CLOSING AN APP FROM THE TASKBAR

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

cent

B wmGe42 e

@) Paint

=3 Pin to taskbar

X Close window Paint

Do you want to save changes to

- Copy.jpg?

Save I Den't Save

Start

CAUsers\Mark\Pictures\IMG_7642 (853x1280)

Cancel

0 Right-click or press and hold the app icon in the taskbar.

@ Click or tap Close window or Close all windows.
@ Click or tap Save if prompted to save changes.

G The app icon no longer appears on the taskbar.

"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. M

End



RTIES

ides some information about a selected drive, file, or
s “objects”), but you can learn much more by viewing an object’s
ou can use the context (right-click) menu or the Properties menu on the
as in this example) to do so.

Tap or click
o here to name
- Ml Drive Tools | This PC - X ‘ the drive.
Computer View Manage ~
= m_ T e : = Local|Disk (F:) Properties *
2 ninstall or change a program
PV A=l @ » w [ : :
3 ] 1B System properties ReadyBoost Previous Versions Quota Customize:
Properties Open Rename  Access Map network Add a network Open E
media~  drive~ location Settings [od Manage Genery Tools Hardware Sharing Security
Location Metwork System ||
« v 4 > ThisPC v ®  SearchTh). o S
v
[&] Pictures # ~ - Devyices and drives (4) Type: Local Disk
TBO01-902 i File system: ~ NTFS
;2 Local Disk (C) NTFS
Instructor Ma ™ BN | 335GBfrecof464GB » Il Used space: 105,509,444 608 bytes 986 GB
doc-dock d . Free space 214,028.201,584 bytes 199 GB
) < DVD RW Drive (D:)
DOCK-DOC files ~= Capacity 319.937.646.592bytes  257GE
Instructor's Guid
] 5D 8GB_SDHC (E) NTFS
POF Files & 1 7.426Bfreeof745GB
Creative Cloud Fil L | Disk (F2)
] 0cal sl B NTFS
(V2 .
o : P — | 199.GBfree of 207 GB Dive F Dk ey
& OneDrive
- ~ Network locations (7)
&= This PC [ Compress this drive to save disk space
[ Desktop w Cheryl (cherylhp) [#] Allow files on this drive to have conterts indexed in addgion to
Documents fle propetties
; Downloads “%: ed (tka-win7-002)
e
b Music . (g [ carcst | [ oy
17items  1item selected =S|

Tap or click
here to remove
unnecessary files.

(]
o After opening File Explorer, click or tap the drive's icon.

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

6 View used and free space here.

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




MANAGING DRIVES

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

000

ﬁﬂ- | L=l Drive Toals  40thfAnniversary (E5) — [m] *

Home Share =W R - 9 Format 40th-Anniversary (E:)
r;_ﬁ" L Q & ect
;) Capadty:
s e o ({ig Finish b§ring
BitLocker ~Optimize Cleanup Format AutoPlay |?‘45CB Vl
- (3§ Erase thi disc
Fil tem
Protect Manage Media | =5E |
NTFS e
« v 4 BB 40th-Anniversary () > v & | searchact.. p u
location unit size
v ThisPC ~ [ Name Date modified Type |4096 bytes ~ |
Sfm > [ Desktop . DCIM w 17472017 %:01 PM File folder
5 Documents @ 40th Anniversary-REVISED 12/3172016 12:25... WMV File
> 4 Downloads Wolume label
> b Music 6—* #GB_sDHC]
> [ Pictures Format options
> @ Videos 1 Quick Format
b e Local Disk (T:)
> ﬂ,} 40th-Anniversary (E |
0—’ > &0 anth-Anniversary (E)
R Ly
v & Network Stat
> O ACERVS
> B CHERYLHP
> [ EPSON-XP2OD v o€ >
2 items f=e =

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

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

e Click or tap the Drive Tools tab.

O Click or tap Format.

6 Change or add a volume label (optional). Use this option to identify the drive (examples:
Mark 32GB USB, lan’s Pix).

O Click or tap Start.

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




ey

Format 40th-Anniversary (E:)

| WARNING: Formatting will erase ALL data on this disk.
" Toformat the disk, click OK. To quit, click CANCEL.

ok ] [ Cance

7

Formatting 40th-Anniversary (E)

o Format Complete.

=0

Format 8GE_SDHC (E:)

Capacdity:
|7.4568 ~

File system -

[nes 2|

Allocation unit size

| 4095 bytes - «

11

Volume label >
[ 868 _soHc

Format options

[ Quick Format
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>

X I <1

Home

= B2
-3
E! & Move to ¥ Delete ~
» 8 B,

-_‘bRenamE

into Quick Copy
access

Clipboard

> i Local Disk (C:)
> 8P 8GB_SDHC (E})

3D 2GB_SDHC (E)

v g Network

Share

Paste

]
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Drive Toals

View

[E copyto

[1 Name
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CHERYLHP
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GOFLEX_HOME
T430-ED
TIGER-ATHLON
TKA-WINT-002
WDMYCLOUD

>

s& Homegroup

0 items

v

Manage

Organize

L ﬁa » ThisPC » 8GB_SDHC (E:)

MNew
folder

B8GB_SDHC (E)

o o
ﬂ' ProEtiesg

Mew Open

Date modified

This folder is empty.

- X
~ @
HH select all
55 select none
ﬁg Invert selection
Select
v | O Search 8G... 0
Type

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

6 Click or tap OK when finished.

Q Click or tap Close.

@ Click or tap the File Explorer icon.

m Click or tap the drive's icon.

@ The drive is empty and ready for new content.

) 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. B
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VIEWING FOLDER PROPERTIES

By viewing a folder’s properties, you can discover how
contains, the total size of the data in the folder, and where it's loca
useful if you want to determine whether a folder can be copied to a flas
disc. You can use the Properties button in the toolbar as in a previous lesson,
click menu as demonstrated in this lesson.

- | < | Local Disk (F) - O pd
Home Share View ~ ﬂ
* D o & Movetor I Delete - T~ n v Hseledal
=) - 7 BHselect none
Pin to Quick Copy Paste _ Copyto = Rename New Properties
access o] o = folder 2 L&) dE‘ Ll
. FileHistory Properties
Clipboard QOrganize New Open
« v 4 = » ThisPC » Local Disk (F) « @ | General Shaing Securty Hrevious Versions Customize
Instructor's Guid ™ = N . -
=® . FileHistory Date modifi FileHistory
S tMt PDF Files 8
G Type: File folder
\_/ o Creative Cloud £ Open in new window Date modif| 4
Location: F\ Q
& OneDrive Pin to Quick access
- EHl Scan with Windows Defender.. Date modifi | 2 12968 (13.920.76¢ 322 bytes)
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Deskt: are witl
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Resti i
p| ¥ pownleads s Created Thursday, October 13, 2016, 12:16:10 PM
. Include in library >
b Music -
in to " .
=] Pictures Atributes: [m] Read-only ({Only applies to files in folder)
- > D
i Local Disk (C2) Cut
8D 8GB_SDHC (E) Copy
- Local Disk (F:) Create shortcut
items 1 item sele Delete

Rename QK Apply
Properties

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

9 View the folder name.
e View the folder location.
O View the amount of disk space the folder’s contents use.

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

O Click or tap OK.
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PROPERTIES

igital camera or edit the file, information about the
, and editing software is stored as part of the picture file. You can
n, called metadata, using File Explorer.

o wl IMG_1163 Properties x

General Secuity Details Previous Versions

= Picture Toals  Pictures - o X
[MG_1163 |
Home  Share  View  Manage ~ @
E= o cut T 5 ™openf [ selectan
|EI| V|
D Wi Copy path * x 1+ . [ Edit 5 Seleet none Type offile:  CR2 File (CR2)
Pinto Quick Copy Paste Move Copy Delete Rename  Hew Properties - }
e [F] Paste shortaut | 4q- 5 > folder S £ Histol £ invert selection Opens with: ~ Photos
Clipboard Organize Hew Open Select
« « 4 [E > ThisPC » Pictures > ~ @ | SearchPic.. B Location: C:\Users\Mark\Pictures
CompTIAA+ Cext A Mo B ~ Size 237 MB (24,878,173 bytes)
Regular 220-901 # . "
g Wl IMG_1163 Propertifs % Size on disk:  23.7 MB (24.879.104 bytes)
dec-doox
v
DOCX-DOC files General Securty Delals  Previous Versians Created Monday, February D8, 2016, 3.43.02 PM
NEW Retr d File!
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PDF Files Property Value 2
Accessed Monday, February 08, 2016, 3:43:02 PM
< Creative Cloud Files Camera = i
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& ThispC Size 237 MB Security: This file came from another 7] Unblock
B Desktop Authors computer and might be blockedto @
. Camers maker Canen help protect this computer
Documents
Camera mode! Canon EOS REBEL T3i
¥ Downloads
Camera serial number
P Music 150 speed 150-800 oK || Cancel | [ py |
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85items  Titemselected 23.7MB  State: §h Shared Expasure time 1/200 sec.
Exposure bias Ostep
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Bemove Properties and Personal Information
o_—’ sopy

o From File Explorer, click or tap a picture file.
e Click or tap the Properties button.
e If an Unblock box is displayed, 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.

J 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. B

€«




Music folder.)

VIEWING MUSIC TRACK PROPER

Whether you create a music track by ripping your own
music source, you can learn more about the track from its Details
this information in File Explorer. (Each user’s music files are stored by de

=1 MusicTools  Selections from Victory at Sea and Other Favorites =
Home Share View Play ~ @
D &% cut L x IEII iy Glopen - [ selectan
w:l Copy path @ 1 Edit £ Select none 3 .
PintoQuick Copy Paste Move Copy Delete Rename  New A Properties =, = : © (4 Beneath the Sogthern Cross Properties
e [7] Paste shortcut  tg+  to~ S folder @ History 2 invert selection
Clighoard Qrgani Hewy Open Select General Securty Details  Previous Versions
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EEL 3
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[ Desktoy Proj Value
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Decuments €] 08 Colpnel Bogey March 8 Initial key Album artist Erich Kunzel/Cincinnati Pops
& Downloads €] 09 Wagaw Concerto [From Suicide Sq... @ Beats-perminute Album Selections from Victory at Sea
D Music €] 10 Suitk from the Valiant Vears 10 Protected ho Year 1989
[&] Pictures [€] 11 Maih Theme [From the Battle of Bri.. 11 Part of & compilation
B videos 9] 12 Ovg There 12 File Genre Easy Listening @
i Locel Disk (G 5113 Mafch [From the Longest Day) = Name 04 Beneath the Southem Cross @ Length 0003 31@——
59 868.SDHC € % 14 Gerferal's March- Macarthur March... 14 em type MP3 File @l Audio ‘—
o s Mg 15 Amfed Forces Medley- The Air Forc.. 15 Foldr path CAUsers\Mark\Music\Erich K. i 2ot @l
15items 1 item selected 807MB__ State: 4L Shared Date created 1/4/2017 8:35 PM Crigin
Date modified 11/17/2008 5:27 PM Publish Tel
ublisher arc
Size 8.07MB hd
Attibutes A Remove Properties and Personal Information
Availability Available offline
Offline status
Shared wih AcerVE\HomeUsers Aoply
Owner ACERV5\Mark
Computer ACERYS gthis PC)
4
Remove Properties and Personal Information
O——i— o

o From File Explorer, click or tap a music
e Click or tap the Properties button.

e Click or tap the Dettails tab.

track.

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

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

O Click or tap OK.

€«
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Removing Properties from Files

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

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




UP PRINTER

a shared printer (or when another device with a
omegroup), you can install the printer from the HomeGroup
ontrol Panel (Control Panel, Network and Internet, HomeGroup). Use
to find and start Control Panel.

*& HomeGroup - m] *

™ *& > Control Panel » Network and Internet » HomeGroup v O Search Control Panel 2

Change homegroup settings

. /1. HomeGroup found a new shared printer on your home network. _o

Installing it will make it available to everyone on this computer.

Libraries and devices you're sharing from this computer

= Pictures B videos

_& Music [ Printers & Devices

Change what you're sharing with the hemegroup

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
9 Change the password...

Leave the hemegroup...

Change advanced sharing settings...
Start the HomeGroup troubleshooter @ Printers ®

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

| install driver | [ Cancel

©

o From the Control Panel's Homegroup listings, click or tap Install printer.

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

&

TIP
Using the Shared Printer To use the shared

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




OPENING HOMEGROUP FILES

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

B = MakE Soper

Home Share View
.:| [H Preview pane Medium icons Small icons a [F]= [ ttem check boxes d EI
BE List B== Details i1~ [ File name extensions
NE;;%E:I'O” [MD:tazpone EE Content e E;r't i1 [ Hidden items Hlde"s:ﬂlfsdeu Dpt'\ons
Panes Layout Current view Show/hide

« = « 4 [l > Homegroup > MarkE. Soper » v @ | SearchM.. o

-~
> b Music ~ TIGER-ATHLON (6)
> [&] Pictures
. A0th Anniversary Slide Show % Documents
> @ Videos @@ (WTIGER-ATHLON) ; Library
> ‘am Local Disk (C) N
me > 8D 8GB SDHC (E) Family Slide-Neg Scans b Music
TIGER-ATHLON
5w Local Disk (F) o (TIGERGHLON B Library

> 5P 8GB_SDHC (E) @ Pictures % Videos
Library Library

> s Local Disk (F:)

> @' Network

9_-’“ Homegroup

> [l Cheryl
> [l Mark E. Soper
> ! MarkfSoper

6 items ==

0 Click or tap File Explorer.
9 Click or tap Homegroup.

e Click or tap a user’'s name and then an available folder or drive.

| S
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+ | Cheryl-Mark

|

Home Share

igation [TH Details pane
ane -

Panes
.1
J! Music
[&=] Pictures
B Videos
tie Local Disk (C:)
80 8GB_SDHC (E)
- Local Disk (F)

3D 2GB_SDHC (E)
= Local Disk (F:)
@ Metwork

*& Homegroup
B chen
Bl Mark E. Soper

0 Mark Soper
w

16 items State:@ Online

View

.:| [TH Preview pane [®] Extra large icons| =] Large icons

Medium icons

BB List

EEE small icons
== Details

Layout

Cheryl 1977 2

Current view

Item check boxes
File name extension ol
Hide selected
Hidden items items

Show/hide

A &
<« Mark E. Soper » Family Slide-Meg Scans (\TIGER-ATHLON) » Cheryl-Mark »

~ 0

Cheryl 1977 3

e

Options

Search Cl

6

I=] Cheryl 1977 3 - Windows Photo Viewer

File ¥ Prnt * E-mail

Bumn v |Open =

e

O Navigate to the folder that includes the file you want to use.

6 Double-click or double-tap a file to open it.

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

&



CONNECTING TO A HIDDEN NETWORK

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

(7 mes _RE

- WOW!9450
- belkin.f44
- belkinf44
Network WOW!9450
* Network
- WOw4419 belkin.f44
. - WOw!4419
- WOW!6446 Paul's Network
Jt * - belkin.fd44.guests
\-‘/ - WOW!9450 WOW!4419
- Hidden Network

- belkin.f44.guests belkin.f44.guests Enter the name (S5ID) for the network

esternDigital-f1 %

= Hidden Network Hidden Network Next Cancel

Connect automatically

o -

Connecting Airplane mode Ne > Connectilig Airplane mode

= % @ B ENG y b A~ B % o B ENG

Connecting Airplane mode

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

9 Click or tap Hidden Network.

e If you plan to connect to this network again, click the empty Connect automatically
checkbox.

G Click or tap Connect.

6 Enter the name of the network (SSID).

G Click or tap Next.

Continuned



(7 Hidden Network

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

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

Yes. No
WOW!9450

belkin.f44

Network

WOw!4419
WesternDigital-f1
Limited

ﬁ

belkin.f44.guests

)

Hidden Network

N

ﬁ\\

Cancel

belkin.f44
% [;):'

Connecting Airplane mode : Network

WOow!4419

- WOWI9450

i ’%}'

No intemet Airplane mode

6 Enter the network security key.

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

o Click or tap Next.

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

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

i 4

TIP

Fixing a Limited Connection If you see Limited instead of Connected (as in step 11), 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.” ®




| f nd a setting

Personalization

Background

Colors
G—'} O3 Lock screen
J @ Themes
tart
.- & S

B Taskbar

@ Lock screen

Preview

Background

| stideshow

Choose albums for your slideshow

Pictures

_’ ot Add a folder

@_

G From Personalization, click or tap Lock screen.

9 Click or tap to select a background option.

e Select Slideshow.

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

folder.

7 NOTE

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

and choose a photo.

~

4

PUTTING A SLIDE SHOW ON THE LOCK SCREEN

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

& Lock screen

Preview

Background

| Picture

Choose your picture

Browse

Windows spotlight

Slideshow
4

Continuned
v




Select Folder

X
<« v 4 SR> ThisPC » 8GB_SDHC (E) ~ @ | Search 8GB_SDHC (E:) p

E- @

Date modified Type

Organize v New folder

A

I ThisPC Mame

Size

Desktop | VBS 2016 Day 4
Documents

¥ Downloads

e . T o x
] Pictures

8 Videos

‘i Local Disk (C:)

1/8/2017 &:23 PM File folder

B Lock screen

30 8GB_SDHC (E)
&0 8GB_SDHC (E)

2 Network
v < >

Folder: | VBS 2016 Day 4

[ choosethisfolder | | Cancel |

Background

| Slideshow

Choose albums for your slideshow

0——.\/55 2016 Day 4
Pictures

Add a folder
+

Advanced slideshow settings

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

@ on

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

o Click or tap Choose this folder.

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

S




ADVANCED SLIDE SHOW SETTINGS

In this exercise, you learn how to fine-tune your Lock screensli

Setings - o x

@ Lock screen

Settings - [m]

:

& Advanced slideshow settings

nclude Camera Roll folders from this PC and OneDrive

On

i

Background

| Slideshow ~ Only use pictures that fit my screen

On

i

Choose albums for your slideshow lay a slideshow when using battery power

off

Sf f . VBS 2016 Day 4
\-/ When my PC is inactive, show lock screen instead of turning off
. Pictures the screen

Add a folder
+

;

On

i

Turn off screen after slideshow has played for

| Don't turn off ~

o—'} Advanced slideshow settings 30 minutes

Get fun facts, tips, and more from Windows and Cortana on your 1 hour
lock screen

@ o

3 hours

Don't turn off

&

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

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

e Select a time delay if you want the screen to turn off after the selected slideshow play time
has been reached.

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

&0



S ON THE LOCK SCREEN

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

Settings - o X e

= Settings - o X
@ Lock screen <
o e e Settings
& Lock screen
& Lock screen i
Advanced slideshow settings e e
S
Get fun facts, tips, and mare from Windows and Cortana on your Advanced slideshow settings
lock screen
@ o Advanced slideshow settings Get fun facts, tips, and more from Windows and Cortana on jour
lock screen
Get fun facts, tips, and more from Windows and Cor{
Choose an app to show detailed status lack screen Q on
@D on
Choose an app to show detailed status
(Hone Choose an app to show detailed status
Cho < status
. Weather I. . . Choose apps to show quick status

hocse mmps o shon vk s .nﬂ..._

Sho Phone ind picture on the sign-in screen
- — L |
Show lock screen background picture on the sign-in screen
s one
S| und picture on the sign-in On
Scref - ‘ Cortana lock screen settings
alendar Messaging

Scre: d gs Screen timeout settings X

o

Mail S E Skype Preview Screen saver settings 1 _ 3 8 .
Thursday, January 5
o e ) Alarms & Clock 4I—| . y
] DC. 36"
Calendar ?
E Mail

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

e Choose an app.

O 0AQ0@Ea

e Click or tap a quick status icon.
O Choose an app.
6 Lock screen settings display the selected detailed and quick status apps.

o Note the app notifications on the Lock screen.

C Ed Y

) NoTE

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




OVERVIEW OF THE THEMES ME

Found among Windows Settings, the Themes menu is u
combination of sounds, backgrounds, and icons to personalize you
customization also includes selecting mouse pointers, system sounds, an
Here's a brief review of these options. To open Personalization settings, click o
Settings, Personalization.

:

| hﬂ:i a setting

B Themes

Personalization
Themes

Background Theme settings

Colors

=
St
28 Lock screen
Pz

Related Settings

Advanced sound settings

Themes.

Desktop icon setting: :

B8 Start Mouse pointer settings

B Taskbar

o From the Personalization settings, click or tap Themes.

e Click or tap Theme settings to select a combination of background, sounds, colors, and a
screen saver.

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.

O Click or tap to return to the Personalization settings.

&



CONFIGURING EASE OF ACCESS’S MAGNIFIER

The Ease of Access menu provides options that make using Windows 10 AE easier for users
with visual or mobility issues. 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 open the Ease of Access menu from Windows Settings (click
or tap Start, Settings), and enable and configure Magnifier.

Settings - o x
Settings - [m] X
Ease of Access
4 Narrator
System
L iy, notifications, apps, power @_‘&l Magnifier
&g Devices % High contrast
! t t Bluetooth, printers, mouse

, Network & Internet
Wi-Fi, airplane mode, VPN

Personalization
j
Background, lock screen, colors

g Accounts
Your accounts, email, sync, work, family

art Magnifier automatically

IEI Privacy
Location, camera

racking

llow the mouse cursor

From Windows Settings, click or tap Ease of Access.

Click or tap Magnifier.

Click or press and drag to On to turn on Magnifier, which immediately magnifies the screen
area near the mouse pointer.

Click or press and drag to On to invert colors.

Here the screen shows Magnifier with inverted colors active.

Q0 O000e

Tap or press and drag outside the frame to move the Magnifier window.

Continuned

TIP

Fixing Magnifier Startup Issues If Magnifier won't start from the Ease of Access menu, search for Magnifier
with Cortana/Search, right-click or press and hold the Magnifier shortcut, and select Run as Administrator. B



¢ Magnifier

Full screen Ctrl+Alt+F

Lens Ctrl+Alt+L

o

Ctrl+Alt+D

4

i
7
B

Ctrl+Alt

6 Click or tap to increase zoom.
@ Click or tap to decrease zoom.

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

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

N\

NS,

End
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F ACCESS’S NARRATOR

Windows 10 AE read screen menus and content to you
re's how to set it up.

| Imd a setting

Ease of Access

@
£
es]

o—-ﬂg Narrator

Magnifier

High contrast

Closed captions

Keyboard

Mouse

Other options

% Narrator

Hear text and controls on the screen

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

Narrator
e—»m on

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

Start Narrator automatically
e—»m on
Voice
Choose a voice |

| Microsoft David Mobile - English (United States) |

Microsoft David Mobile - English (United States)

Speed

Microsoft Zira Mobile - English (United States)
Microsoft Mark Mobile - English (United States)
Microsoft David Desktop - English (United States)

Microsoft Zira Desktop - English (United States)

o Click or tap Narrator from the Ease of Access menu (Windows Settings).

e Click and drag to On to enable Narrator.

6 Click and drag to On to start Narrator automatically when Windows starts.

o Click or tap to select a different narrator voice.

TIP

Browser Switching You might be prompted to use
Internet Explorer (IE) instead of Edge with Narrator.
If prompted, make IE your default browser. B

|




& Narrator

Speed

P—

S

Pitch

%

% Narrator

Use scan mode to navigate apps and web pages with the up and down arrow keys. To tum it on, press
Caps Lock+Spacebar. To activate an item such as a link, press the spacebar. When you press the

spacebar to type in a text box, scan mode will be tumed off, and you'll need to turn it back on when
you're done typing.

Intonation Pauses
@ on

Some voices do not support this setting.

Sounds you hear

Read hints for contrals and buttons

@ on

Characters you type

@ on

Words you type

@ o

Lower the volume of other apps when Narrator is running

@ on

Play audio cues

Q-

.
Tap three times with four fingers to review the full set of touch gestures supperted by Narrator.
Drag a single finger around the screen to hear the names of the items you're touching, If
you're using a keyboard, press Caps Lock + F1 to review the full set of Narrator commands.

%
(2]

Marrator Settings
9

General
Change how Narrator starts and other standard settings

Navigation
Change how you interact with your PC using Narrator

Voice
Change the speed, pitch or volume of the current voice or choose a new veice

Commands
Create your own keyboard commands

Minimize
Minimize this window and retum to your app

it
Exit Narrator

6 Click or press and drag to left (slower/lower) or right (faster/higher).

o Scroll down or flick up to review or change default settings.

7]
8

0 Double-click or double-tap to exit Narrator.

when you are finished reading.

being narrated.

Note the special instructions for selecting menu items using Scan mode. Click or tap Got it!

The Welcome to Narrator box appears when Narrator starts. The box highlights what is

G End Y




CONFIGURING EASE OF ACCESS’S HIGH CONTRAST

The High Contrast feature found in the Ease of Access menu makes using Windows 10 AE
easier for those with visual impairments. Here's how to set it up.

I & High contrast _@
Ease of Access & Settings
e of Acce 9 Choose a theme
] .
= Narrator B ngh contrast High Contrast #1 -
@, Magnifier [T e

None

Choose a theme
-};.;); High contrast

B Closed captions High Contrast #1

High Contrast #2

E  Keyboard

‘.Stﬂ/t 0 Mouse

7 Other options

Hyperlinks High Contrast Black

Selected Text

High Contrast White
Disabled Text

Button Text

Selected Text

I:I Background
Apply Cancel

T 71

Button Text

0 Click or tap High contrast from the Ease of Access menu (Windows Settings).
@ Open the theme menu.

@ Select a theme (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. M

End




CONFIGURING EASE OF ACCES

Ease of Access’s closed captions settings enable you to
appear when you watch movies or TV shows that support this fea
how to change some of the most common settings.

| lm:i a setting

Ease of Access
= Narrator
@ Magnifier

¥ High contrast
o—-’@ Closed captions
= Keyboard

0 Mouse

& Other options

& Closed captions

Preview

=

Q_

(. These are My caplion settings:
X : ~=

e —

Font

Caption color

| Default v+—

Caption transparency

| Default v+—

o

d
Caption style A
| Default v +—
Caption size
| Default v ‘—
Caption effects
| Default ~ |

& Closed captions

Preview

Font

Caption color

| Red

Caption transparency

| Opaque

Caption style

| Proportional serif

Caption size

[ 150%

Caption effects

| Default

0 From the Windows Settings Ease of Access options, click or tap Closed captions.

e Preview the closed captioning using the current settings.

e Change settings as desired.

O View the preview after changing settings.

i ore

Background, Window, and Restore to Defaults To

set options for background and window color and
transparency, or to restore closed captions to its
defaults, scroll down the Settings dialog box to view

the background and window settings. ll

€«




CONFIGURING EASE OF ACCESS’S KEYBOARD
SETTINGS

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

& Keyboard
<« [JEEw - o X
- "o On-Screen Keyboard
| Turns on the On-Screen Keyboard
@—m on
Ease of Access
) Narrator StICky Keys
Press one key at a time for keyboard shortcuts
@, Magnifier
Start pe o
#£ High contrast Turn on Sticky Keys when SHIFT is pressed five times
————
B Closed captions --Q on
Lock modifier key when pressed twice in a row
3 Keyboard
o@D on
0 Mouse Turn off Sticky Keys by releasing a modifier key in combination
with another key
(&  Other options He@D on
Play sound when modifier key is latched, locked, or released
Le@D on

Home PgUp
Display the Sticky Keys icon on the task bar
r_\

End PgDn

Caps s C j . Enter Insert  Pause

Shift ;N shift PrtScn  Sarlk

Fn Ctrl g At arl & VY > B Options Help

6 From the Ease of Access settings (Windows Settings), click or tap Keyboard.
9 Click or press and drag to On to enable Sticky Keys.

@ Disable features as desired.

@ Click or press and drag to On to turn on the on-screen keyboard.

@ Click or press and drag corners to adjust the size of the on-screen keyboard.

@ Click or press and drag the title bar to adjust the position of the on-screen keyboard.

End

e

TIP

Closing the Keyboard The on-screen keyboard uses window controls similar to other Windows 10
apps. Click or tap the X in the upper-right corner of the keyboard window to close the keyboard. l



CONFIGURING EASE OF ACCESS’

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

O Settings

& Mouse
Pointer size

| Find a setting pel e r —
k1 3 LI RT 4=
Ease of Access S | |

9 Narrator .

% Mouse Pointer color
@ Magnifier N

. . | ﬁ P
¥ High contrast Pointer size 1 L [ | +—
v L':ti B2 Closed captions T | % I | % I

[ | | Mouse keys

Keyboard | I D S
Use numeric keypad to move mouse around the screen
PO Mouse Paointer color @D o

% Other options 1 [ | v Hold down Ctrl to speed up and Shift to slow down
| .
| % I rI | E @ of

Use mouse keys when Num Lock is on

Mouse keys o

Use numeric keypad to move mouse around the screen
@D on

Hold down Ctrl to speed up and Shift to slow down
PED of

Use mouse keys when Num Lock is on

}o QOn

090

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

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

o Click or tap and slide to Off if you want to use the numeric keypad for data entry when
Num Lock is on.

O Click or tap to return to the Ease of Use menu.

€9



| Find a setting

Ease of Access

4 Narrator

@ Magnifier

% High contrast
& Closed captions
Keyboard

0 Mouse

-’(‘: Other options

& Other options

Visual options

Play animations in Windows

@@ o ¢

EASE OF ACCESS SETTINGS

ional category of options to further fine-tune your
options menu discussed in this task provides options for changing
sting cursor width, and setting touch feedback.

Show Windows background

4
@ o ¢
Show notifications for

5 seconds

Cursor thickness

J
O_ Visual notifications for sound

Touch feedback

@ o

Show visual feedback when | touch the screen

p— -
% Other options

@) o

Show Windows background

@) off

Show notifications for

5 seconds
5

Cursor thickness

SN —.—

@

Visual notifications for sound

None ~

Touch feedback
Show visual feedback when | touch the screen
o@D on

Use darker, larger visual feedback (ideal for presentations)

o@D on

o From the Ease of Access settings (Windows Settings), click or tap Other options.

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

6 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 right.

e Enable visual touch feedback and darker, larger visual touch feedback to see touch

highlights like this.

&




SETTING UP AND USING A PICTU

Windows 10 AE not only gives you a choice of account
password or a PIN, but if you have a touchscreen computer, tablet,
touchpad, you can also create a picture password. A picture password us
you select along with gestures you draw with your finger or stylus on the scre
configure a picture password from Windows Settings. (Click or tap Start, Settings.

Settings - [m] x Settings

[Fna = setting 2| e & Sign-in options

Jm} System .
Display, notifications, apps, power Setings - B X HPIN

E Devices | find a setting £ Create a PIN to use in place of passwords. You'll be asked for this
Blustooth, printers, mouse PIN when you sign in to Windows, apps, and services.

@ Network & Internet Accounts Add

Wi-Fi, airplane mode, VPN

S t Mt A= Your info
Personalization H
k—/ =4 Background, lock screen, colors = Email & app accounts Rd Picture passwo rd
_}R Accounts @, Sign-in opticns ‘ Sign in to Windows using a favorite photo
Your accounts, email, sync, wark, family
Add
B3 Access work or school

@., Time & language
AP Speech, region, date

R, Family & other people

Privacy
|, Easeof Access

<" Narrator, magnifier, high contrast

(@]

Sync your settings Show account details (e.g. email address) on sign-in screen

EI Privacy Windows Security %
Location, camera
Create a picture password .
7~ Update & security ] ki ngs
R~ windows Update, recovery, backup First, verify your account info.

- MicrosoftAccount
::‘_';,\ \markesoper@hotmail.com

A
4

Q
O « e

o From the main Settings dialog box, click or tap Accounts.
e From the Accounts menu, click or tap Sign-in options.

e Click or tap Add in the Picture Password section.

O Enter your current password.

6 Click or tap OK.

|

TIP

Picture Passwords for Security A picture password is better for security than a PIN because it's harder for a
snooper to figure out how you log in to your touchscreen device when you use gestures than when you enter a PIN.




Open

Welcome to picture
password

Organize v New folder

Quick access

¥ Downloads  #
& Desktop A
[ Documents &
= Pictures »

1L Easy Windows 11

Screenshots

SurfacePro3_150
& OneDrive
&) ThisPC

&7 2GBDRVE(E)

Choose picture

Use this picture
Choose new picture

Cancel

Click or tap Choose picture.

Navigate to the folder containing the picture you want to use.
Click or tap a photo.

Click or tap Open.

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

Click or tap Use this picture if you are satisfied.

6/
7
8
9
10
D
12

to steps 7-9 and try another.

TIP

Vertical or Horizontal?

vertical photo if you use a tablet in vertical (portrait) mode. M

= ~ A 4> ThisPC » Pictures

Camera Rolo

Screenshots

<

&

_MG_7310_ed
(2048x1366)

Search Pictures P

- 1 @

Saved Pictures

-
i

IMG_5775

File name: ‘7MG,7310,Ed (2048x1366)

v [anfies v|

If you aren't satisfied with the picture you chose, click or tap Choose new picture to return

Continuned

S

Choose a horizontal photo as in this example if you use a laptop, desktop, or convertible
(2-in-1) device primarily with a mouse and keyboard, or if you use a tablet in horizontal (landscape) mode. Choose a




picture password

Set up your gestures

@ Draw the first gesture (line, circle, or tap) on-screen.
@ Draw the second gesture on-screen.

@ Draw the third gesture on-screen.

Continued,
L

(>< NOTE

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




Third gesture

Second gesture

Start over

First gesture

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

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

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

|



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

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

@ Click or tap to use a PIN.

\
Q.. |

Passwords First, Then Picture Passwords You

Continuned

cannot create a picture password for an account
until a regular password has been created. B




Mark Soper

Sign-in ntions

Mark Soper

The picture password is incorrect. Try again.

@ This login dialog appears when you select a picture password.
@ Click or tap to use the regular password.
@ Click or tap to use a PIN.

@ Click or tap to use the picture password.

@ If you use the picture password but don't use the correct gestures, click or tap OK, and
then select the login method you want to use. (Refer to steps 24-26.)

i 4

TIP

Mastering Gestures When you use a picture password, you must use the same gestures in the same order
and performed the same way. For example, if you use a circle gesture, make sure you remember what part of
the picture you are circling and the direction you move your finger (clockwise or counterclockwise). M




| rmd a setting

=

Cat) |,
o

System
Display, notifications, apps, power

Devices
Bluetooth, printers, mouse

Network & Internet
Wi-Fi, airplane mode, VPN

Personalization
Background, lock screen, colors

Accounts
Your accounts, email, sync, work, family

Time & language
Speech, region, date

Ease of Access
Narrator, magnifier, high contrast

Privacy
Location, camera

Update & security
Windows Update, recavery, backup

MANAGING CHILD USERS WITH

When you add a child to your family in Settings, you can
with the Microsoft Family website, which replaces Family Safety.
Microsoft Family settings.

<«

Settings

Find a setting

Accounts

= Your info

Email & app accounts

Sign-in options

Access work or school

Family & other people

Sync your settings

=

& Family & other people

Your family

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

Add a family member
+ Y

0 John Jacobson Can sign in
Child

e sillyputty88@outlook.com Can sign in
Child

0 From Windows Settings, click or tap Accounts.

e Click or tap Family & other people.

Manage family settings online

Other peqple

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

+ Add someone else to this PC

et 1in assinned acece:

e From the Family & other people settings, click or tap Manage family settings online.

|




B2 Vour family x B B o X
& > D | Microsottc I S e y Wwy| = [4
Your family
Children
R John Jacobs ﬁ Add money so John Jacobson can shop within Check recent activity
on limits
Jjingleheimer99 Purchase & spending
@outlook.com Add money
3 devices Screen time

More ~ 4—
I ‘Web browsing
Silly Putterso B
@ R ﬁ Add money so Silly Putterson can shop within Apps, games & media

8/

B Recent activity X+

< = 0O ‘ ountmicrosoft

limits
sillyputty88@o0

utlook.com Add money Find John on a map

Remove from family

m‘ 2 Geek Cheste Check recent activity

\ @ @ @ o

\/ account an thi creen time v
John Jacabson
jingleheimer99@outlook.com

Web browsing

Apps, games & media4d Q

. 4
Recent activity «

Activity reporting
—p@D on Screen time

InPrivate browsing is blocked

Purchase & spending
0——m Email weekly reports to me Flnd yOUr Ch‘ld

For Web browsing limits and reports of web browsing activity, kids need to use Microsoft Edge or Internet Explorer. To ~

O Your browser opens. Click or tap the down arrow to see all settings that can be managed.

6 Click or tap Check recent activity.

0 To enable activity reporting, press or click and drag to On.

O To receive emailed activity reports for this account, make sure this box is checked.
e Click or tap the down arrow.

Q Click or tap Apps, games & media.

‘ Contémwd/)



3 year olds
4 year olds
5 year olds

6 year olds

BY Apps games & media X+

& > O | swountmicrosot y gs/apps-g 755 (1 Y¢ ||7 year olds

Apps, games & media ~ 8 year olds

12 year olds 9 year olds

Block inappropriate apps and games
®__") e 13 year olds 10 year olds

We block kids from mature movies and games ali

14 Id
year olds 1 yearold54_—®
Applies to:
28 Windows 10 PCs & Mobile 15 year olds I

fa) XboxOne 16 year olds

17 year olds

Limit apps, games and media from th| 18 year olds

Child can buy, then download or stream conten 19 year olds ppropriate for:

Any age (no restrictions) v

20 year olds

Manage what your child can buy in Purchase S_

@ Click or tap and drag to turn on app/game blocking.
m Click or tap to select an age restriction.

@ Scroll/flick to see all age settings.

@ Click or tap an age.

‘ Contmd/)




8]

B Recent activity

& = O |

X s

ccount microsoft.

(])
Y

John Jacobson
jingleheimer99@ouflook.com

L N
Recent activity v'

Activity reporting
& o

InPrivate browsing is blocked

Email weekly reports to mg

For Web browsing limits and re

E° Apps games & media X+ = (m] X
S = () ‘ account microsoft ly pps-g 163758 pe ‘ = 7 O
Ratings
Apps Movie Games
For ages 7 For ages 9 For ages 10 and
7 + and up @ and up M uj
ESRB
-\ v Music _®
For ages 9 For all ages
PG and up
ly#/setti ent-activity/-463758576323211207¢ [ Blocked apps & games
CP) (R} CR\J Google Chrome Remove
B - - Opera Remove
Sogue High-speed Browser Remove
Mozilla Firefox Remove
Web browsing 360 Browser Remove
Apps, games & media
Screen time ¢ @
Purchase & spending
Find your child lto use Microsoft Edge or Internet Explorer. To -

14

Scroll down to see the game/movie ratings that are used based on the age restriction (if
any) selected in step 13.

Scroll down to see installed games and apps (including third-party browsers) that are
blocked for this user.

@ To unblock an app or game, click or tap Remove.

@ Click or tap to return to the main menu.

@ Click or tap the down arrow.

@ Click or tap Screen time.



2% Screen time x =8 =

o
@_}e e ‘,mmcm.r ft ly -time/-463758! L_[*‘ = & 5 -

Screen time ~

Set limits for when my child can use devices

e o

Applies to:

28 Windows 10 PCs

Choose the times John Jacobson can use devices

As early as No later than Limit per day, on this device
Sunday | 1:00 PM | | 9:00 PM | | Unlimited M Unlimited
Monday [300pMm v [es0em ~| [ uniimited ~ | Block access all day
Tuesday [700am v [s0em ~| [ uniimited > | 30 mins
Wednesday [ 700am v [ro00em v | [ uniimited e
Thursday [ 700am v [1000em ~| [ uniimited 14 1 30 mins
A
2 hrs 30 mins
3hrs
3 hrs 30 mins
4 hrs

@ To set time limits, click or press and drag to On.

@ Select the earliest and latest times (in half-hour increments) that the computer is available
to this account for a day.

@ Click or tap to choose the time limit for a day.
@ Scroll down or flick up to see all options (up to 7 hours, 30 minutes).
@ Click or tap atime limit for the selected day.

@ Click or tap to return to the main menu for this account.

‘ Contmd/)

NOTE

Maximizing Screen Time The maximum time per day when time limits are enabled is 8 hours, so

remind children to log off when they are not using their devices. B




2% Recent activity = o ;
PR ) ‘ InEiCIOeoTE Iy#/setting: ivity-a63758576323211207c  [[[] ¥ ‘ = Z O
d @

John Jacobson
jingleheimer99@oulook.com

Recent activity v Web browsi ng

Apps, games & media
Activity reporting pps. g
- ) On .

Screen time
InPrivate browsing is blocked

Purchase & spending 4 @
Email weekly reports to me Fmd your Chl‘d

V N

For Web browsing limits and reports of web browsind activity, kids need to use Microsoft Edge or Internet Explorer. To v

28

@ For other options, click or tap the down arrow.

@ Click or tap if you want to provide this account with purchase or free download options for
apps and content from the Windows Store.

@ Click or tap to locate this account (used only with accounts running Windows 10 Mobile).
@ Click or tap here to edit another account.

@ Click or tap to exit. Your changes are effective immediately.

(‘EM)



Child Users with Microsoft Family).”

VIEWING CHILD ACTIVITY WIT

After you configure child activity settings, use Microso
particular child. You can also use Microsoft Family to block or allo
websites. To access Microsoft Family, see steps 1-3 in the previous exerci

2% Recent activity x B8

&< > 0O | account microsoft y i ent-activity/-463758576323211207¢

Web browsing

Change settings

—® Recent searches (2)

Web (1)
pi naked people
Images (1)

naked people

—@ Recent websites blocked (1)

©

Fom)family#

lohn Jacobson can shop within

Check recent activity
Purchase & spending
Screen time

More ~

illy Putterson can shop within

v
> @ youtube.com 1 visit Friday 9:28 AM Allow
@ Recent websites visited (2)
> E msn.com 2 visits Friday 2:28 AM 0—} Block
> bing.com 1 visit Friday 9:28 AM Block
\ H ] limits
\7/ sillyputty@8@o
utlook.com Add money

Check recent activity
Purchase & spending
Screen time

More

/i\ Geek Cheste
| R | rton
account an thi

Check recent activity

creen tfime

0 From the Microsoft Family browser window, click or tap Check recent activity for a child

account.

e Web searches, blocked websites, and website visits are listed first.

e Click or tap to allow a blocked website.

O Click or tap to block a website that has been visited.

6 Scroll down for apps and games activity and screen time used.

| S




®_

Windows 10 PC

_,I

B9 Recentacti % [ contestEntries | My Page | [ Contest Entries | My Page | ‘ + = |l@m 3
& =S |[O ‘ tivity/-463758! 112075 U{(‘ = Z|&
Recently used (2)
> Microsoft Paint <1 min Block
1 device
> ScreenHunter Free <1min Block
1 device
B Recent activity X [81 dontest Entries | My Page |E Canmtsmnes|uypage\| - - @ b
e S 0 | activity/-463758; 112015 [ ¥4 ‘ = B @&
—}Screen time (1 min) Chal
Screen time (1 min) Change settings
1 min ‘
T 1min
~ v
0min 0 min 0 min 0 min 0 min
0 min 0 min 0 min 0 min 0 min 0 min
i sat sun Men Tue Wed Fri Sat Sun Mon Tue Wed Today
Jan 6
Jan 6 Jan 12
O AcerVs 1 min

0 Recently used apps and games are listed here.

0 Click or tap to block an app or game.

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

Q Scroll down below the screen time graph.

@ View the device(s) used by this account.

m Scroll up to the Web browsing section.

‘ Cmti&ww[«)




B Recent activity X+

&< = 0O ‘ accountmicrosoft

Web browsing

activity/-a63rsesreazaznzor: [ ¥ |

Change settings ‘-_@

@ Click or tap Change settings.

@——’D Only see websites on the allowed list

B¥ Web browsing x4+

& S ) | account. microsoft y i T

Web browsing +

Block inappropriate websites
- @D o

Adult content is blocked

SafeSearch is on. Search engines will filter out inappropriate search results.

‘Websites are only blocked on Microsoft Edge and Internet Explorer. If you choose to block inappropriate
‘websites, we'll also block all other commonly used browsers to help keep your child safer. If you want to

unblock other browsers, go to Blocked apps & games under Apps, games & media.

Applies to:

28 Windows 10 PCs & Mobile

fa) Xbox One

If you have younger children, you can make sure they'll only visit sites you've decided are safe. Make
sure your kid’s machine is running Windows 10 November update or a newer version for this to work.

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

To enable this user to see only allowed websites, click or tap the empty box to check it, and
then add websites to the allowed list (steps 15-16).

‘ Comfi&wedz)



X |+ B
= S (1) ‘ accountmicrosoft, ily i b-browsing/-4637:  [[]] 1,‘3‘ =R

BY Web browsing

Always allow these

Enter the URL of a website you want to allow:

@——}| example.com Allow

No websites are currently on the allowed list.

|
e

Always block these

Enter the URL of a website you want to block:

®—_’| youtube.com x Block

youtube.com

& http://playboy.com/ Remove

@ To allow a website, enter its URL.
@ Click or tap Allow.
@ To block a website, enter its URL.
@ Click or tap Block.
@ Blocked websites are listed here.

@ Click or tap to close the browser window. Your changes take place immediately.

€




LOGGING IN AFTER CURFEW WITH MICROSOFT
FAMILY

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

Time's up!
This device is locked because of your family settings for screen time. You can use it again
at 7:00 AM on 1/11/2017, or ask an adult for more time today.

\.Stm Switch users or turn off PC My parent is here Send a request

John Jacobson
T |

“wi .. Mark Soper
-

,Q John Jacobson

B silyputty8s@outl... (@ (:1,7' (I)

@ Select a child account.

@ Log in to the system.

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

@ Click or tap to send a request asking for more time.
End

\/' NOTE

Using the Computer at Curfew Time The dialog box shown in step 3 also appears if the user has been logged in before

curfew but has run out of time. Before this box appears, a warning box appears, reminding the user to finish up his work. B




locks certain types of websites
countering blocked content.

EBSITES WITH MICROSOFT FAMILY

when web filtering is enabled. Here's what

= = © |

Where to next?

> @ www.playboy.com

My Feed Politics US  World  Technology

Six hit shows won't return until 2018

0 Enter an adult website URL.

9 This site is blocked by Microsoft Family.

- g
-
B Microsoft family restrict X 4

e % O | E‘] origin.sdx.microsdft.com/family/restricted-web22c=UNK ﬁ ‘ =

B Microsoft

v
Ask for permission

You'll need to ask an adult in your family if you can visit:

http://playboy.com/

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

(>< NOTE

Answering Unblocking Requests  If you want to

unblock a specific site or a specific search for a
particular user, open the Microsoft Family website,
select that user, and go to the Web Browsing

section. Unblock requests are sent there. M




BLOCKED SEARCHES WITH MICROSOF

Microsoft Family blocks certain types of searches when web filteri
blocks use of third-party browsers). Here's what to expect when en

searches.
[= start X 4+ - o x
€ > 0| | = & &

Where to next? Q
0 ; O naked people| 9

I O naked people Bing search

My Feed Politics US World  Technology [ raked peaple -5ing. X [
&~ = 0O ‘EI bing.com /search?q-nak E

b naked people

Cewrt)

Web Images Videos Maps News Explore

v
Your current Bing SafeSearch setting filters out results that might return adult content. To
view those results as well, change your SafeSearch setting. Learn more

Change settings

Then came the gunshot, police say|

joi

< >

0 Try a search for adult content from a child account using Microsoft Edge.

9 Microsoft Family blocks the search.

e Click or tap Change settings.

Continued,
K=




naked people - Bing im.

& > 0O A b nD%| = % a
b ‘ naked people |

Web Images Videos Maps News Explore

Nood People People  People People G
People  of Walmart Sexy  Girls Twerking ™ of Walmart Uncensored P

Imagesize = Color= Type= layout~ People~ Date~ License =

We've set SafeSearch to strict because your browser communicated your preference for a safe web
browsing experience. A

O SafeSearch cannot be disabled.

6 Click or tap to close the browser window.




SCHEDULING TASKS

Some Windows 10 AE utilities have their own built-in sc
can schedule other tasks, such as starting a program you use every
Schedule Tasks feature in Control Panel. This lesson shows you how to s
to open automatically when you log on to your computer.

0O [:=:) Filters ~

Best match

@ Task Scheduler

Desktop app

Settings >

‘5 Schedule tasks (D) Task Scheduler

store N File Action View Help
e=|m d

Bl Schedule Planner (®) Task Scheduler (Local) Task Scheduler Summary (Last refreshed: 1/6/2017 3:43:28 AM)
> [ Task Scheduler Library

B Workouts Scheduler -

e = | ToskScheduler (Local) = |
. A T ——————— Connect to Another C...
Sea sti =
fch suggestions > (T You con use Task Scheduler to create and manage @ B Create ga;ﬂa;k”‘_
.7} common tasks that your computer will carry out
£ schedule - search the web < % Create Task..

automatically at the times you specify. To begin,
click a command in the Action menu.

L)

Import Task...
Tasks are stored in folders in the Task Scheduler 8 Display All Running Ta...
Enable All Tasks History

Task Status al
AT Service Account Co.
Status of tasks that have started int... | Last 24 hours v View »

|6l Refresh

H Hep

Vihrans T view ar nerfarm an nneratinn nn an

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

Task Mame RunResult  Run Start

schedule
&

v

Last refreshed at 1/6/2017 3:43:28 AM

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

O Click or tap Create Basic Task.
€9



Create Basic Task Wizard

@ Create a Basic Task

Create a Basic Task

Use this wizard to quiclly schedule a common task. For more advanced options or settings
such as multiple taskegggions o triggers, use the Create Task command in the Actions pane.

Trigger
Action Mame: Open File Explorer
Finish

Description: | Open File Explorer to view system contents
V' N

Create Basic Task Wizard X
@ Task Trigger
SBack | [ Nei> |[ Cancal |
Create a Basic Task When de you want the task to start?
O paily
Action ®
Finish Weekly
O Monthly
() Onetime
(O When the computer starts
—’ @ When llog on
© When a specific event is logged
<gack | [ Net> || cancel |

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

6 Click or tap Next.

e Click or tap When | log on.

Q Click or tap Next.

NOTE

Different Intervals, Different Options If you choose a different interval (daily,

monthly, one time, and so on) in step 8, the options in this dialog box vary. B

( Cont[mwd)



Create Basic Task Wizard
@ Action

Create a Basic Task

Trigger What action do you want the task to peform?

Eiaish- > @ Start a program

O Send an e-mail (deprecated)

O Display a message (deprecated)

®

Create Basic Task Wizard

@ Start a Program
< Back Next > Cancel
l—‘ Create a Basic Task

Trigger Progr

ackion) [eploreree] H o |
Start a Program

Finish Add arguments (optional): l:l

<Back | [ Net> || Concel

@ Click or tap Start a program.
m Click or tap Next.
@ Enter the name of the program (in this example, explorer.exe).

@ Click or tap Next.

(Commm)

q NOTE

When to Browse for an App  If you want to start
a third-party app (an app not part of Windows),
use the Browse button and navigate to the app's
folder. Click or tap the app’s program (.exe) file to
selectit. W




Create Basic Task Wizard
@ Summary

Create a Basic Task
Trigger

Action

Start a Program

Name:

Description:

Trigger

Action:

[Open File Explorer o—

Open File Explorer to view system contents @

S

[At1og on; At log on of ACERVS\Mark  @——T

‘Slart 5 program; explorer.exe

o—

[ Open the Properties dialog for this task when | click Finish

‘When you click Finish, the new task will be created and added to your Windows schedule.

< Back

Fini

h

Cancel

© 60 0 6 6 6

®O0

Review the settings.

Click or tap Finish.

@

() Task Scheduler

File Action View Help

= | znH HE

() Task Scheduler (Local)
> [ Task Scheduler Library

@

Neme Status  Triggers

% Adobe Acro... Ready  Multiple triggers defined

(@ AdobeAAM... Ready  At2:00 AM every day ) Create Basic Task
(© GoogleUpda... Ready  Multiple triggers defined e Creste Tosk

(® GoogleUpda.. Ready  At8:28 PM every day - After triggered, re ‘ o

(© OneDrive St.. Ready At 400 AM on 5/1/1992 - After triggered, mport Task...

At log on of ACERVS5\Mark Display All Running
< [ ] > Enable All Tasks His.
General Triggers Actions Cbnditions Settings History (dissbled) | (7] New Folder..
Name: Open File Explofer o) View

i| Refresh
Location: %
Author: ACERVS\Mark B rep
Description: | Open File Explofer te view system contents | selectedttem &
b Run
- Efd
4 & Disable
Export...

Security options

When running the task, use
<

the following user accognt:

© Properties

5 K Delete
=

When you are satisfied, click or tap to close.

To test your task, click or tap the task, and then click Run.

@

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

To make any changes, double-click or double-tap the task. The task creation wizard shown
in step 5 reopens.

C Ed Y
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