CLOSING AN APP FROM THE TASKBAR

If you are finished with an app, you can close it directly fromthe taskbar. Here's ho

Paint
Do you want to save changes to C:\Users\Mark
E. Soper\Pictures\IMG_1163 (2).png?

Pinned

@ IMG_1163 (2)

Recent

@ IMG_1163 (2)
@ Paint
2 Pin this program to taskbar

X Close all windows

922 P

Start B3 RSB e

923PM
/1272015

A wm 7 9) B ;e

0 Right-click or press and hold the Paint icon in the taskbar.
e Click or tap Close window or Close all windows.

6 Click or tap Save if prompted to save changes.

G The Paint icon is no longer on the taskbar.

-V NoTE

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 use

File, Save As to choose a different name for the file. Then, use File, Exit to close the app. B

End



EXPOSURE

e subject is lighter or darker than the subject, the subject might not be
se the EV (Exposure Value) button and menu to shoot a picture that’s

=0

——EV setting

0 The bright background makes the flowers too dark.
9 Tap the right arrow to open the adjustments menu.

6 Tap the EV adjustment button.

o Click and drag the EV adjustment control up for more exposure (+0.7 steps in this example),
down for less exposure.

6 The flowers are now brighter.

O Tap to take the picture.

i 4

>V NoTE

Making Other Adjustments You make any other adjustment options to your device's

cameras or an add-on webcam the same way you make the EV adjustments. As in this
example, you see a real-time preview of the results before you take the photo. B



MANAGING DRIVES

The Manage Drives tab appears when you select a drive i
you find out how to format (overwrite and remove all files from) a
to reuse, and discover other features of this tab.

= Q09! Drive Tools | MY STUFF (69) - o
Home Share
A Eject
(@ Finish burning
BitLocker  Optimize Cleanup AutoPlay N
= (R Erase this disc
Current Protect Manage Media
drive name s } STUFF (G) ~| @ | Search MY STUFF (G) p
> I Desktop A Neme - Date modified Type Size
> [ Documents || Air Show 7/10/2015450PM  File folder Format MY STUFF (G9) %
t’Mt‘ > - Downloads || Camera Roll 7/10/201511:40 PM  File folder
2 || Children 7/10/20158:27 AM  File folder Capacity:
5> [ Pictures | ] Saved Pictures 7/10/2015 11:40PM  File folder ‘1.“@ vl
> I Videos || Scans T/10/2015 %40 AM  File folder =y
» 25 Windows () || Screenshots 6/30/20157:42PM  File folder
= i || Zoom Lenses 7/10/2015 3:41PM  File folder ‘ FAT32 (Default) v|
5w File History (E9) Allocation urit size
> () DVD RW Drive (F) Mark \szhytu "l
o__’ = MY STUFF (G)
> (L) DVD RW Drive (F) Mark's Restore device defaults
v MY STUFF (G:
= MYSTUFF(G) Volume label
[] Air Show ‘ 66 Usa2 : :
|| Camera Roll
|| Children St
PR v < e D P PSS (7] Guick Format
Titems
]

0

o Click or tap the drive’s icon in the left pane.

12/

9 Click or tap the Drive Tools tab.

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

O Click or tap Format.
6 Change or add a volume label (optional).

e Click or tap Start.

—

) Note

Other Drive Tools

to improve file access speed. Use Cleanup to remove unneeded files from a drive (typically needed only with

Use Optimize (also known as Defragment) to put all the files on a drive next to each other

the C: drive). Use Bitlocker (not available in all versions) to encrypt the files on a drive for greater security. H




Format MY STUFF (G:) x

i WARNING: Formatting will erase ALL data on this disk.
£2°L To format the disk, click OK. To quit, click CANCEL.

Formatting MY STUFF (G))
Capacity:

144

File system

FAT32 (Default)

Allocation urit size
8192bytes =

Restore device defaults |

Volume labe!
166 UsB2

Format options
| Quick Format

Formatting MY STUFF (G:)

o Format Complete.

9=l
Home | share  view |

R

& Copy path

Pinto Quick Copy Paste
Clipboard
~

> Quickaccess

v @ OneDrive
%1 EasyWin10_AR
@l Music

~ O This PC
> [ Desktop
>
> J Downloads
> b Music
> [= Pictures
> [@ Videos
> %8 Windows (C)

ocuments

> File History (E)
> () DVDRW Drive (F) Mark
T I

v

Oitgns

[7] Paste shortcut

<

Drive Tools

Manage

166G USB2 (G:)

@ Moveto - X Delete ~

<« ¥ M > ThisPC > 166 USB2 (G:)

Name

[ECopyto ~ | =fiRename

Organize

L\ %::i:n- FH setect ail

1 Select none.

N Praperti
f.,f::, ikl @History BT Invert selection
New Open Select
v O Search 16G USB2 (G:) P
Date modified Type Size

This folder s empty.
N

10

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

G Click or tap OK when finished.
0 Click or tap Close.

@ Click or tap the drive's icon.

0 The drive is empty.

B4y

) NoTE

Drive Tools for Removable Media 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. H




VIEWING DRIVE PROPERTI

The Details pane in File Explorer provides some informati
folder, but you can learn much more by viewing an object’s properti
the context (right-click) menu or the Properties menu on the Home tab to

ing lessons show both methods.

BIRO9=I | Diiveraols | ThisPC - o X
Computer  View | Manage ~ @
5 Q - 2 et
B =28 m @ Frish buming
Bittocker  Optimize Cleanup Format  AutoPlay
S (& Erase this disc
Protect Manage Media
€« ~ A @ ThisPC » v © |[Search This PC rl
&
I3 This PC > Folders (6)
S t. Mt [ Desktop  Devices and drives (4) v
Documents o L Windows (C) File History (E:)
& Downloads = I
b s 302 GB free of 113 GB
lusic . -
) . DVD RW Drive (F) Mark's Pix Open ~> File History (E) Properties
=] Pictures ) Open in new window
B videos 180 MB free of 702 MB Pin to Quick access General Tools Hardware Shaiing
25 Windows (C) ~ Network locations (3) Tun on BitLocker
= File History (E) £y Open AutoPlay...
Cheryl (cheryl-hp) -
& Downloeds Weiawe Share with >
[ '] FileHistory Restore previous versions } ;’:”: ;I:EM
system:
1] My backups g Plex Media Sesver: TRA-Win7-002 ) Combine filesin Acrobat...
|| Sunsets - e @ M Usedspace:  202509336576btes  188GB
16 SURFACEPRO3 ‘:dlld;::hmw > [ Free space: 117.428305520bytes  103GB
into
|| Updates = Capaciy: 319937642496 bytes  297GE.
7] WindowsApps Formet...
13items 1 item selected Copy =
Creste shortcut
Rename lo D
Properties
A
[ Alow s on this ditve to have cortents indexed in addtion to
fie propertes
0

o Right-click or press and hold any drive.

5/

e Select Properties.

e File system.

O Used and free space.

6 Click or tap OK.

S

NOTE

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,” for details on how to protect your system. l




RTIES

data in the folder, and where it's located. This information is useful
rmine whether a folder can be copied to a flash drive or an optical disc.

=EIR09-I Picture Tools  Pictures - o x
Home  share | View | Manage | ~@®

M @ Edralarge icons (&) Large icons R I [=]- [ ttem check boxes 17
O = ‘
ails -

in-] Medium icons {1~ [ File name extensions

Hide selected  Options
tems -

Navigati )
e BE st [ Hidden items
Pan a ew Shownide
« v N [Els ThisPC 5 Pictures ~ O Search Pictures. P
A ~ . — ~
LI T
B Desktop
m - Air St Camera Children Saved Scans. Screenshot Zoom
o Roll Pictures s Lenses
Open in new window (40)
Pin to Quick access. o
Add to Windows Media Player list E -
Play with Windows Media Player | IMG118  IMG1163  IMGS5775  IMG5776  IMGS777  IMG5778
Cast to Device > [¢)]

Shere with >

Restore previous versions ?

2 -

N N T AirShow Properties X
TF) Combine files in Acrobat..

£
a
i
g

IMG5781  IMG5782  IMG5783  IMG5784  IMG_5TE5

nchide in library > oy \'S‘ General Shaing Securty Previous Versions Customize
Pin to Start -
IMG_5787  IMG_5788  IMG_5789  IMG5790  IMG5791  IMG_5792
Sendto > e - — , x
o N ok 4 ol o S —
Copy ES Location: c.\m\umgwm‘_
Create shortcut St 94,0 MB (98,567,374 bytes)
Delete Size on disk: 940 MB (98,554 816 bytes)
Rename Cortans: 5 Fles, 4
: . |
L@ Properties

Created:  Juiy 10,2015, 3:1204PM

Aributes:  [B] Readonly (Only applesto files infolder)

Do

o Right-click or press and hold a folder and select Properties.
e The folder name appears here.

e The folder location appears here.

O See the amount of space that the folder’s contents use here.

6 The number of files and folders in the selected folder is indicated here.

0 Click or tap OK.

)



that information with File Explorer.

o

©

VIEWING PICTURE FILE PROPERT

When you create a picture file with a digital camera or e
and editing software called metadata is stored as part of the pictur

Picture Tools  AifShow

View

Oranos«l
Home | Share

» D ::::v path

PintoQuick Copy Paste

Clipboard

access [£] Paste shortcut

Manage

[d Moveto

[Bcopyte

o

¢ Delete ~
=f Rename

anize

h - ¥ Open =
- - Dz:rt

New
folder
New

« « A [l > ThisPC > Pictures > AirShow

~
# Quick access B

i OneDrive
&) EasyWin10_AR
@l Music
I This PC
[ Desktop
Documents 1
& Downloads |
B Music
[&] Pictures
8 Videos
=8 Windows (C:)

L)

B-25 Mitchell

= File History (E)
(L) DVD RW Drive (F:) Mark
- 166 USB2 (G:)

v

Sitems  1item selected 23.3MB

Properties

[ History

Open

v O

- [m) X
~ @
EH selectall
51 Select none
£ Invert selection
Select

Search Air Show »

[& B-25 Mitchell Propdrties

General Securty Details Previous Versions

o Click or tap a picture file.

e Click or tap the Properties button.

‘B—E Michel
Typeoffie:  CR2 File (CR2)
i P
Location:  C:\Lsers\Merk E. Soper\Pictures\Air Show
Sie: 233 MB (24,480,701 bytes)
Szeondsk: 233 MB (24,481,792 bytes)
Ceated: iy 10,2015, 3:12:19 PM
Modfied: iy 10, 2015, 9:2342 AM
Accessed: iy 10, 2015, 3:12:19 PM
Atributes: [ Readonly [ Hidden
Secutty:  Thisfie came from ancther
compter and might be blocked to ] Unblock @——
hefp protect this computer.
o ][ canesl | [ romv @
[& B-25 Mitchell Properties
General Securty Detais Previous Versions
Fropety Value
0 Comers
Date taken 10/472014 256 PM
Dimensions 5184 3456
Sz 233MB
Authors
Camera maker Canon
Camera model Canon EOS REBEL T3
Camera serial number
IS0 speed 150-800
Fstop ]
Exposure time 1/640 sec.
Exposure bias Ostep
Exposure program Shutter Priorty
Meterng mode Pattem
Flash mode No flash, compulsary
Focallength 250mm
Lens maker
Lens model
Remove Propeties and Personal Information
=
O__— T

~

9 To use the file, click or tap the empty Unblock box, and click or tap Apply.

O Click or tap Details.

6 Scroll down to view image, camera, exposure, and other metadata.

e 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.

€=




PROPERTIES

y ripping your own CD or by purchasing a song from a
arn more about the track from its Details menu. Here's how to view

drao9es! MusicTools  Panorama- Franz Liszt Disc 2 - O X
Home | Share  View | Play ~ 0
A B[] A weeor xower | | T [ Hove B
Copy path F Edit 25 Select none
PintoQuick Copy Paste _ E > N Properti
e SR B e shoraun | I Cepytos | SHRenane | o TORMISS g History | B invert seection
Ciipboard Organize New open Select
<« © 4 [ « Music > Franzliszt » Panorama- Franz Liszt Disc 2 v & | Search Panorama- Franz Liszt . 2
- A — o ——
Qi [ g e meee s e e s
P = e S S FE T = e 5 01 Mephisto Waltz (| &1, for piano No. 1 (Der Tanzin .. X
| o1 02Sonats, ~ 03Sonats,  04Somats,  05Sonata,  O6Sonats, 07 Sonata,
&) EasyWin0_AR | Mephisto | forpianoin forpianoin  for piano i i forpianoin  for pianoin General | Secutty Det@is | Previous Versions
&) Music Waltz(1& =~ Bminor,S. Bminor,S. Bmino,S. BminorS. Bminor,S.  BeminorS.
I, forpian, | TTB(WA. 17BUWA. 1BLWA. TVBLWA. 17BIWA. 178WA. Propety Vae ~
. StMt B Thispe e & e acpes e Composers Fronz szt
— .- — - — o Conductore
I Deskiop e - - = - - Gty bt
Documents 08Scnats,  09Somats,  10Sonats,  11Scnats, 12 Sonats, 13 op descrp
forpianoin  forpianoin forpianoin forpianoin  forpianoin  Feucfollets  Harmonies Mood
& Downloads Bminor,S. Bminor,S. Bminor,S. Bminor,S. Bminor,S. ,etudefor  dusoir, for Part of set
B Music 17B(WA. 1TB(WA. 17B(WA. 17B(0WA. 17B(WA. pianoinB.. 2 Initel key
= = & 01 Mephisto Waltzfl & I, for piano No. | (Der Tanzir| | Bests perminite
] Pictures - Protected No
Videos at of a compilaton
General  Securty Detals | Previous Versions Part of a compil
15 16 17 18
25 Windows (C) Bénédictio  Bénédictio  Bénédictio  Hungarian Property Valoe File
File History (E) ndeDiev  ndeDieu  ndeDieu  Rhapsody, - Name 01 Mephisto Waltz (& 1), forp...
- i danslaso.. danslaso.. danslaso..  for piano . Description ———— hemtype MP3 Fie
() DVD RW Drive (F:) Mark Tee Mephisto Wakz (14 1) for ian... Folder peth €\Usere\Merk E. SoperMusic.
= 166 USB2 () > Subtrie Date created €/30/2015 7:41 PM
Reling 3 * Dete modfied 12/18/2007 258 PM
18items 1 item selected 25.6 MB
Comments Size 256MB
Media Adtributes A
Contrbuting atsts  Franz Liszt Avalabliy Avaiable offine v
Abumattt Frenz Lzt
Parmeeae: Fronz List Dho 2 Remove Properties and Persanal nformation
Year 2000
[ox ]
Genre Classical
Length 0111
Berate 2o 6
Origin
Publisher Deutsche Grammophon ©

Remove Propeties and Personal Information

o Click or tap a music track.

e Click or tap the Properties button.

e Click or tap the Dettails tab.

O The genre, track length, and bit rate are shown here.

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

0 Click or tap OK.

2

NOTE

X

Removing Properties from Files

If you don’t want to share information about ratings, name, or 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 Remove Properties and Personal Information link at the bottom of the Properties dialog box. l



CONNECTING TO A HIDDEN NETWORK

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

= WOWI9450

- belkin.f44 - belkinfa4

Network

WOW19450 Network

- WOWw!4419

= belkinf44 - WOw4419

- WOWI6446

Paul's Network - belkinf44.guests

= WOW!I9450

WOwW!4419 = Hidden Network

Enter the name (S5ID) for the network

PVesternDigital-f1 X

Next Cancel

belkin.f44., ts i
elkin.f44.gues’ - belkinf44.guests

z Hidden Network = Hidden Network

Connect automatically )
-

Connecting  Airplane mode

e

Connecting  Airplane mode

11:45 AM 11:43 AM

~ = g G
=% W B NG 147201 o

TN4/2015

Connecting  Airplane mode

11:45 AM
71472015

~ = 7 W B EN3

0 From the Available Wi-Fi networks screen, click or tap Hidden Network.
9 Click or tap Connect.
6 Enter the name of the network (SSID).

O Click or tap Next.

Continued



= WOW!9450

Z belkinf44

Network WegternDigitakﬁ
Limited

ﬁ

- WOWI4419

N

- belkin.f44.guests

N

WOW!19450
Hidden Network

N

Enter the network security key belkin.f44

Network
Il Share network with my contacts
belkin.f44

Next Cancel WOw!4419
Network
1gs belkin.f44.guests
S - Wowa419

Hidden Network
Connecting | Airplane mode

N Do you want to allow your PC to be - WOW!9450
= % 4 B ENG a5 discoverable by other PCs and devices on this
network?

11:45A4M

*

g 3 o
We recommend allowing this on your home
and work networks, but not public ones. No internet Airplane mode

Yes No ) _ 11:46AM
A®Dogz 0 R NG 2 /1ara015

gn

Connecting Airplane mode

o  1145AM
= 7% 9 Kl NG 7142015

6 Enter the network security key.

G To see the hidden characters, click or tap the eye icon.

6 Click or tap Next.

If you are connecting to your home or work network, click or tap Yes. If the network is a
G public network, click or tap Ne.

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

(B4

TIP

Fixing a Limited Connection If you see Limited instead of Connected, your network connection does not have
Internet access. To find the cause of the problem, run a network troubleshooter. To learn how to find and use
troubleshooters, see “Using Windows Troubleshooters,” in Chapter 24, “System Maintenance and Performance.” B




INSTALLING A HOMEGROUP

When you join a homegroup that has a shared printer (or
shared printer joins your homegroup), you can install the printer fro

menu. Here's what to expect.

L)

Click or tap to leave
a homegroup

Click or tap to
troubleshoot a
homegroup

*& HomeGroup

4 *& > Control Panel » Network and Internet » HomeGroup )

Change homegroup settings

4. HomeGroup found a new shared printer on your home network.
Installing it will make it available to everyone on this computer.

Libraries and devices you're sharing from this computer
B Videos
=0 Printers & Devices

[&] Pictures
D Music
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...

v

Leave the

Change advanced sharing settings..

| L
1 4 Start the |

Search Control Panel

Install printer

Windows needs to download and install 3 software

o Click or tap Install printer.

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

Using the Shared Printer

To use the shared

printer in any app that permits printing, select it

from the Print menu. M

driver from the \\MARCUS-HPDVE computer to print to
EPSON WorkForce 600 Series. Proceed only if you trust
the \\MARCUS-HPDV6 computer and the network.

2

C Ed Y




OPENING HOMEGROUP FILES

As soon as two or more computers with shared folders are part of your homegroup, you can
access folders and files on the homegroup as easily as you access your own files. Here's how
to open and use those files.

— [=] x I " < | From Laptop - a X
) Home are Ve A
n e
ion

X0 »
o & PintoQuick Copy Past
vo &~ [[]« Cheyl » CHERYL-HP » Pictures » FromLoptop
ictures. () ~ ~
ol Pict  Frequent folders (8) &} Pictures

&) Pictures2 & Pictures2 I
tMt Desktop Downloads. .

0 This PC This PC ThisPC [ This PC &

- LW & = 1

DD RW Drive () Mark's © DVDRW Drive (F:) Mark's
_MG_3329

—— Documen ts Air Show
Zoom Lenses 2D This PC DVD RW Drive (F) Mark's Pix Zoom Lenses

$P spHC (D) SP SDHC (0)

248 AR Files
\E & Network

& Network E\Easy Windows 10\AR Files EA\Easy Windows 10
*& Homegrouy *4 Homegroup.
" ~— EasyWinl0AR Pictures. M Cheryl
OneDrive (=== This PC
Asoper —

p ol 3H Mark Soper

1ditems

Ask me an; thing

6 Click or tap File Explorer.

9 Click or tap Homegroup.

@ Click or tap a user’s name and then an available device.

@ Navigate to the folder that includes the file you want to use.
6 Double-click or double-tap a file to open it.

@ The file opens on your system.

End



when you're not using your device.

O

Start

o From Personalization, click or tap Lock screen.

& settings

€52  PERSONALIZATION

=m0

| Find a setting

Background

Colors

Lock screen

Themes

Start

¢ settings
3% LOCK SCREEN

Preview

¥

o

7:36

Monday, July 6

Background

P picture

Choose your picture

~4

s

9 Click or tap to select a background option.

e Select Slideshow.

O The Pictures folder is used as a picture source.

6 To add additional folders, click or tap Add a folder and navigate to the folder you want to use.

Q NOTE

Selecting a Different Photo
slideshow for the Lock screen, click or tap Browse (see step 2) and choose a photo. M

PUTTING A SLIDE SHOW ON THE LOCK SCR

The Lock screen is the screen that greets you when you turn‘on your devi
lock it. Windows 10 offers you more Lock screen options than ever before
you learn how to change your Lock screen into a slide show that plays you

& Settings

3% LOCK SCREEN

3:06

Sunday, July 5

Background
Slideshow ~

¢ e

Choose albums for your slideshow

_’ Pictures

Remove

++ Add a folder

Advanced slideshow settings

End

S

If you prefer to use one of your own photos rather than a




SHOW SETTINGS

to fine-tune your Lock screen slide show.

& Seftings

02 LOCK SCREEN

& Settings = @

£33 ADVANCED SLIDESHOW SETTINGS

Include Camera Roll folders from this PC and OneDrive
pE D off

Only use pictures that fit my screen
>ED on

Play a slideshow when using battery power

pe O of

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

pED on

Background

Slideshow ~

Choaose albums for your slideshow

Pictures

Remove

9099

+ Add a folder Turn off screen after slideshow has played for | 30 minutes

o—'» Advanced slideshow settings

o From Lock screen, click or tap Advanced slideshow settings.

Click or press and drag to On to use pictures taken with your device’s built-in cameras
9 (Camera Roll folders).

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

O 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.

0 Select a time delay if you want the slide show to stop after the selected time has been
reached.

(E4)



CHANGING STATUS ITEMS

The Lock screen can also display detailed status and quic
other communication apps. Here's how to choose the ones you wan

&« Settings — a X
€53 LOCK SCREEN
Choose albums for your slideshow

Pictures

Add a folder

+

Advanced slideshow settings

u Choose an app to show detailed status

1=
Choose apps to show quick status

Screen timeout settings =
Alarms & Clock 4§

Screen saver settings

Calendar
Mail
Store
u Xbox

o Click or tap the plus sign for Choose an app to display detailed status.

e Choose an app.

e Click or tap a quick status icon.

O Choose an app.

‘ Contmaé)




& Settings

53 LOCK SCREEN
Choose albums for your slideshow

Pictures

Add a folder
+

Advanced slideshow settings
® Choose an app to show detailed status
Choose apps to show quick status

EOEEOEEE

Screen timeout settings

Screen saver settings

Remove

6 The dialog box shows selected detailed and quick status apps.

b
8\

-;{("
428 o/
Monday, JuIgg6

Larry Goss's birthday
Tomorrow all day
y

{

e App notifications on the Lock screen.

-V NoTE

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

End,




OVERVIEW OF THE THEMES M

The Themes menu is used to select a theme (a combinati
icons) and to select mouse pointers, system sounds, and desktop ic
review of these options.

& Settings — o X

€52 PERSONALIZATION

| Find a setting R

& Seftings

Background
€33 THEMES

Colors

Themes
Lock screen

P Theme settings

?

P Themes

Qt_) e Related Settings

P Advanced sound settings

Desktop icon setting: :

P Mouse pointer settings

¢

o From Settings, click or tap Themes.
e Click or tap Theme settings to select a combination of background, sounds, and icons.

e Click or tap Advanced sound settings to change system sounds.

O Click or tap Desktop icon settings to specify which icons (web browser, computer, Recycle
Bin, and others) appear on the desktop.

6 Click or tap Mouse pointer settings to change the size or color of your mouse pointer.

€9



F ACCESS’S NARRATOR

o be easier for someone with physical limitations to use, the
enu is where to start. This lesson demonstrates enabling Narrator.

<« Settings — [m] X

€92 EASE OF ACCESS

| Find a setting 2

9_'. -

Magnifier

o High contrast

€32 SETTINGS Closed captions

& Settings = o X
| Find a setting KerEoay

€52 NARRATOR
g System Mouse

Display, notifications, apps, power
Hear text and controls on the screen

Other options
= Devices 3

5 t_ Bluetooth, printers, mouse Narrator is a screen reader that reads all the elements on screen,
‘2 * 1 like text and buttons.
\__J Network & Internet
Wi-Fi, airplane mode, VPN Narrator
‘b On
@ Personalization

Background, lock screen, colors To turn Narrator off with a touchscreen, tap the Narrator slider, and

then double-tap anywhere on the screen.
Accounts

Your account, sync settings, work, family

Start Narrator automatically
o O—KD or
AF Speech, region, date
(=P Ease of Access Voice
M- Narrator, magnifier, high contrast

‘Choose a voice
Scroll down for

Privacy Microsoft David M

Location, camera more options

Update & security I peed

Windows Update, recovery, backup N |0—|
[ I g
Pitch I‘

o From Settings, click or tap Ease of Access.

e Click or tap Narrator if you want to enable the Narrator screen reader.
e Move the switch to enable or disable Narrator.

O Click or press and drag to On to start Narrator when Windows 10 starts.

6 Select a voice.

0 Adjust the speed and pitch.

€«

) Note

Additional Options The Sounds you hear section of the dialog box enables you to configure what is spoken by

Narrator. Use the Cursor and keys section of the dialog box to configure additional Ease of Access settings.



CONFIGURING EASE OF ACCESS’S MAGNIFIER

The Magnifier feature makes the portion of the screen around the mouse larger and offers
the option to invert screen colors to make computer use easier. In this task, you learn how

to enable and configure it from the Ease of Use menu.

& Settings

32 EASE OF ACCESS

= B < Settings

£33 MAGNIFIER

| Find a setting

Narrator
@}Magmﬁer

High contrast
Closed captions
Keyboard
Mouse

Other options

Start

@ Click or tap Magnifier.

Magnifier
@_@ "

Tracking

Y
€03 MAGNIFIER

Magnify things on the screen

Magnifier

@ on
Invert colors
@ on

Start Magnifier automatically

@D off

Magnify things on the screen

& setings

32 MAGNIFIER

Magnify things on the screen
Magnifier

@D on

Invert colors

@D off

Start Magnifier automatically

@D off

Tracking

Follow the keyboard focus
@D on
Follow the mouse cursor

@ on

@ Click or press and drag to On to turn on Magnifier.
@ Magnifier and Invert colors are turned on.

G Click or tap to increase zoom.

@ Click or tap to decrease zoom.

G Click or tap to exit Magnifier.

End



CONFIGURING EASE OF ACCESS’S HIGH CONTRAST

The High contrast feature makes using Windows easier for those with visual impairments.

Here's how to use it.

< Settings = a X

5% EASE OF ACCESS

| Find a setting

Narrator

Magnifier

0—|}High contrast

Closed captions

Keyboard <

Motes €82 HIGH CONTRAST

Other options Choose a theme

Start

& | settings

€82 HIGH CONTRAST

Choose a theme

0 Click or tap High contrast.

@ Select a scheme.

@ Preview of the selected scheme (High Contrast #1).
G Click or tap Apply to use the selected scheme.
@ Click or tap Cancel to cancel the selected scheme.

@ This is what the High Contrast White scheme looks like.

\‘/' NOTE

Other Schemes Other available schemes include High Contrast #2, High
Contrast Black, and None. Choose None to return to the normal theme. l

End




CONFIGURING EASE OF ACC
CAPTIONING

Ease of Access's closed captioning settings enable you to fine-tune ho
appear when you watch movies or TV shows that support this feature. In thi

how to change some of the most common settings.

L)

o Click or tap Closed captions.

&« settings

£33 EASE OF ACCESS

[ Find a setting

2]

Narrator

Magnifier

High contrast

P Closed captions

Keyboard

Mouse

Other options

Default

White

& Settings B

€53 cLosep A

Preview Gree)

Blue
| Yellow

Font Magenta

Gaptioncolor | Default

Default
Opaque

Caption transparency
Default

Caption style

Default

Caption size

Transparent
T

Default

Mono serif

Default

Caption effects 50%

Mono sans serif

Proportional sans serif
Casual

Raised &S Cursive

Depressed Small caps

Uniform

Drop shadow

e Closed captioning preview using the current settings.

e Change settings as desired.

O Changed settings.

6 Preview showing the changed settings.

& settings

€32 CLOSED CAPTIONS

Preview

Font

Caption color

Red v

Caption transparency
_Translucent hd
Caption style

Proportional serif -

Caption size
150%

I

Caption effects

|

)

&

) NotE

Background, Window, and Restore to Defaults

and transparency, or to restore closed captioning to its defaults, scroll down the dialog box. l

To set options for background and window color




SE OF ACCESS’S KEYBOARD SETTINGS

tings make using a physical or virtual keyboard easier for users

Closed captions

o—"Kﬁybcard

Mouse

Other options

L)

< Settings = a X

€33 EASE OF ACCESS

[ Find a setting P

Narrator

Magnifier & &3 = B
32 KEYBOARD

High contrast

On-Screen Keyboard

Turns on the On-Screen Keyboard

Sticky Keys

Press one key at a time for keyboard shortcuts

On

Turn on Sticky Keys when SHIFT is pressed five times
o@D on

Lock modifier key when pressed twice in a row

@ on

with another key

Options displayed when—))
Sticky Keys is turned on

@ on

o Click or tap Keyboard.

& on

Y] , p
Play sound when modifier key is latched, locked, or el s a8l AN
I tic) =

Scroll down for
Filter Keys options

Turn off Sticky Keys by releasing a modifier key in com

.« Home PgUp Nav
Del End PgDn MvUp
. [Enter sert Pause MvDn

A shift

with another key
4 @D o
|| Play sound when mocifier key is latched, locked, or released
j@ o

Display the Sticky Keys icon on the task bar

9 Click or press and drag to On to enable Sticky Keys.

e Click or press and drag to On to turn on the onscreen keyboard.

O Click or press and drag corners to adjust the size of the onscreen keyboard.

6 Click or press and drag to adjust the position of the onscreen keyboard.

0 Click or tap to minimize the keyboard.

i 4



CONFIGURING EASE OF ACCE

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

& Settings = @ %
£5%  EASE OF ACCESS
| Find a setting el S settings

€52 MOUSE
Narrator
Magnifier Pointer size
High contrast

b1 b 1 T 1
Closed captions
Keyboard Pointer color
1 g L
<& Settings - o X % I k 1

Other options

\S t_ l _E €% MOUSE
k_) Mouse keys
Pointer size

Use numeric keypad to move mouse around the screen

% @ o
SHIBEIEN
° ®Hold down Ctrl to speed up and Shift to slow down
1 @ on

—o

Pointer colo

%Ijk

Mouse keys

Use numeric keypad to move mouse around the screen
off

=

Use mouse keys when Num Lock is on

»@D o

N

—® —

®

o Click or tap Mouse.
e Click or tap to select a new pointer size (the checked pointer is the current setting).
e Click or tap to select a different pointer color (the checked color is the current setting).

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

6 Mouse key options.

)



Lert)

SE OF ACCESS SETTINGS

in this task provides options for changing visual settings,
setting touch feedback.

& Settings. - a X

33 EASE OF ACCESS

| Find a setting pel |

Narrator N ot
€32 OTHER OPTIONS

Magnifier

High contrast Visual options

Closed captions

Keyboard

Mouse

P Other options

o Click or tap Other options.

Play animations in Windows
D on

Show Windows background
HED on

Show notifications for

Cursor thickness
']

Mnns for sound
Flash active title bar

Touch feedback
Show visual feedback when | touch the screen

@ on

Use darker, larger visual feedback (ideal for presentations)
—

& Settings = o
€53 OTHER OPTIONS

Play animations in Windows
@ on
Show Windows background

@ on

Show notifications for

Cursor thickness

Visual notificgtions for sound

5,

Flash active title bar

Touch feedback

Show visual feedback when | touch the screen

@ on

gmer visual feedback (ideal for presentations)

s

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 press and drag to change the cursor size.

6 The cursor is thicker when the slider is to the left.

0 Darker, larger visual touch feedback is turned on.

S




SETTING UP AND USING A PICTURE P

Windows 10 not only gives you a choice of account types and't
password or a PIN, but if you have a touchscreen computer, tablet, o
touchpad, you can also create a picture password. This tutorial starts in t
dialog box.

SIGN-IN OPTIONS .
& Create a picture password

. - First, verify your account info.
Require sign in

If you've been away, when should Windows require you to sign in Q

again?

SURFACEPRO3\Mark E. Soper
Password

Change o accoutpssvors e |

PIN
You are currently using a PIN te sign in to Windows, apps, and Welcome to picture
services. password

Change | forgot my PIN

Pictu

Picture password

Sign in to Windows using a favorite photo
o__’mm

o Click or tap Add in the Picture password section.

e Enter your current password.

e Click or tap OK.

O Click or tap Choose picture.

|

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




> v+ &>

' Quick access
(¥ Downloads
/@ Desktop
/) Documents  #
| Pictures A
[, Easy Windows 1!
[] Screenshots

|1 SurfacePro3_150
& OneDrive
& ThisPC

& 2GB DRIVE (E)

ThisPC > Pictures

Organize v Newfolder

~

Screenshots

:

vl

Search Pictures

i sl e —

Feegback

=

_MG_7310_ed

(2048x1366)

l

& |

File neme: |_MG_7310_ed (20481366) v

[ A ftes

7

How's this look?

picture to position it the way

Use this picture
Choose new picture

Cancel

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

O Click or tap a photo.

6 Click or tap Open.

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

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

@ To return to steps 5 through 7, click or tap Choose new picture.

TIP

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

Lod

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. H




Set up your gestures

o B m&a | o

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

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

Continued,
Y

~J NoTE

Don't Blink, or You'll Miss Them The highlighted
gestures shown in steps 11 through 13 are displayed

momentarily after you complete each gesture. B



Mark Soper

markesoper@hotmail.com

@ Click or tap Finish.
@ The next time you log in, you can do it using your picture password.

@ Click or tap Sign-in options if you prefer not to use the picture password.
| S



‘ Mark Soper [ |
= | markesoper@hotmail.com [
-

Mssoutiookec...

outlookc... STTHREETES

jinglem—G...
jingle @..

RobinH@ ...
D) rovinre 5 we @ &

Mark Soper

markesoper@hotmail.com
Sign-in options

Start over

w7 & O

@ Click or tap to use the picture password.
@ Click or tap to use the regular password.

@ Click or tap to use a PIN.

If you use the picture password but don't use the correct gestures, click or tap Start over
to try again.

End



S WITH MICROSOFT FAMILY

y in Settings, you can view and manage their activity with
eplaces Family Safety. Here's how to configure Microsoft Family

B2 Your family X s - o P
& > O | B sk caportin s hipsce % m @O -
B® Microsoft | Account PR =
Your family
e = = Select a child to view or edit their settings Add Remove

€32 FAMILY & OTHER USERS

. Philly Mauskovitz [ SurfacePro3
Your family Phill 4 @outiook.com

You can allow family members to sign in to this PC. Adults can

manage family settings online and see recent activity to help kids Geek Chesterton O Hp-ove-ws
w stay safe. local account
= =
Add a family member 82 Micosoft account | Your £ X | B %

+
&« O ]ﬂMicwsuhcawomuun[USl https://account.microso! 1}‘ B @ O -

QPhd-—-@uutkmk_cnm Cansign in S icrosoft | Account o w =
Child

0—'>Manage family settings online

Other users

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

@ Philly Mauskovitz

N 82 Phill-#+ @outiookcom

Web browsing {
L Add someone else to this PC

Apps & games

Set up assigned access Screen time

June 23 through today

Activity reporting is turned Email weekly reports to me
= on = on
Collected from

£ Windows 10 PC

o From the Family & Other Users dialog box, click or tap Manage family settings online.

e Click or tap a child’s account to view or edit its settings.

e These settings are enabled by default. Click or press and drag to Off to disable them. Click

or tap to select a category.

O Click or tap to open the recent activity for the account.

6 Click or tap Web browsing to set up web browsing controls.

LoD



o_

Blocking/filtering—

settings

Scroll
down

BE Microsoft account | Your f X | +

& O

B Microsoft Corporation [US]

hitps/accountmicras

m*%| & B ©

(TR

Learn more

®

Web browsing «

Philly Mauskovitz
Phil @outlook.com

Block inappropriate websites
—p= on

Adult content is blocked
—’ InPrivate browsing is blocked
Bing SafeSearch is on

Applies to:

Sl Windows 10 PC

We've simplified web browsing settings. Please check to make sure they're set up the way you want.

Il Microsoft account | Your f. X | =+

B Microsoft Corporation [US]

httpsy/accountmicros

Always allow these

(7%

Enter the URL of a website you want to allow:

example.com

No websites are currently on the allowed list.

Always block these

Enter the URL of a website you want to block:

¥ Jorbecom

No websites are currently on the blocked list.

@ Philly Mauskovitz
Phili " @outlook.com
(11 -
- {‘7‘ = Recent activity ~
Web browsing
Apps & games+ @
Screen time
Allow
Block

o To block inappropriate websites, click or press and drag to On.

O To block a website, enter its URL.
G Click or tap Block.
Q Click or tap to return to the main menu.

@ Click or tap Apps & games to set up app and game controls.

‘ Contimwd/)



B Microsoft account|Your £ X | =+ = o X

e = O | weeingreena M A | B OB ©

WE n i ft —

= Microso Account P g =
® Philly Mauskovitz

Phil @outlook.com

Apps & games
Block inappropriate apps and games

—F = on
Rated apps and games are blocked based on age.
Unrated apps are allowed.
Applies to: B Microsoft account | Yourf X | + = o X
O Windows 10 PC [] Windows 10 Mobile @—»e > O | bpsu i lyz/settings/recent-a m v | =
D Windows Phone 8

Limit apps and games from the Windows Store

Child can download and purchase apps and games appropriate for:

Ratings
Apps [BETIEN  Games
+ 7 + For ages E For ages 10
7 and and up
ESRE

up

Always block these  Limited @

If you block any rated apps from Recent activity,
they will show up here.

m To turn on app and game blocking, click or press and drag to On.
@ Select an age range for downloads and purchases from the Windows Store.
@ The ratings categories for the apps and games ages that will be used are shown here.

@ Click or tap to return to the main menu.




BE Microsoft account | Yourf. X | =+ - o X
€ >0

B8 Microsoft | Account oI =]

B Micrasoft Corporation [US]  httpsy/account microsof m 7*(‘ B A O -

@ Philly Mauskovitz
Philt = @outlook.com

Recent activity
Web browsing
Apps & games

Screen time
June 23 through today
F
Activity report|ng is turned Email weekly reports to me
C= on C= on
Collected from

Ll Windowsf10 PC

Ii Microsoft account | Your f. X | 4 — 0 X

€ >0 i i mx| & @ ¢

@ Applies to:

O Windows 10 PC

Seta limit for each day of the week v
As early as No later than Limit per day, per device

Sunday [ 10:00 am ~| [830em M

Monday [ 700am ~| [1000pm ~| [ unlimited v
Tuesday [ 700am ~ | [1000em v | [ uniimitea V]
Wednesday | 7:00AM ~ | [1000em ~| [ unlimited v
Thursday [ 700 am ~| [1000pm ~ | [ unlimited v
Friday [ 700 am ~ | [1o00em v | [ unimitea V]

@ Open Recent activity and click or tap Screen time.
@ Select start and ending times for a day of the week.
@ Select a time limit per day per device.

@ Click or tap to return to the main menu.

“EM)

Other Screen Time Options In step 17, you can also select Unlimited for no time limits on a selected day of
the week or Block access all day to prevent access on that day of the week. The maximum time per day when

time limits are enabled is 12 hours, so remind children to log off when they are not using their devices. B




WITH MICROSOFT FAMILY

ings, use Microsoft Family to view the activity for a
children you set up on Windows 7 and 8.1 computers using Family

B2 Your family X |+ = o X
O | 8 vt caportontus i mr| B B O
B Microsoft | A =
s ccount L0 v =
Scroll
down
Your fam[ly W ot X | =k
& = O | A Microsoft Conforation US| hitp i m s?r‘ B @ p -
\Stm Select a child to view or edit their settings )
Web browsing Sefings
Philly Mauskovitz —®[ ] SurfacePro3 Recent searches (1)
Phil @outlook.com -
skipping school ————
o_ Geek Chesterton —®LL Hp-Dve-ws Recent websites blocked (4)
C' \! lacal account
v
» facebook.com Tuesday 1:01 PM Allow
Kids —® L cHERVL-HP D
local account
» twitter.com Tuesday 1:01 PM Allow
11 visits
. » wikihow.com Tuesday 1:01 PM Allow
Device(s) used 1visit
by each account
» playboy.com Tuesday 1:00 PM Allow
1 visit T

o From the Microsoft Family dialog box, select a child account.
e Recent searches are shown here.
e Recent blocked websites are listed here.

O Click or tap to unblock a website.

) Note

Inviting a Child  If you have invited a child to join your family, the child’s name will have “Pending” listed next

to it. To finish setting up the account with Microsoft Family, the child must open his or her email and accept the

invitation. When Pending is no longer displayed, the account can be managed by Microsoft Family. ®




5

BE Microsoft account | Yourf. X | 4 1 i
&« >0 A Microsoft Corporation [uS] | https:/accountmicrosoft.com/! M ¥ ‘ B A ©
Recent websites visited ()
L)
» bing.com Tuesday 1:01 PM Block
26 visits
» lif.com Tuesday 12:58 PM Block
6 visits
» msn.com Tuesday 12:58 PM Block
2 visits
» wikihow.com Tuesday 1:01 PM B\rx:k‘—
1 visit
» marketwatch.com Tuesday 12:59 PM Block
et B¥ Microsoft account | Your f. X | +
&« > O &) Microsoft Corporation [US]  https//account.microsoft.com/!
Apps & games Setti
Apps & games Seftings
Recently used (34)
Scroll
V-
down —@ Google Chrome L1 CHERYL-HP Block
385 hr 32 min Qlder version
Tablet PC Input Panel Helper L3 CHERYL-HP Block
105 hr 15 min Older version
GWX L& CHERYL-HP
105 hr 15 min Older version
Realtek HD Audio Manager O CHERYL-HP Block
105 hr 15 min Qlder version
Acronis Scheduler Helper L1 CHERYL-HP Block
105 hr 15 min Older version
Show all

Scroll
down

6 Recent websites visited are listed here.

O Click or tap to block a website.

0 Recently used apps and games are listed here.

0 Click or tap to see all recently used apps and games.

0 Click or tap to block an app or game.

‘ Continued, )



55| Microsoft account | Your f X | 4

e - > O E| Microsoft Corporation [US]  https://account. micresoft.com/!

= a

x| @ o -

X

Screen time Settings
On these devices
L1 CHERYL-HP _
Older version
Total 105 hr 15 min
24:00 h 2400 h 24:00 h 22:00 h

&02h
313h
I om
Time = [ ]

@ The screen time for the previous seven days is shown as a graph.

m Click or tap to return to the main menu.

Requesting Access to Websites From the main menu,
scroll down below the users to see a list of websites child

users have asked permission to view. M




LOGGING IN AFTER CURFEW WITH MICROSOFT FAMILY

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

Philly Mauskovitz

Philssss @outiook .com

AT

k.com

Time's up! ‘
It's past the curfew time your parent set. i
Come back at 12:00 AM on 6/27/2015, or ask a parent for more time. \

x|

0 Select a child account

9 Log in to the system.

@ If the login is attempted when the device is blocked, this message appears.

@ Click or tap to return to the login screen (step 1) and choose a different user.

End



0

ICROSOFT FAMILY

e of websites when web filtering is enabled. Here's what

BE Microsoft family restrictior X | +

S w) |E| PR A—

= o

D%| 2 @ © -

b3

B Microsoft

( Start ) Ask for permission

9_ I You'll need to ask an adult in your family if you can visit:
http://www.  com/

Ask by email

3/

o Enter an adult website URL.

e This site is blocked by Microsoft Family.

6 Click or tap here to request the site be unblocked.

NOTE

Answering Unblocking Requests  If you want to un-
block a specific site or a specific search for a particular
user, open the Microsoft Family website, select that

user, and go to the Web Browsing section. W

G B4y



BLOCKED SEARCHES WITH MIC

Microsoft Family blocks certain types of searches when
what to expect.

B naked people - Bing X = o X
« > D ‘ﬂ bing.com/search?q=naked+people&FORM=EDGEND 7}‘ = [l &) o
bin naked people €
1> bing people 4 .
Web Images  Videos. Maps. News Explore Rewards ‘%'
Your current Bing SafeSearch setting filers out results that might return adult content. To o
view those results as well, change your SafeSearch setting. Leam more A
Change seftings
StM Bl 6ing settings < BB
& 5 O A bingeom 262fwww.bing comBe2facco
18 John foR
Settings
GENERAL WEB  HOMEPAGE ~NEWS  PERSONALIZATION ~ WORLDWIDE
afeSearch
We've set to st your browser icated your preference for a safe web browsing

experience.

Location

Identify your location with city and state or postal code to get search results that might be relevant to your area.
Evansville, Indiana

Examples: Des Moines, IA or 50301

Or change your country/region

Display
Choose the language for the display and layout of Bing

English v

Search suggestions
Show search suggestions as you type.

[ Tum suggestions on

o Try a search for adult content from a child nt.
e Microsoft Family blocks the search.

e Click or tap Change settings.

O SafeSearch cannot be disabled.

6 Click or tap to close the browser window.

&

>V norte

For Maximum Safety, Block Other Browsers If you use browsers other than Microsoft Edge, be sure to block

them for child accounts by using the Microsoft Family controls you learned about earlier in this document. M




tasks

y
Control panel
store

% Schedule St. HD
%5 Schedule Planner
Web

D schedulefly

£ scheduleanywhere

online

schedule star
scheduleanywhere login
schedule 360

schedule ¢

t o v oo

schedule a

5= Mystuff

R schedule a fingerprinting appointment

£ Web

SChi ikulel *

©

o Click or tap the Search window.

e Type Schedule.

e Click or tap Schedule tasks.

O Click or tap Create Basic Task.

3

own built-in scheduling features. However, you can

as starting a program you use every day, with the built-in Sched-
Control Panel. This lesson shows you how to automatically open File
you log on to your computer.

(® Task Scheduler
File Action View Help

> L Task Scheduler Library

() sk Scheduter Local]

Task Scheduler Summary (Last refreshed: 5/8/2015.

Overview of Task Scheduler -
~

@‘\‘ You can use Task Scheduler to create and manage
7 common tasks thatyour computer will carry out
~ automatically at the times you specify. To begin,
click a command in the Action menu.

A

Tasks are stored in folders in the Task Scheduler

Vihrans Taview ar nerfnmm an nnerstinn nn an

[T N
Status of tasks that have started int... |Last 24 hours Y

Summary: D total - 0 running, 0 succeeded, 0 stopped, 0 failed

v

Task Name RunResult  Run Start

Last refreshed at 5/8/2015 2:33:59 PM

Connect to Another C...

T Create Basic Task... ——1

™ Creste Task.
Import Task...

[ Display All Running Ta...

& Enable All Tasks History
AT Service Account Co...
View

|G Refresh

H Hep

»

Lo




Create Basic Task Wizard

@ Create a Basic Task

Use this wizard to quickly schedule a common task. For more advanced options or settings
Trigger such as multiple task actions or triggers, use the Create Task command in the Actions pane.
Action Name: [start File Explorer ‘
Finish Description: | Starts File Explorer after logging into \ﬂﬁnduwsl

< Back

Next >

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

0 Click or tap Next.




Create Basic Task Wizard

@ Task Trigger

Create a Basic Task When do you want the task to start?
.
Action
Finish ®Uy
) Monthly
) Onetime

() When the computer starts

)
)@ When|logon

) When a specific event is logged

< Back

| e ] Lo ]

e Click or tap When | log on.
0 Click or tap Next.
@ Click or tap Start a program.

m Click or tap Next.

Create Basic Task Wizard X
L]
@ Action
Create a Basic Task
e What sction do you want the task to perform?
@ Einich P@® starta progrem
end an e-mail (deprecats
O Send il (deprecated)
) Display a message (deprecated)
<Back || Net> || Cancel

NOTE
Different Intervals, Different Options

If you choose a different interval (daily,

monthly, one time, and so on) in step 6, the options in this dialog box vary. B




Create Basic Task Wizard

E Start a Program

Create a Basic Task.
Trigger Program/script:
Action I 4
- [ |
Finish Add arguments (optional):
Startin (optional):

< Back

Create Basic Task Wizard

E Summary

Create a Basic Task

Trigger —® Nome:
action Description: | Starts File Explorer after logging into Windows
Start a Program

Tigger  |Atlogon; Atlog on of SURFACEPRO3\Mark |

L@ Action: |§|arla program; explorer.exe |

] Open the Properties dialog for this task when | click Finish
When you click Finish, the new task wil be created and added to your Windows schedule.

< Back | Finjsh ‘ Cancel

@ Enter the name of the program (explorer.exe). @
@ Click or tap Next.
@ Review the settings.

@ Click or tap Finish. (Click Back if you need to change settings.)

‘Conti«m,d)



(D Task Scheduler
File Action View Help

@ Task Scheduler (Local)
> [ Task Scheduler Library

<

Name

(& Microsoft Of...
(5 Optimize Sta...
(5 SpeechRunti...

(® User_Feed_S...

Status
Ready
Disabled
Disabled
At log on of SURFACEPRO3\Mark

Triggers
Multiple triggers defined
When computer is idle

Start File Exp...

Ready

At 8:30 PM every day - Trigger expires at 5/8

® 6

<

General l@m | Actions | C

Name:

Author:

Description:

| Settings | History |

\smn File Explorer

Location:

SURFACEPRO3\Mark
Starts File Explorer after logging into Windows

Security options

‘When running the task, use the following user account: v

&) Create Basic Task...
% Create Task..

Impaort Task..
Display All Running...
| Enable All Tasks His...
9 New Folder..
View
|6 Refresh
H Hep
(it —g
P Run
= End
4 Disable
Export..
@ Properties ¢
K Delete
=

@ Click or tap the new task.
@ To review the task’s detail
@ To make changes, click or

@ After making any changes

s, click or tap each tab.

tap Properties.

, click or tap to close.

NOTE

Testing the Task To verify the task works correctly, see whether it works

at the time or event you selected. To delete or change the task, restart
Task Scheduler as described in steps 1through 3, and then go to step 16. @

G B4y





