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IT'S AS EASY AS 1-2-3

USING THE WINDOWS START MENU

. . . All the software programs and utilities on your computer ar d via the Window:
Each part of this book is made up of a series of short, Start mama Yout et fraquantly wood programs and bo VMG (AE ETR R
left sice of the Start menu; your favorite programs are “pinned” as tles to the right side. To
instructional lessons, designed to help you understand SEELBREEP program,just lick the con or e

basic information.

G Each step is fully illustrated to show you how Mt

used
programs

it looks onscreen.

9 Each task includes a series of quick, easy
steps designed to guide you through the pro-

Pinned
applications

cedure.

6 Items that you select or click in menus, dialog
boxes, tabs, and windows are shown in bold.

@ Click the Start button to open the Start men.

e Favorite programs are “pinned” to the right of the main Start menu in resizable tiles. Click a
tile to open the application; scroll down to view more tiles.

Tips, notes, and cautions give you a heads-up for

€) Click All Apps to display a list of all installed applications.

any extra information you might need while working iy

through the task.

Windows 8/81 Start In Windows 8 and 81, Microsoft Shut close Windows and shut down your
Start menu, instead fo rs computer, click the Power button on the Start menu
and then select Shut Down. B

the Start screen is rem
can display the Start menu in fu



INTRODUCTION

Computers don't have to be scary or difficult. Com-
puters can be easy—if you know what to do.

That's where this book comes in. Easy Computer

Basics, Windows 10 Edition is an illustrated, step-by-
step guide to setting up and using your new comput-
er. You'll learn how computers work, how to connect

all the pieces and parts, and how to start using them.

All you have to do is look at the pictures and follow
the instructions. Pretty easy.

After you learn the basics, | show you how to do lots
of useful stuff with your new PC. You learn how to
use Microsoft Windows to copy and delete files; use
Google's Gmail and the Windows Mail app to send
and receive email messages; use Microsoft Word to
write letters and memos; use your web browser and
Microsoft's new Cortana virtual assistant to search
for information on the Internet; and use Facebook,
Pinterest, and Twitter to keep up with what your
friends are doing. We even cover some fun stuff,
including listening to music, viewing digital photo-
graphs, and watching movies and TV shows online.

If you're worried about how to keep your PC up and
running, we cover some basic system maintenance
too. And, just to be safe, | also show you how to
protect your computer when you're online. It's not

hard to do.

To help you find the information you need, I've or-
ganized Easy Computer Basics, Windows 10 Edition
into 16 chapters.

Chapter 1, “Understanding Personal Computers,”
discusses all the types of personal computers out
there and describes the pieces and parts of a typical
computer system. Read this chapter to find out all
about desktops, all-in-ones, notebooks, and tablets—
and the things like hard drives, keyboards, mice, and
printers that make them tick.

Chapter 2, “Setting Up Your PC,” shows you how to
connect all the pieces and parts of a typical PC and
get your new computer system up and running.

Chapter 3, “Connecting Peripherals and Other
Devices,” shows you how to connect other things—in-
cluding your living room TV—to your new computer.

Chapter 4, “Setting Up a Wireless Home Network,”
helps you connect all the computers in your house
to a wireless network and share a broadband Inter-
net connection.

Chapter 5, “Using Microsoft Windows 10,” introduces
the backbone of your entire system—the Microsoft
Windows 10 operating system—and shows you both
basic operations and how to get the most out of it.

Chapter 6, “Personalizing Windows,” shows you how
to customize Windows 10’s desktop and lock screen,
how to change colors and backgrounds, and how to
add new users to your system.

Chapter 7, “Working with Software Applications,”
walks you through everything you need to know
about software applications, including how to find
new apps in Microsoft's Windows Store.

Chapter 8, “Using Microsoft Word,” shows you how
to use both desktop and online versions of Micro-
soft’s popular word processor to create letters and
other documents.

Chapter 9, “Working with Files and Folders,” shows
you how to use File Explorer and Microsoft’s One-
Drive to manage all the computer files you create—
by moving, copying, renaming, and deleting them.

Chapter 10, “Using the Internet,” is all about how to
get online and what to do when you're there—includ-
ing how to use the new Edge web browser to surf
the Web, search for information, and shop for items
online. You'll also learn how to use Cortana, Micro-
soft’s virtual assistant, to search both the Internet
and your own computer.

Chapter 11, “Communicating with Email,” is all about
using email to communicate with friends, family, and
co-workers. The focus is on Windows 10's Mail app,
as well as Google's Gmail service.

Chapter 12, “Sharing with Facebook and Other
Social Networks,” introduces you to the fascinating



world of social networking—and shows you how
to share with friends on Facebook, Pinterest, and
Twitter.

Chapter 13, “Watching TV and Movies Online,”
shows you how to use your computer to watch tele-

vision programming, movies, and other videos from
Netflix, Hulu, and YouTube.

Chapter 14, “Playing Digital Music,” shows you how
to stream your favorite music online from Spotify
and Pandora, as well as how to purchase and down-
load music from Apple’s iTunes Store—and listen to
CDs on your computer with the Windows Media
Player app.

Chapter 15, “Viewing and Editing Digital Photos,”
helps you connect a digital camera to your PC,
transfer your photos to your PC, touch up problem
pictures, and view them on your computer screen.

Chapter 16, “Protecting Your Computer,” is all about
defending against online menaces, keeping your PC
running smoothly, backing up your important files,
and recovering from serious crashes.

And that’s not all. At the back of the book, you'll
find a glossary of common computer terms—so you
can understand what all the techie types are talking
about!

(By the way, if something looks a little different on
your computer screen than it does in your book,
don’t dismay. Microsoft is constantly doing little up-
dates and fixes to Windows, so it's possible the looks
of some things might have changed a bit between
my writing this book and your reading it. Nothing to
worry about.)

So, is using a computer really this easy? You bet—
just follow the simple step-by-step instructions, and
you'll be computing like a pro!
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SETTING UP YOUR PC

When you first get a new PC, you have to get everything set up, connected, and
ready to run. If you're using a traditional desktop PC, setup involves plugging in
all the external devices—your monitor, speakers, keyboard, and such. If you're
using an all-in-one desktop, the task is a bit easier because the system unit,
monitor, and speakers are all in a single unit; all you have to connect are the
keyboard and mouse.

Setup is even easier if you have a notebook PC, because all the major compo-
nents are built in to the computer itself. Same thing with a tablet; there's really
nothing to connect.

If you're connecting a desktop PC, or even a notebook with external periph-
erals, start by positioning it so that you easily can access all the connections

on the unit. You'll need to carefully run the cables from each of the external
peripherals to the main unit, without stretching the cables or pulling anything
out of place. And remember, when you plug in a cable, make sure that it's firmly
connected—both to the computer and to the specific piece of hardware. Loose
cables can cause all sorts of weird problems, so be sure they're plugged in re-
ally well.



DESKTOP COMPUTER SYSTEM

Monitor

System unit

Mouse

Keyboard



SETTING UP A NOTEBOOK PC

Setting up a notebook PC is much simpler than setting up a desktop model. That's because
almost everything is built in to the notebook—except external peripherals, such as a printer.
Just connect the printer, plug your notebook into a power outlet, and you're ready to go.

Start

0 If you have a printer, connect one end of your printer’s USB cable to a USB port on your
notebook; connect the other end of the cable to your printer.

9 Connect one end of your computer’s power cable to the power connector on the side or
back of your notebook; connect the other end of the power cable to a power source.

@ Connect your printer and other powered external peripherals to an appropriate power
source.

End,
N

TIP

External Peripherals If you're using an external mouse or keyboard,

connect it to a USB port on your notebook. If you're using an external

monitor, connect it to your notebook’s external video port. l



SETTING UP AN ALL-IN-ONE DESKTOP PC

In an all-in-one desktop PC, the speakers and system unit are built in to the monitor, so you

have fewer things to connect—just the mouse, keyboard, and any external peripherals, such
as a printer. This makes for a quicker and easier setup than with a traditional desktop PC.

Start

© 00 @

any powered peripherals to a power source.

TIP
Back and Side Connections Most all-in-one PCs have USB
ports on both the back and the side of the unit. It doesn’t
matter which of these ports you use, although connecting
to the back ports is usually a little cleaner looking—it does

Connect the mouse cable to a USB port on the back of the monitor.

Connect the keyboard cable to a USB port on the back of the monitor.

Connect one end of your printer’s USB cable to a USB port on the back or side of your
system unit; connect the other end of the cable to your printer.

Connect one end of your computer’s power cable to the power connector on the back of
your system unit; connect the other end of the power cable to a power source. Connect

End

S

(Q NOTE

External Speakers Some all-in-one PCs feature a

bass). On other all-in-ones, you can connect external
USB speakers to an open USB port, if you like. M

a better job of hiding the cables from view. B

.

speaker output you can use to add additional external
speakers or perhaps a subwoofer (for better-sounding

~

y




SETTING UP A TRADITIONAL DESKTOP PC

If you have a traditional desktop computer, you need to connect all the pieces and parts to

your computer’s system unit before powering it on. After connecting all your peripherals,
you can then connect your system unit to a power source. Just make sure the power source

is turned off before you connect!

Start

0 Connect the mouse cable to a USB port on your system unit.

e Connect the keyboard cable to a USB port on your system unit.

9 Connect the blue monitor cable to the blue monitor port on your system unit; make sure
the other end is connected to your video monitor. (If your monitor has a DVI or HDMI

connection, use that instead.)

(Q NOTE

Mice and Keyboards Most newer mice and
keyboards connect via USB. Some older models,

connection is appropriate. M

however, connect to dedicated mouse and keyboard

ports on your system unit. You should use whatever

~

4

L

TIP
Digital Connections Some newer computer monitors use
a Digital Video Interface (DVI) or HDMI (High-Definition
Multimedia Interface) connection instead of the older Video
Graphics Array (VGA) type of connection. If you have a
choice, a DVI or HDMI connection delivers a crisper picture
than the older analog connection. HDMI is preferred if
you're connecting to a flat-screen TV or home theater sys-

ktem because it transmits both video and audio. M

>




Connect the green phono cable from your main external speaker to the audio-out or

speaker.

TIP

Your Connection May Vary Not all speaker systems
connect the same way. For example, some systems
run the main cable to one speaker (such as the sub-
woofer) and then connect that speaker to the other
speakers in the systems. Other systems connect via
USB. Make sure to read the manufacturer’s instruc-

tions before you connect your speaker system. J

sound-out connector on your system unit; connect the other end of the cable to the

Connect one end of your printer’s USB cable to a USB port on the back of your system
unit; connect the other end of the cable to your printer.

 Continued, )

) NoTE

Connect by Color Most PC manufacturers color-

code the cables and connectors to make connecting

things even easier. Just plug the blue cable into the

blue connector and so on. M



@ Connect one end of your computer’s power cable to the power connector on the back of
your system unit; connect the other end of the power cable to a power source.

a Connect your printer, speakers, and other powered external peripherals to an appropriate

power source.

TIP

Use a Surge Suppressor For extra protection, con-
nect the power cable on your system unit to a surge
suppressor rather than directly into an electrical
outlet. This protects your PC from power-line surges

that can damage its delicate internal parts. M

End

CAUTION A

Power Surges A power surge, whether from a lightning
strike or due to an issue with your electric company, can
do significant damage to a computer system. Too much
power, even for just a second, can destroy your com-
puter’s microprocessor, memory chips, and other delicate
components. In many instances, recovery from a power
surge is either costly or impossible. H

.




POWERING ON

Now that you have everything connected, sit back and rest for a minute. Next up is the big

step: turning it all on!

P —

Y

TOSHIBA

W

fﬁ" oy

I"" o

0 Turn on your printer, monitor (for a traditional desktop PC), and other powered external

peripherals.

@ If you're using a notebook PC, open the notebook’s case so that you can see the screen and

access the keyboard.

@ Press the power or “on” button on your computer.

NOTE
Booting Up Technical types call the procedure

of starting a computer booting or booting up the
system. Restarting a system (turning it off and then
back on) is called rebooting. M

End

A

(”A"
4 cauTioN

Go in Order Your computer is the last thing you

ers on it has to sense all the other components—
which it can do only if the other components are

kplugged in and turned on. M

turn on in your system. That's because when it pow-

N

.




>8 LOGGING ON TO WINDOWS

Windows launches automatically as your computer starts. After you get past the Windows
lock screen, you're taken directly to the Windows Start screen, and your system is ready
to run.

Start

5 Ol | 0

Monday, January 26

0 When you start your PC, you see the Windows lock screen; press any key to display your
logon information.

9 Enter your password (if necessary) and press Enter on your keyboard.

D
TP >~<’ NOTE
Starting for the First Time The first time you start Lock Screen Information The Windows lock screen
your new PC, you're asked to perform some basic displays a photographic background with some use-
setup operations, including activating and register- ful information on top—including the date and time,
ing Windows and configuring your system for your power status, and Wi-Fi (connectivity) status. |
personal use. H




SHUTTING DOWN

When you want to turn off your computer, you do it through Windows. In fact, you don't
want to turn off your computer any other way. You always want to turn things off through
the official Windows procedure.

Start
L e—

i Sleep

= “‘EU; Shut down |

{53 Setin Restart

C) Power

All apps

G Click the Start button at the far left side of the taskbar to display the Start menu.
@ Click Power to display the submenu of options.

@ Select Shut Down.

End

TIP

Sleep Mode If you're using a notebook or tablet PC, Windows includes a special Sleep
mode that keeps your computer running in a low-power state, ready to start quickly when
you open the lid or turn it on again. In most instances, you enter Sleep mode by closing the
tablet cover or the lid of your notebook. H
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accent colors, customizing, 68-69

accessing
computers on your network, 45
other computers in homegroups, 44
wireless network computers, 45

accounts
adding
to Mail app, 160-161
to your computer, 76
Apple accounts, creating, 203, 215
child accounts, 78
logging out, 79

Action Center, 233-234
adapters, wireless, 36-38
Ad-Aware, 235

adding
accounts
to Mail app, 160-161
to your computer, 76
additional users, 76-78
apps to lock screen, 72-73
computers to homegroups, 41-43

additional PCs, connecting to home
networks, 38-40

Airplane mode, 137

Alarms & Clock app, 95

all-in-one PCs, 3-5
connecting, 19

Amazon.com, 146

Amazon Digital Music Store, 215
anonymous browsing, 142
anti-malware software, 235

Apple accounts, 215
creating, 203, 215

Apple iPad, 7
applications. See apps

apps, 82
adding to lock screen, 7273
Alarms & Clock app, 95
built-in apps, 94-97
Calculator app, 97
Calendar app, 95
Finance, 97
finding in Windows Store, 98-99
free trials, 99
on lock screen, adding, 73
Mail app. See Mail app
Maps app, 94
Money app, 97
News app, 96
opening, 84

People app, managing contacts, 162-163



Photos app. See Photos app
pinning, 64

pricing, 99

searching for, 51, 88

Sports app, 96

Universal Windows apps, 89
updating, 98

Weather app, 94

aspect ratio, 229
Asus Transformer Pad, 7
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AVG Anti-Virus, 235
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backing up files, 238-239

Bing Finance app, 97

Bing Maps, 94

black-and-white printers, 15

bloatware, 237

blogs, 188

Blu-ray drives, 13

booting up computers, 23-24
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broadband routers, 36
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Google Chrome, 138
Internet Explorer. See Microsoft Edge
Mozilla Firefox, 138

browsing Web
anonymous browsing, 142
with Microsoft Edge, 138-139
opening multiple pages, 142
private browsing, 142
saving favorite pages, 140
searching Web, 143
shopping online, 146-147

built-in apps, 94-97

buying
from Craigslist, 148-149
music from iTunes Store, 214

cables
color-coded, 21
system power cables, connecting, 20

Calculator app, 97
Calendar app, 95
cards, video cards, 14
CD drives, 13
CD/DVD drives, 13

CDs, 13
music CDs, 13
playing with iTunes, 218

changing
accent colors, 68-69
desktop backgrounds, 66-67
desktop color scheme, 68
profile pictures, 74-75

child accounts, 78
Chrome, 138

clicking mouse, 48
dragging and dropping, 49

closing windows, 55

cloud storage, 132




color controls

color controls, 231
color printers, 15
color scheme on desktop, changing, 68

comparing
Microsoft Word, desktop versus web
versions, 101
streaming music services, 209

composing
email messages, 158-159, 166
in Gmail, 166

in Mail app, 158-159

compressed folders, extracting files from, 131

compressing files, 130

computer crashes, restoring computers
after, 240-241

computers
adding to homegroups, 41-43

notebook PCs, 3, 6

printers, 15

restoring after crashes, 240-241
solid-state storage, 9

tablet PCs, 7
touchpad, 1
USB, 28

video cards, 14

computer system setup, 16

all-in-one PCs, 19

audio systems, 21

desktop PCs, 20-22
logging on to Windows, 24
monitors, 20

mouse and keyboard, 20
notebook PCs, 18
powering on, 23-24
system power cables, 20
USB printers, 29

booting up, 23 configuring Windows system settings, 80-81

powering on, 23 Connect Automatically feature, 39

setting up connecting

all-in-one desktop PCs, 19
desktop computers, 20-22
notebook PCs, 18
shutting down, 25
types of, 3

computer screens, 14

computer systems
all-in-one PCs, 5
CD and DVD drives, 13
connectors, 8
desktop PCs, 4
hard disk drives, formatting, 9
hybrid PCs, 7
keyboards, 10
memory card readers, 12
monitors, 14
mouse, 11

additional PCs to home networks, 38-40
devices via USB, 28
PCs
to TVs, 32-33
to wireless networks, 38-40
printers, 29-31
to Wi-Fi hotspots, 136-137

connecting computers, 16

all-in-one PCs, 19

audio systems, 21

desktop PCs, 20-22
logging on to Windows, 24
monitors, 20

mouse and keyboard, 20
notebook PCs, 18
powering on, 23-24



digital music

system power cables, 20 lock screen pictures, 70-71
USB printers, 29 Start menu, 64-65
connecting new devices to computer Cut command (Word Edit menu), 107
systems, 26

cutting text, 107
USB, 28

Connections icon, 38

connectors, 4, 8
HDMI, 8, 32 defending against malware, 235
mini-HDMI connectors, 32

vortable devices, 8 deleted files, restoring, 128

USB type A connectors, 27 deleting
USB type B connectors, 27 files, 127
contacts, managing from People app, 162-163 folders, 127 .
unnecessary files, 236
context menus, 9O unused programs, 237
Continuum feature, 58 desktop
Control Panel, 81, 233 personalizing

changing background, 66

convertible PCs, 7 changing color scheme, 68

Copy command (Word Edit menu), 107 Windows 10, 47

copying desktop backgrounds, customizing, 66-67
files, 124 desktop computers, setting up, 20-22
folders, 124
text, 107 desktop PCs, 3-4

connecting, 20-22
Cortana feature, 88

searching with, 144-145 desktop replacement notebooks, 6

cost of apps, 99 desktop shortcuts, creating, 87

cover images, adding to Timeline page Details view, File Explorer, 120

(Facebook), 177 devices

Craigslist adding to computer systems, 26
buying items, 148-149 connecting via USB, 28
selling items, 150-151 digital music. See also music
crashes, restoring computers after, 240-241 downloading from iTunes Store, 214-215
playing, 208

customizing. See also personalizing with Groove Music app, 220-221

with iTunes, 216-217
purchasing from Groove Music app, 219

accent colors, 68-69
desktop backgrounds, 66-67




digital music

streaming E
with Pandora, 212-213
with Spotify, 210-2m editing
digital photos. See photos photos, Photos app, 228-231
Digital Video Interface (DVI), 20 Word documents, 107
Disk Cleanup tool, 236 Edit menu commands (Word), 107
displaying files, 120 email, 152
. . adding other accounts to, 160-161
displays. See monitors attaching files to, 167
documents (Word) composing, 158-159, 166
creating, 106 contacts, managing from People app, 162-163
definition of, 106 Gmail, attachments, 167
keyboard shortcuts, 107 moving messages to other folders, 156
paragraph formatting, 109 reading
printing, 111 messages, 154-155
saving, 110 web-based email with Gmail, 164
text editing, 107 replying to, 156, 165
text entry, 106 sending, 166
text formatting, 108 viewing inbox, 154-155

Windows 10 Mail app, 153
adding accounts, 160-161
composing messages, 158-159

downloading
iTunes, 214
movies/TV shows, iTunes Store, 202-203
music from iTunes Store, 214
pictures from Facebook, 179
web browsers, 138

draft messages, 156
email attachments, 159
moving messages, 156
reading messages, 155
draft messages, 156 replying to messages, 157

dragging and dropping, 49 viewing inbox, 155

drives emptying Recycle Bin, 129

CD and DVD drives, 13 entering text in Word documents, 106
hard disk drives, formatting, 9

DVD drives, 13
DVI (Digital Video Interface), 20

extensions, files, 123

external hard drives, backing up files, 238
external mice, 11

external peripherals, notebook PCs, 6,18
external speakers, all-in-one PCs, 19

extracting files from compressed folders, 131




finding

F folders, 19

creating new, 122
launching, 114
moving files/folders, 125
navigating, Navigation pane, 116-118
Recycle Bin, emptying, 129
renaming files/folders, 123
restoring deleted files, 128
ribbon, 115
searching for files, 126

Facebook, 168-169
compared to Pinterest and Twitter, 169
cover images, adding to Timeline page, 177
finding friends, 17071
friend requests, 171
invitations, 171
News Feed, reading, 172-173

ictures
i downloading, 179 sorting files/folders, 121
sharing, 180-181 file extensions, 123
posting

File menu, File Explorer, 115
to a friend’s page, 176

status updates, 174-175 files, 112

backing up, 238-239

privacy, 175

pictures, 181 changing how they are displayed, File
sharing, 173 Explorer, 120
status updates compressing, 130

hiding, 177 copying, 124

posting, 174-175 deleted files, restoring, 128

deleting, 127
displaying, 120
extensions, 123

Suggested Friends, 170
Timeline page, personalizing, 177
timelines, 176

Top Stories, 172

uploading photos, 180-181

extracting from compressed folders, 131
File Explorer, 13

viewing friends’ photos, 178-179 moving, 125
) o with mouse, 49
Family Safety Monitoring, 78 naming, 122
favorite pages, Microsoft Edge, 140-141 renaming, 123

restoring deleted files, 128

Favorites Bar, 141
4 searching for, 126

favorite Web pages, saving, 140 sending via email, 167

File Explorer, n12-113 sorting, 121 ' .
changing the way files are displayed, 120 unne.cessary files, deleting, 236
compressing files, 130 zip files, 130

copying files/folders, 124 Finance app, 97
deleting files/folders, 127 L
finding

Details view, 120
etalls view apps in Windows Store, 99

extracting files from compressed folders, 131
& P friends, Facebook, 170-171

File menu, 115




finding

people to follow, Pinterest, 183
pins on Pinterest, 184-185
Wi-Fi signals, 136

Firefox, 138

folders, 112
compressed folders, extracting files from, 131
copying, 124
creating, 122
deleting, 127
displaying files, 120
File Explorer, 13
moving, 125
naming, 122
navigating, 119
Navigation Pane, 116
Public, 45
Recycle Bin
emptying, 129
restoring files from, 128
renaming, 123
sorting, 121
syncing, OneDrive, 132

following
people on Twitter, 189
Pinterest boards, 183
Twitter users, 189

formatting
hard disks, 9
Word documents, 108-109

free trials, apps, 99
friend requests, Facebook, 171

friends, finding on Facebook, 170-171

Gmail
messages, composing, 166
reading, 164

replying to messages, 165
sending attachments, 167

Google, 143
Google Chrome, 138

Groove Music app
playing music, 220-221
purchasing music, 219

hard disks, formatting, 9

hardware
adding to computer systems, 26
all-in-one PCs, 5
CD and DVD drives, 13
connectors, 8
desktop PCs, 4
hard disk drives, formatting, 9
hybrid PCs, 7
keyboards, 10
memory card readers, 12
monitors, 14
mouse, 11
notebook PCs, 3, 6
printers, 15
solid-state storage, 9
tablet PCs, 7
touchpad, 11
video cards, 14

HDMI (High-Definition Multimedia
Interface), 8, 20, 32
Connecting PCs to TVs, 32

HDMI ports, 8
hiding status updates, Facebook, 177

High-Definition Multimedia Interface
(HDMI), 8, 20, 32



homegroups, 41
accessing other computers in, 44
adding computers, 41-43

home networks (wireless), 34
accessing computers in, 45
additional PCs, connecting, 38-40
broadband routers, 36
Homegroups, adding computers to, 43
main PC, setting up, 36-37
security, 37, 40
wireless adapters, 36-38
wireless routers, 36

home pages, 134

hotspots (Wi-Fi), 136-137

Hulu, watching TV shows, 196-199
Hulu app, 196

hybrid PCs, 7

icons, 92
taskbar icons, 53
rearranging, 86

iHeartRadio, 213
illegal characters, 122

images

icons, 92

photos. See photos

pinnable images, 186

sharing with Pinterest, 182
finding and repinning interesting pins, 184
finding people to follow, 183
pinning from web pages, 186

inbox, viewing (Windows Mail app), 154-155
inkjet printers, 15

InPrivate Browsing mode, 142

keyboards

insertion point, 106
Instant Search, 126

Internet

browsing with Microsoft Edge, 138-139
connecting to Wi-Fi hotspots, 136-137
Craigslist

buying items, 148-149

selling items, 150-151
searching with Cortana, 144-145
searching with Google, 143
shopping online, 146-147

Internet Explorer. See Microsoft Edge
Internet gateway, 36
Internet port, 36

Internet Wi-Fi hotspots
connecting to, 136-137
definition of, 136

invitations, Facebook, 171

iTunes
downloading, 214
playing
CDs, 218
music, 216-217
purchasing music from, 214
watching videos, 204-205

iTunes Store
movies/TV shows, purchasing/
downloading, 202-203
music, downloading, 214-215

J-K

Kaspersky Anti-Virus, 235

keyboards, 10
connecting, 20
wireless keyboards, 10




keyboard shortcuts

keyboard shortcuts maintenance
Microsoft Word, 107 computer systems, restoring after crashes,
renaming files, 123 240-241

deleting unnecessary files, 236
malware, 235

managing contacts from People app, 162-163
laptops. See notebook PCs

Maps app, 94
laser printers, 15 o .

maximizing windows, 55

launching . N\
File Explorer, 114 McAfee VirusScan AntiVirus Plus, 235
Microsoft Word desktop app, 104 memberships
Microsoft Word Online, 102-103 Pandora, 212

lighting controls, 230 Spotify, 210

o . . : memory card readers, 12
live information, displaying on lock screens, 73 Y

memory cards, 12

live tiles, 65
transferring photos from, 225

local accounts, 76
menu bars, 91

lock screens, 24, 63
adding apps, 72-73
customizing with pictures, 70-71
setting pictures for, 227

menus, 91
context menus, 9O
File menu, 115
pop-up menus, 49

logging in to accounts, 77 pull-down menus, 91
logging on to Windows, 24 Quick Access menu, 51
logging out of user accounts, 79 messages (email)

attaching files to, 167
composing, 166
in Mail app, 158-159

in Gmail, 166
Mail app, 153 drafts, 156
adding accounts, 160-161 email attachments in Mail app, 159
composing messages, 158-159 moving, 156
draft messages, 156 reading, 154-155
email attachments, 159 replying to, 156
moving messages to other folders, 156 in Mail app, 157
reading messages, 155 in Gmail, 165
replying to messages, 157 sending, 166

viewing inbox, 155
8 microblogging, 188




MP3 files

Microsoft accounts, 76 Microsoft Word 2013, 104
Microsoft Bing, 143 Microsoft Word desktop app, launching, 104
Microsoft Edge, 135 Microsoft Word for Windows 10, 103

browsing with, 138-139
Cortana, 145
InPrivate Browsing mode, 142

Microsoft Word Online, 100
launching, 102-103
navigating, 105
saving work, 110
templates, 103

returning to favorite pages, 141
saving favorite pages, 140
start page, 138
Web browsing
InPrivate Browsing, 142 minimizing windows, 55
opening multiple pages, 142
saving favorite pages, 140

mini-HDMI connectors, 32

Money app, 97

searching Web, 143 monitors, 14
shopping online, 146-147 connecting, 20
Microsoft Office 365 Home Premium, 104 mouse, 11

connecting, 20

Microsoft Office Online, 102 i )
dragging and dropping, 49

Microsoft Office Suite, editions, 104 pointing and clicking, 48
Microsoft OneDrive, 102, 132-133 mouse operations, Windows 10, 48-49
Microsoft Windows 10. See Windows 10 mouse over, 48
Microsoft Word, 100 movies
comparing desktop versus web versions, 101 iTunes Store, purchasing/
documents downloading, 202-203
creating, 106 watching
printing, 111 on Hulu, 196
saving, 110 on Netflix, 192
formatting paragraphs, 109 with Video app, 191

insertion point, 106

keyboard shortcuts, 107 Movies and TV app, 206-207

paragraph formatting, 109 moving

saving documents, 110 email messages to other folders, 156
spell checking, 109 files, 125

text, cutting/copying and pasting, 107 with mouse, 49

text editing, 107 folders, 125

text entry, 106 insertion point, 106

text formatting, 108
versions of, 101
Web App, navigating, 105

Mozilla Firefox, 138
MP3 files, 215




multifunction printers

multifunction printers, 15
multiple web pages, opening, 142

music, 208
digital music, playing, 208
downloading from iTunes Store, 214-215
Music app, navigating, 209
playing
with Groove Music app, 220-221
with iTunes, 216-217
purchasing
from Groove Music app, 219
from iTunes Store, 214
streaming
with Pandora, 212-213
with Spotify, 210-21

Music app, 209
music CDs, 13
My Computer folder. See File Explorer

My Documents folder. See File Explorer

N

naming
files, 123
folders, 123
illegal characters, 122

navigating
File Explorer, Navigation pane, 116-118
folders, 19
Navigation Pane, 116
Microsoft Word Online, 105
Music app, 209
Photos app, 223
Word Web App, 105

Navigation pane, 116
navigating File Explorer, 16-118

netbooks, 6

Netflix
subscription fees, 193
TV shows, 195
user profiles, 192
watching movies, 192-195

network security keys, 40

networks (wireless home networks), 34
accessing computers in, 45
additional PCs, connecting, 38-40
broadband routers, 36
Homegroups, adding computers to, 43
main PC, setting up, 36-37
security, 37, 40
wireless adapters, 36-38
wireless routers, 36

News app, 96

News Feed, Facebook, 172173
Norton AntiVirus, 235
notebook mouse, 11

notebook PCs, 3, 6
connecting, 18
external peripherals, 6
setting up computers, 18
ultrabooks, 6

O

Office 365 Home Premium, 104
Office Web Apps, 102
on-demand services, 211
one-button connect, 40
OneDrive, 102, 132-133

online accounts, 76

online shopping, 146-147



opening
apps, 84
multiple web pages, 142
programs, 52
web pages in tabs, 142

operating systems, 46. See also Windows 10

Outlook Express, email messages
attaching files to, 167
composing, 166
replying to, 165
sending, 166

Overstock.com, 146

Pandora, streaming music, 212-213

Paragraph dialog box (Word), 109

paragraphs, formatting in Word documents, 109
parallel cables, 29

parental controls, Family Safety Monitoring, 78
Paste command (Word Edit menu), 107

pasting text (Word), 107

PCs

connecting

to TVs, 32-33

to wireless networks, 38-40
setting up networks, 36-37

people
finding on Pinterest, 183
following on Twitter, 189

People app, managing contacts, 162-163

peripherals, 4
external peripherals, notebook PCs, 6,18

personalized services, 211

pins (Pinterest)

personalizing
desktop
changing background, 66
changing color scheme, 68
Lock Screen, adding apps, 73
profile pictures, changing, 75
Timeline page, Facebook, 177
user accounts, logging out, 79

photos, 222
editing in Photos app, 228-231
Facebook photos, uploading, 180-181
viewing friends’ photos, 178-179
Photos app, navigating, 223
red eye, 229
setting for Lock screen, 227
transferring
from memory cards, 225
via USB, 224
viewing in Windows, 226-227

Photos app, 222
editing photos, 228-231
navigating, 223
viewing photos, 226-227

pictures. See also photos
downloading from Facebook, 179
privacy, Facebook, 181
profile pictures, changing, 75
sharing on Facebook, 180-181

pinned applications, 50
pinning
apps, 64
programs
to Start menu, 85

to taskbar, 86
from web pages, Pinterest, 186-187

pins (Pinterest)
finding and repinning, 184-185
pinning from web pages, 186




Pinterest

Pinterest, 182 pricing apps, 99
compared to Facebook and Twitter, 169
finding and repinning pins, 184-185
finding people to follow, 183
pinning from web pages, 186-187
sharing images, 182

printers, 15
connecting, 29-31
multifunction printers, 15
USB printers, 29

printing Word documents, m

playing
CDs with iTunes, 218 privacy, Facebook, 175
digital music, 208 pictures, 181
music private web browsing, 142

with Groove Music app, 220-221

with iTunes, 216-217 profile pictures, changing, 75

video programs
on Hulu, 196 opening, 52
on Netflix, 192 pinning
with Video app, 191 to Start menu, 85
on YouTube, 200-201 to taskbar, 86

olaylists, 217 switching between, 56
' unused programs, deleting, 237

playlists (YouTube), 200 ' .
protecting against malware, 235

pointing and clicking mouse, 48 _
protecting computers

POP/IMAP, 164 Control Panel, 233
pop-up menus, 49 preventive maintenance, deleting
unnecessary files, 236

portable devices, 8 System Restore, 240-241

ports, 4, 8, 26 Windows Defender, 235
posting Public folder, 45

Faceb?ok ’status updates, 174-175 oull-down menus, 91

to a friend'’s page, Facebook, 176

status updates, Facebook, 174-175 purchasing

) movies/TV shows, iTunes Store, 202-203
power cables, connecting, 20 .
music

powering on, 23-24 from Groove Music app, 219

power surges, 22 from iTunes Store, 214

preventive maintenance
computer systems, restoring after
crashes, 240-241
deleting unnecessary files, 236 Quick Access menu, 51




radio stations, 213

reading
email
messages, 154-155
web-based email with Gmail, 164
Gmail, 164
News Feed, Facebook, 172-173

rearranging
taskbar icons, 86
tiles, 85

rebooting, 23

Recycle Bin, 127
emptying, 129
restoring files from, 128

red eye, 229

refreshing system files, 241
renaming files/folders, 123
repinning pins on Pinterest, 184-185

replying to email
in Gmail, 165
in Mail app, 156-157

resetting systems, 241

restoring
computers after a crash, 240-241
deleted files, 128
files, 128
system, 240-241
windows, 55
your computer after a crash, 240-241

returning to favorite pages (Microsoft Edge), 141

ribbons, 93, 105. See also toolbars
File Explorer, 115
Microsoft Word Web App, 105

router configurations, 37

setting up computers

routers
broadband, 36
one-button connect, 40
wireless, 36

S

safety in social networking, 174

saving
documents (Word), 110
favorite pages (Microsoft Edge), 140
work (Microsoft Word Online), 110

screens, notebook PCs, 6
scrolling windows, 54
scrollwheels, 11

searching
for apps, 51, 88
for files, 126
Web, 143
with Cortana, 144-145
with Google, 143

security
Control Panel, 233
online shopping, 147
preventive maintenance, deleting
unnecessary files, 236
System Restore, 240-241
Windows Defender, 235
wireless home networks, 37, 40
wireless networks, 37

selling on Craigslist, 150-151

sending
attachments, Gmail, 167
email, 166

setting up computers, 16
all-in-one PCs, 19
audio systems, 21




setting up computers

desktop computers, 20-22
desktop PCs, 20-22
logging on to Windows, 24
monitors, 20

mouse and keyboard, 20
notebook PCs, 18
powering on, 23-24
system power cables, 20
USB printers, 29

sharing
images, Pinterest, 182
on Facebook, 173
photos, Facebook, 180-181
YouTube videos, 201

shopping online, 146-147
Shuffle icon, 217

shutting down, 25
computers, 25
Windows 10, 50

sizes, tiles, 65
sizing
tiles, 85
windows, 55

Sleep mode, 25
smartphones, customizing lock screens, 70

social media

comparison of, 169

Facebook
posting status updates, 174-175
Timelines, 176
uploading photos, 180-181
viewing friends’ photos, 178-179

Pinterest, 182

finding and repinning interesting pins, 184

finding people to follow, 183

pinning from web pages, 186
Twitter, 188

following users, 189

social networking, 168
Facebook. See Facebook
Pinterest. See Pinterest
safety, 174
Twitter. See Twitter

solid state storage, 9
sorting files/folders, 121
sound systems, connecting, 21

speakers, 21
connecting, 21
external speakers, 19

special characters in filenames, 122
spell checking in Microsoft Word, 109
Sports app, 96

Spotify, streaming music, 210-211
Spybot Search & Destroy, 235
spyware, 155

Start menu
customizing, 64-65
pinning programs to, 85
Windows 10, 50-51

Start menu commands, 50
start page, Microsoft Edge, 138

status updates, Facebook
hiding, 177
posting, 174-175

storage, 9
storage plans, OneDrive, 133

streaming
music
with Pandora, 212-213
with Spotify, 210-21
video, 194

streaming music services, comparing, 209



TV shows

subscription fees, Netflix, 193 text (Word)
. cutting/copying and pasting, 107
Suggested Friends, Facebook, 170 .
editing, 107
surge suppressors, 22 entering, 106

swiping touchscreen, 61 formatting, 108

switching tiles
between open windows, 56-57 live tiles, 65
between programs, 56 rearranging, 85
between users, 79 sizes, 65
sizing, 85

syncing folders, OneDrive, 132

Timeline page, personalizing (Facebook), 177
system files, refreshing, 241

timelines (Facebook), 176
system power cables, connecting, 20

toolbars, 92

System Restore, 240-241

. tools

systems, resetting, 241 Disk Cleanup tool, 236

System Tools, System Restore, 240 System Restore, 240

system unit, 4 Top Stories, Facebook, 172
touchpads, 11

T touchscreen displays, 14, 61
swiping, 61
Tablet mode, 58-59 tapping, 60
tablet PCs, 3, 7 zooming in, 61

zooming out, 61
tablets, Apple iPad, 7
touchscreen monitors, 5
tabs, opening multiple web pages, 142
transferring photos from memory cards, 225

tapping touchscreen, 60 via USB, 224

Target, 146 trials for apps, 99
taskbar Tuneln, 213
pinning programs to, 86
Windows 10, 53 turning on computer systems, 23-24
taskbar icons, 53 TVs, connecting to PCs, 32-33
rearranging, 86 TV shows
templates, Microsoft Word Online, 103 iTunes Store, purchasing/
downloading, 202-203
Netflix, 195

watching on Hulu, 196199




tweeting, Twitter

tweeting, Twitter, 188
Twitter, 169, 188

compared to Facebook and Pinterest, 169

following other users, 189
tweeting, 188

types of computers, 3

ultrabook PCs, storage, 9
ultrabooks, 6

Universal Windows apps, 89
unnecessary files, deleting, 236
unused programs, deleting, 237
updating apps, 98

uploading
photos to Facebook, 180-181
video to YouTube, 201

USB, 28
connecting
devices, 28
printers, 29-31
transferring photos, 224

USB hubs, 28

USB ports, 8

USB printers, connecting, 29
USB type A connectors, 27
USB type B connectors, 27
USB (universal serial bus), 28
user accounts, logging out, 79
user profiles, Netflix, 192

users
adding additional users, 76-78
switching, 79

VGA (Video Graphics Array), 20

video

streaming, 194

uploading to YouTube, 201

watching
on Hulu, 196
with iTunes, 204-205
with Movies and TV app, 206-207
on Netflix, 192
on YouTube, 200-201
with Video app, 191

Video app, watching video, 191
video cards, 14
Video Graphics Array (VGA), 20

viewing
Facebook Timelines, 176
friends’ Facebook photos, 178-179
friend’s photos, Facebook, 178-179
inbox, Windows Mail app, 154-155
photos, 226-227
timelines, Facebook, 176

views, 120
viruses, 235

voice commands, Cortana, 144

W

watching
movies
on Hulu, 197
on Netflix, 192-195
TV shows on Hulu, 196-199



video
on Hulu, 196
with iTunes, 204-205
with Movies and TV app, 206-207
on Netflix, 192
on YouTube, 200-201
with Video app, 191

Weather app, 94

Web App (Microsoft Word), navigating, 105

web blogs, 188

web browsers
downloading, 138
Google Chrome, 138
Internet Explorer, 134
Microsoft Edge, 135
Mozilla Firefox, 138

webcams, profile pictures with, 75
Web Notes, 141

web pages, 134
opening in tabs, 142
pinning from Pinterest, 186-187

websites, 134. See also specific websites

Web surfing
opening multiple pages, 142
private browsing, 142
saving favorite pages, 140
searching Web, 143
shopping online, 146-147

Wi-Fi hotspots
connecting to, 136-137
definition of, 136

windows
closing, 55
maximizing, 55
minimizing, 55
parts of, 83
restoring, 55

Windows system settings, configuring

scrolling, 54
sizing, 55
switching between open windows, 56

Windows 10, 46
built-in apps, 94-97
desktop, 47
dragging and dropping, 49
File Explorer, 13
logging on to, 24
menus, 91
mouse operations, 48-49
Navigation pane, 116
opening programs, 52
pointing and clicking, 48
programs, switching between, 56
Recycle Bin, emptying, 129
Recycle Bin, restoring files from, 128
System Restore, 240
toolbars, 92
user accounts, logging out, 79

Windows Action Center, 233-234
Windows Control Panel, 233
Windows Defender, 235

Windows Explorer. See File Explorer
Windows key, 10

Windows Mail app, 153
adding accounts, 160-161
composing messages, 158-159
draft messages, 156
email attachments, 159
moving messages, 156
reading email, 154-155
replying to messages, 157
viewing inbox, 154-155

Windows Recycle Bin, 127
Windows Store, finding apps, 98-99

Windows system settings, configuring, 80-81




wireless adapters

wireless adapters, 36, 38 X_Y

wireless home networks, 34
accessing computers in, 45 YouTube
additional PCs, connecting, 38-40 uploading video to, 201
Homegroups, adding computers to, 43 watching TV shows/videos, 200-201

main PC, setting up, 36-37
security, 37, 40
wireless routers, 36

wireless keyboards, 10 zip files, 130
wireless networks, 34 zipper icon, 131
connecting PCs to, 38-40

security, 37 zooming in, 61

. zooming out, 61
wireless routers, 36 g

Word (Microsoft), 100, 103
comparing desktop versus web versions, 101
documents
creating, 106
printing, 111
saving, 110
formatting paragraphs, 109
insertion point, 106
keyboard shortcuts, 107
paragraph formatting, 109
saving documents, 110
spell checking, 109
text, cutting/copying and pasting, 107
text editing, 107
text entry, 106
text formatting, 108
versions of, 101
Web App, navigating, 105

Word Online. See Microsoft Word Online
word processor program. See Word (Microsoft)
word processors, 100

writing email messages, 166
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