© Click Make a Web Note (7).

WORD SpPY

By Date
Randc

Top 100

N ¥ f

@ Footpath Lexicon - abbey rosd | B New b

5BY link rot - Word Spy

wordspy.com/index,php?ward=link-rot 4

Home — Alpha — | — link rot

x

o % | @Je

+ linguistic profiling - lie]

link rot

n. The gradual obsolescence of the links on a web page as the sites they
point to become unavailable.

Examples

1997
Stopping “link rot,” the process by which links to other Web sites slowly go bad, is one of the chief jo
each Webmaster.
—“Globe Online 2.0,” The Boston Globe, June 5, 1997

1997
The Web has also presented us with a whole new concept of what “out of print” means. Web pages ar
notorious for suffering from “link rot.” A reference that was cited yesterday may be moved or disappq
entirely tomorrow without notice, making maintenance of these resources another headache.
—Carolyn Kotlas, “Observations of a “Webliographer,” Information Outlook, February 1, 1997

O Microsoft Edge displays the
Web Note tools.

Annotate a Web Page

0 Click the annotation tool
you want to use:

© Click Pen () to draw lines
or handwrite text.

@ Click Highlighter (=) to
highlight page elements.

By Tag

By Date

Top 100

Blog

Full Search

N ¥ f

0 Click and drag on the page
to create the annotation.

B, Footpath Lexicon - abbey road | B New tab

iiples ﬁ N j‘t}'\

@ fink rot - Word Spy

« linguistic profiling - lig

link rot

n. The gradual obsolescence of the links on a web page as the sites the

point to become unavailable. 7
’ Qj ne wer 0

Stopping “link rot,” the process by which links to other Web sites slowly go bad, is one of the chief
each Webmaster.
—“Globe Online 2.0,” The Boston Globe, June 5, 1997

1997
The Web has also presented us with a whole new concept of what “out of print” means. Web pages a|
notorious for suffering from “link rot.” A reference that was cited yesterday may be moved or disapg
entirely tomorrow without notice, making maintenance of these resources another headache.

—Carolyn Kotlas, “Observations of a “Webliographer,™ n Outlook, February 1, 1997
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& Footpath Lexicon - abbey road | B Newtab link rot - Word Spy b+ -

VYoo 1 B &

Home — Alpha — L — link rot < linquistic profiling - lion food

WORD SPY

By Alpha I.i n k rot

By Tag n. The gradual obsolescence of the links on a web page as the sites they
point to become unavailable.

ples ﬂnj_u",w f\eu/ef'?

Stopping “link rot,” the process by which links to other Web sites slowly go bad, is one of the chief jobs of]

By Date
Random Word

Top 100

each Webmaster.
—*“Globe Online 2.0,” The Boston Globe, June 5, 1997

Blog

Full Search

997
The Web has also presented us with a whole new concept of what “out of print” means. Web pages are
A v f notorious for suffering from “link rot.” A reference tha ited yesterday may be moved or disappear
B

entirely tomorrow without notice, making maintenanc lese resources another headache.

—Carolyn Kotlas, “Observations of a “Webli pher,” Inf§rmation Outlook, February 1, 1997
&u Great word! Do you have this one in

1996 (ear liest) the Word Spy database
Link Rot
The process by which links on a Web page become obsole| ]E[ ge

lacation or die

path Lexicon - abbey road | B New tab

link rot - Word Spy

Home — Alpha — L — link rot

link rot e

7. The gradual obsolescence of the links on a wels | Web Notes - link rot - Word spy 0
point to become unavailable. estenn

ples An j-t}\ 1 w N E b [rowites g -

Create new folder

Stopping “link rot,” the process by which links to other Web sites slow
each Webmaster.

—“Globe Online 2.0,” The Boston Globe, June 5,1997 g e——
& Add Cancel

The Web has also presented us with a whole new concept of what “out of print” means. Web pages are
notorious for suffering from “link rot.” A reference that was cited yesterday may be moved or disappear
entirely tomorrow without notice, making maintenance of these resources another headache.
—Carolyn Kotlas, “Observations of a “Webliographer,” information Outlook, February 1, 1997

Great word! Do you have this one in
the Word Spy database?

The process by which links on a Web page become obsole| ]ﬁ[ ge

location or die.

CHAPTER
Surfing the Web

Add a Typed Note
@ Click Add a typed note ().

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

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

© You can click the typed note
number to redisplay the text.

Save Your Web Notes

€@ Click Save Web Note ().

Q Edit the note name, as needed.
© Select a location.

O Click Add.

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

Q Click Exit.

o pum How do | 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 (5), and then click

the saved note.

9781119057154-ch03.indd 65

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

If 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
that you seek. Microsoft Edge passes the word or
phrase to Bing, which then looks for pages that
match your text.

Search for Sites
@ Walking through doorway X | + —

@ Click inside the address bar.
é % O ‘ cfedries.com/threemph/postphp?p Iking :hrough'doumaysfcausesff(4 ;A{ ‘

Microsoft Edge selects the
cu rl’ent address Lﬁ McFedries.com Books Articles Three MPH Footpaths Reads Search

i
N
& o

PAPERS

Walking through doorways
causes forgetting

Yes, you read that right

Objects and words also have hollow places in Filed under:
which a past sleeps, as in the everyday acts of papsts
walking, eating, going to bed, in whiclh ancient Tags:

revolutions slumber. A memory Is only a Prince psychology, walking

Charming who stays just long enough to awaken Posted on-
the Sleeping Beauties of our wordless stories. June 8, 2015
Permalink-

—MICHEL DE CERTEAU
http://mcfedries.com/threemph/post.
p=walking-through-
doorways-causes—

cientists who study walking are most often concerned with
gait analysis, posture, balance, robotic walking, and urban

& Walking through doorway X+

< > 0O O newwords

s

D b

PAPERS

w

Q Type a word, phrase, or question
that represents the information
you want to find.

© Press I

Bing search

ubing.com/search?q %20wardsafor... new werds - Bing

Search suggestions

ays

J©  new words added to dictionary 2015

O new words with friends
c a O new words in the dictionary 2015
YeS, Y 2 new words 2015
2 new words in english
O new words with friends cheat e

Tags:
psychology, walking

walking, eating, going to bed, in which ancient
revolutions slumber. A memory Is only a Prince

Charming who stays just long enough to awaken Posted on:
the Sleeping Beauties of our wordless stories. June 8, 2015
—MICHEL DE CERTEAU Permalink:

hrttp://mcfedries com/threemph/post
p=walking-through-

doorways-causes—

‘ : cientists who study walking are most often concerned with

gait analysis, posture, balance, robotic walking, and urban
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B new words - Bing X '+

& O | GO hups

ww.bing.com/search?q=new%z0words&form=EDG

b bing  new words

Web Images Videos Maps News Explore

33,300,000 RESULTS

& New Words - Merriam-Webster Online
www.merriam-webster com/info/new_words htm ~
Get the Word of the Day direct to your inbox — subscribe today!
Merriam Webster's Dictionary - Memriam-Webster Online - Manga - The Open Dictionary

Narrow by language ~ Narrow by region ~

New words | About Words - Cambridge Dictionaries Online blog
dictionaryblog.cambridge.org/category/new-words ~
Posts about New words written by Cambridge Words

Word Spy 4
wordspy.com ¥

Explains new words and phrases with new entries added regularly, plus archives of
previous entries.

Related searches for new words
Today's Word New Words Added to 2013

New Words 2015 New Words in Dictionary 2014
New Word of the Day ~ New Words in the Dictionary

Francais Pal

Ads
Buy Microsoft Word 201
www.MicrosoftStore.com/Worc

Get New Version. Start Using To.
Download from Official Site

How To Patent A New V
Ask.com/How To Patent A New
How To Patent A New Word. Joi
Million Visitors on Ask com!

See your ad here »

Related searches
Today's Word

New Words 2015

New Word of the Day

New Words Added to 2013
New Words in Dictionary 2014
New Words in the Dictionary

¥ word spy X [+ = X

(m]
< => 0O |wordspy.com 5‘3{‘ = @ &

Windows Blog

WORD SPY

WORD SPY

THE WORD LOVER’S GUIDE TO NEW WORDS

By Alpha
By Tag
By Date

’ The Latest Word

RaricplNee distraction addict

Top 100 n. A person whose attention is easily and constantly drawn away from the task at hand.

There is definitely a correlation between my digital activity and my stress and anxiety
Blog levels. And | do more than ever to keep the latter in check: massages, reflexology, yoga,

Full Search acupuncture, exec coaching — oh, and lots of wine and off-loading to friends. One thing
>earc

N & F

I haven’t yet tried is a digital detox. But the truth is: | am addicted. I find myself craving
distraction. I'm a distraction addict and digital is my drug.

—Amanda Davie, “Is our digital behaviour causing bad behaviour?,” The Drum, March
13,2015

Posted: July 9, 2015 (See the full entry)

How can | get better search results?

CHAPTER

Surfing the Web

O A list of pages that match your
search text appears.

@ Click a web page.

The page appears.

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 (-).

9781119057154-ch03.indd 67
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CHAPTER 4

Sending and
Receiving Email

= Search

Inbox

We didn't find anything to show here.

B [

& O

9781119057154-ch04.indd 68

Flagged v

(@]

Format Insert Options [il] Discard ~ E> Send

U Avach [J Table  [ad Picures @5 Link

To: mailinglist@wordspy.com; Cc & Bce

‘Word of the Day

mani-pedi curious

adjective, Curious about or open to exploring the spa treatment that consists of bath a
manicure and a pedicure.

I spotted this one on a local sandwich board:
Open
4 [ <« Paul > Pictures » Words w | ®| | SearchWords

Organize +  Mew folder

|| ScreenShots  #
['] Screen Shots
'] Weords

@ OneDrive

mani-pedi-curio

& This PC -

.
T
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Configure an
Email Account

Before you can send an email message, you must add however, that if you are already signing in to

your email account to the Mail application. This also ~ Windows using a Microsoft account, then Windows
enables you to use Mail to retrieve the messages that automatically adds that account to the Mail app —
others have sent to your account. so you need to follow the steps in this section only if

You use Mail to set up web-based email accounts you want to add another account to Mail.
with services such as Hotmail and Gmail. Note,

Configure an Email Account

@ On the Start menu, click Mail
(not shown).

Mail opens.

Note: If you are starting Mail
for the first time and the app
prompts you to add an account, We didn't find anything to show here.
skip to step 4.

© Click Settings ().

z © B O

The Settings pane appears.
© Click Accounts.

Settings
Accounts 0
Background Picture
Reading

Options

Help

Trust Center
Feedback

About

to show here.
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Choose an account

Ei Outlook.com

Qutlock.com, Live.com, Hotmail, MSN

% Exchange
g

Exchange, Office 365

E Google
B vahoo! Mail

= iCIoud@

E Other account
POP, IMAP

Close

CHAPTER

Sending and Receiving Email

< Accounts

Select an account to edit settings.

IZI Outlock

paulmcfedries@hotmail.com

+ Add accou nt@

iCloud

Email address

| mycloud@icloud.com 0 |

Password

| .0.............00|0 o

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

Cancel Sign-in ﬁ

How do | 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.

9781119057154-ch04.indd 71

The Accounts pane appears.
@ Click Add account.

The Choose an Account menu
appears.

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

Mail asks for your account
email address and password.

Q Type your email address.
a Type your email password.
© Click Sign in.

Mail adds your email account
to the Accounts pane.
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Send an
Email Message

If you know the email address of a person or When you send an email message, it travels through
organization, you can send an email message to that  your email provider's outgoing mail server. This
address. Each address uniquely identifies the location server routes the message to the recipient’s incoming
of an Internet mailbox. An address takes the form mail server, which then stores the message in the
username@domain, where username is the name of recipient’s mailbox.

the person’s account, and domain is the Internet

name of the company that provides the person’s

email account.

Send an Email Message

@ In Mail, click New mail (+).

We didn't find anything to show here.

A message Window appears‘ 3 Insert ions W Discard > Send
© Type the email address of the B I U =
recipient.
oTO Send a Copy of the message to To: Iwhillans@cityarchives.cum;|£ Cc &Bcc 0
another person, click Cc & Bcc, Subject

and then type that person’s
email address in the Cc field.

Sent from Mail for Windows 10
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[ piscard

Insert Options

To: Iwhillans@cityarchives.com;

Looking for photos of Galt Streed 0

Sent from Mail for Windows 10

CHAPTER
Sending and Receiving Email

Q Type a subject for the message.

> send

Insert Options 1 biscard

o M S

Heading 1 v

To: Iwhillans@cityarchives.com;

Looking for photos of Galt Street

Dear Linda,

O Type the message.

> send

Note: See the next section,
“Format the Message Text,” to
learn how to apply formatting to
your message.

Q Click Send.

| am writing a book on the history of Galt Street, which will include many photos of the street,
both modern and historical. | was hoping you can help. Do you have any old photos of the
street in your archive, especially individual houses and businesses? If so, | would be most

Mail sends your message.

appreciative if you would allow me to use them in my book.
Thank you for your time.

Best regards,
Paul McFedries

Sent from Mail for Windows 10

9781119057154-ch04.indd 73

Can | send my message to several
people?

Yes. Besides adding a single address to
each of the To and Cc lines, you can also
add multiple email addresses to both To
and Cc. After each address is complete,
press [Z1 - to begin a new line and then
type the next address.

Can | send a copy to someone but not let
the other recipients see that person’s
address?

Yes, this is known as a blind carbon copy (Bcc,
sometimes also called a blind courtesy copy). To
include a blind carbon copy with your message,
click Cc & Bcc to add the Bcc field and then use
that field to type the person’s address.
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Format the
Message Text

You 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

Format the Message Text

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 Font

@ Select the text that you want to
format.

@ Click the font formatting that
you want to apply, such as
Bold (B), Italic (.F), or
Underline (U).

() For more font options, click w.

Mail applies the font formatting
to the text.

BI

it -
M piscard ¥ send

U 0 Heading 1 v

Font

To: mailinglist@®w  Calibri " Cc & Bec
Word of the Day | zbe X, g

mani-pedi curious 2 Highlight

% Curious at

manicure and a ped A Font Color >

rreatment that consists of both a

I spotted this one or

Ao Clear Formatting

Format a Message Paragraph

@ Select the paragraph that you
want to format.

© Click Paragraph (7).

e Click the paragraph formatting
that you want to apply, such as
Bullets, Numbering, Indents, or
Alignment.

Mail applies the paragraph
formatting to the text.

Insert Options M piscard  » Send
B I U v & Qing 1 >
Paragraph
grap Cc&Bcc
To: mailinglisl@& :E Bullets >
Word of the Day = Numbering 2

mani-pedi curious

%ﬁa@;ﬁ 2= Special Indent bl

| spotted this one on a local

Il

=

Line Spacing: | 1.0 v
if Add Space Before Paragraph

If Add Space After Paragraph
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Format Insert

Options

Inbox  Flagged ~

& @ B K

B I U v

To: mailinglist@wordsf

Word of the Day

=¢ Heading 1 . p
Styles
Normal

No Spacing.

&manifgedi curious|

Heading 1

adjective, Curious
manicure and a pe

I spotted this one on a loc

Heading 2

Title

We didrit find anything to show here

Subtitle

Subtle Emphasis

Emphasis

Intense Emphasis

Strong

Quote

Intense Quote

Inbox  Flagged v

B K

B ©

We didn't find anything to show here Open N

Format

§ Atach

Bl Teble  [ad Pictures

To: mailinglist@wordspy.com; Ce &Bce

Word of the Day

mani-pedi curious

adjective, Curious about or open to exploring the spa treatment that consists of both a
manicure and a pedicure.

I spotted this one on a local sandwich board:

A [ « Paul » Pictures » Words 4 Search Words »

Organize ¥ New folder =~ (1 @

Screen Shots A

Screen Shots

Words
4 OneDrive

& ThisPC

v| Al files v

9781119057154-ch04.indd 75

Can | make adjustments to a picture that | have
inserted in my email message?

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.

CHAPTER

Sending and Receiving Email

Apply a Style

€@ Select the text that you want to
format.

@ Click the Styles v.
© 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.
@ Click Pictures.
The Open dialog box appears.

@ Select the location of the
picture.

© Click the picture.
@ Click Insert.

Mail adds the picture to the
email message.

How do | 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
(1) or Low importance (.],).
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Add a File

Attachment

If 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

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.

a slide show, or some form of media that you want to

Add a File Attachment

@ Click the Insert tab.
© Click Attach.

B> Send

Format

1 tions

]E Discard

&EIJ Attach ] Table  [ad Pictures @ Link
To: psellars@logophilia.com; Cc & Bec
Budget spreadsheet
Hi Paul,
As requested, the first draft of the 2016-2017 budget is attached. Take a look and then send
me your notes when you get a chance.
Cheers,
Paul
|
show here.
The Open dialog box appears. Open =
e Select the folder that COI’]tamS « - T 1]’5'| » ThisPC » Documents@ v O Search Documents el
the file you want to attach. Organize v New folder E- 1 @
”~
v $ Quick access A="
/i Desktop » =
| ﬂ’s‘l Trorro s *| 2016-2017  2016-2017 A Mosaic Accounts  Conference  Customer
Budget Budgetxlsx of New Receivable. Agenda Data.dsx
[ Downloads Notes Words xlsx 2016
o .
> @ OneDrive
Day of the Employees. Ideaslist  Logophilia ~ Memote  MNew Words
> ﬁ] This PC Living Dead xlsx Limited Penske inthe
Annual Modern
3 Q Network Report 2015 Workplace
’ .e romearoue A_? . .
=
g Photos Presentatio Product Products Sales.xlsx Suenhsts The Jalgon v
File name: v |Alfiles vl
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CHAPTER

Sending and Receiving Email

Open x @ Click the file that you want to
<« « 4 5 s ThisPC » Documents v O Search Documents 2 attaCh'
Organize New folder R~ M@ @ e Cl_'ick open.

- - A
Quick access - A=D b
i Deskiop b g pocx p =
= Documents - 2016-2017 | 2016-2017 | A Mosaic Accounts  Conference  Customer
Budget Budget.xlsx of New Receivable. Agenda Data.xlsx
* Downloads - Motes Words wlsx 2016
m Pictures i d — B B ] ] ]
f& OneDrive DoEx DoEx Doex DocX
Day ofthe Employees.  Ideaslist  Logophilia ~ Memote  New Words
@ This PC Living Dead xlsx Limited Penske inthe
Annual Modern
Q Metwork Report 2015 Workplace
*f, Homegroup A—_
L DOCK DoCK DocK
g Photos Presentatio Product Products Sales.xlsx Scientists ~ TheJargon ,
File name: | 2016-2017 Budget.xlsx v | |Allfiles v

show here.

& 2016-2017 Budgetxlsx ®
787 KB

(O Mail attaches the file to the
Format Options d message.

[ﬂj Attach @ Table [aal Pictures @ Link

To: psellars@logophilia.com; Cc & Bec

Budget spreadshest

Attachments

Hi Paul,

As requested, the first draft of the 2016-2017 budget is attached. Take a look and then send
me your notes when you get a chance.

Cheers,
Paul

9781119057154-ch04.indd 77

Is there a limit to the number of files that | 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 10MB. In general, use email to send only a
few small files at a time.
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Save a Draft
of a Message

If you cannot complete or send your message right your work, you can close the message and Mail will

away, you can save it as a draft and open it again save it for you automatically. Mail stores the saved
later. As you work on an email message, you might message in your account’s Drafts folder. When you
find that you need to give it more thought or that are ready to resume editing the message, you can

you have to do more research. Rather than discard open it from the Drafts folder.

Save a Draft of a Message

Save the Draft

o Compose the message up to the
point where you want Mail to
save it.

@ Click elsewhere in the Mail
window, such as an Inbox
message.

O Alternatively, you can click All
Folders (77) and then click a
folder.

Mail saves the message to your
Drafts folder.

Open the Draft
€@ Click ALl Folders ().

78
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Format Insert Options

Inbox  Flagged v B 1 U ~ | =q¢ | Heading1 ‘ v i)

Art Sorenstam
Do you know this word?
Hi Paul, | came across the word "t 11:00 AM To: ttaris@itsallwellandgood.com;

‘Website photos

0 HiTom,

& Thanks for your note regarding the photos for the restaurant website. | haven’t r
yet, but I'm expecting them soon. I'll let you know when they arrive.

Sent from Mail for Windows 10

Search

Inbox  Flagged v

We didn't find anything to show here.
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Mail

Search o]

Q

All folders
Outbox

Inbox ¥

Drafts &% I}Q 1

Junk

EE 2o &

Sent &%

Trash

-+ Inbox  Flagged v

R [Draft] Me

“ (no subject)

[Draft] Me
Hi Tom, Thanks for your note r ~ 11:20 AM

[Draft] Me
Sent from Mail for Windows 10 [t Trash
[Draft] Me
Sent from Mail for Windows 10 1t Trash

B

Insert

I U ~ =g Headingl

To: ttaris@itsallwellandgood.com;

Website photos

Hi Tom,

Thanks for your note regarding the photos for the restaurant website. | haven't re|
yet, but I'm expecting them soon. I'll let you know when they arrive.

Sent from Mail for Windows 10

CHAPTER
Sending and Receiving Email

Mail displays your account
folders.

Q Click Drafts.

@ Click the draft that you want
to open.

Mail opens the message for
editing.

m What are the other account folders used for?

Sent Holds copies of outgoing Junk Holds incoming messages that
messages that you have sent. Mail has deemed to be unsolicited
commercial emails, also known as
junk mail or spam.
Outbox | Holds outgoing messages that are | Trash Holds messages that you have

in the process of being sent.

deleted from other folders.

9781119057154-ch04.indd 79
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Receive and Read
Email Messages

When another person sends you an email message, that you must use Mail to connect to your mailbox on the

message ends up in your email account’s mailbox on incoming mail server and then retrieve any messages
the incoming mail server maintained by your ISP or waiting for you. By default, Mail automatically retrieves
email provider. However, that company does not new messages as they arrive, but you can also check

automatically pass along that message to you. Instead, for new messages at any time.

Receive and Read Email Messages

Receive Email Messages
@ Click Refresh ().

Mail checks for new messages.

+  Inbox Flagged ~

We didn't find anything to show here.

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

Search
Inbox

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

@ The i symbol means that the
message has an attachment.

Paul Sellars, Paul McFedrie
¥ Re: Budget spreadsheet
Thanks, Paul! I've gone through th 11:56 AM

Henry Bresson
The decisive moment is here
Paul, As you know, the 25th annua

Linda Whillans, Paul McFe
» Re: Looking for photos of Galt Stre
Hi Paul, Good to hear from you. Y~ 11:45 AM

Art Sorenstam
Do you know this word?
Hi Paul, | came across the word "st  11:00 AM
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+  Inbox

Q Paul Sellars, Paul McFedrie
» Re: Budget spreadsheet

D Thanks, Paul! I've gone through t+

Henry Bresson
The decisive moment is here
Paul, As you know, the 25th annua

Linda Whillans, Paul McFe
* Re: Looking for photos of Galt Stre
Hi Paul, Good to hear from you. Ye

Art Sorenstam
Do you know this word?
Hi Paul, | came across the word "si

11:56 AM

11:51 AM

]

11:45 AM

11:00 AM

Bllars, Paul McFedrie 1]
et spreadsheet

Paul! I've gone through tt 11:56 AM
Bresson

sive moment is here

ou know, the 25th annua  11:51 AM

hillans, Paul McFedri b
ing for photos of Galt Street

a Whillans b

ul, Good to hear from yor  11:45 AM
McFedries

Linda, | am writing a book o1 Sent

renstam

now this word?

came across the word st 11:00 AM

€< Reply ply All

]E Delete

—> Forward Ftl Set flag

Re: Looking for photos of Galt Street

@ Linda Whillans
11:45 AM
To: Paul McFedries;

porchd.jpg
304 KB

Hi Paul,

Good to hear from you. Yes, we have guite a few photos of Galt Street and
T've included an example. We should arrange for you to visit the archives so
that you can see what we've got and decide if any of it is suitable for your
project.

Talk to you soon.

Linda Whillans

On Thu, Apr 30, 2015 at 11:30 AM, Paul McFedries <paulmcfedries@hotmail.com> wrote:

Sending and Receiving Email

2

9781119057154-ch04.indd 81

Read a Message
€@ Click the message.

CHAPTER

The message text appears in

the preview pane.

© Read the message text.

Why do new messages sometimes appear in my Inbox when | 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

When 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

0 Click the message to which you -

To: Paul McFedries;

Want tO reply. h e o ¢ & Reply & Reply All A ard  [il] Delete D Setflag
+ Inbox . H
. Re: Looking for photos of Galt Street
o CI'1Ck Reply' 2 Paul Sellars, Paul McFedrie ] . .
» Re: Budget spreadsheet o Ll_nda Whillans
oIf yOU prefer tO respond tO al.l. £ Thanks, Paul! I've gone through tk 11:56 AM 145 AM

Henry Bresson
The decisive moment is here
Paul, As you know, the 25th annua 1151 AM

the message recipients, click
Reply All instead.

Linda Whillans, Paul McFedri 1]

4 Re: Looking for photos of Galt Street ;gzcx-ipg
Note: See the first Simplify It tip & Linda Whilans 6
Hi Paul, Good to hear from you  11:45 AM Hi Paul,

for more Informat]on' Good to hear from you. Yes, we have quite a few photos of Galt Street
I've included an example. We should arrange for you to visit the archive
that you can see what we've got and decide if any of it is suitable for y
project.

Paul McFedries

Dear Linda, | am writing a book ol Sent

Art Sorenstam
Do you know this word?

Talk to you soon.
Hi Paul, | came across the word *s' 11:00 AM

Linda Whillans

‘On Thu, Apr 30, 2015 at 11:30 AM, Paul McFedries <paulmcfedries@hotmail.com> wrotdg

[} Dear Linda
T am writing a book on the history of Galt Street, which will include many photd
@) the street, both modern and historical I was hoping you can help_ Do you have 4

A message window appears. -

Insert Options [ Discard > Send

© Mail automatically inserts the
sender of the original message as
the recipient.

Inbox B I U ~ = Headingl v

To: Linda Whillans; 0 Cc &Bec
RE: Looking for photos of Galt Street 4

Sent from Mail for Windows 10

Paul Sellars, Paul McFedrie ]
» Re:Budget spreadsheet
Thanks, Paull I've gone through tF  11:56 AM

Henry Bresson
The decisive moment is here
Paul, As you know, the 25th annua ~ 11:51 AM

@ Mail also inserts the subject line,
preceded by “RE:.”

[Draft] Me, Linda Whillans, P 1]
4 Re: Laoking for photos of Galt Street

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

82
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[Draft] Me
Sent from Mail for Windows 10 Fr  Drafts

Linda Whillans ]
Hi Paul, Good to hear from yo  11:45 AM

Paul McFedries

Dear Linda, | am writing a book o~ Sent

Art Sorenstam
Do you know this word?
Hi Paul, | came across the word "s' 11:00 AM

From: Linda Whillans

Sent: Thursday, April 30, 2015 11:45 AM

To: Paul McFedries;

Subject: Re: Looking for photos of Galt Street

Hi Paul,

Good to hear from you. Yes, we have quite a few photos of Galt Street and
I've included an example. We should arrange for you to visit the archives so
that you can see what we've got and decide if any of it is suitable for your
project.

Talk to you soon.

Linda Whillans.

On Thu, Apr 30, 2015 at 11:30 AM, Paul McFedries wrote:
Dear Linda,
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CHAPTER

Sending and Receiving Email

e ] - @ Edit the original message to
ne through t+ 11:56 AM To: Linda Whillans; Cc&Bec .

include only the text relevant to
your reply.

ntis here RE: Looking for photas of Galt Street

the 25th annua  11:51 AM

IV \@ . ..
fa Whillans, P 0 , @ Click the area above the original
tos of Galt Street Sent fram Mail for Windows 10

message text.

for Windows 10 Fr  Drafts From: Linda Whillans

Sent: Thursday, April 30, 2015 11:45 AM
ns 1] To: Paul McFedries;
hear fromyot  T1:45 AM Subject: Re: Looking for photos of Galt Street
© _ Hi Paul,
writing abook ol Sent

Good to hear from you. Yes, we have quite a few photos of Galt Street and
I've included an example. We should arrange for you to visit the archives so
ord? that you can see what we've got and decide if any of it is suitable for your

sstheword "s 11:00 AM project.

© Type your reply.
@ Click Send.

Format Insert Options [ Discard Send

B I U ~ = Headingl v
aul McFedric & Mail sends your reply.
Hsheet
gone through tt 11:56 AM To: Linda Whillans; Cc & Bec Note. MGI[ StOI’eS a COpy OfyOUI’
.
n .
ent is here RE: Looking for photos of Galt Street repl_y mn the Serlthlder.
i, the 25th annua ~ 11:51 AM
) Hi Linda,

nda Whillans, P ]
hotos of Galt Street Thank you so much for your prompt reply and generous offer. | would be delighted to visit the 0

archives. I'll be in the area on Friday around 2PM. Does that work for you?
k you so much fory  Drafts Best regards,

paul
lans 1]

Sent from Mail for Windows 10
to hear from yor  11:45 AM

Hries

From: Linda Whillans

m writing a book ol Sent Sent: Thursday, April 30, 2015 11:45 AM
To: Paul McFedries;
m Subject: Re: Looking for photos of Galt Street
word?
ross the word *si 11:00 AM
Hi Paul,

What is the difference Should | edit the original message text
between Reply and Reply All? | in my reply?

You can click Reply to respond If the original message is short, you

only to the person who sent the | usually do not need to edit the text.

message, or click Reply all to However, if the original message is long,
respond to the sender as well as | and your response deals only with part of
any other addresses that the that message, you will save the recipient
sender included in the original time by deleting everything except the
message’s To and Cc fields. relevant portion of the text.
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Forward
a Message

If a message has information that is relevant to or this information, Mail also includes the text of the
concerns another person, you can forward a copy of  original message. In most cases, you will leave the
the message to that person. You can also include entire message intact so that your recipient can see
your own comments in the forward. it. However, if only part of the message is relevant
In the body of the forward, Mail includes the original ~to the recipient, you should edit the original
message’s addresses, date, and subject line. Below message accordingly.

Forward a Message

€@ Click the message that you want -

to forward & & Reply & ReplyAl —>Forwad @ =[O Setflag
+ Inbax

© Click Forward. a

Re: Budget spreadsheet

Paul Sellars, Paul McFedries 0

4 Re: Budget spreadsheet ®  Paul Sellars

10:56 AM
Paul Sellars 1} To: Paul McFedries;
Thanks, Paul! I've gone throug  11:56 AM

" Budget Notesdocx
Paul McFedries ] L 254K8
Hi Paul, As requested, the firstdrz ~ Sent

Thanks, Paul! I've gone through the budget and my notes are attached. L

Henry Bresson me know if you have any questions.

The decisive moment is here

Paul, As you know, the 25th annua 1151 AM Best
X Paul S.
[Draft] Me, Linda Whillans 1]
» Re: Looking for photos of Galt Stre
Hi Linda, Thank you so much fory — 11:45 AM
On Thu, Apr 30, 2015 at 2:48 PM, Paul i il.com> wrote:
Art Sorenstam
Hi Paul.

Do you know this word?
Hi Paul, | came across the word *st 11:00 AM

As requested, the first draft of the 2016-2017 budget is attached. Take a look and
then send me your notes when you get a chance.

=
Cheers,
@ Paul
A message window appears. =

Format Insert Options [l Discard B> Send

(O Mail inserts the subject line, o B I U v |5 Headngl .
preceded by FW:' [Draft] Me, Paul Sellars, Paul ]

[ Re: Budget spreadsheet B i . ”
© The original message’s addresses [Draft M g ek -9 S C
. Sent from Mail for Windows 10 Fr D .
(To and From), date, subject, WP“”'““"“‘”“*““*‘

Paul Sellars
attach mentsl and text are Thanks, Paull I've gone throug  11:56 AM Attachments

Paul McFedries

.
]
m Cl.udEd . Hi Paul, As requested, the first dra ~ Sent E Budget Notesdoox ®
18.6 KB

Henry Bresson

Select or type the email address The cacne mment = e

Paul, As you know, the 25th annua  11:51AM
of the person to whom you are s M L hilans 8 e
forwarding the message. s ko ooty 145 30

From: Paul Sellars
Art Sorenstam Sent: Thursday, April 30, 2015 11:56 AM

@ To send a copy of the message to e A Lo o B
another person, click Cc & Bcc,
and then enter that person's E:Ehi,wP;uJLEnzggr;;h&z:ggoﬂl: budget and my notes are attached. Let
email address in the Cc field. pets.
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Me, Paul Sellars, Paul 1]
+ spreadsheet
ft] Me 1]
om Mail for Windows 10 Fr  Drafts
Sellars ]
s, Pault I've gone throug ~ 11:56 AM
McF 1]
I, As Sent

resson
ive moment is here

u know, the 25th annua ~ 11:51 AM
Me, Linda Whillans 1}
g for photos of Galt Stre
[Thank you so much fory — 11:45 AM
lenstam

ow this word?

ame across the word "st  11:00 AM

=

Format Insert Options Till Discard Send
B I U ~v =¢ Headingl v
To: gwhibbs@logophilia.com; Cc & Bee
FW: Budget spreadsheet
Attachments
5 Budget Notes.docx ®
18.6 KB

-0

Sent from Mail for Windows 10

From: Paul Sellars

Sent: Thursday, April 30, 2015 11:56 AM
To: Paul McFedries;

Subject: Re: Budget spreadsheet

<0

Thanks, Paul! I've gone through the budget and my notes are attached. Let
me know if you have any questions.

Format

Me, Paul Sellars, Paul 1]
t spreadsheet

ft] Me 1]

Paul Sellars are checked the  Drafts

Sellars [

s, Paull I've gone throug 1156 AM

1]

Sent

Bresson

ive moment is here

ou know, the 25th annua ~ 11:51 AM

Me, Linda Whillans U]

g for photos of Galt Stre

[Thank you so much fory — 11:45 AM

lenstam

ow this word?

lcame across the word "s' 11:00 AM

=

Insert Options [ii] Discard Send

B I U ~ = Heading1l v
To: gwhibbs@logophilia.com; Cc & Bec
PW: Budget spreadsheet
Attachments
T

Budget Notes.doox ®
18.6 KB

Gary,

Paul Sellars has checked the budget draft and passed along the attached notes. Let me know «

what you think.

Best,
Paul|

Sent from Mail for Windows 10

From: Paul Sellars
Sent: Thursday, April 30, 2015 11:56 AM

9781119057154-ch04.indd 85

How do | view the text of a
forward or reply after | have

sent it?

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

CHAPTER

Sending and Receiving Email

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

© Click the area above the original
message text.

@ Type your comments.
@ Click Send.

Mail sends your forward.

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

Yes. After you click the message and then
click Forward, the message attachment
appears by default as part of the forwarded
message. This is usually what you want,
but you can remove the attachment by
clicking Remove ((3)).
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Open and Save
an Attachment

When 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.

attachments.

Alternatively, if you want to keep a copy of the file

Open and Save an Attachment

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

Open an Attachment

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

paper clip ().

O A list of the message
attachments appears.

© 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.

86
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]E Delete

<— Reply & Reply Al — Forward

P Inbox

2 Me, Paul Sellars, Paul McFed I &
4 Re: Budget spreadsheet

| Paul McFedries ]

Thanks, Paul! I've gone through t Sent

Paul Sellars b
Thanks, Paul! I've gone throug ~ 11:56 AM

Paul McFedries ]
Hi Paul, As requested, the first drz Sent

Henry Bresson
The decisive moment is here
Paul, As you know, the 25th annua  11:51 AM

Me, Linda Whillans, Paul h U
¥ Re: Looking for photos of Galt Stre
Hi Paul, Good to hear from you. Ye  11:45 AM

Art Sorenstam

Do you know this word?
Hi Paul, | came across the word "si 11:00 AM

Re: Budget spreadsheet

@ Paul Sellars
L J

11:56 AM
To: Paul McFedries;

j Budget Notes.docx 0
pecx] 254 KB

Thanks, Paul! I've gone through the budget and my notes are
me know if you have any questions.

Best,
Paul S.

On Thu, Apr 20, 2015 at 2:48 PM, Paul McFedries wrote:

Hi Paul,

As requested, the first draft of the 2016-2017 budget is attached. Tak
then send me your notes when you get a chance.

Search

+ Inbox

R Me, Paul Sellars, Paul McFed 0 &
4 Re: Budget spreadsheet

| Paul McFedries U
Thanks, Paul! I've gone through Sent

Paul Sellars Ve
Thanks, Paul! I've gone throug ~ 11:56 AM

Paul McFedries ]

Hi Paul, As requested, the first drz Sent

Henry Bresson
The decisive moment is here
Paul, As you know, the 25thannua  11:51 AM

Me, Linda Whillans, Paul h 1]
¥ Re: Looking for photos of Galt Stre
Hi Paul, Good to hear from you. Ye  11:45 AM

Art Sorenstam
Do you know this word?
Hi Paul, | came across the word "si 11:00 AM

T Delete

<—Reply & ReplyAll —>Forward

Re: Budget spreadsheet

@ Paul Sellars

1156 AM
To: Paul McFedries;

j Budget Notes.docx Q
pocx| 25.4 KB

Thanks, Paul! I've gone through the budget and my notes are
me know if you have any guestions.

Best,
Paul S.

On Thu, Apr 20, 2015 at 2:48 PM, Paul McFedries wrote:

Hi Paul,

As requested. the first draft of the 2016-2017 budget is attached. Tak
then send me your notes when you get a chance.
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Inbox

CHAPTER

Sending and Receiving Email

€ Reply <« Reply Al —> Forward ]ﬂ[ Delete

Re: Budget spreadsheet

O » +

Me, Paul Sellars, Paul McFed

4 Re: Budget spreadsheet

Paul McF
Thanks, Paul! I' gh
Paul Sellars

Thanks, Paul! I've gone throug

Paul Iv
Hi Paul, As

Le
©®  Paul Sellars
«»

1] 1:56 AM

To: Paul McFedries;
e Budget Notes.docx

11:56 AM & socx| 254 KB Open
Save
U Thanks, Paul! I've gone througn uie bU®get and my notes are

Henry Bresson
The decisive moment is here
Paul, As you know, the 25th annua

Me, Linda Whillans, Paul h
Re: Looking for photos of Galt Stre
Hi Paul, Good to hear from you. Ye

-

Art Sorenstam
Do you know this word?
Hi Paul, | came across the word "sf

Sent me know if you have any guestions.

Best,
Paul S.

1151 AM

U}

On Thu, Apr 30, 2015 at 2:48 PM, Paul McFedries wrote:

1:45 AM Hi Paul.

11:00 AM

As requested, the first draft of the 2016-2017 budget is attached. Tak:

then send me your notes when vou get a chance.

™
Save As X
<« “ 4 |5 s ThisPC s Documents { v O Search Documents o
Organize = Mew folder ERH - @
Quick access = = = = =
i Desktop = Docx Docx DoCx Docx DoCK
¥ Downloads Logophilia Memo to Mew Words Product Scientists
- ) Limited Penske in the Ideas Discover
J2 Music b 4 Annual Modern Elusive
o Pictures - Report 2015 Workplace Soup-Mut...
(i) Recent folder
temp Docx DOEX DocK DoEX Docx
The Jargon UN When A Mosaic Day of the
&) Documents of Junk Establishes Words of New Living Dead
& Videos Food Vowel Collide Words
Relief Fund
#@ OneDrive -
File name: | Budget Motes W
Save as type: | Office Open XML Document W
“ Hide Folders Cancel
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Save an Attachment

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

paper clip ().

@ A list of the message
attachments appears.

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

© Click Save.

The Save As dialog box appears.

e Click the folder where you want
to store the file.

Q Edit the filename, if needed.
@ Click Save.

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

Why must | 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

After you have used Mail for a while, you may find should delete any messages that you have already
that you have a lot of messages in your Inbox folder. read and do not need to keep.

The more messages you have, the harder it becomes  Note that when you delete a message, Mail actually
to find a message that you want and the more time-  sands it to the Trash folder. If you delete a message

consuming it gets to navigate the messages. To keep  accidentally, you can retrieve it from the Trash
the Inbox uncluttered and easier to navigate, you folder.

Delete a Message

Delete a Message from the

|nb0x < Reply 4 Reply All >Forward [0 Delete = 2
o Click the message that you T Inbox The decisive moment is here
want to delete. A N giﬁ:ﬂiﬂ:ﬁ;ﬁm Mer e & ﬂiFKABresson
. D Thanks, Paul! I've gone throught  11:56 AM oo m;e e -
e CIJCk DEIete. HenryrEr:resscn 7 m i
Note: If you have a tablet PC, AR e s -
' / e, Wil pulh 3 5 Koo 5220 s il S Potorapy o
you Can a[so delete a message ¥ Re: Looking for photos of Galt Str¢ in desperate need for bodies at the moment. Let me know ASAP i
. . Hi Paul, Good to hear from you. ¥e  11:45 AM available.
by swiping to the left across T—— oo
o you know this werd? Henry
the message. E\'F{autl\(camemacmssfhe word "st 11:00 AM
Mail removes the message
from the Inbox and moves it
to the Trash folder.
™~
Restore a Deleted Message i
= Search pL o

€@ Click ALl Folders (7). e
Mail displays the folders list. Q  ousox
o

@ Click Trash. - -
Drafts %% 3
Junk
Sent 2

Trash M

88
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Search

Trash 3

The decisive moment is here m
Paul, As you know, the 25th

+
jol Henry Bresson
&1

[Draft] Me >
(no subject)
Hi Tom, Thanks for your not¢ Q

-

Paul McFedries
Flag this

Paul McFedries

Delete
Flag

Unread/Read

Move 4

You're invited
8:45 AM

Yesterday
Microsoft account tea
Microsoft account unusual si

Wed 12:03 PM
Paul McFedries >
Paul McFedries has shared a1

Wed 7:58 AM

|

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

The decisive moment is here

@ Henry Bresson
151 AM
To: paulmcfedries@hotmail.com;

Download message and pictures (812 bytes)
Paul,

As you know, the 25th annual Leslie Ville Street Photography con|
on August 23. I hope I can count on you to volunteer that day, si
in desperate need for bodies at the moment. Let me know ASAP
available.

Cheers,
Henry

All folders

J’_
R Outbox
&I

M

™

€—Reply <& Reply Al — Forward ]Tj[ Delete Ftl 1

The decisive moment is here

@  Henry Bresson
11:51 AM
To: paulmcfedries@hotmail.com;

Download message and pictures (812 bytes)
Paul,

As you know, the 25th annual Leslie Ville Street Photography cor
on August 23. I hope I can count on you to volunteer that day, si
in desperate need for bodies at the moment. Let me know ASAP
available.

Cheers,
Henry
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Can | 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 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.

CHAPTER
Sending and Receiving Email

Mail opens the Trash folder.

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

@ Click Move.

Mail displays a list of folders.
© Click Inbox.

Mail restores the message to the
Inbox folder.

89
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Create a Folder for
Saving Messages

After you have used Mail for a while, you may find For example, you could create separate folders for
that you have a lot of messages in your Inbox folder.  people you correspond with regularly, projects you
To keep the Inbox uncluttered, you can create new are working on, different work departments, and so
folders and then move messages from the Inbox to on. By saving each message to the appropriate

the new folders. folder, you make it easier to find your messages in
To help keep your messages organized, you should the future.

use each folder you create to save related messages.

Create a Folder for Saving Messages

Create a Folder @8 Outookcom-pauimcied X |
. O | E| Microsoft Corporation [US]  https://col126.mail live.com/default.aspx?id=648558w0wa=18t U 7’.‘( ‘ il
@ Use a web browser to navigate to
http://mail.live.com and sign in #  Outlookcom 1 New
to your account. = Vew Al Arangety v
o Cl'l Ck New fOI.der v Folders [ Paul McFedries, Paul Sellars  (3) Budget spreadsheet 0] 222 PM
Inbox 86 [ Henry Bresson The decisive moment is here 2:51PM
Junk | Paul McFedries, Linda Whilla... (3) Looking for photos of Galt Str... [I) 4:23 PM
Drafts [] Art Sorenstam Do you know this word? 2:00 PM
Sent [ Paul McFedries You're invited 11:45 AM
Deleted | msftconn@microsoft.com Introducing Phoenix - Slayin... 4/12/15

Newfolder@ 114 messages Page 1 Goto » o

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 B8 ovioakeom paimcied X [
fOlder name. e (i3] | B Microsoft Corporation [US]  https://col126.mail live.com/default.aspx?id=64855&0wa=18 [ % ‘ fl

© Type the name of the new folder. #  Outlookcom  (new

@ Press [Z1] or click outside the | VA ikl
text b ox v Folders [] Paul McFedries, Paul Sellars  (3) Budget spreadsheet 0] 422 PM
: Inbox 86 | Henry Bresson The decisive moment is here 2:51 PM
The new fo lder 'iS created. Junk ] Paul McFedries, Linda Whilla... (3) Looking for photos of Galt Str... (I) 223 PM
Drafts "] Art Sorenstam Do you know this word? 2:00 PM
Note: It m]ght take a feW Sent [] Paul McFedries You're invited 11:45 AM
m "n utes before the new folder Deleted n | msftconn@microsoft.com Introducing Phoenix - Slayin... 4/12/15
appears in the Mall app. m: 3 114 messages Page 1 Goto > M
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.

<0
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FW: Budget spi
Thanks, Paul! I m Delete

o Inbox ?
R Paul McFedF¥ies, Paul Sella
[

Henry Bres:
The decisive m Ftl Set flag
Paul, As you kn

Paul McFed

v

Art Sorenstam
Do you know this word?
Hi Paul, | came across the word "s

™ Mark as unread
]
RE: Looking for
Hi Paul,Good tg ] Move I}Q

11:00 AM

T

M

+ Allfolders

R Outbox

EI Inbox ¥
Drafts g
Junk
Personal
Sent ¥

Trash

Words

Work w

99+
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How do | rename 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 [Z1] or click outside the
text box. You can rename only folders
that you have created.

CHAPTER
Sending and Receiving Email

Move a Message to Another Folder

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

© Click Move.

Mail displays the list of folders.

Q Click the folder you want to use
as the destination.

Mail moves the message.

How do | delete a folder?

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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CHAPTER 5

Getting Social
with Windows

Calendar = X

Home

B Send [ﬂ] Delete

& Details People

Response  Name

Bresson's Cameras
(oosonsCamerss. | Me

QOrganizer

Start: Movember 24, 2015 B | 1000 am ¥ || Alday 9 Paul Walker
End- November 24, 2015 T 1z00pMm v 9 Karen Harper

Hi,

Please join us for what should prove to be a fascinating workshop on street
photography.

See you therel

Paull
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CreateaContact. ... ...ttt iieeeeeeeeeaacooooonnns 94

Add Your Google Account . ......coiiiierietecncconncnons 96
Add Your iCloud Account. ... ....ciiiiiiiiiiiieinneennnns 98
ViewaContact......ooviiiiiniiniieneeneeneennnnnnns 100
EditaContact .........ciiiiiiiiiiieiinerinnennnannns 102
AssignaPhototoaContact. . .......oiiiiiiienenenennnns 104
Add Extra FieldstoaContact. . .. .......ciivieiieiiennnns 106
Filter the Contacts List...........ciiiiiiiiiiiiiinn.. 108
Link Multiple Profiles foraContact...............cccuv.n 110
ViewYourCalendar. .. ....ccviiviinriereeoeeneencnnnnns 112
Add an Eventto Your Calendar. .. ........ccciiiiiiiieennnn 114
Create a RecurringEvent. .. .......ciiiiiiiiereeecnannns 116
Add an Event Reminder. . ... ...ciiiiiiiiieiineinnennnnn 117
Customize Your Calendar. . .. ... viiiiiiiiiineinneenns 118
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You 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.

0 In the taskbar’s Search box, type
people.

© Click People.

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.

People ﬂ
Trusted Windo: re app

Settings

8, User Accounts

2 Contacts privacy settings
Weh

B people.com/people

pel people

P people magazine

Store

~ People Search

s~ Tagged- Meeting new people
Music

M 03 People Of The Sky.mp3

& 25 People Think They Know Me.mp3

SR My stuff £ Web

people 4

The People app loads.
© Click Add contact (+).

People

CONTACTS &4—

Search |

Showing all

94
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Welcome to the People
App!

Connect accounts and social
networks to get up-to-date contact
info.

Add accounts
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CHAPTER

People

NEW MICROSOFT ACCOUNT CONTACT

)

| Add “
\ photo /
\

Mg

The New Contact screen appears.
Q Type the contact’s name.

© Click the Phone » and then
click the type of phone number
that you want to enter.

@ Type the contact’s phone

Change label
Name Mobile 5
Paul Walker &
Home
Mobile phone 18 X
317-555-4321 Company
-+ Phone Pager

number.

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

Home fax
Personal email

li Work fax :l

-+ Email

People -

NEW MICROSOFT ACCOUNT CONTACT

o

Name

| Paul Walker |f

x @ Click the Email ~ and then click

the type of email address that
you want to enter.

Q Type the contact’s email address.
You can click the Email 4 to

Mobile phone X

[ 317-555-4321 |

~+ Phone
Change label

add another email address.

@ Click Save (&).

The People app creates the new

Work email ~
‘ersonal

p.walker@ramblingh
Work %

-+ Email

Other

contact.

~+ Address

~+ Other

Is there an easy way to send an email to a
contact?

Yes. Normally, you would use the Mail app, as
described in Chapter 4. If you are already
working in the People app, however, it is
easier to click the person’s entry in the
Contacts list to open the contact and then
click the Email address you want to use.

9781119057154-ch05.indd 95

How do | 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

You can add your Google account to Windows to After you have added your Google account, you can
access your Google contacts (as well as your Google use the People app to view your Google contacts.
calendar and email) from your Windows computer. To  You can use the Calendar app to view your Google
do so, you must provide Windows with your Google events and appointments, and you can use the Mail
account login data. app to view your Gmail messages.

Add Your Google Account

@ In the People app, click —
More (---). CONTACTS + <l
© Click Settings. [ search e 2] PAUL WALKER
Showing all Microsoft account
Call Mobile
P 3 -4321
PW Email Work
pwalker@ramblinghose.com
The Settings screen appears. © peope — o
© Click Add an account. SETTINGS x

o Click GOOgle. M Add an account Choose an account

. Get social apps I Outlook.com

Outlook.com, Live.com, Hotmail, MSN

Filter contact list

Pick which accounts you'll see H E:(f‘hanggﬁ 365
ange, Office

About this app =7 Google w

Windows People 1.10159.0.0

@ 2015 Microsoft Corporation. 1 icioud

All rights reserved.

The Microsoft Services Agreement] ﬁ Advanced setup
of Microsoft services provided to 1

Close

96
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‘ mygoog@gmail.com@ X ‘

Need help?

Paul McFedries

.............\0 r.\ ‘
ETTENSO

Forgot password?

- Windows would like to:
™1 View and manage your mail
@ Know who you are on Google
; View your email address
Manage your calendars

@ Manage your contacts

Cancel Accept

CHAPTER

The People app prompts you for your Google
login data.

Q Type your Google email address.
@ Click Next.

G Type your Google password.
@ Click Sign in.

The People app shows you what it will do with
your Google data.

© Click Accept.

Windows connects your Google account to your
Microsoft account.

€D Click Done (not shown).

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

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

9781119057154-ch05.indd 97

97

August 14, 2015 8:44 PM



Add Your

iCloud Account

You can add your iCloud account to Windows to After you have added your iCloud account, you can
access your iCloud contacts (as well as your iCloud use the People app to view your iCloud contacts. You
calendar and email) from your Windows computer. To  can use the Calendar app to view your iCloud events
do so, you must provide Windows with your iCloud and appointments, and you can use the Mail app to
account login data. view your iCloud messages.

Add Your iCloud Account

€@ In the People app, click e
More (---). CONTACTS a1
© Click Settings. Search S5 PAUL WALKER
Showing all Microsoft account
P
PW Email Work
pwalker@ramblinghose.com
The Settings screen appears. © People - ©
© Click Add an account. SETTINGS x
o Click iCloud. M Add an account Choose an account
Fill li
Pk s o e @8 oo,
About this app =7 coogle
Windows People 1.10159.0.0
@ 2015 Microsoft Corporation. 1 icloud h{
All rights reserved.
The Microsoft Services Agreement| Q Advanced setup
of Microsoft services provided to {
Close
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iCloud

Email address

| mycloud@icloud.com Q

Password

an

time.

Cancel

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

Sign-in

)

iCloud

Your name

x

Paul McFedries| 0

Cancel

We'll send your messages using this name.

Sign-in

0

Done

D
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CHAPTER

The People app prompts you for your iCloud
login data.

Q Type your iCloud email address.
@ Type your iCloud password.
@ Click Sign-in.

People prompts you to enter your name.

Q Type the name you would like to associate with
your iCloud account.

© Click Sign-in.

Windows connects your iCloud account to your
Microsoft account.

@ Click Done.

Can | control what type of iCloud content appears in Windows?

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

After you have added contacts and connected your entered. If the contact was added by connecting
other accounts to Windows, you can use the People another account to Windows, you see the data

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

contact yourself, you see the information that you

View a Contact

View a Contact
CONTACTS -

| Search AARDVAARK SORENSTAM

Outlook

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

Showing all

A

AS '. £ e
g Aaron Black
@ Albany Clinic

@ Amanda Gambill

e Andrea Aster

0 Athena Westlaken

@ Austin Wilson
B
. Barry Pruett

@ Click the contact.

CONTACTS +

[ search § PAUL WALKER

() The People app displays the
contact’s data.

Outlook

P Call Mobile

(555) 123-4567
@ Pat Munson

Call Work
. Paul Evelyn (555) 987-6542
o Paul Jones
3 Paul McFedries
@ Paul Voyatzis olis, IN 46220

e Paula Last Company

Wanderlust Limited
Q Peter O'Leary

View website

hitp:/ randerlustitd.com

Job title

R President

e Ramona Foster

100
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Pecple
CONTACTS -+
| Search {
Showing all Outlook
Call Home
A 317-555-6789
@ Aardvaark Sorenstam Email Personal
asorenstam@tuborg.com
e Aaron Black C
= ompany
Tuborg Research
@ Albany Clinic
@ Amanda Gambill
@ Andrea Aster
0 Athena Westlaken
@ Austin Wilson
Peaple
CONTACTS 4
)
@ Michelle Newcomb CEiba
Call Home
: 317-555-6789
Mike Fenton
Mike Sanders Email Per_sonal
asorenstam@tuborg.com
@ Millicent Peeved 0 Company
% Tuborg Research

9781119057154-ch05.indd 101

Is there an easier way to navigate
the Contacts list?

Yes. Click any of the letters that the
People app uses to divide the
Contacts list alphabetically. This
converts the Contacts list to a grid of
letters and you then click the letter
you want to view.

CHAPTER

Search for a Contact

@ Click in the People app’s

AARDVAARK SORENSTAM Search box.

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

AARDVAARK SORENSTAM People displays a list of contacts

with names that match your
typing.
e When you see the contact you

want to view, click the name in
the search results.

The People app saves the
updated data.

How do | delete a contact?

If you no longer need a contact, you should delete it
from the People app to reduce clutter in the Contacts
list. First, use either of the techniques outlined in
this section to locate the contact you want to
remove. Right-click the contact and then click
Delete. When the People app asks you to confirm,
click Delete.
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Edit a

Contact

If you need to make changes to the information you can modify the existing information, add new
already in a contact, or if you need to add new information to the contact, or delete existing
information to a contact, you can edit the contact information.

from within the People app. While editing a contact,

Edit a Contact |

@ In the People app, click the =
contact you want to edit. coNTACTS +
| Search AARDVAARK SORENSTAM
P
@ Pat Munson
Email P
. Paul Evelyn asorensta
o Paul Jones Company
Tuborg Research

a Paul McFedries
@ Paul Voyatzis

Paul Walker 4
o 5
e Paula Last

i Peter O'Leary

@ Click Edit ().

PAUL WALKER

Cutlook
Call Mobile

(555) 123-4567

Call Work
(555) 987-6543

nal
erlustitd.com

View website
http:// wanderlustitd.com

Company
Wanderlust Limited

Job title
President

102
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People

EDIT OUTLOOK CONTACT

f//

| Add

\,\ photo
\__

Name

| Paul Walker

|#

Mobile phone ~

[ 1555 123-4567

‘Work phone

[ (555 o87-6543

&4— Phone

Personal email ~

| pwalker@wanderlustitd.com

&-’- Email

People
EDIT OUTLOOK CONTACT
N
f Add
\ photo

"

Name

| Paul Walker

Mobile phone ~/

[ 555) 1234567

-+ Phone

Personal email ~

| pwalker@wanderlustltd.com

~+ Email

-+ Address

9781119057154-ch05.indd 103

CHAPTER

People makes the contact’s fields
available for editing.

@ Edit the existing fields as
required.

O To add a field, click the 4
beside the field type you want to
use and then type the data.

© To remove a field, move the
mouse [; over the field and then
click Remove (X).

When you complete your edits,
click Save (&).

People saves the edited contact.

Can | 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,

Assign a Photo to a Contact

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.

€@ In the People app, click the
contact you want to work with.

@ Click Edit (7).

People opens the contact for
editing.

© Click Add photo.

People

CONTACTS

| Search |

K

KH

KAREN HARPER

Outlook

Call Home
(317) 555-0987

e Katy Livingstone
@ Keegan D'Souza

@ Keven Menager

@ Kristen Watterson

@ ristin DeMint
@ Kristin Vorce
° Kyra Ferry

EDIT OUTLOOK CONTACT X
Add
photo 3

Name

| Karen Harper

|

Home phone ~/

[ @1 s55-0087 |

+ Phone

Personal email ~/

| kharper@harperco.com

-+ Email

+ Address
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How do | 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.
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A version of the Photos app displays
your photos.

Q 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.

Q Click and drag the photo to set the
area you want to use within the
circle.

Q Click and drag any of the four handles
to set the size of the circle.

@ Click Apply ().
People adds the photo to the
contact.

© Click Save (&).
People saves the edited contact.

How do | 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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Add Extra Fields

to a Contact

The 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

Add Extra Fields to a Contact

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.

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

@ Click Edit ().
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People

CONTACTS

| Search

B
. Barry Pruett

e Becky Solnit w

@ Betsy Gratner

. Bill Surgenor
@ Bill Watson

@ Blue Harper-Ferry
'y Bob Mecoy

0 Brian Knittel

@ Brian Westlaken

_Q Brook Farling

People

CONTACTS

| Search

B

@ Betsy Gratner

‘ Bill Surgenor
@ Bill Watson

@ Blue Harper-Ferry
m Bob Mecoy

Q Brian Knittel

@ Brian Westlaken

Q Brook Farling

C

AARDVAARK SORENSTAM

Outlook

all Home

789

Email Personal

Company
Tuborg Research

BECKY SOLNIT
Qutlook

Call Mobile

(555) 876-5432

Call Work

Email Personal
bsclnit@wanderlustitd.com
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CHAPTER

People

EDIT OUTLOOK CONTACT

~—

Name

- 0 x People makes the contact’s fields
X available for editing.

© Click the Other .

— e @ Click the type of field you want
Addafield | to add.
Website
Company ﬂ |
Job title
Office location
Significant other [
Birthday
Anniversary
Notes
&+ Other
- — o x © Fill in the data for the new field.
e . 7 @ Repeat steps 3 to 5 to add extra

fields as needed.

Mobile phone ~

[ @55 876-5432

| 0 When you complete your edits,

Work phone ~

click Save (&).

[ 55 987-6543

-+ Phone

People saves the edited contact.

Personal email ~/

| bsolnit@wanderlustltd.com

+ Email

-+ Address

Website

9781119057154-ch05.indd 107

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 (J@]) and then navigate to the contact’s website.
In the address bar, right-click the address, click Select All, and then either
press (& ]+() 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 (&11)+(7) or right-click the field and then click Paste.
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Filter the

Contacts List

You can make a long Contacts list easier to navigate ~ who do not have a phone number. Similarly, if you

and manage by filtering it to hide certain contacts. have multiple accounts added to the People app, you
For example, if you mostly use People to locate might find that this creates many duplicate entries.
contacts for phone calling or text messaging, you You can fix this problem by filtering the Contacts list

can filter the Contacts list to hide all those contacts  to hide all contacts from a particular account.

Filter the Contacts List

Hide Contacts Without Phone peope
Numbers omoumns +
€@ In the People app, scroll to the [ search SECKouL
. Outlook
top of the Contacts list. sy <) e
. A (555) 876-5432
o Cl1Ck all. e Aardvaark Sorenstam Call Work
(555) 987-6543
9 Aaron Black
e Albany Clinic
View website
@ Amanda Gambill http://wanderlustitd.com
9 Andrea Aster
O Athena Westlaken
@ Austin Wilson
B
. Barry Pruett
The Filter Contacts dialog box :
Filter contacts
a p pea rs . Hide contacts without phone numbers
3 . 3 On
e cl.]ck the Hlde ContaCtS Wlthout Shows only the contacts you can call or text. You can still find the rest by

searching.

phone numbers switch to On.
@ Click Done.

People only shows those
contacts who have at least one
phone number.

Show contacts from

1
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People

o»coNTACTS

| Search

l BECKY sOLNIT

showing all 0

A

@ Aardvaark Sorenstam
e Aaron Black
e Albany Clinic

@ Amanda Gambill

@ Andrea Aster

0 Athena Westlaken

@ Austin Wilson
B
. Barry Pruett

Outlook
Call Mobile

(555) 876-5432

Call Work
(555) 987-6543

Email Personal
bsclnit@wanderlustitd.com

View website
http://wanderlustitd.com

Filter contacts

@D or

searching.

Hide contacts without phone numbers

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

Show contacts from

Microsoft account

Qutlook

& Done

Cancel
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Hide Contacts by Account

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

@ Click all.

The Filter Contacts dialog box
appears.

e Click the account you want to
hide ([« changes to []).

@ Click Done.

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

How do | 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 rather than 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

one might contain personal information while 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

up with the same contact listed two or more times. If all the contact’s data in a single profile.
those profiles contain different data — for example,

Link Multiple Profiles for a Contact

o In the People app, click one of secpe
the profiles that you want to — Ae e e
I.ink. | Search |
© Click Link (=). K W{ s KAREN HARPER
1= 1
@ Karen Harper

e Katy Livingstone
@ Keegan D'Souza
@ Keven Menager

@ Kristen Watterson

@ «ristin DeMint
@ Kristin Vorce
g Kyra Ferry

“

People - o X

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

@ Click Choose a contact to link.

LINKS FOR KAREN HARPER

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

Linked profiles

Karen Harper
. Outlook

Choose a contact to link 4
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Choose a contact

| Search

@ Karen Harper 0
G

Q Katy Livingstone

@ Keegan D'Souza

@ Keven Menager

@ Kristen Watterson

@ «ristin DeMint
@ Kristin Vorce
e Kyra Ferry

il

< People
LINKS FOR KAREN HARPER

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

Linked profiles
/g4 Karen Harper
T W, Outlook
Karen Harper
Outlook

Choose a contact to link

Can | remove a linked profile from a contact?

CHAPTER

The Choose a Contact dialog box
appears.

Click the contact you want
to link.

People links the contacts and
returns you to the Links for
Contact screen.

The linked contacts appear here.

© Click Back (<) to return to the
Contacts list.

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

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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View Your
Calendar

Windows comes with a Calendar app to enable you to  day’s worth of events if you want to concentrate on
manage your schedule. To create an event such as an  that day’s activities. Similarly, you can view a
appointment or meeting, or an all-day event such as  week’s or a month’s worth of events if you want to
a conference or trip, you select the date when the get a larger sense of what your overall schedule
event occurs. looks Llike.

Calendar lets you change the calendar view to suit
your needs. For example, you can show just a single

View Your Calendar

View Events by Month B

Il Day E]‘-»‘u’c-rk‘.«-‘eek Wee:—&' M:}nth = 2 lay

On the Start screen, click Calendar
(not shown). October 2015 R 3

Note: When you ﬁrst Start Calendar; ’:f Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
Windows asks if the app can use your e ey & s o ’
location, click No.

© Click Month. 3 ; § - = 5 =
Your calendar for the month appears.

e Move the mouse ([3) and then click ~

. n 12 13 4 15 16 7
and v to navigate the months. S
Note: On a touchscreen PC, you navigate
the months by swiping up and down on 18 19 20 2 2 23 24
the screen.
View Events by Week B

E]‘v‘v’wk‘.'week Wec—P Month EITc:w:Iaj,-'

€@ Click Week.

() To see just Monday through Friday, click
Work week instead.

October 2015 A 1 N 2

Sunday Monday Tuesday Wednesday  Thursday Friday Saturday sur’|
4 5 6 7 8 9 10 Ul
Your events for the week appear.

© Move the mouse (ly) and then click <
and > to navigate the weeks. .

7a

Note: On a touchscreen PC, you navigate
the weeks by swiping left and right on
the screen. 108

9a

12p
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Ta

9a

10a

October 2015

Monday

5

EI Work week

Week

Month

Today

ga

9a

1a

12p

June 2015

Tuesday

B Day

E Work week

Week

Month

Today

30

9781119057154-ch05.indd 113

CHAPTER

View Events by Day

€@ Click Day.

The events for a single day
appear.

© Move the mouse (l;) and then
click < and > to navigate the
days.

Note: On a touchscreen PC, you
navigate the days by swiping left
and right on the screen.

View Today’s Events
@ Click Today.

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

Are there any techniques that | 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 (=) in the
upper left corner of the Calendar window. Position the mouse ([;) over the
mini calendar and then click ~ and  to navigate the months. (On a

touchscreen PC, you navigate the months by swiping up and down on the mini
calendar.) Then click the day you want to view.
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Add an Event

to Your Calendar

You can help organize your life by using the Calendar  event directly to the calendar as a reqular

app to record your upcoming events — such as appointment. If the event has no set time — for
appointments, meetings, phone calls, and dates — on example, a birthday, anniversary, or multiple-day
the date and time that they are scheduled to occur. event such as a sales meeting or vacation — you can
If the event has a set time and duration — for create an all-day event.

example, a meeting or a lunch date — you add the

Add an Event to Your Calendar

In the Calendar app, navigate to
ent October 2015
the date when the event occurs. i N
5
© Click the time when the event . 2
starts. S e
Note: If you are currently in iR s
Month view, click the day the 5 [
event occurs. A
© Type a name for the event. o e %
. pft account Lunch with Karen 0
@ Type the event location. : . e
e Click More details. &up [ Langaon Hal 4 x|
1P @ Calendar e

Calendar displays the event
details screen. Home

Save &Close [l Delete | Show As: | Busy Reminder: | 15 minutes O Repeat |

@ If the start date and/or time is

incorrect, use the Start controls & Dol Peonte

to select the correct start time. Lunch with Karen Inite someone
@ If the end date and/or time is —— R“é’"‘M

incorrect, use the End controls

. Start: October 27, 2015 ﬁ 12:00 PM " All day
to select the correct end time.
End: October 27, 2015 B t30pM ~

12:00 PM (0 mins)
@ Calendar

12:30 PM (30 mins)
Event Description

1:00 PM (1 hour)

1:30 PM (1.5 hours)

2:00 PM (2 hours)

2:30 PM (2.5 hours)
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Calendar

Home

9 Save & Close @[ Delete | Show As: | Busy Reminder: | 15 minutes

& Detalls

Lunch with Karen

Langdon Hall
Start: October 27, 2015 ﬁ 12:00 PM i All day
End: October 27, 2015 E| 1:30 PM (1.5 hours) +

Calendar P2

Don't forget to bring the tickets! 0

@
People

nvite some

Response  Nal

0"

il Day EIWorkweek: Week Month

=

Today

October 2015

Tuesday

27

11a

12p | Lunch with Karen
Langdon Hall

3p

< o2
We

28

CHAPTER

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

Q Click Save & Close.

Calendar adds the event to your
schedule.

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

How do | set up an event that has no set time, such as an anniversary or

conference?

Any activity that has no set time or that takes up one or more entire days is
called an all-day event. Examples include birthdays, anniversaries, conferences,
trade shows, and vacations. To specify such an event, follow steps 1 to 4 to
start a new event, click All day ([ ] changes to [+]), and then click 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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Create a

Recurring Event

If 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.

Create a Recurring Event

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.

Follow the steps in the previous

section, “Add an Event to Your
Calendar,” to create an event.

@ Click Repeat.

e 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.

@ If needed, use the End
calendar control to select the
last recurrence.

© Click Save & 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.

116
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Home

Show As: | Busy

ﬁj] Delete

Save & Close

& Details

& |Running group

High Park

9:00 AM v 1030 AM i All day

IS} Every Sunday, effective 9/6/2015 from 9:00 AM to 10:30 AM

@ Calendar s

Event Description

Reminder:

15 minutes {) Repeat
Repeat

Start: September 06, 2015 |

Weekly 90
Every day
Every weekday

Weekly 1}
Day 6 of every month
The first Sunday of every month
Every September 6

Home

m Delete

Save & Close Show As: | Busy

& Details
Running group

High Park

9:00 AM v| | 10:30 AM & All day

£ Every Sunday, effective 9/6/2015 from 9:00 AM to 10:30 AM

@ Calendar '

Event Description

Reminder:

15 minutes {} Repeat ﬁ
Repeat
Start: September 06, 2015 El
Weekly v
Every | q . week(s)on

V| Su Mo Tu We

Th Fr Sa

& End: Never E|
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Add an Event
Reminder

You can help make sure that you never miss a Windows displays at a specified time before the
meeting, appointment, or other event by setting up ~ event occurs. By default, Calendar adds a 15-minute
the Calendar app to remind you before the event reminder to each event, but you can change that to
occurs. A reminder is a notification message that a more suitable interval.

Add an Event Reminder

@ Follow the steps in the

Home section “Add an Event to
Save & Close m] Delete | Show As: | Busy Reminder: 2 epeat ﬁ Your Calendar’n ear“er _in th_is
chapter, to create an event.
& Details People
@ Click the Reminder .
& Lunch with Karen Invie someone

Response  Mame

Langdon Hall
angdon Hal eMe

Start: October 27, 2015 Bl | 1200pm v All day
End: October 27, 2015 Bl | 130em v

Don't forget to bring the tickets!

© Click the length of time before

Home the event that you want the
Save & Close [ﬂ] Delete | Show As:  Busy Reminder:  1day I O Repeat ﬁ reminder tO appeal’.
< Detals T ek O Click Save & Close.

0 minutes

Calendar saves the event
and later reminds you of it
Lanodon Hall TRHTIFIEE mm;:ame beforehand, according to the
D time that you select.

‘Lunch with Karen Invite someone

5 minutes

30 minutes
Start: October 27, 2015 El 12:00 PM v Al

1hour

End: October 27, 2015 0| 130pmm v
12 hours

Don't forget to bring the tickets! 1day [}0

1week
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Customize
Your Calendar

Calendar is a useful tool right out of the box, butit ~ the week other than Sunday. You can also specify

comes with a decent collection of customization which days are in your workweek and which hours are
settings that you can use to make the app even in your workday. You can also display week number
better. For example, you can specify a first day of and change the Calendar colors.

Customize Your Calendar

@ Click Settings (&).

Calendar

. . \ .
@ Click Calendar Settings. Settings
+ New event October 2015 Accounts
October 2015 sun Mon Tue " Calendar Settings 0
Su Mo Tu We Th Fr Sa 9/27 28 29 L
e CETE Weather Settings
4 5 6 7 8 9 10 Help
4 5 6
1M1z 12 14 15 16 17
9a Runn Trust Center
18 19 20 21 22 23 24
Feedback.
25 26 27 28 29 30 31 1 2 13
e e e 9aRunn  Columbi About

~ Gmail

18 19 20
~ Microsoft account 9a Runn
~ Qutlook

25 26 27

= ® =@J}‘anunm 12pLe

The Calendar Settings pane

appears. < Calendar Settings
@ Click the First Day of Week v - New avent October 2015 viesk
and then click the day you prefer i e S Mon T | i Day o Week
to use as the first of the week. S Mo Tu We ThoFr S o1 28 29 Sudw “0
27 28 29 30 1 2 3 9a Runn ﬁmda}g ek
4 5 6 7 8 9 10
4 % 6 Monday
ik 12 13 14 15 16 17
18 19 20 21 2 23 24 R Tuesday
25 26 27 28 29 30 3N n 12 13 Wednesday

9a Runn  Columb

Thursday

~ Gmail
18 19 20 Friday

~ Microsoft account 9a Runn

Saturday
~ Qutlook 25 o = | saturaay

— 9a Runn 12p L. Working Hours

™ © &
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CHAPTER

Calendar

@ Use the Days in Work Week

= RGBS < Calendar Settings check boxes to define your
+ New event October 2015 | Days in Work Week Workweek'
October 2015 sun Monoue G e Click the Start time ~ and then

Su Mo Tu We Th Fr Sa 9/27 28 29 v Monday Cl.iCk the End time ) tO deﬁne
hop e ath o T 9a Runn the beg-inn-ing and end Of your
M1z 13 14 15 16 17 4 g 6 4 Workday.

9a Runn
18 19 20 21 22 23 24

25 26 27 28 29 30 A 1 12 13

R 2 7 v Friday
- g gaRunn  Columbi
Saturday
v Gmail
18 19 20
i Working Hours
~ Microsoft account 9a Runn
~ Outlook Start time 8:00 AM ~
utloo! B
25 26 27 {.
End time 500 PM ~
=4 9a Runn 12pLu
= @ {é}’ Week Numbers

Calendar

Q If you want to display week
< Calendar Settings numbers in the calendar, click

= B Day [5]Work

-+ New event October 2015 the Week Numbers S an?l then
b Bon W click an option (see the Simplify
October 2015 vion He . .
R T 927 28 29 v ey It section for an explanation).
o _— Satucy @ In the Calendar Color Options
4 5 6 7 8 9 10 . . .
4 5 6 . section, click the color option
11 12 13 14 15 16 17 Working Hours
9a Runn I.-'-. =
TE IR . gy you prefer () changes to ®@).
T M2 B Edume  S00PM Y @ Click outside the Calendar
2 S A s R .
R ok Weelc Numbers Settings pane to close the pane.
v Gmail off i .
v ® Calendar puts the new settings
~ Microsoft account 9a Runn Calendar Color Options .
into effect.
~ Outlook 25 %6 & @ Light Colors
= @ ,@, GRS 12pL Bright Colors

What is the difference between the two Week Number options?
Besides the default option of None, the Week Number 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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APTER 6

arforming
Da
Tasks

vith Windows to perform a number of
rather than looking through menu
iles, you can search for them,
er useful tasks you can

0 a location; looking up a
versions; tracking a
recipes; and

s you through these

Weather

hd .-« City or ZIP Code

Indianapolis, IN

80" °

T-Storms
Feels Like 96° Wind 4 6 mph Barometer 29.83 in
Visibility 11 mi Humidity 73 % Dew Point
Sun 1 2
87° 70° 85° 69° BG5S 71 87132 BYR 7>

Mostly Cloudy Mostly Sunny Mostly Sunny Partly Sunny Mostly Su

M Summary Details
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Search Your PC. .. i i ittt ittt eeceeacacaannnoeses 122

Configure the Cortana Voice Assistant . . .. ......ccvvvveennn 124
DisplayalocationonaMap .......cviitieienenerenncnns 126
Get Directionstoalocation ...........ciiiiiiiinnnnnn 128
Check Your Weather Forecast. . . .. ..o iviiiiiineneennenns 130
Check Another City’s Weather Forecast. .. ..........ccovven 132
Perform Calculations. . . . ... oo ittt ittt eeneennnnns 134
Getthe Latest News . ........ciiiiiiiiriiniieinnnnenns 136
TrackaStock . ..o oottt ittt iieeeeneeonnnnnns 138
Follow Your Favorite Teams. . . . o v v vt e veeneeoccncennsns 140
FindaReCipe. . ..o vtiiiieeeeneeeenencesoscncenonnns 142
Look Up Health Information . .......... .ot 144
Setan Alarm .. ...ttt ittt ieteereeseescascnncannns 146
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Search
Your PC

After you have used your PC for a while and have You can use the Search feature to look for apps,
created many documents, you might have trouble system settings, and documents on your PC, as well

locating a specific file. You can save a great
deal of time by having Windows search for your
document.

Search Your PC

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 from the Taskbar

o 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 Settings).

@ If you see the app, setting, or
document that you want, you
can click it.

Q If you do not see the item you
want, click My stuff.

Windows displays a larger
selection of search results.

© Click the Show + and then click
a category.
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E Connect your device to your work or school cloud domain
E Connect your device to your work or school domain

E Disconnect your device from your work or school

Documents

work | ™ Q

August 14, 2015 7:54 PM



CHAPTER

Performing Day-to-Day Tasks with Apps

< work
Sort: | MostRelevant v | Show: Documents R search the web
This Device See all 66

7 Introducing Cloud Computing - OneDrive Version.docx
e C:\Users\paulm\OneDrive\Documents
Chapter 1 Introducing Cloud Computing We are used to seeing fads come and go

6/12/2015 12:32:46 PM

1 Introducing Cloud Computing.docx 6/12/2015 12:19:57 PM
) cysers \paulm\OneDrive\Documents

Chapter 1 Introducing Cloud Computing We are used to seeing fads come and g

J Introducing Cloud Computing.docx 5/13/2015 2:53:58 PM
metl - CAUsers\paulm\Decuments
Chapter 1 Introducing Cloud Computing We are used to seeing fads come and go,

New Words in the Modern Workplace.rtf 4/3/2015 10:47:41 AM
4 m\OneDrive\Documents

ds in the Modern Workplace If you've been werking so hard lately that .

@ 9781118932209-ffirs_PP1.qc.pdf
- C:\Users\paulm\OneDrive\Documents\iPhone 6 PG
iPhone® PORTABLEGEN I U S by Paul McFedries 01_9781118932209-ffirs.ind

worl i | Q
W =1 SearchTools  budget - Search Results in Documents - o X
Home Share View Search [7]

! Current folder ) Kind + Recent searches x
= All subfolders O size - [£] Advanced options
D

This ate
PC /4 Searchagainin = mogifieq~ LI Otherproperties [ save searen

9/14/2014 4:01:20 PM

Close
search

< « A [l > SearchResultsin Documents > v & budgef 0 x
"
# Quick access 2016-2017 Budgetxlsx Size: 769 KB
& [E Documents Date modified: 4/28/2015 5:38 PM
=] Pictures | 2016-2017 Budget Notes.docx Size: 18.1 KB
Allan Gardens =l Date modified: 3/25/2015 3:48 PM
D Musie 0 Division_|_Budgetaxlsx Size: 159 KB
B Videos Date modified: 10/24/2006 12:11 PM
& OneDrive J Budget Notes.docx Size: 20.2 KB
| Date modified: 10/13/2006 5:53
= This PC .
Budget Variancesxlsm Size: 13.2KB
2 Network Date modified: 53172006 8:33 PM
*& Homegroup Budget Estimatesxls Size: 245 KB

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

\J Hardware Presentation.ppt
Date modified: 3/8/2005 2:23 PM

Size: 131 MB
Authors: Paul McFedries

| Introducing Cloud Computing.docx Size: 196 KB

10 items i =

Can | restrict my folder searches to a
particular file type?

Yes, you can tell File Explorer to search only one
of more than 20 different file types, including
documents, music, and pictures. In File Explorer,
click inside the Search box and then click the
Search tab in the ribbon. Click the Kind = and
then click the type of file you want to find.
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Windows displays the category items
that match your search text.

@ Click the item you want.

Windows opens the app, setting,
document, or website.

Search from a Folder Window

€@ Click File Explorer ().

Q Open the folder you want to search.

Q Type your search text in the Search box.

© As you type, Windows displays the
folders and documents in the current
folder with names, contents, or
keywords that match your search text.

Q If you see the folder or document that
you want, double-click it.

The folder or document opens.

Is there any way to tell Windows
that | specifically want to search for
settings?

Not directly, but the Settings app does
have a search feature. Click Start (F3),
click Settings, and then use the Search
box to type a word or phrase for the
setting you want.
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Configure the Cortana
Voice Assistant

If you have a microphone attached to your PC, you the web. Although you can still type searches as
can use it to search for information on your described in the previous section, “Search Your PC,”
computer and on the web by using voice commands.  once Cortana is configured you can run searches and
To set up this feature, you need to configure other tasks using verbal commands that you speak
Cortana, the Windows 10 voice assistant. Cortana into your microphone.

knows what is on your PC and what is available on

Configure the CortanaVoice Assistant

@ Click inside the Search box.

Windows asks if you want to get : o
Started W]th Cortana. y Here are some of the things |

can do for you.
© Click Next.

T

| can remind you to do something at a
particular time, place, or both.

Windows displays the Cortana
user agreement.

e Click I agree. ["l  Before we get started, I'll need

some info

To let Cortana do her best work, Microsoft
collects and uses informatien including your
location and location history, contacts, voice
input, searching history, calendar details,
content and communication history from
messages and apps, and other information
on your device. In Microsoft Edge, Cortana
collects and uses your browsing history. You
can always tinker with what Cortana
remembers in the Notebook, disable
Cortana in Microsoft Edge, or turn Cortana
off entirely.

Privacy Statement

No thanks | agree

Search the web and Windows

124
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O

Great! Now what would you
like me to call you?

Paul 4

Search the web and Windows

I've picked a few starter
interests. Add others or remove
ones that don't suit you any
time.

Get Interests

Black Lives Matter interrupts Toronto police
board over Andrew Loku death

Pan Am boom is a bust for
warmden b Tatanrod

Ask me anything 0

wjd
o pum How do | use Cortana?

Display the taskbar and then click Talk (&) inside
the Search box. You then see the prompt “Ask me
anything” in the Search box. You can then either
speak your search text or specify an action, such as
calling a contact, creating a calendar entry, setting

an alarm or reminder, or taking a note.

>

9781119057154-ch06.indd 125

Cortana asks you to enter your
name.

Q Type your name (or whatever you
would like Cortana to call you).

© Click Next.

Cortana displays some sample
interests.

@ Click Got it.

You can now use Cortana to
search your PC.

How do | adjust Cortana’s settings?
Click inside the Search box, click Menu
(=), and then click Settings. To change
the name Cortana uses for you, click
Change my name. If you no longer want
to use Cortana, click the Cortana switch
to Off.
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Display a Location
on a Map

You can use the Maps app to display a location ona  background features that help determine your
map. Maps is a Metro app that displays digital maps  current location and offer this information to
that you can use to view just about any location by apps such as Maps. For the best results with Maps,
searching for an address or place name. you should allow Windows to turn on location

When you first start the Maps app, Windows asks services.
if it can turn on location services, which are

Display a Location on a Map
@ In the taskbar’s Search box,

type maps. Mapsﬂ
0 CliCk MapS. OB cttings :

Bl & Choose a default map app

% Manage map updates

% Delete downloaded maps
#: Offline maps settings
Store

[E HERE Maps

Fd Maps App +

Web

£ maps

O maps google

yel maps bing

O maps credit union

=2 My stuff

maps‘ ﬂ

The ﬁrSt time that you Start Let Windows Maps access your location?
Maps, the app asks if it can use
your location.

© Click Yes.

Let Windows Maps access your location?

To change this later, go to the Settings app.
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Maps

International Center of Photography yol

W © inter
o

1 International Center of
Photography

W, &y
4 Ty
S

THEATER
DISTRICT-
TIMES SQUARE
g
s
4y St
5

GARMENT.
DISTRICT gy

Broaciy,

%t @

* S & =
k/.?

225
Overview \
The International Center of Photography (ICP) is a
world-class museum & school dedicated to
exploring the possibilities of the photographic
medium through dynamic exhibitions &

Iy
36
%, %

35,
s
O

4
KOREATOWN-.

How does Maps know my location?

CHAPTER
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© 2015 HERE, © 2015 Microsoft Carporation

/A
&/
5612015 HERE ¢ 2615 Microsot Corporation

@ Type the address or the name of
the location.

Q Click the location in the search
results.

O To see a list of matching
locations, you can click Search
(,2) and then click the location
you want.

© Maps displays the location on
the map.

@ Maps displays information about
the location.

© You can click Zoom in (§g) and
Zoom out (E=3) to see more or
less map detail.

@ You can click Show my location
(@) to see your current location.

@ You can click Back (&) to hide
the location information.

Can | turn off location
services?

9781119057154-ch06.indd 127

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.

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

Besides displaying locations, Maps also recognizes You specify a starting point and destination for a
the roads and highways found in most cities, states,  trip, and Maps then provides you with directions for
and countries. This means that you can use the Maps getting from one point to the other. Maps highlights
app to get specific directions for traveling from one  the trip route on a digital map and also gives you
location to another. specific details for negotiating each leg of the trip.

Get Directions to a Location |

@ Click Directions (&).

[ searcn

ICELAND

1 Vx\ CGANADA
o b
UNITED STATES o
OF AMERICA
Rt "
MEXICO ‘\%M’% -
R N
’ 5, uwﬁzuiu‘ ‘ g 4}7
(OLOME} ,T/;‘\;-L/ o
o
“PEEU<} o BRAZIL © 2015 HERE, © 2015 Microsoft Corporation
@ Click the travel method: Driving
(@), TranSit (E), or Walking (ﬁ). DIRECTIONS

ICELAND

Note: Maps assumes that you want
to start at your current location. If
that iS tfue, Skip Step 3- . © International Center of Photography

Q Type the name or address of the
location where your journey will

j o F) o
begin. .
@ Type the name or address of your |G 0000 R
destination and then press [E1&3. it
5.8 '\ﬂ‘/;t\uzuzg:( ; h"-g 3
coLoM AT AL :

)

1© 2015 HERE, © 2015 Microsoft Corporation
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: : HES 2k O Maps displays an overview of
DIRECTIONS g % RN ! ; %E%}i@“éf .‘_- " the route

The Maritime Hotel o { ; PN
trmtons Cener o prorcorerry | NN ke gy o O @ This area tells the distance and

/) A e approximate traveling time by
the chosen travel method.

Maps

e vatmetie o P o o o @ This area displays the various
Foan, f VT A legs of the journey.

04 o 4 P 3 D i
Turn left onto 6th Ave/Avenue of the 4 2y, O 5 ] . . .
AT/ o7 © Click the first leg of the trip.

Americas.

0.5

Turn right onto W 26th St.
03

Turn left onto Madison Ave.

0.8
Turn left onto E 43rd St/David Ben
‘Gurion Pl/David Gurion PI.

Turn right onto 6th Ave/Avenue of the

i - . Maps zooms in to show you just
v 7 35, # A4 .
DIRECTIONS o v o that leg of the trip.
The Maritime Hotel Z{w‘)enq o \ A )
et Conter ot Py Oy | N o s, @ As you complete each leg of the
e @ | = S an, cl1§k the next leg for further
Lot i o, AN AN nstructions.

=R

The Maritime Hotel
Head southeast on W 16th St.

- i
04 ¥ <
Turn left onto 6th Ave/Avenue of the MEATPACKIN ' o
Americas. DISTRIET F
|
05 P
Turn right onto W 26th St. f Al il
4 Gansevoort St
y o]
| 3
5 b
03 ’ g
Turn left onto Madison Ave. sane-st—f—"
] e
| W-12th-St—J
08 | {
¢ ) i Bethune-St
Turn left onto E 43rd St/David Ben [ §
Gurion PI/David Gurion PL. | ank St & =
i 5 2
| = pery 5% &
03 | B 5
Turn right onto 6th Ave/Avenue of the | | | g W'['ST ©2015 HERE © 2015 Microsoft Carporation

Can | get traffic information as | follow the directions provided by Maps?
Yes. Click Map views (F=3) and then click Traffic to see the current traffic conditions:

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

® (Qrange tells you that traffic is slow.

® Red means traffic is heavy.
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Check Your

Weather Forecast

You can use the Weather app to view your city’s location, which uses Windows location services to
current conditions and five-day forecast. The Weather determine your location and display the forecast. If
app takes advantage of the MSN Weather service you would prefer to see the forecast for some other
provided by Microsoft, which uses several online location, see the next section, “Check Another City's
weather resources to obtain up-to-the-minute Weather Forecast.”

conditions and forecasts.

The Weather app can check the forecast for a default
location that your specify, or for your current

Check Your Weather Forecast

Create a Default Location Forecast

€@ Click Start ().
© Click Weather.

1 Ll [Search the web and Windows

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

temperature unit and location. Welcome
@ Click Fahrenheit or Celsius e o

(O changes to @).

Please choose your default location

Search for a city )3

Notes: You can change your default location anytime in Settings.
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Welcome

Show temperature in:

® Fahrenheit

O Ccelsius

Please choose your default location

Indianapolis
Indiana, United States

Indiana Beach
Indiana, United States

CHAPTER

Performing Day-to-Day Tasks with Apps

@ Begin typing the name of the
default location you want to use.

Q When you see the location in the
list, click it.

Forecast

*

Indianapolis, IN

86"

T-Storms

FeelsLike 96° Wind 4 6mph  Barometer 29.83in
Visibility 1mi  Humidity 73%  Dew Point 75°

sun19 Tue 21
& & %
87° 70° = 85° 69°

Mostly Cloudy fostly Sunny Mostly Sunny

Weather displays the location’s
current conditions and forecast.

Check Your Current Location
Forecast

€@ Click Settings (E).

M Summary Details

& Settings
General  Privacy statement  Terms of use

Show temperature in:

(@® Fahrenheit

QO celsius

Launch Location

(® Always detect my location

O Default Location

Credits  About

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

Weather determines your current
location.

© Click Back (<).

Weather displays your current
location’s conditions and forecast.

Why does the Weather app say,
“Your location cannot be found’’?
You have turned off location
services. Click Start (), click

Settings, click Privacy, click
Location, and then click the

Location switch to On. Click the

MSN Weather switch to On.

9781119057154-ch06.indd 131

How can | see my city’s forecast when | start the
Weather app?

If your city is the only one added to Weather, then you
see your forecast when you start the app. Otherwise,
make your city the app’s default location. To do this,
open the Weather app, click Settings (B), click Default
Location (! changes to @), and then type the name
of your city in the text box.
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Check Another City’s

Weather Forecast

You 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

Weather

@ In the Weather app, click
Menu (=). !

The menu appears.
© Click Places.

Forecast

Forecast

Indianapolis, IN

80"

T-Storms

Maps

Historical Weather

Places 2
13

News
Feels Like 96° Wind 4 6 mph

Barometer 29.83 in
Visibility 1mi  Humidity 73%  Dew Point 75 ,_(

Send Feedback
Mon 20 Tue 21 Wed 22

¥ o &5

85° go° 55+ 71° BT

Mostly Sunny Mostly Sunny Partly Sunny

Thu 23

4 Summary

Weather

The Places screen appears.

© Click Add (4).

€ Places

Favorite Places

+ €
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Weather

\L Add to Favorites

Add to Places

0 Type the name of the city whose
weather you want to view.

O As you type, Weather displays
place names that match.

© When you see the location that

| Penri {

you want, click it.

& Penryn

England, United Kingdom

Penrith 0
England, United Kingdom L\)

Penrose
Colorado, United States

Penrith
MNew South Wales, Australia

Penrhyndeudraeth
Wales, United Kingdem

o [Fo (3o [Foi 3|,

Weather

<& Places

Favorite Places

Penrith, United Kingdom

o 63° ¥ 9mph
50° #70%

Mostly Cloudy

© Weather adds the location to the
Places screen.

@ Click the location.

Weather displays the city’s
current conditions and forecast.

Celsius?

How do | switch between Fahrenheit and

How do | remove a city?
To remove a location from the Places

9781119057154-ch06.indd 133

In the Weather app, click Menu (=) and then click | screen, follow steps 1 and 2 to display
the Places screen, right-click the city
that you want to remove, and then click
Remove from Favorites (3<).

Settings to open the Weather app’s Settings pane
with the General tab displayed. Then click either
Fahrenheit or Celsius ((_) changes to @).
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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 or basic calculations such as addition,
subtraction, multiplication, and division. For more
advanced calculation, use either the Scientific or the
Programmer calculator.

Perform Calculations

Calculator also comes with a number of converters
that you can use to 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.

Start the Calculator
@ In the Search box, type calc.
© Click Calculator.

E Calculator ﬁ
Trusted Windows St pp

calculator free
calculator google calculator
calculus
calculator invention
calculator online
O calculate bmi
Store
I. Calculator Free
@ LOVE CALCULATOR.
Documents

D Present Value Calculator.xisx

2| My stuff 2 Web

The Calculator app appears. it

Select a Calculator or Converter &E
@ Click Menu (=).

Click the calculator or converter
you want to use.

&

CALCULATOR
Standard 0
Scientific
Programmer
CONVERTER
Volume

Length

Weight and Mass
Temperature

Energy

Area

.....

Settings

Ms

History

Memory
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Pounds 0

Abaut equal to

0.63st 40hg 14110z

Calculator - [m] X
— STANDARD History  Memory
M+ M Ms
% v x? Yx
CE C <= = 0
s

7 8 9 X

4 5 c <) -

1 2 3 +

S -0
Calculator - (m] X
=  WEIGHT AND MASS

4 CE (<

aogems ) 7 8 9

8.81849 <0 5 s

€3 9.25 soccer balls
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What is the Calculator app’s Memory
feature and how do | use it?

The Memory feature lets you perform a
calculation, save the result, then use that
result as part of another calculation. To save a
result to memory, perform the calculation and
then click the M+ button. To retrieve the
result from memory, click the MR button.

Perform a Calculation

0 Click the numeric buttons to
enter a number.

© Click an operator.
9 Repeat steps 1 and 2 as needed.

@ Click Equals (=).
Calculator displays the result.

Perform a Conversion

€@ Click the top ~ and then
click the unit you want to
convert from.

© Click the bottom w and then
click the unit you want to
convert to.

Q Click the numeric buttons to
enter the value you want to
convert.

@ Calculator displays the converted
value.

Is there a way to rerun an earlier
calculation?

Yes. Calculator saves your last few calculations
in the History tab. To rerun a calculation,
click History and then click the calculation.
Note that you might need to scroll down

the 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 The News app’s main page — called Headlines —
stories and to locate stories that are important to displays stories in various categories, including

you. The News app aggregates news stories from a Technology, Business, Politics, and Sports. If you are
wide variety of web sources, including the Associated interested in other topics, you can customize News
Press, Reuters, The New York Times, and CNN. to show stories related to those topics.

Get the Latest News

0 Cl]Ck Start (E)' @ Paul McFedries life at a glance Play and explare
Q Click News. o

5
@ raint > e @ i

B2 snipping Tool Calendar Microsoft Edge Groove Music  Movies & TV Xbox
.

™ O (o L 4

Get Started

a=] 23

News OneNote

& File Explorer > Weather

The News app appears. News
9 Cth da Category- 4 =S Va -+ Search

You can also scroll up and PR
down to see the main stories g 8
in each category. A loal

@ Click Menu (=).
© Click Interests.

My News

Videos

Send Feedback

) (% 3 m - Me
ng four marines named lextradition request

smotive Chapo in June
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MNews

The Interests page appears.

To add a new section, click
Add an Interest ().

& Interests +0 SRR
My Interests
Top Stories
All Interests.
Featured
News
Entertainment Offbeat
Lifestyle
Personal Finance
gL Technology Politics
v v
News
é Interests + Cenrdh
il listesss Add an Interest
Top Stories
All Interests. Pluto 0 b4 /0
Featured Pluto
News pluto new horizons 0
Entertainment pluto planet
Lifestyle pluto pictures
Personal Finance pluto probe
Sports Technology pluanim

v

=
>

9781119057154-ch06.indd 137

Can | 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.

The Add an Interest screen
appears.

@ Type the name of the topic that
you want to add.

@ News displays topics that match.

@ Click the topic that you want to
add.

News adds the topic to the
Topics page.

Can | 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

You 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

Track a Stock

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.

@ Click Start ().
© Click Money.

& Snipping Tocl

B sticky Notes

=&l File Explorer

@ Paul McFedries

Life at a glance

®©® =

Movies & TV Kbox

Play and explore

Calendar Groove Music

™ @) (il

Money

= @

OneNate Sperts

Microsoft Edge

2)

Get Started

=]

[ 3]
A

Pecple News

s | 2

‘Weather

The Money app appears.

@ To read the latest financial
information, click a category.

Home

E G

You can also scroll up, left, and
down to see the latest financial
news and data.

© Click Menu (=).
@ Click Watchlist.

Watchlist

Send Feedback

138
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Currencies

Mertgage Calculator

World Markets

Search Quotes

Personal Finance  Real Estate  Careers  Videos 0

fiting-and-couples. Oil Tankers Are F

Raking It In

NASDAQ
S&P 500
FTSE 100

2,097.99 443 MSFT

XOM

Market Watchlist
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Money
4 Home + 0 ]
Today  Watchlist News Investing Personal Finance  Real Estate  Careers  Videos
Fundamentals
Symbol Name Price Change Change%
GOOG Google Inc 533.24 A -2.02 -0.38%
MSFT Microsoft Corp 4510 2 -0.56 -1.22%
XOoM Exxon Mobil Corporation 83.71 Lo -0.24 -0.29%
SPY SPDR® S&P 500 ETF 209.33 S 048 -0.23%
VFINX Vanguard 500 Index Inv 193.89 B2 -0.57 -0.29%
FTSE 100 FTSE 100 6,753.70 J 5402 -0.79%
News from the Web
Money
< Add to watchlist
Add to Watchlist
| goo 4 | el
GO Milan
GO internet SpA Stock
GO Toronto
Maogo Finance Technology Inc Stock
GLDSY
GOLD Alpha Index Index
@GCoY
Gold Commodity
GOOGL NASDAQ
Google Inc Stock
GOOG NASDAQ
Google Inc [ Stock
GG NYSE
Goldcorp Inc Stock

How do | remove a stock from
my watchlist?
Follow steps 1 to 4 to display the
Watchlist screen, click Edit (),
and then click Remove (X))
beside each stock you no longer

want on the watchlist.

9781119057154-ch06.indd 139

The Watchlist screen appears.

© Click Add (+).

The Add to Watchlist screen
appears.

@ Type the stock symbol or name
of the stock that you want
to add.

@ As you type, Money displays
stocks that match.

0 When you see the stock that you
want, click it.

Money adds the stock to the
Watchlist screen.

Note: Your watchlist also appears
on the MSN Finance screen.

Is there a way to keep my watchlist on-screen so that
I can monitor it?

Yes, you can snap Money to the edge of the screen. In
Money, display the Watchlist screen. Now press (+(2) to
snap the window to the left side of the screen. If you prefer
to snap the Money window to the right side, press and hold
() and tap (£ 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 the day’s schedule of upcoming games, and the latest
sports news. The Sports app combines a wide variety  scores from those games. You can also use the Sports
of sports news and information in a single place. app to create a list — called My Favorites — of the

The Sports app’s main screen — called MSN Sports —  teams that you want to follow.
displays the top story of the day, other sports news,

Follow Your Favorite Teams

0 CliCk Start (E) * @ Paul McFedries life at a glance Play and explore
© Click Sports. - & B
= 9 =

Calendar Microsoft Edge Groove Music Movies & TV

™ O

Get Started

B B

News OneNote

[ File Explorer > Weather

The Sports app appears.

O To read the latest sports
information, click a category.

You can also scroll up, left, and
down to see the latest sports
news, schedules, and scores.

© Click Menu (=).

The menu appears.

NHL
Golf
Major League Soccer NBA:draft called Kobe a ra

e Cl.iCk My FaVOﬁteS. GJ NASCAR Sprint Cup

Tennis
ennis pa.  Travelers Cha

. PHI
My Favorites
g [ 4 PIT

Watson
Brown

r—

More Sports
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Sports

é My Favorites +

Favorite Teams

Favorite Sports

(Z) N 6 nea

The My Favorites screen appears.
& =+ Sparts/Teams a Cl.]Ck Add (+).

(I

Sports

% Add to favorites

Add to favorites

The Add to Favorites screen appears.

Q Type the name of the team that you
want to add.

| indiana

© As you type, Sports displays teams

Indianapolis Colts

NFL N
Indiana Pacers

NEA

Cleveland Indians
MLB

Indiana Hoaosiers
NCAA Football

Indiana Hoosiers
NCAA Basketbal

Indiana State Sycamores
NCAA Basketball

India
Cricket

that match.

0 When you see the team that you
want, click it.

Sports adds the team to the My
Favorites page.

e QW C

Q Repeat steps 5 to 7 for every team
that you want to follow.

You can now see news, schedules,

How do | remove a team
from my Favorites list?
Follow steps 1 to 4 to display
the My Favorites section. Click
Edit () and then click
Remove (3X) beside each
team you no longer want to
follow.

9781119057154-ch06.indd 141

and stats by clicking a team in the
My Favorites list.

Can | see more information about a particular sport?
Yes, the Sports app offers information on several sports
leagues, including the National Football League, the National
Basketball Association, Major League Baseball, and the
National Hockey League. For each league, you see the latest
news stories, a schedule of upcoming games, recent results,
current standings, player statistics, and more. To select a
league, click Menu (=) and then click a league in the menu.
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The Food & Drink app enables you to look up a recipe
based on one or more filters such as cooking method,
cuisine, major ingredients, and dietary restrictions.
You can also add your own recipes to the app.

cocktails.

The Food & Drink app gets information from the MSN
Food & Drink site, so you can also use the app to get

Find a Recipe

the latest news on food and nutrition, learn about
cooking tools and techniques, and read about famous
chefs. You can also get information on wine and

@ In the Search box, type food.
© Click Food & Drink.

The Food & Drink app appears.
© Right-click the screen.
The application bar appears.

O To read the latest food- and
drink-related news and
information, click a category.

You can also scroll left and right
to see the latest news.

@ Click Recipes.

142
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Food & Drink
Trusted Windows Store’

Documents

The Jargon of Junk Food.docx - in
Documents

The Food Pyramid.pptx - in Documents

The Jargon of Junk Food.docx - in
Documents

The Food Pyramid.pptx - in Documents
Store
2 Food Run
f& Stand O’ Food® City: Virtual Frenzy HD
Web
A food lion
)9 food network

£ food tv

o5 My stuff

foodl 0

Food & Drink

A
4 L

«1PS & TECHNIQUES

!

WINES
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= Food & Drink

The Browse Recipes screen
appears.

© Click a filter type.
@ Click a specific filter.

Chinese

(€) BROWSE RECIPES

Italian

Cooking Method

Mexican
Course

Thai
Cuisine 0

African
Dietary

American
Difficulty

Asian

Major Ingredients
Australian

Special Occasion
Central/South American

Total Time

Caribbean

Carrot

Cajun/Creole

= Food & Drink 7

@ Food & Drink adds the filter.

@ Repeat steps 5 and 6 to add

(€) BROWSE RECIPES -
other filters to your search.

1 Filter Selected A
.

Cooking Method

Q When you see a recipe you want
to view, click it.

Course

Food & Drink opens the recipe.

Cuisine

French 0 xX
Dietary

Difficulty

Major Ingredients

Special Occasion

k

Total Time Crispy Duck Confit, Broccoli Rabe, Wild Mushrooms, Fren

Sweet and Sour Duck Jus Norn|

Can | save a recipe?

Yes, you can create a collection and add the
recipe to that list. Follow steps 2 to 8 to view
the recipe. Click Add to Collections, click
Create a new collection, type a name, and
then click Add. To view your collections, right-
click the screen, scroll the app bar to the
right, and then click Collections.

9781119057154-ch06.indd 143

How do | add my own recipes to the
Food & Drink app?

Scroll right from the MSN Food & Drink
home page and then click Add a Recipe. In
the Add a Recipe page, use the tabs on the
left — Overview, Photos, Ingredients, Steps,
and Notes — to enter the recipe, and then
click Save.
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Look Up Health

Information

You can use the Health & Fitness app to read the organized into various categories, including Exercises,
latest news stories related to fitness, nutrition, Workouts, Nutrition, and Symptom Checker. You can
medicine, and medical symptoms. also use Health & Fitness to track your diet and

The app’s main page — called MSN Health & Fitness —  Workouts.
displays the latest health news as well as information

Look Up Health Information

@ In the Search box, type health.
@ Click Health & Fitness. S 2]

Store

[l = HealthVault
@ Healthy Meal Recipes
Documents

[ Patient Health Education Seminar.pptx -
in Documents

[] Patient Health Education Seminar.pptx -
in Documents

Music

09 Healthy Sick.mp3
Web

£ healthpartners

/O healthfusion

O healthnet
O e

28 My stuff

health|

The Health & Fitness app e . s
appears.

© From the MSN Health & Fitness : & & &
. ) 6
home page, Scrol.l. lEft and r]ght EXERCISES WORKOUTS NUTRITION A-Z 3D HUMAN BODY
to see the main stories in each

category.
O Right-click the screen.
@ The application bar appears.

© Click Exercises to look up
specific exercises.

@ Click Workouts to locate
workouts based on type, body
part, and more.

weeks
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N
X

WORKOUTS

L | g B o

NUTRITION A-Z 3D HUMAN BODY SYMPTOM CHECKER

Health & Fitness

Cardio Tracker

Symptom Checker

QUICK ACCESS

MSN HEALTH & FITNESS

FITNESS

P

b

3D Human Body POPSUGAR

)
o pum
)
?]—
—

9781119057154-ch06.indd 145

How do I log the calories | eat?

Use the Diet Tracker to enter what you eat. The
Diet Tracker calculates the calories and shows your
daily total. From the app home page, scroll right
and click Diet Tracker. Edit the Target calories
value. Click + Food, search for the food you want
to add, select it, specify the amount, and then
click Done.

@ Click Nutrition A-Z to look up
information in the nutrition
encyclopedia.

Click 3D Human Body to learn
about the human body using 3D
images.

© Click Symptom Checker to look
up symptoms.

€@ Scroll right.

@ Use the trackers to track your
exercise and diet (see the
Simplify It section).

How do | keep a log of my workouts?
Use the Cardio Tracker to enter your
workouts. From the app home page,
scroll right and click Cardio Tracker.
Click + Exercise, search for the workout
type (such as Running), select it, enter
the duration and/or distance, and then
click Done.

145

August 14, 2015 7:54 PM



Set an
Alarm

You can use the Alarms & Clock app to set an alarm You can also use the Alarms & Clock app to set up a
to play at a specific time. You can set up the alarm to timer that counts down from a specified number of
play once or you can have it repeat on specified days. hours, minutes, and seconds, and to run a stopwatch
You can also choose the sound that Windows plays for timing an event.

when the alarm goes off. Note that your PC must be

turned on and awake for the alarm feature to work.

Set an Alarm

@ In the Search box, type alarms.
© Click Alarms & Clock. s .o

Store

K AlarmsClock Free
‘Web

£ alarms

£ alarms pbso

L alarm sim reviews

£ alarmsim

L alarms for apartments

A alarmsaf
O alarms online

O alarms 1

22 My stuff £ web
alarms 4
The Alarms app appears. —
. @ ) © ®
oAlarmS comes W]th a default Alarm  World Clock  Timer  Stopwatch
alarm already added. To modify O 70
this alarm, you can click it and Goodmoming O o

then follow steps 4 to 10.

© You can click On/Off to toggle
the alarm on or off.

© Click New (4).

¥
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Alarms & Clock

Notifications will only show if the PC is awake. Learn more

NEW ALARM

Alarm name

| Conference call 0 |

Time

30 AM |

o -

Repeats

| Only once @ \/l

Sound

| Chimes ﬁ Vl

Snooze time

| 10 minutes @ ~ |

Alarms & Clock - o X
o] % ] ]
Alarm  World Clock  Timer  Stopwstch
7:00 AM
Good morning @ off
Mon, Tue, Wed, Thu, Fri
G 0:0av
Conference call ‘ o

Only once

i)

9781119057154-ch06.indd 147

How do | set a timer?

At the top of the Alarms & Clock app, click Timer and then
click the displayed time to open the Edit Timer window.
Edit the timer name and then use the Duration boxes to set
the number of hours, minutes, and seconds for the timer.
Click Save (). When you are ready to start the timer, click

Play ([>).

0 Type a name for the alarm.
© Set the time of the alarm.

@ Click Repeats and then click
the check box beside each day
you want the alarm to ring

([] changes to [#]).

0 Click Sound and then click a
sound to play.

@ Click Snooze time and then click
the interval the app uses when
you select Snooze.

© Click Save (&).

@ Alarms adds and activates the
alarm.

© To delete an alarm, you can click
Manage (=), and then click
Delete (fij) beside the alarm.

How do | use the
stopwatch?

At the top of the Alarms &
Clock app, click Stopwatch.
Click Play ([») to start the
watch. To get a lap or split
time, click Laps/Splits (F2).
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r you load your images from a digital camera or a scanner,

ad them from the Internet, or draw them yourself, Windows

ith @ number of useful tools for working with those images. In
pter, you learn how to import images from a camera and from a
. You learn how to navigate your pictures, view your images, and
ide show. This chapter includes a number of sections on

ing photos and repairing photo problems, including adding

and cropping and rotating images. You also learn how to delete
print photos, and take a picture with your PC’s camera.

X

Brightness

©

-28
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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

@ Plug in your camera or memory NERR - o X
Home Share View ~ @
storage card reader. 2 g b LB X = % [ Bor B
. . L W Copy path - 7 Edit 51 Select none
Note: If you see a notification, SR T R T e T
click the notification and then e e e
Sk’p to Step 5- 7+ Quick access ~ Frequent folders (5)
. . Documents  # Documents Pictures
© Click File Explorer (). I i =
Allan Gardens o+
© Click This PC. - | e B e
/@ OneDrive Videos
& I This PC i Thisbe
= Network
«4 Homegroup > Recent files (12)
17 items =
= () m .2
File Explorer displays a list of the CIERRIECT - 8 X
Computer View ~ @

devices attached to your PC.
e Right-click your digital camera.

© Click Import pictures and
videos.
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M e = P e W=

& Uninstall or change a program
{84 System properties

Properties Open Rename  Access Map network Add a network  Open
media~  drive~ location Settings [0l Manage
Location Network System
« v« A E s ThisPC » v @&  Search This PC Lo
#F Quick access > Folders (6)
Documents  # , Devyices and drives (3
&) Pictures * = _ LocalDisk(C)
Allan Gardens | ! Canon EOS 60D K
] Open GB
b Music Open in new window
B videos g DVD Drive (D2) Pin to Quick access
¢ OneDrive Pin to Start
= This PC Import pictures and videos 0
Create shortcut
¥ Network
Properties
*& Homegroup
Qitems 1 item selected ==
= ] [ :: |
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[l Import Pictures and Videos

26 new pictures and videos were found

(O Review, organize, and group items to import

&@ Import all new items now

| Garden Shoty

7

#3) Add tags

More cptions

Y
Home

*

Pin to Quick Copy
access

«

st Quick access
[ Documents

[&] Pictures

B Music
& Videos
@ OneDrive
@ This PC
o Network
»& Homegroup

26 items

= | Imported Pictures and Videos

« M [L} s Imported Pictures and Videos

Allan Gardens

a x
Share View ®
u 5 cut X r Open HH setect all
wal Copy path = o - Edit Select none
Paste Move Copy Delete Rename | New Properties
[7] Paste shortcut | ¢, R 5 folder o History £ Invert selection
Clipboard Organize Ne Open Select

v O Search Imported Pict... @

~ 2015-07-17 Garden Shots (C:\Users\paulm\Pictures) (26) &
»

»*

A S

Garden Shots

Garden Shots
001.CR2 002.CR2 003.CR2 004.CR2

f - g e

- . 3 [}
§ tos \i\“ %} - o
T e, A

Garden Shots

Garden Shots

005.CR2

Garden Shots. Garden Shots Garden Shots Garden Shots
006.CR2 007.CR2 008.CR2 009.CR2

010.CR2

—
e A i

i 180F
BN 7

©
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The Import Pictures and Videos
dialog box appears.

@ Click Import all new items now
(O changes to @).

0 Type a name to use for the
import.

© Click Import.

Windows imports the photos.

When the import is complete,
File Explorer displays your
imported photos.

() The Photos app stores the
imported photos in your Pictures
library in a folder named after
today’s date.

How can | 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 You can use a scanned image in many ways. For
image by using a document scanner, or the scanner example, you can scan a photo to email to friends or
component of an all-in-one printer. The scanner publish on a web page. You can also scan a logo or
copies the image to your computer, where you can other image to use in a document.

then store it as a file on your hard drive.

Scan an Image

@ Turn on your scanner or all-in-one
printer and position a photo or
other image on the scanner bed.

© In the Search box, type scan. Bl < vincovs faxanascan

. _ & EPSON Scan
e Cth Scan. A . o sen Settings
Folders
Scans
Settings
@ Printers & scanners
& View scanners and cameras

El Change advanced color management
settings for displays, scanners, and

store

[ Total Virus Scanner

B HP Scan and Capture

58 My stuff £ web

scan

The Scan window appears. =g s - O x
0 Use the File Type list to select the
file type you want to use for the Scan

scanned image file.
© Click Show more.

XP-810 Series

A
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= Scan

Scan

Scanner

XP-810 Series

File type

Resolution (DPI
100 (Default)

7

O x The Scan window displays extra

settings.

Q Use the Color Mode list to select
a mode that matches your image:

Color, Grayscale, or Black and
White.

ﬂ 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.

= Scan

Scan

XP-810 Series

File type

9781119057154-ch07.indd 153

How do | view a picture | 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.

D x O A preview of the scan appears

here.

Q Click and drag the corners of the
rectangle to set the scan area.

@ Click Scan.

Windows scans the image.

What other methods can | 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

Before you can work with your images, you need to To get more out of the Pictures library, you need to

view them on your PC. You do that by using the know not only how to open it, but also the basic
Photos app to open the Pictures library, which is a techniques for opening any albums that you have
special folder designed specifically for storing stored in the library.

images.

Navigate the Pictures Library

€@ Click File Explorer ().

The File Explorer program

.ndo a ears Home  share  View ~ @
window appears. , e
> X cut - - ) New item g Open
» c e B X = s «
= Copy path S FEasy access 2 Edit
. . PintoQuick Copy Paste Move Copy | Delete Rename New Properties Select
Cl"ck P'l Ctures. access [2] Paste shorteut | 1o~ 1o - folder b History  mode -
Clipboard Organize New Open Select
+ > Quick access » v & | Search Quick access r
Quick access 4 Frequent folders (3)
[ Desktop * - Desktop \]/ Downloads
This PC This PC
% Downloads ~ # * +
L Pictures pictures
@ OneDrive e ThisPC
& This PC & Recent files (20)

& FLASH DRIVE (F;)
B Network

=4 Homegroup

23 items |:EE
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The Pictures library appears.

Home Share View ~ @
» = R , X =f | Q B | [ Bowe O Items with folder icons are
W Copy path <A 4 FEasyaccess - 2 Edit
Pinto Quick Copy Paste _ Move Copy Delete Rename = New Properties Select
access [E] Paste shortcut g to - folder - ‘B History  mode ~ su bfo l_der's.
Clipboard Organize New Open Select

L3 ~ /M [& > ThisPC » Pictures > Search Pictures P

© Items without folder icons are

v|&
v Quick access A ] . . . .
individual images.
I Deskiol * i
= -7 B N-NEE

| raws e Double-click a subfolder.

2015-07-17 2015-03-31 Allan Gardens Camera Roll Lake District Scans
> @ OneDrive Garden Shots Butterfly
Conservatory
> I8 ThisPC .
D - - - - - - 0
> @ Network 201501 201501 201501 201501 201501 201501
11.0872,jpg 11.0920,pg 11.0982,jpg 11_0883.jpg 11.0884pg 11.09%0pg

> f Homegroup

12 items
File Explorer displays the
Home Share View Manage ~ @ bf l_d r, .
= . e L subfolder’s images.
* ‘J W Copy path <A A > Lh £7) Easy access = Lj 2 Edit
Finto Quick Copy Paste _ Move Copy  Delete Rename = New Properties Select
access [E] Paste shortcut |t~ 1o - folder ~  ldyHistory  mode~
Clipboard Organize New Open Select
« « M [ 5 ThisPC » Pictures » 2015-03-31 Butterfly Conservatory v B | Search 2015-03-31 Butterfly C.. £
P
Quick access §
I Desktop *
¥ Downloads &
& Pictures Sy
Seans Butterfly Butterfly Butterfly Butterfly Butterfly
C y C y Conservatory Consenvatory Conservatory
002JPG 003.PG 004JPG 005.0PG 006.JPG
@ OneDrive
& This PC
& FLASH DRIVE (F) \
o
B Network A s |
Butterfly Butterfly Butterfly Butterfly Butterfly Butterfly
& Homegroup nservatory y y nservatory Conservatory Conservatory
007.0PG 008JPG 009.PG 010JPG 011.JPG 0120PG
2 ! Al
Butterfly Butterfly Butterfly Butterfly Butterfly Butterfly
c y c @ Conservatory Consenvatory Conservatory
013G 014JPG 015.0PG 016JPG 017.PG 012G 5

42items =

wpd

o= 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
Picture library, it is not the only way. An alternative method is to use the

Photos app, which you launch by clicking Start (E) and then clicking Photos.
You can then use the icons on the left to view the pictures by collection (&)

or by album (I&). See the next section, “View Your Images,” for more
information.
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View
Your Images

If 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

View Your Images

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 Individual Images

o In File Explorer, open the folder
that contains the images you
want to view.

Home

*

- A

Quick access
M Deskiop
4 Downloads

Note: See the previous section,
“Navigate the Pictures Library,”
for details.

@ Double-click the first image
that you want to view.

& Pictures

Scans
4@ OneDrive

&) This PC

(R Network

+# Homegroup

42 items

= X cut

Pinto Quick Copy Paste
ccess

Clipboard

&» FLASH DRIVE (F:)

Picture Tools

Share  View Manage

[ New item ~
£ Easy access +

< =b

Delete Rename

W

New
folder

I 2 g open
A Edit

Praperties

Move Copy
to

i Copy path
= e Select
[3] Paste shorteut €D History  mode -

Organize New Open Select

» ThisPC » Pictures » 2015-03-31 Euttarﬂy[nnservatury

Butlerﬂy Buttarﬂy Buttarﬂy Butterﬂy
¥

Search 2015-03-31 Butterfly C... 0

*
b d

Y Y
MSJPG MEJPG

N ; i
Butterfly Butterfly Butterfly Butterfly Butterfly Butterfly
C C C C C C

007JPG

008JPG 009.JPG 010JPG 011JPG

~ 1%

Butlerﬂy Buttarﬂy Buttarﬂy

012JPG

Butterfly Butterfly Butterfly
C C

(e
013JPG 014JPG OWSJPG OWEJPG m'HPG 018JPG

The image appears in the
Photos app.

© Click the right-pointing
arrow ( ») to scroll right.
The Photos app displays the

next screen of images from the
album.

Q 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 (3 to see the
next image and [ to see the
previous image.
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View Images by Collection or
Album

@ Click Start ().
© Click Photos.

Get Started

The Photos app appears.
© Click Collection (Ez).

@ Alternatively, you can click
Albums (&) to view your
pictures by album.

Q Scroll up and down to view your
images by collection or album.

Can | 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 Alternatively, you can view a slide show of images
can easily view multiple photos by running them in a  using the Photos tile on the Start menu. This slide
slide show. You can run the slide show from within show uses recent images from your Pictures library.

the Photos app. The slide show displays each photo
for a few seconds and then automatically moves on
to the next photo.

Start a Slide Show |

In the Photos App

COLLECTION

@ In the Photos app, display the
collection or album that contains
the photos you want to display
in your slide show.

Q Click the first image you want to
display in the slide show.

Photos opens the image.

Q If you do not see the application
bar, click the screen.

The Photos application bar
appears.

@ Click Slide show (@).

The Photos app begins the slide
show.
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On the Photos Tile

€@ In the Photos app, click
Settings (().

\
|
1
4
;
3
-

f:’*‘

Photos The Settings window appears.

SETLNE Q In the Choose What to Show
on the Photos Tile list, select

Viewing and editing Recent photos

Au enhance my photo:

: ancements are 0o The next time that you display
the Start screen, the Photos tile
displays a slide show of recent
images from your Pictures library.

Choose what to show on the Photos tile.

Recent photos

Sources

o p— Can | 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 brightness, contrast, color temperature, tint, and
photos and other images. When you open an image saturation. You can also correct any of these

in Photos, the application bar offers a number of elements manually, as well as remove red eye and
tools for repairing various image attributes. hide photo flaws.

The easiest way to repair an image is to use the Auto
Fix tool, which automatically adjusts an image’s

Repair an Image

Repair an Image Automatically

Sunday, January 11, 2015

@ In Photos, display the image you
want to repair.

If you do not see the application
bar, click the screen.

Photos displays the application
bar.

© Click Auto fix ().

Photos repairs the image < oo
a UtO m at_ica uy. Sunday, January 11, 2015
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4 Photos

Saturday, March 28, 2015

©

Basic fixes
ilters

g

® @ @
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How do | 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.

CHAPTER

Working with Images

Repair an Image Manually

@ In Photos, display the image you
want to repair.

Q If you do not see the application
bar, click the screen.

Photos displays the application
bar.

© Click Edit ().

Photos displays the image
editing tools.

Q Use the tools to repair the image
as needed.

© Click Save ([=]).
Photos saves your changes.

O If you prefer to leave the
original as is, click
Save a Copy ([E]) instead.

Can | 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

You can use Photos to enhance the look of an image  photo. The Selective Focus effect enables you to
by applying one or more of the effects offered by the select a custom circular or elliptical area of the

Photos app. photo that remains in focus while the area outside
The Vignette effect darkens the edges and corners  the selection gets blurred. This enables you to

of the photo, which adds a natural frame around really attract the viewer’s eye to a particular part of
the image and draws attention to the rest of the the photo.

Add a Photo Effect

Display the Effects

Q In Photos, display the image you
want to repair.

If you do not see the application
bar, click the screen.

The application bar appears.

© Click Edit ().

Photos displays the image
editing tools.

O Click Effects.

@ Click the effect you want to
apply:
@ You can click Vignette to apply
the Vignette effect. In this case,

proceed with the subsection
“Apply a Vignette Effect.”

@ 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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&

Effects

Color
©
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How do | 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.

CHAPTER
Working with Images

Apply a Vignette Effect

@ 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

Move the mouse ([}) inside the
selective focus area ([y changes
to ).

Q Drag the selective focus area to

the portion of the photo that
you want to remain in focus.

© Click Apply (%).
@ Click Save ([&]) (not shown).

Photos saves your changes.

Can | 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 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

If you have an image containing elements that you do  Cropping is a useful skill to have because it can help
not want or need to see, you can often cut out those give focus to the true subject of a photo. Cropping is
elements. This is called cropping, and you can do this  also useful for removing extraneous elements that
with Photos. When you crop a photo, you specify a appear on or near the edges of a photo.

rectangular area of the photo that you want to keep.

Photos discards everything outside the rectangle.

Crop an Image

@ In Photos, display the image you
want to crop.

Saturday, March 28, 2

If you do not see the application
bar, click the screen.

The application bar appears.

© Click Edit (7).

Photos displays the image
editing tools.

@ Click Basic fixes.
© Click Crop.

ight

&

3
I3

i@ 1@
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Photos displays a cropping
rectangle on the photo.

Q 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 ([=]).
Photos saves your changes.

O If you prefer to leave the
original as is, click
Save a copy ([E]) instead.

@

asic fixes
ilters

3
#

HOMIO)

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 (mmE). Click the ratio you want to use, such as 4 x 6 or 5 x 7.
Repeat steps 7 and 8 to apply and save the cropping.

165

9781119057154-ch07.indd 165 August 14, 2015 7:58 PM



Rotate
an Image

You can rotate and straighten an image using this problem, you can use Photos to rotate the photo
Photos. Depending on how you hold your camera so that the subject appears right-side up. You can
when you take a shot, the resulting photo might rotate a photo either clockwise or counterclockwise.

show the subject sideways or upside down. To fix

Rotate an Image

Q Open the image you want to
rotate.

Tuesday, June 17, 2014

If you do not see the application
bar, click the screen. 1

The application bar appears.

© Click Rotate (@) until the image
is the way you want it.

Photos saves your changes.

Tuesday, June 17, 2014
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Delete
an Image

The images that you create may not always turn out  less pleasant. You can prevent that from happening
perfectly. A photo may be blurry, or an edited image by deleting an image you no longer want to work
may not turn out the way that you want it to. with or view. You can delete a single image or
When you are viewing an album or watching a slide ~ multiple images with a single command.

show, having a bad image can make the experience

Delete an Image

BE @ Open the image you want to
Sunday, January 11, 2015 Y detete

If you do not see the application
bar, click the screen.

The application bar appears.
© Click Delete ([j).

Photos asks you to confirm the
Sunday, January 11, 2015 i ° deletion .

e Click Delete.

Photos deletes the selected
image or images.

This item will be deleted.
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Print

an Image

You can print an image from the Pictures library, or ~ You can print a single image or multiple images. If
from any subfolder in the Pictures library. When you  you work with multiple images, you can print them
activate the Print command, the Print Pictures dialog individually or print two or more images per sheet.
box appears. You can use this dialog box to choose a

printer and a layout, and to send the image to the

printer.

Print an Image

0 Open the image you want to
print.

© If you do not see the
application bar, click the
screen.

The application bar appears.
© Click More (em).

Photos displays more >
comman ds Saturday, March 28, 2015

@ Click Print.

168

9781119057154-ch07.indd 168 August 14, 2015 7:58 PM



CHAPTER

Working with Images

Butterfly Conservatory 043.0PG - Print

Printer

51 EPSON XP-810 Series on BIGE v

Copies
6 .
Orientation

Portrait

Color mode

Color

x The Print pane appears.

O Photos displays a preview of the
printout.

Q Click s and click the printer you want
to use.

Q Select the number of copies you want.

ﬂ Click s and select the orientation of
the photo.

Butterfly Consenvatory 043.JPG - Print

Printer

55 EPSON XP-810 Series on BIGL

Copies
1

Orientation

Portrait

Color mode

Color

9781119057154-ch07.indd 169

Cancel

Which orientation should

| 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.

x O If you want to set extra options such
as the paper size, paper type, or
printout quality you prefer, click
More settings.

© Click Print.

Photos sends your image to the printer.

What type of paper should | 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

If your PC comes with a built-in camera or if you The Camera app also gives you the option of

have an external camera attached to your PC, you recording a video. The Camera app stores each photo
can use the camera to take a picture of yourself, or video in a new album called Camera Roll, which
someone else, your surroundings — anything you appears in your Pictures library.

want — using the Camera app.

Take a Picture with Your PC Camera

o In the taskbar’s Search box, type

camera. ﬁiﬁihﬁaw

@ Click Camera. - R

& View scanners and cameras

Folders
Camera Roll - in Pictures
& Camera Roll - in Pictures
Store
- Retro Photo Camera
& Webcam Security Camera
Web
P camera
P cameran eubanks
2 camera ready cosmetics

P camera reviews

58 My stuff 2 web
camera|4
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?

© 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, click
More (em) and then click
Settings.

@ When you are ready to take the
photo, click Photo (f).

@ If you want to record a video
instead, click Video (mm).

9781119057154-ch07.indd 171

The Camera app takes the photo
or starts the recording.

© If you are recording a video,
click Video (mm) again when you
are finished.

The Camera app saves your photo
or video.

I accidentally clicked Block
when | first started the
Camera app. How can |
change this?

Click Start (FF]) and then click
Settings. Click Privacy and
then click the Webcam tab.
Click the 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 Settings and then open the Resolution
list in the Video section. The default resolution is 640 x 480,
but you can select a smaller resolution such as 320 x 240.
Similarly, the default frame rate is 30 frames per second
(fps), but you can switch to a frame rate of 15fps or 12fps
to save space.
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Albums
2 Artists
JJ Songs

Wi Now playing

+  New playlist

= Walking Tunes

@ Paul McFedries

@ Get music in Store »

i Gimme That

Beautiful Dawn

Civil Twilight

The Wake Up Song

Body of Work

Welcome Home

(Not) Super:

Ain't No Rest for the Wicked

Walking Tunes

35 songs in playlist « 2 hr 5 min

> play - addto ¢F Rename

The Wailin Jennys

The Weakerthans

The Submarines

The Mynabirds
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Cage the Elephant
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Import Videos
from a Digital Camera

You can import videos from a digital camera and save To perform the import directly from your digital
them on your computer. If your camera stores the camera, you need a cable to connect your camera to
videos on a memory card, you can also use a memory your PC. Most digital cameras come with a USB cable.
card reader attached to your PC to upload the digital ~ After you have the digital videos on your system, you
videos from the removable drive that Windows sets can view them.

up when you insert the card.

ImportVideos from a Digital Camera

@ Plug in your camera or memory CIEERE - oo
Computer View v @
storage card reader. . 5> -t e 6] [mamere 5
Note: If you see a notification, i M
click the notification and then skip Seawes Documert
Allan Gardens  #
to Step 5- B Music ‘ Downloads J’ Musi
. . & Videos
© Click File Explorer (). @ oneine i P g
: : LJWEEE ~ Devices and drives
© Click This PC. 3 PR Deveesand o ‘3)?
=¥ Networl - Local Disk (C:)
-4 omearoun ﬂ Apple iPhone ==

File Explorer displays a list of the
devices attached to your PC. B 000 )

e Right-click your digital camera.

© Click Import pictures and videos.

Sitems 1 item selected =]

The Import Pictures and Videos dialog
box appears.

. . . 636 new pictures and videos were found
@ Click Review, organize, and group

'itemS to import (D ChangeS to @). w@ﬂeview, organize, and group items to import
() Import all new items now

@ To make sure your videos are imported
into the Videos library, click More

options and follow the instructions in
the first Simplify It tip.
@ Click Next. More options e}y
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Vour picturs

[ Select all :

Select the groups you want to import

3items selected ip2 groups

& grouped by date and time. Each group will be saved to a different folder.

O-

-
[ Lake District -
6/22/2014, 6:23 AM

*7) Add tags View 1 item

| Enteraname -
6/21/2014, 8:48 PM

*7 Add tags View all 2 items

[l Belgium .
6/20/2014, 10:36 AM to 2:46 PM
%7 Add tags

v

~ Collapse all

More optiens

Adjust groups:

Back Impert @

Home

Quick access
i Desktop
') Documents
& Downloads
2 Pictures

| Documents
£& OneDrive
& ThisPC

B Network

=% Homegroup

Jitems

Share

<« PR NI

View

Imported Pictures and Videos v O

4 2015-04-10 Belgium (C\Users\Paul\Videos) (2)

LI T R Y

Belgium 001 Belgium 002

4 2015-04-10 Lake District (C\Users\Paul\Videos) (1) 0

Lake District 001

Search Imported Pictures and ... 2

&= ]

pd

© ==

>
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How do | ensure my videos are
imported into the Videos library?
Follow steps 1 to 5 to open the
Import Pictures and Videos dialog
box and then click More options.
Click the Import videos to » and

then click Videos. Click OK.

CHAPTER
Working with Multimedia

Windows displays the photos and
videos that are on your camera.

@ Videos are indicated with a
filmstrip graphic.

@ Click each video that you want
to import ([[] changes to [#]).

@ If a group contains both photos
and videos, click the group’s
View all link, and then click just
the videos (] changes to [+1).

Q Type a name for each video
import.

€@ Click Import.

Windows imports the videos.

© When the import is complete,
File Explorer displays your
imported videos.

@ Windows stores the imported
videos in a folder named after
today’s date.

How can | get my imported videos to appear in the
Movies & TV app?

In the Search box, type movies and then click the Movies
& TV app. Click Settings (4g}), click Choose where we
look for videos, and click Add (gg). Click the folder that
Windows created when you imported your videos, click
Add this folder to Videos, and then click Done.
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Navigate the
Videos Library

Before you can work with your videos, you need to To get more out of the Videos library, you need to know
locate them on your PC. You do that by using the the basic techniques for opening any videos that you
Movies & TV app to open the Videos library, which is  have stored in it. If you are looking for commercial

a special folder designed specifically for storing movies or TV shows, you can also use the Movies & TV
digital videos, movies, and TV shows. app to buy or rent a movie or to buy a TV show episode.

Navigate the Videos Library

@ Click Start ().
© Click Movies & TV.

Movies & TV

(i

1
The Movies & TV app loads. Movie TV
© Click Menu (=). &= Videos
O Click Videos. EX p|  roides
O 1V U

00 Videos
O

Cottage

Videos

\a

Bear Belgium Butterfly It's

| Downloads

176
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Movies & TV

= Videos
p Folders
: 0 ©

Cottage

Videos

N

Belgium Butterfly It's Raining Cats

The Movies & TV app displays the
videos on your PC.

If the Video library contains one
or more folders, click a folder.

Long Point

Videos

Lake

At the Cottage

=

@ The Movies & TV app displays the
digital videos in the selected
folder.

© You can click Back («) to return
to the previous section of the
Movies & TV app.

How can | get my Camera app videos to
appear in the Movies & TV app?

Open the Movies & TV app, click Settings (45}),
click Preferences, click Choose where we
look for videos, click Add (gg), select the
Pictures folder, click Camera Roll, click Add
this folder to Videos, and then click Done.

9781119057154-ch08.indd 177

How do | get movies and TV shows?

Click Start () and then click Store to open
the Store app, and then click Movies & TV.
Click a movie or TV section heading (such as
New Movies or Featured TV Shows); locate
the movie, TV show season, or TV show
episode; and then click either Buy or Rent.
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Watch
a Yideo

After you know how to use the Movies & TV app to screen on your PC, so you get the best viewing
navigate your Videos library, as shown in the previous experience. When you have the video playing, you
section, “Navigate the Videos Library,” you can use can pause and restart the playback, and you can use a
the app to select and play a video that you have on special tool called the scrubber to quickly fast-forward
your PC. The Movies & TV app plays the video full or rewind the video to the spot that you want.

Woatch aVideo
Start a Video p—— . =

@ In the Movies & TV app, locate = Videos
the video you want to play. -
@ Click the video. i} 0O

Cottage

Videos

It's Raining Cats Long Point

The Movies & TV app begins
playing the video.

It's"Raining. Cats!
Feline Frolics in the '"Hood

\
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Control the Video Playback
€@ Click the screen.

The Movies & TV app displays the
playback controls.

@ You can click Pause (]|) to stop
and restart the playback.

© You can click and drag the
scrubber to rewind or fast-
forward the video.

@ You can click the timeline to
jump to that position in the
video.

0:01:20

0:07:21

9781119057154-ch08.indd 179

How do | play a movie or TV show that | 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 (FJ) and then click Movies & TV to open the
Movies & TV app. To watch a movie, click Menu (=), click Movies, and then

click the movie you want to view. To watch a TV show, click Menu (=), click
TV, and then click the episode you want to view.
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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.

Play a Music CD

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

0 Insert a music CD into your
computer’s optical drive.

@ Windows displays an audio CD
notification.

Q 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

(C) changes to ®) and then click
Finish.

180
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The Windows Media Player Now
Playing window appears and
begins playing the audio CD.

Skip a Track

@ Click Next (») to skip to the
next track.

© Click Previous (i) to skip to the
previous track.

O

Human Highway

L

-

1

Pause and Resume Play

@ Click Pause ().

Windows Media Player pauses
playback.

@ Click Play (©).

Windows Media Player resumes
playback where you left off.

Can | change the CD’s audio levels? Can | display something other
s Yes, Windows Media Player has a graphic equalizer than album art during playback?

component you can work with. To display it, right-click Yes. Right-click the Now Playing

the Now Playing window, click Enhancements, and then | window and then click

click Graphic equalizer. To choose a predefined set of Visualizations to see a list of

levels, click Default and then click a preset value such visualization categories. Click a

as Rock or Classical. Alternatively, you can use the category and then click the

sliders to set your own audio levels. visualization you want to view.

=
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Play a
Music CD (continued)

You can use the playback buttons at the bottom of playing the CD. Windows Media Player also offers the
the Windows Media Player library to control how a CD  Shuffle feature, which plays the CD’s tracks in

plays. For example, you can easily switch from one random order. If you want to learn how to import
song to another on the CD. You can also use the music from the CD to Windows Media Player, see the
Repeat feature to tell Windows Media Player to start ~ next section, “Copy Tracks from a Music CD.”

the CD over from the beginning after it has finished

Play a Music CD (continued)

Stop Play

e Click Stop (.). Human Highway
Windows Media Player stops
playback.

If you click Play (&) after
clicking Stop (), the current
song starts over again.

8 » AL
© Click Switch to Library (@) to T e
open the Windows Media Player B e .||’_ LV L
library window.
The WindOWS MEdia Pl-ayer OO i Moady Motaryele [E) Comey | Bm | osmc
library window opens. Organize v Stieam v  Createplaylst v @$RpCD  Ripsettings = %2+ [Search o -@
Album # Title Length  Rip status Contributing artist
Play Another song @Paul.McFednE; Audio CD (E)
Enay\.ms - =g Moody Motorcycle 1 The Sound 2:45 Human Highway
. . 3 b Human Highway [y 2 All Da 3:33 Human Highway
@ In the details pane, double-click & anse O e § s = e
the song you want to play. e * i e e = by
. ) 2eneE ~ail Tk 5 Sleep Talkin Human Highwa:
3"“’5‘“ 6 Mo:dyMotircyde @ Human H\:hw;
. . . =) Pictures v eacl luman Highwar
Windows Media Player begins B othermed e = T
: () Moody Motorcycle { 9 Pretty Hair 346 Human Highway
playing the song. . e
[ Other Libraries 1? ;misifilgighthousa.” 315: :uman :;:wa;
O This area displays the current L T |eiies p i
song title, the album title, and g e
the song composer (if one is bl
listed). P it
&»E Jim Guthiie Nicholas T.. 1032 3 ©O | B (e | ol — H
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OO + Moody Matorcycle (E) Play i Syne

Organize ~  Sigeam v Createplaylist ~ &$RipCD  Rip settings ~ °= ~ [search o ~l@
Album #  Title Length | Rip status Contributing artist
B Paul McFedries Audio CD (E)
] Playlists Moody Motorcycle [#] 1 The Sound 245 Human Highway
v Jd Music Human Highway ~ [7] 2 All Day 333 Human Highway
L Artist Alternative 3 Get Lost 353 Human Highway
© Album o (=) 200 4 What World 334 Human Highway
(© Genre S 5 Sleep Talking 335 Human Highway
£ Videos 6 Moedy Motorcycle ERT) Human Highway
[=] Pictures 7 My Beach 255 Human Highway
El Other media 8 Ode to Abner 200 Human Highway
(=) Meody Motorcycle 9 Pretty Hair 346 Human Highway
10 Vision Failing 317 Human Highway
[ Other Libraries 11 Duties of a Lighthouse .. %51 Human Highway
[ pmcfedries@gmail.c 12 | Wich | Knew 304 Human Highway

[ winglbooks®live.co
[ winglbooks2@live.c
[ ricketts (Ioftpc)

[ Karen (Ioftpc)

[ Karen (kerensnewpc
[ Greg (loftpc)

[ Paul (pauls6dbitpc) ?

Vo : 5 ; =
E Moody Matorcycle o & O | B (M4 Pl H —&— | H=N

OO » Moody Motorcycle (E:) Play Bumn Sync

Organize v  Stream v Cresteplaylist v &4 RipCD  Rip settings + =~ [Search Lo -l@
Album # Title Length  Rip status Contributing artist
B Paul McFedries Audio CD (E)
2] Playlists Moody Motorcycle [#] 1 The Sound 245 Human Highway
v 43 Music Human Highway 2 AlDay 333 Human Highway
L Artist Alternative 3 Getlost 353 Human Highway
© Album i (=) 2008 4 What World 334 Hurnan Highway
@ Genre T PX ek ekalte 5 Sleep Talking 335 Human Highway
[ Videos @ & Moody Motorcycle 31 Human Highway
=l Pictures 7 My Beach 255 Hurnan Highway
[#) Other media 3 Ode to Abner 2:00 Human Highway
() Moody Motorcycle | 9 Pretty Hair 346 Human Highway
Visien Failing 317 Human Highway
[ Other Libraries Duties of a Lighthouse .. 3:51 Human Highway
[* pmcfedries@gmail.c 12 IWish|Knew 3:04 Human Highway

[ winB1books@live.co
[ winB1books2@live.c
[ ricketts (loftpc)

[ Karen (loftpc)

[ Karen (karensnewpc
[ Greg (loftpc)

[ Paul (paulséabitpc) ?
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e Repeat the CD

@ Click Turn Repeat On (D).

Windows Media Player restarts the
CD after the last track finishes

playing.
Note: To turn on Repeat from the
Now Playing window, press (&) +ED.

Play Songs Randomly
® Click Turn Shuffle On (12).

Windows Media Player shuffles the
order of play.

Note: To turn on Shuffle from the
Now Playing window, press (&) + ).

Jim Guthrie; NicholasT... 0043 ( & © | m (M@@ » —e— ) H-N

jd

o pum Why does my details pane not list the Can | keep the Now Playing window in

> song titles? view at all times?

Y Windows Media Player tries to gather information | Yes. You can configure the Now Playing
about the album from the Internet. If it cannot window so that it stays on top of any other
ascertain song titles, it displays track numbers window that you have open on your
instead. To add your own titles, right-click each desktop. Right-click the Now Playing
song title you want to change, click Edit, type window and then click Always show Now
your text, and press [Z151. Playing on top.
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Copy Tracks
from a Music CD

You can add tracks from a music CD to the library in ~ You can either rip an entire CD directly from the Now
Windows Media Player. This enables you to listen to Playing window, or rip selected tracks using the

an album without having to put the CD into your library. You can also use the tracks to create your
optical drive each time. The process of adding tracks ~ own playlists and to create your own custom CDs.
from a CD is called copying, or ripping, in Windows.

Copy Tracks from a Music CD

Rip an Entire CD Using the Now o

Playing Window

Fleet Foxes

o Insert a CD into your computer’s
optical drive.

The Now Playing window appears.

© Click Rip CD ([@).

Windows Media Player begins
ripping the entire CD.

Rip Selected Tracks Using the

. 3
L|b|‘ary () » PestFom @) Play |
. Orgenize v  Stresm v  Cresteplaylit = &$RipCD  Rip seftings + 9= = [Search Lo -l@
@ Insert a CD into your computer’s o e R T T
. . ) Paul McFedries Audio CD (E)
0pt1cal dnve’ (N Blayis i) Flect Fores b1 SunitRises am Fleet Foxes
- = e . P e i,
If the NOW Pl’ay.lng W]ndOW 8 Album T 4 Tu:engountamPeasant 329 Fleet Foxes
s 3 © Genre pTD i eh ok 5 QuietHouses T L
appears’ C|'1Ck SW]tCh to & Videos 6 HeDoeswtknowWhy 320 Fleet Foxes
1 S Pictures 7 Heard Them Stirrin 302 Fleet Foxes
L1brary (E)' gm“efmed‘a &D 2 YourProtector . 410 Fleet Foxes
. . . Billeetianes(E) 9 Meadowlarks 312 Fleet Foxes
OW]ndOWS Med]a Player d]splays a i 10 BlueRidge Mountains 426 Fleet Foxes
. er Libraries & 11 Oliver James 324 Fleet Foxes
list of the CD’s tracks. e
[ winglbooks@live.com (i
. B winglbooks2@live.com (
@ Click the CD tracks that you do not P i é
Karen (Ioftpc)
want to copy ([v] changes to []). P
Greg (Ioftpe)
. " [ Paul (paulsbabitpc)
© Click Rip CD. g
m Fleet Foxes ozl % O | B [lee ﬂ@l o —e— ) HS

184
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Windows Media Player begins

[ pmcfedries@gmail.com
[ winglbooks®live.com (I
[ wing1books2@live.com (
[ ricketts (Ioftpc)

[ Karen (Ioftpc)

[ Karen (karensnewpc)

[ Greg (loftpc)

[ Paul (pauls6dbitpc)

.
OO ¥ Fleet Foxes (E) Play Burn Sync copy]ng the track or t]’aCkS,
Organize v  Stream +  Createplaylist ~ () Stoprip  Ripsettings ~ °= ~ [search o ~@
s I Length | Ripsoas ibuting. © The Rip Status column displays
B Paul McFedries Audio CD (E) 1
[2] Playlists B ] Fleet Foxes Eh 1 Sun It Rises 3 Ripped to library ~ Fleet Foxes the COpy progl’eSS.
v J3 Music Lf White Winter Hymnal 2.7 Ripped to library  Fleet Foxes
@ Artist 3 Ragged Wood 507  [Wipping(50%) | Fleet Foxes
© Album 4 Tiger Mountain Peasant... %20 Pending Fleet Foxes
& Genre 5 Quiet Houses 332 Pending Fleet Foxes
& Videos 6 He Doesn't Know Why 3:20 Pending Fleet Foxes
[=] Pictures 7 Heard Them Stirring 302 Pending Fleet Foxes
El) Other media =] Your Protecter 410 Fleet Foxes
() Fleet Foxes (E) 9 Meadowlarks 312 Pending Fleet Foxes
10 BlueRidge Mountains  4:26 Pending Fleet Foxes
[ Other Libraries Ll 3! Oliver James 324 Fleet Foxes

-~ : 7 = g B
Robin Pecknold [Comp... 01:43 [ & O B | Phl) # —& — | @ Ripping: Ttracksremai.. =

OO b Fleet Foxes (E)

@ After each file is copied, the Rip

Ply Bun || sme Status column displays a Ripped
Organize ~ Stream v  Createplaylist v @ fipCD Rip settings ~ %=~ [Search L@ .
Album B = Title Length  Rip status Contributing... to L1brary message.
D Paul McFedries Audio €D (E) .
& Playists BRN Fectfos 1 sunitiss 31 Rppedtolbuay FleetFores © The copy is complete when all
¥ Jd Music T ] 2 White Winter Hymnal 57 Ricpuli i) | P Foss .
s haic: = 5 @R‘ppedm.m sl the tracks you selected display
© Album 2008 [l 4 TigerMountain Peasant.. Ripped to library  Fleet Foxes . .
© Gene ety Els | Gmaiions the Ripped to Library status.
5 Videos B 6 He Doesn't KnowWhy — 3:20 Ripped to library  Fleet Foxes
=) Pictures Ll Heard Them Stirring 302 Ripped to library Fleet Foxes
[#) Other media ] 8 YourProtector 210 Fleet Foxes
(© Fleet Foxes (E) [ o Meadowlarks 212 Ripped to library ~ Fleet Foxes
[[] 10 BlueRidge Mountsins 426 Ripped tolibrary  Fleet Foxes
[ Other Libraries 1 1 OliverJames 324 Fleet Foves
[ pmctedriss@gmail.com
[ win&1books@live.com (I
[ wing1books2@live.com {
[ ricketts (Ioftpc)
[ Karen (Ioftpc)
[ Karen (kerensnewpc)
[ Greg (loftpd)
[ Paul (pauls6bitpc)
Ragged Wood wel ¥ O & | I41-@} ) B —e— ) HN

How do | remove a track from the
library?

In the library, click Music, click
Album, and then double-click the
album that you ripped to display a list
of the tracks. Right-click the track
that you want to remove and then
click Delete.

e
op
>N
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Can | 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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August 14, 2015 8:06 PM



186

Navigate the

Music Library

Before 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.

Navigate the Music Library

€@ Click Start ().
© Click Groove Music.

The Groove Music app loads.
© Click Menu (=).

9781119057154-ch08.indd 186

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.

“'\
&l Paul McFedries

& raint
€N snipping Tool

Notes.

[ File Explorer

Life at a glance

Calendar Microsoft Edge

a O

B @

OneNote

Weather

Play and explore

©

Groowe Music

2

Movies & TV Kbox
(o ?

Money Get Started

b 4

Sports

©

Groove Music

Philadelphia

@ Museum Pieces

= Albums
p >4 shuffleall  Filter All (55)  Sortby: Date added = Select
i ®
el
alh Peaceful, the World Stranger Key Principles
Lays Me Down Nathan Nathan
—+ Noah & The Whale

Babel
Mumford & Sons

Sigh No Mare
Mumford & Sons

Jimson Weed

Nathan Nathan

Songs We Sing
Matt Costa

Lily Come Down
Lily Come Down
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& Groove Music

Artists

| Search

Select

,"| ¢ Shufffeall  Filter All31)  Sortby: AtoZ

Albums

oFR Artists

Jd Songs

i Now playing

+  New playlist

lii

Walking Tunes

.a Paul McFedries

B Get music in Store >

B

(A g

Band of Horses Bettie Serveert Blitzen Trapper Broken Social Sq
1album 2 albums 1album 1album

& Cage the Elephant Cuff the Duke
1album 1album

&e Groove Music

Bettie Serveert

| Search

Albums
8 Artists
Jd Songs

i Now playing

+ New playlist

li

Walking Tunes

3 Paul McFedries

B Get music in Store »

=2 Pin to start

Songs

Lamprey Palomine
Bettie Serveert Bettie Serveert

)

© =
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What if a song that | 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 (4g}), click
Preferences, click Choose where we look for music
on this PC, and click Add (gg). Locate and click the
folder that contains your music, and then click Add

this folder to Music.

CHAPTER
Working with Multimedia

The Music library appears.
@ Click a music category.

@ The music in that category
appears.

© Click a category item.

© If the category item contains
multiple subitems, Music displays
those subitems.

@ You can click Back (<) to return
to the previous section of the
Groove Music app.

How do | buy an album?

Click Start (E) and then 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.

187
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If 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.

Play Music

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 Music

0 Use the Groove Music app to
display your music.

Note: See the previous section,
“Navigate the Music Library,”
for details.

@ 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 (p).

@ You can also click a song and
then click Play ([>).

188
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=

Groove Music

| Search yol |

(1o

i

Albums

Artists

Songs

MNow playing

New playlist

Walking Tunes

Sloan

<= Pinto

Action Pact Between The Bridges

sloan Sloan

start

Commonwealth
Sloan

Action Pact
Sloan » 2003 » Rock

> Play - Addto

More

1 Gimme That

2 Live On Sloan
3 Backstabbin' Sloan
4 The Rest Of My Life Sloan

5 False Alarm Sloan

2, Explore artist

Select
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5 Gimme That

7 Hollow Head

Action Pact
0 Sloan + 2003 » Rock
> Play -+ Addto Q2 Exploreartist --- Mare
R
A
ali
&t
A 1 Gimme That Sloan
=
2 Live On Sloan
3 Backstabbin’ sloan
4 The Rest Of My Life sloan
3 5 False Alarm Sloan
&

6 Nothing Last Forever Anymore Sloan

°E select

x Control the Music Playback

© When you play music, the
Groove Music app displays the
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 current song.

@ To control the volume, you can
click Volume () and then
click and drag the slider.

7 Hollow Head Sloan

Action Pact
0 Sloan + 2003 » Rock
> Play -+ Addto Q2 Exploreartist --- Mare
R
A
ali
&t
1 Gimme That Sloan
=
A 2 Live On Sloan
3 Backstabbin’ sloan
4 The Rest Of My Life sloan
3 5 False Alarm Sloan
&

6 Nothing Last Forever Anymore Sloan

< @ You can click Next () to jump
to the next song.

@ You can click Previous ([ to
return to the beginning of the
current song; click Previous (IEl)
again to jump to the previous

‘= select SOI’lg.
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Is there a way to get an album to
automatically start over from the beginning?
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 Repeat ([&]).

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=).

189
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Create
a Playlist

A playlist is a collection of songs that represents a
subset of your total music collection. A playlist can
include audio tracks you ripped from a music CD,
songs downloaded from the Internet, or music
purchased through the Xbox Music Store.

You can use the Groove Music app to create
customized playlists that include only the songs you

Create a Playlist

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.

Groove Music

@ Click Menu (=).

=
© Click New playlist. =

Albums

| Search

,Dl >3 Shuffleall  Filter All (56)  Sort by: Date added = Select

Albums
2 Artists
{3 Songs

i Now playing

&4— Mew playlist

©

Peaceful, the World Stranger Key Principles
Lays Me Down Mathan Nathan
Moah & The Whale

Casserole - EP Philadelphia

Music prompts you to name the

new playlist. Albums
. 8 Artists
Q Type a name for the new playlist.
J3  Songs
O Click Save. 9
Al Now playing

—+  New playlist

©

Peaceful, the World Stranger Key Principles
Lays Me Down Nathan Nathan
Moah & The Whale

Name this playlist

Walking Tumeﬂ{

-casserole-

ol i i
Casserole - EP Philadelphia Sigh No More
Mathan Museum Pieces Mumford & Sons

@ Paul McFedries &

. MATT @ | TR ]

COSTA ¥

B Get music in Store » B s 'ﬁ' ‘E@i}, !
Be » Val

190
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< Groove Music

40 Days

| Search

The Wailin' Jennys « 2004 « Folk

Albums
8 Artists
J1 Songs

Ak Now playing

+  New playlist

lii

Walking Tunes

> play -+ addte R Explore artist

-+ More

1 One Voice The Wailin' Jennys

2 Saucy Sailor The Wailin' Jennys

3 Arlington The Wailin' Jennys

|
[s]

4 Beautiful Dawn  [> Now playing
5 Untitled 427
New playlist
@ Paul McFedries B p—
:08
51 Where Walking Tunes hﬁ
@ Get music in Store >
7 Qld Man The wailin' Jennys 3m
< Groove Music -
0»5 .
Walking Tunes
= 35 songs in playlist « 2 hr 5 min
| Search /L“l 9 Play
P Pay -+ Addtc # Rename -+ More
Albums
2 Artists
Jd Songs
- Now playing

+  New playlist

0+’§ Walking Tunes h

@ Paul McFedries

€3 Get music in Store >

The Wailin' Jennys

& Beautiful Dawn

Civil Twilight The Weakerthans

The Wake Up Song The Submarines

Body of Work The Mynabirds

Welcome Home Radiical Face
& )

(Not) Superstitious Snailhouse

Ain't No Rest for the Wicked Cage the Elephant

)

o pum

How do | make changes to an existing playlist?
Click the playlist to open it. To change the playlist name, click
Edit (), type the new playlist name, and then click Save. To
change the song order, click and drag songs up and down, or
right-click a song and then click either Move up or Move down.
To delete a song from the playlist, right-click the song and then

click Remove from playlist.

9781119057154-ch08.indd 191

CHAPTER

Working with Multimedia

Click a song that you want to
add to the playlist.

@ Click Add (§3).
0 Click the name of your playlist.

Music adds the song to the
playlist.

@ Click Menu (=).
@ Click the playlist.

O Music displays a list of the songs
you added.

€@ Click Play ([>) to listen to the
playlist.

How do | delete a
playlist?

Click the playlist to open
it, click More (---), and
then click Delete. When
Music asks you to confirm,
click Delete.
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Editing Documents

[ copy

Paste

Clipboard

9781119057154-ch09.indd 192

o 5 ) Harne
B

3 Replace

X 3 £ A~ Pidure Paint Dateand Insert
I U e x £ A ! Select all

~  drawing time

Font Faragraph Insert Editing

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 tei]jngl

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 memorably called the "idiot salutation
problem": the constant interruptions caused by every Tom, Dick, and Harriet saying
"Hello" to you as they walked by.

His solution was to use panels and tall storage units to give each worker their own
vrivate area. and thus the modern cubicle was born. (Later. someone asked Probst if
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Create and Save
a Document

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.

When 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.

Create and Save a Document

Create a New Document

-i k F-i . ent document = — Find
© Click File () @ == D9 me
© Click New. X o P e i Sk | Bl st
h Insert Editing
The program creates the new b = S e S !
document. =5 [P
Note: In most programs, you can >
also press G2+ to create a page setup
new document. Séi i
@ About WordPad
wee U@
Save a Document
€@ Click File. ; Recent documents P #rinc
. D . % ?:? Date and Insert ..’.-L_szep\ace
o Click Save. |H Open drawing  time object | [} Selectall
e Insert Editing
Note: In most programs, you (2 1=k R — e .
can also press (E1)+E) or click [l seess
Save (). re
Note: If you saved the document pagesetup
previously, your changes are now
preserved. You do not need to @ s
follow the rest of the steps in
this section. 2 e
100% (=) N ® |

194
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A 2 s ThisPC » Documents v 0 Search Documents yel
Organize v MNew folder - (7]
v Quick access A ﬂ
i Desktop b —
3 % Documents * Fax Scanned Windows
Documents Security
& Downloads +
e Pictures b 4
> i OneDrive
> B ThisPC
> ﬂ Network
> *& Homegroup
File name: | Document v
Save as type: | Rich Text Format (RTF) v
| 5ave in this format by
“ Hide Folders default | Save | | Cancel |

Quick access
i Desktop
12 Documents
i’ Downloads

2 Pictures
f@ OneDrive
&0 This PC
Q Network

*#, Homegroup

File name:

Organize v MNew folder

4 B s ThisPC » Dn(umantsﬂ «|®| [ Search Documents )

=N

Fax Scanned Windows
Documnents Security

L Y

Conference Agenda 2016 { v

Save as type: | Rich Text Format (RTF) w
~ Hide Folders ";ae:gﬂthi”mmatw e | | conce
e
o pum Why do | need to save a document?
8 As you work on a document, Windows stores the

9781119057154-ch09.indd 195

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.

CHAPTER
Editing Documents

If this is a new document that
you have never saved before, the
Save As dialog box appears.

© Click Documents.

Note: In most programs, the
Documents library is selected
automatically when you save a
document.

@ Windows opens the Documents
library.

0 Click in the File Name text box
and type the name you want to
use for the document.

Note: The name you type can be
up to 255 characters long, but it
cannot include the following
characters: <>, ?: " | *

© Click Save.

The app saves your document in
the folder you specified.

Do | 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 (=104,
double-click the new folder, and
then follow steps 4 and 5.

195
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Open a
Document

To 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

Open a Document

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.

Start the program you want to
work with.

@ Click File.

O If you see the document you
want in a list of the most
recently used documents on the
File menu, click the name to
open it. You can then skip the
rest of the steps in this section.

Click Open.
(3 ) p

Note: In most programs, you
can also press (E2)+ () or click

Open ().
The Open dialog box appears.
@ 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, click here, click your
username, and then double-click
the folder.

196
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[ s
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B isse
ﬁ Print

P

=9 Page setup

[ =] sengin email
@ About WordPad

e

Recent documents

1 To-Do List

Brainstorming Nates

Customer Feedback
Products

Presentation Notes
Letter to M. Walton

[T R TS

Logophilia Ltd Account

0

Soup-Nuts Continuum Found Insert Editing

Continuum Dynamics Acct

\;l ';‘,j . &4 Find
b =
25, Replace

Picture Paint Dateand Insert .
~  drawing time object Ll Selectall

e ———

Organize *

7 Quick access
El Desktop

& & Documents

& Downloads

& Pictures
#@& OneDrive
5 ThisPC
a MNetwork

#;, Homegroup

|

« "Pm3Th\sPCO v O

=
e,;
e;,

LR S 8

B ey [

J

Search This PC 2

Eae
®) -

Desktop
Documents
Downloads
Music

Pictures

¥

File name: |

v| | All Wordpad Documents (s, v

‘ Open | | Cancel |
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« « 4 [ s ThisPC » Documents 30 v Search Documents yel
Organize = New folder -~ 0 @
. . A
Quick access A u T L T
i Desktop =+ — =
) Documnents » Fax Scanned Windows AGuylna A Shaggy boot
Documents Security Bar Dog Story
& Downloads * ey —_ - b 7E oo
o Pictures b d == =
= - =
@ OneDrive Brainstormi code Conference | Continuum  Customer Ideas List
ng Motes Agenda Dynamics Feedback
@ This PC 2016 Acct
3 B Ty =
By Network A—; A;__ A___ A+
=3 1 - -
*% Homegroup Letterto M.  Legophilia  Logophilia Phishing Presentatio  Products
Walton Ltd ™Account  Addresses n Motes
Account
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j | All Wordpad Documents (“.f, v |

W Open | ‘ Cancel |
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‘:» Agenda for 2016 Conference
Day 1
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 &
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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.

CHAPTER

Editing Documents

@ Windows opens the Documents
library.

e Click the document name.
@ Click Open.

@ The document appears in the
program window.

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

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

character design that you can apply to the selected text, such as underline and strikethrotigh.
Change the Text Font
@ Select the text you want to O
format. File Home View . - 0
EE ek otise
Copy - 2 Replace
£Udex X £oA § e O
Clipboard Font Insert Editing
[eeepess R R ! A A S al A
Day 1
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 v
100% (=) i ® .
@ Display the font options. B
File Home A ~ @
OIln WordPad, you display the font e e _ e
options by clicking the Home tab. B Udxx £-Ar EEIES rwe i ovems et g
Clipboard Fant Paragraph Insert Editing
Note:Inmanyotherprograms, e s e —— ——
you display the font options by
clicking Format in the menu bar
and then clicking the Font 000-945  Welcome
Command° 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 v
100% () n; ® |
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e In the Font list, click = and then

click the typeface you want.

O In the Size list, click » and then

click the type size you want.

© For bold text, click Bold (B).
@ For italics, click Italic (.1).
@ For underlining, click Underline ().

For color, click the Font color = and
then click a color.

© The program applies the font
formatting to the selected text.

Note: Here are some shortcuts that
work in most programs: For bold, press
&)+, for italics, press (E0)+0); for
underline, press (E1)+ (.

How can | make the best use of fonts in my documents?
® Use one or two typefaces to avoid the “ransom note” look.

Avoid overly decorative typefaces because they are often difficult to read.

°
® Use bold only for document titles, subtitles, and headings.
°

Use italics only to emphasize words and phrases, or for the titles of books
and magazines.

headings.
® In general, dark text on a light background is the easiest to read.

Use larger type sizes only for document titles, subtitles, and, possibly,
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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.

Find Text

You can work around this problem by using the Find
feature, which searches the entire document in the
blink of an eye. Most programs that work with text —
including the Windows WordPad and Notepad
programs — have the Find feature.

@ Click Find.

O In WordPad, you display the % cu
Editing options by clicking the e
Home tab. B

Note: In many programs, you run
the Find command by clicking
Edit in the menu bar and then
clicking the Find command, or by

pressing (1) + (.

K5 = B -
£ Lo | P o tena it |
Font Paragraph Insert Editing
FERRNEERS EEENEERE RN RREE KRR SRR KRR RPN 7o
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.

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

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 memorably called the "idiot salutation
problem": the constant interruptions caused by every Tom, Dick, and
Harriet saying "Hello" to you as they walked by.

1960s. Before Mr. Probst came along, offices were arranged bullpen-

100% (=) [}

The Find dialog box appears.

@ Click in the Find What text box
and type the text you want to
find.

© Click Find Next.

Find what:  [flextime <) |

[ ] Match whole word anly

[ ] Match case
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= | New Waords in the Modern Workplace - WordPad = O

BIEd9
Home | View

v
cut
Ij & cambria

: MNP WY i
{3 Copy

Paste Bgekx, < LA~ —
Clipboard Fant
(R SRR EEEN RS SERNERKE RN EEEE SRR R

@4 Find

ab, Replace

Picture Paint Dateand Insert
drawing  time  object

==

Paragraph Insert

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 Citation]et problem was "enaineering v esi
airplane and throw it over th
take what they got" and move
(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 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

&ﬂexﬁme (1972) or flexitime (1973).

100% (=)

X © The program selects the next
instance of the search text.

Note: If the search text does not

e exist in the document, the

» program displays a dialog box to
let you know.

e 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.

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 Citation/et 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
&ﬂexﬁme (1972) or flexitime (1973).

100% (=)

File Home  View
X —]
DA o eons wes e gl BB A
B copy 2 \ 2h Replace
Sac
Faste . T U ghe X. x* &+ A~ . = == & PFidure Paint Dateand Insert __
- E i % = ~  drawing time object il Selectall
Clipboard Font Paragraph Insert Editing
1---|---g‘“\“‘1“‘\‘“2‘“\“‘3“‘\‘“4“‘\‘--5---|---$---

()

pd

A search for a word such as the also
matches larger words such as theme
and bother. How can | 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.

9781119057154-ch09.indd 201

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

Replace Text

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.

@ Click Replace.

File Home A -~ @
O In WordPad, you display the 0 C“ L =g B dhrna
o . . . . & Copy $ac Replace
Editing options by clicking the IUaexx 2-A [EE e e e et | i seeca o
Clipboard Fant Paragraph Insert Editing
Home tab. RN CRRRRRES KXRRERRS SERRRNES ERRRERRY CRRRREET ERRRRRRY SR RRE: ¥
. -
Note: In many programs, you run New Words in the Modern Workplace
the Replace Command b_V CIICk’ng If you've been working so hard lately that you feel as though you're
o practically living in your cubicle, that's at least a linguistically
Edlt n the menu bar and then appropriate feeling. That's because the word cubicle comes from the
C[fcking the Replace command, or Latin term cubiculum, which roughly translates as "bedroom.” That was
. ’ how cubicle was used in English until around the 16th century. About
by p ress ]ng m + m, 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 memorably called the "idiot salutation
problem”: the constant interruptions caused by every Tom, Dick, and
Harriet saying "Hello" to you as they walked by. v
100% (=) 0 ®
The Repl_ace d]a[og box appears. I ™ ¢ = | New Words in the Modern Workplace - WordPad - O X
Home View ~ @
@ Click in the Find What text box, e g B e
& Copy ? A Replace
and type the text you want to S e e
ﬁ d Clipboard Insert Editing
nd. Ik A8 ! ! ! : ! EEENEEE EEENEEEE EEENEERY . ue
@ Click in the Replace With text New Words in the Modern Workplace
box, and type the text you want Ifyouveb b
you've beel gh you're
practically Ii
to use as the replacement. —r " (D the
Latin term cu Y | Repisce | (0N That was
. . Replace with: |photo < ) | | Repl
e Cl,'ICk F'Ind Next, how cubicle 3 tury. About
300 years latq [ Match whole word enly s that were
separated usi o the ceiling.
The office culf of a fellow
name Harold P e erman 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 memorably called the "idiot salutation
problem™: the constant interruptions caused by every Tom, Dick, and
Harriet saying "Hello" to you as they walked by. &
QL @
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E | 1 % ¢ = | NewWords in the Modem Workplace - WordPad = @
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take full advantage of their cubicle's otherwise-drab, cloth walls to hang
pictures, posters, and those photocopied jokes, hsts and sayings —

called xeroxls CLODESSSS et el >‘<" ce setting. But
some cubicle | P2 ious purpose,
which is t0 dif 250 photogrn & frdhet | 5 as well as
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lace with: |phot F Heplace <
ego wall (19 e PR 6
Replace Al
Now thy [1Metchwhole word oniy coew | SOme of her
comfy o [Match case s accouterments
of desig , Saban also

maintains wiat sie s reT sy vwa Tows oy protldres from her
days as a model and disco singer with the improbable name of
Flower. (Los Angeles Times Magazine, September 23, 2001)

This is also called a me wall (1991). Note, too, that a grip-and-grin
{lﬁsphumgraph that shows two people shaking hands and

smiling at the camera. (It also refers to a photograph of a contest or
event winner smiling while receiving one of those huge, oversize
100% (=)

B d9 = | New Words in the Modern Workplace - WordPad = ]
Home View

lj D S P [ -] A& 4] f m ]:é[ ‘%F'”d
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Copy Replace
poste O B 7 UaeX x &7A- Picture Paint Dateand Insert :'“

- drawing  time  object

Clipboard Font Paragraph nsert
1‘31.234.5

take full advantage of their cubicle's otherwise-drab, cloth walls to hang
pictures, posters and those photocopled]okes lists, and saymgs —
called xeroxlg 8 s
some cubicle
which is to di
photographs
ego wall (19
Now thit []Match whole word only
comfy 0 []Mstch case
of desig , Saban also
maintat o pretures from her
daysasa model and a‘zsca smger wtth the zmprabab.le name of
Flower. (Los Angeles Times Magazine, September 23, 2001)

Thiggs also called a me wall (1991). Note, too, that a grip-and-grin
[1§photo that shows two people shaki ands and smiling at
the camera. (It also refers to aphnmgraph@est or event winner
smiling while receiving one of those huge, oversize checks.) If a person
100% (=)

, as well as

Findwhat:  photograph Find Next
P is is called an

Replace with: | photo

Replace Al
Cancel
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CHAPTER
Editing Documents

© 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.

Q If the selected instance is not
the one you want, click Find
Next until the program finds the
correct instance.

@ Click Replace.

@ The program replaces the
selected text with the
replacement text.

@ The program selects the next
instance of the search text.

0 Repeat steps 5 and 6 until you
have replaced all the instances
you want to replace.

@ Click Close () to close the
Replace dialog box.

E 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 section “Find Text,”

earlier in this chapter.
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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

Insert Special Symbols

characters in words such as café and Koln. Similarly,
your writing might require mathematical symbols
such as + and 2, 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.

@ In the Search box, type char.

@ Click Character Map. A ~<@

Settings

A Private Character Editor

% Choose if Narrator reads
typed characters

Store

KX Star Chart

B Marvel Character Match!

Documents

[l Chartsxlsx - in Documents

[ Chartsxlsx - in Documents

[ Chartsxis

Web

P charlotte observer

O charlize theron

5B My stuff

charl 4

The Character Map window

appears.
pp Fant : | O Arial V|
@ Click the symbol you want.
U T#[s[o%[&] T ([y[=[+].]-] [/]o][1]2]3]4]|~
@ Click Select. 5/6(7|8(9]:|:|<|=|>|?|@ A|B|C|D|E|F|G[H
@ Character Map adds the symbol to : K L . : 2 zg ': S I llJ V“:"T ; ﬁ [[) !
the Characters to Copy text box. = g LI P
Q=2 w( x|y z({|[[|}~]| |i|¢[E|n]|¥
© Click Copy. g ©{@_®—eizs L :
. o ey, | A|A|A|A|A[A|E[C|E|E[E[E|T]]
@ Click Close (3¢) to shut down B[ 66660 ﬁUUgU"{pﬂ,aa
Character Map after you choose alalalalmclelealai|TT[T[0[nlo[0/0]5
all the characters you want. sl=TolalalaalyplyAlalAlaIA[aClc[C].
Characters to copy : I@ﬂ m Select || Copy @
[ advanced view
|u_+om3: Copyright Sign Keystroke: Alt+0163
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Font Paragraph Insert Editing

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 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,
and hot desks; and actions such as universal planning, hotelling, and
hot-desking. Ab, if| his invention had solved that pesky idiot
salutation proble

All text is Copyright f2016 Paul McFedries

100% (=) [} ()

File Home
[N
Copy
Paste
Clipboard
R B

View ~ @
MS Shell Dlg 2 ~[es -] A" & = 4= ; ‘-.‘.f_;ﬁ @ IZ[ & Find
i b b Replace
B I U she ® x* 2+ A~ = Picture FPaint Dateand Insett .
b &l ~  drawing time object (i Selectall
Font Paragraph Insert Editing
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ideas. So you could find a bar at your workplace — somewhere to
unwind afteryou 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 symbeol 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,
and hot desks; and gpsions such as universal planning, hotelling, and
hot-desking. Ah, if is invention had solved that pesky idiot
salutation problem.

All text is Copyright © 2016 Paul McFedries

100% (=) { O]

© =
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When | 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 [+ (D). When you type the numbers, be
sure to use your keyboard’s numeric keypad.

CHAPTER

Editing Documents

@ In your document, position the
cursor where you want to insert
the symbol.

© In WordPad, you can display the
Clipboard options by clicking the
Home tab.

@ Click Paste.

@ The program inserts the symbol.

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

When you need to create a document that is nearly to modify for a different job application. Similarly,
identical to an existing document, instead of this year’s conference agenda is likely to be similar
creating the new document from scratch, you can to last year’s. Instead of creating these new

save time by making a copy of the existing document documents from scratch, it is much faster to copy
and then modifying the copy as needed. For example, the original document and then edit the copy as
you might have a résumé cover letter that you want  needed.

Make a Copy of a Document

o Start the program you want to

: L 2 File
work with and open the original
D S Recent docfi I;l é‘i B Find
[ 2
document. 1 Logophilia tMited Annual Report 2015 3}, Replace
. Picture Paint Dateand Insert
‘rj Gren 2 New Words in the Modern Workplace - drawing time object i Selectall
. . E 3 New Words in the Modern Workplace Insert Editing
© Click File. . —
Save ; ! : !
5 Presentation Notes
.
e Click Save as. E - , & Logonhila Ud Account
i it I Customer Feedback
8 Conference Agenda.doc
) pint ’ ights reserved.
M7 page setup oduced in any form,
s ther than personal use
e hilia Limited. Any materials
B ophilia Limited, is used by
ers of copyrighted material.
@ About WordPad pyrg
n names, and logos of
ﬂ Exit y advertising, publicity or
armission of Logophilia

CITreey,

The Save As dialog box appears.

O Click Documents. € >t e, > B St 2
Organize + - @
Note: In most programs, the v § uicksccss 4 Folders 6) -
Documents library is selected @osktop A
automatically when you run the O o # H. peee
Save As comman. L e

> f@ OneDrive p
D load
> 8 ThisPC Hl onmoacs
> Q Metwork

ﬂ Music
» »f, Homegroup
n

File name: | Logophilia Limited Annual Report 2015

Dirturas b

Save as type: | Rich Text Format (RTF)

S [+] Save in this format by
(= Hide Folders default swe | | Concd
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@ Windows opens the Documents

Home View

34 Finad
b Replace
Picture Paint Dateand Insert

Paste
- - drawing time  object

(i Select all

Clipboard Font Paragraph Insert Editing

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.

Logophilia Limited may not be used in any advertising, publicity or
otherwise without prior express written permission of Logophilia
Limited.

Trademarks, names, service marks, domain names, and logos of I
2. Legal Disclaimer
The information and services provided are "as is" with all faults and -

100% (=) {J @

« « 2 s ThisPC » Documents » 0 v O Search Documents yel l'ibl'al'y.
Sl s © Click in the File Name text box
Quick access =N a a a and type the name you want to
Desktop b4 = = = =
;Documents * Fax Scanned Windows AShaggy Conference Continuum use for the Copy-
Documents Securi Dog 5Stor Agenda namics
& Downloads b 4 : v 9oy 3016 DyAcct
o . Note: The name you type can be
= T A= A= A= A= A= A= .
& Onebrive ;I ;I ;I = = = up to 255 characters long, but it
- A e eml e cannot include the following
) Network Workplace characters: <>, ?: " | *
4 Homagun = O Click Save.
Products v
File name: | Logophilia Limited Annual Report 2016 ﬁ v
Save as type: | Rich Text Format (RTF) v
4 Hide Folders J;g:;;lthisformw e | | o

The program closes the original
document and opens the copy
you just created.

© The filename you typed appears
in the program’s title bar.

Can | 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 12.) 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.

9781119057154-ch09.indd 207

207

August 14, 2015 8:08 PM



Create a OneNote
Notebook

You can use the OneNote app to record and save devoted to a particular subject. Each section is then
miscellaneous bits of information, including text, divided into one or more pages, and you use these
lists, drawings, images, web pages, and tables of pages to enter your data.

data. All of this is stored in a special file called a Note that your Windows user account must be
notebook. Within each notebook you can organize connected to a Microsoft account to use OneNote.

your data within sections, where each section is

Create a OneNote Notebook

© Click Start ().
© Click OneNote.

© The first time you start OneNote,
the app takes you through a
few introductory screens (not
shown). On each screen, click
Next ( >) to continue.

@ Click Start using OneNote.

Paul, take a note!

Start using OneNote 4

208
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OneNote

= OneNote E View

(© Recent Notes

CHAPTER

Editing Documents

The OneNote app appears.
© Click the screen.
@ Type a name for the

Paul's Notebook

Start taking notes!

Tap or click here to create a new notebook. You can also open one of your
existing notebooks from the notebook list.

notebook.

@ Press I

OneNote

Insert Draw

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.

B I u s = = = 2= ) [aal Picture
-+ Pages | 0
Untitled page Friday, June 26, 2015 11:56 AM
I
o= Can | create more than one

notebook?

Yes, you can add more notebooks if
you have data to keep separate. Click
Menu (=), click Add () to the right
of the Notebooks heading, type a
name for the new notebook, and then

press [=0C.

9781119057154-ch09.indd 209

Can | 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 ([}) 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 You can further break down each section into one or

by taking advantage of OneNote’s pages and more pages, which are the OneNote items within
sections. Each OneNote notebook consists of one or ~ which you add text, images, lists, and other data.
more sections, which you use to break down the You can add as many sections and pages as you need
notebook’s overall topic or theme into smaller, to keep your notes organized.

more manageable subjects.

Add Pages and Sections to a Notebook

Add a Page OneNote
€@ Click the section in which you sz i
want to add the page. B I U v | = i € = v | B Picture
o Click Add (+)' 1 o Travel Notes Was
G+ Pages Lake District
Lake District Friday, June 26, 2015 11:56 AM
OneNote adds a page to the OneNlote
section.
© Type a title for the page and B I U v |iZ i & = v | B Picure
press [EIE2 AR
OneNote sets the page title. ap— ,
Paris
Lake District Friday, June 26, 2015 12:06 PM

Untitled page

210
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B I U

OneNote

Insert Draw

= EE = = e [ad] Picture

Vo )

CHAPTER
Editing Documents

Add a Section
o Click Add (+).

-+ Pages

Lake District

Paris

Paris

Friday, June 26, 2015 12:06 PM

— Home

BRSNS

OneNote

Insert Draw View

@ Picture

Travel Notes ‘ Walking Notes Q—F

OneNote adds a section to
the notebook.

Q Type the section name and
press [Z107.

+ Pages

Untitled page 0 Friday, June 26, 2015 12:07 PM

OneNote sets the section
title.

@ OneNote adds a blank page
to the new section.

© =

9781119057154-ch09.indd 211

How do | rename a section or change a
section’s color scheme?

To change the section name, right-click the section
tab, click Rename Section, type the new name, and
then press [Z127]. To change the section’s color
scheme, right-click the section tab, click Section
Color, and then click the color you want to use.

How do | 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 content inside a container, you can move the
step is to fill your pages with content. OneNote container around on the page, edit or format the
makes it easy to insert everything from simple text container content, and more.

notes to pictures to entire files. All OneNote content  Most page content consists of text notes, and

appears inside a container, which is essentially a box  QneNote makes it very simple to add text to a page.
that surrounds the content. After you have some

Add Text Notes

Add a TeXt NOte OneNote
@ Click the section you want e ey
to use. G U ow = = ECE v | [ picure
@ Click the page you want to use. IR eting otes Y 1)
(3 ) Click inside the page at the + Pages | st
position where you want the O cuotatons Friday, nune 26,2015 12077

text to appear.

O

@ OneNote adds an insertion point

cursor.
O Type your text. —
© OneNote adds a container around e Dauy
your text. B I U v |E E & = v | Iad Picture

© When your text note is complete, IIRERIESY oo Notes Yog

click outside the container.

+ Pages Quotations

OneNote adds the text note to oitns Friday, June 26,2015 1207 PM

the page. st e )
mind, like the feet, works... | like walking because it is slow, and | suspect

that the mind, like the feet, works at about 4
three miles an hour.

--Rebecca Solnit

0

212

9781119057154-ch09.indd 212 August 14, 2015 8:08 PM



OneNote

o Home Insert Draw Wiew
B i u A E 5— = IE v aal Picture
AEVEEEN  Walking Notes Wt
+ Pages .
Quotations
T Friday, lune 16, 2015 12:07 PM

1 like walking because it is
slow, and | suspect that the
mind, like the feet, works...

"
I like walking because it is slow, and | suspect that the

mind, like the feet, works at about three miles an hour.
--Rebecca Solnit]

<@

Draw

Insert

OneNote

Travel Notes Walking Notes YN

|IH‘
e
1l

[<]
<

a Picture

<+ Pages

Quotations

1 like walking because it is
slow, and | suspect that the
mind, like the feet, works...

Quotations

Friday, June 26, 2015

e | S
I like walking because it is slow, and T suspect that the

mind, like the feet, works at about three miles an hour.
—Rebecca Solnit|

12:07 PM

How do | format note text?

Select the note text you want to format
and then click the Home tab to display the
text note formatting options. You can click
Bold (B), Italic ([), or Underline (1)
to apply those font styles to the text. You
can also click the Font formatting » to
apply effects such as color, superscript,
and strikethrough.
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Size a Text Note Container

Position the mouse ([})
over the right edge of the
container ([} changes to «).

© Click and drag the mouse (=)
right for a larger container, or
left for a smaller container,
and then release the mouse.

OneNote resizes the container
and adjusts the text to fit the
new size.

Move a Text Note Container

Position the mouse ([})
over the middle of the top
edge of the container

(y changes to &&).

@ Click and drag the mouse (<)
to the position you want and
then release the mouse.

OneNote moves the container
to the new position.

Home

B

+ Pages

Quotations

Travel Notes ' Font

1 like walking hecanse it it

e e
Q hd E

A Font Color >

X, x* ab
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Add an Image
to a Notebook Page

Although you will populate your OneNote notebooks  photo and insert it directly into the page. As with

mostly with text notes, you can also insert other text notes, OneNote adds an image to the page
types of content, including images. You can either within a container that you can move and size as
insert an image file from your PC's hard drive or, if needed.

your computer has a camera attached, you can take a

Add an Image to a Notebook Page

€@ Click the section you want OneNote
to use.

Insert Draw

@ Click the page you want to use. B2l =0 = b Picture

@ Click inside the page at the W Walking Notes -+

position where you want the

image to appear. Lake District

Lake District 0 Friday, June 26, 2015 11:56 AM

Paris

e C“Ck the Insert tab. OneNote
© Click Picture.

B mble [ Fle [ad Picture@

+ Pages Lake District

Lake District Friday, lune 26, 2015 11:56 AM

Paris

214
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Open X
« - » ThisPC » Pictures » Lake District v O Search Lake District 2
Organize + Mew folder - [ @
i e ] EETEGE s . -
7 Quick access Lake District Lake District Lake District Lake District Lake District
2014 0350 20140351 20140352 2014 0353 2014 0354
4@ OneDrive
[ This PC
= FLASH DRIVE (E:) _
d Network -
- Lake District Lake District Lake District Lake District Lake District
2014_0355 2014_0356 2014_0357 2014_0358 2014_0359
*& Homegroup
g Photos
: = ' - [0 -
- - i
Lake District Lake District Lake District Lake District Lake District
2014 0360 2014 0361 20140362 2014 0363 2014 0364
— — w7
File name: | Lake District 2014_0360 w | Allfiles W
OneNote
= Heme Insert Draw View
@ Table @ File ladl Picture @y Link
e iPaged Lake District
I B Friday, June 26, 2015 11:56 AM
s
Cut = Copy  Paste = Delete @ Picture 0
Paris

How do | add a title or caption to the image?
Adding a title or caption is a good idea, especially if
other people will be viewing your notebook. To add a
title to the image, press [Z.-] and then type the
title above the image. To add a caption, double-click
inside the space just below the image (but still in the
image placeholder) and then type your caption.
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The Open dialog box appears.
@ Click the image.
@ Click Open.

@ OneNote inserts the image into
the page.

© To work with the image, right-
click it, click Picture, and then
use the tools that appear.

Can | insert other types of files?
Yes, you can insert PDF files, text
files, Microsoft Office documents, and
more. To insert a file, follow steps

1 to 4, click the arrow beside Insert,
click File, select the file, and then
click Open.
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Work with

Notebook Lists

Many OneNote notes consist of lists of items. If you ~ One of the most common OneNote Llist types is the

have a list that does not require a particular to-do list, which is a collection of tasks, each with a
sequence, you can add the items to a page as a leading check box. When you complete a task, you
bulleted list. If you have a list that does require a activate its check box.

sequence, then you can add the items to the page as
a numbered list instead.

Work with Notebook Lists

Create a Bulleted or OneNote

Numbered List

@ Click the section you want to use. e ] B g Poue 5 Lk

@ Click the page you want to use. m Walking Notes -+

(3 ) Cl1c!< ]ns1de the page at the 5, T | pEsssss
pOSIt10n where you want the Lake District Friday, June 26,2015 12:56PM

list to appear. Easedale Tam ,
- | |0

@ Click the Home tab.

Paris

© Click the type of list you want

to add: OneNote
O Click Bulleted List (:=) to create Insert  Draw  View
a list with bullets. B I U@ — ;E@ 3= v | [ad Picture
© Click Numbering (:=) to create a m Walking Notes -+
list with numbers.
+ Pages
OneNote adds the list to a — fLafesgﬂiee —
container. Eacecte B oS o '
Q Click inside the container and - Lok @
type your list items, pressing Paris e
[E1T] after each item. * Sydney
@ When you are done, click outside S <9
the container. oy
. Istanbul
OneNote adds the list to the page.
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OneNote

CHAPTER
Editing Documents

Create a To-Do List

€@ Click the section you want
to use.

@ Click the page you want

= Home Insert Draw View

B I U v = E = I <@a e
Walking Notes ~ +

<+ Pages

Paris

Friday, June 26, 2015

"
H Things To Do
Pack 0

Easedale Tarn
Order car service

Paris Q
Things To Do Purchase euros

Pack Check passport
Get new camera battery

Lake District 12:06 PM

Order car service

Places to See
Prague

Vienna

Istanbul

to use.
Q Add the to-do list.

@ Select all the items in the
list.

© Click Tag as To Do ([]).

OneNote

@ OneNote adds a check box
to the left of each item.

= Home Insert Draw View
B i u P o= %E €= = R @ Picture
Travel Notes Walking Notes 1
-+ Pages 5
Paris
Lake District Friday, June 26, 2015 12:06 PM
Easedale Tarn
Things To Do
[] Pack
Paris [] order car service
Things To Do [] Purchase euros
Pack [] check passport
Order car service [ | Getnew camera battery
Places to See
Prague
Wienna
Istanbul

Are there other tags | can apply to
text?

Yes. OneNote offers six other tag types:
Important, Question, Critical, Contact,
Address, and Phone Number. To apply
one of these tags, select the text, click
Home, click the w to the right of Tag
as To Do ([/]), and then click the tag.

9781119057154-ch09.indd 217

How do | create sub-bullets and subordinate
numbered lists?

Select the bullet or numbered item that you want to
convert. Click the Home tab and then click Increase
Indent (5=). OneNote converts a bullet to a sub-
bullet that uses an unfilled icon; OneNote moves a
numbered item to a subordinate list that uses
lowercase letters.

217

August 14, 2015 8:08 PM



Print
a Document

When you need a hard copy of your document, either command, the Print dialog box appears. You use the
for your files or to distribute to someone else, you Print dialog box to choose the printer you want to
can get a hard copy by sending the document to your use as well as to specify how many copies you want
printer. Most applications that deal with documents  to print. Many Print dialog boxes also enable you to
also come with a Print command. When you run this  see a preview of your document before printing it.

Print a Document

@ Turn on your printer.

© Open the document you want to =k AN = P
. 3 Copy 2b. Replace
print. e N BesE s ek | D P g e ot | [ selecta
Clipboard Font Paragraph Insert Editing
JTooo00o0aa g ------- T 2. T Ao 5o A

(2 o

1. Copyright
Copyright @ 2015 Logophilia Limited. All rights reserved.

No portion of this publication may be reproduced in any form,
electranic 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.

@ Click File. n

. ° Recent documents — B4 Find
Click Print ) e [~
e : 1 Logaphilia Limited Annual Report 2016 o PU s 3, Replace
. ‘rj Ooen 2 New Waords in the Modern Waorkplace S d,:,:ing anfnin o’;:ct [} Select all
Note: In many programs, you % 3 Conference Agenda 2015 e Eaiting

can select the Print command by = e EEE EEEERENEREE EERRERREERRRERRPS

pressing (E)+( or by clicking [l sem o O S Commun fong
y 7 g ; Customer Feedback
Pnnt (ﬁ)' &'ﬁ Erint * 9 Produds

Page setup

Limited. All rights reserved.

st may be reproduced in any form,

ny purpose other than personal use
@ St Wortkas on of Logophilia Limited. Any materials
5 her than Logophilia Limited, is used by
Lﬂ Eait spective owners of copyrighted material.

TrausTarss, armes, servicemarks, 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.
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General

Select Printer

k;é; Print as a PDF

E% Microsoft XP5 Document Writer
< >

Status: Ready Preferences
Location:

Comment:

[ Print to file

Find Printer...

Page Range

[OF] Number of copies: |1 = @
Selection Curmrent Page
1Y 22 53

(") Pages: 1-65535 Collate

Enter either a single page number or a single
page range. Forexample, 312

Copyright ® 2015 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.

7 Print Cancel Apply
e o
E Home | view
U T e— = rrame BV = iz ; .’:f ’g B4 Find
Cop! et g ah_ Replace
Paste i £ A E = Picure Paint Dateand Inset o
B 7 U aheXx £-A- E ploce
- % = + drwng tme opject ) Selectal
Clipboard Font Paragraph Insert Editing
I g 1o 2. - 3 T R — 5 Ao
1. Copyright

@
2:01PM

v
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How do | print only part of a document?
Most programs support the following methods:

Selection () changes to (®}).

CHAPTER
Editing Documents

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.

Q If 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.

® Print selected text: Select the text and then, in the Print dialog box, click

® Print a specific page: Place the cursor on the page and then, in the Print
dialog box, click Current Page () changes to ®)).

® 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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Working with Files

View

[ Extra large icons
[E§ small icons

Navigation
<= Tiles

pane -
Panes

& Downloads

/2 Documents

. Butterfly
/& Pict
fetures Conservatory 006

& OneDrive
& ThisPC
& Network

rf|

=% Homegroup Butterfly
Conservatory 011

/12 Decuments

Butterfly
Conservatory 022

Butterfly
Conservatory 027

4items  1item selected 1.05 MB
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Butterfly
Conservatory 007

Butterf
Conservatory 012

Butterfly
Conservatory 012

Butterfly
Conservatory 023

Butterfly
Conservatory 022

Butterfly
Conservatory 008

Butterf
Conservatory 013

Butterfly
Conservatory 019

Butterfly
Conservatory 024

Butterfl
Conservatory 028

I [T Group by = [] item check boxes
Add columns [ File name extensions

=

Hide selected  Options
{55 size all columns to fit [ Hidden items 3

Current view Show/hide

Butterfly Butterfly
Conservatory 003 Conservatory 010

Butterfly Butterfly
Conservatory 020 Conservatory 021

Butterfly Butterfly
Conservatory 025 Conservatory 026

Butterfly Butterfly
Conservatory 031 Conservatory 032
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Select a File. v v vttt eeeeeeceeaaaannnnnneses 222
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CopyaFile...oviiiiiiiinenerneeeeecocnsnssosncnannns 226
MoveaFile ...oiiriiieiiieeieeeeeeeonnasocasaneansnans 227
TR GRS 6 8 G i o o 00 P 228
CreateaNewFile.......oiiiiiiiieieeneenenncennnnns 229
DeletesaaFile ................. .. . 230
Restore a Deleted File. . ... ......cciiiiiiiiiiiiinnnn. 231
Add a File to Your OneDrive. . o v e et vt eeneeneencannnnnns 232
Extract Files from a Compressed Folder .........cccvveeeen 234
Specify a Different Program When OpeningaFile............. 236
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Select
a File

Before 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

Select a File

to move. You can select just a single file, two or
more files, or 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 Single File
€@ Click File Explorer (). -

Q Open the folder containing
the file.

© Click the file.

Home Share

¥ Quick access
[l Desktop E 4
[ Downloads *
/¥ Documents

¢& OneDrive
& ThisPC
& Network

*%, Homegroup

294 items

View

« 4 /B> ThisPC » Documents »

[m=i. 2013 Sales
EEE Microsoft Excel Worksheet

203 KB

2014 Budget - Summary
Microsoft Excel Worksheet
12.0KB

2014 Calendar
Office Open XML Document
B17KB

2016 Budget
Office Open XML Document
204 KB

%, AFew of My Favourite Words.doc
DOC File
] 120k8

[l
8
2

A Mosaic of New Words
Office Open XML Document
441 KB

A Shaggy Dog Story
Text Document
1.51kB

1item selected 44.1 KB

v O

mmi.  2013-2014 Budget
S=| Microsoft Excel Worksheet
==| 122KB

2014 Budget
Microsoft Excel Worksheet
13.5KB

2014-2013 Budget
Microsoft Excel Worksheet
169 KB

A Brief E-mail Primer
Office Open XML Document
154 KB

A Guy InaBar
Text Document
1.27KB

A Shaggy Dog Story
Rich Text Document
254 KB

About Stacks
PDF File
206 KB

Bl [ £ (B

- @
Search Documents P

A

Select Multiple Files

@ Open the folder containing -
the files.

Click the first file you want
(2 ) y

[! Downloads
to select. 5 Documents
. @ OneDrive
© Press and hold and click P

each of the other files you
want to select.

ﬂ Network

11 items

Share

« 4 [ ThisPC > Music » FleetFoxes » F\EHFOKSQ
? Quick access, fer _-
[ Desktop e
»* 03 Ragged Wood
M4 File
10.0MB

*, Homegroup E

Music Tools

View Play

01 5un It Rises
M44 File
6,50 MB

S 05 Quiet Houses
o8 144 File
P 713 MB

07 Heard Them Stirring
M4A File
6.16 MB

08 Meadowlarks
44 File
6.39 MB

B 11 Oliver James
NP 1,11 File
EASPA .52 ME

3 items selected 19.5 MB

v 0

02 White Winter Hymnal
M4A File
5.05 MB

Search Fleet Foxes yel

04 Tiger Mountain Peasant Song

M4A File
6.91 MB

9

06 He Doesn't Know Why
M4A File

6.73 MB

08 Your Protector

M4A File

8.28 MB

10 Blue Ridge Mountains
M4A File

8.67 MB
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Select a Group of Files

Picture Tools
Home Share View Manage v o . .
« - » ThisPC » Pictures » Kensington 4 v O Search Kensington L o qpen the fo"der Conta]n]ng the
o == T Ak - files.
MG, IMG_0762 IMG_0763 IMG_0764 IMG_0765
T (2 @ Position the mouse (1y) slightly
B i above and slightly to the left
& OncDive : : of the first file in the group.
IMG_0766 IMG_0770
:: Pck @ Click and drag the mouse ([})
etworl . .
- s down and to the right until
*73 Homegroup . .
’ all the files in the group are
= 3 selected.
IMG_0776 IMG_0778 IMG_0780
72items 6 items selected 67.0 MB Stata:y Shared
E MusicTools Music - 0 X Select All Files
Home View Play = @ o e
) eﬁé » 2 _ = S : @ Open the folder containing the
_ ‘ c% !—;I .. Copy path M« C T 5 R-I N i G \/th Edit _jSeI&none ﬁles.
ma:oceqsl:l( S = [7] Paste shorteut mmfve tﬂnpvy e fnlet;':r S fHistory ] Invert selection
.. Clipboard Organize New Open Seledt e Cl-ick the Home tab.
O This PC & a Bettie Serveert . Blitzen Trapper 0 e Cl‘ick Select all
£ Network .
*& Homegroup u Broken Social Scene ;i:‘ Cage the Elephant Note: A quick Way to SeleCt all
= Cuff the Duke l Eliott Brood the ﬁleDS mn afolder 1s to press
( +&J.
Fleet Foxes I Hey Rosetta! .
c a " O File Explorer selects all the
Human Highway Lily Come Down ﬁl-es in the fOl.der.
Matt Costa MGMT
ditems 33 items selected [z =

How do | deselect a file?

Depending on the situation, there are a few ways to deselect files:

9781119057154-ch10.indd 223

To deselect a single file from a multiple-file selection, press and hold (£}
and click the file you want to deselect.

To deselect all files, either click the Home tab and then click Select none,
or click an empty area within the folder.

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

Change the File View

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.

@ In File Explorer, open the
folder containing the files
you want to view.

Home Share

ﬁ ["H Preview pane
m Details pane

Mavigation

@ Click the View tab. .
. . [! Dmnlo&
© In the Layout section, click IR Documents
More ( - ). ¢ OneDrive
& ThisPC
ﬂ Metwork

*#, Homegroup

12 items

Music Tools

View

[™] Extra large icons B Large icons
Medium icons small icons

EE List 0% [ Hidden items T =
Layout Current view Show/hide
02 Live On 2 Live On Sloan Action Pact
03 Backstabbin' 3 Backstabbin' Sloan Action Pact
04 The Rest Of My L., 4 The Rest Of My Life Sloan Action Pact
03 False Alarm 5 False Alarm Sloan Action Pact
06 Mothing Last For.. 6 Mothing Last Forever Any...  Sloan Action Pact
07 Hellow Head 7 Hollow Head Sloan Action Pact
08 Ready For You 8 Ready For You Sloan Action Pact
091 Was Wrong 9 | Was Wrong Sloan Action Pact
10 Who Loves Life... 10 Wha Loves Life More? Sloan Action Pact
11 Reach Qut n Reach Qut Sloan Action Pact
12 Fade Away 12 Fade Away Sloan Action Pact

[@x [ item check boxes
m' |:| File name extensions

=l %

Hide selected  Options

= @

[E=

Windows displays the
Layout gallery.

@ Click the view you want.

Home Share

[H Preview pane

i

MNavigation

s
() File Explorer changes the oot -
file view (this example B Documents
shows Tiles view). G OneDrive

8 This PC
B Network

*#, Homegroup

12 items

Music Tools

View Play

[™¥] Extra large icons B Large icons
ﬁ Detail ne Small icons

BE vist File name extensions
= = Hide selected =~ Options
H_— Tiles E: Content w | Hidden items items -
Layout Current view Show/hide
03 Backstabbin' 04 The Rest Of My Life
MP3 File MP3 File
6.52 MB 6.32 MB
03 False Alarm 06 Mothing Last Forever Anymore
MP3 File MP3 File
8.69 MB 7.55MB
07 Hollow Head 08 Ready For You 0
MP3 File MP3 File
8.20 MB 4.86 MB
09 | Was Wrong 10 Who Loves Life More_
MP3 File MP3 File
6.57MB 7.88MB
11 Reach Out 12 Fade Away
MP3 File MP3 File
797TMB 10.9ME

Medium icons = ltem check boxes

B
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Preview
a File

Windows enables you to view the contents of some the file’s contents. Previewing the file is faster and
files without opening them. This makes it easier to uses fewer system resources. Windows previews only
select the file you want to work with because it certain types of files, such as text documents, rich
means you do not have to run an application to see  text documents, web pages, images, and videos.

Preview a File

TR €@ In File Explorer, open the
.y 0 k... folder containing the file
Preview pane Exbra o aeitons _ = = [ ttem check boxes o = 3
mDeta\Is pane Mediumg\:ons ﬁi Sm:\icons - .I ﬂ]] D File name extensions L] §7 you Want to preV1eW'
el B List 82 Details S ot O widden tems YIS eetes [ REnS . .
Panes Layout Current view Show/hide . o CI-1Ck the VIeW tab-
/¥ Downloads gi=. ; = : :
@Dmm& - @ N = © Click Preview pane.
IMG_0736 IMG_0757 IMG_0758 IMG_0759 IMG_0760
4@ OneDrive
8 This PC d |
B Network
*f; Homegroup

IMG_0761 IMG_0762 IMG_0763 IMG_0764 IMG_0765

IMG 0766 IMG 0767

72 items State:a Shared

Preture ool () The Preview pane appears.
Home Share Wiew Manage ¥ 0 . .

<« v 4t D s This PC » Pictures » Kensington v | O SQKensington -] o CUCk a ﬁl'e'
¥ - © The file’s contents appear in
Mosker A the Preview pane.
/4 Downloads &
[El . IMG_0777 IMG_0778 .
@ You can click and drag the
:o"en"“ left border of the Preview
This PC . .
e i 0782 pane to change its size.
Q Metwork

= Homegroup NOte: When yOU are _ﬁniShed
with the Preview pane, you
can click Preview pane on

the View tab to close it.

IMG_0785

[

72 items 1 item selected 9.33 MB State:n Shared
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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 a File

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.

In File Explorer, open the

EIED-

folder containing the file il o <)) e =@
you want to copy. » iy, Wl X= BSTo 057 H
Pin to Quick Copy Pas E e Mtuu;e liupvy Delvete Rename f |d Prupverties @H\stuw Se:d.
o SeleCt the ﬁle‘ Clipboard Organize MNew Open Select
. [! DcvwnloadsG ‘ | L‘lgl EEEJ- =2 I [
e CI'.ICk the Home tab. I Documen IT:oicc:( Invoice Invoices Invoices Issues.accdb
@ Click Copy. @ Onepe L N i, N
& ThisPC
Windows places a copy B Network Dot po
Of the ﬁl.e .in d SpECial *% Homegroup Juggling.ppt Juggling.pptx languages.doc Le;pinz Dog Letter to D. Ferry
memory location called the W M =2 N W
Clipboard. =
DOCX S DOCX DOCX
Letterto K. Letter to M. Letter to M. Letter to PTO Inc. Letter to Ruckus
Harper Walton.doc Walten Road
294items  1item selected 5.11 MB - EEEE
© Open the location you want
to use to store the copy. e -0
. * . |i| in m x @ m ‘Newrtem' D C}penv E
0 Cl'le the Home tab. Pinto Quick Copy Paste E Paste:::hrt(u‘t hgcve (icpy Delete Rename f Id aEﬂsva“e“v Properties %:;;w Se\:ct
> Clipboard QOrganize New Open Select
@ Click Paste. S oo N
: : ocument DoCX
@ Windows inserts a copy of . s i 0
the file in the location. & oreore e
& ThisPC
ﬂ Network
*#, Homegroup
Titem  1item selected 5.11 M8 B[]
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When 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

file for the first time, you specify a folder on your

PC’s hard drive. This

Move a File

your computer. When you save a

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.

Home Wiew

Pinto Quick Copy Paste
access

Clipboard

i Pictures
|| Allan Gardens
[ ] 2015-03-31 Butterfl

s OneDrive
8 This PC
Q MNetwark

=, Homegroup

+ 00

[2] Paste shorteut 1o+ to-

Allan Gardens

Picture Tools

Manage

Dol X = BT
a Easy access

Maove Copy De\ete Rename Propemes

folder

= @
S H
[t Edit
Select
@Hlstory mode *

Organize Open Select

Butterfly Camera Roll

Conservatory

Kensington

201501 11_0984

roge mEggA | e

Lake District

|| Allan Gardens
|| 2015-03-31 Butterfl

f@ OneDrive
8 This PC
ﬂ Metwork

*# Homegroup

d6items 1 item selected 10.1 MB

201501 11_1006

201501 11_1002 201501 11_1003 201501 111004

~ M
e
201501 11_1007

201501 11_1008 201501 11_1009

201501 11_0984

Gitems  1item selected 10.1 MB EEE@
Picture Tools
Home Manage == e
&+ . Dﬁ m x Eﬁ m 7% New item = D [ open - %
path D Easy access @ Edit
Pinto Quick Copy Paste Maove Cnpy De\ete Rename Pmpertles Select
aceess [ Paste shorteut 4o+ to folder g History  mode ~
Clipboard Organize New Open Select
201501 11_099 201501 11_0997 201501 11_0998 201501 11_0999 201501 11_1000
1! Downl'oa&
@ Documen
/& Pictures

201501 11_1001

201501 11_1005

Allan Gardens01
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@ In File Explorer, open the
folder containing the file
you want to move.

© Select the file.
@ Click the Home tab.
O Click Cut.

Windows places the file in
the Clipboard.

© Open the folder to which
you want to move the file.

@ Click the Home tab.
0 Click Paste.

@ Windows moves the file to
the new location.
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Rename
a File

You can change the name of a file, which is useful if
the current name of the file does not accurately
describe the file’s contents. By giving your document
a descriptive name, you make it easier to find the

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

file later.

Rename a File

your computer may behave erratically, or even crash.

e In File Explorer, open the folder
that contains the file you want
to rename.

e Click the file.
© Click the Home tab.

Note: In addition to renaming
files, you can also rename any
folders that you have created.

@ Click Rename (or press (7).

A text box appears around the
filename.

e 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 (Z1 to cancel the
operation.

Note: The name you type can be
up to 255 characters long, but it
cannot include the following
characters: <>, ?: " | *

@ Press [Zi2] or click an empty
section of the folder.

The new name appears under
the file’s icon.
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RN L
File Home View == 0
» B0, B XSl 3
=] Copy path a Easy access = Q Edit
Pinto Quick Copy Paste Mowve Cnpy Delete Rename Propertles Select
access [ Pasteshotteut 4o+ to folder [ History  mode -
Clipboard Organize New Open Select
o E = | T |
@ Documel H o
Example Chart Excel Examples Excel Formulas Excel Expense Report
& OneDrive Training.pptm Formasn
8 This PC L
(. [~ . (-
ﬂ Metwork E X X 0 X
*, Homegroup |
Expenses Expenses Fill Handle Final Earnings Finances
Examples Report for FY
2014-2013.pptx
L L == L
oGRS
- ==
pocx a
Fiscal 1996 Sales Flat-Coated Florence - The Florence - The Florence,
204iterns 1 item selected 186 KB B[]
Home Share View hd 0
<« v A [E s ThisPC s Documents > v & | SearchDocuments @
 Quick access L L
- -
[ Desktop b4 - E X
& Downloads
/2 Documents i -
Example Chart Excel Examples Excel Formulas Excel Expense Report
¢ OneDrive Training.pptm Form.sn
& ThisPC [
L - - L
N A e il
%, Homegroup
Expenses Expenses Fill Handle Final Eamings inances
Examples Report for FY
2015-2016.ppix
I 0N == -
=
G
==
: pocx =
Fiscal 1996 Sales Flat-Coated Florence - The Florence - The Florence,
204items 1 item selected 186 KB B[]
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Create a
New File

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

Create a New File

(a Notepad file), and Compressed (Zipped) Folder
(which combines multiple files in a single file, as
described in the section “Extract Files from a
Compressed Folder,” later in this chapter). You can
also create a new folder.

In File Explorer, open the

EBIFED:
i o e - : R l folder in which you want to
» BEL.. BEX _" 4o H create the file.
Pinatcncglsﬂ{k Copy Paste EPasteshortcut !\:s\tve Ctgpvy De\vete Renam P ;:G;Ut ey r::::tv
Clipboard il Elze ;ltmaplmage S?Ied o Clek the Home tab.
I! Duwnloado = == Contact DOCX . .
A Decamay Loan Worksheets Loans Logophua-?_l% Journas Document Legephilia e Cth New .Item'
& OneDrive SalesPlan.pr = Rich Text Document Limited - . .
A ) et vecument [yl @ Click the type of file you
* L— [ ompressed (zipped) Folder
B Newrk S A= W) e rncarcee Iy want to create.
*% Homegroup DoCX pocX O If you click Folder, Windows
sl bt Newdeha-n  hem T creates a new subfolder.
Report 2013 Email Primer
N [ N L L Note: The New Item menu
on your system may contain
e - more items than you see here
284 items ==
because some programs
RIS = install their own file types.
File Home View v
<« v 4 & s ThisPC > Documents » ~ O Search Documents @ o An 'icon for the new ﬁle
7 Quickaccess s L <o\>_ L L ° appears in the folder.
[ Desktop
2 Domploacs — - © Type the name you want to
@Dacumenls Urban Garden Urban Garden Urban Garden Vacationxix When Words use for the neW ﬁle.
 OneDrive Design.ppsx Design.pptx Design Collide
) This PC L L L L L e Press m.
Q Network
DOCX DOCX
*, Homegroup
Windows Vista Word Macros Word Spy with Word Spy.pptx wordspyxml.web
Troublesheoting Macros.pptm archive
L By Ty
e e
i i
Working with Working with Worksheet Dialog Yosemite.pptx Shopping Lis| 1
Investments Text.doc Box Controls
285items 1 item selected 0 bytes

9781119057154-ch10.indd 229

229

August 14, 2015 8:14 PM



When you have a file that you no longer need,
instead of leaving the file to clutter your hard drive,
you can delete it. Make sure that you delete only
those documents that you have created or that

someone else has given to you. Do not delete any of
the Windows system files or any files associated with
your programs, or your computer may behave
erratically or crash.

Delete a File

@ In File Explorer, open the

folder that contains the file i ome <GEJ) View -0
= " | 3 New item = f en *
you want to delete. » i RRxOR Seea@ RP Rl
Pinto Quick Copy Paste E o I\COu;e liopvy Delvete Rename lee:r Propverties @H\stom Se::tv
o CI-1Ck the ﬁl-e you Want to Clipboard Organize New Open Select
[! Downloa
delete. B Ducume'& 2013 Budget 2013 Sales acg 3‘;22;4 20;4 Budget - 2014 Budget
udg ummary
Note: If you need to remove IR pictures
° Y L L 5N
. D Allan Gardens
more than one file, select all B 20150331 Buttet %
the files you want to delete. @ Onebrive pocx pocx pocx
. ” D This PC. 2014 Calendar 2014-2013 2016 Budget A Bnaf E-mail A Few of My
Note: See the section “Select Budget Primer Favourie
o .. . Network
a File,” earlier in this chapter, iH::wp . . =2 e . .
to select multiple files. —_&__, Y]
. DOCX
e CI'1Ck the Home tab' A Guy In aBar A Mosaic of New A Shaggy Deg A Shaggy Deg About Stacks
Words Story Story - Draft w
o Click the top half of Delete. 295items 1 item selected 151 KB B[]
Note: Another way to select R S
. File Home Share View hd
the Delete command is to
« v EE 3 ThisPC » Documents » N J) Search Documents y-
press (EED. . 7
Quick access
. . . iy . b, L
@ Windows removes the file :DE‘““P . % % % % %
Downloads
from the folder. e
B Pictures 2013 Budget 2013 Sales 21;1 3‘;2224 zn;d Budget - 2014 Budget
Note: Another way to delete N " e
. . ; y - D Allan Gardens L_ L L L_
a file is to click and drag it to 7 2015-03-31 Butter E
. . X
the desktop Recycle Bin icon. @ OneDrie o ol o
D ThisPC 2014 Calendar 2014-2013 2016 Budget A Brief E-mail A Few of My
a Network Budget ? Primer \:;Z:z::t:c
%, Homegroup 5 B A Ai‘ | .
= i
DOCX
A Guy In a Bar A Mosaic of New A Shaggy Dog About Stacks Accounts w
294 items E;EEI
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Restore a
Deleted File

If 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

Restore a Deleted File ]

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.

@ Double-click the desktop
Recycle Bin icon.

Note: If you have a touch PC,
open File Explorer, tap the
first > in the address bar,
and then tap Recycle Bin.

al | = | Recycle BinTools  Recycle Bin - O * The Recycle Bin fOI.der
Home Share View Manage ~ o appears.
o g Ll
o . .
Em;ty Req’cleBin Ritlie Resto@tnﬂ o Cl']Ck the ﬁl‘e you Want to
Recycle Bin properties all items selected items
Manage Restore restore.
“M lal s Recycle Bin v O Search Recycle Bin yel .
s @ Click the Manage tab.
5 Quick access ﬂ AZ-!C;?'*E%M Bu;aitgotes . R .;S:aTgsg[?og Story;— Copy 0
Documents L4 Docx 13‘;[;3 oo coumen = g‘;.u(g g e C|.'|Ck Restore the selected
Windows Vista Troubleshooting items.

Office Open XML Document
Jﬂ Music

i Videos

¢@ OneDrive
[ This PC
Q Network

sd Homegroup

4items  1itemn selected 254 KB

= Pictures # L. UN Establishes Vowel Relief Fund -
Allan Gardens o Draft
DoCxX

DoEx

Office Open XML Document

60.3 KB

The file disappears from the
Recycle Bin and reappears in
its original folder.
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Add a File to

Your OneDrive

If 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

Add a File to Your OneDrive

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.

Move a File to Your OneDrive

Home Share

In File Explorer, open the .
folder that contains the file
you want to move.

@ Click and drag the file to the
OneDrive folder.

7 Quick access

[l Desktop i
& Downloads A&
/2 Documents

/& Pictures

@ As you drag, if you hover the
file over OneDrive, File
Explorer expands OneDrive to
let you see your other
OneDrive folders.

5/ Publi

&/ Shared favorites

&0 This P
BN

View Manage hd o
~ A [ s ThisPC » Pictures » Butterfly Conservatory R J Search Butterfly Co... 0
Butterfly Butterfly Butterfly Butterfly Butterfly ,.,
Conservatory 006 Conservatory 007 Conservatory 008 Conservatory 009 Conservatory 010

Picture Tools

..t', '—.-

cr

Butterfly
Conservatory 015

Butterfly
Conservatory 011

Butterfly

Butterfly
Conservatory 013

Butterfly
Conservatory 014

e
& L.
ﬁ P ~

Butterfly Butterfly
Conservatory 019 Conservatory 020

Butterfly
Conservatory 018

Butterfly
Conservatory 017

7 Y.

H

-~

e Drop the ﬁle on the OnEDrive *% Homegroup Canservatory 021 ConsBeur:taetrtf)’;DZZ ConsB:r:'t:tr:ng nnsBeunt:tA onsB:r\tftaet:';OZS
folder you want to use. Zitems  1item selected 1.02 M8 [
© File Explorer moves the file to Piure ool -
. Home Share View Manage ~
the OneDrive folder. i
« v D » OneDrive » Pictures » v O Search Pictures ye

~  Quick access
[ Desktop Ed
/¥ Downloads ~ #
/|2 Documents
& Pictures

v @ OneDrive
> @ Documents
& Favorites
&' Music

@ Public

&/ Shared favorites
> 18 ThisPC
> (@ Network

> *f Homegroup

5 items

®
A

Camera Roll

Dogs, Dogs, Dogs
Conservatory 017

Ezz@
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Music Tools

Home Share View Play

€« =2 -« 1 » ThisPC » Music » Radical Face » Ghn;t{

~ 0

Search Ghost

b

Quick access oY oY
L siiaat
[ 25 DR [ 25 TR

i Desktop

|2) Documents

& Downloads

f..- WA

ot .A 5
[ 25 )

o Pictures 02 Welcome 03 Let the River In 04 Glory 03 The Strangest
Home Things
&& OneDri e Y o o
P [ Fugeis| | P | gty

07 Along the
Road

08 Haunted

@ Pictures
@ Public

@ Shared favorites

) Thi;l:é
B Netw

*%, Homegroup

11 Homesick

1litems  1item selected 0.5 MB

08 Winter Is
Coming

10 Sleepwalking

=M

Music Tools

Home Share View Play

« o v

> OneDrive » Music

- Quick access
i Desktop
/) Documents

4 Downloads

R

02 Welcome
Home

e Pictures

~ ¢@ OneDrive
> @ Documents

@ Favorites

> @ Pictures
@ Public
@ Shared favorites

> 8 This PC
> Q Network

> *f, Homegroup

1itern

v O

Search Music

How do | 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.
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CHAPTER
Working with Files

Copy a File to Your OneDrive

In File Explorer, open the
folder that contains the file
you want to copy.

@ Press and hold (&) and then
click and drag the file to the
OneDrive folder.

@ If needed, 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.

Can | 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 Create, 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

If someone sends you a file via email, or if you Because a compressed file can contain one or more
download a file from the Internet, the file often files, it acts like a kind of folder. Therefore, Windows
arrives in a compressed form, which means the file calls such files compressed folders, zipped folders, or
actually contains one or more files that have been Zip archives. You can view these files or extract them
compressed to save space. To use the files on from the folder.

your computer, you need to extract them from the
compressed file.

Extract Files from a Compressed Folder

View Compressed Folder Files Compressea Foer Tocs
. Home Share View Extract ~ 0
0 In F]l'e Expl'orer’ Open « v 1 [F3'|$ This PC » Documents » 4 v O Search Documents 2
the folder containing the s as -
compressed folder. Wosee 4  DOCX pocx
/4 Downloads  # A Brief E-mail A Few of My A Guy In 3 Bar A Maosaic of New A Shaggy Dog
(@ The compressed folder I Document Prime Fovourse Viers sty
usually appears as a folder g:j:z N . N L
icon with a zipper. - oo % A -0
. DOCX
Double-click the compressed & msee M Sacks pecounts Accous | AdvemweWorks  Agenda for
Q Metwork Receivable 2014 Sales Industry
fo l_der_ Proposal.pptx Conference
-ﬂ; Hormegroup L L L L k
Documents
«J
Alignment All About All About Gypsy Alphabets.pub Amortization
Examples.doc Bears.pptx the Dog.ppte Schedule
291 items 1 item selected 163 KB EEEE
© File Explorer displays the Campressed FolderTols
contents of the compressed Fome  share view i -0
fOI.der. &« « 4 [J » ThisPC > Documents » Accounts ~ @ | Search Accounts o
. . 9 Quick access 1Y _L‘ iy
Note: File Explorer is only Woeup % % A=
displaying the contents of a Ez"“f“; * - ol B
Compressed folqer; ]t has not {= meﬂﬁ ;c:::;nli Adv;‘]rtlt:gea:iorks Brimson Invoice Dndo::inGmxA":\d Customers
extracted the files. To & Pictures Proposalpptx
extract the files, follow the & Oonebre A= A X 2
. . & ThisPC — %
steps in the next subsection. =
Q Metwork
+& Homegroup Longcpci::j:tLtd A}Lf:ﬁ::rﬂlgcc Penske Sales Leads.doc
/2 Documents
9 jtems EEEE
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e
File Home  Share  View Extract 3 = @
= Documents & Pictures Pictures i

= ba
(] ¥ pownloads [ nts 2a
& Music & Pictures [ Videos i
Extract To
DULX DULKX
4 Down\uw
A Brief E-mail AFew of My A Guy In 3 Bar A Mosaic of New A Shaggy Dog
£ Docume Primer Favourite Words Story
L Pictures Words.doc
@ Pictures L L L
L
£ OneDrive u X 0
&) ThisPC DOCX
@ Network About Stacks Accounts Accounts Adventure Works Agenda for
Receivable 2014 Sales industry
2 Homegrous Proposal.ppte Conference
[ Documents L L. L L L
%
Alignment All About All About Gypsy Alphabets.pub Amortization
Bxamples.doc Bears.pptx the Dog.pptx Schedule v
291 tems 1 item selected 165 KB ez ]

Select a Destination and Extract Files

Files will be extracted to this folder:

| CA\Users\Paul\Documents\Accounts| 0

| | Browse... w

& Show extracted files when complete

D i | [ |

9781119057154-ch10.indd 235

How can | create a compressed folder?
Follow these steps:

Select the files and folders you
want to store in the compressed

folder.

o Right-click any selected item.

© Click Send to.

e Click Compressed (zipped)

folder.

The compressed folder appears.

CHAPTER
Working with Files

Extract Compressed Folder Files

@ In File Explorer, open the folder
containing the compressed folder.

0 Click the compressed folder.
© Click the Extract tab.
@ Click Extract all.

The Select a Destination and
Extract Files dialog box of the
Extract Wizard appears.

Q Type the location of the folder into
which you want to extract the files.

@ You can also click Browse and
choose the folder.

@ If you want to open the folder
into which you extracted the files,
click Show extracted files when
complete ([] changes to [¥).

0 Click Extract.

Windows extracts the files.

A_I_. N A_I_ L
& " Share with v ' =
L | Send to g 3 | U Compressed (zipped) folder
- Cut [ Desktop (create shortcut)
Loaophillt @ Documents
Account Copy
=) Fax recipient
L st ) Mail recipient
P &8 Floppy Disk Drive (A)
S &5 DVD Drive ()
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Specify a Different Program

When Opening a Fil

€

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,

Specify a Different Program When Opening a File

c In File Explorer, open the

folder that contains the file Tme S ver e
N % cut ~ ré | New item - 79 Open| - 3
you want to open. o oo U I8 X =T aasyaccessv&q
Pinto Quick Copy Paste _ Move Copy Delete Rename New
aceess [ Pasteshortcut  fo- o~ folder & Pnotos
o CI_'ick the ﬁ le. — B SR zE O] Windows Phato Viewer
o Choaose another app.
| g el Pl - O
e CIJ Ck the 0 pen . B Pictures Lake District Lake District Lake District Lake District Lake District Lake District
2014012 2014.024 2014.034 2014.035 2014.036 2014040
() If the program you want to & Onedrve -
. etworl
p ro g fam an d S k] p th € % Homegroup Lake District Lake District Lake District Lake District Lake District Lake District
remainin g ste p s. R 2014041 2014.042 2014.047 2014.058 2014.059 2014_060
@ Clck Chonse ansther 3pp. =t 5 e N g - —
Lake District Lake District Lake District Lake District Lake District Lake District
2014.061 2014.062 2014_063 2014.064 2014_066 2014_067 &
29items 1 item selected 9.67 MB B[]

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.

Picture Taals

Windows asks how you want
to open this file type.

© Click More apps.

Keep using this

Photos

Other options

How do you want to open this file?

Photos are easily enhanced, organized for you, and
ready to edit and share.

app

Paint
Windows

Look for an app in the Store

I:‘ Always use this app to open Jpg files

Photo Viewer

OK
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How do you want to open this file?

g; Paint

Windows Photo Viewer

Look for an app in the Store
Internet Explorer

ﬂ” Windows Media Player

WordPad

Always use this app to open jpg files

6

0

oK 4?

CHINE ey =

& &

in out

Zoom

Zoom Zoom 100

%

View

[ Rulers

[ Gridiines
@ Status bar
Show or hide

A &
- 4]
Full  Thumbnail

screen

Display

10 5124 % 3456px

CHAPTER
Working with Files

© Windows displays a full list of
programs you can use to open
the file.

@ 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.

125% (@ [

9781119057154-ch10.indd 237

How can | 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 [+]).

Can | 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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Threats to your computing-related security and privacy often come
from the Internet. To protect yourself and your family, you need to
understand these threats and know what you can do to thwart them.
However, your privacy and the security of your data can also come
under threat from someone simply using your computer while you are
not around. To guard you and your family against such intrusions, you
also need to understand and use the various tools that Windows offers
to secure your PC.

Picture password

How’s this look?

Drag your picture to position it the way
you want.

Use this picture
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Before 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 security begins with assigning a 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.

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.

Paul McFedries -

paulmcfedries@hotmail.com

!;' User Account Control

PC?

(%) Show details

Program name:  Windows Command Processor
Verified publisher: Microsoft Windows

e Do you want to allow this app to make changes to your

Change when these notifications appear

User Account Control asks you to confirm

certain actions that could conceivably harm your
system. When you are using your main Windows
user account, which is your computer’s adminis-
trative account, you click Yes to continue; for all
other accounts, you must enter the administrative
account’s username and password to continue.

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 M
computer can view and work with your files. Instead of shutting down your computer
when you leave your desk, you can lock your system instead. Anyone who tries to use

your computer must first enter your password.

9781119057154-ch11.indd 240

@ Paul McFedries

Change account settings

Lock

Sign out
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When your computer is connected to the Internet, it is possible for
another person to access your computer and infect it with a virus or
cause other damage; as a result, Windows comes with its Windows
Firewall feature turned on. This prevents intruders from accessing your

computer while you are online.

Malware Detected
Windows Defender is taking action to clean

detected malware @

The Microsoft Edge Explorer web browser normally
collects data as you navigate from site to site.
Most of this data is used to improve your
browsing experience, but it can also be used to
track your online activities. If you plan on
visiting private or sensitive sites, you can turn

on InPrivate browsing, which tells Microsoft Edge
not to collect any data during your browsing
session. For more information, see the section
“Browse the Web Privately,” later in this chapter.

CHAPTER

Help protect your PC with Windows Firewall

‘Windows Firewall can help prevent hackers or malicious soff
through the Internet or a network.

l '@ Private networks

Metworks at home or work where you know and trust the p

Windows Firewall state: On

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.

£ bearch Bing or enter web addres

When you use InPrivate tabs, your browsing data (like cookies, history, or temporary files) isn't
saved on your PC after you're dene, Microsoft Edge deletes temporary data from your PC after
all of your InPrivate tabs are closed.

Read the Microsoft privacy statement

Browsing InPrivate

m
[

Reset this PC

Windows.

Get started

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

Your computer contains a lot of information
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 securely remove your data
while installing a fresh copy of Windows. To run

9781119057154-ch1l.indd 241

this feature, use the taskbar’s Search box to type
reset, click Reset this PC to open the Settings
app, and then, under Reset this PC, click Get
started.

241

August 15, 2015 2:41 AM



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.

0 In the taskbar’s Search box, type
security.

© Click Check security status.

glﬂ Local Security Policy

Desktop app

iw Check security status 0
b Control panel

b, Change security settings

Control panel

Apps

W Windows Firewall with
Advanced Security

Settings

% Windows Defender settings

5 Windows Update settings

8% Advanced Windows Update options
Web

£ security essentials

A security service federal credit union

58 My stuff P Web

security4

The Security and Maintenance ¥ ecutty nd Maiennce S
WindOW appears 4 ¥ > Control Panel > All Control Panel ltems > Security and Maintenance ~ @ | Search Control Panel »
.
Control Panel Home . -
. . Review recent messages and resolve problems
© Review the messages in the I ety it asenence o i one o o e for ot i
. . Maintenance settings
Secur]ty SECUOI'I. L=} S[;talrr\é:UsErA((nunl[untm\ Security (O]
. & Change Windows SmartScreen 5 .
pyware and unwanted software protection (Important)

Cl']Ck a message bUtton to Fetnss & kel Windows Defender is tumed off. Tu'”"mw@

View archived messar

resolve the security issue, such
as clicking Turn on now if
Windows Defender is turned off.

Seealso
File Histary

Windows Program
Compatibility Troubl

leshooter

Tum off messages about spyware and unwanted software
protection

Virus protection (Important)
1 Windows Defender is tumed off.

Tum off messages about virus protection

Click here to enter your most recent credential (Important)
Sign in with your most recent Microsoft account credential.

Tum off messages about Microsoft account

Windows Update

Windows Update is set to check with you before downloading and installing
updstes. These settings are managed by your system administrator.

Tum off messages about Windows Update

Maintenance

Find an app online to help protect my PC

Turn on now

Find an app online to help protect my PC

Sign in

View Microsoft account settings

Change settings...

®
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CHAPTER

¥ Security and Maintenance

Control Panel Home

Change Security and
Maintenance settings

) Change User Account Centrol
settings

& Change Windows SmartScreen
settings

View archived messages

See also
File History

Windows Program
Compatibility Troubleshooter

A ¥ Control Panel » All Control Panel ltems » Security and Maintenance

Review recent messages and resolve problems

Security and Maintenance has detected one or more issues for you to review.

Security 0

Spyware and unwanted software protection {Important)
1 Windows Defender is turned off.

Turn off messages about spyware and unwanted software
protection

Virus protection (Important)
1 Windows Defender is turned off.

Turn off messages about virus protection

Click here to enter your most recent credential (Important)
Sign in with your most recent Microseft account credential.

Tumn off messages about Microsoft account

Windows Update

Windows Update is set to check with you before downloading and installing
updates. These settings are managed by your system administrator.

Turn off messages about Windows Update

Maintenance

Search Control Panel

Find an app online to help protect my PC

Find an app enline to help protect my PC

View Microsoft account settings

= O X

© Click Security.

®

Turn on now

Turn on now
Sign in

Change settings...

¥ Security and Maintenance

Control Panel Home

Change Security and
Maintenance settings

) Change User Account Control
settings

&) Change Windows SmartScreen
settings

View archived messages

Secalse
File History

Windows Program
Compatibility Troubleshooter

4 ¥ 5 Control Panel > All Control Panel ltems > Security and Maintenance

~ O
Metwork firewall On

@ Windows Firewall is actively protecting your PC.

Windows Update Not automatic

Windows Update s set to check with you before downloading and installing updates. These settings are

managed by your system administrator.

Virus protection On
£ Windows Defender is helping to protect your PC.

Spyware and unwanted software protection On
i Windows Defender is helping to pratect your PC.

Internet security settings oK
All Intemnet security settings are set to their recommended levels.

User Account Control On
UAC will notify you when apps try to make changes to the computer.
) Change settings

Windows SmartScreen On

Windows SmartScreen is helping to protect your PC from unrecognized apps and files downloaded from

the Internet.
) Change settings

Microseft account Action needed
Sign in with your most recent Microsoft account credential.

Sign in | View Microsoft account settings

Search Control Panel

= O X

@ Scroll down the Security and
Maintenance window.

Security and Maintenance
displays a summary of all your
system’s security settings.

9781119057154-ch11.indd 243

Can | control which messages | see in
Security and Maintenance?

Yes. Follow steps 1 and 2 to open the
Security and Maintenance window, and
then click Change Security and
Maintenance settings. Click any security
or maintenance message you no longer
want to see ([+] changes to []). Click OK.

Do | always have to open the Security and
Maintenance window to resolve security issues?
No. In many cases, you can resolve the issue
directly without opening Security and Maintenance.
In the taskbar’s notification area, click Action
Center (B) and examine the window that appears.
If you see a security issue, it should also display a
link that you can click to resolve the issue.
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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

0 In the taskbar’s Search box, type
password.

© Click Set up picture password.

“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.

Sign-in options
System settings

Set up picture password 0
System settings

Settings

% Sync your passwords on this PC

% Change your password

2

Store

%, Manage network passwords

E] Password Book

& Password Padlock

Web

/O password

£ password jdm

O password generator

2] My stuff 2 Web

password 4

The Settings app appears and s —
displays the Sign-in Options B eeailve —_—
o e Password
© Under Picture Password, click Sign-in options e o e s
Add . Work access Change
Family & other users -
Sync your settings Create a PIN to use in place of passwords. Having a PIN makes it

easier to sign in to Windows, apps, and services.

Add

Windows Hello

You must set up a PIN before you can enroll in Windows Hello.

Picture password

Sign in to Windows using a favorite photo

Add
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CHAPTER

Create a picture password

Create a picture password

First, venify your account info.

ﬁ Paul McFedries

Windows prompts you for your
account password.

O Type your password.
© Click OK.

Picture password

Welcome to picture
password

straight
ition, and

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.

9781119057154-ch11.indd 245

X The Welcome to Picture
Password screen appears.

Click Choose picture.
(6 ) p

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 Simplify It 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.
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In the same way that you should not choose a A good picture password not only uses all three
regular account password that is extremely obvious, available gestures, but also uses them in nonobvious

such as the word password or your username, you ways. To ensure that you have memorized your
should take care to avoid creating an obvious picture picture password, you should sign out of your
password. For example, if you are using a photo account a few times and then sign back on using the
showing three faces, an obvious picture password picture password.

would be a click on each face.

The Pictures screen appears. %
« . » ThisPC » Pictures » Allan Gardens v ®/| | Search Allan Gardens P
@ Click the picture that you want T ®
2
Quick access
to use. -DESktDp : - \“‘—; - - -
. ¥ Downloads ~ # !
e CI..I Ck 0pen . Siagedassats 201501 11_0966 201501 11_0967 201501 11_0968 201501 11_0969 201501 11_0970
-
Screen Shots )y
" o
@ OneDrive f y,
201501 11_0971 201501 11_0972 201501 110973 201501 11_0974 201501 11_0975
& ThisPC
m
s DVD RW Drive (F:) J_C ’{f“ “
&ELSHDRNE L) 201501 11_0976 201501 11_0977 201501 11_0978 201501 11_0979 201501 11_0980
(@ Network
= e -
A cott
201501 110981 201501 11_0982 201501 110983 114 201501 11_0985
A Paul
& Paul McFedries -
P Photos
201501 11_0986 201501 11_0987 201501 11_0988 201501 11_0989 2015 01 11_0990
2
File name: | 201501 11_0984 v Allfiles L4
s
The How's This Look screen P pecord e
appears.
. How's this look?
@ Drag the picture so that the
image is positioned where you e
want.

Use this picture 10

€ Click Use this picture.
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Picture password

Set up your gestures

become part of your picture password.

123

.

Picture password

Congratulations!

Vv Ve

-
(&
-

What happens if | forget my gestures?

At the sign-on screen, click Sign-in options and then click
Microsoft account to sign in with your regular password. To
get a reminder of your picture password gestures, follow
steps 1 and 2 in this section, click Change, type your user
account password, and click OK. In the Change Your Picture
Password screen, click Replay. Click the picture to see each

gesture.

9781119057154-ch1l.indd 247
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The Set Up Your Gestures screen
appears.

@ 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.

Can | change my picture
password?

Yes. Open the Change Your
Picture Password screen as
described in the preceding
Simplify It tip, choose a new
picture, if necessary, and then
run through your gestures.
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You can ensure that only you can access your PC and  can use the Windows Hello feature to teach Windows
you can avoid the insecurity of using passwords and  your fingerprint and use it to sign in. Because your
gestures in public, by using your fingerprint to sign fingerprint is unique, this ensures that only you can
in to Windows. access your PC. Also, if you are in a public place, you

If your PC comes with a built-in fingerprint reader, or do not have to enter a password or use sign-in
you have an external reader attached to your PC, you gestures that could be observed by a nearby snoop.

0 In the taskbar’s Search box, type
fingerprint.

Set up fingerprint sign-in 0
System settings
© Click Set up fingerprint sign-in. m—
3 Sign-in options
Store
B Fingerprint Luck Scanner
K Lie Detector Fingerprint Scanner
Web

fingerprinting

fingerprints

fingerprinting locations

fingerprinting services

fingerprint cards

0
0
0
O fingerprint jewelry
Jel
0
0

fingerprint scanner

S8 My stuff 2 Web

fingerprint 4

The Settings app appears and :
displays the Sign-in Options i accounrs ) | i
Scree n . Your account
Sign-in options PIN b o
9 Under Fingerpl’int, CUCk Set Up. Work aoee You can use this PIN tosign|  Welcome to Windows Hello
. O Bl BB ks e el s i L
NOte: If the Set Up button IS i:;;d;;;ﬁe&::r;%::rr|dent|lyj and buy things in the Store
disabled, you must assign a PIN i Windows Hello |- o0
to your Microsoft account. In the SeplkipNrinmsmeg
Sign-in Options screen, click Add sl
under the PIN heading and
following the prompts to assign a Picture password
PIN to your account‘ Slgn:d:)Wmdcwsusmga!
The Windows Hello Setup dialog et starea 4 o
Related settings
box appears. -
@ Click Get started.
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Making sure it's you

Scan your finger on the fingerprint
reader.

We'll need to scan your fingerprint a few times to set
up Windows Hello.

Close ﬂ

What do | do if Windows does not
recognize my fingerprint swipe when

I try to sign in?

At the sign-on screen, click Sign-in
options and then click Microsoft account
to sign in with your regular password.

9781119057154-ch11.indd 249
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Windows prompts you for
your account PIN.

© Type your PIN.

Cancel

Windows Hello prompts you
to scan your fingerprint.

@ Swipe your finger across your
PC’s fingerprint reader.

@ Repeat the swipe until the
scan is complete.

@ Click Close.

The next time that you
start your PC, you will be
prompted to swipe your
finger across the fingerprint
reader to sign in.

How do | stop using my fingerprint for signing
in to Windows?

To remove your fingerprint from the sign-in
options, follow steps 1 and 2 in this section to
display the Settings app’s Sign-in Options window.
Under the Fingerprint section, click Remove.
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You 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

Lock Your Computer
@ Paul McFedries

@ Click Start ().

¢ Lock

@ Click your user account.

' Sign out

@ Click Lock. I

i
a Paolo
1

Karen

) Alarms & Clock

File Explorer
B3 Settings
" Power

i Allapps

Windows locks your computer
and displays the Lock screen.

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.

Life at a glance

Change account settings

3

Calendar

aJ

S5

Monday, July 20
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Microsoft Edge

O

OneNote

Weather

Play and explore

Groove Music

Movies & TV

Get Started
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Unlock Your Computer

@ On the Lock screen, press [F773
to display the sign-in screen.

@ Click inside the Password
text box.

Paul McFedries -

paulmcfedries@hotmail.com

© Type your password.
O Click Submit ().

Windows unlocks your computer
and restores your desktop.

Paul McFedries -

paulmcfedries@hotmail.com

OOOI.l.l.l.l.‘

How can | 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 [ }+{. Alternatively, press (&0 . HEEED) and then
click Lock.
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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

0 In the taskbar’s Search box, type
screen saver.

Q Click Change screen saver.

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

q Change screen saverﬂ
== Control panel

q Turn screen saver on or off

Control panel
Settings

& Get more themes online

% Turn the lock screen slideshow on or off

Web

L screensavers free

£ screensavers and wallpaper
£ screensavers

£ screensaver downloads

£ screensavers or background
L screensaver pictures

£ screensavers for mac

5= My stuff £ web

screen saver @

The Screen Saver Settings dialog
box appears.

@ Click On resume, display logon
screen ([] changes to [+]).

B Screen Saver Settings

Screen Saver

Screen saver

{MNone)

Power management

Conserve energy or maximize performance by adjusting display
brightness and other power settings,

Change power settings

1 :&D On resume, display logon screen

252
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you forget to lock it, you can configure Windows to
lock automatically after a period of inactivity.
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& Screen Saver Settings

Screen Saver

Screen saver
(Mone) "] Settings... Preview

Wait: 5 = minutes On resume, display logon screen

Power management

Conserve energy or maximize performance by adjusting display
brightness and other power settings.

Change power settings

e [ a0

B Screen Saver Settings

Screen Saver

-0
Screen saver
(Mone) v Settings... Preview
Wait: 5 %] minutes [#] On resume, display logon screen

Power management

Conserve energy or maximize performance by adjusting display
brightness and other power settings.

Change power settings

Cancel Apply

CHAPTER

@ Use the Wait [+ to set the
number of minutes of idle that
must pass before Windows locks
your computer.

© Click OK.

Windows now automatically locks
your PC when it has been idle
for the number of minutes you
specified in step 4.

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 (F) and then click Settings to launch the Settings app.
Click Accounts to open the Accounts window and then click the Sign-in
options tab. Click the Require sign-in »+ and then click When PC wakes up

from sleep.
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If 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

0 In the taskbar’s Search box,
type edge.

© Click Microsoft Edge.

Alternatively, you can click
Microsoft Edge () if you see it
in the taskbar.

© Click More (--).
@ Click New InPrivate window.

New window
You can also activate InPrivate . . Newnpriatevindon <)
) clickprint 5
by pressing (EIHEIEHE. ;
n. A pattern of web surfing behavior that unig 2" =
doing the surfing. )
Find on page
Etymology Print
click + fingerprint .
Pin to Start

254

9781119057154-ch11.indd 254

in the Simplify It 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.

Microsoft Edge
Trusted Windows Store 3

Settings

%% Choose to allow swiping in from
touchpad edges

Store

Advisor's Edge

] Commvault Edge

edgenuity

edgepark medical supplies

edgeworld

edge of tomorrow

edgecombe community college

edgenuity for students

edge products

My stuff

edgd

2 Web

X B

[re——

Home — Alpha — C — clickprint

Examples

[Bly observing how people navigate around a site over a numbe
could distinguish between two anonymous surfers. That could | Send feedback

fraud: if someone signed in with an existing user’s logon, but the

indication that their ID had been stolen.

—Charles Arthur, “Is it possible to be identified by your ‘clickprint’?,” The Guardian, September 28, 2006

Your mouse is leaving tracks all over the Net

x| = @ o )

F12 Developer Tools

Open with Internet Explorer

Settings

August 15, 2015 2:41 AM



< 7l = @a g -

Browsing InPrivate

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 deletes temporary data from
your PC after all of your InPrivate tabs are closed.

Read the Microsoft privacy statement

— > O ‘E, cibecom/ca/personal htmPloggedOut=truessegment =P8 *‘ =@ &
CIBC Websites~ | Frangais | #X | ContactUs | ApplyNow | f§ Special Offers

CIBC [
O-E= i

Bank Accounts Credit Cards Mortgages

Personal Banking | Business Services | About CIBC | Search Q

Lending  Investments Insurance ‘Ways to Bank Advice Centre

Thank you for using CIBC Online Banking. You have successfully signed off. 6]

Card Number:

|

Knock down
your mortgage with
$15,000 cash back

Learn more

[] Remember my card number

Password:
Forgot your password?

LS m

@ Security Guaranteed
Electronic Access Agreement

e
Your online shopping i ) 41 countries. b o
express lane y 7,500 athletes. Rk ==

Pay with one simpie login using i And you.
Lol N e Y Be proud Chesr loud o =

What is browsing history?

CHAPTER

A new Microsoft Edge window
appears.

The InPrivate indicator appears
in the upper-left corner of the
window.

@ sSurf to and interact with
websites as you normally would,
such as the banking site shown
here.

@ When you are done,
click Close ().

Microsoft Edge closes the
InPrivate window and turns off
InPrivate browsing.

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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pace is on your hard drive, as well
space is running low. You also
em files, create a flash drive to
our 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

To 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.

Check Hard Drive Free Space

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.

Note: You can also check the

w | = =] X
h Hame Share View ~ @
free space on a CD, DVD, memory = 1o : S
. IJ xJ\J Copy path o x = £7) Easy access A Edit
Card, Orflash dnve. Before you Pma‘:jzil:m Copy Paste = Pm; i v:j:e ((;p; Delete Rename fljl‘zde‘ Properties 5 ooy 55'555
COntinue, insert the d"SC, Cafd, or Clipboard Organize New Open Select
. « o 7 Quicksceess 5 v © | SesrchQuicksccess
dn ve. v Quickaccess 4 Freguent folders (2)
. . i Desktop #  MHDesktop 1 Downloads
o Click File Explorer. U Downloads 4 Recent files (0)
. > d OneDrive Afteryou've opened some files, we'll show the most recent ones here,
File Explorer appears. g
. . > @@ Network
© Click This PC. » -~ magony
Zitems

. — - [&] X
The This PC folder appears. B0 e
Computer  View ~ @
Cl'ick the v_iew tab E [ Preview pane Medium icons [E] smallicans | ~ QI [] Group by = [ ttem check boxes -5:
* THo ane R List B2 Details ] Add columns [J File name extensions L ~
Navigati - = Sort Hide selected  Opti
. . a:;gnae & wﬁ? Tiles = content = b;v {5 size all columns to it [ Hidden items P e
a Cl_]ck T'| les. Panes Layout Current view Shaw/hide
« v 4 B ThisPC » ~ |  Search This PC P
v 7 Quickaccess 4 Folders (6)
I Desktop #  [m@Desktop [ Documents ¥ Downloads
4 Downlosds ~ # [ AMusic 1 Pictures & Videos
s & OneDrive 4 Devices and drives (2)
3 Local Disk (C:) 49 DVD Drive (D) # FLASH DRIVE (E)
> & ThisPC
> @& Network
5 e Homegroup
8items = -
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< | ThisPC

L NP
Computer  View

[CE Details pane

¥ Downloads &

@ OneDrive

> & ThisPC

B Network

8items

(W Preview pane R mediumicons Y small icons

BB List

B== Details

e B comen
Panes Layout
<« ~ 1 8 Thisec »
v Quick access 4 Folders (6)
[ Desktop o

R
ﬁ Music

4 Devices and drives (2)

= 237 GB free of 402 GB

N | Local Disk (C:)
4 Homegro 27 —

mns

o [O] Group by ~
] e

by~ columns to fit

Current viev

Dacuments

‘ Pictures

[ item check boxes

[J File name extensions

Options
[ Hidden items items M

Show/hide

v O Search This PC

J/ Downloads

Videos

FLASH DRIVE (E:)

e ]
L? 372 KB free of 484 MB

< | ThisPC

[ Preview pane
[CE Details pane
Navigation
pane *

Panes

v 7 Quickaccess
[ Desktop ~
¥ Downloads &

@ OneDrive

> & ThisPC

B Network

6, Homegroup

8items

B
Computer  View

Medium icons  [EJ Small icons
BB List =z Details

Layout

<« v 1 8 Thisec »

4 Folders (6)
- Desktop
ﬁ Music

4 Devices and drives (2)

[} -
[ Local Disk (C:)

= 237 GiMfree of 402 GB

i Add columns
Sort
by~

- JI [O]Group by =

Il columns to fit

Current viev

Dacuments

‘ Pictures

@ DVD Drive (D:)

[] ttem check boxes ] =
[J File name extensions
Hide

[] Hidden items

d  Options
Showy/hide

v O Search This PC

\L Downloads

Evmm

FLASH DRIVE (E:)

372 KB free of 434 MB

bl
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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 (58).

@ 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 (<) to close the This
PC window.

What can | do if my hard drive space is becoming low?
You can do three things:

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

To free up hard drive space on your computer and Run Disk Cleanup any time that your hard drive free
keep Windows running efficiently, you can use the space becomes too low. If hard drive space is not a
Disk Cleanup program to delete files that your system problem, run Disk Cleanup every two or three

no longer needs. Although today’s hard drives are months.

quite large, it is still possible to run low on disk
space, particularly because today’s applications and
media files are larger than ever.

Delete Unnecessary Files

@ Click File Explorer. E- S —

Home Share View ~ @
F'l E l b B3 X cut =F New item 4 Open
1 e Xp Orer appears' % I—J i Copy path <P x = F FEasy access ~ 2 Edit
PintoQuick Copy Paste Move Copy | Delete Rename  New Properties Select
o [ Pasteshortcut | to- 1o - Tolder @ History | mode-
. 0
0 Cl'lck Th'ls PC Clipboard Organize New Open Select
.
<« % e » Quick access » v o Search Quick access O
v Quick access 4 Frequent folders (2)
M Desktop *  ElDesktop ¥ Downloads
% Downloads & 4 Recent files (0)
> f@ OneDrive After you've opened some files, we'll show the most recent ones here,
& ThispC
> @@ Network

> *% Homegroup

2items

The This PC folder appears. CIFYRY B — 5 x

Computer View Manage ~ @
@ Click the hard drive you want to Y s 2
clean. B:;uijr Upt\m\zE'C‘:air:p Form utoPlay :::Emlm“
. v B This v carch This
@ Click the Manage tab. - T of smamirc 5
Quick access 4 Folders (6)

e Click Cleanup. Lo+ Cop— B o

& OneDrive

Music Pictures H Videos
& ThisPC ﬁ Y

By Network 4 Devices and drives (2)
~ == Local Disk (C:) FLASH DRIVE (E:)
*fs Homegroup 0 ] DVD Drive (D:) R SRR
< 237 GB frec of 402 GB 372 KB free of 434 MB
Sitems 1 item selected B
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=, Disk Cleanup for (C:)

Disk Cleanup

space on (C:).

Files to delete:

%) Temporary Intemet Files
[C1#8 Offline webpages

O |&! Recycle Bin

| ] Downloaded Program Files 0 bytes

O | Delivery Optimization Files

X After a few moments, the Disk
Cleanup dialog box appears.

=(__=__7 You can use Disk Cleanup to free up to 65.7 MB of disk 0 oThiS area d-ispl_ays the total_ amount

of drive space you can free up.

34m8 @ This area displays the amount of
Doss drive space the activated options
bl will free up.

Description

Files folder on your hard disk.

E;Clean up system files

How does Disk Cleanup work?

Total amourt of disk space you gain:

Downloaded Program Files are ActiveX controls and Java applets

& downloaded automatically from the Intemet when you view certain tO ) fO r each ﬁ I,e type th at yo u

pages. They are temporarily stored in the Downloaded Program

65.5MB 0

@ Click the check box (] changes

want to delete.

@ This area displays a description of
the highlighted file type.

View Files

these files?

Are you sure you want to permanently delete

7 — @ Click OK.
. % Disk Cleanup asks you to confirm
Disk Cleanup that you want to delete the file
types.

@ Click Delete Files.

8 Delete Files Cancel
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What types of files does Disk Cleanup delete?
It deletes the following file types:

Downloaded Program Files. These are small web page programs
downloaded onto your hard drive.

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.

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

If you find that your computer is running slowly or Windows apps that you have installed. However,
that frequent program glitches are hurting your Reset this PC does not save any other PC settings
productivity, you can often solve these problems by (which are reverted to their defaults) or any desktop
resetting your PC’s system files. The Reset this PC programs that you installed.

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

Refresh Your Computer

o In the taskbar’s Search box,
type reset.

© Click Reset this PC.
The Settings app runs and

<« Settings

Reset this PC
System settings

€32 RECOVERY

Settings
selects the Recovery tab. & satupocesanin Reset this PC
. . feul] & Setup fingerprint sign-in If your PC isn’'t running well, resetting it might help. This lets you
Q Under Reset this PC, click ¥ Y —— chocs 0 kep your les o remove e, and hn il
Get started. EQ
B Samsung Reset codes

Web
0 reset icoud password Go back to an earlier build
O reset apple password IF this build isn't working for you, try going back to an earlier one.
When the next build is ready, we'll install it
14
£ resetme Get started

L reset firefox

A reset microsoft account password
Advanced startup
P reset gmail password
Start up from a device o disc (such as a USB drive or DVD), change
- Windows startup settings, or restore Windows from a system

(O == Wy stuff P web image. This will restart your PC.

I reset|

Reset this PC asks you to
choose a reset option.

O Click Keep my files.

Keep my files
Removes apps and settings, but keeps your personal files.

Remove everything

Removwes all of your personal flles, apps. and settings.
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Reset this PC displays a list

(© Your apps will be removed of software you will need to

Many apps can be reinstalled from the Store, but the following apps will need to be reinsta |.|.

reinstalled from the web or installation discs. This list will be saved to the desktop after

you reset this PC.
EPSON Scan

© Click Next.

EPSOM XP-810 Series Printer Uninstall

(© Ready to reset this PC

Resetting will:

* Remove all apps and programs that didn't come with this PC

@ Click Reset.

Reset this PC reboots the
computer and refreshes the

= Change settings back to their defaults system files.
* Reinstall Windows without removing your personal files

This will take a while and your PC will restart.

9781119057154-ch12.indd 263

How do | refresh my computer if | cannot start Windows?

o Insert your installation disc or recovery drive and then restart your
computer.

e Boot to the disk or drive.

Q In the Windows Setup dialog box, click Next.
@ Click Repair your computer.

© Click Troubleshoot.

@ Click Reset this PC.

@ Click Keep my files.

Q Click your user account, type your account password, and then click
Continue.

Q Click Reset.
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Create a Recovery
Drive

You can make it easier to troubleshoot and recover installation media, you can still recover if you have
from computer problems by creating a USB recovery created a recovery drive. This is a USB flash drive
drive. If a problem prevents you from booting your that contains the Windows recovery environment,
computer, then you must boot using some other which enables you to refresh or reset your PC,

drive. If you have your Windows installation media, recover a system image, and more.
you can boot using that drive. If you do not have the

Create a Recovery Drive

o Insert the USB flash drive you want
to use.

Q In the taskbar’s Search box, type
recovery drive.

Create a recovery drive
= Control panel

=
&

recovery drive & User Account Control

Do you want to allow this app to make changes to your

recovery drive full pC?

recovery drive some files are missing

© Click Create a recovery drive.

; Program name:  Recovery Media Creator
recovery drive missing “%7  Verified publisher: Microsoft Windows

The User Account Control dialog box
appears.

@ Click Yes.

Note: If you are using a standard
account, enter your PC’s administrator
credentials to continue.

recovery drive not working @ S
ow details
recovery drive windows 10

recovery drive vs system image

v v o v v vy

recovery drive won't boot

5= My stuff

recovery drive] 4

The Recovery Drive Wizard appears. X

4 Recovery Drive

© Click Next.

Create a recovery drive

You can use a recovery drive to help troubleshaot problems with your PC even if it can't start. If
your PC came with a recovery partition, you can also copy it to the recovery drive so you can use
itto refresh or reset your PC.

Copy the recovery partition from the PC to the recovery drive.

Cancel
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€ Recovery Drive

Available drive(s)
L.\ (no label)

L. DA (RECOVERY)
6

Select the USB flash drive

The drive must be able to hold at least 16 GB, and everything on the drive will be deleted.

X The Recovery Drive Wizard
prompts you to choose the USB
flash drive.

@ Click the drive if it is not
selected already.

0 Click Next.

€ 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.

X The Recovery Drive Wizard warns
you that all the data on the
drive will be deleted.

@ Click Create.

The wizard formats the drive and
copies the recovery tools and
data.

@ Click Finish (not shown).

9781119057154-ch12.indd 265

Can | 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 | 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

There 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

called File History.

versions from an hour ago, a day ago, a week ago,

Keep a History of Your Files

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

Set the File History Drive

o Connect an external drive to
your PC.

Note: The drive should have
enough capacity to hold your
files, so an external hard drive is
probably best.

Note: If you see a notification,
click it, click Configure this drive
for backup, and then skip steps

File History 0
© Control panel

Settings

Delete browsing history

€ File History settings

) Restore your files with File History
Store

L. HISTORY

ER Relative History

Documents
[F1 Penrith History.doo - in Penrith
[£] Penrith History.docx - in Documents

Web

3 and 4' O history channel
© In the taskbar’s Search box, type e
h'iStOl'y. 2= My stuff £ web
@ Click File History. e 2.
. . €5 File History - [a] %
The FI I'e H1Story screen appears' « ~ 4 '€5» Control Panel > All Control Panel ltems » File History ~ @ | Search Control Panel P
. 0
o]:f W]I’IdOWS detectS an external. Control Panel Home Keep a history of your files
o o N . Restore personal files File History saves copies of your files so you can get them back if they're lost or damaged.
hard drive, it displays the drive &mm W e tison oot
here. i;l:::;‘j::ngs Copy files from:  Libraries, Desktop, Contacts, and Favorites
L. . Copy files to: !
Note: If this is the correct drive, LP somraomscs A
you can skip steps 4 to 6.
@ Click Select drive.
See also
Recovery
& System Image Backup
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Control Panel Home

Restore personal files
Select drive
Exclude folders

Advanced settings

See also
Recovery

& System Image Backup

¥4 Select Drive - 0o X
< “ /M 45 » Control Panel » All Control Panel ltems » File History » Select Drive v O Search Control Panel r
Select a File History drive
Choose a drive from the following list, or enter a network location.
Available drives Free space Total space
& I Backups (E:) 465 GB 465 GB
& FLASH DRIVE (G:) 23.2GB 29.8GB
Add network locaticn
Show all network locations
@ oK Cancel
¥4 File History - 0o X
« « /I 4 » Control Panel » All Control Panel ltems > File History v O Search Control Panel yel

Keep a history of your files
File History saves copies of your files so you can get them back if they're lost or damaged.

File History is off

Copy files from:  Libraries, Desktop, Centacts, and Favorites

&7

Copy files te:
opyieste Backups (E)

465 GB free of 465 GB

Turn on 4
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The Select Drive window appears.
e Click the drive you want to use.
@ Click OK.

Activate File History
€@ Click Turn on.

Windows activates File History
and begins saving copies of your
files to the external drive.

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 File History screen and then click Turn off. When you are ready to
resume saving your files, follow steps 1 to 3 to reconnect the drive and open

the File History screen, and then click Turn on.
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Restore a File from
Your History

If you improperly edit, accidentally delete, or corrupt  you may be able to restore that data by going back

a file through a system crash, in many cases you can  to a previous version of the file. Another reason is
restore a previous version of the file. Why would you  that the file might become corrupted if the program
want to revert to a previous version of a file? One or Windows crashes. You can get a working version of
reason is that you might improperly edit the file by the file back by restoring a previous version.

deleting or changing important data. In some cases,

Restore a File from Your History

o In the taskbar’s Search box, type
restore files.

Restore your files with File History
o ‘Control panel

© Click Restore your files with
File History. restore files

restore files and folders wizard has
stopped

restore files deleted from recycle bin
restore files from backup

restore files from windows 7 to 8
restore files from external hard drive
restore files windows &

restore files from file history new pc

58 My stuff

restore files

The Home - File History window 1 Home - Fle oy -~ o0 x
appears. 1 | Home v|c, Search All PR X -
Double-click the library or folder Monday, April 27, 2015 2:10 PM | 12 of 12
that contains the file you want et )
to restore. ﬁ
H 5 &
Contacts Desktop Favorites OneDrive
4 Library (4)

5 428 R

Documents Music Pictures Videos

8 items B =
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The destination already has a file named "Conference
Agenda 2016.rtf"

@ +/ Replace the file in the destination

3 Skip this file

lz Compare info for both files

A | Fewer details

" Home- e Histary = @ x| @ Open the folder that contains
T | Home\Documents 0 v‘ (V] Search All A - the ﬁl.e.
Friday, April 17, 2015 428 AM | 3 of 5 e Click Previous Version (14) until
. —g you open the version of the folder
| 5 | you want to use.
Fax Scanned Sound Am a A Shaggy Bear boot . .
Documents rcordings  Bar - DogSiay @ Click the file you want to restore.
Er!mstn:m\ cnd:i Conference | Co um Customer |d:|.l‘5f Letter to M. 0 Cl']Ck ReStore to 0ng1nal
ng Motes Ag;:sdu Dy:‘ac:\cs Feedback Walton Locat.lon (@).
A=t 4=t 4=t A=t B 4=t
Lﬂ::;:l:\lia Logophilia  Logophilia  Logophilia  New Words Frhin; Presentatio
Limited Limited Ltd ™ Account in the Addresses n Motes
Annual Annual Account Modern
Report 2015 Report 2016 Workplace
Titems  1item sa\;:ted 101k ? ) = -
& 14 @ ]
" Replace or Skip Files - O X If the original folder has a file with
o ‘ the same name, File History asks
Copying 1 item from Documents to Documents

what you want to do.
@ Select an option:

Click Replace the file in the

destination to overwrite the

existing file with the previous
version.

Click Skip this file to do nothing.

jd
o = Can | 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 (®).

9781119057154-ch12.indd 269

Click Compare info for both files
to decide which file you prefer
to keep.

Windows restores the previous
version.

What should | do if | 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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A

accessing
app features, 36-37
Lock command, 251
OneDrive online, 233
accounts
email, 70-71
removing from People app, 109
activating File History, 267
adding
apps to Lock screen, 32-33
desktops, 46
events
to calendars, 114-115
reminders for, 117
extra fields to contacts, 106-107
files
attachments to, 76-77
to OneDrive, 232-233
Google account, 96-97
iCloud account, 98-99
images to notebook pages, 214-215
pages to notebooks, 210-211
photo effects, 162-163
recipes to Food & Drink app, 143
sections to notebooks, 210-211
text notes, 212-213
typed notes, 65
web pages to Favorites bar, 63
adjusting
color schemes of notebooks, 211
copy quality of CDs, 185
Cortana settings, 125
file view, 224
Lock screen background, 30-31
photos for contacts, 105
picture password, 247
Startup page, 58-59
text font, 198-199
volume, 40-41
Alarms & Clock app, 146-147
albums
buying, 187
restarting, 189
All Apps list, starting apps from, 17
all-day events (Calendar app), 115
annotating web pages, 64
applying
Selective Focus effects, 163
tags to text, 217
Vignette effects, 163
apps
about, 120
accessing features of, 36-37
adding to Lock screen, 32-33
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Calculator, 134-135
Calendar
about, 92
adding event reminders, 117
adding events to calendars, 114-115
creating recurring events, 116
customizing calendars, 118-119
viewing calendars, 112-113
Camera, 170-171
checking
another city’s weather forecast, 132-133
current city weather forecast, 131
weather forecasts, 130-131
configuring Cortana Voice Assistant, 124-125
displaying locations on maps, 126-127
finding recipes, 142-143
following favorite teams, 140-141
Food & Drink, 142-143
getting directions to locations, 128-129
Groove Music, 188-189
Health & Fitness, 144-145
installing, 14-15
looking up health information, 144-145
Mail
about, 68
adding file attachments, 76-77
configuring email account, 70-71
creating folders for saving messages, 90-91
deleting email messages, 88-89
formatting message text, 74-75
forwarding email messages, 84-85
opening attachments, 86, 87
reading email messages, 81
receiving email messages, 80, 81
replying to email messages, 82-83
saving attachments, 87
saving drafts of messages, 78-79
sending email messages, 72-73
Maps, 126-127, 128-129
Money, 138-139
Movies & TV
about, 175
moving Camera app videos to, 177
watching video, 178-179
News, 136-137
People
about, 92
adding extra fields to contacts, 106-107
adding Google account, 96-97
adding iCloud account, 98-99
assigning photos to contacts, 104-105
creating contacts, 94-95
editing contacts, 102-103
filtering Contacts list, 108-109
linking multiple profiles for contacts, 110-111
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removing accounts from, 109
viewing contacts, 100-101
performing calculations, 134-135
Photos
adding photo effects, 162-163
cropping images, 164-165
deleting images, 167
repairing images, 160-161
rotating images, 166
starting slide shows, 158-159
viewing images, 156-157
pinning
to Start menu, 26-27
to taskbar, 38-39
searching PCs, 122-123
setting alarms, 146-147
Settings, 28-29
Sports, 140-141
starting, 16-17
switching between running, 18-19
tracking stocks, 138-139
uninstalling, 22-23
updating, 20-21
Weather, 130-131, 132-133
assigning photos to contacts, 104-105
attachments
file, 76-77
forwarding, 85
opening, 86, 87
saving, 87
audio levels, for CDs, 181
Auto Fix tool (Photos app), 160-161
Automatic uninstall, 23
automating updates, 21

background (Lock screen), 30-31
Bcc (blind carbon copy), 73

Bing search site, 66-67

blind carbon copy (Bcc), 73

blur, in Selective Focus effect, 163
browsing history, 255

browsing web privately, 254-255
bulleted lists, creating, 216
buying albums, 187

C

Calculator app, 134-135
Calendar app
about, 92
adding
event reminders, 117
events to calendars, 114-115
creating recurring events, 116
customizing calendars, 118-119
viewing calendars, 112-113
calories, logging in Health & Fitness app, 145
Camera app, taking pictures with, 170-171
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captions, adding to images, 215
carbon copy (Cc), 73
Cc (carbon copy), 73
CDs
installing apps from, 15
music, 180-183
Celsius, 133
changing
color schemes of notebooks, 211
copy quality of CDs, 185
Cortana settings, 125
file view, 224
Lock screen background, 30-31
photos for contacts, 105
picture password, 247
Startup page, 58-59
text font, 198-199
volume, 40-41
Character Map, 204-205
checking
another city’s weather forecast, 132-133
hard drive free space, 258-259
security problems, 242-243
weather forecasts, 130-131
choosing
calculators, 134
files, 222-223
links, 51
clearing History list, 57
closing
desktops, 47
tabs, 53
comparing files, 269
compressed folders, extracting files from,
234-235
computer
locking, 31, 250-251
refreshing, 262-263
unlocking, 251
configuring
Cortana Voice Assistant, 124-125
email account, 70-71
Microsoft account, 11-12
PC to lock automatically, 252-253
Windows for multiple monitors, 42-43
connecting to wireless networks, 8-9
contacts
adding extra fields to, 106-107
assigning photos to, 104-105
creating, 94-95
deleting, 101
editing, 102-103
hiding, 108-109
linking multiple profiles for, 110-111
viewing, 100-101
Contacts list, filtering, 108-109
conversions, 134-135
copies, making of documents, 206-207
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copying
files
about, 226
to OneDrive, 233
tracks from music CDs, 184-185
Cortana Voice Assistant, configuring, 124-125
creating
bulleted lists, 216
compressed folders, 235
contacts, 94-95
documents, 192-193
folders for saving messages, 90-91
new documents using OneDrive, 233
new files, 229
numbered lists, 216
OneNote notebooks, 208-209
picture passwords, 244-247
playlists, 190-191
recovery drive, 264-265
recurring events, 116
to-do lists, 217
Web Notes, 64-65
cropping images, 164-165
Custom uninstall, 23
customizing
about, 24
accessing app features, 36-37
adding apps to Lock screen, 32-33
adjusting
Lock screen background, 30-31
volume, 40-41
calendars, 118-119
configuring Windows for 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’s notification area, 44-45

D

date, 4
day, viewing events by, 113
default programs, 237
deleting. See also removing
contacts, 101
email messages, 88-89
favorite web pages, 61
Favorites bar buttons, 63
files, 230
folders, 91
images, 167
notebooks, 209
pages of notebooks, 211
playlists, 191
sections of notebooks, 211
unnecessary files, 260-261
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Delivery Optimization Files, 261
deselecting files, 223
Desktop icon, 4
desktops
defined, 4
setting up multiple, 46-47
detailed status, 33
digital cameras
importing images from, 150-151
importing videos from, 174-175
directions, getting to locations, 128-129
disabling location services, 127, 131
disconnecting
external hard drive, 267
from wireless networks, 9
Disk Cleanup, 259, 260-261
displaying
app menus, 36
Favorites bar, 62
icons on taskbar, 45
locations on maps, 126-127
saved Web Notes, 65
Web Note tools, 64
document editing
about, 192
adding
images to notebook pages, 214-215
pages and sections to notebooks,
210-211
text notes, 212-213
changing text font, 198-199
creating
documents, 192-193
OneNote notebooks, 208-209
finding text, 200-201
inserting special symbols, 204-205
making copies of documents, 206-207
notebook lists, 216-217
opening documents, 196-197
printing documents, 218-219
replacing text, 202-203
saving documents, 192-193
Documents library, 193
Downloaded Program Files, 261
drafts, saving for messages, 78-79
DVDs, installing apps from, 15

E
editing
contacts, 102-103
email messages, 83
playlists, 191
editing documents
about, 192
adding
images to notebook pages, 214-215
pages and sections to notebooks, 210-211
text notes, 212-213
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changing text font, 198-199
creating
documents, 192-193
OneNote notebooks, 208-209
finding text, 200-201
inserting special symbols, 204-205
making copies of documents, 206-207
notebook lists, 216-217
opening documents, 196-197
printing documents, 218-219
replacing text, 202-203
saving documents, 192-193
email
about, 68
adding file attachments, 76-77
configuring email account, 70-71
creating folders for saving messages, 90-91
deleting email messages, 88-89
formatting message text, 74-75
forwarding email messages, 84-85
opening attachments, 86, 87
reading email messages, 81
receiving email messages, 80, 81
replying to email messages, 82-83
saving
attachments, 87
drafts of messages, 78-79
sending email messages, 72-73
events
adding
to calendars, 114-115
reminders for, 117
recurring, 116
external hard drive, disconnecting, 267
extracting files from compressed folders, 234-235

F

Fahrenheit, 133
favorites, saving, 60-61
Favorites bar, 62-63
file attachments, adding, 76-77
File Explorer
about, 155, 220
adding to OneDrive, 232-233
changing file view, 224
comparing, 269
copying, 226
creating new, 229
deleting
about, 230
unnecessary, 260-261
deselecting, 223
extracting from compressed folders, 234-235
moving, 227
previewing, 225
renaming, 228
restoring
deleted, 231
from history, 268-269
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selecting, 222-223
specifying programs to open, 236-237
File History
about, 266-267
restoring files from, 268-269
files
about, 220
adding to OneDrive, 232-233
changing file view, 224
comparing, 269
copying, 226
creating new, 229
deleting
about, 230
unnecessary, 260-261
deselecting, 223
extracting from compressed folders, 234-235
moving, 227
previewing, 225
renaming, 228
restoring
deleted, 231
from history, 268-269
selecting, 222-223
specifying programs to open, 236-237
filtering Contacts list, 108-109
Find feature, 200-201
finding
recipes, 142-143
text in documents, 200-201
text on pages, 55
fingerprint sign-in, setting up, 248-249
folders
creating for saving messages, 90-91
deleting, 91
renaming, 91
restoring, 269
searching from windows, 123
following favorite teams, 140-141
fonts
defined, 198
email message, 74
tips for, 199
Food & Drink app, 142-143
formatting
email message text, 74-75
note text, 213
forwarding
attachments, 85
email messages, 84-85

G

gestures, forgotten, 247
getting started
about, 2
connecting to wireless networks, 8-9
installing apps, 14-15
PC screen, 4
restarting, 7
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shutting down, 7
Sleep mode, 6
starting apps, 16-17
switching between running
apps, 18-19
switching to Microsoft
accounts, 10-13
tablet screen, 5
uninstalling apps, 22-23
updating apps, 20-21
Global Positioning System (GPS), 127
Google account, adding, 96-97
GPS (Global Positioning System), 127
Groove Music app, 188-189

hard drives, checking free space, 258-259
Health & Fitness app, 144-145
hiding
app menus, 37
contacts, 108-109
History list, navigating with, 56-57
hits, 67
Home screen (Money app), 138-139

iCloud account, adding, 98-99
icons, showing on taskbar, 45
images
about, 148
adding
to notebook pages, 214-215
photo effects, 162-163
assigning to contacts, 104-105
cropping, 164-165
deleting, 167
importing from digital cameras, 150-151
inserting in email messages, 75
navigating Pictures library, 154-155
printing, 168-169
repairing, 160-161
rotating, 166
scanning, 152-153
starting slide shows, 158-159
taking with PC camera, 170-171
viewing, 156-157
importing
images from digital cameras, 150-151
videos from digital cameras, 174-175
Inbox, deleting email messages from, 88
InPrivate Web Browsing, 241
inserting
pictures in email messages, 75
special symbols, 204-205
installing apps, 14-15

K

keyboard, switching apps using, 19
“keystroke,” 204-205
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L

limits, to file attachments, 77
linking multiple profiles for contacts, 110-111
links, selecting, 51
locating documents, 197
locations
displaying on maps, 126-127
getting directions to, 128-129
getting news for current, 137
Lock command, accessing, 251
Lock screen
adding apps to, 32-33
changing background of, 30-31
locking
computer, 31, 250-251
PCs, 240
logging
calories in Health & Fitness app, 145
workouts, 145

M

Mail app
about, 68
adding file attachments, 76-77
configuring email account, 70-71
creating folders for saving messages, 90-91
deleting email messages, 88-89
formatting message text, 74-75
forwarding email messages, 84-85
opening attachments, 86, 87
reading email messages, 81
receiving email messages, 80, 81
replying to email messages, 82-83
saving
attachments, 87
drafts of messages, 78-79
sending email messages, 72-73
maintenance
about, 256
checking hard drive free space, 258-259
creating recovery drive, 264-265
deleting unnecessary files, 260-261
file history, 266-267
refreshing computer, 262-263
restoring files from history, 268-269
Maps app, 126-127, 128-129
Memory feature (Calculator app), 135
Menu icon, 37
message priority, 75
messages, email
about, 68
adding file attachments, 76-77
configuring email account, 70-71
creating folders for saving messages, 90-91
deleting email messages, 88-89
formatting message text, 74-75
forwarding email messages, 84-85
opening attachments, 86, 87
reading email messages, 81
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receiving email messages, 80, 81
replying to email messages, 82-83
saving
attachments, 87
drafts of messages, 78-79
sending email messages, 72-73
Microsoft accounts
removing, 13
switching to, 10-13
Microsoft Edge
browsing web privately, 254-255
tabs and, 59
Microsoft Exchange account, 71
minus sign (-), in searches, 67
Money app, 138-139
monitors, configuring Windows for multiple,
42-43
month, viewing events by, 112
mouse pointer
defined, 4
troubleshooting, 43
movies
getting, 177
playing, 179
Movies & TV app
about, 175
moving Camera app videos to, 177
watching video, 178-179
moving
app tiles, 27
email messages between folders, 91
Favorites bar buttons, 63
files
about, 227
to OneDrive, 232
programs between desktops, 47
multimedia
about, 172
copying tracks from music CDs, 184-185
creating playlists, 190-191
importing videos from digital cameras, 174-175
navigating
Music library, 186-187
Videos library, 176-177
playing
music, 188-189
music CDs, 180-183
watching video, 178-179
music CDs
copying tracks from, 184-185
playing, 180-183
repeating, 183
Music library, navigating, 186-187

N

navigating
calendars, 113
with History list, 56-57
Music library, 186-187
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Pictures library, 154-155
Videos library, 176-177
web pages, 54
News app, 136-137
non-Microsoft email address, 11
notification area
customizing for taskbar, 44-45
defined, 4
Now Playing window (Windows Media Player), 183
numbered lists, creating, 216

0

OneDrive
accessing online, 233
adding files to, 232-233
OneNote
adding
images to notebook pages, 214-215
pages and sections to notebooks, 210-211
text notes, 212-213
creating notebooks, 208-209
notebook lists, 216-217
opening
attachments, 86, 87
documents, 196-197
message drafts, 78-79
Settings app, 28-29
web pages
about, 50-51
in tabs, 52-53
OR, in searches, 67
organizing favorite web pages, 61
orientation, for printing images, 169
Outbox folder (Mail app), 79

P

pages, adding to notebooks, 210-211
pages, web
adding to Favorites bar, 63
annotating, 64
browsing privately, 254-255
finding text on, 55
navigating, 54
opening in tabs, 52-53
saving favorite, 60-61
paper, for printing images, 169
paragraph, email message, 74
password, for user account, 240
Passwords switch, 35
pausing, in Windows Media Player, 181
PC screen, 4
PCs
configuring to lock automatically, 252-253
locking, 240
resetting, 241
searching, 122-123
synchronizing settings between, 34-35
People app
about, 92
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adding pinning

extra fields to contacts, 106-107 apps to Start menu, 26-27
Google account, 96-97 apps to taskbar, 38-39
iCloud account, 98-99 playing

assigning photos to contacts, 104-105 music, 188-189

creating contacts, 94-95 music CDs, 180-183

editing contacts, 102-103 playlists, creating, 190-191

filtering Contacts list, 108-109 points, 198

linking multiple profiles for contacts, 110-111 previewing files, 225

removing accounts from, 109 printing

viewing contacts, 100-101 documents, 218-219

photos images, 168-169

about, 148 product key, 15

adding Programs and Features, uninstalling apps via, 23
to notebook pages, 214-215
photo effects, 162-163 Q

assigning to contacts, 104-105 quick status, 33

cropping, 164-165 quotation marks, in searches, 67

deleting, 167

importing from digital cameras, 150-151 R

inserting in email messages, 75

navigating Pictures library, 154-155 reading email_rlnessages, 81%50 81
printing, 168-169 receiving email messages, 80,

recipes, finding, 142-143

recording physical address for contacts, 95
recovery drive, creating, 264-265
recurring events, creating, 116

Recycle Bin, 231, 261

repairing, 160-161

rotating, 166

scanning, 152-153

starting slide shows, 158-159

taking with PC camera, 170-171 g .
viewing, 156-157 red eye, removing from images, 161

Photos app refreshing computer, 262-263

adding photo effects, 162-163 reminders, for events, 117
cropping images, 164-165 removing. See also deleting
deleting images "167 accounts from People app, 109

PP _ app icons from taskbar, 39
:sg:g;ggi:nn;zge?'fs%o 161 cities from Weather app, 133
starting slide shows, 158-159 e.ma1l messages pe;rmapently, 89
viewing images 156’—157 fingerprint from sign-in options, 249

: . _ linked profiles from contacts, 111
picture passwords, creating, 244-247 Microsoft accounts, 13

pietures photos for contact, 105
about, 148 ! : ' -
adding red eye from images,

stocks from watchlist in Money app, 139
teams from Sports app, 141
tracks from library, 185

to notebook pages, 214-215
photo effects, 162-163
assigning to contacts, 104-105

i - renaming
cci;cizfilnng,llg 165 Favorites bar buttons, 63
importing from digital cameras, 150-151 ?olfdséri,zgl

inserting in email messages, 75
navigating Pictures library, 154-155
printing, 168-169
repairing, 160-161
rotating, 166
scanning, 152-153
starting slide shows, 158-159
taking with PC camera, 170-171
viewing, 156-157

Pictures library
navigating, 154-155
printing images, 168-169

sections of notebooks, 211
reordering taskbar icons, 39
repairing images, 160-161
repeating music CDs, 183
Replace dialog box, 203
replacing text in documents, 202-203
replying to email messages, 82-83
Reply/Reply All (Mail app), 83
rerunning calculations, 135
resetting PC, 241
reshaping selective focus area, 163

276

9781119057154-bindex.indd 276 August 14, 2015 9:27 PM



resizing Start menu, 27

restarting
albums, 189
Windows, 7

restoring

deleted files, 231

deleted messages, 88-89

files from history, 268-269

folders, 269
resuming play, in Windows Media Player, 181
ripping CDs, 184-185
rotating images, 166

)

Save As command, 207
saving
attachments, 87
documents, 192-193
drafts of messages, 78-79
favorite web pages, 60-61
recipes, 143
Web Notes, 65
scanning images, 152-153
search box, 4
search engine, 66
searching
PCs, 122-123
for sites, 66-67
sections, adding to notebooks, 210-211
security
about, 238, 240-241
browsing web privately, 254-255
checking problems, 242-243
configuring PC to lock automatically, 252-253
creating picture passwords, 244-247
locking computer, 250-251
setting up fingerprint sign-in, 248-249
Security and Maintenance, 243
selecting
calculators, 134
files, 222-223
links, 51
Selective Focus effects, applying, 163
sending
email messages, 72-73
email messages to contacts, 95
Sent folder (Mail app), 79
serial number, 15
settings
alarms, 146-147
Cortana, 125
File History drive, 266-267
message priority, 75
for searching, 123
synchronizing between PCs, 34-35
time zone, 41
timers, 147
Settings app, opening, 28-29
setup
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fingerprint sign-in, 248-249
multiple desktops, 46-47
shortcut methods, 47
shortcuts
for opening web pages, 53
for web addresses, 51
Shuffle feature
Groove Music app, 189
Windows Media Player, 183
shutting down, 7
size, of video recordings, 171
skipping tracks in Windows Media Player, 181
Sleep mode, 6, 253
slide shows, starting, 158-159
snapping windows, 19
special symbols, inserting, 204-205
specifying programs to open files, 236-237
speed, of slide shows, 159
Sports app, 140-141
Start button, 4
Start menu
pinning
apps to, 26-27
apps to taskbar using, 38-39
resizing, 27
starting apps from, 16-17
uninstalling apps via, 22
starting
apps, 16-17
Calculator app, 134
Microsoft account, 10-11
music, 188
slide shows, 158-159
Startup page, changing, 58-59
stocks, tracking, 138-139
stopping music CDs, 182
stopwatch, 147
styles, email message, 75
sub-bullets, creating, 217
subordinate numbered lists, creating, 217
surfing, web
about, 48
changing Startup page, 58-59
creating Web Notes, 64-65
Favorites bar, 62-63
finding text on pages, 55
navigating
with History list, 56-57
web pages, 54
opening
web pages, 50-51
web pages in tabs, 52-53
saving favorite web pages, 60-61
searching for sites, 66-67
switching
desktops, 47
between Fahrenheit and Celsius, 133
to Microsoft accounts, 10-13
between running apps, 18-19
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synchronizing
email messages, 81
settings between PCs, 34-35

T

tablet screen, 5
tabs, opening web pages in, 52-53
tags, applying to text, 217
Task view, switching apps using, 19
taskbar
customizing notification area, 44-45
pinning apps to, 38-39
searching from, 122-123
switching apps using, 18
Taskbar icon, 4
Temporary Files, 261
Temporary Internet Files, 261
text
adding notes, 212-213
applying tags to, 217
changing font of, 198-199
finding
in documents, 200-201
on pages, 55
replacing in documents, 202-203

viewing of forwarded email messages, 85

thumbnails, 261

tiles
about, 17
moving, 27
time, 4

time zone settings, 41
timer settings, 147
titles, adding to images, 215
to-do lists, creating, 217
tracking stocks, 138-139
tracks
copying from music CDs, 184-185
removing from library, 185
skipping in Windows Media Player, 181
traffic information (Maps app), 129
troubleshooting
fingerprint sign-in, 249
mouse pointer, 43
TV shows
getting, 177
playing, 179
type style, 198
typeface, 198

U

uninstalling apps, 22-23
unlocking computer, 251
updating apps, 20-21

USB flash drive, 265

user account control, 240
user account password, 240

v
verifying
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another city’s weather forecast, 132-133
hard drive free space, 258-259
security problems, 242-243

weather forecasts, 130-131
videos

importing from digital cameras, 174-175
size of recordings, 171
watching, 178-179

Videos library, 175, 176-177
viewing

calendars, 112-113

compressed folder files, 234
contacts, 100-101

images, 156-157

previously scanned images, 153

text of forwarded email messages, 85
video, 178-179

Vignette effects, applying, 163
volume, adjusting, 40-41

w

watchlist (Money app), 138-139
Weather app, 130-131, 132-133
Web Notes, creating, 64-65

web page clip, 65

web pages

adding to Favorites bar, 63
annotating, 64

browsing privately, 254-255
finding text on, 55
navigating, 54

opening in tabs, 52-53
saving favorite, 60-61

web surfing

about, 48
changing Startup page, 58-59
creating Web Notes, 64-65
Favorites bar, 62-63
finding text on pages, 55
navigating

with History list, 56-57

web pages, 54
opening

web pages, 50-51

web pages in tabs, 52-53
saving favorite web pages, 60-61
searching for sites, 66-67

websites, searching for, 66-67
week, viewing events by, 112
Week Number options, 119
Wi-Fi hotspots, 127

windows, snapping, 19
Windows Defender, 241
Windows Firewall, 241

Windows Media Player, 180-183
Windows Store

installing apps from, 14-15
movies and TV shows from, 179

wireless networks, connecting to, 8-9
workouts, logging, 145
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