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CONFIGURING CORTANA VOICE SEARCH

If Cortana can't hear you, use the instructions in this section to configure your system so
you can perform voice searches with Cortana.

© Speech

What's not working?

Tell us more sbout the problem and we'l try to fixt by updating your speech and audio settings.

@——}—) Cortana c

J Speech

Which of these devices do you want to troubleshoot?

(OMicrophone - High Definition Audio Device
No jackinf ble.

—} @ Microphone - Logitech USB Headset
No jack information available.

0 Click or tap the microphone icon in the Search box, and begin speaking your search terms
or phrase.

@ If you see a “Sorry about that. | didn't hear anything” message, click or tap Tap here to con-
tinue.

@ Click or tap Cortana can’t hear me.

G If you have more than one mic (such as a built-in mic and a headset mic), select the one you
use.

@ Click or tap Next to start the process.

@

Continued




X
“ b Speech 1 Speech
Set up the mic Mic Calibration
/I\ i ith this PC was ortana, so she mi I'igiveyou | (m heari Make sure
/1 ableto hear you clearly. Would you like to try to set up the microphone anyway? you're n 2 quiet place, and your microphone is set up correctly.
—’ => Setup the mic
—> Skip this step
x x
© B speech “ B speech
Resolving problems Troubleshooting has completed
ing up the mi e

to do before.
| Problems found

Your microphone might need to be set up Fixed V]
Peter talks to his computer. He prefers it to typing, and particularly prefers it to pen and paper.

f
|=> Close the troubleshooter

—> Give feedback on this troubleshooter

View detailed information

O Click or tap Set up the mic.

0 Click or tap Next.

0 Read the text aloud. Cortana goes to the next dialog box automatically when it is finished
analyzing your voice.

Q Click or tap Close.

&

q NOTE

Troubleshooting Cortana Voice Setup If Cortana cannot detect your speech
after you complete the setup process, make sure your built-in microphone is
enabled and not muted, or that your plug-in microphone is plugged in and not

muted. To learn more about this process or to fine-tune microphone volume,
see Chapter 19, “Managing Windows 10 Fall Creators Update.” W




quickly find a route.

CORTANA AND MAPS

Cortana can do more than deliver web results: it can als

Best match

best route evansville to
indianapolis
See web results

Ly

O best route evansville to indianapolis

o Click or tap the Search box.

9 Type a search such as “Best route between point A and point B” (such as Evansville to

Indianapolis).

e Click or tap the link.

B 0O & Filters \/

® 7 Toindianapolis, IN

e 8 &

3 h 18 min - 1661 mi
via 1-69 N/IN-57 N, 1-69 N and IN-37 N
Moderate traffic.

3h 23 min - 1717 mi
via 169 N/IN-57 N, 1-69 N and 1-T0 E
Light traffic

T\

3 h 34 min - 1828 mi

via US-50 W/US-150 W/US-41 N, US-41 N/
US-50 W/US-150 W and US-150 W/US-41
Light traffic

3h 59 min « 22 mi
via |-69 N/IN-57 N, |-64 E and |-64 E/IN-62 E
[td Moderate traffic

Benton i
West Franktorf,
>
| Carbondale, . marion Hartisbug

O Cortana opens Maps and displays one or more routes.

&
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USING CORTANA IN TABLET MODE

Most of Cortana'’s features work the same in Desktop or Tablet mode, but the way you
start Cortana in Tablet mode may be different than what you normally use. Here's what

to expect.

Life at a glance Play and explore

Mark Soper
Reminder: Jerry Vandendies's birthday

Remind me to b time I'm at
Showtimes for movi gal Meridian
16

What song is playing?

I've got more for you... A

£ [lype here to search

S O (]

0 Click or tap the circle icon between the Back arrow and App Switcher icons.
9 Click or tap the microphone to perform a voice search.

@ Click or tap the box to type your search.

End
e
TIP Tip
Learning More About Tablet Mode To learn more

Small Icon Mode and Cortana If you use small
icons in your taskbar, Cortana also uses a circle icon
you must click or tap in order to access text or voice

about using Tablet mode, see Chapter 3.l

>

searches. @




CLOSING AN APP FROM THE TASKBAR

If you are finished with an app, you can close it directly from the taskbar. Here's how.

MIG-17

ecent

9 Fishtank

Do you want to save your work?

There are unsaved changes to B-25 Mitchell (2).jpg.

Save Don't save Cancel

0 Right-click or press and hold the app icon in the taskbar.
6 Click or tap Close window or Close all windows.
@ Click or tap Save if prompted to save changes.

G The app icon no longer appears on the taskbar.

(\/' NOTE

End

Other Options When Closing an App  If you don't want to keep any changes
since the last time you saved the file, click or tap Don’t Save in step 3. If you
want to save the file with a different name, click or tap Cancel in step 3, click
or tap the taskbar icon to make the app the active app, and save the file with

a different name. Then, close (exit) the app. B




STARTING NOTEPAD, WORDPAD, PAINT, AND
CHARACTER MAP

Notepad is a simple text editor, WordPad is a simple word processor, Paint is a simple
graphics program, and Character Map enables you to insert special characters into text you
type with these and other programs. Here's how to locate and start these familiar Windows
accessories in Windows 10.

Desktop mode
Tablet mode

I westem Digital Corpor...

\StM t 1 B Windows 10 Update Assist... l Windows Accessories  ~

24 Math Input Panel

B nNotepa

@ Click or tap Start (Tablet or Desktop modes).
9 In Tablet mode, click All apps

@ Scroll down or flick up the menu.

0 Click or tap Windows Accessories.

@ Click or tap the accessory to use.

End




ENABLING WORD WRAP IN N

You can use Notepad for note taking and for creating lis
line of text into Notepad, the text might extend past the right edge
how to set Notepad so you can see all of the text.

) Untitled - Notepad - o X

File Edit Format View Help
This is the way the farmer rides, a jiggety-jog, a jigge' ~

jlest—Not*
File Edit | Format | View Help
Word Wrap the farmer rides, a jiggety-jog, a jigge' ~

Font...

Jtm () test - Notepad - o X
v File Edit Format View Help
< > . |This is the way the farmer rides, a jiggety-jog, a ~
Jigsety-jog
I'§
| 4 2
2

0 After starting Notepad, type text into the window until the scroll bar appears (do not press
the Enter key).

e The scroll bar indicates that Word Wrap is not enabled.
e Click or tap Format.
o Click or tap Word Wrap.

6 You can now see all of the text you typed.

2 NOTE

Word Wrap Benefits and Drawbacks Enable Word Wrap to see an entire paragraph without scrolling or

)

if you want to print your Notepad text. However, if you are using Notepad along with another app, such as
WordPad, Word, or a web browser, be sure to disable Word Wrap before copying and pasting text. If you
leave Word Wrap enabled, the line breaks you see onscreen will also be used when the text is pasted. B




o find these options.

?

a Wd - Notepa — [u]
File | Edit Format fiew Help
itz [the way|the farmer rides, a jiggety-jog, a

jog

Undo.

ut CtriX
Copy Ctrt+C
Paste CtriwV

Delete Del

Find... Ctil+F
Find Next =]

Replace...
GoTow.

Select All
Time/Date

CrlsA
F5

CtilsP

o Move the cursor to where you want to place the date.
e Click or tap Edit. Note the options for changing text.
9 Click or tap Time/Date.

O Click or tap File, Save As.

6 Enter the filename.

i test - Notepad

File Edit Format View Help
is the way the farmer rides, a jiggety-jog, a
ety-jog

1AM 1/8/2018]

- o X

) Save As X
-~ ThisPC 5 Documents v |8 | Search Documents b
Organize v New folder Bz v (7]
B Desktop  # A Name Date modified Type A
¥ Downloads # 254 6302015 T39PM  File folde
Documents + | Adobe 6302015803 PM  File folde
1 Airshow | BB FlashBack Movies 6/30/20157:39PM  Filefolde
| ChO2_Upgrade-Win10 11/5/2016427PM  File folde
Creative Cloud Fi
- | ChO3 Files 6/30/20157:39PM  Filefolde
G OneDrive | Custorn Office Templates 9222017 226PM  File folde
| EW10-eBook 11/3/2016%28PM  Filefolde
I ThisPC o
= | Bcel 12 8122017 11:12PM  File folde
3D Objects | Excl il Practice iles 1-2017 1172812017623 A Fie folde
I Desktop. | exvid 12/11/2015 1:07PM  Filefolde w
[% Documents v < >
File name: -
Save astype: ocuments (%) v‘
o (R Encoding: | ANSI v Save Cancel

o Click or tap Save to save the file in the default folder (Documents).

€«




USING WORDPAD AND CHARACT

If you need to add special characters or icons to a docu
Map app in the Windows Accessories folder to copy the character
paste it into an app such as WordPad. You also learn how to save your
in the format desired. In this exercise, | assume that you have already started
Character Map.

| i ® ¢ = | Document - WordPad - o X
Home | View ~ @

]

B £x E ]| #a e
B $3¢ Replace.

Paste B 7 Uadex x* A-2- SR et

Clipboard Font Faragraph Editing

g. . 1 2 o3 B r 8 5 T 1
%Thlsi;a letter, areally short letter, about using Character [ap with Wordpad
L': [ ! I % § = | Document - WdrdPad
Hofe  View
& dn T ] A x
aste

insert
[ selectan

Editing

e I ' 3 ' - P s '
B
m.si;s.ms,,mali I s Character Map i
‘WordPad
@[ Morecolom

100% (9 L ©)

100% @ 1) @

0 Click the WordPad icon in the taskbar to make it active.

e Type some text into WordPad.

6 Select a different font size.

o Select a different text color.

Loed



Home | View
X
I CT I TRV 'y - t=- |||} dhrne
[ -]a =
Ij B h 2, Replsce
Paste e Ao /2o
: BZUaxx A2 i seecton
Gipbosrd Font Faragrah ating
g B -1 0 2 ' 3 " 4.0 5

This is a letter, a really short letter, about using Character Ma P with
‘WordPad|
V' N

100% (2 ]

Il @ < | Document - WordPad —

A9 Character Map —# X

Font: [0 Calbri M
[ Talslwlal [(]a][*]«].]-]-[/]o]1][2]3]a]~
5|6(7|8/9|:|;|<|=|>|?@|A|B|C|D|E|F|G|H
1| J|K[L|M|NO|P|Q[R|S|T|UVW|X|Y[Z[[|\
121 _[Talelclal[e[#]eg[n]i]i[k[1]m[n]o]p
lal wlw|x [y [ (1]~ |ic|e|n]¥
L{@l«ﬁ,s*-;zi'pﬂ_li
° L TalA|al&|A|A£|¢|E|EE[E[T]T
i|7|o|f|o]|o|6|8]6]x|s|u[o[o]o|v|p|e]a]a
4|3|a|é|m|c|e|é|a|e|i|i|i|T|0|A|lo|o6|d6|b
6|+ ulalalaly|b|v|Ala|Al8|A|a|C|e|C|E|,

Characterstocopy: [© Select Copy. !——@

[ Advanced view

‘ U+D0A9: Copyright Sign Keystroke: At=0163

O Position the cursor where you want to place a special character.

0 Click the Character Map icon in the taskbar.

Q Select a font that has the character that you need.

@ Click or tap the character needed.

m Click or tap Select.

@ Click or tap Copy.

TIP

11

as icons, circled numbers, and so on), select the Wingdings or Webdings fonts in Character Map. M

&=

Finding the Font with the Characters You Need For characters such as copyright and math symbols,
select the same font in Character Map as you used in WordPad. If you need specialized characters (such




B ) ' = | Document - WordPad - a X
Home | View -~ 0

¥
@—Nj 4 e
el

Paste B 7 UaeXx A-g-

Clipboard Font

g ] RS . 3 ] 1 [ s

This is a letter, a really short letter, ammsmgcharacter Map with

‘WordPad(

1 V' N

13 % % ¢ 5 | Document - WordPad
D o Save a copy of the flocument t
| open
o
= s 2
ave 25 2 o
100% (=) v ® . o
ﬁ? print. T nt
. i g
e p— e
B Gt sve s g bessosete e

[ o e al possible ile ypes.
@ About WardPad
s

@ Click or tap the WordPad icon in the taskbar.

@ Click or tap Paste to add the character to the document at the current cursor position.
@ The character copied from Character Map is pasted into WordPad.

@ Click or tap File.

@ Click or tap Save As.

@ To save the file for use with Word, click or tap Office Open XML document.

=

>V NotE

File Formats Available in WordPad Office Open XML is better known as .docx (the default file type used

by Microsoft Word). Rich Text works with almost any word-processing or page layout program, and uses a file
extension of .rtf. Use Open Document (.odt) with OpenOffice. Use Plain Text (.txt) for files you want to open with
Notepad. For MS-DOS or Unicode plain text, click or tap Other formats and choose the appropriate option. B




@ Enter the filename.

@ To use the current Save as type as the default, click the empty check box.

@ Click or tap Save.

Save As

4

Organize = New folder

> ThisPC » Documents > v o

M Desktop £~ Name

& Downloads  #

[ 2saR
Documents  # |} Adobe
[ ] AirShow  # || BB FlashBack Movies

|| Creative Cloud Fil

|| Ch02_Upgrade-Win10

1 ChO3_Files
. OneDrive || Custom Office Templates
| EW10-eBook
[B)
This PC
= [ Bl L2
30 Objects ] Excel LIl Practice Files 11-2017
[ Desktop | eid

Documents ¥ <

Search Documents 2

Date modified Type

v O

6/30/20157:39PM  Filefolde
6/30/20158:03PM  Filefolde
6/30/20157:39PM  Filefolde
11/5/2016427PM  File folde
6/30/20157:39PM  Filefolde
9/22/2017326PM  File folde
11/3/2016928PM  File folde

81272017 11:12PM  File folde.
11/28/2017 823 AM  File folde

12/11/2015 :07PM  Filefolde v

>

File name: | Charmapl]
Saveastype: |Office

IR XML Document

A Hide Folders

Savein this format by
efault

<

End




USING PAINT

You can create pictures using Paint that you can print o
Here's how to create an image using various colors and textures an
Paint 3D or other programs. In this exercise, | assume that you have star
Windows Accessories folder as detailed earlier in this chapter.

© 90

@l D ¢ 5 | untitied - Paint — o x
Home | View -~ @
3| N OD - o | = EEWEE EEEE
I A
Do Do (oa M oot o S M ouee measl 9
S & op 2R COOD S " DO OO wlas | o
Clippoard  mag . Shapes — :.u; S
< R
X |1 4] [N\ O O+ 7 outiine -
H lj E ! OmBAN - G-
4 ae = e e 2 QBB 0 o oD
J Cliphoard | Image Tools shap =
@ —
I
‘\—
AP\’\_
4 =] T5) 768 x 460px
Q 6,
+ L= 10 768 x 460px 100% () L ] [

o After starting Paint, click or tap Color 1.
e Choose a color.

e Click or tap Brushes.

O Choose a brush.

6 Click or tap Size and choose a brush size.

0 Click or tap and drag in the workspace to begin your drawing.

=

TIP

Brush Styles in Paint  Paint’s brush styles include Brush, Calligraphy brush 1, Calligraphy
brush 2, Air brush, Oil brush, Crayon, Marker, Natural pencil, and Watercolor brush. B




@ | | ¢ = | Untitied - Paint

Clipboard Image Tools Shapes Colers

Light turquoiss

Home | View

X | = L proutine - =
81 0; ;o e = O R
Paste sdect [ @ A Q m o g Size  Color | Color Edit  Open
. - o [elel=3i . v e [ OCOECOE colers esint 2

@l | ¢ = | Untitled - Pafnt o X
Home | View )
% | d Nwvoo|| wown =
=R N7 I = m
Paste Select Brushes E at Open
S o s 8D lors bt 30
Clipboard  Image Tools Shfpes
\*\‘k
) .\v’ R
+ o 10 768 { 460px 100% (2 1

+ 204, 116px = 10 768 x 460px

6 Change color 1, brush type, and brush size to create broader strokes.

0 To add a solid color fill to an area, click or tap Color 2.

O Click or tap the color desired.
@ Click or tap the paint bucket.

m Click or tap the area to fill.

TIP
Background to Foreground Paint does not sup-

port layers, so be sure to start with the background
and add objects in front of it. M




@l | ¢ 5| Untitled - Paint

Home  View

ol J
DDDD ciors | pamoD

+ 15 340 23px 10 768 x 460px 100% © v ®

@ To add a filled shape, click or tap a color.
@ Click or tap a shape.
@ Click or tap Fill.

@ Click or tap a fill type.

@ Click or tap the screen and drag to create the shape. Release when done.




@l | F % ¢ < Untited - Paint — 0 x
File me | View -~ @
X[ g NWoo - |pown: = EEEEE e
(2] A
Do Cle 7oa M ger cn S DMEaee saasl 9
& o | Q226 B RS o 5 I eotors | eaint 3o

Clipboard Image Tools. Shapes Calors

4 512, 202px 13 170 21px 10 768 x 460px 0% © L) @ |

@ To add a shadow, click the irregular polygon shape.

@ Choose a color for the shadow.

@ Click and drag to place the shadow as desired.




@l | = @ = | Untitled - Paint
= View - @
=N J N\ OO [ outine - LI T T

sEA (4
OIEFRANI S o CemmaCmas 9
- s a (@SR S AT em i 2 OOOOEOEC el paimtso

Clipboard Image Tools (W soiid color

He

@ waturai penci

@ watercolor

@l | = ¢ = | Untitled - Paint o X%
A fome | view -~ @
&% N OO - 7P odtine - | == LI T T
D12 ~ea sl Snon o S LW e 9
Paste Select F2Q g size | Calor | Color Edit  Open
5 P A el & 000 - G| Sl O I I e 8

I = 1D 768:x 460px 100% &) L] ®

@ | used the Crayon brush as a fill for the pyramids and shadows.

@ | used the Watercolor brush with a wide tip to fill in the foreground.

G



~ e
e l LI IO I
? [ ) Q %
i 2 OO O] <olors | pameo

G

ave a photo or
and use it on your computer or on the web,

=] 1PEG picture
M| Save a photo with good quality and us

and use it
on your computer, in email, or on the web.

BMP picture
& <o i o pcure it ish ity
and use t on your computer,
¥ Brint | GF picture
) Save a simpie arauing with ower quaity
and use tin email or on the web,

-
S, From sconner or camera E Other formats

Open the Save As dialog box to select from
(=] sendimemai all possible file types.

b Set a5 desktop background
‘J Properties
@ oourane g7

@l save As X

o —
| it 4 [E]» ThisPC » Pictures » v ©| | Search Pictures £

Organize ~  New folder

Airshow & ~

=- @
~
Creative Cloud Fil i l
‘@, OneDrive '

& ThisPC 10978612 2008-02 2008-12 2009-02
30 Objects

B Desktop e
Documents ’ ’ n ]
& Downloads 1 i
@ b Music 2015-06 2015-07 2015-07- Copy 201512
-} & Pictures v — : _ v
File name: | Pyramids2 7]

Saveastypes | PNGpng) Vl

26

@ To save your drawing, click or tap File.

@ Click or tap Save as.

@ Click or tap a file type; PNG is one of several file types that can be used with Paint 3D.
@ Select a location.

@ Enter a filename.

@ Click or tap Save.

S 4

) NotE

File Types Paint can work with .bmp, tif, .jpg, .gif, .dib, .ico, and .png files. If you want to use
Paint with digital camera RAW files or other types of non-supported image files, convert them
into maximum-quality JPEG (jpg) or TIFF (tif) files first, using other software. M




IMPORT AND EXPORT FAVORI

Edge now makes it easy to import your favorites (boo
another browser so you can easily switch to Edge. You can also ex
Here's how.

Settings = ¥~ L B -
= =4 T T
i L =& <« Import info from another browser <
¥ E R DO L = B httpy//microsoft.com/ X
Import your info
2 Add
e s 7 Ll \We'll bring over your favorites, browsing history, and other
- Open new tabs with data from another browser.
Favorites Bar
St Mt— Windows 7 Backup and Restore, Part 1 | What's Diff [ op sites and suggested content ] P@® Internet Explorer
. . ! Favorites, browsing history, cookies, rds, form data, and
k__) i ScoatDomead Cates i e i e Import favorites and other info O—’ S &
M2 AnandTech: Hardware News and Tech Reviews Since| — - e

T Tom's Hardware: For The Hardcore PC Enthusiast

Bookmarks, browsing history, cookies, passwords, and settings.
IT InformIT: The Trusted Technology Source for IT Pros| i ]
Favorites bar b import

> Reviews Show the favorites bar
E% Buy HP Spectre X360 13 Signature Edition 2 in 1 PC @) o Import or export a file
> Travel

s Favorites can be imported or exported as HTML files.
o P Clear browsing data G i
Sawy DOCX Recovery download | SourceForgen

e | impontfiomfle
BB 5510000 basics 1-how : @ . ‘
B Announcing Windows 10 Insider Preview Build 1627  Eoporttofile
Account
5 Imported from Intemet Explorer

8 Microsoft Edge Tips

0 Click or tap Hub (the star icon).
e Click or tap Settings in the Favorites section.
e Click or tap Import from another browser.

O Click or tap one of the listed browsers.

6 Click or tap Import.



e—' P All done!
View imported favorites 4§

: G

* L e -

& Import info from another browser 3

Import your info

We'll bring over your favorites, browsing history, and other
data from another browser.

(® Internet Explorer

Favorites, browsing history, cookies, passwords, form data, and
settings.

O Chrome
Bookmarks, browsing history, cookies, passwords, and settings.

Import or export a file

Favorites can be imported or exported as HTML files.

Save As. X
4 & > ThisPC > Downloads » v @ | search Downloads »
Organize v Newfolder B~ ©
A Name Date modified Type
# Quick access
Ewio 10/16/2016 530PM  File folder
M Desktop  # . e
| fixsp3 9/19/20178:49PM  Filefolder
& Downloats # | GB_Python 5/26/201710:53PM  File folder
5 Documents + | netscan_portable S/26/20179:56PM  File folder
| Airshow | NotMyFault 9/26/2016 10:15 AM  File felder
Night . NT2715-ITT Tech 5/20/2016 7:26 PM File folder
& Pictures Super_Kit v2_RPi 5/28/20174:40PM  File folder
Speed ‘WinDlg_v1_31 3/5/2017 T:24 PM File folder
| Word 2016
Creative Cloud Fil ¥ < 3|
File name: v
Save astype: | HTML dogument v‘

0

0 The All done! message is displayed when the import process is complete.

6 Click or tap to see imported favorites.

0 Click or tap to export favorites from Edge.

o Change the filename if desired.

@ Click or tap Save to save your favorites.

m Click or tap Hub to close the menu.

TIP

Viewing Imported Favorites

Open the Favorites menu in Edge to see the imported favorites anytime you want. M

Edge creates a folder called Imported from Internet Explor-
er or Imported from Chrome in the Favorites list to hold imported favorites (bookmarks).

(‘EM)



VIEWING DRIVE PROPERTIES

The Details pane in File Explorer provides some inform
folder (often referred to as “objects”), but you can learn much mor
properties sheet. You can use the context (right-click) menu or the Prope
Computer tab (as in this example) for more information.

6 Tap or click

Q here to name or

= <l Diefocls ThisPC 4 o x rename the drive.
Computer  View | Manage ~ @ I

L [@ Uninstall or change a program . ) .
e_.} m =l .” =~ @ E} i - WinBhckup_USB3 (E) Propdties

Properties Open Rename  Actess Map network Addanetwork  Open

- - M
media drive location Settings H o 5 il Previous Versiohs QUO‘E i)
Location Network System
Genefal Toals Hardware Sharing
<« v 4 & ThisPC » v ) | Search Th. o
] 3D Objects Desktop.
v 3 Quick access ’ L
[ Desktop »
StMt § Downloads » Documents ‘ Downloads Type: Local Disk
Documents » File system:  NTFS |
| Air Show » M Pict
[y ) ietures [ Usedspace: 506036936 704bytes  843GB
xcel Ll Practice File [ Freespace:  1.094.327.300.0%bytes  0.99TB
| Grandchildren * Videos
= Fiewres . H ) Capaciy 2.000.364236800bytes  1.81TE
Samples ~ Devices and drives (3)
> || Creative Cloud Files - Windows (C) - WinBackup_USB3 (E) ®
g I |
> f@ OneDrive W 37,9 GB free of 113 GB B 0,99 TB free of 1.81 TE
SRR SDy MICROSDHC F) Drive E: Disk Cleanup
= | CEErmere|
> i 3D Objects . == 135 GB free of 14.6 GB
16items 1 item selected B

[ Compress this drive to save disk space

[ Allow files on this drive to have contents indexed in addfion to
file properties

BT ot
Tap or click Disk

. . . . . Cleanup to remove
o After opening File Explorer, click or tap the drive's icon. o unnecessary files.

e Click or tap the Computer tab.
e Click or tap Properties.
o The file system type is listed here.

6 View used and free space here.

e Click or tap OK.

)

>V nortEe

The Right File System for Protection Is NTFS  You must use an external hard disk formatted with NTFS for File History
or other file protection options. See Chapter 23, “Protecting Your System,” to learn more about system protection. M




> f@ OneDrive

~ E ThisPC

5> =] Pictures
> [ Videos

> 50 MICROSDHC (F)
5w EOSDIGITAL (G)
2items

elect a drive in File Explorer. In this exercise, you find
ite and remove all files from) a flash memory card you want to
other features of this tab.

n

=

Pin to Quick Copy Move Copy Delete Rename
access to to b

« © 4 > ThisPC » EOSDIGITAL (G) >

| samples

> | | Creative Cloud Files 8/1172016 10:22 AM  File folder

8/11/2016 10:22 AM  File folder

> 3D Objects
B Desktop

> [5 Documents
> 4 Downloads

> ‘im Windows (C)
> WinBackup_USB3 (E)

Forrmat EQOS_DIGITAL (G:)

Capadity:

[30.268

File system

|FaT32 (Default)

Allocation unit size

|32 klobytes

Volume label

) 3268

Format options
[ Quick Format

©Q 0 O000e

?

From File Explorer, click or tap the drive's icon in the left pane.

Click or tap the Drive Tools tab.

Click or tap Format.

Click or tap Start.

o

This drive currently contains folders and files. Make sure any files you want to keep have
been backed up before continuing.

Change or add a volume label (optional). Use this option to identify the drive (examples:

Mark 32GB USB, Miriam’s Pix).

Lo

>V norte

Other Drive Tools

Use Optimize (also known as Defragment) to put all the files on a drive next to each other to
improve file access speed. Use Cleanup to remove unneeded files from a drive (typically needed only with the C:
drive). Use Bitlocker (not available in all versions) to encrypt the files on a drive for greater security. B




Format EOS_DIGITAL (G2)

WARMING: Formatting will erase ALL data on this disk,

To format the disk, click OK. To quit, click CANCEL.

o< [ cancel |

x

Formatting EQS_DIGITAL (G:)

0 Format Complete,

Format 32GB (G:)

Capadity:

4

[30.268

File system

[FaT32 Defauit)

Allocation unit size

|32 kiobytes

Volume label

[ 32c8

Format options

[] Quick Format.

= =l Drive Tools | 3268 (G:)
Home Share View Manage
» 1J D &% cut =] x !ﬁ T} New item =
sl Copy path - 7] Easy access ~

Pinto Quick Copy Paste . Move Copy Delete Rename MNew

access [£] Paste shortcut | 4o~ 1o - folder

Clipboard Organize New

« v A > ThisPC » 32GB (G)

> J 3D Objects ~ [ Name Date modified Type

> [ Desktop

ocuments

ownloads
> b Music
> [ Pictures

> B Videos
> i Windows (C)

> WinBackup_USB3 (E
> 5B MICROSDHC (F)

.}’ - 32GB(G)

> = Screenshots (WTIGER-A'
> = Book Covers (\TIGER-£

5w 32GB(G)

~ 8P MICROSDHC (F)

Ditems

v

This folder is empty.

N [ Open
B
[ Eait

Properties

@History 7 invert selection
Select
v & Search32. p

FH setect ant

5 select none

Size

[E=

O Click or tap OK to confirm that you want to format the disk.

0 Click or tap OK when finished.

0 Click or tap Close.

@ Click or tap the File Explorer icon.

m Click or tap the drive's icon.

@ The drive is empty and ready for new content.

=D

=4

Drive Tools for Removable Media

NOTE

Use the Media section of the Drive Tools tab to open the AutoPlay
menu, finish burning an optical disc, erase a rewriteable optical disc, or eject a USB drive or optical disc. B




ERTIES

can discover how many files or folders a folder
e data in the folder, and where it's located. This information is
o determine whether a folder can be copied to a flash drive or an optical
se the Properties button in the toolbar as in a previous lesson, or the right-
as demonstrated in this lesson.

WUDownleadCache

Zoom Lenses

> wm WinBackup USB3 (E:)

> ¥ Network

~ & Homegroup
> [H Cheryl
> [l Geeksy Chesterton
> [l Mark E. Soper
> #H Mark Soper v

14items 1 item selected

T

s

i Vide}

= = | ThisPC Open
Computer View Open in new window
N Pin to Quick access
M el
! m w E3 scan with Windows Defender...
Properties Open Rename Access Map netwark
mediav  drive~ Give access to >
Location Netwaork Restore previous versions.
- « 4 E ThiseC » Include in library >
Pin to Start
CANON100 A Deskiop
Send t
> [ MarkE izt >
> || More Music Copy
Downloads
Test Create shortcut b
WindowsApps Propeties
> [ WpSystem = Pictures

"]

~ Devices and drives (3)
Windows (C:)

- St
Wy 379 GE free of 113 GB
SDyy~ MICROSDH
HC piessssssn
S50 135 GB free of 14.6 GB

S|

WinBackup_USB3 (E:)
S

Mg (.99 TB free of 1.81TB

?

1

[ Hidden

‘& Pictures Properties X
Location Prgvious Versions Customize
General Sharing Security

El Fictures
Type: System Folder
Location:  C:\Users\Mark E. Soper —— e
Size: 7.75GB (8,326,477,603 bytes)
Size on disk:  7.75 GB (8,328,495,104 bytes) ‘——O
Cortains 978 Files, 32 Folders 1 6
Created: Tuesday, June 30, 2015, 7:37.25 FM
Atributes [W] Read-only (Only applies to files in folder)

Apply

OQ——=—r =

o From File Explorer, right-click or press and hold a folder and select Properties.

e View the folder name.

9 View the folder location.

o View the amount of disk space the folder’s contents use.

6 View the number of files and folders in the selected folder.

O Click or tap OK.

€«



VIEWING PICTURE FILE PROPER

When you create a picture file with a digital camera or
camera, exposure settings, and editing software is stored as part o

view this information, called metadata, using File Explorer.

PictureTools ~ Speed

2 Cut El New ifem ~ n M Open~ Select all
E «® X5 13 Gl
5 Copy path £ Easy dhcess + [Gedt 29 selectn
RS e Mt [ RS Gl [Ben oD e Properties [ istory | G invert selection

Clipboard Organize New

€~ 4[> ThisPC > Pictures » Portfoio > Speed

chup_USB3 (E)
> 0 MICROSDHC (F)

> = Screenshots (\TIGER-A
> = Book Covers (\TIGER

9 MICROSDHC (F)
Jtm 0074 Taskbar CN$BImage 1 of 3
Air Show
CANON10D
> 1 Marke
> 1] More Music

Test

Open

WindowsApps

18items 1 item sel

lected 906 MB.

Select

?

General Securty Details Previous Versions

& Formation Flight Broperties

& Formation Flight Properties >
General Secuity Detalls Previous Versions
Property Value K
Camera
Date taken 6/9/2012 1:55 PM _}
Dimensions 3888x 2592
Size 5.06 MB
Authors unknown
Camera maker Canon
Camera model Canon EOS DIGITALR
Camera serial number 1120510225
150 speed 150-400
F-stop /8
Exposure time 1/1000 sec.
Exposure bias +0.3 step
Exposure program Aperture Priority
Metering mode Pattem
Flash mode Mo flash, compulsory
Focal length E5mm
Lens maker
Lens mode! v
Remove Properties and Personal Information
—— o] o

@ |Furma|mn Flight ‘
Typeoffile:  CR2 File (CR2)

Location:  C\Users\Mark E. Soper\Pictures'Fortfolio\Speed
Size: 5.06 MB (9.504,349 bytes)

Size ondisk: 906 MB (9,506,816 bytes)

Created Tussday, August 18, 2015, 110112 PM

Modfied:  Saturday. June 09, 2012, 1:55:20 PM

Accessed:  Tuesday, August 18, 2015, 110112 PM

Atibutes: [ Readonly [ Hidden anced..

Apply

6_

0 From File Explorer, click or tap a picture file.

e Click or tap the Properties button.

e Click or tap Details.

O Scroll as needed to see camera and exposure (shown), and other metadata.

6 Click or tap OK.

>V notE

Blocked Files

If you download a file from the Internet or copy it from another computer,
Windows might block the file. To use the file, click Unblock on the General tab. B

=




K PROPERTIES

ripping your own CD or by purchasing a song from a
n more about the track from its Details menu. Here's how to view
ile Explorer. (Each user’'s music files are stored by default in that user’s

MusicTools  Beethoven Piano Sonatas

vome | e view | piy
[] #e X = [
e Copy path * £ sy access -
e, - e -
zzzzzz 8 posteshort | 'fo" oloer
Cipbosra . .
<« v > ThisPC > Music > Artur Rubinstein > Beethoven Piano Sonatas
A O Name Title Contributing artists

I D
6] 02 Allegretto 4N

Mooniight 1

Ne s w ol W

Backup_USB3 (E)
> §B MICROSDHC (F)

> = Screenshots (\TIGER-A
> = Book Covers (\TIGER

~ 9 MICROSDHC (F)

10074-Taskbar 5

12items 1 item selected 141 MB

Vo) | seachBe. £

@ 01 Moonlight 1 Prdperties

General Securty Detals  Previous Versions

@ 01 Moenlight 1 Properties

General Securty Detals  Previous Versions

e_

Property Value ~

e ney

Beats-perminute

Protected No

Part of a compilation

File

Name 01 Moonlight 1.mp 3 @——

tem type MP3 File @]

Folder path C:\Users\Mark E. Soper\Music...

Date created 11/16/2017 1213 PM

Date modified 6/24/2013 11:07 AM

Size 14.1MB

Attributes A

Availability

Cifline status

Shared with

Owner SURFACEPRO3 \Mark E. Soper

Computer SURFACEPROS fthis PC)

v

Bemove Properties and Personal Information

———— | Posty

o From File Explorer, click or tap a mus
9 Click or tap the Properties button.

e Click or tap the Dettails tab.

ic track.

O View the music track’s genre, track length, and bit rate.

6 Scroll down to see the track name and file type.

o Click or tap OK.

Froperty Value A
Description
Title Moonlight 1
Subtitle
Rating
Comments
Media
Contributing artists Artur Rubinstein
Album artist Artur Rubinstein
Album Beethoven Piano Sonatas
Year 1934
Genre Classical @mmm—
Length 00:06:10@——
Audio ‘_
Bit rate 320kbps @—
Origin
Publigher RCA Victor v
Remove Properties and Personal Information
tosly
4

€«
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Removing Properties from Files

Remove Properties and Personal Information link at the bottom of the Properties dialog box. M

If you don't want to share information about ratings, name, location tags,
or other personal information listed as part of a file's properties, make a copy of a file, and then click or tap its




BURNING DATA DISCS

You can use options on the Share tab in File Explorer to easily burn CDs or DVDs of your
favorite files. Here's how.

v O This PC
¥ 30 Objects
B Desktop
] Documents
¥ Downloads
b Music

> [EIPi

@ Place a writeable disc in your optical drive and close the drive.
@ Select the files or folders you want to burn to an optical disc.
@ Click or tap the Share tab.

G Click or tap Burn to disc.

Continuned

- J NOTE

Disc-Formatting Options In step 6, choose the Like a USB flash drive option if you are using rewriteable
(erasable) media such as a CD-RW, DVD-RW, or DVD+RW disc, and you are sharing the disc with Windows XP
systems or later versions. Choose the With a CD/DVD player option if you aren’t sure what type of computer
or device will be used with the media or if you are using recordable media (CD-R, DVD+R, or DVD-R). ®




Burn a Disc X

it to use this disc?

How do you w

Discitle:

ike 2 USE flash drive

e, edit, and delete files on the disc anytime. The disc will
rk on computers running Windows XP or later. (Live File
em)

(@/With a CD/DVD player
Burn files in groups and individual files can't be edited or
removed after burning, The disc will also work on most
computers. (Mastered)

Which one should | choose?

6 Enter a name for the disc.
o Select the method to use.

0 Click or tap Next.

0 A new File Manager window opens, displaying the files waiting to be written (burned) to disc.

8

=

Open AutoPlay.
EH Scan with Windows Defender..
Openin new window
Pin to Quick access
Give access to >
Burn to disc
Delete temporary files
Pin to Start
Format...

Eject
Copy
New >

Properties

g e

DVD RW Drive (G:)

5 X =

Ty New tem ~
A=

Pntouid] Copy Feste o ST L Mowe Com Dee Rename  New
Clipboard Organize New
A (0> ThisPC > DVDRW Drive (G) »
> i Widows (C) A [ Nome Date modified
> = WiBackup USB3 €], £jjec Ready to Be Written to the Disc (3)
p SDHC (F)

> il NQROSDHC ) o et 1/10/2018 10:10 AM

B Nl = Night 1/10/2018 10:10 AM
& People 1/10/2018 10:10 AM

T

v

File folder
File folder
File folder

Ploperties

Eopen -

et
& History

Qpen

Size

EHselectan
99 Select none.
B2 inuet setecton

Select

v|0| | serchov. 2

o Right-click or press and hold the drive letter of your optical drive.

@ Click or tap Burn to disc.

Continued,




& BumtoDisc

Prepare this disc

New files being the disc wil replace: onthe the
same name,

[Ciose the wizard after the files have been bumed

m Confirm the disc name or type a new name.
@ Confirm or change the recording speed.

@ Click or tap Next.

‘ Contiimat)

(] NOTE

Burning One Disc Only If you don't need to burn
additional discs from the files you selected, click or
tap the Close the wizard after the files have been
burned check box shown in steps 11-13 to opt out of

additional disc burning steps. @




DO you want to areate another disc using these same fiks?
—’ [ffes, borm these fies to another disc

& Bumto Disc

You have successfully burned your files to the disc

To dose this wizard, cick Finish.

@ Click or tap the Yes, burn these files to another disc check box if you want to burn an-

other copy of the disc.

@ Click or tap Finish.

@ Remove the disc from the drive.

TIP
Recording Speeds Choose a slower recording
speed in step 12 if you have had problems using
recorded media from your computer on another
device, such as a CD player. B

End




SORTING AND GROUPING FILE

Windows 10 FCU provides a variety of ways to sort an
the files you want. This lesson uses some folders containing photos.
described here can also be used with music files, videos, or other types o

99

IEEE v

Home  Share  View

Navigation [TE petails pane
b fu-} P BB List

Sort order

H] Deevewpane = Etalage cons

Medium icons

PictureTools  Might

Manage

[ Group by~
(1f1Acd cotumns -

umns to it | (] Hidden items

Current view

« v [ s ThisPC 5 Pictures 5 Dm;n Date

> [ MarkE A0 Neme e Type
> [ More Music () Bluewatert e " TIF File
| Test & Cinderelac "% PGFile
| WindowsApps 5] C-O-Charle Dete e TIF File
» 1 ipystem (6] 1MG_osos Date modifiza CR2Fle
WUDownloadCache 18 M6 1459 Dats ks CR2File
..S N Zoom Lenses &) mG_1470 Dt CR2File
tMt N [&) mG_1659 Rating TIF File
u 5w WinBackup_USB3 (E}) 5] 1MG_2081 , PG File
& Network &) mG_2110+ e~ JPGFile
- &) mG_2278 CR2 Fil
> [ SURFACEPRO3 8 mo_r1as Chodse colums... J—
» I TIGER-ATHLON 5] MG_9236 12/201212:01 AM CR2Fil
[ seNTIMENTALL.  9f10/2002 12:29 P11 PG File

> |l Geeksy Chesterton
> [Bll Mark E. Soper
> @ Mark Soper

13 items

[ ttem check boxes

[J File name extensians
Hide selected
items

Show/hide

v @ | SearchNi. o

Options

6/

Size Tags
4560 KB PhotoContest
11 Kl
Home  Share

Direction

0 Click or tap the View tab.

e Click or tap the Details button.

icture Tools  Night
Picture Tool g -

View | Manage

N HPeviewpane | triarge icons ) targdicoms [ Group by ~
Mediumicons [ smalficons |+ [i1Add columns =
Navigation = i ;
s WIEEDETS | (S | Deta)s ° Size all columns to fit
Panes Layout Name Current view
<« v 4[> ThisPC > Pictures » Porfoli | Date
> [l Marke A O Name e Type
> [ More Music 8] 1MG_1468 = CR2File
| Test IMG_1470 i CR2File
| WindowsApps & M6 2278 Date oroted CR2Fi
5[] WpSystem C-O-Charle Dete moddHicd TIF File
] WibmmiosdCache B Ma7oe  Dstetoken cReFi
Zoom Lenses & MG s236 Dimensions 1 CR2File
N @ 1m6_1859 Rating TIF Fil
> WinBackup_USE3 (E) (& m6_0005 T CR2File
v & Network v Desce
"- & Bluewater 0 TIF File
> B SURFACEPRO3 Cinderella ¢ s 96 File
> B TIGER-ATHLON 8] M6 2091-smatl Jor30/2014 12 P PG File
+ & Homegroup IMG2110pg ... Jor30/2012 822 714 6 File
> B Cheyl
> [l Geeksy Chesterton
5 B MarkE. Soper
> & Mark Soper
v
13 items

[ tem enfc boses 2

[ Fite nanfe extensions

0 riadenftems i

Hide sclected  Options
5 B

Show/hide

h 4 v|& | searchhi. £

Size Tags

26,743 KB
24763 KB
21,130 KB
20,634 KB
12,276 KB
10913 KB
10,756 KB
8,662 KB
6,699 KB
4,562K8 |PhotoContest
987KB |Book Cover
3438
296 kB

E=

e Open the Sort by menu to see the current sort option (Name, indicated by dot) and direc-
tion (Ascending indicated by check mark).

O Open the Sort by menu again, and click or tap Size as the Sort by setting.

6 Descending is selected as the current sort direction.

e Files are sorted largest to smallest.

| S



PictureTools  Night

Home

(B Treses

Navigation [TE Detsils pane

Share Manage

Panes

v

Layout

> ThisPC > Pictures > Portfolio > Night

13items

=

Hide selected  Options
tems -

¥ ttem check boes
[ Fite name extensions
mnstofit [ Hidden items

Show/hide

5 || MarkE A 1MG_1469 Tags
> || More Music (5] MG_1470 Date created
Test IMG_2278 Date modified
WindowsApps gc'o'c*‘ﬂ"ﬁm Date taken
IMG_7199 :
> || WpSystem - Dimensions
m] IMG_9236
WUDownloadCache Rating
wl] IMG_1659
Zoom Lenses 1MG.0%05 Ascending
> = WinBackup_USE3 (E) (6] SENTIMENTALJOURNEYOT Destending
BlueWaterEast Choose columns..
¥ ¥ Network (5] Cinderella Castle fireworks
» I SURFACEPRO3 (6] IMG_2091-small
> [ TIGER-ATHLON [} IMG_2110-jpg - Copy
v o4 Homegroup
> [ Cheryl
> [l Geeksy Chesterton
> [B Mark E. Soper
> #H Mark Soper
v

P

v ® | SesrchhNi. 9 h

Picture Tools  Night

ew

B[] Derevewpane ™ Bt trge icons ) Large icons

Manage

I [l Group by = [ item eneck boxes

Home  Share

W] ereviewpane

Navigation [TH Details pane
pane -

Panes

€ e

> || MarkE

> || More Music
Test
WindowsApps

> || WpSystem
WUDownlozdCache

Zoom Lenses

> WinBackup_USB3[E)

v & Network
> [ SURFACEPRO3
> [ TIGER-ATHLON

v *& Homegroup
> [l cheyl
> [l Geeksy Chestertbn
> [Bll Mark E. Soper
> #H Mark Soper

PictureTools  Njght

View | Manage

= arge cons
smal icons

& e arge icons
Medium icons
BE Lst

g

Layout

> ThisPC > Pictures > Portfolio > Night

5] Group by -

[Ti]Add columns

So
by~

Current view

~ Huge (16 - 128 MB) (4)

IMG_1469 IMG_1470

IMG_7199

IMG_9236

v Large (1 - 16 MB) (6)

IMG_2278

IMG_1659

~ Medium (100 KB - 1 MB} (3)

1MG_2091-small

Cinderella Castle
firewarks

IMG_2110-jpg -
Copy

21 size all columns to fit

[ Hem check boes

1 File name extensions

[ tidden items
Showhide

v

C-0-Charleston

1MG_0905 SENTIMENTALIO
URNEY01

Hide selected  Options
tems "

- o x
~ @
SearchNi.. P
BlueWaterEast
v

WUDownloadCache

Zoom Lenses

[ SENTIMENTALJOURNEVD|
BlueWaterEast

® 6 6 000

Select List as the view.

Open the Group by menu.

Click or tap Size.

Files grouped by size.

Select Large icons as the view.

Files grouped by size.

TIP

Adding Group Columns and Ungrouping Files

End,

8 Medumicons [ smallicons - [[i1Add columns [ File name extensions 13 tems B
Navigation [T oetais pane [ B o s oE Hide selected | O]
s =1 Details 5 by~ fimiSizeall columnstofit | [] Hiddenitems 2
Panes Layout Current view Show/nide

<« “ A [ ThisPC 5 Pictures » Portfolio 5 Might vo [ searchni.
> [ MarkE | Huge (16 - 128 MB) (4) | Large (1 - 16 MB) (6) Medium (100 KB - 1 MB) (3) |
> [ More Music o MG_1458 o IMG_ 7138 'S [&] Cinderellz Castle freworks

Test IMG_1470 IMG_9236 (6] IMG_2091-small

WindowsApps & IM6_2278 & IMG_1650 [&] IMG_2110-jpg - Copy
> WpSystem C-0-Charleston IMG_0905

To choose other items to group files by or to display in Details view,
click or tap Choose columns in the Group menu. To stop grouping items, click or tap (None) in the Group menu. B




DECIDING ON AN APP

When you go to an app's details page in the Microsoft Store, here's wh
decide whether to download or buy the app. The exact arrangemento
screen might vary from app to app.

L =3 Microsoft Store
Home Apps Games Music Movies&TV  Books

< Microsof ft Stor L a
Home Apps Games Music Movies 8TV  Books SOl ' Screenshots ec e
y
Phototastic Collage
‘ Thumbmunkeys Ltd
Yedkkkd 1,181
Free®
Get What's new in this version

+ Offers in-app purchases - image effects an controls ‘_

- aspect ratio fix (hopefully, please write to support if you still have issues)

N - small bug fixes and improvements
More < Microsof ft Store o a X
E<hB
Home Apps Games Music Movies & TV  Books L2 0 -
Description Available on Features
100+ collage templates with upto 25 photos
Create fantastic looking collages of your photos with Phototastic! = pc
- Free mode with unlimited photos
The app packed with unlimited pefsibilities for creating your perfect [0 Mobile
photo collage! Photo frames.
Kaan it cimol a + fancu with £
=/
System Requirements ¢
Minimum N
os Windows 10 version 102400 or higher required v
Architecture X86 X64 ARM required v
Recommended
os Windows 10 version 102400 or higher required v
Architecture X86 X64 ARM required v

Green check marks indicate
this system can run the app.

0 The app name and overall rating appears here.

A Get button is used to download and install free apps. The app price and a Buy (and
sometimes a Free trial) button are displayed with purchased apps. If the app is available as
part of a promotion, the Redeem a code button may be shown as well.

e View Available on to see which types of devices are supported.

O Scroll/flick to see screenshots.

6 Scroll/flick to the Features and System Requirements sections to learn more about the
app and make sure it works on your system.

G Click for more information.

| S



< Microsoft Store o X
Home Apps Games Music Movies & TV  Books Pl
Additional information
Published by You can buy stuff from this product
Thumbmunkeys Ltd Price range: $0.99 10 $4.99
Thumbmunkeys Ltd
Supported languages
Category Chinese (Si Chinese English[ ¢ e
Photo & video (United States), German, German, ftalian, Italian,
- - Portuguese, Portuguese (Brazil), Russian.... Home Apps Games Music Movies&TV  Books L 0 U
Approximate size More =
544 MB
Get more info
Age rating Phototastic Collage support
Everyone ) Ratings and reviews
Digital Purchases Privacy and terms
EShB Phototastic Collage privacy policy [ most recent v][ec v]
Terms of transaction
Installation <
Get this app while signed in to your Microsoft account  Report this product
and install on up to ten Windows 10 devices. Tell Microsoft about inappropriate content ~
5% 853
This app can Seizure warnings 4% 273
el T ) Photosensitive seizure warning i
+ Access your Internet connection .
« Use your pictures library. el
More *kkkh 1181 ratings 1 w27
Permissions info
You are unable to rate and review as you do not own this app.
_ How was your Microsoft Store experience today? RSy ehT el d
6 of 649 reviews i show all

6 Scroll/flick to the Additional information section for age rating, app size, permissions, and
developer website.

e Scroll/flick to the Ratings and reviews section for a review digest.

Q Click or tap Show all to see all reviews.

€«

) o

Supported Processors and Devices PC works on PCs and devices with 32-bit or 64-bit Intel or

AMD processors. ARM works on Windows RT devices, such as Microsoft Surface and Surface 2.
Mobile works with Windows Phones. Holographic works with Microsoft HoloLens and other Windows
10-class holographic devices. Hub works with the Microsoft Surface Hub multitouch and ink collabora-

tive platform.



BROWSING FOR APPS BY CATE

The Microsoft Store also enables you to browse by cate
open the category view from the Home page.

Home Apps Games Music Movies & TV  Books

Collections

Start
u [ — News central
Categories
Books & reference Business
5, >
14
Government & politics Health & fitness
Lifestyle Medical

Music Navigation & maps

< Mimﬂvsm l -

P @

Apps for leamning

Developer tools.
Food & dining
Kids & family
Multimedia design

News & weather

i Show all

0 Click or tap Apps in the top-level menu.

e Scroll down or flick up to see the Collections and Categories headings.
e If you want to see all available collections, click or tap here.

O If you want to see the contents of any collection, click or tap it.

6 Click or tap a category to browse it.

| S
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O Click or tap to change the chart.

O Click or tap to add an additional filter (category).

0 Chart changed and category added.

Q Scroll or flick to see more matches.

) NotE

Understanding Charts
the term “chart” to refer to various listings of popu-
lar apps or media (top free, top paid, and so on). ®

The Microsoft Store uses

=2 Microsoft Store s a X
Home Apps Games Music Movies&TV |Books P @
Best selling
Chart MRS v
Best selling Apps
2 Microsoft Store L3 o x
Top free Home Apps Games Music Movies & TV  Baoks Fol
i Best selling
Top paid
Chart Type
coLorING F | Bestselling Y| apps v
ADULTS
Windows DVD  Aut Best-rated Zen: Coloring | Category ~
Player et book for adul Education
*x P
G000 | New and rising
Most popular
"1 Best sellin
g N\
A
VisisLE Booy
Snap + Core Endless Reader  FluidMath Anatomy & Sentence Typing Fingers
First Full Hk xRy . Physiology -...  Diagrammer LT
Tk Ak o *kkk
$17999 $89.99 Free® Free® $32.99 Free* Free*
A I > il =t

)



connect it.

Sast
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REMOVING A DEVICE
The Bluetooth & other devices dialog in Settings is the

safely. Using these settings is especially important if you want to re
because it ensures that no data is being written to or read from the devic

L=

ACERV5: Geeksy:
Not connected

ACERVS5: jingleheimerd9@outlook.com:
Not connected

ACERV5: markesoper@hotmail.com:
Not connected

i

CHERYLHP: Cheryl:
Not connected

CHERYLHP: Kids:
Not connected

_’:I Cruzer Edge

GoFlex Home:UPNP-AV
Not connected

HPSTREAM-7: markesoper@hotmail.com:
Not connected

My Book

Connected to USB 3.0

& Bluetooth & other devices

Remove device {—9

EEs

& Bluetooth & other devices

Other devices
ACERVS: Anna:
Not connected

ACERVS: Geeksy:
Not connected

ACERVS: jingleheimer99@outlook.com:
P Not connected

ACERV5: markesoper@hotmail.com:
Not connected

71, CHERYLHP: Cheryl:

4 Not connected
CHERYLHP: Kids:
Not connected

GoFlex Home:UPNP-AV
Not connected

HPSTREAM-7: markesoper @hotmail.com:
Not connected

My Book

Connected to USB 3.0

& Settings

% Bluetooth & other devices

ACERVS: Geeksy:
Not connected

ACERVS: jingleheimer99@outlook.com:
Not connected

ACERV5: markesoper@hotmail.com:
Not connected

B
B
B

CHERYLHP: Cheryl:
Not connected

CHERYLHP: Kids:

Not connected Are you sure you want to remove this

device?

P N

Cruzer Edge

Remove devicq

GoFlex Home:UPNP-AV
Not connected

B
B

HPSTREAM-T7: markesoper@hotmail.com:
Not connected

My Book
Connected to USB 3.0

o From the Bluetooth & other devices dialog, click or tap the device to remove.

e Click or tap Remove device.

e Click or tap Yes to complete removal.

O After the device is removed from the list, you can disconnect or unplug it safely.

proced

£

Removing a Printer or a Scanner

NOTE

removing a printer or a scanner follows this same

ure. ®

The process of

=
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Settings

| Find a setting

Devices

)

s

0 Mouse

p = Typing

A use

Bluetooth & other devices

©h Printers & scanners

= Touchpad

o> Pen & Windows Ink

® AutoPlay

o In Devices, click or tap Typing.

9 These options apply only to Modern Ul/Universal apps (not desktop apps).

ing, typing, and onscreen keyboard options.

L=

& Typing

Spelling
Autocorrect misspelled words
@D on

Highlight misspelled words

@D on

-
©-

& Typing

Typing

Show text suggestions as | type on the software keyboard

@ on
Add a space after | choose a text suggestion
@D on

Add a period after | double-tap the Spacebar

@D on

Touch keyboard

Play key sounds as | type

@ on

Capitalize the first letter of each sentence

Touch keyboard

Play key sounds as | type

@ on

@ on
Use all uppercase letters when | double-tap Shift

@D on

Show the touch keyboard when not in tablet mode and there’s no
keyboard attached

@ on

Have a question?
Gethelp

Make Windows better

Give us feedback

9 These options apply to typing with the onscreen keyboard.

o These options apply to typing with the onscreen keyboard.

6 Click or tap to return to Devices.

G 4y
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CONFIGURING MOUSE

Use the Mouse settings dialog to customize your mouse

B s - o x B s
[ Find asetting P % Mouse
Select your primary button
Ef  Bluetooth & other devices

Roll the mouse wheel to scroll
StM & Printers & scanners Multiple lines at a time <
DO Mouse
Choose how many lines to scroll each time
ae
B Touchpad |4

Scroll inactive windows when | hover over them

@D on
o Pen & Windows Ink

Related settings
® AutoPlay P Additional mouse options

fi uss

= Typing

Have a question?
Get help

Make Windows better

Give us feedback

0 From the Devices category in Settings, click or tap Mouse.
e Change to Right if you use your mouse with your left hand.
e Drag to adjust the number of lines to scroll at a time.

O Change to One screen at a time to move through long documents more quickly.

6 Click or tap Additional mouse options to change pointer size, double-click speed, and
other options.

‘ Contimwd)



© 6 0090 O0

Q?

Dotk the oldrto ofedt e et | e
Hdevd loes not open or close,

SDeed Siow

Drag to adjust double-click speed.

-

Mouse Properties
Hardware BAELAN W SetPont Setings
Bultons Fonters Peinter Options Wheel ‘-

Scheme

| Windows Default (eitra large) (system scheme) |

Help Select

Working In Background
Busy
Precision Select

[ Ensble porter shadow

Click or tap to enable ClickLock (which enables you to highlight or drag without holding

down the mouse button).

Use the Pointers menu (shown) to change the mouse pointer size and color.

Use the Pointer Options menu to change pointer speed, enable Snap to, or adjust pointer

visibility.

Use the Wheel menu to adjust horizontal and vertical scrolling.

Click or tap to close the Mouse Properties dialog.

€9



CHANGING PEN & WINDOWS |

If your computer or tablet uses a pen, use the Pen
you want to use it.

B oo - o «x

| find a setting Settings

) & Pen & Windows Ink
Devices
E@ Bluetooth & other devices Pen

= Choose which hand you write with
Printers & scanners
2 Right Hand ~
0 Mouse
Show Visual Effects

B Touchpad Q on

@ Typing Show cursor

@ on
P /> Pen & Windows Ink Settings _ o x
Ignore touch input when I'm using my pen

._St ®@ Autoplay % Pen & WinHows Ink 9—'}@ off
6” t B use -
u Handwriting Input{Panel Handwriting Input Panel

Improve how well your HC recognizes your handwriting. Try it out
with words your PC somtimes misunderstands. Not all languages Improve how well your PC recognizes your handwriting. Try it out
are supported. with words your PC sometimes misunderstands. Not all languages
are supported.

Get to know my handwriting . -
ct to know my handwriting

Write in the handwriting panel with your fingertip
@ Write in the handwriting panel with your fingertip
on
@ on

Show the handwriting panel when not in tablet mode and there's o
no keyboard attached

@D on

Windows Ink Workspace

Show recommended app suggestions
@D on

Learn about Windows Ink

Pen shortcuts

If your pen has a shortcut button, choose what to do when you
press it. You might need to pair your pen via Bluetooth first.

0 From Devices, click or tap Pen & Windows Ink.

e If you use the pen in your left hand, select Left Hand.

e Turn this feature on if you find that touch input affects your use of the pen.

O Use this option to improve handwriting recognition (not supported for every language).
6 If you don't want to use your fingertip for writing, set to Off.

e If you don’t want the handwriting panel displayed at all times, set to Off

o
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Nathing
Windows Ink Workspace

Settings

& Pen & Windows In

If your pen has a shortcut button, chooge what to do when you
press it. You might need to pair your pef via Bluetooth first.

! =

Launch a classic app
Launch a universal app

OneNote 2016

Click once

[ onenote M

@

Double-click

<4

| Launch a classic app

| Choose an app

Browse

0)

Press and hold (only supported on somé pens)
Cortana M

Allow apps to override the shortcut button behavier

@ on

Related settings

@—}Cantﬁnd your pen?

Nothing

Windows Ink Workspace
Send screenshot to OneNote
Launch a classic app

Launch a universal app

Send screenshot to OneNote 2016

i |

Nothing
Windows Ink Workspace

Launch a classic app

Launch a universal app

O Click or tap to choose a different one-click action.

0 Click or tap to choose a different double-click action.

0 Click or tap to choose a different press and hold action (if supported by your pen).

@ Click or tap to open the Find my device dialog.

m Click or tap to return to Devices.

NOTE

Selecting a Classic or Universal App
7 through 9, a Browse button appears (see step 8). Use it to navigate to the app you want to run.

If you select the option to run a classic or universal app in steps
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USB SETTINGS

The USB setting helps you troubleshoot issues wit

| find a setting -2 | & USB

} Notify me if there are issues connecting to USB devices

Devices 9_
Ef Bluetooth & other devices m Stop devices when my screen is off to help save battery. If
you're having problems with connected devices, clear the

checkbox.
& Printers & scanners

jon?
JtMt O Mouse Have a question?
Get help
& Touchpad

B Typing Make Windows better

S

Give us feedback

o Pen & Windows Ink

® AutoPlay

0

o In Devices, click or tap USB.

e Leave Notify me if there are issues enabled.

e If USB devices do not restart when the screen turns on after turning off, clear the check
box to disable this option (if present).

O Click or tap to return to Settings.

&




UP PRINTER

a shared printer (or when another device with a
omegroup), you can install the printer from the HomeGroup
work and Internet, Status, HomeGroup).

*& HomeGroup — ] X

4 *& > ControlPanel > Network and Intemet > HomeGroup v O | SearchCo.. B

Change homegroup settings

I /i HomeGroup found a new shared printer on your home network. e n
Installing it will make everyone on

Libraries and devices you're sharing from this computer

=) Pictures B Videos

b Music 0 Printers & Devices

Change what you're sharing with the homegroup

Allow all devices on this network such as TVs and game consoles to play my shared content
Other homegroup actions

View or print the homegroup password

@ Change the password.

Leave the homegroup...

Change advanced sharing settings.

Start the HomeGroup troubleshaoter

) Printers x

Windows needs to download and install a software
driver from the YWMARCUS-HPDVE computer to print to
EPSON WorkForce 600 Series. Proceed only if you trust
the \\MARCUS-HPDV6 computer and the network.

| Qinstall driver | [ Cancel |

©

o From the Homegroup page in Settings, click or tap Install printer.

9 After reviewing the printer location, click or tap Install driver.

TIP
Using the Shared Printer To use the shared

printer in any app that permits printing, select it
from the Print menu. M




OPENING HOMEGROUP

As soon as two or more computers with share
access folders and files on the homegroup as easily as you access
to open and use those files with File Explorer.

- =l LibraryTools  SURFACEPRO3
Home  Share  View  Manage
* D o cut x Eﬁ T New item = 1 Open - [ setectan
i Copy path 4 |57 £7] Easy access - [ Edit 0 Select none.
Pinto Quick Copy FPaste _ Move Copy | Delete Rename  Hew Properties .
i [E] Pasteshortcut g~ o S tfolder - lenistory T invert selection
Clipboard Organize New Open Select

& = « 4 &> Homegroup » Geeksy Chesterton > SURFACEPRO3 >

> || MarkE &

> || More Music

Start
|| WindowsApps
|| Wpsystem

|| WUDownleadCache

Music =) Pictures

|| Zoom Lenses
> WinBackup_USB3 (E)
> o Network

P~ »& Homegroup

n > [l Cheryl
p > [ Geeksy Chesterton
> [l MarkE. Soper

> @M Mark Soper

ditems  1item selected

o From the File Manager, click or tap Homegroup.

e Click or tap a user’s name.

9 Click or tap an available folder.

Continuned




=[O~ Library Tools | Ficture Tools  Pictures
Home  Share  View Manage Manage e
4 cut X Ty New item + ﬂ Open -~ [ Select all
_ & th 1] Easy access - Edit Select none -
Pinto Quick Copy Paste ove Delete Rename w Properties
i e #] Paste shortcut S = folder < @History T Invert selection
Clipboard Organize New Open Select
« v 4 = > Homegroup » Geeksy Chesterton > SURFACEPRO3 » Pictures » v ® | SearchPic.. 2
Mark E ~
~ Pictures (10)
More Music C\Users\geeke_kdzhq0f
Test
WindowsApps .
WhpSystem ! ! j" o
WuDewnloadCache (4 ;.
} § , i
Zoom Lenses Camera Roll Saved Pictures  Screencaps-Geek  IMG_0361 (2) 1MG_0561 IMG_0562 (2) IMG_0562

== WinBackup_USB3 (E)

e Network 1

~ *4 Homegreup
B Cheryi IMG_0574
> [Bl Geeksy Chesterton

ototastic

New P
Cdlage

B MarkE. Soper ~ Pictures (Empty)
#H Mark Seper Ci\Users\geeke_kdzhq0f\OnfDrive
-~ Thic faldar ic amnb
10items

G If necessary, navigate to the folder that includes the file you want to use.
6 Double-click or double-tap a file to open it.

6 The file is opened on your system by the default app for that file type.

End



CONNECTING TO A HIDDEN NETWORK

Most wireless networks broadcast their names (SSIDs). However, some are set up so that
you must know the name of the network if you want to connect to it. This tutorial shows you
how to connect to a hidden wireless network.

DIRECT-roku-204-F39CFE

7 DIRECT-roku-204-F39CFE

oku-204-F39CFE

Hidden Network
* Secured

z Hidden Network

- Enter the name (SSID) for the network

Gala
Hidden Network ! I

Secured

» Connect automatically

o

Airplane mode

Cd

Airplane mode

- s P it

2

Airplane mode

6 Click or tap the Wi-Fi networks button on the taskbar.

9 Click or tap Hidden Network.

@ If you plan to connect to this network again, make sure the Connect automatically
checkbox is selected.

@ Click or tap Connect.
6 Enter the name of the network (SSID).

G Click or tap Next.

Continued



fé rldden_ Network
Secured

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

We recommend allowing this on your home
and work networks, but not public ones.

DIRECT-roku-204-F39CFE

Hidden Network
Secured

Enter the network security key

Airplane mode

Airplane mode  Mobile hotspot

Enter the network security key.
To see the hidden characters, click or tap the eye icon.

Click or tap Next.
If you are connecting to your home or work network, click or tap Yes. If the network is a
public network, click or tap No.

Your network connection is listed first. The actual SSID now appears in place of Hidden
Network.

© 6 0090

End



Personalization

Calors
G_IF 2 Lock screen
J =z Themes
tart
B8 Start
 —

= Taskbar

Background Settings

@ Lock screen

Preview

Background

Slideshow

Choose albums for your slideshow

. Pictures

@--}-i— Add a folder

Advanced slideshow settings

O From Personalization, click or tap Lock screen.

9 Click or tap to select a background option.

@ Select Slideshow.

@ The Pictures folder is used as a picture source. To add additional folders, click or tap Add a

folder.

~ NOTE

Selecting a Different Photo If you prefer to use
just one of your own photos rather than a slideshow
for the Lock screen, click or tap Browse (see step 2)

and choose a photo. ®

PUTTING A SLIDE SHOW ON THE LOCK SCREEN

The Lock screen is the screen that greets you when you turn on your device or need to
unlock it. In this exercise, you learn how to change your Lock screen‘into a slide show that
plays your favorite photos when you're not using your device. To open the Personalization
settings, click or tap Start, Settings, Personalization.

% Lock screen

Preview

1:52

Wednesday, January 10

Background

Windows spotlight v

Choose an app to show detailed status

Windows spotlight

Choose apps to show quick 5
Picture

Slideshow

©

Continued

S —



Select Folder X

- v > OneDrive » Railroading v & Search Railroading »
Organize + New folder Bz - (2]
> IntAdvOutlook ™ Name Status Date modified

Music

Owenshoro Air £

Mo items match your search.

Pics
Pictures Setings _ o x
[&=] Pictures2

Project Planner @ Lock screen
Railroading

Preview
Screencaps

Selected
Still Lifes

Superbook Day

EUOE S S >

L I R Y

Folder: | Railroading |

| Choose this folder I ‘ Cancel ‘

Background

0 a_.ﬂ Siceshon .

Choose albums for your slideshow

. Railroading
Pictures

Add a folder
+

6 Navigate to the location desired, and click or tap it.

O Click or tap Choose this folder.

a The lock screen slide show will use the new folder as a source for photos.

B
-



ADVANCED SLIDE SHOW SETTINGS

In this exercise, you learn how to fine-tune your Lock screen slide show.

Settings - o x

& Lock screen

Settings - o x

:

& Advanced slideshow settings

Include Camera Roll folders from this PC and OneDrive

On

i

nly use pictures that fit my screen

January 10

On

i

lay a slideshow when using battery power

Background Off

;

Slideshow

StM‘t Choose albums for your slideshow

When my PC is inactive, show lock screen instead of turning off
the screen

On

i

“ - . Railroading Turn off screen after slideshow has played for
Don't turn off v
= Pictures a*’
30 minutes

Have a question?
Get help

1 hour
G—'} Advanced slideshow settings

3 hours

@ Don't turn off

Add a folder
+

6 From the Lock screen settings dialog, click or tap Advanced slideshow settings.

Click or press and drag to On to use pictures taken with your device's built-in cameras

(Camera Roll folders).

@ When turned On, the slide show will usually look better because the photos selected will
work well with the screen.

@ If turned On, battery life will be shorter.

6 When left On, the Lock screen shows your slide show when your computer is not in use.

@ Select a time delay if you want the screen to turn off after the selected slide show play time
has been reached.

6 Click or tap to return to the Lock screen settings.

End
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Sho

Cort;
Screx

Scres

(2

Q0 000eC

Settings

% Lock screen

Auu a o

On

Mixed Reality Viewer

Xbox

Phone

Messaging

Mail

Weather

Calendar

Choose an app.

Choose an app.

Advanced slideshow settings

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

Choose an app to show detailed status

Choose apps to show quick status

nd picture on the sign-in screen

S ON THE LOCK SCREEN

ailed status and quick status for Alarms, Skype, and
s. Here's how to choose the ones you want to use.

5

Chose apps to show quick status

Show lock screen background picture on the s|

@ on

Cortana lock screen settings

Screen timeout settings

Screen

Click or tap a quick status icon.

Skype

Choose an app to show detailed status

Choose apps to show quick status

EIELICHEENE—

Mixed Reality Viewer
Xbox

Alarms & Clock ‘—
Phone

Messaging

Mail

Note the app notifications on the Lock screen.

o

Wednesday, January lO

From Lock screen settings, scroll down and click or tap the plus sign for Choose an app to
show detailed status.

Lock screen settings display the selected detailed and quick status apps.

€«

>V NotE

Windows Spotlight Enable Windows Spotlight as the Lock screen background, and Windows 10 FCU
periodically notifies you of features to try and asks you to rate backgrounds and other features. M




CONFIGURING EASE OF ACCESS’

The Ease of Access menu provides options that make u
users with visual or mobility issues. The Magnifier feature makes t
around the mouse larger and offers the option to invert screen colors to
use easier. In this task, you learn how to open the Ease of Access menu from
tings (click or tap Start, Settings), and enable and configure Magnifier.

B s - o «x

[ Find a setting

= s - o «x

[ Find 3 setting 2]

Ease of Access

=7 Personalization o
=4 Background, lock screen, colors o Narrator

=— Apps }Q Magnifier
8= Uninstall, defaults, optional features

% Color & high contrast

Accounts
\St Your accounts, email, sync, work, family Closed captions - Settings - [u] X
M t (. Time & Language .
v R Speech region, date = Keyboard & Magnifier
Gaming 0 Mouse Make part or all of your screen bigger, 5o you can see things better.
Game bar, DVR, broadcasting, Game Mode
. Tum on Magnifier
< Other options p
o Ease of Access @D o g
7 Narrator, magnifier, high contrast
Magnification zoom level
() Corana
Cortana language, permissions, notifications - 150% +
g pvaey 6
Location, camera v .
. Magnifier options
£ Update & Seaurity O Zoom level increments
R~/ Windows Update, recovery, backup 25%
[ 100% (defaury M 2
[ start Magnifier after sign in 50%
[ Start Magnifier automatically before login for all
e_m et colors 100% (default)
Enable bitmap smoothing
[ collapse to magnifying glass icon 150%
Magnifier mode 200%
400%

o From Windows Settings, click or tap Ease of Access.

e Click or tap Magnifier.

e When this box is checked, Magnifier inverts colors.

o Click or tap - or + to decrease/increase the initial zoom setting.
6 Select the preferred zoom increment.

o Click or press and drag to On to turn on Magnifier.

Loed

>V NotE

Starting Magnifier at Login/Sign In  Click or tap the Start Magnifier after sign in box if you want Magnifier to run

automatically for this user. Click or tap the Start Magnifier automatically... box to start Magnifier for all users.




agnifier :
rt or all of your screen bigger, so you can see things better. p

__ M Maq =
Magnifier ’ ‘ ¢
On E+ A d
Zoom out Ctrl+Alt+F
Crl+Alt+L
Cirl+Alt+D

ation zoom level

vy
50% ik evi Ctrl+Alt+Space

er options

vel increments

Magnifier after sign in

0 Here the screen shows Magnifier with inverted colors active.

@ Tap or press and drag outside the frame to move the Magnifier window.
@ Click or tap to increase zoom.

@ Click or tap to decrease zoom.

@ Click or tap to select a different view (Full screen is the default).

@ Click or tap to exit Magnifier (also turns off Inverse if enabled as in this example).

End

~J NoOTE

More Magnifier Options Scroll down to the Magnifier Mode section to choose tracking options.
Scroll down to the Keyboard Shortcuts section to see keyboard shortcuts you can use with Magnifier. B




CONFIGURING EASE OF ACCE

Enable the Narrator feature to have Windows 10 F
you in your choice of voice. Here's how to set it up.

- Settings
& Narrator
Setti - a X
- the Hear text and controls on the screen
| Find a setting o Narrator is a screen reader that reads all the elements on scraen,
like text and buttons.
Ease of Access Narrator
Off
Q- b
To turn Narrator off with a touchscreen, tap the Narrator slider, and
@, Magnifier then double-tap anywhere on the screen.
% Color & high contrast Start Narrator automatically
Off
Closed captions
B Keyboard Voice
Start o v
| Microsoft David - English (United States) v‘—
&> Other options
Speed }
L Microsoft David - English (United States)
Pitch
']
Microsoft Zira - English (United States)
Intonation Pauses
@ on

Microsoft Mark - English (United States)

Microsoft David Desktop - English (United States)

Microsoft Zira Desktop - English (United States)

o Click or tap Narrator from the Ease of Access menu (Windows Settings).
e Click and drag to On to enable Narrator.

e Click and drag to On to start Narrator automatically when Windows starts.
O Click or tap to select a different narrator voice.

6 Click or press and drag to left (slower speed) or right (faster).

0 Click or press and drag to left (lower pitch) or right (higher).

| S

>V note

Intonation Pauses The Intonation Pauses option is

enabled by default. It improves the understandabil-
ity of Narrator, but is not supported by all voices. B



0 - No context reading

1 - Play sounds only

2 - Read only immediate context
& Narrator

Sounds you hear 3 - Read immediate context name and type

Read hints for controls and buttons
O_m of 4 - Read full context of new control
Amount of contextual reading for contrdls and buttons
| - 5 - Read full context of both the old control and new control
2 - Read only immediate context |

Order of contextual reading for cantrols and buttons
[ Before - “—Q

Characters you type
o@D on

Words you type After
@D on

Lower the volume of other apps when Narrator is speaking Before

o@D on
Play audio cues

o@D on

6 Turn on if you want Narrator to read hints for controls and buttons.
0 Click or tap to change what Narrator reads when working with controls and buttons.
Q Click or tap to change the order that Narrator performs contextual reading.

@ Default settings. Change as desired.

‘ Conttmat)




m Default settings. Change as desired.

= s - 0 x

& Narrator

Cursor and keys

Highlight the cursor

—o@D on

Have insertion point follow Narrator

o@D on

Activate keys on touch keyboard when 1 lift my finger off the
keyboard

@ O orf

Braille (beta)

You will need to install 3rd party software that is required to
communicate with your braille display. By selecting Download and
install braille, you will install:

BRLTTY, distributed by the BRLTTY developers and licensed under
the following terms: GNU GPLy2

Liblouts, distributed by the Liblouis team and licensed under the

following terms: GNU LGPLv2.1
@—} Download and install braille

Read faster with scan mode

Turn Narrator on and press the caps lock and spacebar keys to turn on
scan mode. Then press the up and down arrow keys to read everything
in an app or webpage.

e

& Narrator
Hear text and controls on the screen

Narrator is a screen reader that reads all the elements on screen,
like text and buttons.

Narrator
@D on

To turn Narrator off with a touchscreen, tap the Narrator slider, and
then double-tap anywhere on the screen.

Start Narrator automatically
@D or
Voice

Choose a voice

| Microsoft David - English (United States) ~ |

peed

' «

Pitch

@ If you have a Braille display, click or tap here to install support software.

@ To enable scan mode, use the instructions provided here.

14

When you click a command, Narrator highlights it with a contrasting-color frame and de-
scribes what it does.

Continued,



B s - o x

% Narrator

% | [Catbrs (Body) |12+ & " | Aa- | &
[ g (Cfbrtedn -1z
Pete | B I Ucacx x|[A-Z-A- Hear text and controls on the screen

Clipboard Font 5
Ee Narrator is a screen reader that reads all the elements on screen,

like text and buttons.

Narrator
| On

To turn Narrator off with a touchscreen, tap the Narrator slider, and
then double-tap anywhere on the screen.

Start Narrator automatically

@D or

MarkSoper  F1day; September 22, 2017

Gold Arrow Coatings, LTD
Evansburg-On-Ohio, IN

«Salutation» «First» «Lasty |

«Address» Voice

«City, «Statey «ZIP»
812.555-1212 Y] Choose a voice

8125551234, Dear «Salutation» «Last»

mesoper@goldarrow.erewhon.tv Microsoft David - English (United States)

Speed

Pitch

PageTof1 1140t 14Twords &3

@ Narrator reading text in Microsoft Word.
@ To turn off Narrator, open the Narrator dialog in Settings and drag this switch to Off.

® To turn off Narrator with a touchscreen, follow these instructions.

End,




CONFIGURING EASE OF ACCESS’S HIGH CONTRAST

The Color & high contrast feature found in the Ease of Access menu makes using Windows
10 FCU easier for those with visual impairments. It includes both color filters and various
high contrast themes. By selecting both, there are many more themes available than before.
Here's how to set it up.

<« Settings - o X
Grayscale
Ease of Access setings Invert
& Narrator ) '
& Color & high contrast el e _G
@ Magnifier ~ -
Color filters Deuteranopia
@—D}b& Color & high contrast _ ]
a Protanopia
Closed captions i
Tritanopia
B3 Keyboard
Start ) | o
< Other options

High Contrast Black

High Contrast White

O Click or tap Color & high contrast from the Ease of Access menu (Windows Settings).
@ To use a color filter, drag to On.

@ Click or tap to choose a filter.

G In this example, | chose Grayscale Inverted.

@ To change to a high contrast theme, click or tap Choose a theme.

@ Click or tap a theme.

Continued,



& Color & high contrast

High contrast

Choose a theme

High Contrast #1

& Color & high contrast

Choose a filter

Protanopia <
High contrast

Choose a theme

High Contrast #1

Selected Text

Button Text

0 Preview of the selected theme (High Contrast #1).

@ Click or tap Apply to use the selected scheme.

@ Click or tap Cancel to cancel the selected scheme.

@ Select a different filter.

@ The appearance of a high contrast theme varies according to the filter selected.

S

Other Schemes

NOTE

Other available schemes include High Contrast #2, High

Contrast Black, and None. Choose None to return to the normal theme. M

End




CONFIGURING EASE OF ACCESS

Ease of Access's closed captions settings enable you to
pear when you watch movies or TV shows that support this feature.

how to change some of the most common settings.

=

| Find 2 setting

Ease of Access

& Narrator
@ Magnifier

#  Color & high contrast

o—|> Closed captions

Keyboard

O Mouse

ey

&> Other options

Default
White - p—
sk % Closed captions
Red Preview
Green o . presas
| These are iy caption seffings:
Blue 7
Font
Yellow Caption color
Magenta [ pefautt O
N Caption transparency
¥ | Default v*—
Default Caption style
| Default o—1¢ e
¢
Opaque
Caption size
Translucent [t :
Semitransparent Caption effects l 4__0
Transparent [ Defaur o
hdow
Default Default Default
Mono serif 50% None
Proportional serif 100% Raised
Mono sans serif 150% Depressed
Proportional sans serif 200% Uniform
Casual Drop shadow
Cursive
Small caps

o From the Ease of Access dialog, click or tap Closed captions.

e Preview the closed captioning using the current settings.

e Click or tap to change caption settings (color, transparency, style, size, or effects).

O Scroll down to see the current color and background settings.

LoD



= o € setings - o x
Red
@ Closed captions @& Closed captions
Green Background and window Preview
Background color
Blue [ peraurt ~
Background transparency ¢ _6 Font
Yellow
| Default e Caption color
[ vetow V]
Magenta Window color
[ Defaut v“—_ Same options as Caption transparency
Default
Cyan Window transparency Background color | o - |
[ Detaur ~ §———————— Same options Caption style
as Background [ Proportional sans serf ]
Default Restore to defaults transparency
-~ Caption size
Have a §uestion? | 150% - |
Opaque Get help
Caption effects
[ Defaut ~]
Translucent Make Windows better
Give us fefdback
Semitransparent Background and window
Transparent o

6 Click or tap to change background and window settings.
O Click or tap to reset settings to their defaults.

0 Closed captioning preview after making changes to some settings.

“Emé)



CONFIGURING EASE OF ACCESS’S KEYBOARD
SETTINGS

Ease of Access’s Keyboard settings make using a physical or virtual keyboard easier for
users with limited mobility.

& Keyboard

On-Screen Keyboard

Turns on the On-Screen Keyboard

i d
@ » ¢

4 Sticky Keys

Press one key at a time for keyboard shorteuts

.y u i o p {11, Del End

as df g hi k| . Enter insert  Pause  MvDn MCEECLCH

Shi zZ x cvbonm , N shit P ScrLk Hear a tone when you press Caps Lock, Num Lock- Settings -
Start =
.~ o . & Keyboard
Filter Keys
1 On-Screen Keyboard
Ignore or slow down brief or repeated keystrokes
board it rate
YDORICIEpERIAES Tums on the On-Screen Keyboard
off
@D on
Other Settings
Sticky Keys
Enable shortcut undertines
Ease of Access o Press one key at a time for keyboard shortcuts
—o@D on
& Narrator
Turn on Sticky Keys when SHIFT is pressed five times
@ Magnifier —o@D on
% Color & high contrast Lock modifier key when pressed twice in a row
—e@D on
Closed captions
Tum off Sticky Keys by releasing a modifier key in combination
© Kejooard ¢ with another key
—o@D on
O Mouse
Play sound when modifier key is latched, locked, or released
@ Other options —eo@D on
Display the Sticky Keys icon on the task bar
—o@D on

0 From the Ease of Access settings (Windows Settings), click or tap Keyboard.

é Click or press and drag On to enable the On-Screen Keyboard.

@ On-screen keyboard; click top border and drag to position as needed.

@ Click or press and drag corners or edges to adjust the size of the on-screen keyboard.
@ To see options for Sticky Keys, Toggle Keys, or Filter Keys, turn on the settings desired.

@ Sticky Keys default settings; disable as desired.

Continued



Filter Keys

Ignore or slow down brief or repeated keystrokes and adjust
keyboard repeat rates

—e@D on
Turn on Filter Keys when right SHIFT is pressed for 8 seconds

—o@D on

Toggle Keys

Hear a tone when you press Caps Lock, Num Lock, and Scroll Lock
Beep when keys are pressed or accepted

®@D on
o@D on
Turn on Toggle Keys by holding the NUM LOCK key for 5 seconds
o@D o Display the Filter Keys icon on the task bar
n

o@D on
Enable Slow Keys
—ee D or
Enable Repeat Keys
—ee D off
Other Settings
Enable shortcut underlines
8@ D off
Display a waming message when turning a setting on with a
shorteut
8@ off
Make a sound when turning a setting on or off with a shortcut
0@ D off
Have a question?

0 Default settings for Toggle Keys; change as desired.
0 Default settings for Filter Keys; change as desired.

Q Default Other Settings; change as desired.

TIP - sese = B

Closing the Keyboard The on-screen keyboard EEENEsEEEEEEI

 sea

uses window controls similar to other Windows 10
apps. Click or tap the X in the upper-right corner of
the keyboard window to close the keyboard. M




CONFIGURING EASE OF AC

Ease of Access’s Mouse settings make seeing and contr
users with vision or mobility issues.

-

& Mouse

- Settings - o x

Pointer size l
| Find a setting pel

I
Pointer color l

@ Magnifier
Start
U % Color & high contrast I} I k I

Closed captions

Ease of Access

g Narrator

Mouse keys
Keyboard
Use numeric keypad to move mouse around the screen
m Mouse @) or
¢ Other options Hold down Ctrl to speed up and Shift to slow down
@D or

Use mouse keys when Num Lock is on

® On

Have a question?

Get help

o From the Ease of Access settings (Windows Settings ), click or tap Mouse.
e Click or tap to select a new pointer size. (The checked pointer is the current setting.)

9 Click or tap to select a different pointer color. (The checked color is the current setting.)

‘ Continued, )
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& Mouse

Pointer size

5T ST kl‘

Pointer color
SRS ..

Mouse keys

Use numeric keypad to move mouse around the screen
P@D o

Hold down Ctrl to speed up and Shift to slow down
PeEO o

Use mouse keys when Num Lock is on

>@D on

090

Have a question?
Get help

o Click or press and slide to On to use the numeric keypad as a mouse (mouse keys).

6 Click or press and slide to On to enable the mouse pointer to run at different speeds.

O Click or tap and slide to Off if you want to use the numeric keypad for data entry when

Num Lock is on.
)




CONFIGURING OTHER EASE OF

Ease of Access settings offer an additional category of o
customization. The Other options menu discussed in this task pro
visual settings, adjusting cursor width, and setting touch feedback.

B - o x B s -

[ Find a setting % Other options

Visual options
Ease of Access

u 2 Narrat Play anmations i Windo
= Narrator
On

& Magnifier Show Windows background
6 Color & high contrast On

Show notifications for
Closed captions 14

T 5seconds | 4

@ Keyboard

(Cursor thickness
0 Mouse M

7 seconds |I| '

o—’(‘z Other options

15 seconds

30 seconds

1 minute

5 minutes

0 From the Ease of Access settings dialog, click or tap Other options.
e Click or press and drag to Off to turn off animations.

e Click or press and drag to Off to turn off backgrounds.

O Click or tap to change how long notifications are displayed.

o




L

& Other o7 fons

Cursor thickness

7

Visual notifications for sound

None v

N

Touch feedback

Show visual feedback when | touch the screen

On

Use darker, larger visual feedback (ideal for presentations)
D@D o

Audio options
Mono audio

b or

Have a question?
Get help

Make Windows better

Give uc foadhark

Flash active title bar

Flash active window

Flash entire display

6 Enable visual touch feedback.

O Enable darker, larger visual touch feedback to see touch highlights.

0 Click or press and drag to change the cursor size (darker touch highlights enabled).

0 The cursor is thicker when the slider is to the right.

o Click or tap to select visual notifications for sound.

@ Click or press and drag to On to turn on Mono audio.

=)




ADDING A LOCAL USER

Windows 10 FCU is more powerful and easier to use on
crosoft account. However, if you don't want a user to have a Micro
up that person as a local user. Here's how, starting from the Family & oth

e E—

& Family & other people

Your family

You can allow family members to sign in to this PC. Adults can
manage family settings online and see recent activity to help kids

stay safe.
‘Add a family member
Start + ’
marcus, @outlook.com Cansignin
Child

Manage family settings online
Other people

Allow people who are not part of your family to sign in with their
own accounts. This won't add them to your family.

o—" o Add someone else to this PC

a NoKing@erewhon.net
0 jingle: @outlook.com

Microsoft account X

How will this person sign in?

Enter the email address or phone number of the person you want to add. If they use
Windows, Office, Outlook.com, OneDrive, Skype, or Xbox, enter the email or phone
number they use to sign in.

| Email or phone

Microsoft account

—} I don't have this person's sign-in information
Privacy statement 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

| Jomeone@example.com

Get a new email address

| Password

| United States

| Birth month ~ | | Day

V] [rer v]

#If you already use a Microsoft service, go Back to sign in with that account.
—’Add a user without a Microsoft account

[ [

o With Windows Settings open to Family & other people, go to the Other people section and
click or tap Add someone else to this PC.

e Click or tap | don’t have this person’s sign-in information.

e Click or tap Add a user without a Microsoft account.

-~
&
o

R Continued, )
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Microsoft account

Create an account for this PC

If you want to use a password, choose something that will be easy for you to remember
but hard for others to guess.

Who's going to use this PC?

—>| Geeksy |

Make it secure.

(= |

—N simple simon saw a sequence] X |

Geeksy
Local account

o Enter a user name for the user.

6 Enter the same password in both fields.

O Enter a password hint.

O Click or tap Next to continue.

B s - o «x

& Family & other people

10U Can aHoW T8y MeMDers T SIgn 1n 0 TS L. AQUIS Can
manage family settings online and see recent activity to help kids
stay safe.

Add a family member
s v

marcus. @outlook.com Can'sign in
Child

Manage family scttings online

Other people

Allow pegple who are not part of your family to sign in with their
own accounts. This won't add them to your family.

4L Add someone else to this PC

o NoKing@erewhon.net

6 The new local user appears in the Other people section of the Family & other people
settings.

=)



CONVERTING A LOCAL ACCOU
ACCOUNT

If you're using a local account but you'd like to get more out of Windo
convert your local account to a Microsoft account. Just log in with your loca
then follow these steps. This example demonstrates converting the Geeksy loca
created earlier in this chapter to a Microsoft account.

Settings - o x
| Find a setting
Settings - a X
Accounts
Find a settin: £ | - .
[ ¢ e—}nz Your info
o System =1 Email & app accounts
Display, notifications, power Settings - o
&, sign-in options
g Devices ’
!.Stm B eluetcoth, priners, mouse & Your info
B Access work or school
Phane
Link your Android, iPhone > Sync your settings

Network & Internet
Wi-Fi, airplane mode, VPN

Personalization
A gckground, ok screen, colors

= feps GEEKSY

#= uninstall, defaults, optional features
v Local Account

Accounts
’ Your accounts, email, sync, work, family
Windows is better when your settings and files automatically sync

(@, Time & Language Use a Microsoft account to easily get all your stuff on all your

AF 5peech, region, date devices.
P Sign in with a Microsoft account instead
— Gaminn

Create your picture

@ Camera

0 From Settings, click or tap Accounts.
e Click or tap Your info.

e Click or tap Sign in with a Microsoft account instead.

o

(>;< NOTE

Setting Up PIN Access Windows 10 FCU lets you set up a PIN as an alternative
to a regular password. From the Accounts settings, click or tap Sign-in options;
then go to the PIN section and click or tap Add. Enter your Microsoft account
password and click or tap Sign in to display the Set Up a PIN dialog box. Enter
and reenter your desired four-digit PIN, then click or tap OK. You can now log in

with either a PIN or password from the Windows Lock screen.




Make it yours
Your Microsoft account opens a world of benefits. Learn more

NazmabyaAa

| geek @outlook.com| X

Microsoft account x

No account? Create one!
VN

Enter password

Enter the password for geek @outlook.com

| eesecsced B

Forgot fy password
got fy p Microsoft account s

m Sign in to this device using your Microsoft account

From here on out, you'll unlock this device using either the passward for your Microsoft
account or, if you've set one up, your PIN. That way, you can get help from Cortana, you
can find your device if you lose it, and your settings will automatically sync.

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

Microsdt privacy statement

Microsoft privacy

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

i Current Windows password

o

7

If you already have a Microsoft account, enter the email address and password for that ac-
count, then click or tap Next and skip to step 6.

If you don't yet have a Microsoft account, click or tap Create one! and follow the instructions
in the task, “Adding a User Who Needs a Microsoft Account,” in Chapter 22.

Enter the password for your Microsoft account, then click or tap Sign in.

O © 0O O

Enter the password for your local account, then click or tap Next.

Loed




Micrasoft account

device, apps, and services.
How can a PIN be safer than a long password?

SKip this step

Use Windows Hello instead of your password

A password can be easily stolen. Windows Hello provides you with a combination of two
factors—your device plus biometrics or a PIN—instead of a password to sign in to your

% Your info

GEEKSY CHESTERTON

Geek @outlook.com
Billing info, family settings, subscriptions, security settings, and
more

Manage my Microsoft account

You need to verify your identity on this PC.

Verify

Sign in with a local account instead

Create your picture

0 Set up a PIN or biometrics (Windows Hello) if you want, or click Skip this step to continue
to use your normal password (Windows Hello is covered in this book’s online content).

Q Your local account is now switched to a Microsoft account.

NOTE

Adding a Photo to Your Account To make changes to your account, includ-

ing adding a photo, click or tap Your info from the Accounts settings. Scroll

to the Create your picture section, where you can take your picture with

your device's camera or browse for a photo stored on your computer. B

€9



A PICTURE PASSWORD

choice of account types and the option to type in

ut if you have a touchscreen computer, tablet, or multitouch-en-
u can also create a picture password. A picture password uses a picture
g with gestures you draw with your finger or stylus on the screen. For this

id the taskbar.

e

| Tind a setting

Accounts

e_ A% Yourinfo
= Emal&zppaccoums

o_

Settings

@, sign-in options

[nd a setting

B3 Access work or school

System
ar

Display, netifications, power

5 Devices
Bl sigetootn, printers, mouse

Phone
Link your Android, iPhone

Network & Internet
Wi-Fi, airplane mode, VPN

g Personalization
B gackground, lock screen, colors

1= Apps
8= Uninstall, defaults, optional features

} R Accounts
Your accounts, email, sync, work, family

(@ Time &Language
AT Speech, region, date

) Caming
Game bar, DVR, broadcasting, Game Mode

|, Ease of Access
=" Narrator, magnifier, high contrast

8, Family & other people

< Syncyour settings

o_

Windous Security o
Create a picture password
First, verify your account info.

MicrosoftAccount
\markesoper@hotmail com

£ Sign-in options
Q Password
Change your account password

Change

" PIN
You can use this PIN to sign in to Windows, apps, and services.

Change Remove

Iforgot my PIN

P Picture password

Sign in to Windows using a favorite photo.
e_} -

Dynamic lock

Windows can use devices that are paired to your PC to know when
you're away.

["] Allow Windows to detect when you're away and automatically
lock the device

—_

o From the main Settings dialog box, click or tap Accounts.

9 From the Accounts menu, click or tap Sign-in options.

e Click or tap Add in the Picture Password section.

O Enter your current password.

O ciick

or tap OK.

TIP

Picture Passwords for Security

s

A picture password is better for security than a PIN because it's harder for a snoop-

er to figure out how you log in to your touchscreen device when you use gestures than when you enter a PIN. l




picture password

Welcome to picture
password

4 &> ThisPC > Pietures ~ & | SearchPictures »

Organize v New folder
|| Superbook Day i *
|| Superbook Day :
|| superbook Day ¢
|| Superbook Day ¢
|| Videos

I This PC

7 3D Objects
Documents
¥ Downloads
b Music 100_9497 Duotone FallFestivalSlide
Conversion

[i=] Pictures

v N T T NS L

File name: [Duotone Conversion o [aufies

_MG_6817

=

9

o Click or tap Choose picture.

0 Navigate to the folder containing the picture you want to use.

e Click or tap a photo.

Q Click or tap Open.

Continued,




picture password

How’s this look?

P

3

Drag your picture to position it the way
you want.

Use this picture
Choose new picture

“BEST IN THE Loy 5 o
Wm—— ...._,G_Etm TRANSCONTINENTAL
= S —— ———— OlL o,
A

@ Click or press the photo and drag it into the desired position.

m Click or tap Use this picture if you are satisfied.

@ If you aren't satisfied with the picture you chose, click or tap Choose new picture to return
to steps 7-9 and try another.

Continued
K

TIP

Vertical or Horizontal? Choose a horizontal photo as in this example if you use a laptop,

desktop, or convertible (2-in-1) device that you use primarily with a mouse and keyboard, or if you
use a tablet in horizontal (landscape) mode. Choose a vertical photo if you use a tablet in vertical
(portrait) mode. M




Set up your gestures

Draw three gestures on your picture. You
can use any combination of circles,
straight lines, and taps.

Remenmber, the size, position. and
direction of your gestures — and the
order in which you make them —
become part of your picture password.

12 3

“BEST IN THF. LO|

g A
G R\lll TRI\NS(QNT\NE\\TAL OlL co

———

Set up your gestures

Draw three gestures on your picture. You
can use any combination of circles,
straight lines, and taps.

Remember, the size, position, and
direction of your gestures — and the

order in which you make them —
become part of your picture password.

123

“BEST IN THE L()
N
— ] RUN TRI\NSCD\\T\NE\\TI\L Ohevee

ST

B,y By B LA

@ Draw the first gesture (line, circle, or tap) onscreen.

@ Note the directions, including the reminder to remember how each gesture was performed
(position, size, and direction).

@ Draw the second gesture onscreen.

@ Draw the third gesture onscreen.
Continued

~J NoTE

Vi

Don’t Blink, or You'll Miss Them The highlighted gestures shown in steps 13, 15, and 16 are displayed momentarily after
you complete each gesture. The gestures shown are examples. Use the gestures you prefer anywhere on your photo. M




Second gesture Third gesture

Confirm your gestures

To finish setting up your picture
your three
Iways start over by
r button.)

| LLuL ]|

I
¥

Startover | [_Cancel | h y ] y ' Congratulations!

You've successfuly created your picture.
password. Use it the next time you sign
in to Windows.

First gesture

i 7 TRANSU)NT\NE\\T AL OIL o,
S —— — S ————

o

@ Draw the three gestures in the same locations and order to confirm.

@ If you don't repeat the gestures correctly, click or tap Start over to return to step 13.

@ If you are successful, click or tap Finish. The next time you log in, you can do so using your
picture password.

Continued,

N~ 7

-V NortE

Help When Starting Over If you choose Start over (step 18), Picture Password
displays each gesture onscreen and has you trace it before returning to the Confirm

your gestures dialog. M




Mark Soper

| pin

= e —
IR
w Mark Soper I forgot my PIN

8 ) marcusmarkson@outiooke... Sign-in options ﬁ

8 ) Augustus N =p | i

2 ) Geeksy Chesterton

2} John Jacobson

@ This login dialog appears as a full screen when you previously logged in using a PIN or regu-
lar password or after selecting a regular password or PIN login.

@ If more than one user is set up, select the user to log in.
@ Click or tap to see login options.

@ Click or tap to use the picture password.

@ Click or tap to use the regular password.

@ Click or tap to use a PIN.

Continued

TIP
Passwords First, Then Picture Passwords You
cannot create a picture password for an account
until a regular password has been created. @
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& MARKTHO

I ' \GASO\.\N

BEST IN THE LONG RUN
———

) ‘RANS(.()NT\NENTA\_ o Y.G _

@ This login dialog appears when you select a picture password.

@ Click or tap to change users.

@ Click or tap to see login options.

@ Click or tap to use the picture password, then use the gestures you set up earlier to log in.
@ Click or tap to use the regular password.

@ Click or tap to use a PIN.

Continued

~



Mark Soper

The picture password is incorrect. Try again.

oK

@ If you use the picture password but don't use the correct gestures, click or tap OK, then
select the login method you want to use (refer to steps 29-31).

End,

TIP

Mastering Gestures When you use a picture password, you must use the same gestures in the

same order and performed the same way. For example, if you use a circle gesture, make sure you
remember what part of the picture you are circling and the direction you move your finger (clock-
wise or counterclockwise). @




DOWS HELLO FACE

metrics-based login system included in Windows 10 FCU. If you have
ra built into your system (or connected to your system via USB), you can

s Hello. In this exercise, you learn how to determine if your system supports
Hello and how to set up and use it. You must have set up a PIN login for your ac-
efore you can set up and use Windows Hello.

= s - o «x

& Sign-in options

- Settings - o x & Windows Hello

| Jind a setting | Sign in to Windows, apps and services by teaching Windows to

recognize you. O
A= Yourinfo See how it works and find compatible devices.
} Settings. - o x
= Email & app accounts
Q) Password . . .
7 & Sign-in options
P Sign-in options Change your account password

Change < Windows Hello

Bl Access work or school

Sign in to Windows, apps and servicgs by teaching Windows to
A, Family & other people - recognize you.
HOPIN

< Syncyour settings You can use this PIN to sign in to Windows, apps, and services. Learn more about Windows Hello

Change Remove Face Recognition

Setup 4_

Automatically dismiss the lock screen if we recognize your face

I farant mv PIN
® On

Q, Password
Change your account password

Change

Hopin

o From Accounts, click or tap Sign-in options.

Scroll down to the Windows Hello section. If your system does not support Windows Hello,
you will see this message.

e Click or tap the See how it works... link to learn more.

O If your system supports Windows Hello, click or tap Set up.

LoD

>V note

Did You Install a Windows Hello-Enabled Camera? If you connected a Windows Hello-
enabled camera and you are seeing the error message shown in step 2, restart your system,

then try using Windows Hello again. l




Windows Hello setup. X

Welcome to Windows Hello Windows Security

Your device just got more personal. Say goodbye to entering complex passwords and start Making sure it's you
using Windows Hello to unlock your device, verify your identity, and buy things in the Store

using your face E I 4_.__6
Learn more

I forgot my PIN

Windows Hello setup.

Get started ‘Cancel

Keep looking directly at your camera.

Cancel

6 Click or tap Get started.

0 Enter your PIN to continue.

a Move your head (or your camera) as needed to make sure the camera can see your face.

o

S vore

Avoiding Eyeglass Glare If you wear glasses, tilt

your head slightly if your eyes are not visible be-
cause of glare off your lenses. l



O

P e - o x
& Sign-in options

<> Windows Hello

Sign in to Windows, apps and services by teaching Windows to
recognize you.

Learn more about Windows Hello

Face Recognition

P Improve recognition Remove

Automatically dismiss the lock screen if we recognize your face

@ on

Q, Password
Change your account password

Change

HopN

8
©

s " i
Vot ran e this PIN t sian in ta Windmws anns and canvice: /I
O ) 3
° )

Monday, January 22

If you wore glasses, click or tap Improve recognition and rerun the process again without
your glasses if you don't always wear them when using your computer.

When your system is locked and Windows Hello is running, it looks for your face.

Continned




AL

Hello, Mark Soper! Dismiss the lock sgréen to sign back into Windows.

10:37

Monday, January 22

Mark Soper

~

Hello!

i Welcome

@ This message indicates you've been recognized.
@ Tap your keyboard, your touchpad, or your touchscreen to dismiss the lock screen.

@ Windows Hello displays this message briefly, then logs you into Windows.

End



Settings - o x

| ind a setting 5

@

#

&

> O

Network & Internet
Wi-Fi, airplane mode, VPN

Personalization
Background, lock screen, colors

Apps
Uninstall, defaults, optional features

Accounts
Your accounts, email, sync, work, family

Time & Language
speech, region, date

Gaming
Game bar, DVR, broadeasting, Game Mode

Ease of Access
Narratar, magnifier, high contrast

Cortana
Cortana language, permissions, notifications

Privacy
Location, camera

Update & Security
Windows Update, recovery, backup

o From Settings, click or tap Accounts.

e Click or tap Windows Defender.

SERS WITH WINDOWS DEFENDER
FAMILY OPTIONS

o your family in Settings, you can view and manage their Windows 10
ctivity with the Family options website, which is part of Windows Defender
ter. Here's how to configure Family options settings:

e

| Find a setting

Update & Security

Z Windows Update

Windows Defender

-
@«

=1

Backup

Troubleshoot

[CHERY

Recovery

Activation

B ©®©

Find my device

For developers
& Windows Insider Program

Device encryption

o

B o - o

& Windows Defender
Windows Defender Antivirus protects your computer against
viruses, spyware, and other malicious soffware. Open Windows

Defender Security Center to use it.

Open Windows Defender Security Center

Version info

Antimalware client version: ~ 4.12.17007.18011

Engine version: 1145005
Antivirus definition: 1261770
Antispyware definition: 1261770

Network inspection system ~ 2.114202.0
engine version:

Network inspection system ~ 118.2.0.0
definition version:

Keep your PC safe

Windows Defender Security Center has options to help protect your
family online, maintain your device's health, run periodic scans,
manage your threat-protection settings, and more.

Get more info about Windows Defender Security Center

Have a question?
Get help

e From the Windows Defender dialog, click or tap Open Windows Defender Security Center.




Windows Defender Security Center

Last threat scan: 1/20/2018

@ Last health scan: 1/20/2018

’ Q
Virus & threat

[} protection
No action needed.

“8

Firewall & network
protection
No action needed.

O—— 4

Family options
Manage how your family
uses their devices.

e

Last threat definition update: 1/20/2018

B

Device performance &
health
No action needed.

App & browser control
No action needed.

0 Click or tap Family options.

6——’;\:(\\:@ Screen time  Content restrictions  More options

Windows Defender Security Center

#h Family options

® Get what you need to simplify your family's digital life.

Parental controls

@
@ Help protect your kids online.
Choose which websitas your kids can visit as they explore the web
@) Microsoft Edge.
= L3 Set good screen time habits,
Choose when and how much time your kids can use their devices.
& [ Keep track of your child's digital life.

Get weekly activity reports of your kids' online activity.

B3 Let your kids buy appropriate apps and games.
Choose what they see and purchase for their devices.

e——}VM family settings

See your family’s devices at a glance

L2 Check the health and safety of your family's devices.
Make sure they're up-to-date and see device security and health

View devices

- [EE
< > 0 @ & i

Family members

mar kson@outlook.com @
Child

Iy Devices connected to this account: 1

See devices

N

Add money so marc om can shop wi

Kids @
@ Child + Local account on CHERYL-HP (Windows 7)

Activity Screen time  Content restrictions  More options ~

=} Mark Soper
Adult «+ markesoper@hotmail.com

Manage permissions  Leave family

6 Review the available parental controls.

Add money

G To view or change current settings, click or tap View Family Settings.

0 Your browser opens, displaying Child accounts you can manage.

e Click or tap Activity to start managing a child’s account.

NOTE

Viewing Family Settings from account.microsoft.com If you cannot connect to Family

set-

tings (step 7), open your web browser and go to https://account.microsoft.com. Log in if neces-

sary, and scroll the top-level menu to Family. Click it to see the dialog shown in step 7.1l




en - Microsoft Cor | B Microsoft account | Vou X \;+ ~

< S 0 In 0] rosoft. ent-activity/7088578388130367876 * ¥= L.

BE Microsoft | Store ©  Products ~  Support o o= g @ m
Account  Yourinfo Privacy Security Rewards Payment & billing

B & | 5% Microsoft account | You X L Ea =R
g mafcusmarkson@outlook.co & > 0O @ o i Famil ¥ ¥ L2
v .
Activity ~ Screentime  Content restrictions  Spending =3 Xbox screen time
View activity from January 15 - today - How much time can your child ha.ve ach dgy per XWcreer\ time limits
Xbox, and when can they play? (Tip: Add a time m on
To block inappropriate websites and receive web browsing Activity reporting period to allow some screen time aftgr school.)
activity reports, make sure kids are using Microsoft Edge or B
Internet Explorer. Go to Content restrictions to change what )
type of stuff they can get, and Screen time to change how Email weekly reports to me Screen time schedule ~
much time they can spend using it. 0
Rciysenlected nompMindowst Qand Xbor Onejdevicete> InPrivate browsing s blocked () Choose when your child can have scrpen time &
Day Hours allowed 2am 4am 8am 12 pm 4pm gpm
Sunday Max scheduled ~ ] g o
Monday Max scheduled 4= OEEEEOEEEOEEEEE
-~
5 o O [
Max scheduled
L]
Blocked O
3 Feedback
e v
30 mins
1hr
1 hr 30 mins

0 By default, activity reporting and Emailing of weekly reports are disabled. To enable either
setting, click or press and drag to On (I recommend enabling both).

@ Click or tap Screen time to limit how long per day the child account can use a PC or Xbox
One.

m To set time limits for Xbox One, click or press and drag to On.
@ Click or tap to choose the time limit (hours allowed) for a day.

@ Scroll, then click or tap the time limit desired.

Laed



M B Microsoft account | You X
&< 2> O @ a 2 reen-time/7088578488130367876 % T L e

and when can they play? (Tip: Add a time period to Q
allow some screen time after school.)

On
On Monday, my child can have screen time

Screen time schedule n From To

8:30 AM v | ‘ 10:30 AM
Choose when your child can have screen time @
Day Hours allowed 12 am 4am 8pm 12 pm 4pm 8pm Screen time schedule
Sunday Max scheduled .*-----------l 7:30 AM 8:30 PM
Monday 2hrs v I‘-----------l
Tuesday Max scheduled - IDOOOOCDOOOEEa—g
Wednesday Max scheduled ~ | o o
Thursday Max scheduled ~ o o e e o s r |

X

Friday Max scheduled L | [ ]

On Monday, my child can have screen time

aturdav Mayx scheduled -

From To

3:30 PM ;‘ ‘6130""" B‘ “__®
T 16

Screen time schedule

330 PM 6:30 PM il Remove

Cancel Save —@

@ Click or tap any place on a day’s timeline to select the hours the Xbox will be available.
@ Click or tap to delete the existing screen time schedule.

@ Select the starting and ending times (half-hour intervals).

@ Click or tap Add to add the new schedule.

@ Click or tap Save.

&=

) NotE

Maximizing Screen Time Remind children to log off when they are not

using their devices so their screen time isn't wasted. M



Max scheduled ~

Wednesday
Thursday Max scheduled

Max scheduled ~

Friday

On Monday, this child can
use the Xbox One for a
total of two hours between

3:30 and 6:30 p.m.

B Microsoft account |You X | 4~ - £ X
& =S O B https://account microsoft.com/family/settings/screen-time/7988578388130367676 Pre = I e
P =
and when can they play? (Tip: Add a time period to c on
allow some screen time after school.)
Screen time schedule A~
Choose when your child can have screen time @
Day Hours allowed 12 am 4am 8am 12 pm 4pm 8pm
Sunday Max scheduled ~ o
4 'S
Monday 2hrs v Q S 4 1 ]
Tuesday Max scheduled ~ i

Q

5% Microsoft account [You X | 4+ W

= © @& |

L1 PCscreen time

allow some screen time after school.)

Screen time schedule

Choose when your child can have screen time

How much time can your child have each day der PC,
and when can they use it? (Tip: Add a time peri

m s
78388120367876 =
PQ Veen time limits
a @D on
~
12 am 4am 8am 12 pm 4pm 8pm
s (LT 1]

Day Hours allowed
Sunday 3 hrs 30 mins ~
Monday Blocked ~
Tuesday 2 hrs 30 mins <
Wednesday 2 hrs v

Thursday 2 hrs ~

- I T O O
([ |}

7 Feedback X

On Tuesday, this child can use the Xbox One for a total of
two and one-half hours between 7:00 a.m. and 9:00 p.m.

@ After changing other dates as desired, scroll down to set restrictions for PC use.

@ To enable screen time limits for PC, click or press and drag to On.

@ Follow steps 12-18 to set total screen time and allowed hours per day as desired.

@ Scroll back up to select other settings for this user.

LoD



tent-restrictions/79: 130367876

Account Your info Privacy Security Rewards

Q marcusmarkson@outlook.c

Activity ~ Screen time  Content restrictions ~ Spending

V' N

w Ask a parent ‘_— Scroll down

Payment & billing ~

Click or tap Spending to add money to tt
child’s Microsoft Store account.

Turn this on to require adult approyal for the things your Needs adult approval to buy things
child wantsf to k.)uy in the Mlcrosnﬁ "tor.e—e.xcept for .ahai_’o on

they get with gift cards or money ir their Microsoft
account.

Email me when my child gets stuff

on w B% Microsoft account | You X
| < - 0O @ =}
@ @ & Apps, games & media

Set an age limit to block inappropriate apps, games, and

®

leggt inappropriate apps, games & media
met.jia. Anything thatl exceeds the c(fmterln ratings you've o on
decided are appropriate for your child will need your

approval.
PP Allow apps and games rated for

This setting applies to Windows 10 and Xbox One devices.
12-year-olds -
n A T "
@ » View allowed ratings

Always allowed (0) A
When you allow specific apps and games, they'll appear here.
I'§
Scroll down Always blocked (6) |4 ~

Google Chrome X Remove

360 Browser % Remove [ Feedback u

Click or tap Content restrictions.

To require the child to get your permission to buy an item from the Microsoft Store (unless
you put money in their account), click or press and drag to On.

To get an email when your child gets an item, click or press and drag to On.
To block inappropriate apps/games/media, click or press and drag to On.

To choose the age to use for blocking, click or tap here and select the age.

To see the allowable content ratings based on the age selected, click or tap View allowed

ratings.
Cd)

00666606

e AT

Age Ranges

You can select ages from 3 to 20, and also Any age (no restrictions) in step 27.




Allowed content ratings

These are the standard content ratings for the age limit you set for your child.

Apps

For ages 12 and up

ey v For ages 9 and up
H B Microsoft account | You X [+ N .
Movies For ages 9 and up e = D A a ; — ' e = 7 &
WiGzI T Cos A e -

m Music For all ages

Show all
Games For ages 10 and up

@ Web browsing
m Books For all ages

Turn this on to block inappropriate websites and help Blockfinappropriate websites

protect your child from sites and search results that are on

too mature.

Adult content is blocked and SafeSearch i
This setting only works with Microsoft Edge and Internet uiconientis blocked and selesearch s en

Explorer on Windows 10 and Xbox One devices and blocks
commonly used browsers to help keep your child safer. To
unblock them, go to Always blocked in the Apps, games
& media section above.

Always allowed (0) l AN

@——* Add a website you want to allow + I:‘ Only allow these websites

When you allow specific websites, they'll appear here. T

Scroll down

@ Allowed content ratings based on the age selected in step 27.
@ Click or tap to close and return to App, games & media dialog.
@ To block inappropriate websites, click or press and drag to On.
@ To allow a particular website, click or tap here and enter the URL.

@ To allow only the websites on the Always allowed list, click or tap the empty check box.

>V NotE

Extra Browsing Protection Not only is adult content blocked, but SafeSearch is turned on
(and can't be turned off) in Edge and Internet Explorer, and popular third-party web brows-

ers are also blocked. M




B% Microsoft account | You X

&« - O 0w =) i ictions/ 79t 130267876
UNUIULK WIS, YU LU AIWaYS DIULREU 111 UIE APPS, Yarmes
& media section above.

Always allowed (0)

Add a website you want to allow + |:| Only allow these websites @

When you allow specific websites, they'll appear here.

B! Microsoft account | You X

Always blocked (0) “ = B A a i strictions; 6 Y = L =’
UNDIVLR U, YU LU AIWaYS BIUUREW 111 LTS APPS, Yaines b
& media section above.
https://thepiratebay.org/ -+
A~
When you bock specific websites, they'll gppear here. Ahuaysiallowed,(0)
-SH " .
Add a website you want to allow + I:‘ Only allow these websites &)
Help with Microsoft amlly features ‘When you allow specific websites, they'll appear here.
Set screen time limits Always blocked (1) o~
@ l Add a website you want to block —+
@ https://thep‘i ﬁtebay.org/ X Remove

Help with Migrosoft family features

@

@ To block a particular website, click or tap here and enter the URL.
@ Blocked websites are listed here.

@ Click or tap to remove a website from the blocked list.

@ When you are finished, click or tap to close the web page. Your changes are effective

immediately.
B4




ITY WITH FAMILY OPTIONS

ings, use Microsoft Family options to view the activity
can also use Family options to block or allow access to particular
Family options, see steps 1-4 in the previous exercise (“Managing Family
dows Defender Security Center’s Family Options”).

= B Newtab B¥ Microsoft account | You X @ v = B
o
RO D Tosoftcom/family ent-activit sssmerers (1) ¢ | f= L 12

e marcusmarkson@outlook.co

.}Acuvity Screentime  Content restrictions  Spending

View activity from January 17 - today -
To block inappropriate websites and receive web browsing Activity reporting
activity reports, make sure kids are using Microsoft Edge or o on
Internet Explorer. Go to Content restrictions to change what
type of stuff they can get, and Sereen time to change how Email weekly reports to me
much time they can spend using it @ o
Activity is collected from Windows 10 and Xbox One devices.* i
InPrivate browsing is blocked (3 | Youl X l T o x
ft.com/family/settings/recent-activity/7988572382130367876 * = L e o
Searches > i
|4 Change restrictions.
‘Web (5)
make a bomb, how to take heroin, buy illegal drugs, naked people, howfto gamble with an Xbox v
417 PM Attempts: 2/ Allow
:
> @ playboy.com 415PM Attempts: 1+ Allow
Website visits (7)
Scroll
> Fl msncom 4:14 PM Visits: 3 S Block
down

> I foxnews.com 414PM Visits: 3 ® Block

> bing.com 3:56 PM Visits: 2 © Block

> W wikipedia.org 218PM Visits: 1 Q B\ack‘-

> @ heroindetoxrehab.com 415PM Visits: 1 Q Block

-} Show all
A
Scroll down > B o

o From the Family Account window, click or tap Activity for a child account.

e Web searches are listed first. Note that Strict Safe Search settings are applied automatically
when you enable Content restrictions.

9 Click or tap to change restrictions.
o Click or tap to allow a blocked website.
6 Click or tap to block a website that has been visited.

O Click or tap to see all website visits.

o



EEEC N =T

& =B A a tivity/7988578388130367876 1] Y = L.
Apps and games (1) Change restrictions
> Microsoft Edge A min £ Can'tblock {—O
Screen time (4 min) Change restrictions
4
A

0 min 0 min 0 min 0 min 4 min 0 min 0 min

Wednesday Thursday Friday Saturday Sunday Monday Today
Jan 17 Jan 23
1, SurfacePro3
—} Windows 10 PC
< ? imin [Femm]

Apps and games used during the period are shown here. You can block some of them (but
not the Edge browser).

The screen time for the previous seven days is shown as a color-coded graph: PC screen
time is shown in blue, while Xbox One time is shown in green.

Time by device is shown here.

& 0 0 O

Click or tap to close the browser window. Any changes you make take place immediately.

@




LOGGING IN AFTER CURFEW WITH FAMILY OPTIONS

When you use a child account that has blocks and limits set up in Microsoft Family, mes-
sages are displayed when the user tries to perform tasks that are blocked or limited. Here's
what happens if a user with a child account attempts to log in after hours.

o}

marcusmarkson@putlook.com

R marcusmarkson@outlook.c...

en time. You can use it again

@ Select a child account.

@ Log in to the system.

@ If the login is attempted when the device is blocked, this message appears.
G Click or tap to return to the login screen (step 1) and choose a different user.
@ Click or tap to bring up a dialog box that allows the parent to log in and grant more time.

G Click or tap to send a request for more time.

Continned



* Grant more screen time 4—

Verified publisher: Microsoft Windows

Show more details
To continue, enter an admin user name and password.

earkRINE ORIy
_N pin

1 forgot my PIN

More choices

oz

Q To deny the request, click or tap No.

@ The Give more time? dialog appears.

Give more time?

You can pause the timer temporarily if m arcusmarkson@outlook.com needs some extra

time to use the

15 minutes
30 minutes
1 hour

2 hours

4 hours

8 hours

m Click or tap to select the amount of time to allow.

0 If the child selects My parent is here (step 5), this dialog box appears.

To provide more screen time, the administrator (parent) must enter the password or PIN as
requested.

@ The default is 15 minutes, but intervals up to eight hours can also be selected.

@ Click or tap Allow to give the additional time selected to the current user.

G



Less than 15 minutes left

a— This device will lock soon because of your family settings for screen time. Please finish
‘4 what you are doing or ask an adult to approve more time.

(] [o=]

@ When the user has less than 15 minutes left, this dialog appears.
@ To request more time, click or tap Get more time.
@ To close the reminder, click or tap Close. The user is logged out when the time expires.

End

e
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BLOCKED WEBSITES WITH

Edge and Internet Explorer block certain types of webs
Here's what to expect when encountering blocked content.

| © nitozpmneplayboycom Playboy | Articles, Interviews & More Sin..

= = O @

B Microsoft

% Ask for permission
You'll need to ask an adult in your family if you <an visit:

http://www.playboy.com/

&)

M B¥ Microsoft family restrict

a

ted-web27c=

B2 Microsoft

O

Request Sent

Your request has been sent to the adults in your family.

—— |

0 Enter an adult website URL.

e This site is blocked by Microsoft Family.

e Click or tap here to request by email that the site be unblocked.

O The request is sent.

€

S vore

Answering Unblocking Requests If you want to unblock a specific site or a specific search for

a particular user, open the Microsoft Family website, select that user, and go to the Web Brows-

ing section. Unblock requests are sent there. Request notifications are also sent to your Action
Center. @




H FAMILY OPTIONS

searches when web filtering is enabled (and it also blocks
. Here's what to expect when encountering unauthorized searches:

& S O @ O seachorenterwebaddress e tE e e

Wnakﬂdpenp‘wﬂw\g Xm‘b ,_._M
& = U &

B httpsy, b 7q= peopleduq: BLH&sp=-18tghc=18pg|

naked people web search

ches:” bing images buy a machine g... Manage History b naked people L

Al Images  Videos Maps News Shop My saves

Your current Bing SafeSearch setiing fiters out results that might retur adult content. To

view those results as well, change your SafeSearch setting. Learn more
O__b Ghange sellings T

B o o-sere <

R R C TG (1 o 2Fwnnw.bing. i3 *  E 2
Settings
SEARCH

safe web browsing experience.

6———} SafeSearch We've set SafeSearch to strict because your browser communicated your preference for a

Location City, State / Zipcode
Enter your city and state or postal cade.
We use your location to show you more Example: Des Moines, IA or 50301

relevant search results.

Search suggestions See search suggestions as you type

Results Show this many results on each page | Auto v

[ Open links from search results in a new tab or window

Open links from news results in a new tab or window

o Try a search for adult content from a child account using Microsoft Edge.
9 Microsoft Family filters out adult content.

e Click to see filtered results by category.

o Click or tap Change settings.

6 SafeSearch cannot be disabled.

O Click or tap to close the browser window.

€9

>V NotE

No Filtering is Perfect Occasionally, the filtering used by Edge and Internet Explorer might not
block stylized artwork or some text in certain searches. Keep an eye on your child’s searches (which

are also reported weekly to Microsoft Family) and discuss searches you are uncomfortable with. Bl




SCHEDULING TASKS
Some Windows 10 FCU utilities have their own built
can schedule other tasks, such as starting a program you use ever
Schedule Tasks feature in Windows. This lesson shows you how to set up
open automatically when you log on to your computer.

-In

Task Scheduler -
O & Filters ©
File Action View Help

Best match «=|m@

() Task Sched:
@ Task Scheduler > [ TaskSd
B
Desktop app Overview of Task Scheduler -
Settings (T You can use Task Schedulerto create and manage common a
| x

75 Schedule tasks command in the Action

[ Display Al Running Tasks
Enable All Tasks History

~
' Schedule your restart Tasks are stored in folders in the Task Schedul
+ nerfrrm 2 anerstinn o an indi

P Co

~ "
' Change active hours —— -
AT Service Account Configurati..

& Virus & threat protection Status of tasks that have started in the follo.. | Last 24 hours v View 4

pocuments Summary: Dtotal - 0 running, 0 succeeded, 0 stopped, 0 failed Q) Refresh
Project Schedule H Help
Store Task Name Run Result  Run Start Ry

%] Schedule Planner

H scheduleTile S

Search suggestions Last refreshed at 1/24/2018 11:58:58 AM

£ schedule - see web results >

£ schedule

o Click or tap the Cortana Search window.
e Type schedule.
e Click or tap Task Scheduler.

O Click or tap Create Basic Task.

|



5/

Create Basic Task Wizard X

@ Create a Basic Task

G Use this wiz For settings
T Such as muitiple task agggems or triggers, use the Create Task command in the Actions pane.
Action Name: [0pen File Explorer

e Deseription: | Open File Explorer to view system contentsl|

y N

< Back Next > Cancel

Create Basic Task Wizard

’@ Task Trigger

Create  Basic Tesk
Trigger

Action

Finish

When do you want the task to start?
O iy

O Weekly

O Monthly

O Onetime

O When the computer starts

Tiogon

O When a specific event is logged

6]

6 Enter a name for the task.
o Enter a description.

O Click or tap Next.

0 Click or tap When | log on.

0 Click or tap Next.

NOTE

Different Intervals, Different Options If you choose a different interval (daily,
monthly, one time, and so on) in step 8, the options in this dialog box vary. ®

‘Cmmmt)



Create Basic Task Wizard
@ Action

Createa Basic Task
Trigger

What action do you want the task to perform?

o=

O Sendan e-mail (deprecated)
O Display 2 message (deprecated)

@ Click or tap Start a program.

m Click or tap Next.

Cancel

Creste Basic Task Wizard

"@ Start a Program

Add arguments (optional):

Start in (optional):

Cme [ ]

@ Enter the name of the program (in this example, explorer.exe).

@ Click or tap

Next.

NOTE

When to Browse for an App

If you want to start a third-party app (an app not

part of Windows), use the Browse button and navigate to the app'’s folder. Click or

tap the app's program (.exe) file to select it. M

‘ Contb'mf,wt)



Create Basic Task Wizard

] sy

Create a Basic Task
Trigger
Action

2 Program

Name:

Description:

Trigger

Action:

Open File Explorer to view system contents

o—

S

[At1og on; At log on of SURFACEPRO3\Mark E. Soper @)=t

[start a program; exploreriexe

o—

[ ©pen the Properties dialog for this task when | click Finish

the

14

(@ Task Scheduler
File Action | View Help

|

b6

@ Review the settings.

®

@ Click or tap Finish.

((5) Task Scheduler (Local)
5 [h Task Scheduler Library

Task Scheduler Summary (Last refreshed: 1/24/201¢

FETe

Active tasks are tasks that are currently enabled and have not expired.

Summarys 103 total

@

@ Click or tap Task Scheduler (Local).

Task Name Next Run Time. i A
OfficeBackgroundTaskHandlerl og, At
o g w
Open File Explorer At
ProcessMemoryDiagnosticEvents M
< >

Last refreshed at 1/24/2018 11:58:58 AM

Connect to Another Computer..

@] Create Basic Task.

% Create Task.
Import Task.

[5) Display All Runi

] Enable Al Tasks History

ing Tasks

AT Service Account Configurati.
View >
Refresh

Help

If any changes are needed, click or tap Back to return to the previous options to make
changes.

@ Double-click or double-tap the task you just created in the Active Tasks window.

‘Cowm)



(® Task Scheduler

jome Status Triggers | | Actions
neDrive St.. Ready At400 AM on 5/1/1992 - After triggered, repeat eve ~
neDrive St.. Ready At4:00 AM on 5/1/1992 - After triggered, repeat eve B Create Basic Task...
nel .. Ready At400 AM on 5/1/1992 - Aftert peat ev B CresteTask.
.. Ready At4:00 AM on 5/1/1902 - After triggered, repeat evs
Import Task..
Open File Ex.. Ready Atlog on of SURFACEPRO3\Mark E. Soper
(® RunAsStdUs... Ready When the task is created or modified | [ Display All Runnin g Tasks
< > 2] Enable All Tasks History
rsmml, Triggers Actions Conditions ~Settings History (disabled) 5 NewFolder..
Name: Open File Explorer & View 4
o Refresh
Location:  \
7
Author: SURFACEPRO3\Mark E. Soper Help
Description: | Open File Explorer to view system contents
b Run
= End
& Disable
Security options Export..
® Properties
When running the task, use the following user account: S
e 5 K Delete
e 9

[Runsthe selected task.

@ The Task Scheduler Library node opens.

@ Click or tap your task.

@ To test your task, click or tap Run. After your task runs, close it.

@ To make any changes, double-click or double-tap the task in Task Scheduler.

@ When you are satisfied, click or tap to close.

)
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