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B A Quick Overview

B A Few Assumptions

B What's New in Windows 8?
B The Final Word

About This Book

Knowing how to use your Windows operating system features
is key to a successful computing experience. With Win-
dows 8, even those who have used Windows for years will find
that they have quite a few new features and interface changes
to get used to. This book is designed to give you a simple-to-
use visual reference that has you using Windows 8 right away.
This book will help you understand the new Windows 8 inter-
face and its touchscreen capabilities, as well as directing you to
some more traditional features so that you can use your existing
knowledge of Windows to ease your learning curve.

Whether you've used Windows before or are just start-
ing out, this easy-to-understand book takes you through tasks
step by step with a friendly visual interface that makes learning
intuitive.



A Quick Overview

"Windows 8 Plain & Simple” is divided into sections; each sec-
tion has a specific focus with related tasks. To help you under-
stand how to move around and use the book, you might want
a quick overview of the book’s structure.

Section 2, "Meet the Windows 8 Interface,” and Section 3,
“Providing Input,” provide an introduction to the Windows 8
interface and the basic skills you need to navigate its features.
You discover how to start and shut down Windows, get help,
and how to provide input with your mouse, keyboard, or fin-
gers by using a touchscreen.

Section 4, "Working with Basic Windows Settings,” covers
commonly used Windows settings, such as setting the date
and time, connecting to an available network, and adjusting
screen brightness. Section 5, “Customizing the Appearance of
Windows,” leads you through common tasks associated with
personalizing your computer by modifying settings for colors,
backgrounds, and more. You learn how to organize and cus-
tomize tiles on the Start screen, as well.

2 A Quick Overview

PC settings lokscnan  Steouen  Accountpch

Personalize

Users
Notifications
Search

Share

General
Privacy
Devices
Wireless

Ease of Access

Sync your settings

HomeGroup

Section 6, "Working with Users and Privacy,” shows you
how to work with user accounts and security tools such as
Family Safety, Windows Firewall, and Windows Defender.
Section 7, "Working with Accessibility Settings,” helps you
understand how the Ease Of Access settings can make using
your computer easier if you have vision, hearing, or dexterity
challenges.

Section 8, “Searching,” covers all the tools Windows 8
offers for searching content both on your computer and
online. In Section 9, "Working with Apps,” you learn about
using applications, such as finding and opening an app, zoom-
ing in and out, and entering text. You also discover the ins and
outs of saving and printing files. Section 10, “File Manage-
ment,” offers valuable steps for managing those files in Win-
dows folders and libraries.

Section 11, “Sharing Settings and Files,” and Section 12,
"Going Online with Internet Explorer 10,” get you online, con-
necting to the Internet and learning to use the new features of
the Internet Explorer 10 browser to navigate the web. You also
discover how to sync your computer settings and content so
that you can access them from anywhere.



About This Book

Section 13, "Using Mail and Messaging,” covers how to
use an email account and the pre-installed Messaging app.
In Section 14, "Buying Apps at the Windows Store,” you learn
how to shop at the Windows Store for apps and more.

Section 15, “Managing People and Time,” provides steps
for managing your contacts and time by using the People,
Calendar, and Weather apps. Section 16, “Using the Maps
App,” introduces you to the useful Maps app to help you find
your way. Section 17, “Getting Visual” and Section 18, “Playing
Music” are all about having fun playing music and videos, and
even taking your own videos and photos.
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Section 19, “Working with Devices and Networks,” and
Section 20, "Maintaining and Troubleshooting Your Com-
puter,” provide the practical content that helps you connect
with a network, manage your security and privacy, and main-
tain Windows to keep it trouble-free.

Finally, Appendix A, "Upgrading to Windows 8,” provides
a comparison of Windows 8 features with earlier versions of
Windows that might help you in your transition to the newer
operating system; Appendix B, “Keyboard Shortcuts,” gives
you a handy list of keystroke shortcuts; and Appendix C, “Get-
ting Help,” offers suggestions about how to get more help.

A Few Assumptions

In writing any book, it's important to make a few assumptions
about your readers. | assume that you are basically computer
literate, meaning that you have used a computer before and
know how to turn it on and turn it off, how to use a mouse,
and how to select text and objects such as drawn shapes or
photos. | also assume that you have worked with some kind
of software before and know what a menu, dialog box, and
tool button are. | do not assume that you have used a touch-
screen before because this is a relatively recent addition to
computers.

| assume that you use computers either at work or at
home, or both, and that you have access to an Internet con-
nection and have experience using one browser or another.
Other than that, | try to give you all the steps you need to get
things done in an easy-to-understand way, no matter what
your technical background.

A Few Assumptions 3



What's New in Windows 8?

The biggest changes in Windows 8 involve the way things
appear in the Windows Start screen, as well as the ability to
interact with Windows by using a touchscreen.

a 1140 Mg

Windows 8 makes excellent use of online resources and
third-party apps, somewhat akin to the way the average
smartphone does. With an Internet connection, you'll find that
on-screen elements update you in real time about everything
from stocks and weather to activity on your social networking
sites. Because you're probably connected with many people
in a variety of ways, Windows 8 gives you the ability to share
content with others easily. Also, Windows Live ID and Windows
To Go features allow you to access your content from wher-
ever you are.

If you've used File Explorer before, you'll find that it now
includes a ribbon, with tools similar to those you might have
used in a recent version of Microsoft Office.

4 What's New in Windows 8?

The Final Word

Your computer has become vital to your productivity and
entertainment, so why shouldn't your computing experience
be pleasant and fun? In this book, I try to offer short tasks to
get you working with Windows 8 quickly and painlessly. | keep
the technical terminology and explanations to a minimum, all
within a visually appealing book that immediately connects
you to what you see on screen. My goal is to get you less
focused on the tool and more focused on what you can do
with it to make your life simpler.

| hope you find the structure and design of this book easy
to navigate and helpful as you get up to speed with all the
wonderful new features in Windows 8.



Meet the
Windows 8

Interface

Starting Windows 8

B Switching from a Local to a Microsoft

Live Account

Exploring the Start Screen and
Desktop

Overview of the Start Screen
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Working with Apps in Windows
Adding Shortcuts to the Desktop
Working with the Taskbar

Overview of File Explorer

he big news for Windows 8 is all about the interface. The

main interface is the Start screen, a brand-new look and
approach. The Start screen is simple and clean in appearance.
Rather than having a Start menu from which you open programs
and settings, you have a set of tiles on the screen. Click a tile,
and an application (now called an app) opens.

To find apps not represented by tiles on the Start screen,
use a great new search feature; simply start typing the name of
an app, file, or setting on the Start screen, and a master index of
content appears.

To keep the Start screen uncluttered, several useful tools
called charms are hidden until you reveal them. Use charms to
review common settings, share content, search, and more.

In addition to the Start screen, there is the Windows 8
desktop. This more closely resembles the traditional Windows
desktop, minus a Start menu. The desktop provides shortcuts
to files and apps as well as a taskbar displaying frequently used
programs and settings. You can also access charms from the
desktop, and several handy keystroke shortcuts let you move
back and forth from the Start screen to desktop.

In this section, you become familiar with both sides of the
Windows 8 interface.



Starting Windows 8

When you first turn on your computer or when your computer
has fallen asleep after an interval of inactivity, you will see the

lock screen. The lock screen displays a pretty picture as well

as some information such as time and weather. (See Section 5

Start Your Computer and Log On
to Windows 8

@ Press the power button to start your
computer.

@ Drag the bottom of the lock screen
up.

for how to change this picture and the information displayed
on the screen.) At this point, you need to hide the lock screen,
choose a user account with which to log on, and enter a pass-
word or PIN to get to the Start screen.

855

Maonday, Augus
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. Click the Switch User arrow to the left
of the currently displayed account
picture.

@ Click a user to log on as.
@® Enter your password or PIN.

The lock screen appears after a certain interval of inactivity or
if you choose Sleep from the power settings by using the Set-
tings charm. To quickly go to the lock screen at any time, you

can use the keystroke combination Windows logo key+L.

Starting Windows 8 7



Switching from a Local to a Microsoft Live Account

You can log on to your computer by using local settings Microsoft, you enable every Windows device you use to sync
(with no settings coming from the Internet), or you can log settings from your computer and access your documents from
on by using a Microsoft Live account. When you use a Live anywhere. See Section 11, “Sharing Settings and Files,” for
account, which requires that you get a free email account from more about these features.

Set Up to Log On by Using
Microsoft Live

@ Press Windows logo key+l.
@ Click Change PC Settings.

‘ Click Users. .

Change PC settings

@ Click Switch To A Microsoft Account. N
@ Enter your email address. PC settings Your account
H Jeremy Nelson 1234
‘ Click Next. Personalize . Local Account
‘ Enter your password and click Next. :(oJ:anu;t‘ayourde-'nawla:!dressasaMlcrcsoﬂa:cwnl(DsgnmtoW\ndDws.You‘\leable
to access files and photos anywhere, sync settings, and mare.
. . . + H —Switch to a Microsoft account
Review your contact information and it *
then click Next. Search Sign-in optians
‘ C|ICk F|n|Sh Share Change your password
General Create a picture password
Privacy Create a PIN
Devices Any user who has a password must enter it when waking this PC
Change
Wireless
) ) ) Ease of A
If you don't have a Microsoft Live account, fse OTACLess Other users
use the link to set one up at step 5 in the sync your settings BN acdauser
preceding procedure. HomeGroup - Naney Muir o
QEH?YE live.com

8 Switching from a Local to a Microsoft Live Account



@ Sign in with a Micr|}soft account

Use your favorite email address | sign in to Windows. If you alrea an email addr
in to PCs running Win

jeremynelson1234@live.com

When you ws with a Microsoft account, you can:
ad apps from Win ore.
+ Getyour online content in Microsoft apps automatically.

+ Sync settings online 1o make PCs look and feel the same-this indludes settings like browser

Email address jeremynelson1234@live com

Switching from a Local to a Microsoft Live Account 9



Exploring the Start Screen and Desktop

Moving between the Start screen and desktop is easy, and
you'll find you need to do this for a few reasons. First, there are
some settings that are available from the Control Panel that
aren't available in the PC Settings dialog that you access from

Switch Between Start Screen and
the Desktop

@ Press the Windows logo key.
@ Click the Desktop tile.
@ Press Windows logo key+C.
@ Click the Start button.

ATy ;

You don't have to go to the desktop to open
the Control Panel. You can simply begin typ-
ing Control Panel from the Start screen and
then click the Control Panel app in the search
results that appear.

the Settings charm. In addition, the version of Internet Explorer
that you access from the desktop is different from the version
you access from the Start screen.

Jeremy T

Nelson | et

[0

d

Intemet Explarer St

&

Sk
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Meet the Windows 8 Interface
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Overview of the Start Screen

The Start screen is a simple, clean interface that puts the focus tiles; an account settings button in the upper-right corner for
on tiles, but there are a few other things going on, such as a changing users or account pictures; and charms that you can
scroll bar along the bottom so that you can use to scroll among  display whenever you need them.

Tiles Account Settings

Trend
v

Jodie Fost

Bing

Cape Town, South
Africa

|
Scrollbar Charms
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Understanding Tiles

Tiles make frequently used apps and settings available in a “live" tiles offer up-to-the-minute information for certain apps
graphical way rather than presenting these options in a menu. if you are logged on with a Microsoft Live account. You can
If you own a touchscreen device, they're even more convenient easily add, remove, or rearrange tiles on the Start screen. (See
because you can simply tap a tile to open an app. So-called Section 5 for more about personalizing the Start screen.)

Live Tile Tiles You've Added

Jeremy T

Nelson | st

Pre-Installed

Tiles 5
b=

essaging

Live Tile Toolbar
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Using Charms

Charms allow you to access features such as Search and shar- are taken to a subpanel on which you can access six commonly
ing, as well as settings for devices and various PC features. used settings, such as Volume, or to display the PC Settings
There is also a charm that you can click to return to the Start panel to access a more complete menu of settings.

screen from anywhere. When you click the Settings charm, you

Display and Use Charms

Search
Apps
@ Press Windows logo key+C search B g g e e I |
to display the charms. ‘ i ' o
Camera an People v e JE g
Click Search. ) ’ Setogs
@ Desktop E Photos Xbox LIVE Games C n
@ Click an app to open it. e = o C m™-
@ Press Windows logo key+| s s cosnon ] o

to display the settings sub-
panel of the charms.

® Click the Volume button.
® Drag the Volume Slider up.

@ Click outside of the list of
charms to hide them.

- Star Chart M Finance
re Internet Explarer

The Big Picture Micros On Mail

Travel

% Maps

Music

myquwestd7T9 i ess IIIII

myqwestd779 Brightness

= |
Motifications Power Keyboard E S

Natifications Power Keyboard

Change PC settings
Change PC settings

14 Using Charms



Meet the Windows 8 Interface

Overview of the Desktop

The desktop in Windows 8 has many features you will be familiar Settings charm; opening File Explorer from the Quick Access
with if you've used previous versions of Windows, such as the Bar; and changing common settings such as the volume or date
desktop background, desktop shortcuts, and the taskbar. and time from icons on the Taskbar.

The desktop is useful for accessing the Control Panel from the

Desktop Shortcuts

Quick Access Bar Taskbar

Overview of the Desktop 15



Working with Apps in Windows

When you open apps from the desktop, they open in the famil-
iar format of windows. You can move these windows around

your screen, and you can minimize, maximize, and resize them.

Navigate Within and Among
Windows

@ Click File Explorer in the desktop
taskbar.

‘ Click the title bar of the window, and
quickly drag it to the left to “snap” it
to the left side of the screen.

@) Click the title bar and drag the
window away from the edge of the
screen.

@ Click a corner and drag inward to
reduce the size of the window.

‘ Click to maximize the window.

‘ Click to restore the window to its
smaller size.

@ Click Internet Explorer.

@) Press Alt+Tab to move among the
open windows.

‘ Click the Close button in the upper-
right corner to close the windows.

16 Working with Apps in Windows

You can even snap windows to the side of the screen so that
you can easily display more than one at a time.
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Adding Shortcuts to the Desktop

Think of desktop shortcuts as the precursors to tiles on the the only way to get to these items from the desktop aside from

browsing for them by using File Explorer. Creating shortcuts is

Start screen. They give you quick access to individual apps or
files, and with the loss of the Start menu in Windows 8, they are

Create Shortcuts on the Desktop

@ Click File Explorer.
‘ Locate a file, folder, or app.

simple.

?

@ Right click.
Choose Send To, Desktop (Create e I | B
Shortcut). ) L@ =D MBS | QB Slsn.
: |e b P |
B Documents B s B Pichines Videos
3= 4= [Es
Open in new window
B e l
| sendo » | | Deskrop (ereate shomeut)
Copy L]
Create shortrut o | il
i &4 oo ©
) oo o et 7

If you find you don't need a shortcut any-
more, just right-click it on the desktop and
choose Delete. If you'd like to pin the item
from a shortcut to the Start screen, right-
click the shortcut and choose Pin To Start.
To place a shortcut on the desktop taskbar,
choose Pin To Taskbar from the same menu.

18 Adding Shortcuts to the Desktop




Working with the Taskbar

The desktop taskbar is an area at the
bottom of the screen that contains buttons
you can click to quickly start frequently
used apps as well as buttons for actions
you take often, such as displaying the
onscreen keyboard, connecting to a net-
work, or adjusting the system volume. If
you're familiar with earlier versions of Win-
dows, you will recognize most of the func-
tions of the taskbar.

Find Out What You Can Do with
the Taskbar

Click File Explorer on the Quick
Launch portion of the taskbar.

On the right side of the taskbar, click
the Volume setting.

@ Right-click the taskbar.
@ Click Properties.

Click Lock The Taskbar to always keep
the taskbar on your screen.

. Click Taskbar Location On Screen.
. Choose a different location.

@ Click Apply.

. Click Taskbar Location On Screen.
@) Choose Bottom.

‘ Click OK.

Meet the Windows 8 Interface

- _T-TITIT

[ T4 <bar Jumlests Toalbars

Lack the taskhar
[#] Awka-hide the taskbar
[Tuse small taskbar buttans

Taskbar location on screen: |BOL om v|

|A\way5 combine, hide labels v|

Customize. ..

o Use Peek to preview the desktop when you mave wour mouse ta the
Show deskkop button at the end of the taskbar

Taskbar buttons:

Motification area

How do T cuskomize taskhars?

Toolbars »

Cascade windows

Showe windows stacked

Shio windows side by side

Show the desktop

Task Manager

v | Lock the taskbar

Properties

\ | Apply

Show windows side by side
Show the desktop.
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Overview of File Explorer

File Explorer will be familiar to users of earlier versions of Win-
dows. This feature gives you access to all the drives of your
computer, from your hard drive to DVD, external, and USB

drives. File Explorer is also the best way to browse the contents Explorer.)
Libraries Ribbon Search
o=l [ 2 1 = | Lintary Tools | Picture Toals Pictures |; i-
Home Shjre WiEn Manage Manage 2] 0
E ﬁ: atw Mefium icons ﬁ small icons - JI @l [ rtem check boxes 7
— E 5 List 422 Details [7] File name extensions _ J_
Na,:'a?qit'.m @ :sz Content = E;T [] Hidden items H'deitfnimd Optvmn
Panes Layout Current view Showehide
©® <= %|E‘ ¥ fLibraries ¥ Pictures » v O ‘ | Search Pic.. 2@

W Favorites
B Desktop
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=l Recent places

\&
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)
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File falder
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of your computer, including libraries, folders, and individual
files. To access File Explorer, simply press Windows logo key+E.
(See Section 10, “File Management,” for more about using File

Other ways to open File Explorer include click-
ing the File Explorer tile on the Start screen

or clicking the File Explorer icon on the Quick
Access bar.

" picture(53 E pictured5i6
~ IPG File 3 PG File
€ Network 69.2 KB 58,7 KB d
1
Preview Folder Contents
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Providing Input

Understanding Input Options
Overview of Touchscreen Gestures
Swiping Corners and Edges
Enlarging or Reducing the Display
Snapping Apps

Using a Touchscreen Keyboard
Displaying Charms

Using Keystroke Shortcuts
Right-Clicking to Display Tools

Displaying Recently Viewed Apps

J ust as you can use a pen to put words on paper, you need
some method for inputting data into a computer. Traditionally,
computer users have used a mouse and a keyboard to provide
input. For example, you might use a mouse to select and move
an object or text or to display a menu of commands and select
one. You use your keyboard to enter text in a memo or spread-
sheet or to implement a command, such as deleting selected text
with the Delete key.

In Windows 8, one very interesting input method has been
added: your own fingers. If you have a touchscreen computer
or computing device such as a tablet, you can use a finger or a
stylus to input onscreen gestures and to type on an onscreen
keyboard.

This section provides information about the three input
methods and how to use them to control various interactions
with your computer. Because touchscreen computers are still rel-
atively rare, the rest of this book assumes the use of the mouse
and keyboard methods of input.
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Understanding Input Options

Touchscreen devices have arrived in the form of tablet comput-
ers such as iPad and Kindle Fire, and touchscreen computer
models are a growing trend. Windows 8 has therefore been
designed to take advantage of this input method. However,

Perform Actions One of Three
Ways

@ Right-click the Start screen.
@ Click the All Apps button.

Press the Windows logo key to return
to the Start screen.

@ Press Windows logo key+Q.

Press the Windows logo key to return
to the Start screen.

. Using your finger, swipe from the
right side of the screen inward.

@ Tap the Search charm.

Caps Lock

Shift

Ctrl

22 Understanding Input Options

because many people are more comfortable with traditional
input methods, Windows 8 also lets you use a mouse and key-
board to accomplish any task. In the following task, you can
compare three methods of initiating the Search feature.

Return



Providing Input

Jeremy

Nel r‘d-.

3 ’|O gtljjqduyst

Understanding Input Options 23



Overview of Touchscreen
Gestures

With a touchscreen device, you use your
finger to tap buttons or objects, swipe
across the screen to display toolbars, swipe
up and down in a document or on a web-
page to move through the content, and
more. Here's an overview of touch gestures
to get you started.

Use Touch to Get Things Done

. With the Start screen displayed, tap
a tile.

@ swipe from the right side of the
screen inward.

Tap the Start charm to return to the
Start screen.

@ Tap another tile.

. Swipe from the top of the screen
downward to close the app and go
back to the Start screen.

Swipe from right to left across the
Start screen to display more tiles.

@ Tap the Internet Explorer tile.

@ Swipe your finger up and down the
page to scroll through its content.
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Swiping Corners and Edges

In Windows 8, you can use the corners and edges of the screen can display recently used and open apps to move among apps;
to take three important actions. You can display charms, which finally, you can swipe down from the top of the screen to close

give you access to various settings and the Start screen; you an app.

Swipe the Screen

@ Tap an app tile on the Start screen.

. SW|pe down to close the app. @ PORT TOWNSEND, WA

BING WEATHER

@ Swipe from the right to display
charms.

@ Swipe up to display a toolbar.

Y ;

You can use your mouse to click tiles and to drag an app
downward to close it. To display charms, you simply move
your mouse to the upper-right or lower-right corner without
clicking. In many apps, you can display toolbars by simply
right-clicking.
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Enlarging or Reducing the
Display

You can use your fingers to reduce the size of
the current display in certain apps, such as on a
webpage in Internet Explorer or in a document
in Microsoft Word. You can also use a new fea-
ture called Semantic Zoom to reduce the tiles on
the Start screen. This is useful if you have pinned
several apps to the Start screen and want to get
an overview of all the apps you have available.

Enlarge or Reduce the Display

With the Start screen displayed, press your
thumb and forefinger apart on the screen
and swipe them toward one another.

@ Press your thumb and forefinger together
on the screen, and swipe them away from
one another.

@ Tap the Internet Explorer tile.

Press your thumb and forefinger together
on the screen, and swipe them away from
one another.

@) Press your thumb and forefinger apart on
the screen, and swipe them toward one
another.

The action of moving your fingers apart or
together on a touchscreen is often referred to as
unpinching and pinching.
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Snapping Apps

The ability to snap apps isn't new with Windows 8,
but the ability to snap by using a touchscreen adds an
interesting dimension. Snapping helps you to organize
more than one app on your screen to view their con-
tents side by side. You can also snap an app to display
it full screen with a single swipe of your finger or drag
of your mouse on an app’s title bar. This action takes
a bit of getting used to, and, of course, it requires
that you have a touchscreen, so if you do, you can get
some practice here.

Snap an App

@ On the Start screen, tap the Desktop tile.

Tap the Internet Explorer shortcut on the
taskbar.

Press your finger on the Internet Explorer title
bar (the top of the window), and “snap” it to
the right edge of the screen.

. Tap the File Explorer shortcut on the taskbar.

. Press your finger on the File Explorer title bar,
and snap it to the left edge of the screen.

Press your finger on the Internet Explorer title
bar, and snap it to the top edge of the screen.

Y ~

To snap using a mouse, simply click an app’s title
bar and drag it to the right, left, or up. Left or
right changes a reduced window to full screen and
changes a full screen to half screen. Dragging up
displays an app full screen. You can also press the
Windows logo key along with the Right key or Left
key to snap an open window.
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Providing Input

Using a Touchscreen Keyboard

You might need to get used to the way an onscreen keyboard punctuation; on a physical keyboard, these items occupy a row
works if you've never used one. The biggest difference with the near the top of the keyboard. You should also know how to dis-
default settings for the onscreen keyboard is that you have to play and hide the onscreen keyboard.

change to an alternate keyboard to access numbers and most

Use the Touch Keyboard

From the Start screen, begin typing
WordPad.

@ Tap the WordPad app in the search
results.

@ Tap the Keyboard button.
@ Tap keys to enter a word.
® Tap the Symbol/Number key.

® Tap keys to enter punctuation or
numbers.

@ Tap the Symbol/Number key again to e o
display the letter keyboard.

Tap the Expand/Shrink button to
expand the keyboard.

@ Tap the Close key to hide the
keyboard.

_ﬂ WordPad
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Displaying Charms

Charms are buttons for accessing common device settings. settings to change system volume, put your device to sleep
For example, there is a charm that displays the Start screen, as or turn it off, and connect to a network. You can display the
well as one that displays the Search feature. You can use these charms by using your mouse, keyboard, or touchscreen.
Display Charms
You can display the charms by using any of
the following three techniques. Jeremy ™%

Nelson It

Swipe your finger inward from the
right edge of the screen.

Press Windows logo key+C on your
keyboard.

@ Move your mouse to the upper-right
or lower-right corner of the screen. Yoo IVECHEN  si,0ive

e fil

Remote Desktop Doodleinater Finance

You can display the charms from both the @

desktop and the Start screen by using any of o= -
these methods. Snagit 11

Camera
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Using Keystroke Shortcuts

Your keyboard also provides a great way to get things done By using these special keystroke combinations, you can access
with keystroke shortcuts. This involves pressing one key and the Search feature, move from one open app to another, dis-
then, while holding down that key, pressing another key or two.  play the charms, and much more.

Examples of Keystroke Shortcuts

Press the Windows logo key to dis-
play the Start screen.

Press Windows logo key+C to display
the charms.

Press Windows logo key+Q to display : :
the Search feature for apps. Caps Lock : ' -

Press Windows logo key+R to go to
the desktop, and enter a program or
file name to run.

Shift

Ctrl

Press the Windows logo key to return
to the Start screen.

Press Windows logo key+Tab to dis-
play recently used apps.

See Appendix B, “Keyboard Shortcuts,” for a more complete
listing of useful keystroke shortcuts.
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Right-Clicking to Display Tools

Right-clicking has traditionally been a way to display command
menus that are contextually relevant to where you click. For
example, if you right-click selected text in a Word document,
you can see commands such as Cut and Copy. In Windows 8,

Use Right-Click

From the Start screen, right-click a tile
to display a set of tools.

. Right-click the tile again to deselect it.

Right-click the Start screen
background.

. Click the All Apps button to display
the Search feature.

Click Internet Explorer in the search
results.

. Right-click the page to display the
address bar.

34 Right-Clicking to Display Tools

right-clicking can also display tools on the Start screen to help
you find apps or apply settings to individual app tiles. When
you access Internet Explorer 10 from the Start screen, right-
clicking is one way to display the Address bar.
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Finding Recently Viewed Apps

In Windows 8, you don't really close apps from the Start screen.  and jump back to one by using a new feature. By moving your
You open apps and then return to the Start screen or search mouse to the upper-left edge of the screen, you can go to any
for another app or file to open. You can display all open apps recently opened app quickly.

View and Open Recent Apps

@ From either the desktop or Start
screen, move your mouse to the
upper-left corner of the screen.

Slide your mouse down the left edge
of the screen.

‘ Click a thumbnail to go to a recently i e i3
viewed app. _ S
S n

Desktop

t Explorer Store 1 Calendar

Currently open apps are displayed on the
taskbar in the desktop. Simply click one to
maximize an app.

20 A +0.19% (+25.09)
112 4:01 PM EDT

Messaging
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Working with
Basic Windows
Settings

indows 8 settings provide tools for managing your Win-
dows experience. You can access these settings in two

Displaying Windows Settings ways: through the Settings charm or through the Control Panel.

. The Settings charm offers access to the most commonly used
Connecting to a Network settings. If you want to dig deeper into more advanced settings,
Controlling Volume you will probably use the Control Panel.

Some basic settings, such as choosing what network to con-
nect to or changing the date and time for your computer clock
Changing the Time and Date and calendars, are used at one time or another by most people.
In this section, you'll learn how to modify some of the most com-
monly used Windows 8 settings. When you click the Settings
Displaying the Keyboard charm, common PC settings are displayed, along with a Change
PC Settings link to access more settings.

Adjusting Brightness

Managing Power




Displaying Windows Settings

Windows has included the Control Panel feature for many the right edge of either the Start screen or the desktop. Tap-
years. While the Control Panel is still available in Windows 8, ping the Settings charm displays a group of commonly used
the most commonly used settings for Windows can now be settings.

reached by using the charms, which you can display along

Display Common Settings

Press the Windows logo key+C to dis-
play the charms.

@ Click the Settings charm.

@ Click any setting in the bottom of the
panel to access its controls.

Charm Results

Volume Displays a slider to adjust system volume

Brightness Displays a slider to adjust screen brightness

Network Displays a list of available networks

Notifications Offers settings for hiding notifications a o

Power Displays three commands offering sleep, shut T
down, or restart options

Keyboard Offers settings for language and displaying
keyboard

See Also ‘

See "Overview of Touchscreen Gestures” on page 24 to learn
the gesture you can use to display the charms on a touch-
screen computing device.
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Connecting to a Network

Especially when you're on the go, you will need to connect to

and disconnect from different networks and hotspots (publicly
available networks in places like airports and coffee shops). You
can quickly perform these actions by using the Network button

Connect or Disconnect from a
Network

@) Press Windows logo key+C.
@ Click Settings.

@ Click the Network button.
O Click a network connection.

If you aren't connected, click the
Connect button.

@® To disconnect, click the Disconnect
button.

accessed by clicking the Settings charm. Windows 8 will auto-
matically search for and display available networks for you to
connect to, and you simply choose the one you want to use.

Settings @D Networks

Connect automatically

Netgear

Change PC settings
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Controlling Volume

Some individual desktop apps, such as Music, have their own
volume controls. However, the Windows system volume is a
master control. For example, if you set the system volume to
50 percent, app volume controls can't make the volume any
louder than that. Setting an app volume to 80 percent would

Adjust System Volume

@ Press Windows logo key+C.
@ Click Settings.
@ Click the Volume button.

@ Click and drag the slider to raise or
lower volume.

Y )

If you want to get separate control over

the volume of your system and the volume
of system sounds, such as an alert that an
email has arrived, display the Control Panel
(type “Control Panel” from the Start Screen,
and click the app in the search results), click
Hardware And Sound, and then click Sound,
Adjust System Volume. Click and drag the
System Sounds slider up or down to adjust it.

mean that it's playing at 80 percent of the Windows system
volume setting. It's quite common to want to adjust the system
volume or mute sound entirely, which you can do using the
Volume slider.

Settings

Change PC settings

You can mute sound on your computer by dragging the slider
to the very bottom of the Volume setting.
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Adjusting Brightness

The brightness setting for your screen is most important on in different lighting conditions as you travel from place to
laptops and tablets, which are typically less crisp than larger place, you'll find yourself adjusting their brightness more often.
desktop displays. Also, because these devices might be used Adjusting brightness is easy, using a simple slider setting.

Set Brightness

@) Press Windows logo key+C. Settings
@ Click Settings.
@ Click the Brightness button.

@ Click and drag the slider to increase
or decrease brightness.

Change PC settings

L=
Nel

O

B

Brightness
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Changing the Time and Date

Your computer uses the time zone you specify in Windows to You probably set up your time zone when you first set up
display clocks on the Windows Desktop taskbar, set calendar Windows 8. However, today’s computers often don't stay on
applications to the correct date, run scheduled maintenance the desktop: laptops go on the road with business people and
tasks, and so on. The time zone you select automatically sets vacationers, desktop computers go to different time zones

the correct date and time, even taking into account areas that when the family moves across the country, and so on. It's handy
don’t use daylight savings time. If your location doesn't use to know how to change the time zone.

daylight savings time, you can use a setting to turn off auto-

matic adjustments.

Change the Time Zone

@) Press Windows logo key+C.

@ Click Settings.

@ Click the Change PC Settings link.
@ Click General.

@) Click the Time Zone field to display a
list of options.

® Click an option to select it.

AT

You can use settings on the Control Panel to
manually set the time and date rather than hav-
ing them automatically set based on your time
zone. If you're traveling and not sure what time
zone you're in, but you happen to know the time
and date, the manual option could be useful.
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Adjust for Daylight Savings Time ‘ ’
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Managing Power

Windows allows you to put your computer to sleep, which can also sometimes solve problems you're experiencing. Finally,
saves battery power if you have a laptop or tablet, and displays if you won't be using your computer for a while, you can shut it
a black screen useful for hiding your work from others. You can down, again saving battery power for portable devices or elec-
also restart your computer, which you'll need to do when you tricity for a wired computer.

install or run certain apps to put changes into effect. Restarting

Put to Sleep, Shut Down, or Restart
Your Computer

Settings

@ Press Windows logo key+C.
@ Click Settings.
@ Click the Power button.

‘ Click the Sleep, Shut Down, or Restart
command, depending on what you
want to do.

Sleep
Shut down
Slll Restart

Keybaard

Change PC semings
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Displaying the Keyboard

If you like the onscreen keyboard or have to use this feature
because you're using a tablet Windows 8 device with no physi-
cal keyboard, you'll appreciate the Keyboard settings. In the
Settings charm panel you can click Keyboard to view the

Display the Keyboard and
Handwriting Panel

English (United States)
US ke

@) Press Windows logo key+C. eord

@ Click Settings.
@ Click Keyboard.

@ Click Touch Keyboard And Handwrit-
ing Panel.

@ Click to choose the keyboard format.
® Click Handwriting Panel.

Click and draw a word or shape on
the screen.

amry ~

Use the keyboard format setting to display

a split screen. This style of screen makes it
easier to type on a smaller device such as a
Windows 8 tablet, where you might use both
your thumbs to hit keys on different edges of
the screen.

Touch keybaard and
handwriting panel

currently selected language for the keyboard and display the
keyboard and handwriting panel. The handwriting panel allows
you to enter text by “writing” with your mouse or finger if you
have a touchscreen computer.
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Customizing
the Appearance
of Windows

B Customizing the Start Screen

B Personalizing the Lock Screen

B Customizing the Windows Desktop

he ability to adjust the appearance of Windows (known as

the interface) lets you set up your computer to look the way
you want it and lets you organize the tools and apps you use
often so that you can find them easily.

You can customize the Start screen by controlling what apps
appear there and the size of each app tile, as well as modifying
the screen’s background pattern and its color. You can also per-
sonalize the Lock screen by setting up a new background image.
You can modify Lock screen notifications, which are apps that
display information even when your screen is locked.

Finally, as in previous versions of Windows, you can use the
Control Panel to make changes to the desktop’s appearance,
including its background, color scheme, and your display's screen
resolution.




Customizing the Start Screen

The Start screen is your new home screen in Windows 8. It there. You can also adjust the size of some tiles to be smaller
is similar to the Windows Mobile operating system interface or larger. For example, you might make the tile for an app that
used in some smartphones and tablets. The Start screen con- you use all the time larger so that you can spot it easily, or
tains tiles that represent installed apps such as File Explorer make several tiles smaller so that Windows can fit more apps
and Maps. You can customize the Start screen by pinning and on the screen.

unpinning apps so that those that you use most often appear

Pin an App

D o o
Apps
= News T kT
Settings
Snagit 11 Edit o
‘ Files

O On the Start screen, press Windows
logo key+Q to display a list of apps.

@ Right-click an app.
@ Click Pin To Start.

3

b ™

Finance
i

Internet Explarer

ﬂ' Math Input P ™ Games

=
af
-
€
=

Mait Sports ! Notepad e Internet Explorer

Maps G| Store Paint Mail
i ] ]

Messaging

Map:
Tyl Mo

Finance Pirates Low o5 . Calculator
Games Reader

@® Map

Intemet Explorer SkyDrive 4 M ot Pant

g Notepad b4
ﬁ Paint
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Unpin an App

@ Display the Start screen.
@ Right-click a pinned app.
@ Click Unpin from Start.

Y ~

You can pin an active item to the desktop
taskbar by right-clicking it and choosing Pin
This Program To Taskbar. Then, if you want to
unpin the app, just right-click it in the task-
bar, and in the menu that appears, choose
Unpin This Program From Taskbar.
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Modifying Tiles on the Start Screen

You might have noticed that tiles on the Start screen come and Messaging tiles. Being able to adjust the size of some tiles
in different sizes. Some are larger, such as Weather; others helps you fit the items you want to access on the Start screen in
are smaller. Certain tiles can be made smaller or larger. These an organized way.

include the Desktop, Xbox LIVE Games, Weather, Music, Photo,

Change Tile Size

Right-click a tile. (Not all tiles will Jeremy ™
offer this option, so test this with the et
Calendar or Weather app.)

Click Smaller. (If the tile is already
smaller, click Larger.)

If you like to keep a lot of tiles on the Start
screen, consider reducing the size of those
that offer that option so that you don’t have
to scroll as much to find what you need.
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Move Tiles in Start Screen

@ Display the Start screen. Jererny T
Click a tile, and drag it to a new
location.
@ Release your mouse button. AT e KB M
Trending
5

After you have installed a few apps of your own, take inventory
of the apps that are represented by tiles on the Start screen.
Decide which you never use, and unpin them. Locate apps
you've acquired that you use often, and pin them to the Start
screen. Move the tiles around so that the information or apps
you need every day appear to the far left and you don’t have
to scroll to find them.
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Changing the Start Screen Background and Color

Although you can't display pictures as Choose a Background and Color
backgrounds for the Start screen as you
could in previous versions of Windows, @ Press Windows logo key+C. Click Start Screen if it's not

you can choose a background pattern Click Setti
and color that appeals to you. It's a simple Q Ick Settings.

procedure to select your background and Q Click Change PC Settings.
color from several preset selections. ) .
@ Click Personalize.

already selected.
® Click a background.
@ Click a background color.

Settings

P C S ettl n g S Lock screen  Startscreen  Account picture

Help

Users
Notifications
Search
Share

General

Privacy
Devices

Wireless -

Ease of Access

Sync your settings

HomeGroup
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Personalizing the Lock Screen Background

The Lock screen appears when you first start your computer, You can also choose what notifications to display on the Lock
when you put it to sleep using the Power setting, or when your screen, such as the time, date, and weather. To log in to Win-
computer goes to sleep after a period of inactivity. You can dows when the Lock Screen is displayed, you have to choose
personalize this screen in few ways. This screen displays a back- a user and enter a password. You can change the image that
ground image that you can switch to another standard Win- appears with each user name, using your own image or another
dows Lock screen image, or you can use an image of your own. picture of your choosing.

Choose a Lock Screen Image

@) Press Windows logo key+C.

PC Sett]ngs Lock screen  Startscreen  Account picture
@ Click Settings.
@) Click Change PC Settings. —
@ Click Personalize. Notifications
Click Lock Screen if it's not already Search
selected. Share
® Click a picture. izl
Privacy
Devices
Wireless

Browse

Ease of Access

Sync your settings Lack screen apps

Choase apps t

apps Lo un i
HomeGroup your screen is locked

1 the background ar | show quick status and notifications, even when

P S S S

If you want to use your own picture for your
Lock screen image, click the Browse button in
step 6, locate the picture you want to use, and
then click Choose Picture.

Personalizing the Lock Screen Background 53



Setting Up Lock Screen Apps

By default, Windows 8 displays the date
and time from the Calendar app, as well

as notifications of any new messages from
Messaging and Mail on your Lock screen.
You can also choose to display the Weather
app by using the steps in this section.

Choose Lock Screen Apps

@) Press Windows logo key+C to display
charms.

@ Click Settings.
@ Click Change PC Settings.
@ Click Personalize.

Click Lock Screen if it's not already
selected.

® Click a button with a + symbol.
@ Click an app.

PC settings

Users
Notifications
Search

Share

General

Privacy

Devices

Wireless

Ease of Access
Sync your settings

HomeGroup

Lock screen Start screen Account picture

Lock screen apps

Choose apps 1o run in the background and show quick status and notifications, even when
your screen s locked

+ + + +

Chaose an app to display detailed status

To stop displaying an item on the Lock screen,
click an item in the Lock Screen Apps area and
then click Don't Show Quick Status Here.
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Choose an app

E Weather

Calendar

m Messaging
E Mail
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Modifying the Account Picture

When you leave the Lock screen, you are presented with a silhouette. Adding a picture for each account is a nice way to
picture and password field for any logged in user or, if nobody personalize Windows and quickly find your own account in a
is currently logged in, for all users. If you assign a picture to a group of users.

user account, that image will be displayed instead of a simple

Select an Account Picture .

@ From the PC Settings screen You can create a picture password that's required to log in to Windows 8.
(see steps in previous task), click This feature requires a touchscreen computer; you assign a picture and
Personalize. then specify the touchscreen gestures you use with the picture to log in.

See “Creating a Password Picture” on page 74 for more about setting up
@ Click Account Picture. e
@ Click Browse. . d

@ Click Go Up if you want to find a pic-
ture in another folder.

® Click an image.
® Click Choose Image.

Lock screen  Start screen  Account picture

K 2

Create an account picture

m Camera
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Putting Shortcuts on the Desktop

You can place shortcuts on the desktop to access frequently
used documents or applications. This is the desktop equivalent
of pinning tiles to the Start screen. After you create a shortcut,

Create a Desktop Shortcut

Click the File Explorer button on the
desktop taskbar.

you simply double-click the shortcut to open a document or

app.

@ Locate the folder, document, or appli-

R I Musicnotes [=To e
cation you want to create a shortcut L B =@
for. momous | (b Q| X =B | QL2 | () B

it | S o
Right-click the item, and choose DIR[0+ i - o s oo s ko« e e a—]
Create Shortcut from the menu that e s =
[ Desktop || Clof ey-IWonderWhyYeu'relustinlove-Dm_d3.mtd
appears.  EmC
Rl bt L] Rod| Share with
Click and drag the shortcut for the N gy -
item that appears in File Explorer T o
onto your desktop. Fry b
fostraes e
;:::’um Properties.
o Homegroup
vy
(s FACTORY_IMAGE (T
€9 OVD RW Drive (E) &
- HP 165w ()
S Network
Giterns  1item selected 7K State: BR Shared =
e ol SR

To delete a shortcut, right-click it and choose Delete. To
rename a shortcut, right-click and choose Rename from the
same shortcut menu.
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See "Using the File Explorer Ribbon" on page 130 for more
about locating files and folders by using File Explorer.




izing the Appearance of Windows

Choosing a Desktop Theme

The appearance of the desktop is a bit more customizable than and color. Themes apply several personalization settings at

the Start screen, allowing you to select preset themes or even once, which means that changing the look of your desktop is
save your own themes based on your choice of background quicker and easier in Windows 8.
Choose a Theme w
View N\
. Sosthy
@ Display the desktop. == You can save your own themes. Under the category of
‘ Right-click the desktop, and choose i My Themes, whatever theme you are using, including any

changes you have made to it, appears as Unsaved Theme.
If you want to save that theme, click it and then click Save

Personalize. iz

B Screen resolution

‘ Click a theme to preview it. = MW‘ Theme. In the dialog box that appears, give the theme a
. name and then click Save.
@ Click the Close button. L J
w ) é
+ B s Control Panel » Appearance and Personalination » Personalzation w] ¢ | [ Search Control Pand o
You can get more themes on the Internet. With Contel Pnciteme gl Reflarisundbonyoansmeeite @)
the Personalization window shown in step 3 Changedeto e ket chang e deshio bchgond. o, soumis, s v 1t v
displayed, click Get More Themes Online. The mm— el o
Windows 8 Themes webpage opens in your Vindovs O Themes ) =

browser. Use the theme categories or search ,,,
feature to find a theme you like, and then click ‘ E :|- i
Save to download and save the theme. The
theme isnow available through the Personaliza- bl e
tion window of the Control Panel.
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Changing the Desktop Background

You can choose your own background for your desktop to give
it a more personalized look. Windows provides some attractive
pictures along with the alternative option to use a solid color

Select a Different Background

@ Display the desktop.

. Right-click the desktop, and choose
Personalize from the menu that
appears.

@ Click Desktop Background.

Click an image to select it, or click the
Picture Location drop-down list and
choose from categories such as Solid

(€) = t W\ ControlPanel + Appestance snd Personalitltion » Person

Choose your desktop background
Gk

for your background, or you can use any image or photo you
have available in your Pictures library.

Deskaop Background w & | | Sesrch Control Pane »

Colors or your Pictures Library.

Picture location:

[Windews Deskiop Backarounds

your

Select all Clearall

When you locate a background you
like, click Save Changes.

Section 17 provides information about work-
ing with photos and how to find and save
photos on your computer. After you save a

» Earth (§)

* Flawers (6)

+ Windows (1)

photo to your computer, you can use the
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Picture position:

Browse button in the Personalization, Desk- -
top Background window to locate and use it
as your desktop background.

\ J e\ B

%57PM
/182012




Customizing the Appearance of Windows

Changing the Desktop Color Scheme

Windows allows you to change the color of window borders and also enable the Transparency feature, which gives an
and the taskbar. You can choose from a variety of preset colors attractive glowing effect to these desktop elements.

Change Windows Color and

Transparency
. . Setaan e - o >
@ Right-click the desktop, and choose e and W = &?M
Pe rsona I |Ze. el Harmony. Automatic Windows Default Mone
@ Click Color.

. Click a color scheme to preview it.
@ Click Save Changes.

© G) ~ 1 W v Conral Panet v appesrance and Pessanakization + Peronskaation » Color and Appescance

Change the color of your window borders and taskbar

You can adjust the depth of the color by
using the Color Intensity slider. More intense
color depth makes the color palette darker.

Save changes
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Adjusting Screen Resolution

Other settings in the Control Panel affect both the Start screen lower resolutions make them bigger. Use resolution to adjust
and desktop. For example, you can apply higher screen resolu- what's on screen so that things are comfortable for you to view
tion settings to improve the clarity of onscreen images. Higher and read.

resolutions make the overall screen elements smaller, while

Change Screen Resolution

@ Right-click the desktop, and choose ik

Display

Personalize. ;

Ease of Aiccess Cent

@ Click Display. ]

@ Click Adjust Resolution.
@ Click the Resolution drop-down

Do you want to keep these display settings?

askbar

Keep changes Revent

Reverting to previous display settr | sin 14 seconds.

list, and use the slider to choose a =
resolution.

@ Click Apply.
® Click Keep Changes in the dialog box
that appears.

@ Click OK.
' Click the Close button.

Lo o /48 \

The higher the resolution numbers, the
crisper the image on your screen. However,
some resolutions can distort the proportions
of your screen so that items appear out of
perspective. Also, not all monitors support
the highest resolutions.
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Screen Resolution -

= 4 s Contol Panel + Appestance and Personalzaion » Display + Screen Resalution v] @] [ Search control Pane o

Change the appearance of your display

=

Display: 1. Mobile PC Display v

Resclution: 1280 768 v

L Advanced settings
1280 ~ 800 (Revommended)

1024 % 768

elm ¢ —




Working with
Users and Privacy

Enabling Windows Firewall

Allowing Apps to Access Your
Computer

Setting Up Windows Defender

Setting Up User Accounts and
Passwords

Creating a Password Picture
Creating a PIN

Switching Among User Accounts
Managing User Account Control

Turning On Family Safety

Working with Family Safety Settings

hrough an Internet connection, your computer and the infor-

mation that users create on it are vulnerable to various forms
of abuse, including the downloading of malware such as viruses
and the risk that websites and programs can access your per-
sonal information and location.

Windows 8 has several built-in protections against these
threats that are easy to set up and manage, if you know what to
look for. Windows Firewall stops files from being downloaded to
your computer without your knowledge. Windows Defender is a
feature that guards against spyware and malware, which include
programs that can be downloaded to your computer that watch
your activities or corrupt your data.

To keep information private, you can set up multiple user
accounts on your computer. Each user can save certain settings
and content. Users can each have a unique picture, password,
and even a PIN, which helps them log on to your computer
quickly and easily. You can manage user account settings to
enhance your computer’s security and set up Account Control
Settings to notify you when there is an attempt by another user
to install programs on your computer or change your Windows
settings. Finally, you can use Family Safety controls to manage
the content that younger users can access.




Enabling Windows Firewall

Windows Firewall is a feature that checks information being recommend that you turn on Windows Firewall. However, a
sent or downloaded from the Internet or another network to firewall doesn't replace the need for antivirus and anti-spyware
your computer. Firewall then either allows access or rejects the software; your computer can be exposed to threats via avenues
access, depending on the settings you have applied. | strongly other than the Internet and networks.

Turn On Windows Firewall

From the Start screen, begin to type Search
Control Panel. esults for "con” .

When the search result displays the
Control Panel app, click it.

@ Click System And Security
@ Click Windows Firewall.

@ Click Turn Windows Firewall On Or o™
Off. =

Games,
L]

e

o Settings
B Files

® Select the Turn On Windows Firewall
option in the Private Network or
Public Network settings, or turn on
both if you log on to public hot spots.

@ Click OK.

AT ~

If you want extra security, in the Windows Firewall Customize
Settings dialog box, under the Private Network settings, you
can select the Block All Incoming Connections check box,
which blocks any incoming connection even if you've speci-
fied that the connection is safe. By default, the option for
notifying you when Windows blocks a program is selected,
but you can turn that off if you don’t want a notification.

+ B s Contral Panel <1 ¢ | | [Senrch CortrolPan »

2
T i

>
w1902
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Working with Users and Privacy

(€ v T %+ ConmolPanel » System and Security +

v & | SearchControl Panel 3

Control Panel Home.

Action Center
Review your computer's [l atus and & Change U:
s System and Secus
i Troubleshoot commen || mputer problems

Network and Intermnet.

Windows Firewall

Hardware and Sound
aatus_|_Allow an 00 theouch
Programs Windows Firewall
System | Set fiewall security options to help
User ccounts and Fami
vl . View amu{ prtec yourcomps rom hackes o remereacees | Lounch emote asstance
icious software
Appeanance and SeaFhamine
s cnataton . Windows Update
clock Longuage, snd Region I 1 pupcmatc updshing on or o | Check for updstes | Instol ptionstupdates | View update sty
Ease of Access
@ roveroptons E——
Change battery seltings | Require a password when the computer wakes S . m = = T
Change what the pos Change ccps ® T P » Control Palli b System and Security » Windows Firewall & | | Search Control Panel 2
15 File History ot Pane ome Help protect your PC with Windows Firewall
& e ofyourfic it i imory. | Resarey - s .
ﬂ BitLocker Drive Encryption Sllow 0 app o festisd o Intemet or a network.
Manage BitLocker
. . & Chonge notification settings @ Private networks Connected (2)
torage Spaces
s G s L :;mvﬁnlm Fireweall on or, ) " - "
Administrative Tools W Restore defaults
i!: Free up diskspace | Defragment and optimize your drives | B Creste and format hard dick parttions @ Advanced seaiogs ‘Windaws Fewal state: On
§ Vieweventlogs | 8 Schedule tasks Incorming connections: Slock il connections 10 apps that are net on the lis
Troubleshost my network of allowed apps
Flash Player (32-bit) AR &
Netification state: mmmmmnﬁmﬁmlh\mum*
. '@ Guest or public networks Not connected (%)

+ Windows Firewall + Customize Sertings v @ SesrchControl Panel )

“ustomize settings for each type of network

ivete network settings
® Tum on Windows Firewall
[T Block allncening connections, mcheding Urose in the kit of aliowed apps
¥ Motify me when Windows Firewall blocks 2 new app
) Tusm aff Windows Firewall (nat recamemended)
network settings
(@ Turn on Windows Firewall
connectians,
] Motify me when Windows Firewall blacks 2 new app
g (2 Turn off Windows Firewall (not recommended)
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Allowing Apps to Access Your Computer

You can use privacy settings in Windows 8 to allow programs are to another location. Or, you might want to allow websites
to access your location or your name and account picture. For you go to regularly to recognize you and greet you by name
example, you might want a mapping app to have access to when you visit.

your location so that it can display directions from where you

Allow Access to Your Location

@) Press Windows logo key+C.
@ Click the Settings charm.
@ Click Change PC Settings.

@ Click Privacy.

Click the On button for the Let Apps " .8
Use My Location setting. mu

=

Sunday

a 240 wgus

AT ~

There is some danger associated with allowing access to your loca-
tion. If you or your child are concerned that an individual might
want to know where you are at any point in time, you are more at
risk if you carry a laptop or tablet device with you, and you might
consider blocking this access. However, for most people, this fea-
ture simply adds convenience when using certain applications.
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PC settings

Personalize
Users
Notifications
Search
Share
General
Devices

Wireless

Ease of Access
Sync your settings

HomeGroup

Privacy

Let apps use my location
On

Let apps use my name and a

On

Help
On

Privacy statement

Settings

Help

63°

Port Townsend
Closly

(2
ETY53

Weather

Messaging

1

Sundsy

Keybaard

Change PC settings
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Allow Access to Your Information

@ Press Windows logo key+C.
@ Click the Settings charm.

@ Click Change PC Settings. Il
@ Click Privacy. j :! m’ *

Click the On button for the Let Apps
Use My Name And Account Picture
setting. e o | St

Start R

® Click the On button for the Help N1
Improve Windows Store By Sending
URLs For The Web Content That Apps
Use setting.

19

. 2 48 vt 1

See Also i

Network security can help you control who has access to your
files and data. When you create a network, you establish your
network security type. See Section 19, “Working with Devices
and Networks,” for more about network security settings.
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Messaging

19

Sunday

Keybosed

Change P settings

PC SettlﬂgS Privacy

. Let apps use my location
Personalize on —
Lt 3pps use my name and account picture

Users

Notifications

Search

Privacy statement

Share
General
Devices
Wireless

Ease of Access

Sync your settings

HomeGroup
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Setting Up Windows Defender

Windows 8 provides built-in protection against viruses and
spyware with a feature called Windows Defender. Integrated
with Internet Explorer, Windows Defender scans files you
download from the Internet to detect threats. When turned

on, the program automatically provides real-time protection
against threats, stopping malware from being downloaded. You

Set Up Virus and Spyware
Protection

From the Start screen, begin to type
Windows Defender. 4

@ When the Windows Defender app
appears in the Search results, click it.

@ Click the Settings tab.

Make sure the Turn On Real-Time
Protection check box is selected.

@ Click Save Changes.
‘ Click the Close button.

AT

Updates are performed automatically when
real-time protection is turned on. However,
these updates occur only every few days. To run
a manual update at any time, click the Update
tab of Windows Defender and then click the
Update button.
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Ap pS Results for “windows* Apps

can also run manual scans any time you like. Remember that
this free protection is akin to other free anti-malware protec-
tion you can find online. It is good, but if you want more robust
security—for example, if you often visit unknown websites or
often download files to your computer—you might consider
purchasing an anti-malware software program.

Search

windows |

Apps
Fo! Settings
i Files

alicious of petentially unwanted software attempts to install itself of run n your PC.
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Scan for Malware

—
R w
You can customize your scan. Follow the steps in this task, but at step 3,
click the Custom Scan option. When you click the Scan Now button, you

From the Start screen, begin to type
Windows Defender.

When the Windows Defender app can select check boxes for the drives you want to scan. For example,

appears in the Search results, click it. you can scan only your hard disk, any DVD or removable/external drive
attached to your computer, or all drives. Click OK to run the scan.

On the Home tab, click either the € J

Quick or Full scan option.

@ Click the Scan Now button.

When the scan is completed, check
to see what threats, if any, were
detected.

@ Click the Close button.

Scan detalls
Lest scan: Teday st 255 PM (Quick scan)

E . E @ | T ;“;_::z

gy Games

e Intemet Explorer
Mail

]

we  Maps
b I

n Music
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Setting Up User Accounts and Passwords

If more than one person works on your computer, you might
want to set up several user accounts. Each user account can
have unique settings and store different documents. You can
also password-protect these accounts and assign a user photo
so that each user has a private computing experience. You can
set up a user account by using a Windows Live account. (You
have one if you have a Live, Hotmail, or MSN email account, or
you can create one when you create a new user.)

Create a New User

@ Press Windows logo key+C.
@ Click the Settings charm.
@ Click Change PC Settings.
@ Click Add A User.

@® Enter an email address.

® Click Next.

@ Click Finish.

AT ~

When you set up user accounts for chil-
dren, you might want to set some param-
eters for how they can use the computer
and its Internet connection. See “Turning
on Family Safety” later in this chapter for
help with this.
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When you set up your computer for the first time, you
create your own user account and you are set up as the
account administrator, meaning that you have the ability to
make and change any settings. Any user accounts you set up
subsequently are set up by default as Standard users, meaning
that they can’'t make changes to more sensitive settings dealing
with features such as security and privacy.

5 5 Sunday
August 19

Change PC semings




Add a user

AT ~

If you enter a non-Windows Live address,

you might be asked to create a Windows Live
account after step 6. To create a Windows

Live account or to log on locally with no Win-
dows Live ID, tap the Sign Up For A New Email
Address or Don’t Want This User To Sign In With
A Microsoft Account links in step 5 and follow
the instructions.

PC SettlﬂgS Your account

5 Jeremy Nelson
Personalize jeremynelsonT234@live.com

Users You Can switch 1o a local CCOUNT, bUT Your Seings won't sync between the PCs you use

Switch to a local account

Notifications

More account settings online

Search
Share Sign-in options
Change your password
General
Create a picture password
Privacy
Create a PIN
Devices
Any user who has a password must enter it when waking this PC.
Wireless

Change

Ease of Access
Other users
Sync your settings

Add a user

HomeGroup

||| WYPY:
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Set a User Password

@ Press Windows logo key+.
@ Click Change PC Settings.
@ Click Users.

@ Click Change Your Password.
@) Enter your old password.

@® Enter your new password and confirm
it.

‘ Click Next.
‘ Click Finish.
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PC settings

Personalize

Notifications

Search

Share

General

Privacy

Devices

Wireless

Ease of Access
Sync your settings

HomeGroup

Your account

Jeremy Nelson
Jeremynelson1234@live.com

You can switch 10 a local account, but your settings won't sync between the PCs you use.

Switch ta a local account

More account settings online

Sign-in options

b Change your password

Create a picture password
Create a PIN
Any user who has a password must enter it when waking this PC.

Change

Other users

+ Add a user




anged your password
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Creating a Password Picture

If you have a touchscreen computer, you
can set up a password picture. In this pro-
cedure, you choose a password picture and
then record three onscreen gestures asso-
ciated with the picture, which you repeat to
log on.

Select a Picture

Go to PC Settings. (Press Windows
logo key+I and click Change PC
Settings.)

@ Click Users.

@) Click Create A Picture Password.
@ Enter your password.

@) Click OK.

® Click Choose Picture.

Click a source for your picture, such
as Sample Pictures.

Click Go Up if you want to go to
another folder.

@ Click a picture.
@ Click Open.
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PC settings

Personalize

Notifications
Search
Share
General
Privacy
Devices
Wireless

Ease of Access

Your account

Jeremy Nelson
Jeremynelsen1234@live.com

You can switch 10 a local account, but your settings won't sync between the PCs you use.

Switch to a local account

Mare account settings online

Sign-in options

Change your password

b Create a picture passward

Create a PIN

Any user who has a password must enter it when waking this PC.

Change

Create a picture password

First, confitm your current
M= Jeremy

Bt

Cancel




Welcome to picture
password

F| |€S ~  Pictures

S ¥ PelPics
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Set Up Password Gestures

Q Click Use This Picture. e e

@ Using your touchscreen, add three
gestures to your picture by swiping
across it in any position or direction.

Choase new picture

@ When prompted on the next screen,
repeat the three gestures.

Q Click Finish.

Don't forget your password gestures; Microsoft has no record
of them. The best procedure is to make a note of the password
gestures and keep that note away from your computer so that
anyone trying to access data on your device can't find it.
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Creating a PIN

Entering an email address and password might require that 4 characters? That's what a PIN does for you: it's a shorthand
you type 20 or 30 characters, which takes a bit of your pre- way to log on, and it's easy to create.
cious time. What if you could log on to Windows 8 with just
Set Up a PIN .
@ Open PC Settings. (Press Windows .
logo key+l and click Change PC PC settings Todracaunt
; eremy Nelson
Settlngs.) Personalize . JJere:i[.eus'ans@i.(\;rmm
‘ C | iC k U sers. You can switch 10 a local account, but your settings won't sync between the PCs you use.
@ Click Create A PIN. Notifcations
Search
@ Enter your password. Sh'c:re SR
‘ Click OK. o s your paeerord
@® Enter a PIN and then confirm it. Privacy NR—
‘ CliCk FiniSh. DeVi(—es A vho h nd it enter it whs L this PC.
Wireless Change .

Ease of Access

Other users
Sync your settings
+ Add a user

-M L

HomeGroup

ATy ;

Just as with a password, make your PIN hard to guess, even though the charac-
ters are limited in number. For example, don't use part of your phone number,
street address, or date of birth, because these pieces of information are often
publicly available. If you need something that’s not totally random to help

you remember it, use a number that represents a date or year that has special
meaning known only to you, or part of a phone number from 10 years ago.
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Create a PIN
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Switching Among User Accounts

When you have set up more than one user account on your own settings and save your own documents and limit access to
Windows 8 computer, you will want to switch among them. those documents with a personal password or PIN. You change
For example, you might have one account for you and one for to a different account from the lock screen.

your spouse. With separate accounts you can each make your

Log In as a Different User

Click Windows logo key+L to display
the lock screen.

@ Drag the screen upward to reveal the
user logon screen.

Click the arrow to the left of the user
picture.

@ Click another user picture.
@) Enter the user password. :

8:55

Manday, August 27

AL ~
If you have administrative privileges on your Windows 8 device,
you can use the User Accounts And Family Safety option in the
Desktop Control Panel to manage accounts. From there, you

can set up Family Safety for each account, change the account
type, delete accounts, and even change the password for local
accounts.
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Managing User Account Control

You can use the User Account Control Settings dialog box to user on the computer has administrative level permissions, it
set up, by user, how Windows notifies you before programs can be useful to set up the Always Notify level of account con-
are installed on your computer or when there are attempts trol for that person so that she knows when other users try to
to make changes to your Windows settings. You can choose make changes.

a level of protection that works best for each user. If only one

Change User Account Control
Settings

® « t % Conteol Panel + System and <

. From the desktop, open the Control
Panel.

Centrel Panel Heme

\v, Action Center
U Revicw your computer’s status and resolve issucs | Change User Account Cantrol sctings

* System and Securl
-~ 'y Troubleshaot common camputer problems

Metwork and Internet

@ Click System And Security. e iieil iy PR,
@ Click Action Center.

User Acesunts and Family '!g System
Safe 5 view amount of RAM and processor speed | 8 Allow remote sccess | Launch remote assistance

See the name of this computer 8 Device Manager

Windows Update

@ Cick Change User Account Control S
Settings. " ST e e

@ Drag the slider to the setting you < mu&w
prefer, with Always Notify being the £ Sorespucs
most secure and Never Notify being s, Adminsrative Tools

N¥=| Freeup diskspace | Defragment and optimize your diives | B Creste and format hard disk partitions

the least secure. i et | S

Fly]".h[‘\ay[‘r-:%? bit)
® Click OK.
. Click the Close button.

WSO

See Also ‘

For more information about making settings for individual
users, see “Create a New User,” earlier in this section.
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© 5 v+ W Contotpane | sysem ana Secury » action cemer oTe ]| [ Search Control Panet »
Contrel Panel Heme cview recent messages and resolve problems
Change Action Center settings ction Center has detected one or more issues for you b review.

@ Chonge User Account Control
settings

Security (O]
& Change Windows SmartScreen
settings Maintenance )
View archived messages
View performance information Finish installing device software

Tum off meszages about Device software
Hyou don't see your problem lsted, try one of these:

F"ﬂ Troubleshooting Recovery
Find and fix problems Refresh yeur PC without affecting

‘your files, or reset it and start over.

Lt Action Center -
(® =+ 1 Y™ Conteol Panel » System and Securty » Action Center v @ SeachControl Panel
— Centrol Panel Heme Review recent messages and reso |e problems
iy oo R |
Windows Update W Chenge User Account Control
Windows Program seltings Sed Choose when t| be notified about changes to your computer
Compatibility Troubleshooter W Change Windows SmanScreen
setiings Mal User Account Conti ially harmiul programs:
A el e more obout e Account Control setimgd
View archived messages A
View performance infarmation Aways notify
-1- Hotify me only when apps try to make changes to my
computer (detault)
Hyou ®  Dont notify me when | make changes o Windows
e sattioge

@ Recommended if you use familiar apps and visit
- - familiar websites.

Hever notity

(o] [ ]
See also
File History
Windws Update
Windiws Program
Compatibility Troubleshootes
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Turning On Family Safety

If children use your computer, consider setting up Family Safety
controls through their user accounts. These controls allow
you to make different settings for each child. For example,

Turn On Family Safety

From the desktop, open the Control
Panel.

@ Click Set Up Family Safety For Any
User.

. Click a user.

Under Family Safety, click the On,
Enforce Current Settings option.

. Click Close.

See the next task for managing individual
Family Safety control settings. For informa-
tion about using Internet Explorer settings
for a safer browsing experience, see Section
12, "Going Online with Internet Explorer 10.”

&
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you might want to limit the time a teen spends online so that
homework gets done, or block a younger child from using cer-
tain programs on your computer.

A @ » Control Panel

Adjust your computer’s settings

System and Security

Review your computer's status

Save backup copies of your files with File
History

Find and fix problems

Network and Internet

View network status and tasks

Choose homegroup and sharing options

Hardware and Sound
View devices and printers

| Add a device

Adjust commonly used mebility settings

Programs

Uninstall a program

v | & |SEarch Control Panel

View by: Category *

User Accounts and Family Safety
@Changeac(ounttype
@ Set up Family Safety for any user

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display
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© + 4 @ <« User Accounts and Family Safety » Family Safety v ¢ | | Search Control Panel p
Control Panel H e
ontrol Panel Home .
Choose a user and set up Family S|fety ~
Rating Systems Use Family Safety to get reports of your kids' |C activities, choose what they see
onling, and set time limits, app restrictions, ar}d more. You can manage these
settings on this PC, or on the Family Safety w Jasite.
Hector J. Applecart
Standard user - Family Safety on
Password protected
p Jeremy Nelson
PC administrator
Password protected
el x
Nancy Muir ® + 1 @ « FamilySaffy » UserSettings v| ¢ | | Search Control Panel »
PC administrator
Password protected (7]

Control Panel Home Set up how Hector J. Applecart will use the PC

If you want to apply Family Safety to someene whe isn't in Accounts to Manitor Family Safety: Current settings:
user account for them to use.

® User Settings (®) On, enforce current settings
s off Hector J. Applecart
) Standard user
! Manage settings on the Family Safe Activity reporting: Password protected
You can manage this PC's Family Safety setti (®) On, collect information about PC usage
See al website,
oo (O Off i View activity reports
User Accounts Peaple wh th et ines i s
eople who can manage these sertings online: Jeremynelsol Windows seﬂing:

Web filtering: Allow all
Web filtering

Control the websites Hector J. Applecart can access online Time limits: On

Time limits Game restrictions: Off

Cantrol when Hector ). Applecart uses the PC App restrictions: Off

Windows Store and game restrictions
Caontrol by rating or title

App restrictions
Control the apps allowed on your PC

B e G @
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Working with Family Safety Settings

With Family Safety settings, you can set time limits so that you children can access by rating, content, or title. Finally, you can
can control the amount of time and the time periods for which block specific programs from being used by your child on your
your child can use the computer. You can choose which games computer.

Set Up Web Restrictions

In the Control Panel, click Set Up

. - ' << Family Saf. ser ings v earch Control Panel
Family Safety For Any User. ®© * B0 Fomdy Sty » thorSting © | [ Search ControfPane
. . . Control Panel Home .

. Click a User for whom Fam||y Safety is ' Set up how Hector . Applecart will use the PC

turned on Accounts to Monitor Family Safety: Current settings:

! N ®) On, enforce current settings
. i . ® UserSettings EE:W esing Hector J. Applecart
@ Click Web Filtering. c Standard user
Activity reporting: Password protected
. C“Ck to a“OW access to a” WebSites. (®) On, collect information about PC usage
O off g View activity reports
@ Click to block some websites or Windows sttings e .
€l itenng: Unline commumication
content. 0 Web filtering
B Control the websites Hector I. Applecart can access online  11me limits: On
® Click to allow only specified websites @ e Game restrictons: Off
. . ontrol when Hector . Applecart uses the : .

on the A”OW And BlOCk LISt. (CIICk the Windows Store and game restrictions frpretons o

Edit The Allow And Block List link to Control by raing or title

specify allowable URLs.) =7 App restrictions

Control the apps allowed on your PC

. Click to choose a web filtering level.
@ Click the Close button.
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@ ~ 4 '@« Family Safety] » User Settings » Web Filtering v G Search Control Panel p-]

Control Panel Home

Which websites can Hector J. Applecart view?

User Settings
g o (O)Hector ). Applecart can use all websites
® Web Filteri
el Hitening == (® Hector ). Applecart can only use the websites | allow
Web Restrictions
Allew or Black Websites Allow or block websites by rating and content types

Set web filtering level

Allow or block all websites

Allow er block specific websites

©©® o

N
Make a list of the types of content that make sense for each of your chil-
dren to be able to access and review those choices periodically as they
grow up. For example, you might choose to change settings for the junior
high student to appropriate settings for a high school student when the
time comes to help him “graduate” to a more mature phase.

. J
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Set Time Limits

From the Family Safety dialog box,

C||Ck on a user for Whom Famlly @ - 4 @‘« Family Safety » User Settings v & Search Control Panel
Safety is turned on. Control Banel Home Set up how Hector ). Applecart will use the PC
o . o e Accounts to Menitor Family Safety: Current settings:
‘ ClICk Tlme lelts' ®  User Settings (®) On, enforce current settings
) ) O ok Hector J. Applecart
@ Click Set Time Allowance. acttyreporing: et pvected
Cllck User Can Only Use The PC FOI‘ gg;collectiﬂformat\onaboutPCusagE E
. View activity reports
The Amount Of Time | Allow. _ ’
. . . Windows SEt_tmg_S: Web filtering: Online communication
‘ ClICk the Correspondlng flelds to set 0 \(':V:r:::!{:i;'::?ﬂabsites Hector J. Applecart can access online Time limits: On
up the number or hours and minutes @ Tmeimis Game restrictions: Off
the user can use the computer on [/ Control when Hector . Applecert uses the PC App restrictions: OF
Windows Store and game restrictions
Weekdays and WeEkendS' E Control by rating or%t\e

‘ Click Close. @ App restrictions

Control the apps allowed on your PC

@
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- 1 'ﬂ‘« Family Safefr » User Settings » Time Limits v ¢ Search Control Panel

®©

Control Panel Home

Control when Hector J. Applecart can use the PC

User Settin
9* Set the number of hours Hector J. Applecart can use the PC per day

® Time Limits

. Set time allowance
Time Allowance

Curfew

Set the time of day Hector ). Applecart can use the PC

Set curfew

> 4 '@« User Settinels » Time Limits + Time Allowance

G

Control Panel Home

Control how long Hector J. Applecart can u

User Settings

(") Hector J. Applecart can use the PC all day
Time Limits
fme b (@) Hector J. Applecart can only use the PC for the an

® Time Allowance

@;V;E";’:: [1 v |hours -

43
0

15
30
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Search Control Panel

G

e the PC

ount of time | allow

tes




Set Up Games

. . . € ) v 1+ & celvoipanet v User Accounts and Famity Safety + Famity Sfety » User Serings ST ot 5
@ In the Family Safety dialog box, click _ ’ o
. Contral Panel Home Set up how Hector J. Applecart will use the PC
a user for whom Family Safety set- —— Fanty S P
tings are turned on. it e H Hecor ) pplecar
Activity reporting: Password protected
. . @) On, collect information about PC usage
Click Windows Store And Game L—
R est r| C t| ons. w'"dw::::::" Wb fitering: Online communication
0 Controlthe websites Hector . Applecart can access onfine  Time limits: On
@ Click the first option, “User” Can Play e ene o

All Games And View All Windows
Store Apps, if you don't want the user
to play games; if you leave this set-
ting selected, use the Allow Or Block
Games And Windows Store Apps

By Rating link to make additional
settings.

@ If you prefer to allow the user to use
some games, click Set Game And
Windows Store Ratings.

425PM

- i -
S A gngam

@®) Click to allow or block games with no

rating. \
. Click a rating level. It is possible to stop users from working with certain apps by
. Click the Close button. using Family Safety. For example, if you use a program for your

work and don’t want to risk having your child open your work
and make changes to it, you might want to use this control. If
you want to restrict access to certain apps on your computer,
on the Family Safety screen displayed in step 2 of this task,

click a user and then click Program Limits. Click the option for

If your children are into online games, take a look at Section allowing use only of certain programs, and then on the list that
9, "Working with Apps,” for more about playing games online, appears, click to select any installed programs. Click OK to set
including some safety tips. this control.

\ J
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=t & Conteatpeffs

Family Safety + ty + UserSettings + G i w & Sesrch Control Panel 3

Control Panel Her £ 1
el Fenel Heme Contral which games and Windows Store apps Hector J. Applecart can use

::5‘“'"9‘ 5 b () Hiector 1 Applecart can play all games snd view all Windews Sore apps
hk'k'.‘h: doid @ Hector ). Applecart can only use games and Windows Store apps | allow
Rafing Level

Allow or block gemes and Windows Store spps by rating

Allow ot Block Games.

et game snl Windows Skore ratings
i ADULTS ONLY,

Allow or block any game on your PC by name.
Allow o1 block specific games

Aluays blocked: None
Adways allowed: None

——

« 1 @ ContioiPar]]l b User Accounts and Family Safety » Family Safety » User Settings + Game and Windows Stace Restrictions + Rating Level w & SearchControl Panel 2

ContrelPanei Hor Control which games and Windows Store apps Hector J. Applecart can use

User Settings 12 game has no rating, can Hector | Applecart play it?
Game and Winder | Store
Restrictions b ) 4L gareves with o rating
« Rating Level O Block games with na rating
Allow or Block Gar |5 ESRB,

Which rstinngs are OK for Hector ). Applecant?

3 end older. Titles in

Titles
andror
0 er b ay ages 10and
tegory may tantasy or
e
o Tities rated T - Teen have content that may be suitable for persons ages 13 and older, Ttk in
this category may content, mild or ndor

MATURE
Titles rated M - Mature have content that may be suitable for persons ages 17 and older, Titlesin
this category may themes, more i

ADULTS ONLY
Trtles rated A0 - Adults Only by ¥
J Adult Only p

graphic degi of
persons under the age of 18,

P |
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Working with
Accessibility
Settings

Switching from a Right to Left-
Handed Mouse

Adjusting Double-Click Speed and
Indicator Motion

Setting Up Snap To and Display
Pointer Trails

Adjusting Touch Keyboard Settings
Adjusting System Volume
Controlling Contrast and Screen Size
Turning on Caret Browsing

Working with Speech Recognition

o provide input to your computer, you use a mouse, key-

board, or your fingers on a touchscreen. To make input easier
if you have hearing, dexterity, or vision challenges, you can make
good use of a variety of accessibility settings in Windows 8.

For example, if you have trouble hearing, you can adjust the
volume of your system; all volume controls in software programs
and Internet apps are then set against that system volume level.

If you have vision challenges, you can control the contrast
setting on your screen and turn on a setting to make everything
on bigger.

Finally, if hand dexterity is a challenge, there are two fea-
tures you should check out. The first, caret browsing, is a setting
by which you can use your keyboard to navigate a webpage
rather than your mouse, if you find the keyboard easier to use. If
you prefer an entirely hands-off approach, you can also explore
a new means of input, Speech Recognition, to speak text and
instructions to your computer.
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Switching from a Right to Left-Handed Mouse

A common mouse setting involves switching which buttons left buttons more intuitively. In addition, experts recommend
control right-click and left-click settings. Changing these can that those who use a computer often switch these settings to
help left-handed individuals use their mouse and its right and avoid carpal tunnel pain.

Switch from Right to Left-Hand
Clicking

On the Start screen, begin to type Search
Control Panel.
@ Click the Control Panel app.

@ Click Hardware And Sound.

Y Jsults for "con” Apps

Under Devices And Printers, click the : g e
Mouse link.
® Click the Buttons tab. i
o~ Finance
@ Select the check box labeled Switch “ .
Primary And Secondary Buttons to D
change the left button to perform e
actions typically performed by a o=
right-click.
o
@ Click OK. Music
&)
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+ B+ Control Panel »

Adjust your computer’s settings

’

@

System and Security

Review your computer’s status

Save Backup copies of your files with File History
Find and fix problems.

Network and Internet
View netwerk status and tasks
Chaese hemegroup and haring cptions

Hardware and Sound

View devices and printers
Adda device
Adjust commonly used mobility settings

—

Programs
Uninstall a program

m

Viewby: Cotegory ™

User Accounts and Family Safety
% Change account type
) Set up Farmity Safety for ony user

Appearance and Personalizati
Change the theme
Change desitop background

§ &

s e i (@ )+ 1 @ ControlPanel » Hardware and Sound w| & | search Control Panet »
Clock, Language, and Regien
ﬂ Adda lnguage Centel Panel Heme 2 Devices and Printers
L Change inpul methods mand Secuity B pdda device Advanced printer setup | Mouse | 9 Device Manager
Change date, time, or number formats] Change Windows To Go startup options
J Network and Intemet — :
Ease of Access o Ha 2 S m AutoPlay
Let Windows sugqest settings Change default settings for media or devices | Play CDs or other media automatically
Gptimize visual display Programs
i scnatty (@) 500
Safety sounds M dio devices
Appesrwece and \@ Power Options
Personslizstion
Change battery settings | Change what the power buttans do
Clack Language, and Region Require 3 password when the computer wakes: | Change when the computer sleeps
fase of Access Adpust screen brightness
! Display

[Seatch Control Panel

v e

®

Make text andd other sterns larger or smaller
How to correct menitor flicker (refresh rate)

Windows Mobility Center
Acium commanly wsed mobiiy serings

Location Settings
Change Iocation sethngs

Adjust screen resohution

Adjust settings before giving o presentation

&+ Comn[iPanct + Hardunee snd Sound

Heme iy Devices and Printers
— i) Addadevice | Advanced piintes setup | Mouse
e
Programs Buers | Porters | PorterOpaors | Wine | Hrdvare|
user
X 7| Swtch pamny and v
Appeanancs ared
Pty
Clogk, Language. ae palacting and dragong.
Ease of Access
Dot cick spece

Doubke chck the fokler to teat your acttng. ¥ the

older does nct open oe close, by Using 8 slower
seting

Soewd Shom [ Fort

Cheklock

L] Tum an GickLeck Gomngs

Button, Tt set, brofy press the meuse button, To release, chek the
buiton again_

Hardware and Sound

' Device Manager

Ds or cther media automatically
IManage audio devices
uttans do

inge when the computer sleeps

bttings before giving » presentation

3

Search Control Panel

B | IR
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Adjusting Double-Click Speed and Indicator Motion

If double-clicking to get some things done presents a challenge  individual clicks occur at a longer interval. You can also modify
because you have trouble clicking fast enough, you can adjust how fast the mouse indicator moves across your screen so that
the speed at which the mouse responds to a double-click. you can follow its path more easily.

Windows can then recognize a double-click even though the

Change Double-click Speed and
Motion Setting S ] wowesses  -omm

(€ © ~ 1 #@» Control Panel + Harchaare and Sound «| @ | [ Seareh Cantrol Pane 0

Control Fanel Home 2/ Devices and Printers

—— B8] Addadevice  Advanced printersetup | Mouss | W9 Device Manager
Change Windows To Go startup optiens.

@ In the Control Panel (on the Start

screen, type Control Panel and then R sk g Aoty )
click Control Panel), under Devices I e e
And Printers, click the Mouse link. i e unmm e e
Clock Langusge, and Region v e sl | Chiaeh ahe i s A
. On the Buttons tab, drag the slider in ot
the Double-Click Speed category to e
set the speed at which you want to O o icipiimiigpommni
double-click your mouse to initiate an gy Locstionsetings
action.

@ Click the Pointer Options tab.
. Drag the slider in the Motion setting

section to adjust how fast or slow _,,,,_ | _.m.;,._ = |
the pointer moves on your screen in e —— -
response to mouse movements. e e j son o _—
ml = V] Enharce pointer precision Y g
. Snap To.
‘ Click OK. s T

foldes coas nct open or chse.try using & siowes
setng,

Speed. Sow Fast b, a

(555 oty poseartais
ChekLock
7] Tuam o ChelLock Settngs B o s g
abies ordk i o

ot hokdin
busion. To set. baefly pecas t  mouse bumon. To release. chck the

=
mouse bt agan () C1omiccaton c e whem s o CTALkey
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Setting Up Snap To and Display Pointer Trails

To make selections in dialog boxes simpler, you can set up your
mouse pointer to move to the default selection, which is usually
the most common option that people work with. You can also

choose to display a trail on your pointer as it moves across the
screen. If you typically have trouble locating your indicator on
the screen, the shadowy trail can make it more visible.

Set Up Snap To and Pointer Trails

In the Control Panel (type Control s

Panel on the Start screen, and then ]
click Control Panel), click Hardware
And Sound.

Control Panel Home.
System and Security
Metwork and Internet

+ Hardware and Sound
Programs

Under Devices And Printers, click the
Mouse link.

Ease of Access

On the Pointer Options tab, select
the Snap To check box to move the
pointer to the default choice in dialog
boxes.

Select the Display Pointer Trails check
box and then use the slider to select
long or short mouse pointer trails.

@® Click Apply.
@® Click OK.

« 4 i@ s ControlPanel + Hardware and Saund

You can adjust the thickness of the mouse cursor to help you
spot it more easily. In PC Settings, on the Ease Of Access panel,
click the Cursor Thickness drop-down list and click a setting,
with 1 being the thinnest and 20 being the thickest.

./ Devices and Printers
6] Addadevice | Advanced printersetup | Mouse | 8 Deviee Manager
Change Windows To Go stanup options

B AuroPlay
; Change default cattinge for media or devices | Play CDx or cther madia automatically

@y Sound
Adjust ystemvolume | Change system sounds | Manage audio devces

ttings | Change what the powes
en the computer wakes | Change when the computer sleeps

By Osely
Make text and othes stems lavger or smaller | Adjust screen resolution
How to correct monitor flicker (refresh rate)

7, Windows Mobility Center
S s commanty sed mobiiy seings | Adjus setings before ghing » reststaion

[ Location settings

ange location sethings

. .

Bunons | P e | Poster Gt [ Wheet | Horcore

] Ertmnce potterpreciscn 528PM

/12012

Snap To = il
1 [ Atomanically move ponterto the defou but | aina
“fy sskgbo

‘Viabity
5 O ot e e
Shurt Leng

1., e ponter whiotysing

'\4:; L] Showw location of peinter when | preaa the CTRL key
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Adjusting Touch Keyboard Settings

You have some control over how your touch keyboard func- ing text and how your gestures are interpreted by the touch-
tions; by making changes to keyboard settings you can make screen. These settings will not appear if you have a computer
the touch keyboard easier to use. Commonly used settings without a touchscreen.

include choosing the language for your keyboard when enter-

Control Touch Keyboard Settings .
@ Press Windows logo key+I to display : o
Settings panel. e Settmgs eete history
Q Click Change PC Settings. Eeoe Touch keyboard
Users Show suggestions as | type
@ Click General. on —
Notifications Add 3 space after | choose 3 text suggest
@ Change the On/Off sliders to change T on -
any of the following self-explanatory o -
settings: Capfalz the st eter of each sentence
> -
+ Show Suggestions As | Type P— e e i
« Add A Space After | Choose A Text B e
Suggestion e e e
« Add A Period After | Double-Tap Sync your settings B
The Spacebar T — spelling
« Capitalize The First Letter Of Each i el ek o e |
Sentence e
 Use All Uppercase Letters When | .

Double-Tap Shift Key
« Play Key Sounds As | Type

« Make The Standard Keyboard
Layout Available
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Working with Accessibility Settings

Adjusting System Volume

One of the computer settings that people commonly like to full blast, you know what | mean. Changing system volume is
change is the system volume. If you've ever watched a TV show therefore front and center on the Settings panel.
on your computer and cringed as the commercials come on

Adjust System Volume

Settings
. Press Windows logo key+I to display
Settings.

. Click the Volume button.

@ Drag the slider to raise or lower
volume.

You can mute sound on your computer at
any time by clicking at the bottom of the vol-
ume slider. Drag this slider up to unmute the
computer.

Y ~

If you want separate control over system vol-
ume and the volume of system sounds (such as
an alert that an email has arrived), display the
desktop, and then in the taskbar, click the Vol-
ume button. At the bottom of the Volume set-
tings, click the Mixer button, and then use the
sliders to adjust the volume for different types
of sounds.
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Controlling Contrast and Screen Size

If you have difficulty seeing items on your screen, you might screen contrast and making the items displayed on your screen
want to customize some visual settings. To help those with bigger. Turning on High Contrast essentially turns the back-
vision challenges, Windows provides settings for adjusting the ground of your screen black and the text white.

Change Contrast and Adjust Screen

Size
@ Press Windows logo key+. oC setti
. . settings Ease of Access
@ Click Change PC Settings. 9
. Personalize o -
‘ Click Ease Of Access.
Users o e la
Click the On/Off slider for High e T T i wepages g singcve i
Contrast. o =
Search Pressing Windows + Volume Up vl tum or
® Click the On/Off slider for Make Share
Everything On Your Screen Bigger. Show notifcations for
ything 99 Genera
Privacy Cursor thickness
_1 v
Devices III
Wireless
Sync your settings
HomeGroup

®
ATV )

If you use a laptop computer, it's often the case that the function keys that run
along the top of your keyboard provide a way to make your screen brighter or
dimmer. To use these keys, first tap the key labeled Fn (usually located in the
lower left of your keyboard) and, without letting go of the Fn key, press the
function key for brightness (often it shows the image of a sun).
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Working with Accessibility Settings

Turning On Caret Browsing

Caret browsing is a setting by which you can use your keyboard ~ Up, Down, Right, and Left keys to move from link to link or
to navigate a webpage rather than using your mouse. When to select text. Caret browsing can help the mouse challenged
you turn this feature on, you can use the Home, End, and Page enjoy their Web browsing experience more.

Settings See Also x N\

Section 12, “Going Online with Internet
Explorer 10,” provides more information about
using the Internet Explorer web browser and
various techniques you can use for navigating
the web.

Ease of Access

High contrast
off |
Make everything on your screen bigger
off

Notifications Tab through webpages and apps using caret browsing

Changa PC setings

on [ —
Turn On Caret Browsing search —
Share
‘ Press Windows |OgO key+|. o ‘)ch\:;rgat‘m‘sm' .
@ Click Change PC Settings. Privacy i
@ Click Ease Of Access. Devices [
Wireless

Click the On/Off slider for Tab
Through Webpages And Apps Using
Caret Browsing. Sync your settings

HomeGroup
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Working with Speech Recognition

Speech recognition has been around for several years, and the
technology has made great progress in its ability to recog-
nize voices and accents and deliver more accurate results. The
Windows Speech Recognition feature has become a practical
alternative to entering text or commands with a keyboard,

Start Speech Recognition

On Start screen, begin to type
Control Panel.

@ Click the Control Panel app.
@ Click Ease Of Access.
@ Click Start Speech Recognition.

@ Click Next to move on from the Wel-
come screen. (See the next task.)
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g Control Panel
.

although you will still have to review text for misunderstood
words and clean up punctuation a bit.

To get started with Speech Recognition, you first have to turn
the feature on; then, you can make various settings for how it
works.

Search

AppS Results for "con”

[ Defaut Programs
v

‘ Files.

o) Bing

Finance
al

Games
"

e Intemnet Explorer

E Mail

we haps
551!! i



Working with Accessibility Settings

(-] Ease of Access 1
© )« 1 @ connll Panet + Easeoriecess |
Contrel Panel Home @ Ease of Access Center ol
. Let settings P display Pl with visual cues
System and Security Change how your mouse works | Change how your keyboard works.
Metwork and Internet . .
s [l Speech Recagnition
Start speech recogn
Programs

User Accounts and Famity
Saf
Appesrance and
Besionslization
Clock Language, and Region
* Easeof Access

+ 1 B ControlPanel + w]@ | [Seanch Control Pandl r
Adjust your computer’s settings Viewby: Category

System and Security
Review your computer's status
Save backup copies of your files with File History

Find and fix problems.

Network and Internet
tl Wiew network status and tasks
=3

Choose homegroup and sharing options

Hardware and Sound
e View devices and printers
Adda deiee

Adjust commanly used mobility settings

Programs
R‘ Uninstall a program

User Accounts and Family Safety
# Change account type
180 5etup Famity Satey for smy user

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen reslution

Clock, Language, and Region
2dd s language

Change input metheds.
Change date, ime, er number formats

Ease of Access
Let Windomws suqgest settings
Gptimize visual display

® o F&

Welcome to Speech Recognition

Speech Recagnition allews you to control your computer by voice.

Using anly your voice, you can start programs, open menus, click buitans and other objects on the
screen, dictate ter into documents, and write and send e-mails. Just sbout everything you do with your
keybard end mouse can be done with only your voice.

Fist, you will set wp this computes te recognize your veice.

Nete: puter by have completed this setup wizsrd.

R
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@ Ease of Access - o IEN
® + 1+ @ ControlPanel » Ease of Access w @& | SesrchControl Panel o
@ On page 2 of the Set Up Speech
e . . Control Panel Home
Recognition Wizard, click the type of e e i S S ——
input equipment you intend to use. S g sowech ffecsniion

Hardware and Sound
Start speect fecognition | Set up 8 micrephone

Set Up Speech Recognition

Ease of Ajcess Center

Frograms

@ Click Next. s .

Appes (= I}
Perso

Make sure your m icro P hone is set u P e s oy Resien What type of microphone Is Mierophone (High Definition Audio Deviee)?

* Exseof Access
® Headset Microphone
Best suited for speech recagnitian, you wear this on your head,

and then click Next. |-

= () Desktop Microphane

. Read the sentences provided.

. Click Next. |_f 2“‘:‘v -

. Click Next once more.

Ease of Access

(<]
© )~ 1@+ ComwiPend » Ease ot Acces

Control Panel Home Ease of Access Center

Let Windows Replac
Change how yor works | Change how your keybosrd works

System and Security
Netwerk and Internet

Spee

Hardware and Sound
Start speec

Programs
User Accounts and Family

Clock Language. and Region

» Ease of Access Set up your microphone

Praper miziophone placement

- Pasition th hone ob b from
Do ot breathe directly into the microphone
Make sure the mute button i not set (o mwte.
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Working with Accessibility Settings

e Ease of Access

© 5+ 1@ ConroiPua + Easeotaccess 16| [ Seach Control Panel

Contrel Panel Home Ease of Access Center

Let Windows suggest settings | Optimize visi | display | Replace sounds with visual cues

System ond Sec
i) Change how your mouse works | Change te | your keybosrd works
Networt and Intemet i
Hardware and Sound {j Speech Recog

¥ Stert speech
Programs

User Aceounts snd Family x
= (< I

Adjust the vol e of Microphene (High Definition Audio Device)

Read the following sentences aloud in 2 natural speaking voice:
“Peter dictutes to his computer. He prefers it to typing, und porticularly
b cf 13 it s pem onl poper. ™

Mete: After reading this, you can proceed to the nest page.

Ease of Access - o il

r
ftings | Optimize visual display | Replace sounds with visual cucs
works | Change how your keyboard werks

Your microphone is now set up

‘The micraphone is ready to use with this computer.
Click Next to continue setting up Speech Recognition.

There are four screens that appear when you
click Next in step 10 of the preceding pro-
cedure. You don't have to make any of these
settings; they simply give Windows permission
to monitor your documents or to use other
ways to learn more about your speech to make
Speech Recognition more accurate. If you like, [ e |
you can simply move through these screens and
accept the default settings to complete Speech
Recognition setup.

S41PM
a1%/202

R 1]
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Use Speech Recognition

After you have set up Speech Recognition,
you can try it out. To do this, you'll need to
have a headphone attached to your com-
puter to speak text and commands and
you'll need to learn to use the Speech Rec-
ognition controls.

. After setting up Speech Recognition
(see previous task), return to the Ease
Of Access dialog in the Control Panel
(follow steps 1-4 of the previous task)
and click Start Speech Recognition.

Click the Microphone button on the
Speech Recognition controls.

Speak commands into your micro-
phone, such as "Open WordPad.”

@ Begin to speak a sentence.

Click the Microphone button again to
turn Speech Recognition off.

® Click the Close button on the Speech
Recognition controls to close the
program.
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© )+ 1 @ Conmoipflut + Easeof hccess

Control Panel Heme:

System and Security
Metwork and Internet
Hardware and Sound

= 1 @+ ComrolPancl + Easeof Access

Control Panel Home

| Speech Recognition

Uses Accounts and Family
Safety

Appearance and
Persenalization
Clock Langusge. and Regien
* Ease of Access

Start speech recognition | S

T
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Searching

Searching on the Start Screen
Using the Search Charm
Locating Files, Apps, and Settings

Customizing Search

Setting Which Apps to Use for
Searching

he Integrated Search feature of Windows 8 is one of its most

powerful new features. Integrated refers to the ability of Win-
dows 8 to search not only your computer but also the Internet
to find a wide variety of results. Finding what you need is simple
because you don’t have to open up a search feature or screen.
You simply begin typing a search term with the Start screen dis-
played. Windows 8 then brings up a Search screen with results
and tools that help you narrow your search.

Using this advanced searching technique, you can find more
than files on your computer: you can locate Windows administra-
tive tools and settings, emails, photos, music, and much more.

Windows 8 also offers settings that help you limit your
search to certain categories, giving you a lot of control over your
search results.
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Searching on the Start Screen

Searching in Windows 8 is the most intuitive way to search which you have to locate a search feature, click in a text box,
you've ever experienced. You simply begin to type and search and then type, you will need to get used to this new approach.
results appear. If you've used traditional search methods by

Use Integrated Search

‘ On the Start screen, begin typing a
word, such as windows.

AppS Results for "wind”

@ Complete typing the term in the
search box that appears.

B Files

b ™

Finance
i
™ Games,

Jeremy T e Internet Explorer

Nelson | st
Mail

[

we Maps
5515 e

-ﬂ n Music

Trending
[ —
Tadd Akin

Gu K ity

To clear the search box but stay on the Inte-
grated Search screen, click the X to the right of
the search box.

Prague, Czech
Republic
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Searching

Using the Search Charm

You can access the Search charm on either
the Start screen or from the desktop by
displaying the charms. This method also
takes you to the Integrated Search screen.

Apps
b Bing

E Calendar News 3 athy (@_\) Snagit 11

Open the Search Charm

Camera @, SnagittiEait

@ Press Windows logo key+C. el
@ Click the Search charm. =

) .’é Finance Pira aisies . Calculator o Bing
@) Begin to type a search term.

Games Reader Cl r Mz Finance
[ 4l

E Files

a8 Intemet Explorer SkyDrive g Mot o  Games
] Notepad e Internet Explorer
P T =
f me Maps
‘3 o

n Music

Jeremy

Nelson

DOW

1025 Ko
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Locating Files, Apps, and Settings

To help you focus your search so that you can find just what
you're looking for, Integrated Search provides more tools than
a traditional search feature. That's because the search feature

reaches beyond Windows 8 and searches the Internet, too, and

Search for Items

With Integrated Search open (see
one of the previous two tasks),
enter or complete your search
term.

Click any category beneath the
search box, such as Files, Maps, or
Store, to narrow your search.

When the results appear, you can
click another category to get dif-
ferent results.

@ To open any of the results, just
click an item.

—

Enter a city, such as Seattle, in the search
box. Click Maps to get a map of the city.
Next, click Weather to see the weather fore-
cast for the city. Tap Music, and it's probable
that Windows will locate a musical selection
with the city name included. This is a great
way to get all kinds of information about a
new place you're visiting!

o

assuming you have an Internet connection. This feature lets you
search for items such as emails, contacts, photos, videos, games,
items in the Windows Store, files, installed apps, music, maps,

even administrative tools and settings for Windows 8.

If your results are too detailed, click the Pan and
Zoom tool in the lower-right corner of the screen to
go to an alphabetical overview. Click one of the let-
ters to go to results that begin with that letter.

Finance

Its

et Word
ko

d Search
k)

Templates for Word Wordfeud

‘Wordament

Free
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Customizing Search

There are a few settings you can apply
for the Search feature that can make your
searches more efficient. You can also make

settings to keep your search history private.

By deleting your search history, you ensure
that nobody else can discover what you
search for.

Customize How Search Works

@) Press Windows logo key+l.
@ Click Change PC Settings.
@ Click Search.

Click Delete History to clear your
search history.

@) Click the slider to turn the Let Win-
dows Save My Searches As Future
Search Suggestions feature off or on.

Click the slider to turn the Show the
Apps | Search Most Often At The Top
feature off or on.

Press the Windows logo key to return
to the Start screen.

PC settings

Personalize
Users
Notifications

Share

General

Privacy

Devices

Wireless

Ease of Access
Sync your settings

HomeGroup

Searching

Settings

Search history

Show the apps | search mlst often at the top
on [

Let Windows save my searches as future search suggestions

on L |

Search history in Windows

= Delete history

Use these apps to search

E Bing on
ﬁﬁﬁi Finance on
n Games on
E Internet Explorer on
E Mail on

% on




Setting Which Apps to Use for Searching

The wealth of search options in Windows 8 is “impressive; how- app on the Start screen to shop. Or you might prefer not to
ever, you might prefer not to have the Search feature return get video results, especially if you are working on a Windows 8
results in every category. For example, you might prefer not tablet with a battery that might run down quickly when playing
to search the Windows Store but to go there from the Store videos. Setting which apps to include in a search is simple.
Choose Apps for Searching .
@ Press Windows logo key+.
‘ Click Change PC Settings. PC SettmgS Search history

Click the On/Off slider for any app Faeitle or

tO control Whether SearCh ShOUId Users Lﬂe:“mndcwssavemysear;hesas'uluresearchsuggeshons

include it in searches. Notifications Searcn hisory i Windows

Press the Windows logo key to return e

tO the Sta rt screen. Share Use these apps to search

Settings " -

Internet Explorer On

i

On

=
Q
8]
B

On

Y ~

Remember that certain apps, such as

Weather and Store, require that you have
access to the Internet to return results. If
you don't have access, the search feature

See Also “

See additional sections in this book, such as Section 12
will search only your computer hard disk about using Internet Explorer, Section 13 about using

for matches in apps, files, and settings email, and Section 14 about shopping at the Windows
categories. R T Store, for more search options from within those apps.
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Working
with Apps

Opening Desktop Apps
Using Menus

Using Toolbars/Ribbons
Entering and Formatting Text

Cutting and Copying to Windows
Clipboard

Inserting Objects
Printing a Document
Saving a File
Exploring Games
Closing Apps
Uninstalling Apps

verything today is about apps, computer applications that

have become very modular and customizable. The Windows 8
Start screen displays several pre-installed apps, such as Calendar,
Music, Weather, Internet Explorer, and Xbox LIVE Games. In addi-
tion to the apps displayed on the Start screen by default, other
pre-installed apps are available that you might be familiar with
from previous versions of Windows, such as Paint, WordPad, and
Sticky Notes. (These were referred to as Windows Accessories in
previous versions.)

You can also install desktop applications such as Microsoft
Excel or Quicken from Intuit. These more robust desktop applica-
tions have several features in common, which you'll learn about
in this section.

One application that comes with Windows 8, WordPad, has
similarities to many desktop applications, such as Microsoft Word
or Excel. It has a combination of menus and a ribbon toolbar, and
you can enter, format, and edit text and objects. In this section,
you'll see how to use WordPad and some of the other common
application features, including how to open apps, format text,
insert objects, print, save files, close, and uninstall apps.
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Opening Desktop Apps

Apps on the Start screen can be relatively simple—for example, the Start screen, but they open within the desktop environ-

a calendar, the weather, or a music or video player. Apps that ment. These desktop applications typically offer full-featured
open on the desktop are the more traditional applications, such  tools, such as menus, toolbars, and the ability to save and open
as those in the Microsoft Office suite. These can be pinned to documents.
Open WordPad

On the Start screen, begin typing Search
@ WordPad. A ppS Results for “word” Apps

word
@ Click WordPad in the search results.

Apps
Q Settings
i Files

[

You can also right-click on the Start screen to display the All
Apps button. You can then use the scrollbar at the bottom of
the screen to locate the app you want to open.
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Using Menus

Menus have been around in software for a long time. You click
a menu, and a list of commands appears. Click a command,
and a few things can happen. A dialog box might be displayed

Use the File Menu in WordPad

. On the Start screen, type WordPad.
. Click WordPad in the search results.

. Click File.

Click commands to open a new docu-
ment, open an existing document,
save a file, and so forth.

Hover your mouse over a command
that has an arrow to its right to open
a submenu of additional commands.

] tow
¥ g
B s
ol o
Joi'= PU—.

=) Serstin el

O oonvoens

iave a copy of the document

offering a group of settings. A submenu might be displayed
offering additional commands. Finally, the software might take
an action, such as opening a new, blank document.

S s
Picture P2 Dateand g . -
- an time  object elect

L% Bich Text document
S| Save the document in the Rich Text format.

Office Open XML document |
Save the document i the Offce Open XL R KRN IS OO I RN B KN R, - = |
fomat.

Openpacument text
ent in

Using Menus

115



Using Toolbars/Ribbons

Many apps and more robust desktop applications typically mands for working with documents, such as Open, Save, and
provide graphical tools that you can click to get things done. In Print. In addition, there is usually a Home tab that offers the
some programs, these are arranged on a toolbar; in Microsoft most commonly used editing tools to format text. WordPad
programs such as WordPad, they are arranged on various tabs also offers a View tab on which you can use tool buttons to
on a ribbon. The ribbon includes a File tab that displays com- zoom in and out, display a ruler, and more.

Explore the WordPad Ribbon

W|th WordPad open, click the ) e st o B A
File tab. ¥ con e Fot Deteond 1ok | o ceman
. = o KNS CXXN KEXY KN SKEY SERNEREY - 5
‘ Click Save. _ lot day m August. Buker Street was e am oven, and the ghare of the suiight
H’ Sawe (ctr 51 " actos: .
rickwork of the house across the road was pamiil to the <ye. It was bard to
@ Type a name for the document. o | e e e s walls i oo 5 oy oug e fogs of v
& half-deawen, and Holmes lay curled upon the sofa, reading and re-reading a
. o) - d received by the moméng post. For myself, my term of service in India had
s ad heat better than cold, and a thermometer at nmety was 0o hadship. But the
‘ ClICk SaVe. 5 n.unml.ncslng,leamnlllndmmﬁ\uﬂmiy\\:suuldlm\n,mdl
=] send n eml hachie of s N et e shinehicoclos o Scsstbion . Avesetid Bl ncscaod
@ Click the View tab. @ oo

- T @ b Libraries » Documents » ANV Search Documents 2

T —
‘ Click the Zoom In button. ‘

Clear the Ruler check box to
hide the Ruler.

Organize « Mew folder B=

-

a7 Favorites Name Date modified Type

B Desktop . Pet Pics 8/19/201211:43 AM  File folder

Select the Ruler check box to 1§ Downloads |\ Pics and Docs 8/17/2012242PM  File folder
dISp|ay |t again_ "5‘_-_7" Recent places . RTM Figures 8/20/2012 11:06 AM  File folder
| Snagit 8/17/201211:31 AM  File folder

4| Libraries

‘ Click the Home tab.

Click the Date And Time b o Music
button I» [=] Pictures
’ 3 E Videos
@ Select a format.
4 9@ Homearoup D >
‘ C|ICk OK File name: | Conan Doyle - Cardboard Box _—‘
Save as type: | Rich Text Format (RTF) v

‘ Click the Save button.

| Save in this format by

) Hide Folders default Sae | | Concel |
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Rﬂm! View

Q Q % B Ruler m— word wrap *

L statuctae [0 Mensurement unite -
Zoom Zoom 100
n ot %

2)|im in on the documen)

It was a blazing hot day in August. Baker Street was like an oven, and the glare of the sunlight
upon the yellow brickswork of the house across the road was painful to the eye. It was hard to
believe that these were the same walls which loomed so gloomily through the fogs of winter.
©Onur blinds were hati-drawn, and Holmes lay curled upon the sofa, reading and re-reading a
letter which he had received by the moming post. For myself, my term of service in India had
tenined me to stand heat better than cold, and a thermometer af ninety was no hardship. But the
‘morming paper was wninteresting. Parkiament had risen. Everybody was out of town, and |
yearned for the glades of the New Forest or the shingle of Southsea. A depleted bank account
had caused me to postpone my hokiday. and as to my companion, neither the country nor the
attraction to him_ He loved to Be in the very center of five milions of

sea presented.

~ @

B EA9¢s]
_ [t

Paste

View

Cliptoard

In some programs, such as those in
the Microsoft Office Suite, groups of
tools, such as Font on the Home tab,
include a dialog launcher symbol in
the lower-right corner. Click this to
display a dialog box with additional
settings.

Times New Roman v 12

BrUaeXx 2-A- [Eleam S

5]

AN #

Conan Dg e - Cardboard Box - WordPad

= g B 2

20-Aug-12
Monday, August 20, 2012

bﬁmd-‘lmﬂugwhlmz

20 fugi L 2012

fIaEE: th
1:12:24

intry nor the
ve millions of
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Entering and Formatting Text

Many apps and desktop style applications require that you available to format the text with color or bold, italic, or under-
enter text. For example, you can enter text in an email message line effects. There are other tools with which you can adjust

in the Mail app, in a Microsoft Word or Excel document, or in spacing between lines of text or to align text across the page
a text field in Messaging. After you enter text, tools are often relative to the left and right margins.

Enter, Select, and Format Text

. -

@ With WordPad open, enter a few Tk we s S @
words of text. o 2o pr EEAMF e o
@ Click to the left of the text, and drag TR ST
. It was a ty in August. Baker Street was ke an oven, and i
to the r|ght or down to select some e el ko of e Bouse acros the e was il o[ o . was b o
bebeve that these were the same walls which loomed so glooruly throu | the fogs of winter.
or a” Words' Onr blinds were half-drawn, and Holmes lay curled upon the sofa, reafig and re-reading a
fetter which he had received by the moring post For mysell, my term |7 senvice in Tndia had
. . . trained me to stand heat better than cold, and a thermometer at ninety |15 no hardship. But the
@ Click Bold, Italic, or Underline buttons g ey v g Pabanct s ey v oo
to apply those styles to the selected

text.

@ Click the Font Color button and
choose a color for your text from the
drop-down palette.

. Click to display the Font list and then
click a different font to apply it to

selected text. I FERENREK FERERERE FREEXERE PEXERREK s i
i | blazing bot day i August, Baker Strcet was ke an oven, and the glare of the sunight
® Click to display the Font Size list. | e s e <Ak e ol e s o e
@ More colors.. 4 were half-drawn, and Holmes lay curled upon the sofa, reading and re-reading a

. vellow brickwork of the house across the road was painful to the eye. It was hard to

. . . Jetter which he had received by the moming post. For myself, my term of service in India had

@ Click a size to apply it. e e st et <ok, A et ety e i, e
morming paper Everybody was out of town, and |
yeamed for the glades of the New Forest or the shingle of Southsea A depleted hank

account had caused me to pasrpone my holiday, and as to my companion, neither the

munli nor the sca prescated the sl 'ialrsl attraction to him. He loved to ke i the \ni

#rina

g neptace

Paint Dateand Insedt
- dawing  time object i Selectall
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trained me to stand heat better than cold, and a thermometer af ninety was no hardship. But the
‘moming paper was uninteresting. Pabiament had risen. Everybody was out of town, and |
yearned for the glades of the New Forest or the shingle of Southsea.
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It was a blazing hot day in August. Baker Street was like an oven, and the glare of the sunlight
upon the yellow brickwork of the bouse across the road was painful to the eye. It was hard to
believe that these were the same walls which koomed so gloomily through the fogs of winter.
Our blinds were half-drawn, and Holmes lay curled upon the sofa, reading and re-reading a
letter which he had received by the morning post. For myself, my term of service in India had
trained me to stand heat better than cold, and a thermometer a ninety was no hardship. But the
‘moming paper was uninteresting. Parbament had risen. Everybody was out of town, and |

yeamed for the glades of the New Forest or the shingle of Southsea. A depleted bank
account had caused me to postpone my holiday, and as to my

If you apply a font other than the default font style to text, be aware that if you
or somebody else opens the document on a different computer or a computer
with a different operating system, or as a document on the web, not all fonts
will be available. Other programs try to substitute available fonts, and the results
might or might not appeal to you. Sticking to more common fonts such as
Verdana, Times New Roman, and Arial might be your safest bet.
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Cutting and Copying to Windows Clipboard

To help you place a copy or to move a piece of text or an An item stays on the Clipboard for a time until you find a new
object such as a picture to another location, Windows provides location in the document or in another document where you
a feature called the Clipboard. This is a holding area for text want to paste it. If you cut or copy several items, the oldest

and objects that you cut (remove) or copy from a document. item will eventually be permanently deleted.

Use Windows Clipboard

m Home  View

With WordPad open and text

0 {:W tmestiewroman <[z | f 0w E.s @ [ ‘j ! *“:":
entered, select some text. AT & L DAL L e
. . ait e | oo e o S O SR KON Ry WA WO WY - (1 50
@ Right-click and select Cut or Copy on f— .
A It was a blazing hot day in August. Daker Street was ke an oven, and the glare of the sunlight
L the yellow brickwork of the house across the raad was painful to the eye It was hard to
the OptlonS panel' h'f-::-r#:mbemwmnhcmrwal:\mirhmmfdmgjm:ﬂyﬂvﬂlynh?fngmﬂuhu
. . Our blinds were half- drawn, and Holmes lay curled upon the sof, reading and re-reading a
letter which be had received by the mor For myself, my term of service m India had
. ClICk Flle’ NeW' h:incdmctustandhtdbdkrﬂ:an(tu.mz:::hﬁnm;ﬁd:n:mtywasmhmdshb,ﬂmﬂr
: e e s Pt o b st o s, [N
In the new document, click the loca- = et St
H sea prescuted the shghtestatlr =~ © *° ' "sved to bicin the very center of five milions of
tion where you want the text to e
MO OF S| of unsohv a of e found no 3 his. 4
appea r. gifts, and bis o:haznhmgc was E f"“" h::mdf::ﬁ: c\i-doapifchmv:::mm
. . . down his brother of the counn = s
@® Right-click, and click Paste on the
context menu.
—
N\
To copy an object such as a picture, -i .—_. . =
select it by clicking on it; handles _ ammm—
appear around its edges: Follow the ] tew e [ ‘j I j“’;‘";
same procedure for cutting or copy- E e P pant_ 01230 1t | e
ing text outlined here to move or o s o 3.' —_—
copy the item. After you place the Bl e X ot day n August Boker Strce was ke an oven, o he gl ofthe sfght
. . = N smiclowork of the house across the road was painful to the eye. It was hard to
item in a document, you can make i were th s s whichoosned s gl frough e Fos of wier
. . - i . drawn, s sofa, réadung aod re-rendiag &
it larger or smaller by dragging the ) Borccied o o wovko oo Fot sl o sk i .
5 J S Pogesetup 1 bener thas, csl a thermometer at ninety was no i
handles on its edges, and in some ) B i ettt B et s o 11 & cu
programs, you can edit a picture in - e e G| cory
other ways, such as cropping to a 9 ... st arction o i He o 1o 3 e very e of e s o O pate
smaller area. 0| Farsaraph
1= | Lists »
| J
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Inserting Objects

In many applications, you can insert a copy of an object, such

as a graphic element like a photo or clip art (a collection of
illustrations, photos, and animations that come with some

Insert a Picture

W

0
P:d .

. With WordPad open, click the Home
tab.

. Click Picture.

. Double-click a folder to open it and
display images. (The Pictures folder
opens by default, and any pictures
you've saved or downloaded are
likely to be in that folder.)

BrUmnx 2-A [EESE S
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It was a blazing hot day in August. Baker Street was like an oven, and the glare of the sunlight
upon the yellow brickwork of the bouse across the road was painful to the eye. It was hard to
believe that these were the same walls which koomed so gloomily through the fogs of winter.
Our blinds were half-drawn, and Holnues lay
letter which he had received by the morning po eff, my term of service in India had
trained me to stand heat better than cold, and a at ninety was no hard<hip. B the
‘moming paper was uninteresting. Parkament had rise |- Everybody was out of town, and |
veaned for the lades of the New Forest on the shiic [ ¢ of Southsea. A depleted bank account

. ClICk a picture, @ * T 1 e« Pictures » Holmes AN v} Search Holmes
Organize ~ New folder
@® Click Open. .
¢ Favorites | o
B Desktop ; M

AT ~

You can use tools in applications to insert
other kinds of objects in documents. Objects
that you can insert include charts and
graphs, drawings created in drawing pro-
grams, and even mathematical equations.

‘__

& Downloads

N
= Recent places

Halmes Train

The Lads

Engineer's
Thumb

Held it right

- Libraries there

@ Documents

& Music };}

(& Pictures
E Videos

Speckled Band

& Homegroup Portrait

| Jeremy Nelson

v

Muoriarty

File name: | The Lads v| ANl Picture Files

| o

Inserting Objects

applications such as Microsoft Word) into a document without
having to use the copy and paste method.
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Printing a Document

With many applications and apps you can print your docu-

ments or webpages. For example, you can print a memo from

WordPad, an email from Mail, or a webpage displayed in a

browser such as Internet Explorer. From desktop style applica-

Apply Settings and Print a
Document

@ With WordPad open, click File.
@ Click Print.

Click the printer you want to print to,
if it's not selected by default.

Click to select a range of pages
(optional).

Click and choose a number of copies
to print.

Click to collate copies (to print sets of
pages from first to last).

. Click Print.

tions such as WordPad, you use settings in a Print dialog box
to print an open document. Make sure that you have a printer

connected to your computer first!

Preview and print the document

print

num
nt bet

iy to the default

e of copies, ana atner
are printing

1ake changes to pages before

#rina

o Reptace
Insert
me  object i3] Selectal

O R O D AR EEENEER L

des of the New Forest or the shingle of Southsea. A depleted bask account
pastpone my holiday, and as to my companion, neither the country nor the
slightest amaction to him. He loved to lic in the very center of five millions of
iments swretching out and running through them, responsive to every linle
n of unsobved i [ nature found no pl his many

hange was when he turmed his niind from the evil-doer of the town to track.
fthe country

O D

e o /8

matically when you print.

Apps such as Mail and Internet Explorer offer a Print command or
button; however, the print options are usually more limited than they
are with desktop applications. Whatever program you print from, if
you've set up a default printer (see Section 19, “Working with Devices
and Networks,” for more about this), that printer will be used auto-
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General

Select Printer

% Add Printer
@ Canon iR3570/4570 Class Sriver

@ Microsoft XPS Documen

= Snagit 11

=i Fax
< >
Status: Ready [ Print to file
Location:
P
Page Range
[@F] Number of copies: |1 = L
Selection Cumrent Page

(®) Pages: 15 | Collate !

E L 2 3 L 2 3
Enter either a single page Jumber or a single 1 1
page range. For example |3-12

Pt || Camcel || Apply |




Saving a File
After you have entered some content in a document, it's a

good idea to save the file on a regular basis so that you don't
lose your work. You can save a document file to your computer

hard disk or to external storage such as a USB flash drive or
DVD. When saving for the first time, you can give the file a

Save a File

. With a new WordPad document

open, click File. B o

@ Click Save. ke

) ) h‘s‘“”‘

Click to select a library or folder to -
which to save the document. 53 e e

. Enter a document name.

Select a different document format, if

O roonvoreme

name and choose a format to save it to; the application’s native
format is the default. You can also save a copy of the file with a
different name or in another location to create a backup copy
in case the original is damaged.

i i R R H SR WO

des of the New Forest or the shingle of Southsea A depleted bank account
postpone my holiday, and as to my companion, neither the country nor the
lightest aftraction to him. He loved to lie in the very center of five millions of
tments stretching ot and mnning throngh them, responsive to every hitle

n of unsolved crime. Appreciation of nanire found no place among his many
hange was when be tumed his mind from the evil-doer of the town to track.
if the country.

Search Pics and Docs

[«)

necessary @ ~ T . « Documents » Picsand Docs v
. C||ck Save Organize = Mew folder = - @
0 Favorites 2
B Desktop A_h
Downloads -
: Recent places L=
i Conan Doyle -
4l Libraries Cardboard Box
‘— — @ Documents
[ Pictures
If you want to save a copy of a file you've previ- B videos
ously saved, in step 2 you would click Save As,
choose a location to save the file to, give it a & Homearoup ¥
new name if you |ike, and save it. You can't save File name: | Conan Doyle - lllustrated| _‘vl II
two files with the same name in the same loca- Save astype: |Rich Text Format (RTF) _‘v
tion; you have to either overwrite the original e
file or rename one of the files. ' Hide Folders default ’ Save Cancel
\. y,
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Exploring Games

On the Start screen, you will find a Games tile. This takes you to xBox
Games, which includes some spotlighted games and access to the
xBox 360 Games Store and the Windows Games Store. You can play
standalone games or play with others online. In Games, you can set

Setting Up Your Avatar and Profile

‘ On the Start screen, click the Games tile.

Scroll to the left to display the Avatar
settings.

‘ Click Create Avatar.
‘ Click to select an avatar to use.
® Click to adjust the shape of the avatar.

Click Save; note you can customize the
avatar at any time by clicking Custom-
ize Avatar and changing settings for
clothing, jewelry, shoes, and so on.

‘ Click Edit Profile.

@ Enter your name, motto, location, and
bio.

‘ Click Save.

up a game avatar and profile to use with game apps, as well as view
your achievements and gaming friends. In this task, you set up your
Avatar and Profile in the Games app. Once that’s done, download a
game and try your hand at it.

@ xbox gamips

| heckytater

E Hector @0

@ Add Friend

@ Compare Games @ View Profile
@ Create Avatar Edit Profile
@ View Achievements @ Share Profile

M

to
Lacation

Bio

Your friends will appear h

AT - \

When creating your profile, to protect your pri-
vacy, don’t share too much information. Don't
make your location too specific (for example, by
giving your address); just give a state or region.
Don't reveal many personal details in your bio.
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choose an avatar to customize

stomize avd |a
@ customize avd [ar

my featur

body size ~

edit profile

If you download additional games, you can pin them to the Start

If you've used previous versions of Windows that screen so that you have quick access to them. First download the
included several games, such G M.lnesweeper or Hearts, games, and then on the Start screen, type the app name. Right-click
those game are not available in Windows 8. the app and then click Pin To Start on the toolbar that appears.
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Closing Apps

The way by which you close apps changes with Windows 8. In more traditional desktop applications, you click the standard
some cases, you don't close an app, you just return to the Start Close button. Finally, with apps such as Weather and Maps, you
screen by pressing the Windows logo key on your keyboard can drag (or swipe if you have a touchscreen) downward to

or by clicking the Start screen charm. In others, especially with close an app.

Close an App

With a desktop application open,
such as WordPad, click the Close

button. RT TOWNSEND, WA
NG WEATHER

With a Start screen app open, such as
Weather, click the top of the screen
and drag downward.

'8 a

Mostly Cloudy 52° 14 6. & % 64°/49°

If you haven't saved a document in step 1, . _ i
you might be asked to save it before you s e e O S
close the application.
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Uninstalling Apps

Although computers today give you lots of memory to fill

up with apps, images, and documents, if you no longer need
an app, it's still a good idea to uninstall it. After you uninstall
an app, you have to reinstall it to use it again, which requires

Uninstall an App

‘ On the Start screen, right-click an app.
‘ Click Uninstall.
‘ Click Uninstall.

either that you have a disc or discs to install it from or that you
re-download it to your computer. If you've decided that you
don't need to use an app again, follow these simple steps to
uninstall it.

Note that when you click Uninstall in step 2, Windows might
display a list of related apps that will be uninstalled along with
the app you selected. Pay careful attention to this list so that
you don't uninstall something you need.

Unpin from Uninstall Larger
Start

This app and its related info will be removed
from this PC.

m Pirates Love Daisies
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File Management

Using the File Explorer Ribbon
Using Libraries
Navigating File Explorer

Finding Files and Folders with File
Explorer

Changing Views in File Explorer
Sharing Content

Creating Folders

Renaming Files and Folders
Moving and Copying Files

Creating Compressed Files

Extracting Files from a Compressed File

Backing Up Files

Deleting Files and Folders

You accomplish both work and play on a computer by using
computer files. For example, those files might hold the soft-
ware applications you work with, the documents you create in a
word processor or spreadsheet, a game, or your favorite song or

movie.

Windows 8 organizes your files into folders and libraries.
There are several pre-defined libraries such as Pictures and
Documents, but you can add others. Within these libraries are
folders containing individual files.

You use the File Explorer app to perform the following tasks:

Find files you've saved on your computer or on an exter-
nal storage device such as a USB stick.

Create new folders and move or copy files among them.
Delete files you no longer need.

Back up files in a file history or on an external storage
device so that you have an extra copy for safekeeping.

Create compressed versions of files that are smaller and
easier to store and send to others.
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Using the File Explorer Ribbon

In previous versions of Windows, File Explorer was called Win-
dows Explorer. New to File Explorer in Windows 8 is a ribbon
of tools that you can use to work with your files and folders.
If you've used previous versions of Windows, it's worth taking

« On the Home tab, you can copy and paste items,
organize and delete them, create new libraries and
folders, and open or select files and folders.

The Home tab

‘Sample Pictures |=l8] x
- w

a moment to review the contents of the new ribbon. The tabs
on the ribbon provide different types of tools, including the
following:

* You can use the tools on the Share tab to send files to
others or to share them with other users in your com-
puter network.

The Share tab

Pttt Tools Sample Pictures. |=]o| x

<43 ] [ Search sampie Peturs p @)+ [0+ tores » Fctres + SamplePcere » =% »
California Poppy Sy r—— M & L gl California Poppy
96 2nage B Desicp » File folder (1) UG image
I e iPod Phate Cacke
= Annie i the Sk
= blossem
= Butety
= Eoe
£ Cabfomia Poppy
= e
= Bcaptan
T
& Power
. HalfDome st Suncet
= fce lant o ot
1 Computer ) ik i Computer e
e PG = 1o R & Touch e
s PACTORY JMAGI u FACTORY MAG| = Twolacklake
{4 DVD RW Drive (F: 42 DVD AW Drive (E: S Wadding Sumllowars
- -t ) = v Rase
. STvinezeses et Vesemine Valley
AOffceTents AAOHicTembe
Zaee- B wed [E= 18 E=
sFBY B
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File Management

« On the View tab you can look at the contents of your
drive in a variety of ways, showing specifics levels of
detail and sorting the contents by criteria such as
name, size, or date created.

The View tab

rlene Ll Sample Pictures
[ e 5
D [Hovvsewwne | 58 bar g o & tweicom |- | (137 ooy [re— 2 | @
[lOetainpane] 3 Medmicons 9 Smaticons - [ Adel calumans - Fie name cetanglons 1o
e 8 Esseel+ | 3t =
oane= : E e <ot ta
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@)~ [+ vbares + Pt + Sampeicis + <Tos] [[Search seemie reres 7]
S e e Tops Sae fatg e
I Desitep 4 File folder (1) WEG nage
S D ooty ki iPed Phate Cache 1222011 E3TAM K
- Drophos
Wohecenapnc * PEG image (17)
S drieintheSnk 772008 1212204 ok
 Libraney - BRoTOm 188188 Date taken Specify dote taken
Y = Tage ssaaug
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G Hewlibury @ s Coldomis Poppy 1rns i
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= s Wi R e gl
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* You can use the File tab to access Favorite Places,
open a new File Explorer window, clear your recent
items or address bar history, or modify options for
how you work with folders.

The File Menu

B[ p—

[ e ——

EF coen vinamn bmntran + ~Toa] [excrmpiepioms___ 5]

{75" s 5 L fne' California Pappy
LG image
i ' -
3 oo vore
L Specty e aken
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JooneNeets | VessmeVally  2IE/O07RITAM 2870

Content-specific tabs, such as Picture Tools, appear
when you have selected certain types of content.
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Using Libraries

The files and folders that contain files are organized into librar-
ies. Several pre-existing libraries are provided for you, including
Documents, Music, Pictures, and Videos. You can move files
and folders among libraries, and you can create new libraries.

Move Folders Between Libraries

On the Windows desktop, click the s | B s & e~ i | ] Hevwe Gt =
. . [ Detaits pamt 55 st Detaits - ) At cotumns = [ Fite name extensions A
File Explorer icon. Hrjorien === I Conten =f | 502 etom |l monnmens  MOuSETed | ool
. . . © =t = Wfraries » Pictures w €|  SearchPictures )
@ Double-click a library to open it.
2% Faworites Neme Date & Rating Holmes
. . B Deskaop )i Camera Roll File folder
@ Click a folder and drag it to another il I —T
library. s ot [F
4 [ Documents [&] Engincer's Thumb
| My Document s [ac] Hold #t nght there Date modiied:  B/20/2012 12:34 PM
.ph Public Document Gesturing: .
o Pictures sl
- H videos

wome  Jare
[l Prevew

418 Computt
[T petais |

& Local 8 Navigation
P

15 Computer
i Local Disk (€)

g Network
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ki Public Documents E Holmes Train &1
o) Music ’

For example, you might want to move pictures you've down-
loaded from the Download folder into the Pictures library, or
you might create a library for your artwork or one for docu-
ments associated with business clients.

Manags Manage

[T iem check boxes
[ File name extersions
Size ol colummsto it [ Hidden tem:

[jcroup oy~ =
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sont I Wae sieaea  Options
L Ad tems -

Search Pictures

v &
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Ji Camera Roll 20 File folder
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Elcas 22158 s
Conan Doyle - Card... 288
L] Engineer's Thumb 179 KB
] Date modded: /202012 1234 PM

Gesturing: .

12:56 M
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Create a New Library

With File Explorer open, click the
Home tab and click Libraries.

@ Click New Item and then Library.

In the new library that appears with
a placeholder name highlighted,

enter a name for the library and press
Enter.

Ubrary Taals
Home  Snare  view
t

Manage

8 h: x lzﬁ ) @ E '} @ oven - B setectan

& ubeay | Select none
Mo Com  Otie Remame  vew B UV
tos e v soider

X edt
Properties

PN @ istory | 3D Inwert seection
Organize v Open Select
® - 1t G Libraries »

H Favontes B

B Documents & Music
B Deskiop &b Libary &

iy bt
ary
18 Downlosds

e Library
% Recent places g’ Videos
Library

4 Libraries
[ Documents

& Homegroup
L] esemy Netson

1 Computer
i Local Disk (€

i Network

el e

=

Assign unique and descriptive names to libraries so that you

can easily find the folders and files within them.

File Management

v & | Searchlibraries
Pictures

Library

=

Date modified:  B/20/2012 %49 AM

= 12507
S Pl o

Lists.

Use libraries for broader topics; you can create folders within
the Documents library for narrower topics to keep libraries to
a manageable number. For example, create a folder for house-
related items. Then you should populate it with “sub-folders”
for Budget, Renovations, Mortgage, and Insurance. Create
folders within the Documents library for narrower topics, such
as Gardening Tips, Association Minutes, or Holiday Address
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Navigating File Explorer

File Explorer offers several ways to move among the libraries library of folders—or move back or forward to a previously
and folders on a drive. You can move up to a higher level—for viewed item. You can also display a list of recently viewed
example, from a subfolder to a folder or from a folder to a items.

Navigate Among Libraries

= ey e | ot

Home  Snare  view  Manage [

Qn the Wmd_ows desktop, click the 0E . kB X o
File Explorer icon. Ea Wl 0 G0 L5 _ i
@ Click the Pictures library. e Gt ) L R e— £
458 Favortes . ¥ e Rating ample Pictures
. B Desktop Ji Camera Roll File folder
@ Click a folder. s

Click the Up arrow to the left of the
address bar to go up one level in the
file/folder hierarchy.

EHDH«,MNMM K8 Date modehed:  B/20/2012 1:00 PM

[a] Holmes Train

] Ko

(& Perceived Moriamy
. . (] \ ac] picturent
Click the Back arrow to display the Erewan

8 Computes (o picture0ss

Pictures folder contents again. Bl | Bl

g Netwark <] pieturenss
Click the drop-down arrow to the i rroumt
right of the Forward button to display e
a list of items you've recently viewed i

(&l pictureTt

in File Explorer. S

Bl picturears
[ ] g o, 2PM
E = L i L

Y ~

With a folder open in File Explorer, you can click Properties

on the Home tab and then click Properties on the drop-down
menu. The window that appears will give you information
about the folder, such as how many files and subfolders it con-
tains, the date it was created, and whether the folder is shared
with others.
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Finding Files and Folders
with File Explorer

File Explorer organizes your files within
folders and libraries. Because a file can

be tucked into a folder or subfolder, you
might have to hunt for it. One approach is
to methodically move from library to folder
to file through a logical hierarchy until you
find the file. Another approach is to search
for the file; the search results will take you
directly to the file, no matter where it's
located.

Locate a Folder in a Library

. With File Explorer displayed, double-
click a library to display its contents.

Double-click the folder that contains
the file.

If the file is contained in a subfolder,
double-click that folder to display its
contents.

ATV

When you double-click a folder that contains
subfolders, those subfolders are displayed

in the leftmost pane of File Explorer. Any
lower-level folders within any of those sub-
folders are displayed in the middle pane of
File Explorer.
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File Management

Search for Files and Folders

searen Toors [
With File Explorer displayed, click in T el E;
the search field. oo R | o, d¥e

: B
B sewcnagunin s | noomta~ D ot oro | stes

®© = & 5+ SearchResuhtsin Libraries » v & pa x

Enter the name of the file; matching

. . W Favoites Pet Pics Date modiied: 1772012 11:49 AM 9items
files are displayed as you type. = o - cuvssjeen sy oecumers
8 Downlosds - N
v . Cats Type: IPEG image Date taken: 11/6/2011 :25 AM \
. . . ‘& Recent places Dimensions: 2448 x Size: 216MB.
‘ Double-click a file to open it. p— S
B piciure0sd
ge— Size: 77 KB
, picture063
o Size A3 KB
“phiat )
L. Public Videos m picueedsd i
s Eddie
Aienirs . |1 S
M Kot Type: IPEG image
1% Computer Dimenzions: 604 x 433 Size: 572KB
B Local Disk (€3 ' picure013
Size 240 KB
€ Netwark,

el & _°

2337,
A 4 yonme

To preview a file's contents when you locate it, on the File
Explorer ribbon, on the View tab, click the Preview Pane but-
ton. Click a file in the middle pane, and a preview of the docu-
ment is displayed in the right pane of File Explorer.

You can also search for files by using the Search charm. On the
Start screen, move your mouse into the upper-right or lower-
right corner. Click the Search charm and then click Files. Enter
a search term or file name in the Search field. Matching results
appear as you type.
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Changing Views in File Explorer

In File Explorer, you can choose among several views to see the fied, and size. The ability to display items in different layouts

items on your drive from different perspectives. For example, and grouped or sorted by certain criteria makes File Explorer
you might choose to view picture files as small icons of the an invaluable tool for navigating through the contents of your
pictures, or you might choose to see documents in a folder dis- hard disk or an external storage device.

played in a detailed list that includes the file names, date modi-

Use View Tab Tools

. With File Explorer open, click the
View tab.

@ Click the Details Pane button to dis- e Is] b=

—

¢ Favontes

play details about a selected item. ek

@) Click the Sort By button to display a e
menu of sort options.

picture063

il Pictures

@ Click a sorting option in the list. S i

@ Click the Group By button to dis- R
play a menu of options for grouping e
content. ot

@® Click an item on the list to group o
contents.

@ Select a check box in the Show/Hide
tools section to display file name
extensions or show hidden items.

936 PM
a20/202

il RN E

To hide an item such as a file or folder in File Explorer, click to
select it, and then on the View tab, use the Hide Selected Items
button to hide it from view. Select the Hidden Items check box
to then display hidden files again.
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Sharing Content

Often you will want to share the documents, pictures, and then access files on the network from their own comput-
other files on your computer with others. Some people might ers. Using the tools on the Share tab of File Explorer you can
have a computer on your network at work or home, in which manage the sharing process.

case you can share files with them via the network. They can

Share Content with Individuals

I s
With File Explorer open, click the e
Share tab. - cap A N R
In the Share With list, click the Spe- SR T e £

Neme

cific People option.

Ji Pies and Does

@ Click a person’s name.

. Click Read or Read/Write to give the
sharing permission you prefer.

. Click the Share button.

8 Computr
I Locat sk (€

€ Netwark,

239PM

gl LI Bt

To stop sharing with a group or individual, on the File Explorer You can also use the Send group of tools on the Share tab to
Share tab, click the group or individual on the list and then share content by emailing, printing, or faxing a copy of your
click the Stop Sharing button. file to another person
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Creating Folders

The library folders in Windows 8 provide a basic set of cat-
egories for organizing files, but most people require more of a
breakdown for the files they create. For example, as you create
documents, you might decide to create subfolders in the Docu-
ments library for each project or client with whom you work. If

‘ Uhlwhuh
Home

Create a New Folder

you import lots of pictures into your Pictures library, you might
want to break these down into folders such as Vacation, Grand-
kids, or Remodeling Project. The ability to create new folders
and to rename files and folders is one you'll really appreciate as
time goes by.

. . . e view Manage Manage ~ @
@ With File Explorer open, double-click 0 - T
to open the library or folder where g.,;,;. ‘"r: T oprn ey
you want to create a new folder. @G - » Bl Faw— e ;
@ Click the Home tab. — \ e
) Heolmes
@ Click the New Folder button. b i B
fa cate It —p
4] Conan Doyle - Card. KB -
Enter a name for the folder and Lo 2
1 [a] Hold # right there ]
press Enter. S DU
i | et s
(&) picture0t3 w2 35K
o Hamegrovp () picture0s1 a1y 12 1104 20 saks
ol | st JTI - o e
® * 1 &l » Libraries » Pictures - & | [SenchPictwes »
R Mame Date Tags Size Rating B Newfolder
B Desttop B Comera Roll File folder
S i p
< | o ]
¥ Documents [ cate. 2215 KE
J'Mmu E(NIHM!-(IIH... 2 Date modified:  $/20/2012 942 PM
See Also ™ e i
L. Sample Videos estuting:
See the task “Create a New Library” earlier in W, | S AT b
this chapter if you have created folders that — L s
you want saved in a different category than i i
those predefined in Windows 8. il 2
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Renaming Files and Folders

Sometimes it’s useful to change the name of a file or folder.

For example, you might create a file called Household Budget

to keep track of this year's expenses. But next year, when you
create a new Household Budget file that you decide to name

Rename a File or Folder

With File Explorer open, locate the

: L _ -l
file or folder you want to rename and W

[

5] Paste shorteut]
click to select it. e
® 1 ¢ lbrarif »
. Click the Home tab. gl

1§ Downlosds

En I | o v | e o
" ‘

ome  snare i Manage

o B X L

i3

Camera Roll

File Management

2014 Budget, you might want to go back and rename House-
hold Budget to 2013 Budget. It's simple to change the name of
a file or folder to help you stay organized.

Organize Hew
v & | SesrchPictures Pl

Conan Doyle - Cardboard Box

Rich Text Document

@ Click the Rename button. I [ A
4 Libraries 215K8
. 7 Documents [L2 Conen Doyle - Cord... 8/17/2012 1142 AM 268
Enter a new name for the file or i:“::a %::::urnmm A M = e L
fOIder and press Enter. i::::;ﬂm %:::-:Tg::‘m- i /’4:: Date crested:  B/20/2012 12539M

L. Sample Videos a2 Knuste

b Public Videos

& Homegroup
L] severny Nelson

8 Computer
e Local Bisk (€)

Y w

You cannot give two files in the same
folder the same name, so when you
rename a file or folder, make the new
name unique. For example, if you are
renumbering files named Project 1,

another file with that name exists. In this
case, you would rename Project 3 to Proj-
ect 4 first; then rename 2 to 3 and 1 to 2
before adding a new Project 1.

B My Videos
L Semple Videos
Ji Public Videos

Project 2, and Project 3 because you're i
about to create a new Project 1 file, you - cooan
can't change Project 2 to Project 3 while . e

a] preturedTT
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Moving and Copying Files

The way you organize files on your computer is seldom static.
For example, files for this year's receipts get moved into an Old
Receipts file; or you decide it would be handy to have a copy
of your home inventory in both your insurance and budget

folders; and so on. To deal with these changes, you need to
know how to move a file from one folder to another and how
to place a copy of a file in another folder. These procedures are
easy to perform by using a Drag and Drop method.

Move a File to Another Folder

i N o oc: pics and Docs -
@ Open File Explorer. 0 R K BT [ S S
. e | e e e el R
@ Locate the file you want to move
by using one of the methods in the & = ’
“Finding Files and Folders with File s R
Explorer” section, described earlier in o
this chapter. Lk bl st
& (o e T1/E20 625 M
Drag the file to another folder in the T T waa
. ). Public Pictures picture0s1 ot fece
left pane of File Explorer. Cmll e Ty
|2l pturenss Add an auther
o Homegroup. (] pictures? 168 Add comments
Release your mouse button, and the Dy ot o .
\ s o o
file has been moved. Meonpae  Eoratn B e
il Local Disk (C) [ pieturenz S KB 1/60 sec
o] picturest 78 KB 150-80
g Netwark 2] picturensy B5KB Ostep
= picwuredo 6ok B
o] picturenn 3
(&l pictureaT2 :I::::nmpuliﬂ?y i
st
(o] pictured?s

=

If you want to move a file to a folder that isn't visible in the left pane—for
example, to a folder on an external drive or network—after selecting the file,
on the Home tab, click the Move To button, and then click Choose Location
on the menu that appears. In the Move Items dialog box that is displayed,
locate a drive and folder destination and then click the Move button.
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File Management

Copy a File to Another Folder

@ Open File Explorer.

‘ Use one of the methods described in
the "Finding Files and Folders with
File Explorer” section earlier in this
chapter to locate the file you want to
copy.

Press Ctrl and drag the file to another

folder in the left pane of File Explorer.

Release your mouse button. The file
has now been copied.
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B videos (o] picturedio PG File 69KE
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To create a copy of a file within the same folder, simply follow
steps 1 and 2 above, but in step 3 drag the file to the blank
area of the middle pane and it will be copied into the open
folder with the word “Copy” added to the end of the file name.
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Creating Compressed Files

If you want to save space on your drive or take several files and
squeeze them together into a file that is smaller than the com-
bined file sizes so that you can send them as an email attach-
ment, you can compress the files. The compressed, or zipped,

Create a Compressed File

files you create are perfect for archiving sets of documents or
sending content more quickly across the Internet. The easiest
way to create a compressed file is to select files already con-
tained in the same folder.

. G thwe. rw | Manewe e
@ Locate the files you want to compress T TETH
by using File Explorer. -
s ;
. Click the first file. @@~ 1l ::ihmis * Dvornas + Wi ol : ) w[& | Starchpicsand Docs »
. . ,..Fn';nanl:; i :::!::Iqm - 4 items selected
Press and hold Shift and then click oowicess [l s s Eok o
. . . El Recent places 8] Hold it right there. 29KB
the last file in a sequence of adjacent . e St A
files; or press and hold Ctrl and then oo | renios [ e bt
click non-adjacent files, one by one. Lo W e~ o aod
L Snagit E:h.nmnss Delete 3 M“ i?:iu
@ Right-click the selected files, click e — 3 o ot
Send to, and then click Compressed ool
. =] Pictures a2 prcturedid SKE
(Zipped) Folder. wraes | S oo _
-.m:::rmmm g:::::ﬁ :: Sharedwith:  Hector ). Applecart
@® Enter a name for the folder and press . vover s
Homegraup picture0T2 KB
E nte r. Jexerny Melson S::::i:: :-UE
e [ G b
R Enmumn K
S Netwark a2 picturedTs

You attach a compressed folder to an email just as you would
any file, by using your email program’s Attachments feature.
The person receiving the email should then follow the next
procedure to unzip the files.
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Extracting Files from a
Compressed File
When you want to use the individual files in a e e

compressed file, you can extract them back to
their original, uncompressed state. When you

Extract To

extract files, Windows offers to create a new @ 5~ + B thors » o » v[o] [samhtmcmmens
subfolder for the uncompressed file in the same gl [ ool - ]
) N Desktop Ji Pics and Decs PM  File folder Compressed (zipped] Folder
folder where the compressed file is stored. el ol
. 5 e P T T il )
Extract Compressed Files Tty
Ji Pics and Dac. e 240K8
4 RIM Fiqures Date created:  8/20/2012 %51 PM
Locate a compressed file by using File s zypesves
Jl-"“l':“l‘ih:Dn:umc
Explorer. B v
). Public Music
@ Click the file. Tixcl
B et
@ Click the Extract tab. e
o Hamegraup

@ Click the Extract All button. R

@® If you want to extract the files to a folder
other than the one suggested, click the s et e e
Browse button and locate the folder. i e i

[Cserserem B00Bocoments Epped P

. Click Extract. ‘ FE—

VN | comiszea fataer Toois T

. ~n

% Computer
e Local Dk (C)

@f\-}) v [0 tbwie V3 Pt vt o

You can add files to a compressed file by simply dragging each Some file formats, such as JPEG, have already been com-
file onto the compressed file in File Explorer. pressed. If you place several of these files into a compressed
file, be aware that you won't save that much space.
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Backing Up Files

It's good practice to save your work. You can use a few meth- a hard disk. You can also burn files to a disc by using the File
ods to do this. You can turn on the File History feature, which Explorer Share tab.
saves libraries, your desktop settings, contacts, and favorites to

Save Your File History

Insert a USB stick, or attach an exter-
nal hard disk to your computer.

@ Display the desktop.
@ Press Windows logo key+X.

Click the Control Panel option on the
menu that appears.

Programs and Festures
Mobility Center

. In the System And Security section, i

click Save Back Up Copies Of Files Z‘:’:‘:;,,
With File History. prctia e
Command Prompt

Click the Turn On button to turn File St
History on.

Control panel
File Expla |-
Search
Bun
Desktop

1+ B8 » Control Panel » v & Search Control Panel P

Adjust your computer’s settings Viewby: Category ™

. System and Security User Accounts and Family Safety
Review your computer's status ) Change account type
‘Save backup copies of your Bles with File History ' Set up Family Safey for any user
Find and fix problems

. Appearance and Personalization
Network and Internet h (€ 5 = 1 & ContrelPanel » System and Securty » File History
Views network status and tasks
2, Choose homegroup and shering options

Contral Panel Hame

Keep a history of your files
S— e History your il 50 you can getthen back f they'relost or dannaged

Select drive | File History is off
Exclude folders

Hardware and Sound Clock, Language, and Region
View devices and printers ¢ Add a langusge.
© Changeinput methods

wied mobility settings Change date, time, o number formats

Programs Ease of Access
3 Uninztall 3 program Let Windonws suggest settings
Optimize visusl display

Copy files frans  ibrasies, deskiop, contacts and favorites

Copy eatee Removable Disk (G)
1.76 GB free of 1.86 GB.

Bvanced settings
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File Management

Burn Content to a Disc

@ Place a writable disc in your CD/DVD
drive.

@ On the Start screen, click File Explorer.

Locate and select the content you
want to save.

. Click the Share tab.
. Click the Burn To Disc button.

Click to select Like A USB Flash Drive
or With A CD/DVD Player (as you
might if you're burning a music file to
the disc).

Click Next. Windows formats your
disc and burns the file(s) to it.

Bumn to disc.
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5 Faverites
B Deskaop
1 Downlosds
% Recent places
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snare

You can also simply copy files to another drive by using the
Copy and Paste buttons on the Home tab of File Explorer, or by
clicking and dragging selected files and folders between two

File Explorer windows.

view  Manage Manage

d,u

Hmmunppum\ = snanng sty

picture0s0

How do you want to use this disc?

Disc title: |

(®) Like a USB flash drive
Save, edit, and delete files on the disc anytime. The disc will
work on computers running Windows XP or later, (Live File
System)

=) With a CD/DVD player

. Burn files in groups and individual files can't be edited or

removed after burning. The disc will also work on most
computers, (Mastered)

Which one should | choose?

pieturel3
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(e ]
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Search Pictures

Knute
JPG File

Ootetaken:  Specify date taken
Ts Add atag

604453
57268
Add a title
Add an author

Specify the subject
BA/201212:53PM
edt B/1772012 11:48 AM

1002 PM
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= il A

See Also ‘

place to another.

See the “Copy a File to Another Folder” task earlier in this
chapter for more information about copying files from one
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Deleting Files and Folders

An important part of managing files on your computer is to
know when to get rid of files that you no longer need. Delet-
ing unneeded files gets rid of clutter and makes it easier to find
what you want as well as frees up hard-disk space. It's a good
idea to back up files before deleting (see the preceding task).
However, if you delete a file and then decide you need it back,

Delete Files

In File Explorer, locate the file or

% cu

folder you want to delete. e o
@ Click the item to select it. i S
@ On the Home tab, click the Delete .:::,

button. —

By
=
If you click the Cut button instead of the g
Delete button, the file is moved to the A
Windows Clipboard. You can go to another e
folder in File Explorer and use the Paste but- ey
€D Drive (F) U3 Syst

ton to paste the file into that location. If you
don't paste the file anywhere, it will eventu-
ally disappear from the Clipboard, and you
can't get it back.

# Bemovable Disk (G

W Netwark
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h

Camera Roll

i

Hold it right
there

you do have a window of time in which you can retrieve it from
the Recycle Bin. (That window is determined by how much
content the Recycle Bin can hold; when it fills up, older files are
deleted.) This section provides the procedures both for deleting
files and for retrieving files.

Library Taals

cture Tools

Manage Manage

P = (i

T Mew item =

) @osen~

FEaiy access 2 Edit

picture060
PG File

Dotetaken:  Specify date taken

Add atag

640%.480
7258
Add atitle

10:05PM
/20/2012

= ol A



File Management

Retrieve Content from the
Recycle Bin

Recyde Bin Tools | Pict

Home  Snare  view Manage

@ On the desktop, double-click the

. g 2 %
Recycle Bin. alem, et i e,
@ Scroll or search to locate the file that e dlo] [mmtmate g
. ¥ Fovoies ats et e CA\Users\jerem_000\Document -
you want to restore and then click to = [. e s
i 1=
select it. 1 et e
@ Click the Restore The Selected Items I
button.

2448 x 3264

216 M8

T FEEHOLIP
Cameramaker  FASTMAN KODAK ..
Camera modek: KODAK EASYSHAR...
GG eORFP
w28

1D sec.

150-80

Dstep

Bmm

1

Pattern.

Flash, compulsory
36
/2012514 PN
B/1T/20012 1148 AM

‘ Click the Close button.

8 Computer
i Local Disk (¢
€D e () U3 Syt
# Removable Disk (G:)

i Network

cHElE ¢

ATV ~
To permanently delete files from your computer, you can use If you want to restore the entire contents of the Recycle Bin to
the Empty Recycle Bin button in the Recycle Bin to remove the folders from which you deleted them, with the Recycle Bin
all contents. However, remember that although files might be open, click the Restore All Items button.

gone from the Recycle Bin and unavailable to you, they might
still be on your hard disk. If you are giving away or selling your
computer, consider wiping your hard disk clean to protect your
data by using software such as WipeDrive or DataEraser.

Deleting Files and Folders 151






Sharing Settings
and Files

Confirming Your Device
Turning on Sync
Choosing What to Sync

Sharing Files on Your Computer by
Using SkyDrive

Creating a New Folder in SkyDrive
Adding Files to a Folder
Sharing a Folder

Windows 8 provides two useful ways to connect your com-
puting devices and content together via the Internet by
using the cloud.

You can sync your Windows 8 device to another Windows
8-based device. This essentially shares various settings such as:

« Personalization of your desktop’s ease of access features
* Access to apps you've purchased from Microsoft

« Sign-in credentials for some sites

« Some app settings

Syncing requires that the computer logs on with a Micro-
soft Live ID rather than using a local account. You can then sign
into that Windows Live account from another Windows 8-based
device, and you'll have access to these settings.

The other way that Windows 8 takes advantage of the cloud
is by enabling you to share files with others by using Microsoft
SkyDrive. SkyDrive lets you share items, such as pictures and
documents, with others. Using SkyDrive, you can essentially
make all the contents of your computer available when you log
on securely from other computers.
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Confirming Your Device

To sync any sign-in information for
accounts or apps, you must first confirm
your computer as a trusted Device.

Set Up Windows 8 to Sync

@ Press Windows logo key+.
@ Click Change PC Settings.
@ Under Users, click Trust This PC.

@ Enter your Microsoft Live account
password.

@® Click Sign In.
@® Click Confirm.

Verify that your email address is listed
correctly on the following screen and

then click the Send Link button.

Go to your email account and click

the link in the Windows Live Account

Security Confirmation email.
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Your account

i Jcremy Nelson
Jjeremynelson1234@live.com

Your saved passwords for apps, websites, and networks won't sync until you trust this PC.
=Trust this PC

You can switch to a local account, but your settings won't sync between the PCs you use.

Switch to a local account

More account settings online

Microsott accaunt Wht' this?
JeremyNelson1234@live.com
& Keepin touch with your social networks nght from the MSN Keep me signed in
&& homepage.
] e _yrre
Can't access your account?
Cine Microsat account gets o nt MESN, Hotmal, Mesxenges — and ciher Microsaft
wnaces Sign in
Dan't have a Mierosoft accaunt? Sign up now
©2012 Microsoft  Terms  Privacy & Cookies Help Center  Feedback




Sharing Settings and Files

Microsoft account

S Security info confirmation

Confirm | Delete

It looks like you added some security info to your Microsoft account (JeremyMelson1234@live.com):
Trusted PC: NANCY
You can use this info to reset your password if you forget it.

. Confirm NANCY

If you didn't make this request, click here to cancel.

Thanks,
The Microsoft account team

Confirming Your Device 155



Turning on Sync

To sync, you have to turn on the sync
feature. When this is turned on and you
sign in to your Windows Live account on
another device, your settings are synced
from the cloud to that device.

Turn On the Sync Feature

@) Press Windows logo key+l.
@ Click Change PC Settings.
@ Click Sync Your Settings.

Click the Sync Your Settings On This
PC On/Off button.

ATV

Syncing works with app settings only for
apps that you've purchased from the Win-
dows Store. See Section 14, “Buying Apps at
the Windows Store,” for more information
about shopping for apps.
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Change PC settings

PC settings

Personalize
Users
Notifications
Search
Share
General
Privacy
Devices
Wireless

Ease of Access

Sync your setting

HomeGroup

Sync your selfings

Syne settings on this P

on L |

Settings to sync

Personalize
Colors, background, lock screen, and your account picture

on L |

Desktop personalization
Themes, taskbar, high contrast, and more

on L |

Passwords

Sign-in info for some apps, websites, netwarks, and HomeGroup
on L |

Ease of Access
Narrator, Magnifier, and more
on [

Language preferences
Keyboards, other input methods, display language, and more

on L |

App settings

Certain app settings and purchases made in an app
on [

Browser
Settings and info like history and favontes
T e




Choosing What to Sync

You don’t have to share all your settings when you turn on the to share, from language preferences to browser settings and

sync feature; you can pick and choose only the items you want sign-in information.

Choose Settings to Sync

‘ Press Windows logo key+l. Change PC settings
@ Click Change PC Settings.

In the list of settings on the left, click
Sync Your Settings.

Click the On/Off buttons, as pre- Sync settings on this PC
ferred, for the available sync settings. On ——

Sync your settings

Settings to sync

Personalize
Caolors, background, lock screen, and your account picture
— On [ |

Desktop personalization
Themes, taskbar, high contrast, and more

On

Passwords
Sign-in info for some apps, websites, networks, and HomeGroup

@

Ease of Access
Marrator, Magnifier, and more

On [ |
\
Language preferences
If you don’t want items to sync when you're being Keyboards, other input methaods, display language, and more
charged for connection time, in the PC Settings, — On L |
display Sync Settings, and then click the Qn/Off App settings
button under Metered Internet Connections at Certain app settings and purchases made in an app
the bottom of the Sync Your Settings panel. on |
\ J
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Sharing Files on Your
Computer by Using SkyDrive

You can share files on your computer with
SkyDrive directly from within certain apps,
such as Music and Photos. This is especially
useful when sending large files as email
attachments is impractical. You can also
open the SkyDrive app and add files to
folders from there, which is covered in the
“Adding Files to a Folder” task later in this
chapter.

See your albums

Share Your Files R ;
Pictures |fprary o SkyDrive Facebook photos Flickr photos

On the Start screen, click the Photos
tile.

@ Click a library.

@ Click an image.

@ Press Windows logo key+C.

@® Click Share.

® Click Mail.

@ Click Send Using SkyDrive Instead.

Enter the email address associated
with your SkyDrive account.

@ Click Send.
‘ Open your email account.
‘ Click View New Folder On SkyDrive.

© Pictures library .
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After you share something via Sky-
Drive, which creates a new folder, you
can rename the folder by going to the
Files list and right-clicking the folder.
Choose Rename and enter the new
name in the folder name field.

® e @

. Jeremy Nelson

No subject

Add 3 message

Sent from Windows Mail

View New fglder on SkyDrive Save all

Sent from | vindows Mail

To add more emal
accounts, go to
Settings and choose
Accounts.

Ok
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Creating a New Folder in SkyDrive

Just as files in the libraries on your computer are organized ent people so that nobody has access to your entire SkyDrive
into folders, you can organize your shared files into folders content.
on SkyDrive. You can then share individual folders with differ-

Create a New Folder

Q Click the Internet Explorer tile. l https://skydrive.live.com/] X E

Q Right-click to display the address bar.

Enter https://skydrive.live.com in
the address bar.

Q Press Enter.

B £ JeremyNeson [

(F) create | | (F) uploas

dia, Sy Drive

Search SkyDrive O Folder
Q Click Create and then click Folder. Files Werd document
Recent docs Excel workbook
® Enter a name for the folder. Shared g
Groups

Click anywhere outside of the folder -
5
to save the name. —

AT ~

Folders in SkyDrive are displayed in columns
such as the following: Name, organized
alphabetically by file name; Date Modi-

Fil
fied, organized by the last added or saved R':;:mdm
file; or Shared With, which identifies those Shared
that aren’t shared with the words “Just me” Pete

Search SkyDrive O Files  seremy Netson's Siyrive Sortby: Name v E 1

Groups
or those that are shared with the words
" " . PCs
Some people.” To change the view from a Deveesan
list of files to folder/file thumbnails, use the o

Thumbnails View and Details View buttons to
the right of the search field. |
. J
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Adding Files to a Folder

After you have created a folder in SkyDrive,
you can upload files to that folder. It's

often easier to share larger files by adding —
them to SkyDrive rather than attaching nttps://skydrive.live.corm/ X

them to emails.

Add Files to SkyDrive

&&. SyDrive (F) createv (3 Upload

@ Click the Internet Explorer tile.
@ Right-click to display the address bar.

Enter https://skydrive.live.com in
the address bar.

@) Press Enter.
@) Click a folder to open it.

® Click Upload.
Drag the scroll bar to locate the file
you need. (If it's not displayed, click 3¢ gy Vol e . i
the Go Up button to display more — e 15K ) ™ s
folders on your computer.) 8- Cxdbomd b o o j ., e ;1.:0x -
Click a file.
@ Click Open.

L g ~

To delete a file from SkyDrive, locate it in a
folder in the Files list and then right-click it.
Choose Delete, and in the confirming dialog
box that appears, click Yes. You can delete
more than one file in a folder by selecting
several check boxes in the file list and then
right-clicking one of the selected files and
choosing Delete.
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Sharing a Folder

One of the main functions of a file sharing
site such as SkyDrive is, quite logically, to
share content with others. You can share
individual folders of content and allow
people to edit the content or only read it.

Share a Folder

With SkyDrive open, click Files to dis-
play the Files list.

@ Right-click a folder.

@ Choose Share.

@ Enter an email address.
‘ Enter a note (optional).

If you don’t want the person to edit
files, clear the Recipients Can Edit
check box.

‘ Click Share.

E' Open !

Download

@—
®

Share

Embed

Rename
Delete
Move to

Properties

Clear selection

AT

Instead of sending a notification email, you can send a link to
the SkyDrive folder that allows people to only view files, view
and edit, or make the folder viewable by anybody. Click the Get
A Link button in the dialog box shown in the second figure on
this page to create these links.
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Send email Send a linkjo "Pictures” in email

Postto [ To

Get a link hectorjapplecart@live.com

Pups and other pics

| Recipients can edit
Require everyone who accesses this to signin

Help me choose how to share

W Cancel

©

®




Going Online
with Internet
Explorer 10

Exploring Internet Explorer 10
Navigating Among Websites
Searching on a Page
Searching with Bing

Creating Tabs

Using Pinned and Frequently Visited
Sites

Overview of the Internet Explorer
Desktop

nternet Explorer is Microsoft's web browser. You use a browser

to navigate around the Internet, the worldwide network of
computers that contains the content that makes up the World
Wide Web. In addition to helping you move among websites and
display web content, a browser helps you to stay organized by
displaying several open websites on tabs and helping you to find
specific content on pages.

Windows 8 includes a tile on the Start screen for Internet
Explorer 10. IE 10, as it's often called, is optimized for the Win-
dows 8 interface, including the ability to use it with a touch-
screen computing device. The main paradigm for Windows 8 and
Internet Explorer 10 is to show as much content as possible on
the screen at any time, rather than cluttering up the screen with
toolbars and menus. The browser is easy to navigate and simple
to use, after you get the hang of it.

In this section, you discover the various features of Inter-
net Explorer 10 and get an overview of the Internet Explorer 10
browser that appears if you open it from the Windows 8 desktop.




Exploring Internet Explorer 10

In Internet Explorer 10, one big difference from previous ver- www.microsoft.com, to go to that page. However, starting with
sions of Internet Explorer is that there are no tools on the Internet Explorer 9, that field has a dual purpose. You can still
screen until you display them. For example, you have to dis- enter a URL, but you can also use the field to search the web
play the address bar to use it. The address bar is a stalwart of for content and sites.

browsers. You use this field to enter a website address, such as

Open Internet Explorer 10

Press the Windows logo key on your
keyboard.

@ Click the Internet Explorer tile.

Use the Address Bar

With Internet Explorer 10 open,
on the Start screen, right-click the
screen.

@ Click the address bar, and begin to
type a URL, such as www.bing.com
or http://www.amazon.com.

@) Press Enter to go to the address.

164 Exploring Internet Explorer 10

If you open Internet Explorer from the Start screen you go to
a different version of Internet Explorer than you do if you click
the IE button on the desktop taskbar.

e

Internet Explorer

- www.bing.com/ X IEE-

Although there are still some exceptions, accessing most websites
by using your browser no longer requires that you type the http://
or www before their names, so in the examples here, you can sim-
ply type bing.com or amazon.com in the address bar.



http://www.microsoft.com
http://www.bing.com
http://www.amazon.com

Navigating Among Websites

When you are browsing the Internet, you will want to move
from one website or webpage to another. You can do this in
several ways: you can enter a URL in the address bar as covered
in the previous task; move backward or forward to a previ-

Move Among Websites

@ Open Internet Explorer 10 from the Start
screen, and move your mouse to the
left side of the screen and click the Back

ously visited site; or click a hyperlink (text or an image that is
programmed to send you to another location on the Internet
when you click it).

Like the Personals

n Gallery on Facebook:
To get a desktop background, click Get it now, right dlick the image, and then click Set e B 84559 ™
a5 background.

Wew desktop backgrounds

button to go to the previously viewed site.

@ Move your mouse to the right side of the
screen, and click the Forward button to go
to the website on which you started.

N
On some sites, if you right-click or select text and right-click, a message will
display, warning you that the site is copyrighted, or you might see tools such
as the copy command displayed.

7

Follow Links

@ With a webpage displayed (use http://
windows.microsoft.com, for example), click
a graphic or text link to follow a link.

Click a link on the subsequent page to
follow it.

To return to the page from which you fol-
lowed the link, move your mouse cursor to
the left side of the screen.

@ Click the Back button.

Rl T

Tell your story in style Celebrate motherhood

Spollight

»

Get Mevie Maker Browse w

Featured downloads
Errands + windows Media Player
“ frovap s, A - Intemet Explorer ol

AT ~

Text links are colored, often (but not always) in
blue to help you spot them. After you follow a link, i

® o

To get a desktop background, click Get it now, nght-dlick the image, and then click Set g jce B 164356 peogie fike this.
a5 background.

if you return to the page it was displayed on, the
link will usually appear in purple rather than blue,
indicating that it's been clicked at least once.
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Searching on a Page

Individual webpages on a website can be quite long. You can Explorer 10, you can use a Find On Page feature to search for
use scroll bars in your browser to move down a page, or you and scroll through all highlighted instances of a search term on
can search to find specific contents on a page. In Internet the currently active page.

Search for Content on a Page

@ Navigate to the page you want to

search.
@ Right-click. Find on page _@
@ Click the Page Tools button. View on the desktop

@ Click Find On Page.
@) Enter a word or phrase.

@ Click the Previous or Next button. A’D

When you enter a search term, such as “win,” your results will Use the Get App For This Site selection from the Page Tools
include all words that contain those letters, such as Windows button menu to download any associated app for sites such as
and winner. To narrow your search to only the word “win” in Zune.com or Amazon.com.

this example, simply enclose the term with quotation marks.
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Searching with Bing

There’s a lot of content on the Internet, and using your browser

to find what you need is an important skill that you should

master. If you want to search the entire web for a site, page, or

document, you can do so in Internet Explorer 10 by typing
search term in the address bar or by using a search engine

Search the Internet

With Internet Explorer 10 open, right-
click the screen.

Enter a search term, such as pollu-
tion, in the address bar.

@ Press Enter.
@ Click in the Bing search field.

®

oIy
@® To narrow your search further, enter a

search term such as water pollution.
® Click Search.

Click a category such as Images or
News to narrow your search.

Click any result to go to that site.

as Bing or Google. You can go to a particular search engine by

entering its URL, such as www.bing.com, in the address bar and

a address bar to search.
such

74,000,000 RESULTS  Any time ~
Water pedia, the free

en wikipedia org/wikiRiver_pollution -

Introduction - Categories - Groundwater pollution - Causes - Transport and

Water pollution is the contamination of waler bodies (e g lakes, rivers, oceans,
aquiers and groundwater). Water pollution occurs when pollutants are discharged

+ Water pollution - Watch the Qwiki

Water Pollution

ww water-pollution org.uk

Aforum covering water pollutlon Issues, including drinking water, hard water, well
water, pond water and swimming poal water discussion

Images sater pollution

Fios

Ad: Ask friends.

Water Pollution
www.FindLaw.com//WaterPollution
Legal Info & Resources On Ol Spill &
Water Pollution. Free Search

Acrobic Water Fxarcisa
www LndlessPools comWater_Lxercise
Build Muscle, Improve Flexibility &

Boast Stamina w! an Endless Pool®
Water Pollution

Ask.com

Gt Answers Faster at Ask.com. Try It
Now!

Water Pollution Control

T

If you want to make changes to Bing search settings, click the
Preferences button in the upper-right corner. In the page that
appears, you can filter adult content, turn on Search Sugges-
tions, change the display language, and specify your location
so that results are more relevant to you.

Searching with Bing

t ide

pressing Enter. Bing is the default search engine if you use the

- pcnl\utic-"|| X _

wEB Mjss .:zi waps im i
water pollution A
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Creating Tabs

Tabbed browsing is a feature of some browsers that allows you taking up screen real estate; instead, you can display tabs by
to have several sites open at once so that you can move back right-clicking the screen and then click a tab to go to a site, or
and forth among them with a click. In Internet Explorer 10, the add and close tabs.

tab feature has been reinvented. Tabs aren’t displayed onscreen

Create New Tabs

@ Open Internet Explorer from the Start
screen.

@ Right-click.

@) Click the Add Tab button.

Click a Frequent or Favorite item, or
enter the URL of a site.

@ If necessary, click the site you want to HJ e a e e

add from the results.

pollution - Bing water pollution - Bing

Frequent

To open a link on a new tab, instead of
clicking the link, right-click it and choose
the Open Link In New Tab command.
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Using Pinned and Frequently Visited Sites

You can pin a site to your Start screen so that you can get to might want to be able to access that site on your Start screen.
it quickly. For example, if you use a search engine regularly After it's pinned, you can click the tile for that site and go to it
or if you use a cloud player to play your music selections, you instantly by using Internet Explorer 10.

Pin a Site

Go to the site you want to pin to the
Start screen.

@ Right-click. C Find on page | :
@ Click the Page Tools button. View on the desktop
@ Click View On The Desktop.

Visit Frequent Sites

@ Press Alt+D.

@ Click an item in the Frequent cat-
egory to go there.

To remove a frequent site, press Alt+D
to display the Frequent sites, right-click a
site, and then click Remove.
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Overview of the Internet Explorer Desktop App

When you display Internet Explorer 10 from the desktop, you see a more
traditional browser window with an address bar, tabs, and the ability to
display additional toolbars. To display additional toolbars, right-click the
top of the screen and click to display the Favorites, Menu, and Command
bars to see the tools shown here. If you've used recent versions of Internet
Explorer, many of these features might be familiar to you.

)

a Home Page

Add or change horme page...

@; Print... Ctrl+P

5 Print preview..,

L Page setup.. I

|
Print menu

Rowes | ' Page Safety
| Menu Menu
Home Page Menu Print Tools
Menu Menu
Home Page Help
Menu Bar Address Bar Tabs Settings Menu

s UShwandows/downioads/personslize/wallpaper-desks © - 26 ||

p e
Edit View Fovorites Tools Help

Lost parakeet shocks cops .| W Vo smsT’lmmaum|:fu|ktup' I

el L -

T —— mrevther M Focebook W Wiki £ Desktop B-8 -

Neew desktop backgrounds.

Animals, fish, and bugs

A

s Baby Rabbits Bald Eagle Bes and Waterlily Bes on Vallow Flower
s Get it now Get it now Get it now Get it now

Holidays and seasons

Nature, plants, and flowers y |

Places and landscapes o ) o 1

Fram the community aengal Tiger sison Black Cat firowen unny

Getit now Getit now Getit now Getit now

Al desktop backgrounds

iy

Butterfly in Pink

Butterfly in Yellow

calico Cat Catin a Basket
Flowers Flowers Getitnow Getitnow
Getit now Get it now

| Bzl

3 @ - Pagie ST Todsr v

(2 I N+l A

Status Bar
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Command
Bar Tools

&l

8§ ® g

Delete browsing histony.,
InPrivate Browsing Cirl +Shift+P
Tracking Protection..,

ActiveX Filkering

Wiebpage privacy policy..

Security repart
International website address

SmartScreen Filter

Windows Update I

Ctrl +Shift+Del

|
Safety Menu

Fix connection problems...

[ B

Reopen last browsing session

Pop-up Blocker
View downloads Ctrl+)
Manage add-ons

Work offline

P& B MO

Compatibility View settings

Full screen F11

]

Toolbars

Explorer bars
<l F12 developer tools
Suggested Sites

Internet options

Tools Menu

= &

v Page ¥ Safety v Tools = @v

Internet Explorer Help F1

What's new in Internet Explarer 10

@ Online suppaort

About Internet Explorer I

|
Help Menu



Using Mail and
Messaging

Setting Up an Email Account
Opening Mail in Hotmail

Reading and Replying to Messages
Moving Messages to Folders
Forwarding a Message

Opening Attachments

Creating and Sending a Message
Adding Attachments

Reading and Replying to Instant
Messages

Adding a Friend
Deleting a Thread

Changing Your Online Status

mail is an important way to stay connected for a great many

people. Microsoft offers its Windows Live Hotmail accounts
for free. In this section, you learn how to set up an email account
and then how to use Hotmail tools to read, reply to, and forward
messages. You explore organizing messages in folders and work-
ing with message attachments.

In addition, this section introduces you to the Messaging
app. Using this app, you can receive and send instant messages
to another’s telephone number or email account. Instant mes-
saging or IM is a more immediate communication tool than
email because you typically connect with people in real time,
rather than experiencing the delay that happens when people
don't pick up and respond to email right away.




Setting Up an Email Account

You can set up accounts for most email providers and access providers such as Hotmail and Google, the process is typically
one or more of those accounts by using the Mail app. For major  simple to do.

Set Up an Email Account

(® Add an account

E
4|
D |
N

' Click the Mail tile.

N
@ Press Windows logo key+. Ml l

Hatmail

Hotmail.com, Live.com, MSN

' Click Accounts.
' Click Add An Account.

Qutlock

Exchange, Office 365, Outlookcom

Click Hotmail, Outlook, Google, or — ‘ Google
Other Account. Add an account ' Connect
. ]
' Enter an email address. Other Account

Connect

@ Enter the password.

If adding a Google account, click the
Include your Google Contacts and

Calendars checkbox if you want to Add your Google account
access these features from Mail.
' C|IC|( Connect. Enter the information below to connect to your Google account.
Email address
Settings jeremynelson1234@gmail.com
Password
F S SRRRRRS
Accounts Include your Google contacts and calendars

Help

Feedback |
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Using Mail and Messaging
Opening Mail in Hotmail

To help you learn the ins and outs of using email, you can account that you can use for this.) As with all email services,
explore Hotmail. (You might already have a Windows Live your incoming mail appears in an Inbox folder.

Check Your Inbox

‘ On the Start screen, click the Mail tile.

@ Click the email account you want to
use, if you have set up more than
one.

’_Live

Gmail

‘ Click Inbox.

To add more email
accounts, go to
Settings and choose
Accounts.

Ok

Note that each message in your Inbox indicates the date it was
received. Some also display a small paperclip icon indicating
the message includes an attachment.
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Reading and Replying to Messages

After you open your Inbox, you will want
to read messages and, in some cases, reply
to them. You can reply to just the sender
or to others to whom the message was
addressed.

Read a Message

. On the Start screen, click the Mail tile.

Click the email account you want to
check, if you've set up more than one
account.

. Click a message and read it.

The Mail app displays Inbox folders, mes-
sages, and the contents of the selected mes-
sage in three panels. Use the individual scroll
bars in each panel to view more contents.
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Live

Drafts
Sent items
Outbox
Junk

Deleted items

Gmail

To add more emall
accounts, go 1o
Settings and choose
Accounts.

Ok

View New folder on SkyDrive Save all

Sent from Windows Mail

® e @




Reply to a Message

With the message displayed, click the
Respond button.

@ Click Reply or Reply All.

. Enter any additional addressees.
@ Enter your message.

@ Click Send.

‘__ Reply

Reply all

Forward

Using Mail and Messaging

_‘
®
@

PR Jeremy Nelson RE: Phpto ®
jeremynelson1234@live com
To
What a cut]! Did you get him at the pound?
| R Jeremy Nelson ‘
Cc
Sent from Windows Mall
| hectorjapplecan@live.com| } (&)
From: Jeremy Nelson
Sent: August 21, 2012 1:30 PM
Shaw more Ta: leremy Nelsan

Subject:

View New folder on SkyDrive Save all

Sent frem Windows Mail
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Moving Messages to Folders

If you left all the messages you receive in your Inbox, it would topic or project. Note that to delete or create new folders, you
get very cluttered. It's better to move messages into folders, should go to your email account by using your browser and use
just as you organize your computer documents in folders by the tools in the email program to do so.

Move a Message to a Folder

@ With the message open, right-click Live ® &
the screen. - u {ererf\vNe\wa‘r\‘ .-
@ Clck Move. - B
e No subject
@ Click the folder to which you want to utees :
move the message. tork

Deleted items

View New folder on SkyDrive Save all

Live Sent from Windaws Mail

Gmail

To add more emall
accounts, go to
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Forwarding a Message

Using Mail and Messaging

Often when you receive a message, you will want to send it on one or more email addresses, and sending the message on. You
to another person by using a process called forwarding. For- can add an additional message to the original message when
warding simply involves choosing the Forward option, entering you forward.

Forward a Message

. With a message open, click Respond.
@ Click Forward.

@ Enter an address.

@ Enter a message.

@®) Click Send.

® e

Reply

Reply all

]

. Jeremy Nelson FW: Photo |f Knute

jeremynelson1234@iive.com

—@

To
Add a message

| M Kate Taneyhill Lori Penor
Sent from Windows Mail

Cc

From: Jeremy Nelson

Sent: August 21, 2012 1:30 PM
To: Jeremy Nelson

Subject:

| Matthias Bemdt

Show more

Forwarding a Message 177



Opening Attachments

You can attach documents in various formats to an email, as about opening the attachment online, downloading it, or
well as pictures and even audio and video files. When you saving it with its original or a new name to a preferred location
receive an email with an attachment, you might have choices on your hard drive or an external drive.

Open and Read an Attachment
T Jeremy Nelson Qv
. . . 2 aa FW: Dog stor) 1250 PM
@ With a message containing an attach- Live —— ® &
ment open, click the attachment to -
download it and then right-click the oras |. To ey baion
attachment. Senthems
FJv: Dog stor
. Outbox
@ Click Open. LB pres
@ Click and drag to scroll through the pelediten: | i B
document. o
@ Click Save to save the attachment.
~ @
Live :an - K' : ;VAA‘ iE & =
Gmail ‘
1hlddmu! ) *
accounts, §
Settings ar
Accounts.
Ok
In step 2 of this procedure, click Open With if
you want to designate a non-default app to
use to open the attachment. Click Save if you This s Miss Edward assyPants MGl nshuna/Cooker Spaniel .|
adopted her from the rber 2003. She is now 10 years old,
want to save the attached document to a
folder on your hard drive or external storage. oo = q
. J ’E\T S E & SN (R T e
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Creating and Sending a Message

To create your own messages, open a blank email form and
enter information such as the email address or addresses that

Create and Send a Message

‘ Click the Mail tile.

‘ Click the inbox of the email account
you want to use.

‘ Click New.
‘ Enter an address or addresses.

Enter any addresses you want to copy
on the message.

® Enter a message.
@ Click Send.

Y

To send a blind carbon copy or a priority
message, click More Details and enter an
address in the BCC field. You can also click
the Priority field and choose a priority on the
drop-down list.

Using Mail and Messaging

Jeremy Nelson

No subject

Drafts
Sent items.
Qutbox
Junk.

Deleted items 1

jeremyneison1234@iive.com

. Jeremy Nelson
To

M Kate Taneyhill Jeff Stammler
Cc

hecterjapplecant@live.com

Show more

®

you want to send the message to, anybody you want to copy
on the message, the subject, and the message itself.

—@

® ®

>4 o Jeremy Nelson
August 22, 2012 12-50 PM
To: Jeremy Nelson

FW: Dog story

Dogs’ Story
docx 172 KB

Here's the scoop.

Children's book? = ®

So what do you guys think about a book laasely based on the adventures of Knute & Edward?
Kate, | know your business Is handmade toys, so can you ses a market for handmade, recycled,
cloth, washahle books... fair trade and all? And leff, do you have some family manufacturers in
mind?

¥'m working on a rough outline, which | can send your way if you're interested.

Thanks and I'll see you guys Saturday morning. | avaking to Shark Island... doesn't that sound fun?
Pl bring our picnic.

Jer

Sent from Windows Mail
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Adding Attachments

Before you send a message you've created, you might want to attach must be available on your hard disk or on an external
add an attachment to it. This is a good way to share the con- drive such as a USB flash drive.
tents of documents or images with others. The file you want to

Add an Attachment to a Message

@ With Mail open, click the New button. ®__®

. Jeremy Nelson
jeremynelson1234@live.com

@ Enter an address. AT @
@ Right-click, and then click i

Attachments.

Click Go Up if you need to view con- Attachments

tents of another folder or library.
® Click a file.
@ Click Attach. Files v oesop
@ Enter a message. me

Click Send.

ibraries.
M ) il

Email accounts typically have a limit for the Computer
size of attachments that can be sent through
the account. If you have to share very large
files, consider using the Windows 8 feature
that allows you to compress several files into
one file of a smaller size before attaching
(see Section 10, “File Management”) or shar-
ing your files—for example, when using an
online service such as SkyDrive, discussed in On second thought
Section 11, “Sharing Settings and Files.”

\. J u Dogs’ Stary
dock 172 KB

1 was talking about | ee—

Here's that out

Sent from Windows Mail
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Reading and Replying to Instant Messages

The Messaging app available on the Windows 8 Start screen you can hold a real-time text conversation with another person
allows you to tap into the power of instant messaging, where via their email address or phone number.

Read and Reply to Messages

@ Click the Messaging tile on the Start
screen.

‘ C|ICk a thread Messaging
‘ Read any displayed messages.

@ Click in the messaging text box, and
enter a message.

‘ Press Enter.

spare wetsuit that might fit

Messaging

@ New message

1:16 PM

= Kate Taneyhill
Does anyane have a spare wetsuit th...

Windows team Kate ) Jeremy
When you sian in to your PC, you 11300 Taneyhill Nelson

Available, |essenge Avallable

To add or manage an account, go to Settings and
choose Accounts. I think Lari might have one... let me get back 1o | ()]

you on that,

Ok
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Adding a Friend

You can invite friends to exchange mes-
sages with you. When you add somebody
as a friend in the Messaging app, you are
inviting that person to send you messages.

—ndd a new friend O—l.

Invite a Friend

’ Click the Messaging app on the Start
screen.

@ Right-click.
@ Click Invite.
@ Click Add A Friend. If Messaging

requests privacy information, enter it.
’ Enter a name or email address. Email address
’ C|ICk NeXt susanneschustin@hotma’ll.com‘

’ Click Invite. dd peacle to vour contact st from petworks like Eacehoak Linkedln Tawitter and ot

In step 5, you can also click the Select From Your Contact List
link or the Search For People link to find people if you don't
know their email address.
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Deleting a Thread

When you have carried on an instant messaging conversation
with one or more people, you might want to delete the thread screen.

that contains all those messages to remove clutter from your

Delete a Thread

L ]
@ Click the Messaging tile on the Start M .
screen. 554 g l ng 0es anyone have a spare wetsuit that migh fi
@ New message N ‘ 1516 PM
Q ClICk a message thread' = Kate Taneyhill . I think Lori might have one... let me get back to
. ] what's for lunch? Can | bring anythin... youlon that. —
Q nght_dICk' Windows team Kate i it Jeremy
When you sign in to your PC, you'l... 112 M Taneyhill ok.. thank youl @ Nelson
Q C|ICk Delete im"fb, 0 Available
what's for lunch? Can | bring anything?
@ Click Delete to delete the
conversation.

Delete this conversation.
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Changing Your Online Status

When you use instant messaging, you let people who are your to invisible so that, to the world, you appear as offline and
friends know when you are available and when you're offline. If unavailable.
you're online but busy, you might choose to change your status

Let People Know Whether You're

Available

‘ Click the Messaging tile on the Start |
screen. [V Avalable O .

‘ Right-click. L invisible

‘ Click Status.

@ Click Available or Invisible. N[ @

Invite
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Buying Apps at
the Windows
Store

he Windows Store is a collection of free and paid apps that
open up a world of computing activities. If you want to

Searching for Apps dabble in painting on your computer, you might buy an inexpen-
. . sive app instead of more robust design software. Need an app

Exploring the Windows Store to help you find your way around Italy on your next vacation?

Reading App Reviews There’s an app for that. And if you love games, you'll love all the

game apps in the Windows Store.

In this section, you discover how to find the app you need,
Viewing Your Apps either by using the integrated search feature of Windows 8 or by
browsing different categories in the Windows Store itself. After
you know how to find the apps you want, you can download free
Rating and Reviewing an App apps and buy paid apps. You can also discover how to find app
reviews to make sure you're getting the best app for you, and to
add your own app ratings and reviews to help others find their
way.

Get ready to explore apps, a whole new dynamic for acquir-
ing functionality for your Windows-based computing device.

Installing Free Apps

Buying an App
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Searching for Apps ®© Results for “cooking” 7.

The first way to find an app is by search- pryseermamen [l ooy [l Frwpraeam—
ing for it. When you use the Windows 8 . -
search feature, you can select from various S o [ T
locations to search, including the Windows )

Store. When you click an app in the search
results, you're directed to the Windows
Store.

Find an App

’ On the Start screen, begin typing an ?
app name such as cooking.

@ Click Store. © Resultd for ”cooking" 7 bpps

’ Click All Categories to choose an app

Category' All categories v All prices e
’ Click All Prices to view Paid and Free Sort by newest
a S. Fine Cooking e
PP % ¥ % % ¥ Food & Dining Sort by highest rating
Click Sort By Relevance to choose a IRisE i
. . Sort by lowest price
sort criterion. s iCookbook
. o % % % % % Food & Dining Sort by highest price
@® Click an app to open details in the ' Free

Windows Store.

Videorecepies.com
% % % % % Food & Dining

Free

CookBook
4 % % % % ¥ Food & Dining
— ™= Free

. Foodie Recipes
To find the most popular apps, use the steps % e Food & Dining

in this procedure to search for an app by — §1.49
entering a word such as weather, and then
use the Sort By Relevance list and choose
Sort by Highest Rating as your sort criterion.
\ J

Allrecipes
(]!r “ % % % 3k Food & Dining

Free

Dining
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Buying Apps at the Windows Store

Exploring the Windows Store

The Windows Store offers a very easy-to-
navigate interface with graphical ties for
available apps, all organized into categories
such as Games, Social, Education, Health & =
Fitness, and Entertainment. Use these cat- tore

egories to browse available apps and see Spotlight Games >
featured free or paid apps.

L ‘ ] A NBCNEWS.com
Explore the Windows Store L | ==

Free % K A ok

' Click the Store tile.

In the lower-right of the window, click d) AV
the right arrow of the scroll bar to - —

move through the categories. -ng";-M e —
= “The Free Encyclopedia

Click a feature such as Top Free or -

Air Soccer Fever

NeW Re|easeS Free J % de ok Free J % o &
@ Click an app to display details about it.
Click the Back button to go back to ®© TOp free o ,
the Store home screen. ‘
Wikipedia Tweetro ox
% 3 % ¥ J Books & Reference % 3 % % * Social Y % % 3 o Productivity

Free Free

—— Photos
rr,- @ % 4 K I Games @ % % & & & Photo
[ Free Free

_ Fruit Ninja Music Maker Jam

&i *kk kK Games Al 3 M & Viceo "l
Free Free
) - Xbox Companion Allrecipes |< J
"‘ i — ufr e &k + Food & Dining vidKer Jan

The Spotlight category includes new or -

Free.

. . . Fresh Paint
interesting apps that you might want to D 3k e Everinent e
check out. Exploring the apps in this cat- — -

; emate Deskdo < o * %k Kk
egory helps you keep up with the latest, Co :;**--P'Zduﬂw*fv F KRNk o0a s Divng N ?
greatest apps.

. J Install

Exploring the Windows Store 187



Reading App Reviews

Before you buy any app, it's a good idea to see what other
people think of it. Even though some apps are free and paid
apps aren't typically as expensive as desktop software such as

Microsoft Office, you still want to make the best choice you can
for your needs, saving yourself time and money by getting the
right app, right from the start.

Read Reviews

@ Using the methods in the previous
tasks, locate an app you're interested
in.

@ Click the app to display details.
@ Click Reviews.

Use the scroll bar to scroll through
the reviews.

@ Click the Sort By field to display sort
options.

v Fruit Ninja
% % % & - Games

Free

Xbox Companion

F“ % % % %+ Entertainment

Free

Fresh Paint
D % % % % 3 Entertainment
Free

Music Maker Jam
-|||-|||||- % J H 3 Music & Video

Free

Allrecipes
. % % % % 7 Food & Dining
Free

SkyDrive
“%'_. % % % % 7+ Productivity

Free

®© Music Maker Jam

w install an app, you agree to the

Terms of Use.

Overview  Details  Reviews

42 reviews Sort by
Oldest
Awesome! Highest rated
de A Tuesday une 12
. Lowest rated
Mike This is one of the best music making things | have found so far

ple found this review

th w helpful? Yes Mo

Reportthis e
N\ y}: e de ek Wonday. June 1120
. . 5 s app has paiission 10 bk Wayne this is kind of the coolest thing ever.
When you view the details of an app in the Yo m oy o : .
Windows Store, you can use the app website o W il Ve
link to visit the app producer's site, where '“
you might find more useful reviews to read This Is a fun app!
* ok Hok Kk suna
before you buy. .
L y Jensen This is a really well done app.

Mast helpful
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Buying Apps at the Windows Store

Installing Free Apps

There’s nothing better than free, and the
Windows Store offers quite a few free apps
to explore. When you get a free app, you
simply click an Install button and the app

downloads to your computer. © Top free woap
Get a Free App W ziip;di: Books & Reference Ttw;e‘:*tm;al . ﬁ Tf"rﬂg‘:’d”«.’fl
Free Free Free
. . § Cut The Rop: Phatos al
Locate an app by using either of the % koS ok ok k o Photo
methods in the first two tasks of this R
section. T Ames
. . . o Xbox Companion Tom's Hardware
Q Click the app to display details. () ***+ iretnmen 3 G Kok e
@ Click Install. L [P e FY=) 555
Free ree Free L Free
Remote Desktop o = Cocktail Flow & Doodle God Free Star Chart .
;C:) ::***r-mmmmry 3 :—e:g*t Food & Dining 4 :E:-t*: Games ::* Eolu

— Music Maker Jam

M w ol

Apps you download from the Store are pinned
to the Start screen; you can open an app by * * * * J

clicking its tile. To unpin an app on the Start 99 ratings

screen, in the toolbar that appears, right-click Free

the app tile and then click Unpin From Start.

You can then open the app by typing its name

on the Start screen, and then in the results area, When you install an app, you agree to the

click the app. Terms of Use.
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Viewing Your Apps

You can view all the apps you've purchased in the store along the device you're using or to another Windows 8—based device
with some tools for sorting the apps. Note that you can view if you're logged in with the same Windows Live account.
any apps you've purchased, whether you downloaded them to

See the Apps You Own

. Click the Store tile.

@ Right-dlick © Your appf 2 apes

@ Click Your Apps.

@ Click to choose to view all apps pur-
chased or only those installed on the : Mail, Calendar, Peaple, and Me...

Purc

All apps v Sort by date v

current computer.

. Click to sort apps by date or name.

Purchased 8/17/2012 () Purchased 8172012
Installed Installed
Home Your apps

Purchased 8/17/2012 Purchased 8/17/2012
Installed Installed

Finance Pirates Love Daisies
Purchased 8/17/2012 Purchased 8/17/2012
Installed Installed

As long as you sign into your Microsoft Live account

on any of your Windows 8-based devices, you will

see all the apps you've purchased, from any of your
devices.
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Buying Apps at the Windows Store

Buying an App

When you find an app you'd like to make
your own, you can follow a typical pur-
chase procedure to enter payment infor-
mation and submit your order.

Buy Apps

Locate an app in the Store and click
on it.

@ Click Buy.
' Click Confirm.

@ Enter your Microsoft account
password.

@ Click OK.

Enter payment information including
your billing address.

@ Click Submit.

ATV —

After you've acquired
some apps, when you go
to the Windows Store,
you'll find that updates for
your apps are occasionally
listed there as well. Click
the Updates link, click the
app updates you want to
get, and then click Install.

Enter your Microsoft account password

e Jeremy Nelson

* JeremyNelson1234@live.com

@ GameS 18 apps

All subcategories W Paid v

Sort by noteworthy hd

EEE Surly Sudoku
=l Kk kK @
T $4.99

- Doodle Grub
Sl S 8 S

Oscar's adventures

@

OF corim

Payment and billing

Choose a payment method o
New payment method
® Credit card

O PayPal

Credit card

O Visa x2308

Add payment information
Credit card type *

@ VISA O

Credit card number *

Expiration date *

Name on card *

|Jeremy Nelson
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Rating and Reviewing an App

Just as you benefit from others’ reviews of an app before you from the Windows Store: a one-star rating is low, and a five-
invest your time and money in it, other people can benefit from  star rating is high. You can also submit a review of up to 500
your reviews. You can post a rating for any app you download characters to let others know how you liked the app.

Rate and Review an App

Q With an app open, press Windows
logo key+l.

@ Click Rate and Review.
@ Click the star rating.
@ Enter a title.

@ Enter your review.

@® Click Submit.

ATy

Your reviews have to comply with Win-
dows Store guidelines, or they can be
removed. If you spot a review that's in
some way offensive or not in compliance
with the rules, you can click the Report
This Review link on the review to report
the item to Microsoft.

Settings

Privacy Statement
Permissions

Rate and review

Write a review Jor Fresh Paint

‘Your rating (required)

* Kk Kk

Title

Note. The name and picture for U
So much funl € name and piclu
posted wilh your review

Review (189/500 characters)

‘You can really crank out some beautiful works of art in this app. Lots of
tools, surfaces, paints and pencils. Plus a handy “undo” button that can

erase those last few poorly-placed lines.
Suril Cancel

192 Rating and Reviewing an App
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Managing People
and Time

Adding a New Contact

Editing Contact Information
Sending Messages to People
Setting Up Online Accounts

Pinning Contacts to the Start Screen
Display Calendar Views

Adding a Calendar Event

Using Reminders

Inviting People to an Event

Editing an Existing Event

Deleting an Event

Opening Weather in Different Views
Setting Up Location in Weather

Reading Detailed Forecasts
Viewing World Weather

In your busy life, you have a lot to juggle. You need to stay
in touch with people, schedule appointments, and check the
weather to plan your travels.

To keep track of and communicate with contacts, Win-
dows 8 provides the People app. After you enter information
about somebody in the People app, you can send her messages
by using the Messaging app, email, or Facebook, and you can
map that person’s location by using Bing Maps.

You can use the Calendar app to create events and set
reminders for those events if you like. You can also send invita-
tions to any event by using email from within the Calendar app.

If you want to check out the weather today or on the day
of an upcoming event, use the Weather app to see regional,
national, and even international data about precipitation, tem-
perature, and more.
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Adding a New Contact

The People app helps you manage your contacts. You can enter
information about a person, including name, company, email,
phone, address, job title, significant other, and website. There is
also a Notes field to add information such as birthday, favorite
movie, or whatever you want to remember about that person.

Add a Contact

. On the Start screen, click the People
app tile.

@ Right-click.
@ Click New.

. Enter contact information in fields,
such as name.

. Click Save.

/l

After you add a contact, you can use the People app to send
instant messages, post a message to that person’s Facebook
account, or send email. You can also map the person’s location
by using Bing Maps.

Online only

contact record.

When entering contact information, click the + symbol at the bottom of the Name
field. In the menu that appears, click a choice to enter a Phonetic First Name or Pho-
netic Last Name so that you can remember how to pronounce an unusual name.
Click Middle Name or Nickname to enter additional name information. Click Title

or Suffix to add a title such as vice-president or a suffix such as Junior or Senior to a
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Managing People and Time

New contact

Account Email Other info
Personal (:-D Other infa
Live M
N
m @ Email
First nam
‘ =t Phon
Mobile
Last —|
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Editing Contact Information

We all move, change jobs, and even

change our phone numbers now and then.

After you enter a contact, you might want

to add more details or change information.

For example, you might want to enter a
new phone number or email address. You
can easily make such changes and save
them.

Edit Contact Details

@ On the Start screen, click the People
app tile.

@ Click a contact name.
@ Right-click.

@ Click Edit.

® Click a field.

Edit the entry or replace it with new
text.

Click in an empty field, and add new
information.

‘ Click Save.

196 Editing Contact Information

Connected to [T B )

People

Social Favorites All

-

To add or manage an account, go to Settings and choose
Accounts.

F

H Fernarg

a1 Tanieyhill J

H Jeff St
‘ Kate T}

Ck

3 unread

Notifications

~

What's new
Facebook Matthias Berndt

If you have entered an address for your contact, you can use the Maps app to
map that address. When you open the contact information, just click Map and the
location is displayed in Bing Maps. This feature requires that you have an Internet
connection.




Managing People and Time

© Kate Taneyhill

Contact

0 Send email
katetaneyhil @live com

Send message
Messenger

Call mobile -
+15095550197 (Mobile)

Messenger

e Map address
567 9th st
F| View profile
More details
MName Email Address Other info T '?) 7 g
First name Personal Home v Website (3) o (?-g Q) (E)
Pin to Start Favorite Lk [+ [
l Kate [ katetaneyhill@live.com | 567 Oth st ‘ http://tailspinto
Last name @ Emal | Egy Harbor @ Ctherinfo
[ Taneyhit [ wisconsin
Phane
Company Mobile v | a2
l { +15095550197 | Vnited States
Nickname Home @ Address
l Kate [ 5095550198 ]

@ rame @) rrome
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Sending Messages to People

You can send messages to your contacts by using the People to send your message. For example, if you choose the Mail app,
app. To do this, you must first enter an email address for the that app opens with a new email form already addressed to the
contact and be connected to the Internet. You can choose to contact.

use the Mail app, Microsoft Outlook, or an alternative mail app

Send an Email Message to a

Contact
With the People app open and All Send email
Contacts displayed, click a contact. fernando_caro@Iive.com
|
@ Click Send Email. |
@ 'f prompted, click an email app to use . ’
to send your message. |
. s T g— X
@ Enter a message subject. o Neiress @ ®
@ Enter the message contents. )
Fernando Caro l'!‘:' ™= ey Fernanda! Want to go to the coffee roasters for a bash? They'll have discounts on the beans
and free dessents. It's on Tuesday. What da you say?
Q Click Send. = Sent from Windows Mall

Y ~

The contacts you have stored in the People app are available
to other apps. For example, if you use the Mail app to send an
email message, when you begin to type an addressee’s name
in the To field, a list of matching contacts from the People app
appears. Click one to easily and quickly fill in the To field.
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Managing People and Time

Setting Up Online Accounts

When you connect your Microsoft Live account to Windows 8 to share your information and how to view information from
and have an Internet connection, you can connect to various that account. (See Section 2, “Meet the Windows 8 Interface,”
online accounts by using the People app. For example, you for more information about connecting with a Windows Live
can connect to Facebook, Twitter, Google, and LinkedIn. With account).

an account connected, you can then apply settings for how

Set Up Accounts Connected to [T _'

. Display the People app with All Con- @ Add an account &
tacts showing.

Facebook

Connect

@ Click the Microsoft Live button. # Facebook Login
@ Click Add An Account.

|

wEHEO « DN

. Log in to use your Facebook account with Microsoft. Hotmail
@ Click an account type. Hotmallcom, Live.com, MSN
Provide user information, and log in Vour Email: 1 Twitter
according to the instructions for the Password: 1 Connect
type of account you've selected. Outlook

[] Keep me logged in
. Click the icon to connect Forgot your password?

to the account. .

Exchange, Office 365, Outlook.com

LinkedIn

Connect

Google

Connect

Connected to '
‘

Add an account l
_‘
Sign up for Facebook
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Apply Account Settings

@ With All Contacts displayed, click an
account icon, such as Facebook.

Q Click the account name in the list that
appears.

Q Click Manage This Account Online.

Q Enter your Windows Live password if
required.

@) Click select settings.
® Click Save.

v

After you have set up an account on the All
Contacts screen of the People app, you will
see that account’s logo, such as the Face-
book or Twitter logo, in the upper-right
corner, showing you which accounts you are
connected to. If a contact has an account on
a service that you're connected to, display
that person'’s information and click the Send
Message link for the appropriate service. If
that person is online, you can then enter and
send a message to him at that account.
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Connected to E 11 '

Edit Facebook settings

Profile » Services » Facebook

Facebook username: Windows Live 1D:

Jeremy Nelson
Jeremy Nelson jeremynelson1234@live.

com

When you sign in with your Windows Live ID as jeremynelson1234@live.com, your
Facebook account comes with you. Customize what info you're sharing between
Facebook and Windows Live ID.
] See Facebook friends and their updates

See what they're doing from Messenger, Hotmall, or Windows Phone.
W] Chat with Facebook friends

And show them when you're available from Messenger and Windows Phone.

[[] Share your Facebook status
.— Messenger friends get your Facebook status updates. Show permissions

] View your Facebook photos and videos

[[] Publish photos and videos to Facebook
With Windows Live Phote Gallery and Movie Maker 2011, you can publish to
Facebook and tag your Facebook friends.

] Share to Facebook
Share status updates, photos, and documents with your Facebook friends from
Messenger, Hotmail, SkyDrive, and Windows Phone.

.—“ave Cancel

Remaove this connection completely
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Pinning Contacts to the
Start Screen

If you are in touch with somebody fre-
quently, consider pinning that contact to
the Start screen. After you do that, you can
simply click that person’s tile to open her
contact information. From that screen, you
can quickly view more information about
the person or send an email.

Pin a Contact to the Start Screen

@ On the Start screen, click the People
app.
@ Click a contact name.

. Right-click the next screen to display
a toolbar.

. Click Pin To Start.

Enter the item to pin (for example,
the contact name or the contact’s
website).

. Click Pin To Start.

®» @

Pin to Start Favorite

Y

In addition to sending email from the People
app. you can also download an app with which
you can click a contact’s phone number and
call that person directly from your computer.
It's best to have a headphone attached to your
computer to make such Internet calls.

Connected o [ #
People
Social Favorites All
&
F L
H Fernando Caro H Lori Penor
Me - - ate Taneyhill J M
3 unread H Jeff Stammler H Matthias Berndt
Notifications
K R
Kate Taneyhill Roger Harui
Pgp— "8 i K
See frieff
© Kate Taneyhill
Contact
—
e Send email
Katetaneyhil @live com

Send message
Messenger

Call mobile -
+15095550197 (Mobile)

9 Map address

367 9thst

Delete

View profile
More details

— Kate Taneyhill

Pin to Start

® 0O ®

Edit Delete
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Displaying Calendar Views

Sometimes it’s helpful to get different perspectives on your today’s date. For example, if you have scrolled six months for-
schedule. That's why the Calendar app offers you three views of ~ ward to enter dates for your summer vacation, you can quickly
your events: by Day, Week, or Month. From any view, you can return to today's date in the current view by clicking Today.

quickly return to the Day, Week, or Month view that includes

Choose a Calendar View

‘ On the Start screen, click the Calen- 2 3
dar app.

@ Right-click the Calendar app.
@ Click Day, Week, or Month.
@ Click Today to return to today’s date.

Thursday

August 2012

Sunday Monday Tuesday Wednesday Thursday Frictay Saturday
29 30 i 1 7 3 4

6 Spinning dlass

=

Create a task and choose to save it to your
calendar or to the Birthday or Holiday cal-
endar. In all of the views, to help you differ-
entiate them, events saved to My Calendar
appear in green, events saved to the Birthday
calendar display in a dark purple, and events
saved to the Holiday calendar appear in
orange.
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Adding a Calendar Event

Using the Calendar app, you can create
events such as appointments, vacation
time, concerts or any other point in time
that you want to keep a record of. You can
enter many details about the event, such 2 3
as where and when it will take place, how

You need to enter only the start time and how
long the event will last. The Calendar app auto-
matically calculates the end time based on that

long it will run, and whether it's a recurring T information.
event.
Create an Event '
‘ On the Start screen, click the Calen- This week
dar app. Sun, Aug 19 Mon, Aug 20 Tue, Aug 21 Wed, Aug 22 Fri, Aug 24 sar, Jig 25

Click a date. (In Week or Day view,
click a time slot.)

- Bikram Yoga Spinning class
Enter a title and description of the

event.

@ Enter appropriate information for the
Where, When, Start time, and How :
Long settings.

® Click the Save this Event button. ‘

Details Rowing
5
When —
Bring extra paJles for crew

If you want an event such as a birthday or .
monthly meeting to recur on a regular basis,
such as every week or every year, use the
How Often setting in the event’s Details
page. Just click the field and then click a time
period: day, weekday, week, month, or year.
The event is created for all recurring dates.

@
®

Start
3 v[loo v|lam o~

How long

2 hours. v

Where

City Beach
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Using Reminders

One reason to enter events in the Calendar app is so that you ahead of the event, a day ahead, and so on. When that speci-
can be reminded of those events ahead of time. When you fied reminder time arrives, the Calendar app will send you an
create an event, you can also apply a setting so that you are email about the event.

alerted prior to the event—for example, 15 or 30 minutes

Set Up a Reminder

. On the Start screen, click the Calendar @ @

app.
Click an existing event or right-click
the screen and then click New.

If you're creating a new event, enter a

start time.
@ Click the Show More link. o Petanque ® ®
@ Click the Reminder field. >_vlw vfim v
How long
Click the setting for how far ahead 2heus v
of the event start time you'd like to Where
receive a reminder. 2
‘ Click the Save this Event button. B Jeremy's colendar—jeremynelsan1224@live.com
How often
Reminder
Sometimes it's useful to be reminded of an N —
event a week ahead and then again a day status

Busy v

ahead. If you want a couple of reminders
about an event, you will have to set this up
manually. Set the reminder that's furthest
out—for example, one week. When that
reminder appears in your email inbox, take
a moment to go back and edit the event to
add another reminder, such as one hour or .

one day ahead.
\ J

‘Who

Private
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Inviting People to an Event

For many events, you will want to let other people know what's email addresses in the Details form. You can also enter a mes-
going on. When you set up an event such as a party or confer- sage that will go to all invitees.
ence call, you can invite people to the event by entering their

Send an Invite

‘ On the Start screen, click the Calen- @
dar app. Nryw
Click an existing event or right-click *
and then click New.

‘ Click the Show More link.

@ Click in the Who field. Lol Petanque ®
. 7~ I -]

@® Enter and email address. [~ [~ ]

® Click Send. [21ous 2

Where

[P l

Calendar

B Jeremy's calendar—jeremynelson1234@live.com

How often

= ]

Reminder
) | 15 minutes v I

. Status.
If you want to enter more than one email P ]
address for invitees, just enter a semicolon Wh
between the addresses. Usmg this method, [Frecommecoian et || @
you can enter as many email addresses as
you like. mr
. J

—
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Editing an Existing Event

You can open an event's Details page and add or change infor- you do and want to add it, you can update these details. After
mation you've included there. For example, if the time of the you make the changes, simply save them and your event is up
event has changed or if you didn't know the location but now to date.

Edit Event Details

. On the Start screen, click the Calen-
dar app. 82 Rowing

. Click an event. Ma Community Assn._.

. Click in a field, and modify the infor-
mation as needed.

. Click the Save this Event button.

Details Community Assn Meeting ®

When
August v | | 25 Saturday vl v Bring coffes gear

Start
1" v (] v AM v

How lang
2 hours
Where
Club house

Calendar

B Jeremy's calendar—jeremynelson1234@live.com

{ i | : ‘ i Show more
)

If you previously invited people to the event
but have made a change, it's wise to send
out another email to invitees by using the
Who field in the Details form and modifying
the message to call attention to the change.
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Deleting an Event

Change is a constant in many of our lives. Luckily, the Calendar it's best to delete it from your Calendar, especially if you've set
app helps you keep up with changes in your schedule. If an it up to send you a reminder. You can delete an event from its
event such as a luncheon or business meeting gets canceled, Details page.

Delete an Event

On the Start screen, click the Calen-
@ dar app February 2013
’ Sunday 10 Monday 11 Tuesday 12 Wednesday 13 Thursday 14 Friday 15 Saturday 16
@ Click an event. ) T
. Click the Delete Event button. 0
. Click Delete to confirm. 12

Dentist
Uptown clinic

Community Assn M...
Club house

Doctor's Appt

Y w

When you click an event in your calendar, a
pop-up offers you the choice of changing

one evenfc or all events. To delete all occur- Delete Community Assn Meeting?
rences, click Change All and then use the @
preceding steps to delete them all. Delete

L J
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Opening Weather in Different Views

The Weather app allows you to be prepared for what weather about the weather in a particular location, such as humidity and
conditions will be in your location on any given day. You can visibility. By default, Weather shows you only a week of weather
display a few key points of data or more detailed information forecasts, but you can view a few additional days beyond that.

Open and Explore the Weather

App
Q On the Start screen, click the Weather a E,Z;wmnd
app. o=

Click the More button. (If more
information is already displayed, this
button appears as a downward-facing
arrow.)

Click the Less button. (If less informa-
tion is already displayed, this button BING WEATHER
appears as an upward-facing arrow.)

Click the Forward arrow to scroll
through a few more days of weather.

AT ~

To change between temperature measure-
ments in Celsius and Fahrenheit, right-click 5 80 23

the Weather app screen and click the but- 3 s
ton in the lower-right corner, which will be y
labeled Change To Celsius if you're currently SO R 6/ar
displaying Fahrenheit or Change To Fahren-
heit if you're currently displaying Celsius.

Feels Like 64° Mostly ty partly Cloudy
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Setting Up Location in Weather

Weather is a very useful app that helps you keep track of the Weather app the location for which you want a weather report.
weather where you are or the weather where you're headed. You can then get weather forecasts for just about any place in
To get the correct forecast, you first have to indicate to the the world, in either Celsius or Fahrenheit.

Specify Your Location

. On the Start screen, click the Weather
app.

@ Right-click the screen.

@ Click Places.

@ Click the Add button.

@ Enter a location.

@® Click Add.

~
w Enter Location

To set a location as your default location, [[Geneva, Nebraska ! | @[ 7 | [conca |
with its weather displayed on the screen,
right-click. Click the Set As Default button.
Now when you right-click the screen in the
Weather app and then click the Home but-
ton, your default location appears.
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Reading Detailed Forecasts

When you display the Weather app, you
see your default or last-displayed location
and some weather details for the current
date, such as temperature, wind, humidity,
visibility, and the barometer reading. You
can also choose to view detailed weather
reports from one of two sources, which
might include services, such as Foreca,
Weather.com, Weather Underground, iMap
Weather, or AccuWeather.

View Detailed Weather

With the Weather app open, click
the More button to display weather
details.

Click a weather service's name under
today’s weather to view that weather
service.

Use the tools provided by your
selected service to display hourly
weather details or other information.

ATV

When you go to a weather website to get
additional forecast information, check out
the options and settings for that site to
change location, get longer-term forecasts,
view radar maps, and so on.
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C—(_-) GENEVA, NE

o] THU 23 FRI 24
89 T =il

Mostly Cloudy 91°/66° 80°/67° 81° /6” 84°/59°

!

Find it in the WINS)

freezer section. | o= m-m-m m
e g

Severe Weather

Severe Weather

80°

j  Vowrly Forecast forecast details st details foracast details

E3 Geneva Migraine Headache Forecast mara >

Video Weather Forecast Geneva Radar L
iV .

accuweather.com/e

‘The deadllest U.S. hurricane on record
was a Category 4 storm that hit the island
city of Galveston, Texas, on Sept. 8, 1900.
Nearly 8,000 people lost their lives.

W
RanlFenit 830 %i‘ Kent - This s the real reason
7, | youra so unhappy...

clctric bill by T6% using this

Geta 52" LED TV for
$49.96. Limit one per

customer. Limited quantities.
Grab yours nowl

L
88‘/66“

Your Day Starts Here

54-year-old man slashes

strange bick
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Viewing World Weather

The Weather app provides a shortcut for viewing weather in to see the weather around the world and jump to any major
locations throughout the world. You can display a map of the city that is displayed. (Remember, you can use the Places fea-
world, with major cities in regions such as Europe, South Amer- ture in the Weather app to view weather from any town or city
ica, Africa, and Australia called out. The world weather map in the world.)

doesn't offer every major city in the world, but it is a quick way

Display World Weather Maps

‘
. With the Weather app open, ﬁ * @

right-click.
. Click the World Weather button.
@ Click a city.

World weather

(€ WORLD WEATHER

North America
Europe
. 103°/76°
N\ - New Delhi, IND

The display on the World Weather map m
alternates between two sets of major cities

every few seconds. In Asia, for example, you
can view Beijing, China or Tokyo, Japan. Just
wait a few seconds to see the alternate cities
appear. . S
. ) Al

Africa

South America

Australia/Pacific
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Using the
Maps App

Opening and Navigating the Maps
App

Choosing a Map Style

Searching for Locations

Displaying Information About
A Location

Showing Traffic on Maps

Getting Directions

Finding our way every day—to business meetings, luncheon
appointments, concerts, or wherever—is one area of our lives
where many of us have come to rely on a computing device. The
Maps app comes pre-installed in Windows 8, and it offers some
very easy-to-use and useful features.

Using the Maps app, you can pinpoint your computing
device's current location (especially handy with laptops and tab-
lets); get directions from point A to point B; get an aerial view of
the world; and figure out how to avoid traffic on your morning
or evening commute. The ability to zoom in and out for greater
or lesser detail can be helpful in finding your way on a map. You
can even get information about businesses and attractions, or
jump quickly to online search results or related websites to find
more details.
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Opening and Navigating the Maps App

Imagine that you're headed out on a road trip with a paper
map in hand. First you find your starting point, and then by
unfolding and flipping the map around (trying not to whack
the driver in the face), you figure out your route, if you're lucky.

click and drag action.
Today, electronic maps make life much easier. When you open

Open and Move Around Maps

@ Click the Maps tile.
‘ Click to zoom in.
‘ Click to zoom out.

@ To view adjacent areas, click and drag
the map.

® Right-click to display the toolbar.

® To view the map of your current loca-
tion, click My Location.

+0F7% (+10057)
01 PM EDT

If you want to locate someplace near the currently displayed
location but it's not visible at the moment, first zoom out, find
the location, drag the map to center the location on the screen,
and then zoom in again.

214 Opening and Navigating the Maps App
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Y
ather ¢y

Jeremy T

anj|H

o

Canter Ave

Scenic PI S

100 ey

g 1a awsnbrepy

the Maps app, you can zoom in and out to get more or less
detail with a click, quickly find your current location, and then
move the map around to find nearby locations with a simple

Spring St

Tucker Ave.

Holli PI




Choosing a Map Style

There are two views in the Maps app: Road View and Aerial an actual photo of locations from the air, showing greenery,
View. The Road View is similar to a traditional road map with roads, and other topographical features. The view you display
streets, bodies of water, and various landmarks represented depends on what information you need.

as a simple two-dimensional illustration. The Aerial View is

Change Map Style

Camano
With the Maps app open, right-click
to display the toolbar. . it

@ Click Map Style.
@ Click a view to apply it. asms®

% Greenbank

Port Townsend

o5

)
a
Pé ooy s

101 20 5 Nordland

Port Hadlock

Freeland

Maynard

Austin

Aerial maps aren't shown in real time. Some- Plscovery Bay Road view
body took the picture perhaps a few months Aeraview
or years ago, so new construction or roads
might not always appear accurately.
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Searching for Locations

If you want to see a particular location displayed in the Maps name of a public landmark such as Hoover Dam, a city or town
app, you can simply enter an address using the Windows Inte- such as Denver, or a street address.
grated Search feature. The information you enter can be the

Search for a Location

20 Waterfront Pizza 21 Kmart Little Caesars Pizza Station 22 Lanza’s Ristorante

@ From the Start Screen, begin typing a ; il ot et

search term such as “pizza”. /,
@ In the Search results, click Maps. .,

agit Bay
. Sthait of Juan de Fuca B
If there are multiple results, they . e
appear at the top of the screen; click = i
Passage

a result to go there. ®
@ Right-click to access Map tools to o g o

refine your search or get directions. m pizza

ay
. . . . g Port Ty Jnnd
@ Right-click to display the Search field g 1 =
. Sequim & Halmes
again. o e& Hob o] Apps
Y L ‘3 Port Imd;or.l: !
Round Mountas S Admicoly inler  Freeland) -
G e fi Settings
Discovery Bay, o
oing

Store

—
) _
Games

You aren't limited to entering a city name

or address in the Maps search field. Enter Maps
terms such as “Italian restaurant” or "Holi-

day Inn” to find nearby locations of a cer- Bing
tain type or in a certain category.

_ y,

Finance
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Displaying Information About a Location

One of the wonderful features of the Maps app is the way it customer ratings for a hotel. You can even go to a website of a
can tie into the Internet to provide details about a location, business by clicking a button in the Maps app.
such as the hours and payment options for a restaurant or '

Display Location Information
@ Lanza's Ristorante

With a location showing on a map, port Toune| i 5635 i
click the Information button. e S e
Payment Options

ite Directions MASTER CARD,VISA

‘ Click the Directions button to view

directions to the location or click the a . -
Website button to go to a related  ire P
website. & L iy

Cook Avenyg.

® !
Hastings Ave W mgare Port Townsel
©) g LN
b
% »

corner of the screen, and click the
Maps app in the Recent Sites area to P e

return to the app. T — T ko
PP P T G Vit i VA ¥ R

@ Move your mouse to the upper-left

u‘

7. 1020 Lawrence Street
Port Townsend..WA

Home Page

Lanza's Ristorante is located in UPTOWN Port Townsend, WA. We have been here for 26 years!
We aze open Tuesdays - Saturdays. Closed on Sundays and Mondays. We open at 5:00 pm.

Qur phone  is 360-379-1900. Leave a reservation. If thereis a problem we will call you back after 3:00pm.
We can't call long distance...so if you have a long distance number, please call us back.

Large parties of 10 or more can not be left on the machine. We hope to sae you soon!

Steve and Lori

To allow apps like Maps to pinpoint your
location, open the PC Settings screen,
click Privacy, and then click the On/Off
slider for Let Apps Use My Location.
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Showing Traffic on Maps
If you live in a highly populated area, such as a major city, you Internet connection. Green roads are relatively clear, yellow

can use the Traffic feature of the Maps app to display color roads have slowed traffic, and red roads have serious problems,
codes for real-time traffic problems, as long as you have an with traffic slowing significantly.

Display Traffic

O On the Start screen, click the Maps
app to open it.

@ To display the toolbar, right-click.

@ 'f necessary, click Map Style.
Next, choose Road View.

@ Click the Show Traffic button.

Q To turn the feature off, click Show
Traffic again.

::-.‘J_-;; ke Kirkland e Redmond
almon Bay L 'E 3 5
hip Canal Union
9 o o = Q,F\ Ya_,r‘,’-w Loigt 520 F%m'"‘"-;
Unig S Clyde Hill e %)
' = Medina oh St
s P i : Bell R Sammamish
oy Se,_ tle 3 ellevile o
e Q > Sammamis
. - Island s )
e . F | o Eastgate
Show Traffic isn't likely to work very well in % L v 2 g
smaller towns or rural areas where current . £ 3 &
- L ftake = g
traffic is seldom tracked, but in cities it can - g LN 3
show you information about traffic jams, Pk 2 5 Read view e
accidents, and other traffic problems on : L N Aeialviey
5 B 5 5 B White Cent X
major arteries in virtually real time to help ok s
you find the best route.
\
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Getting Directions

Looking at a map of a location can be helpful, but finding a
route from one place to another is one of the major uses of a
mapping program. By entering a start point and end point, the

Get Directions

With the Maps app open, right-click
and then click Directions.

Click in the A field, and type a start-
ing address or location.

Click in the B field, and type an
ending address or location.

@ Click the Get Directions arrow.

@ To display the route on the map, click
any segment in the directions.

L

To remove the route and clear the To and
From fields, right-click to display the toolbar
and then click the Clear Map button.

1

To reverse the directions and switch the

To and From locations, click the Direction
arrows to the right of the first field. This is
handy because on your return trip you might
find that the directions differ slightly due to
one-way roads or other routing anomalies.

.......

Portlang s¥iet

Sowi e

Route

20.6 mi, 48 min

0)O)

ving

Maps app can calculate the route, tell you the total miles and
time it will take to make the trip, and give you step-by-step

directions.

Calgary

| Bose

0Zmi

A Fort Worden State Park
Bear right onto Battery Way

Depart Alexanders Loop toward
Battery Way

Turn left onto Fort Worden Way
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Displaying a Picture Library

Using a Photo as an App Tile or
Lock Screen

Searching for a Photo
Running a Slide Show
Buying or Renting a Video
Finding a Video

Playing a Video

Using the Camera

Capturing Images

Getting Visual

omputers aren't all about words and numbers. Today images,
from photos to videos, provide a great way to share informa-
tion and get creative.

Three pre-installed apps in Windows 8 help you take and
manage photos and buy and play videos. If your computer or
Windows 8—-based computing device has a webcam capable of
taking both still images and videos, you can record your own
videos and play them back as well.

The Pictures, Video, and Camera apps are simple to use, but
beyond the basics, they have a few bells and whistles also cov-
ered in this section, such as enabling you to run a slide show of
photos or using a timer to take photos.
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Displaying a Picture Library

Photos and other images on your computer
are divided into libraries. You might have a
library containing the contents
of the Pictures folder on your
computer, another of Facebook
photos, and another contain-
ing any images that you've
stored at a popular online
photo sharing site (Flickr, for

example). : . \
Open a Picture Library @ e + ez R il

Pictures library SkyDrive » Facebook photos Flickr photos

@ On the Start screen, click the Photos tile.

To move through your libraries, click the
arrow to the right of the scroll bar.

@ Click a library to open it.

To scroll through the photos in the © Pictures Ilbrary gl

library, click the arrow in the lower-right
corner of the screen.

Click the arrow in the bottom-left corner
of the screen to scroll back through the
library.

® To enlarge a photo to full screen, click it.

AT ~

When you've enlarged a photo to full screen,
arrows appear in the middle of the right and left
screens; use these to move back to the previ-
ous image or forward to the next image in the
library.

. J
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Getting Visual

Using a Photo as an App Tile or Lock Screen

You might want to replace an existing solid-colored tile with a
tile containing a photo background to spice up the look of the
Start screen. You might also want to use an image in Photos

as the background for the Lock screen that displays when your
computer is sleeping. You can use the Photos app to apply
these settings.

Set a Photo as an App Tile or Lock
Screen

O On the Start screen, click the Photos
app tile.

Locate the photo you want (see previ-
ous task), and double-click it.

@ Right-click.
@ Click Set As.
@® Click App Tile or Lock Screen.

AT

You can share photos via email or SkyDrive.
With a picture displayed in the Photos app,
press Windows logo key+C, click the Share
charm, and click the Mail button. Enter an
address, or click the Send Using SkyDrive
Instead link to upload the photo to SkyDrive.

Enter a subject, and then click the Send button.

© Pictures library

Lock screen
App tile

App background

Delete
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Searching for a Photo

The Search feature of Windows 8 allows you to search for apps, drive, you can use the Search feature to search by the file name
settings, and files. If you have a picture file stored on your hard or associated keywords.
disk or on an external storage device, such as on a USB flash

Search for Photos

@ On the Start screen, type the title of a ) Search
phOtO file. FI|€S Results for “edd” Files

edd
@ In the Search results, click Files.
@ Click Pictures.

@ Click the picture you want the Photos
app to display when you open the
app.

@ To move to the previous or next pic-
ture, click the right or left arrow.

All (2)

Apps
Fo) Setings
‘ Files

@ To return to the Photos main screen,
press Escape.

s ~

When you display the contents of your Pictures

Library, which is the Pictures folder on your hard
disk, you can right-click and click the Browse By
Date button to display images from most recent
to least recent.
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Getting Visual

Running a Slide Show

The Photos slide show feature is just what
it sounds like: Windows displays one image
after another automatically. You can select
a set of images to play in a slide show,
which can be useful for giving sales pre-
sentations or sharing personal images with
friends.

Run a Slide Show

On the Start screen, click the Photos
tile.

@ Click to open a library.
@ Right'C“Ck' kyDri » Facebook photos Flickr photos
@ Click Slide Show.

@ To stop the slide show, click any-
where on the screen.

See yours here See yours here

s ~

A slide show will run through all
the photos in a library and then
cycle through them again. There is
no way to pause the slide show; you
can only start and stop it.




Buying or Renting a Video

The Video app gives you access to videos in the Windows the Video app. You have to register a credit card and purchase
Store. You can either rent or buy videos and play them back in Microsoft points to buy or rent videos.

Buy or Rent Videos

On the Start screen, click the Video
tile.

. Click the Movies Store or TV Store
category.

To move through the selections, click
the right arrow to the right of the
scroll bar.

@ Click an item.
® Click the Explore button.

(Click Explore Series for TV, and click
Explore Movie for movies; you might
also have to click a View Seasons link
to view TV seasons and then click on a
specific episode.).

Click the Buy button or the Rent

button. You can click the links at the top of a marketplace, such as Top,
. If you need to purchase Microsoft Genres, or Networks at the top of the TV Marketplace page, to
Points, click the Buy Points button view different categories that can help you find the selection

and follow the instructions. you want.

. Click the Confirm button.
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‘— Explore movie

genres

top rented v

Jiro Dreams of
" Sushi

Alien From Area
51

Comic-Con
Episode IV: A
Fan's Hope

Getting Visual

Ancient Alien
Question

2012 NBA

Miami Heat

Championship:

Crusty Demons
16: Qutback
Altack

American Swing

Indie Game: The
Movie

® Play trailer

L2 Fighting Fear

Buy Points

Degenerate Art:
The Art and
Culture of Glass

Cancel

E

SuicideGirls: First
Tour
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Finding a Video
After you've taken your own videos or pur- ("\ Xb OX \/ d eo

chased videos, you'll accumulate a video
collection. Before you can play a video, you
have to find the one you want by browsing
your collection in the Video app.

my videos >

1min 57 sec 1 min 35 sec

. Zero Gravity Lego Holy
Browse Your Videos Rebellion - Grail
http://www.ar

‘ On the Start screen, click the Video
tile.

@ Click My Videos.

0 min 37 sec 1 min 42 see

The Hampster All of the
. . : s : Dance - Dead -
To view items in speC|f|c categories, = http://www.ar http://www

click the Movies Store, Television
Store, or Other link to view items in
these categories.

‘ Click the Date Added link.

To view items alphabetically, click A
to Z.

date added

A Fabletos
The Black
Duck (192

Lego Holy Dancing_On_T
he_Moon_193

L

You can also simply begin to type the title

of a video on the Start screen and use the

Files category to sea rch for the file if you've The Hampster | Al of the felix the cat in W CC-small

g Dance - Dead - non stop b 512K -

downloaded it to your computer. hitp://www.ar hitp://www.ar fright \(1927\) http:/fwws
Xena Intro Arctic Giant, noveltaons - Experimer]
640x480 - The - much ado the Revive
hitp://www.ar http://www.ar about mutton QOrganismy
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Playing a Video

The Video app offers several controls for
playing your videos that will seem familiar
to anybody who has used a movie player
before. You can play, pause, stop, fast for-
ward, or rewind your video selection by
using these simple tools.

Play a Video

When you find the item you want to
play by using the steps in the previ-
ous task, click it.

@ Click the Play button.
@) Click the Pause button to pause.

@ Click and drag the progress bar to
move to another location in the video.

Right-click the screen to display play-
back tools.

® Click the Previous button to go back.
@ Click the Next button to go forward.

Click the Repeat button to watch the
video again.

ATy

Click the icon at the bottom-right of the
screen when on-screen playback tools are
visible, to reduce the size of the playback
window and to view the video description.
Click the video again, and click the same tool
to return to a full screen display.

Getting Visual

You can also right-click a video to bring up a tool-
bar at the bottom of the screen that offers the
same playback tools in one spot, plus the option
to playback the video on Xbox.

Now Playing

Much Adeo about Mutto

Playing a Video 229



Using the Camera

Assuming your computing device has a built-in webcam, you mode to use, camera or video, and to select from a small set of
can use that camera to take photos and videos. You can use resolution options.
settings in the Camera app of Windows 8 to choose which

Change Camera and Camera Mode

Sometimes you want to take still photos, and at other
times you want to record a video, and if you have a
device that has both front-facing and back-facing cam-
eras, you need to choose which camera mode to use.
Changing between the photo and video modes is a
simple matter of a mouse click (or, if you're lucky enough
to have a touchscreen, a tap on the screen).

C=

Video Mode

@ On the Start screen, click the Camera tile.

@ To change between front-facing and back-facing
cameras if your computing device has both, click
the Change Camera button.

@ To switch between video (white background) and
still camera (black background), click the Video
Mode button.
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Set Camera Resolution

Resolution affects the clarity of images that
you capture—the higher the resolution, the
better the appearance of the images. The
Camera app in Windows 8 allows a small
but useful choice of resolutions.

. On the Start screen, click the Camera
tile.

. Click the Camera Options button.

. On the Resolution field, click the
arrow.

. Click a resolution.

To close the Camera Options dialog
box, click outside it.

If you click More Options in the Camera Options dialog box,
you can use sliders to control the brightness and contrast in
your images, the flicker rate in your videos, and the focus and
exposure settings for your camera(s).

Getting Visual

© ©

Camera options Timer Video Mode

Camera options

Photo resolution
0.3MP(4:3)

Audio device

Microphone (High Definition A... v

H— @ @

Camera options Timer Video Mode
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Capturing Images

The process of actually taking a photo or recording a video is photo or start the video recording. After you take photos or
very simple. You open the Camera app, choose which mode videos by using the Camera app, you will find them in the
you want to shoot in, and then click the screen to take the Webcam folder of the Photos app.

Take a Photo

On the Start screen, click the Camera
tile.

If you need to change to still photos,
click the Video mode button.

@ Click the screen to take this photo.

To view the photo you just took, at
the left edge of the screen, click the
Back arrow.

KTip o/~ ~
If you prefer a countdown before your camera begins captur-

ing photos or videos, click the Timer button on the Camera app
toolbar. This turns a timer on or off. With the timer on, a three

second countdown is displayed on your screen when you click
to activate either camera.
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Getting Visual

Record a Video

On the Start screen, click the Camera
tile.

If you need to change to video mode,
click the Video mode button.

Q Click the screen.

Q When you're finished recording, click
the screen again.

@® To display the video you just
recorded, at the left edge of the
screen, click the arrow.

Q To play the video, click the playback
arrow.

AT ~

When you play back a video, a Trim button

and Delete button appear at the bottom of
the screen. Use the first to slide the indica-

tors on the progress bar to the left or right

to shorten the video, and use the second to
delete the video.
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Playing Music

Navigating the Music App
Finding Music to Buy
Previewing Music

Buying Points

Buying Music

Listening to Music

Playing Music with Windows Media
Player

Organizing Music
Creating Playlists
Playing Playlists

In Windows 8, you have two choices for playing and organizing
your music: the new Music app and the Windows Media Player,
which you might have used in previous versions of Windows.
Both allow you to play music, but beyond that, they have differ-
ent strengths.

The Music app is a great way to look for and buy new music,
as well as sort music into different categories to help you find
selections. The app's opening screen offers Spotlight (featured
selections you can explore), Collection (music you own), and
Music Marketplace (the place to shop for music). You can use
the Music app to buy music from Zune Marketplace, Microsoft's
music store, using points you purchase.

The Windows Media Player, on the other hand, makes orga-
nizing music and creating playlists easy, and for some, it offers
the added benefit of providing a familiar interface and familiar
tools.

Whichever app you use, you'll be able to enjoy all your
favorite music and find new selections to fill out your music
library.
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Navigating the Music App

The Music app is probably completely new to you; it has a dif- begin to find your way around the Music app by using the Win-
ferent look and feel from other music players you've used. It's dows 8 interface.
more than a player—it's a music store as well. In this task, you

Navigate the Music App

‘ On the Start screen, click the Music Jeremy ™
app. oo M
To move from My Music to other sug-
gested selections of music you can ey T || R
shop for, click and drag the scroll bar I
to the right.

Click a selection in My Music, and it
opens and begins playing.

‘ To display tools, right-click the screen.

® To stop the current selection from
playing, click the Pause button.

To return to the Start screen, press
the Windows logo key.

=

You can also get to the music app by searching for music. On
the Start screen, begin typing the name of a song, artist, or
album. In the Search screen that appears, finish entering your
search term and click the Music category. The Music app opens
and displays information about the music, artist, or album. You
can now preview or buy the selection. (See the next task.)
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@ XDOX Music

my music >

@ Add ta now playing

Explore artist

s XDbox music

my music >

Album
Unknown
Album

Wycle! Jean
featuring Refugee

i

Album
Trouble
Ray LaMontagne

now playing »

Album

We Were
Dead Before
the Ship

Madest Mouse

Album

Oh, Inverted
World

The Shins

Gadiohead

Album

Pablo Honey
Radiohead

Playlist
July
Favorites

Tsong

==
D)

Now Playing

CltVOf | Atbum

ey City of
op
Angels ol
[Criginal

Soundtrack

Album
Round Room
Phish

ANYT
HAPP

Wyclef Jeas

®

Play all music

now playing >

Oh, Inverted World

The Shins, 2001, Alternative/Punk

Caring Is Creepy (Album)

320

One By One All Day (Album)

208

Weird Divide (Album)

58

Know Your Onion! (Album)

229

Girl Inform Me (Album)

220

How Playing

Carinc
(Albur

The Shins
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Finding Music to Buy
You can use the Windows 8 Search feature to find music, but helps you to locate the type of music you like or a particular

you can also use tools in the Music app itself to find music that artist.
interests you in the Marketplace. A variety of sorting criteria

Locate Music

. On the Start screen, click the Music
app.

. xbox music store » most popular >
@ Click a category name such as Xbox o
Music Store or Most Popular.

@ On the All Genres list, click a genre.

. When you find a selection you like,
click and drag the scroll bar up or
down.

. Click the selection.
. Click outside the selection to close it.

» Xbox music

DJ Khaled

Tenth Avenue North

If you know the name of the song or album you want to buy,
using the Windows 8 Search feature is probably a quicker way
to find the selection you seek.
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xbox music

featured v

lorious Dead

\round The Sun

yuthern Air

Last Of A Dyin' Breed (Special Edition)
)

@) \bOi" mUSiC store The Lumineers

popular ~

9

Damien Rice, 2006, Blues / Folk, Vector Recors/WBR
Explicit

9 Crimes
339

The Animals Were Gone
541

@ Buy album 3 E'::phdrll
@ Explore artist
il 4 Rootless Tree

423

Get unlimited music with
Xbox Music Pass!

Dogs

Johnson & Friends: Best Of
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Previewing Music

The Music app lets you get a preview of music you might be enough to buy. When you preview an album, a short portion
interested in. This feature lets you listen to snippets of selec- of a song plays and then the Music app moves on to the next
tions in an album so that you can decide whether you like it track, and so on, through the selected album.

Preview a Selection

@ When you've found a selection you : ; OFF Lt
® xbox music store Rl

want to preview, click it.
@ Click Preview.
@ To stop the preview, click Pause.

new releases v trung Out On Inxs: The String Quartet Tribu

tring Quartet Tribute To Pearl J..

‘ ClICk outSIde the preVieW W|ndOW tO ectr : ilke .A:r.'h\\-‘e-al American Jewish Music:
return to the marketplace. 1

ing Quartet Tribute To Clay Aiken

. Al Miei Amici Cantautori No. 2
\ Classical SRR

There is no volume setting in the Music app Ai Mici Amici Cantautori

playback tools. To adjust volume, press Win- chamber

dows logo key+|, click the Volume control in e w Garth Brooks, The String Quartel Tribute To
the Settings panel, and then move the slider et

Up or dOWn. i . .' ‘T‘Tl:elstri.n.g‘ L"Juartet Tribute To The Dixie Chicks
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Strictly OFF Limits

(®© xbox music store

Strung Out On Inxs: The String Quartet Tribu...
s

new releases v

Mad World: A String Quartet
Tribute To Pearl Jam

Vitamin Records Presents, 2006, More, Vitamin Records

a1 Alive
456

Even Flow

(&) Preview o
(@) tuy album Dissident

325
@ Explore artist

Classical

Get unlimited music wi

Xbox Music Pass!
Chamber
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Buying Points
When you buy music using the Music app,

you are buying from the Zune online store.

This store uses points for your purchases.
You buy a certain number of points, and
then when you shop, you redeem those
points to make your purchases. So the first
step in acquiring any music in the Market-
place is to buy some points.

Buy Points

Locate an item in Marketplace, and
click it.

@ Click Buy Album.
@ Click Buy Points.

@ Click the option showing the number
of points you want to purchase.

@ Click Next.

® Click Add A New Credit Card if you
haven't added one already.

@ Enter the card information.

Click Save.
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Anything Could Happen

Ellic Goulding, 2012, Pop, Interscope/cherrytree

1 Anything Could Happen
4:46

() preview
@ Buy album
Explore artist

Get unlimited music with)
Xbox Music Pass!

®

N AP 4 P AT A b

@ Confirm Purchase
oo TULL
L

fit (Digitally Remastered)
I

Aqualung
M.UL: The Best OF lethro Tull by| fhro Tun



(© Add Credit Card

Credit card type

Visa v

ntinue addu dit card numbs

Expiration date
MM ~ Yy v

ft Points - $49.99 Name on card

® Redeem Code

Address line 2

Paort Townsend

800 Microsoft Paints will be dej
your Xbox LIVE gamertag. Your account will be charged $9.99 pi
applicable taxes. For infarmat ing or cancelling your
membership and your membership refund p o Zip code
Microscft Points to acquire game ad
and mare from Xbox LIVE Marketpl 98368

Cauntry/region

United States

Phone number

60
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Buying Music

After you've purchased some points, you
can begin to redeem those points to buy
music. Buying is as simple as making your
selection, clicking to buy it, and if required,
entering the verification code from your
credit card. The purchased music is then
available in your Collection in the Music

app.

Buy a Selection

In the Xbox Music Store, click a
selection.

@ Click Buy Album.
@ Click Confirm.

Enter your credit card verification
value if requested.

See Also ‘

For information about shopping at the Win-
dows Store for apps, see Section 14, “Buying
Apps at the Windows Store.”
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fa xbox|music

xbox music store }

Hot Cakes

15, 2012, Rock, WIND-UP

Tresp
Ame
Samg

1 Every Inch Of You

105

2 Nothin's Gonna Stop Us
245

Album

Call

3 With A Woman N MayE

(=) Buy album 3:41 A rd
£ _:‘\)‘

. SR 4 Keep Me Hangin' On

! g B b

“-;'.1 We A

5 ivi fi ol Neve

Get unlimited music with 5  Living Each Day Blind mﬁ% Gottd
Xbox Music Pass! 2 L= ~

Taylor
Bloc Party

Buy - 100 £

Ellie Goulding
Anything Could Happen

1song This transaction is subject to the Xbox LIVE Terms of Use. You will be charged at this time. No

Ak Refunds.




Listening to Music
The whole point of finding and buying

| Oh, Inverted World

music is to listen to it. The pIeagmg inter- © my music o
face and simple playback tools in the Music iy

. . K S AIBAe MTRKRR I L n}-.nowr_u Album
app make listening to your music a very date added v T
pleasant experience. s

Play Music

Pablo Honey

@ With the Music app open, click an e o [
item in My Music.

Delicate Sound of Thunder

Pink Floyd

@ To display playback controls, right-
click the screen. Round Room

@ To go to the next track, click Next. Unknown Album

@ To go to the previous track, click
Previous.

@ To repeat a track before it ends, click
Repeat.

To move among tracks in a random
way, click Shuffle.

@ To pause the music, click Pause.

]! The Wrote & the Writ

Johnny Flynn, A Larum

0:05

Note that if you used Windows Media Center G O o o 0

in the past to play content in Windows 8, this
feature has become a desktop app that you
need to download to use.
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Playing Music with Windows Media Player

Windows Media Player offers another way to organize and play dows Media Player is that it provides an easy way to create and
music on your computer or from a DVD, as well as offering a play music from playlists, your own customized lists of music.
way to play videos and view photos. One big plus with Win-

Play Music

On the Start screen, type Windows Search

A ppS Results for "windows” Apps

windows |

Media Player.

In the search results, click Windows )

Media Player. -
Q Settings
& Files

@ To display your music, click Music.
@ To play a selection, double-click it.

Store.

To go to the next selection, click the
Next button.

Games.

Music

To go to the previous selection, click
the Previous button. g Mo

Bing

To play songs in a random way, click
the Shuffle button. Firanca

Fresh Paint

To repeat a selection while it's play-
ing, click the Turn Repeat On button.

@ To adjust the volume control, click
and drag it.

While playing music, you can click the Now Playing button in
the lower-right corner to display a window with controls for the
currently playing selection. Click the Switch To Library button
in the upper-right corner to go back to the Media Player main
screen. You might have to move your mouse over the window
to make the Switch To Library and other tool buttons appear.
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Organize = Stresm. v

B JeremyNelzon
4 [s] Playlists
&) July Favarites
4 g3 Music
@, Artit
© Album
© Genve
B videos
=1 Pictures

{* Othes Libraries

o pageT@livecom ns
[ Allegra (allegra-pe)
P Lee (allegra-pe)

Creste playlist v

Album

L= |

Led Zeppelin

J

Massive Attack

unEnown vear

Led Zeppelin
Rock/Pap.
Unkingwn Yesr

~e e e —

I R

Title

The Song Remains the S...
Over the Hills and Far A
Dazed and Confused
OVer Maker

No Guadter

Ramble On

Kashmir

AlMy Love

Wihen the Levee Breaks

Teardrap

Black Light
Mantra

Ruins - (submutation d...
Eternal Drift
Words OF Advice
Cucumber Slumber - (fl...
Hidden Garden, The / N...
Shadows Of Parsdise

532
a5
628
42
70
a2
&2
553
0

Rating

Contributing atist

Led Zeppelin
Led Zeppeiin
Led Zeppein
Led Zeppelin
Led Zeppelin
Led Zeppelin
Led Zeppelin
Led Zeppelin
Led Zeppelin

Massive Atack

Material
Material
Material
Material
Material
Material
Material

Materisl

{* Other Libracies

» [ pogeT@iveicom (na

[ Allegra (allegra-pe)

1 Lee (alegra-pe)

Queen

CQUEEN

Gosrvr Yo

Radiohead

L
i

Gadiohead
2y

>
2l

Pablo Honey 2

Altermative
1993

Ray LaMontagne

EMB
1.7M8
aima
95MB

63MB

| Troubie '

= ol

Title Length  Rating Contributing artist Compuser Size Parental rating
Py 1uu W P e o

Another OneBites The . 335 iiisis CQueen Mg
Creep 355 Gy Rediohead Colin Greenwood; Ed O 45M8
Trouble 403 Ray LaMontagne Ray LaMontagne 16ME

(% 0| & (s ‘@, bis) # —@— ) | Reticvingmedainfofor Songs From The Wood

P I

—

=

You can sync items from a device such as an MP3
player or tablet to Windows Media Player. Open
Windows Media Player, and then connect the
device to your computer. Items are automatically
copied to your Music library. If they aren’t auto-
matically transferred, click the Sync tab in Win-
dows Media Player and drag the items you want to
sync to the Sync list, and then click Start Sync.
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Organizing Music

In Windows Media Player, you can sort
items in your music library and playlists by

| Orgenize v Steam v Cresteplayi]: +

various criteria such as Title, Artist, Com- = e

poser, or Length. You can also view music = e e oo g 121

selections by categories such as Artist, ™ LT SIS S
Options... Release date

=1 Pictures

Album, and Genre. e

Sort Music P
[ﬂ" Allegra (allegra-pe)
¥ Lee (allegra-pc)

With Windows Media Player and the
Music library open, Click Organize.

@ Click Sort By.
@ Click a criterion to sort by.

T TheWater (fest.Laura... 412 rvany Johnny FlynncLaura Ma. 18 ME

LeTanga DeRoxanne 443 VAT Jose Feliciane and Cast sAME

@ To display music by category, in the
Music library, click the Artist, Album, AT » T 2
or Genre options.

o & T B
i = w2602

e/ \

If you have inserted an audio DVD into your
computer and want to copy the files from it
to Windows Media Player, click the album in
the left pane of the player, and click the Burn
tab on the right pane. Click Rip, and all songs
are copied to your music library.
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Creating Playlists

Most of us enjoy various artists and even
genres of music, and our favorite songs

or pieces might come from a variety of
sources. Playlists let you pick and choose
pieces of music from various sources to
make your own mix. One might be roman-
tic, another great for dancing, and still
another might be the list of music you'd
choose to be shipwrecked with on a desert
island. Playlists are all about customizing
your music experience, and they're easy to
create.

Create a Playlist

© Createplayit =

) Jeremy Nelson
4 (3] Plagists

Avalnation

With Windows Media Player open,
click Playlists.

@ To create a playlist, click the Click
Here link.

@ Enter a name for the playlist.

‘ To save the name, click outside the
playlist name field.

@® To add a selection to the new playlist,
right-click the desired selection.

‘ Click Add to.

@ Click the playlist name to which to
add the selection.

‘ To add additional selections to the
playlist, repeat steps 5 through 7.

Megalthic Symphony
) oy Fvorives Asmolnation
4 73 Music BAE | RockPop
@, Atist . A P
@ Album
@ Gence
a8 ':‘““ fiand Of Horses
< Pictures 3
i Everything All The Ti.
] There se 1 plag | 5 this by
1 Other Libraries il , ;ﬁfxﬂ =
» [ pageT@iive.com (na =
¥ Allegra (ollegra-pe)
I Othe Libsaries
[ pageTBiive.com (na
G+ vy » oy Piay Burm Syme
Organze v Stream v Create playlst + & = | Search L)
il
T There are o playists in this library.

Click here

© Album

tocreatea playlist.
© Genre
< Prctures
© Genre
B Videos
=] Pictures. e Interimslicbenden 1)1 o, bauten  Alexands EEME
12305 (14 all bauten  Alesand 48ME
§ Cther Libraries = :"’
[ pageT@iive.com (na [ i
Play next
addto ’ Play fist
s Bum list
Sedeness, Fate G Frucht Curly M.C; David Fairst.
Find album info Gym
Delete Additional playlsts..
Propetes
Open fle location
Vour Song 338 20 MacGregar 42M8

Creating Playlists 249



Playing Playlists

After you've created a few playlists, it's time to listen to your as those covered earlier in the "Playing Music with Windows
selections. The playback controls for playlists are the same Media Player” task.

Play Back Your Playlists

With Windows Media Player open,
click Playlists.

. To open a playlist, double-click it.

@ To play a title in the playlist, double-
click it.

—

=

You can edit a playlist at any time by using
several options. Click the playlist and on the
Play tab on the right side of the window,
click and drag a song up or down to reorder
the items in the playlist. Click the Clear List
button to clear all items in the list. Click the
List Options button, and shuffle or sort the
list by using the commands in the menu that
appears. You can also right-click an item

on the list and choose Remove From List to
remove it.
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Working with
Devices and
Networks

Adding a Device

Connecting to Bluetooth Devices
Setting Up a Homegroup

Connecting to a Network

Choosing What To Share on a Network

Tethering Your Computer to Your
Cell Phone

Setting Up a Wireless Network

Your Windows operating system not only lets you play with
apps galore, it helps your computer interface with hardware
such as printers and scanners. You might be called on to help
Windows connect by following a simple procedure to add a
new device or by checking to see whether your device driver is
current.

You can use Bluetooth technology to connect to devices at
a short range, such as a wireless keyboard that sits on your desk
next to your computer.

In addition to connecting to other devices, you might want
to connect your computer to other computers. This can be done
by setting up a wireless network. Devices that connect to your
network can share a printer, Internet connection, and more.




Adding a Device

If you have a printer that you want to use with your computer, work your way through the Add A Device process, you might
you first need to establish a connection between the two. This need to search for or download a driver for the printer and
involves following the Add A Device procedure, which, in most make a choice about how you want to share the printer on a
cases, automatically identifies any attached devices. As you network.
Add a Device .
@ Press Windows logo key+. ‘
. . PC Sett ﬂgS De}rices

@ Click Change PC Settings and then e

click Devices. Personallze 2 *

. . USEI’S BCM2046 Bluetooth Device
@ Click Add a Device. 0
) ) ) Notifications Biue Moon
@ In the list that appears, click a printer.
Search Microsoft Wireless Transcenver

' Click Next. Share E Microsaft XPS Dacument Writer

Enter a different printer name if you General SendTo netote 2010

prefer. Privacy

[EW Snagit 11
@ Click Next
. . . Wireless

@ Select the printer sharing setting o

you prefer, and enter any required zees ol ez

information. Sync your settings ,

Download over metered connections

' Click Next. HomeGroup ¥ To help prevent extra charges, keep this off o device software (drivers,info, and &
@ Click Print a Test Page.
@ Click Finish.
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Working with Devices and Networks

e o/

If you are installing a printer, you can
click Advanced Printer Setup after
step 3; then, if the printer you want
to add doesn’t appear in the list of
devices Windows 8 recognizes, click
The Printer That | Want Isn't Listed
to manually locate the printer and
driver.

Choose a device or printer to add to this PC

‘Sesrching for devices

Hot finding what yoy are locking for?

1
hei | [Cama]
S —

Printer Sharing

Hyou s printer, i - You can

() Do not share this printer
p—
(®) Share this printer o that

Share names | TN

Location:

Comment:
b

Type a printer name

You've successfully added Canon iR3570/4570 Class Driver (Copy 1)

[ Set as the defauit printer

To eheck i your prnker is workng propely, or
et page.

Prnt a test page
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Connecting to Bluetooth Devices

Bluetooth is a technology that allows you to connect to Blue- involves making sure that both devices have Bluetooth on and
tooth-enabled devices that are within a short range of your that the devices are discoverable, which you can manage by
computer. For example, you might connect to a Bluetooth mouse applying a simple setting.

or keyboard placed a few feet or less from your computer. This

Make Your Computer Discoverable

TE——
@ On a computer with Bluetooth capa- DR T SR .

bility, type Control Panel on the o

Sta rt screen. View devices and printers

B eoricans oo S

@ In the Search results, click Control i

Panel.
@ In the Search box, type Bluetooth.
@ Click Change Bluetooth Settings.

|

Click Allow Bluetooth Devices To Find
This Computer.

® Click OK.

bluetooth - Control Panel = a

optall | CoMports | Hardware

ofovery
() Alew Biuetooth devices to find this computer

§ To protect your privacy, select this check box enly when
7 youwant & Blustooth device to find this computer.

Hotifications
[¥] Alert me when a new Bluetooth device wants to connect

[+ Sihow Uhe Bluetooth on in Uhe notification are

ATV ~

When you don't need to connect to a Bluetooth
device, it's a good idea to turn Bluetooth off, FereDelels
especially if you're traveling around with you .
laptop. Otherwise, there's a risk that someone
might use a device like a tablet or phone to tap
into your computer's contents or settings.

1208 PM
= /262012

= o]l 40

,
\.

o)
T
m
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Connect to Bluetooth Devices

On the start screen, type Control
Panel and tap Apps.

In the Search results, click Control
Panel.

@ In the Search box, type Bluetooth.
‘ Click Add a Bluetooth Device.
‘ Click a device.

® Click Next.  E—
. . ® = 1 B » ControlPane » v ¢ | bluetooth x
@ Verify that the displayed passcode on o
R ./ Devices and Printers
your computer and Bluetooth device i
match, and click Yes. e e e
‘ Click Close' @ Search Windows Help and Support for “bluetooth”

Choose a device or printer to add to this PC Compare the passcodes Installing device...
Setect s aevice

!1 - . Does the passcode on PHAATLD match thic one? - Piese ke S iak ey fes o Yo sy This ke

i) Pere ! 221441

i — !
I
Mot finding what you are leo flng for?
Nea Cancel Clase

e e
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Setting Up a Homegroup

Home networks use a homegroup to include computers in the to do so. You can create a new homegroup, or you can join a
network. When you belong to a homegroup, you can share homegroup that's been set up on another computer in your
files and printers among those in the group. Others can't network.

change files that you share unless you give them permission

Join a Homegroup

@ Press Windows logo key+.
@ Click Change PC Settings.
@ Click HomeGroup.

Q If a homegroup is already set up, your
computer might find it; if not, enter a
homegroup password.

Click Join. .
’ PC Sett] ﬂgS HomeGroup

relsUlalce A homegroup Is avalable
Allegra on Allegra-RC has ereatedfa homegroup. Join e homegroup to share files and
devices with other people on thisfetwork

Users

“ Join

Motifications

Search
Share
General
Privacy
m ) Devices
The administrator of your network can view Wireless
the password and share it with you by going oy v—

to the Control Panel, clicking Network And . )
Internet, HomeGroup, and then clicking View yne your settings

Or Print The HomeGroup Password. m
\. S/ Windows |indate

256 Setting Up a Homegroup




Connecting to a Network

It's especially handy to be able to log in to different networks if ~ advantage of the many free hot spots in cafés and other public
you move around with a laptop or tablet device. You can take places to go online when you know how to connect to them.

Connect to an Available Network

@ Click Windows logo key-+l. Settings etworks
O Click the network button. =
O Click a network name. "

O Click Connect.

TYLER-|

To have your computer connect to this net-
work whenever it's in range, select the Con-
nect Automatically check box before clicking
Connect in step 4. Change PC setings

Hidden network

Unavailable
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Choosing What to Share on
a Network

You can share various items with other
computers on your network, such as print-
ers or libraries of documents. You can also
share media content on your computer
with another media device such as a tablet.

Set Up Sharing

@ Press Windows logo key+.
@ Click Change PC Settings.
@ Click HomeGroup.

. Assuming you are a member of a
homegroup, you will see various set-
tings. Click the On/Off button for any
of the Libraries or Devices listed.

To share content with media devices,
click the On/Off button.

Don't worry about others on your network
changing your content. Sharing content
allows others only to view your documents,
not modify them.

258 Choosing What to Share on a Network

Mad

RUSSELL

PC settings

Personalize
Users
Notifications
Search

Share

General
Privacy
Devices

Ease of Access

Sync your settings

Windows Update |

Settings

Libraries and}devices

When you share cont

ather homegroup members can see it but only you ¢an change it

Documents
Mot shared [ |

Music
Mot shared [

Pictures

Shared |

Videos
Mot shared |

Printers and devices
Shared

Media devices

Aliow il devices on the network such 25 TVS and game ConSoies o play My shared content
on

Membership

It someane else wants | jein your homegroup, give them this passward

®

®




Tethering Your Computer to Your Cell Phone

If you have a smartphone with the ability to provide a personal involves an additional monthly fee, and your computer must
hot spot, you can use your phone’s 3G connection to get your have Wi-Fi capability.
computer online. Having this ability on your phone typically

Connect to the Internet
Using Your Cell Phone

Settings (© Networks

PH44100 141228

Turn on Hotspot from oerthe natrork sounty
your phone.

Press Windows logo
key+l.

@ Click the network button.

@ Click your phone's Wi-Fi
connection.

@® Click Connect.
® Enter the Security Key.

@ Click Next.
Change PC settings

Click an option to turn @© Networks
sharing on or off.

(© Networks

PH44100 141228

Do you want to turn on sharing
between PCs and connect to devices
on this network?

M . Connect automatically

Using your smartphone to go online with your
computer can quickly drain your phone's bat-
tery. Try to have your phone connected to a
power source when using its hot spot feature,
and turn the phone's hot spot feature off if it's
not in use.
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Setting Up a Wireless Network

Many people find it convenient to set up a
home network. With such a network in place,
you can allow devices that join the network
to share a printer connection, Internet access,
documents in shared folders, and more.

Set Up a Wireless Network

@) Connect a router or other access point
hardware to your computer, and type
Control Panel on the Start screen.

. In the Search results, click Control Panel.
. Click Network And Internet.
. Click Network And Sharing Center.

@ Click Set Up A New Connection Or
Network.

@® Click Set Up A New Network.
@ Click Next.

@ Click the router or access point that you
want to set up.

. Click Next.

Enter your PIN number located on the
router label.

@ Click Next.

@ Enter a name for the network.

@ Click Next.

. When the setup completes, click Close.
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®© = & B+ Control Panel » ~ & | SearchControl Panel

Adjust your computer's settings
System and Security
Review your computer's status

Save backup copies of your files with Fill | 4istory
Find and fix problems

Network and Internet
QB e cenmork o snd s

S, Choose homegroup and sharing options

Viewby. Category ™

User Accounts and Family Safety
) Change account type
W Set up Family Safety for any user

| Appearance and Personalization
h gt e thasne
pround

|/ Hardware and Sound Clock, Language, and Region
= View devices and printers A Add alanguage
Adld  device A Change input methods.
Adjust commanly vsed mobility settings Change date, time, or number formats
K= programs #TW, Ease of Access
k [ Let Windows suggestsetings
Optimize visual display

@ 5 1 % ConrolPanel » Heworkand ntemet »

v & SearchControl Panel »

Control Panel Home
&& Network and Sharing Center
B v et ks

mect o o network | Vaew network comy

System and Security
& Metwork and Infernet

Hardware and Sound
Brograms Internet Options

Uosr Ao sod Foidy =] Chamge your homepage | Manage browses add-ons | Delete browsing history and covkies
Salety

Appearance and
Personalizstion

Clack Language, and Region
Ease of Access

® =+ = 1 & » ControlPanel » Network andIntemet » Networifind Sharing Center v & | | Search Control Panel »

Control Pand Horme View your basic network inf mation and set up connections

View your active networks
Change sdsprer sestings.

Aecess type
HomeGroup: tojoi

Change advanced sharing
Connections: .l Wi-Fi {myqwest977%)

myqwestaT79
settings Private networ:

Change yeur network

digi Setup wrork

© Setup VPH connection: or 3et up  router or access paint,

[ Troubleshoor prablems
Diagnese snd repsir nebwork: problems, or get troubleshod|

Choose a connection option

Connect to the Intemet
S¢t up a broadband ot dial- up cor

ection to the Intemet




Working with Devices and Networks

Choose the wireless router or access point you want to configure

It might take up to 90 seconds for unconfigured devices on your network to appear.
You don't have to use a local network to

share certain settings from your com- ‘_Iiﬁ PK5000Z AP

puter. Connected accounts involve the
use of a Microsoft Live ID that allows you
to access your computer settings and
contents from another computer when
you log in to your Live ID account. Using
this feature, you can “virtually” use your
Windows Live ID to access settings, any
features you've customized, favorites, and
content that you synchronize from any
Windows 8—based device.

Give your network a name

Your network needs a unique name so it can be easily identified. It's a good idea to keep the name short
(25 characters or less) and recognizable.,

To set up a network, type the PIN from the router label (usually 8 digits) @ Security work
-enabled ne

Your network is being set up using WPAZ2-Personal.

Type your network name:

You can find the PIM on a label attached to the router or in
the information that came from the manufacturer,

Hﬂzzam

Change passphrase, security level, and encryption type (advancedf ——— @

@ Upgrade or replace the router using network settings stored on this PC
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Maintaining and
Troubleshooting
Your Computer

Setting Up Windows Updates
Checking for Updates
Resetting Windows 8

Using Advanced Startup
Refreshing Your PC

Running Disk Cleanup

Backing Up Data
Defragmenting Your Hard Disk

Troubleshooting with Windows Task
Manager

Restarting Your Computer

Using Windows Remote Assistance

indows 8 has several built-in features with which you can

keep your computer system running at its best or to help
you restore your computer if it experiences a problem. You can
use these tools to get Windows operating system updates that
can fix security vulnerabilities, clear out unused bits of data from
your hard disk to improve performance, back up your data, and
restart your computer in the case of a computer crash.

If you aren’t that technically savvy and feel you need help
troubleshooting your computer, try using the Remote Assistance
feature in Windows 8. With this feature, you can invite someone
using another computer to access your computer and help you
solve your problem.

In this section, you discover how to use various tools in PC
Settings and the Control Panel to keep your computer perform-
ing optimally.
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Setting Up Windows Updates

Periodically, Microsoft sends out updates to its
operating system to make improvements or fix
problems that have surfaced. You can set Win-
dows 8 to download and install these updates

automatically. You can also choose to just have
the most urgent updates downloaded to your

computer.

Update Windows Automatically

+ @ » Conifal Panel

Adjust your cofputer’s settings

System and Security

Review your computer's status

Save backup copies of your files with File
History

Find and fix preblems

Network and Internet

View network status and tasks

On the Start screen, begin to type Control g

Panel.

Windows Update
Turn autornatic updating o
View update history

l oroff | Checkforupdates | Install optional updates

‘ Click the Control Panel app in the results.
@ Click System And Security.
@ Click Turn Automatic Updating On Or Off.

Click the drop-down arrow in the Impor-
tant Updates field and choose Install
Updates Automatically, which is Microsoft's
recommended setting.

C]

@® If you prefer, select the Recommended
Updates check box to have less-important
updates installed.

= T @ « Windows Update » Change settings v

zarch Control Panel

Choose your Windows Update settings

When your PC is enline, Windows can automatically check forimpertant updates and insta
settings. When new updates are available, you can also choose to install them when you sh

them using these
t down your PC,

Important updates

@

Install updates automatically (recommended)

Install updates automatically (recommended)

Download updates but let me choose whether to install them
Check for updates but let me choose whether to download and install them
Never check for updates (not recommended)

Updates will be automatically installed during the maintenance window.

a metered

Recommended updates

L7 Give me recommended updates the same way | receive important updates

@ Click OK.

ATV

If you'd rather have more control over downloaded
updates, you can choose either the Download
Updates But Let Me Choose Whether To Install
Them, or the Check For Updates But Let Me Choose
Whether To Download And Install Them option.

These options enable you to pick and choose among
the updates, downloading only those you need.

Mote: Windows Update might update itself automatically first when checking for other updates, Read our
privacy statement online.

B oK

Cancel
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Checking for Updates

If you don't choose to download updates automatically or updates that are available at that time. In some cases, Windows
you don't want to wait for the next automatic update, you can requires that you restart your computer after downloading
initiate an update manually. Windows 8 then checks for any updates.

Update Windows Manually
Press Windows logo key+l. .
. ) ) PC SettlﬂgS Windows Update
@ Click Change PC Settings. Nouncatons Vo s o sty sl s
@ Click Windows Update. Search e ey
@ Click Check For Updates Now. Share i
. General
® Click Install. e
Privacy
Devices
Wireless

Ease of Access
Sync your settings

HomeGroup

Windows Update

Download and install updates (2.2 MB total)
T —| E—
See details

Install

Updates play a big role in keeping your computer secure, so
whether you update manually or automatically, it's important
to update Windows 8. Microsoft often creates updates to
repair security holes or to protect you against new threats.
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Resetting Windows 8

Resetting Windows 8 to factory settings is a last-ditch effort to
get a damaged system back up to speed. You might also want
to reset a computer before selling it to somebody else so that

your files and apps are unavailable to them. When you reset

Windows 8, any files you created or any apps you downloaded
will be gone. All Windows 8 settings will be returned to the
default settings.

Reset Windows 8

@ Press Windows logo key+.
@ Click Change PC Settings.

@ Click General.

Q Scroll down in the right pane.

Under Remove Everything And Rein-
stall Windows, click the Get Started
button.

Q On the next screen, click Next.

Click either Only The Drive Where
Windows Is Installed or All Drives.

@ Click Thoroughly or Quickly, depend-
ing on how important it is that all
files be recoverable.

Q Click Reset.

PC settings
Notncations
Search

Share

General

Privacy

Devices

Wireless

Ease of Access
Sync your settings
HomeGroup

Windows Update

Add or change input methads, keyboard layouts, and languages

Language preferences

Available storage

You have 194 GB available. See how much space your apps are using.

View app sizes

Refresh your PC without affecting your files

If your PC isn't running well, you ¢an refresh it without losing your photos, music,
videos, and other personal files

Get started

Remove everything and reinstall Windows

If you want t recyele your PC or start over completely, you can reset it o its factory
settings.

P Get started

Advanced startup
Start up from a device or disc (such as a USB drive or DVD), change Windows
startup settings, or restore Windows from a system image. This wall restart your PC.

Restart now

If you decide at any point during the reset procedure that you
don’t want to do a reset (and lose all your files and settings),

just click the Cancel button.
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® Your PC has more than one drive

Do you want to remove all files from all drives?

Only the drive where Windows is installed
All drives




© How do you want to remove your personal files?

Thoroughly, but this can take several hours
Choose this if you are recycling the PC or giving it away.

Quickly, but your files might be recoverable by someone else
Choose this if you are keeping the PC or giving it to sormeone you trust

(© Ready to reset your PC

This will remove your personal files and apps from your PC and restore all settings to their defaults. If
you use File History, make sure the latest versions of your files were copied to your File History drive
before you proceed. Your PC will restart.

O
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Using Advanced Startup

If Windows is somehow corrupted or experiencing a problem,
one option is to restart it but have the system boot up (retrieve
the system settings) from a source other than your computer.

any problems.

You can choose to use a USB stick or DVD that contains either

Booting Your Computer from a
Disc

Place a USB stick or DVD that con-
tains the Windows software or a
system image in your computer.

@ Press Windows logo key+.
@ Click Change PC Settings.
@ Click General.

. Scroll down the right pane.

. Under Advanced Startup, click Restart
Now.

PC settings
INOTMCcatons

Search

Share

General

Privacy

Devices

Wireless

tase of Access
Sync your selttings
HomeGroup

Windows Update

the Windows operating system or a system image that you've
saved so that you can get the system working and troubleshoot

Add or change input methads, keyboard layouts, and languages.

Language preferences

Available storage

You have 194 GB avallable. S¢ how much space your 3pps are using

View app sizes

Refresh your PC without affecting your files

If your PC isn't running well, you ¢an refresh it without losing your photos, music,
videos, and other personal files

Get started

Remove everything and reinstall Windows

If you want 1o recycle your PC or start over completely, you can reset it to its factory
settings.

Get started

Advanced startup

Start up from a device or disc (such as a USB drive or DVD), change Windows
startup settings, or restore Windows from a system image. This vall restart your PC

T

If you forget to insert media into your computer to boot up
from, don't worry. Windows will bring up a screen giving you
the option to exit and load Windows 8 the traditional way.
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Refreshing Your PC

If you want to try to clean up any buggy behavior on the part the Refresh procedure. Though less drastic than resetting your
of Windows 8 but don't want to lose your files, downloaded computer, a Refresh will often solve your problem.
apps from the Windows Store, and settings, consider using

Refresh Your PC

@ Press Windows logo key+. ‘ ‘

@ Click Change PC Settings.

. Add or change input methads, keyboard layouts, and languages
@ Click General. PC setti el
. Settngs
@ scroll down the right pane. 2 Available storage
Notuncations

You have 194 GB available. See how much space your apps are using.

Under Refresh Your PC, click the Get T Viewapp sizes

Started button. o
Refresh your PC without affecting your files

. Cl ¢ k N eXt‘ i oood WAk, Jou o0 (e ot YUK PRI e
videos, and other personal files.

@ Click Refresh. Privacy — e sartea
Devices 7
Remove everything and reinstall Windows
bt
When you refresh your computer, it per- 2o et et sard
forms the refresh for a few minutes and then Syne your seltings
restarts. If your problems aren’t solved by Homeeror el )
this procedure, consider following the pro- , S Sttt ot e Wi e . T vt eSart o P
cedure in Resetting Your PC, earlier in this Uit st Restrt now
section.
L J

[ ]
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Running Disk Cleanup

When you save data and apps to your hard disk or view or to slow down. Disk Cleanup allows you to erase stray bits of
download temporary Internet files, those bits of data can be data and consolidate your hard disk to improve your computer’s
stored at various locations across your hard disk. Over time, the performance.

out-of-date bits of data can cause your computer performance

Run Disk Cleanup

On the Start screen, begin to type
Control Panel.

@ Click the Control Panel app in the
results.

@ Click System And Security.
@ Click Free Up Disk Space.

Click the drop-down arrow on the
Drives field, and select the drives to
clean up.

@® Click OK.

. Clear any check boxes for items that
you don't want deleted.

. Click OK.
. Click Delete Files.
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+ 1 [+ ControlPane] »

Adjust your compute]'s settings

System and Security

Review your computer's status

Save backup copies of your files with File
History

Find and fix problems

. Network and Internet
| View network status and tasks

Choose homegroup and sharing opticns

Hardware and Sound
View devices and printers

| Add a device

Adjust commonly used mobility settings

Programs

Uninstall a program

12

Ay
&

@

v & |5&arch Control Panel

View by: Category ~

User Accounts and Family Safety

@ Change account type
@ Set up Family Safety for any user

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display
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@ - 1 % » Control Panel » System and Security » v & Search Control Panel

@ ‘You can use Disk Cleanup to free up to 112 MB of disk

Control Panel Home space on (C:).

Action Center
Review your computer's status and resolve issues

Files to delete:
@ Change User Account Control settings | Troubleshoot commen computer problems

System and Security
Metwork and Internet

Windows Firewall
Check firewall status | Allow an app through Windows Firewall

=) Temporary Intemet Files 297MB
Oa Offine webpages 311 KB
["] '@ Recycke Bin 455 MB
O Qsaup Log Files 192KB o

Hardware and Scund

Pregrams

User Accounts and Family S_yStem

Safety View amount of RAM and processor speed @Allow remote access

Launch remote assistance | See the name of this computer @ Device Manager

Appearance and
Personalization

Total amourt of disk space you gain: E58ME
Description
Downloaded Program Files are ActiveX controls and Java applets
downloaded automatically from the Intemet when you view certain

pages. They are temporarily stored in the Downloaded Program
Files folder on your hard disk.

Windows Update
Turn automatic updating on or off | Checkforupdates | Install optional updates
Ease of Access View update history

Cleck, Language, and Region

Power Options
Change battery settings | Require a password when the computer wakes
Change what the power buttons de | Change when the computer sleeps

File History
Save backup copies of your files with File History | Restore your files with File History

How does Digk Cleanup work?

BitLocker Drive Encryption
Manage BitLocker

OK
Storage Spaces
Manage Storage Spaces
Administrative Tools
Free up disk space | Defragment and cptimize your drives

@ Createfsnd format hard disk partitions @View event logs @ Schedule tasks

Select the diive you want to clean up. Are you sure you want to permanently delete

Drives: these files?

DeleteFiles | | Cancel
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Backing Up Data

Now and then, it's a good idea to back up
the files in your computer so that you don't
lose anything important. You can use the
backup feature in Windows 8 to copy files
from libraries, the desktop, your contacts,
and your favorites to a specified location,
typically an external hard disk. File History is
a new backup feature in Windows 8. Essen-
tially, when Windows detects that a change
has been made to a file, it will create a new
backup of that file. This is a nice safety net,
but it doesn’t take the place of backing up
your files periodically.

Back Up Your Data

@ Connect an external storage device to
your computer.

On the Start screen, begin to type
Control Panel.

@ Click the Control Panel app in the
results.

@ Click System And Security.

Click Save Backup Copies Of Your Files
With File History on the next screen.

@® If necessary, click Turn On to turn File
History on.

When the process is complete, click
the Close button.
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C]

al

3 File Histol
e Y

= 4 & » Control Panel »

Adjust your computer'sfsettings

System and Security

Review your computer's status
Save backup copies of your files with File

History
Find and fix preblems

_ Network and Internet
View network status and tasks

Choose homegroup and sharing options

Hardware and Sound
View devices and printers
Add a device

|Search Control Panel

v G

View by:  Category =

User Accounts and Family Safety

’@ Change account type
@ Set up Family Safety for any user

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

8
-
9

Adjust commonly used mobility settings

= 1 & » Control Panel

®©

Control Panel Home

Restore personal files

Select drive

» Systern and Security » File History v Search Control Panel

Keep a history of your files
File History saves copies of your files so you can get them back if they're lost or damaged.

] File History is off

Exclude folders

Advanced settings

Copy files from:  libraries, desktop, contacts and favorites

y.

Copy files to:
opyTiEsto Removable Disk (G:)

1.76 GE free of 1.86 GB

Save backup copies of your files with File History

See also
Recovery

Windows 7 File Recovery

Restore your files with File History |

Turn on
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Defragmenting Your
Hard Disk

When Windows saves files, it stores them in

. . . = 1 [E » Control Panel » ¢ Search Control Panel p
non-adjacent areas on your hard disk. A bit © i ’ S
Of a file can be In One area and other bits Adjust your computer's spttings View by: Category =
in another. Windows uses a directory to tell
it where to go on the drive to retrieve all of Q System and Security a User Accounts and Family Safety

H H H H Review your computer's status '@ Change account type
the blts n the flle Over t_"lme’ you end up Save backup copies of your files with File '@Set up Family Safety for any user
with little fragments of files on your hard History -
. . . , Find and fix problems Appearance and Personalization
disk, including some that don't belong Network and ntermet % Change the theme
there, perhaps because you deleted a file _icw network status and tasks e eoune
=y oose hemegroup and sharing options

and a few bits didn't get deleted. Defrag-
menting your hard drive frees up space by
deleting those fragments.

Clock, Language, and Region
Hardware and Sound b Add a language

Mo nrimbore —

ptimize your drives to help your computer run more efficiently, or analyze them to find out if theyjheed to be
optimize|. Only drives on or connected to your computer are shown.

Run the Defragment Utility

Status

On the Start screen, begin to type

control Panel Media type Last run Current status
Hard disk drive £/23/2012 1:52 PM [
. Click the Control Panel app in the Removable drive MNever run Optimization not available
I’eSU|tS ca Recovery Hard disk drive 8/23/2012 2:21 PM OK (0% fragmented)
@ Click System And Security. —
@ Click Defragment And Optimize Your
Drives | @anayze | | Goptimie |

Scheduled optimization

On @ Change settings

Drives are being optimized automatically.

. Click to select the drive to clean up.
® Click Optimize.
. When the procedure is done, click Close.

Frequency: Weekly

Close

=

Administrative Tools
Free up disk space | Defragment and optimize your drives

If yOU’d like tO see what the defragm_ent @' Create and format hard disk partitions '@'View event logs '@'Schedulatasks
procedure will do before you run it, in
step 6, click Analyze instead of Optimize.

ol
A
-

Defragmenting Your Hard Disk 273



Troubleshooting with
Windows Task Manager

Task Manager is a utility program that
keeps track of the various programs and
processes that are running on your com-
puter. Most of the data in Task Manager
will be useful only to very technical people,
but Task Manager also enables the rest of
us to shut down running programs that
might be causing a computer to seize up.

Use Windows Task Manager

. Press Ctrl+Shift+Esc.
. Click More Details.
@ Click an active app.

Click End Task if you're sure you want
to end a task, although you could
potentially lose data.

. Click the Close button.

Internet Explorer
=

E Mail
E Maps

7]

Music

E News

E! PC settings

File Options View

Processes | Performance | App his] )ryl Startupl Users | Details | Servicas|

@ More details

~

Mame Status

4%
CPU

60%

0%

0%

Apps (7)

b 7l Task Manager

Background processes (22)

Y

for each running activity.

To see which activities or programs are using most of
your system’s performance capacity, click the Perfor-
mance tab in Task Manager. There you'll see a chart of
currently running activities and a list of those activities
showing the percentage of CPU and memory usage

I> ] Bluetooth Radio Management S...

[m7] COM Surrogate
E Communications Service
[B7] Device Association Framework ...

[57] Haost Process for Windows Tasks

0%

6.9 MB

E Internet Explorer 0% 12.5MB 0 ME/s 0 Mbps
‘ 4 Meil 0%  60.9MB 0MB/s 0Mbps
FE Maps 0% 28.0MB 0 MB/s 0 Mbps
Music 0%  1469MB 0 MB/s 0 Mbps
=] News 0%  395MB 0 MB/s 0 Mbps
[&] PC settings 0% 7.8MB 0 MB/s 0 Mbps

0 MB/s

0 Mbps

@ Fewer details
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Restarting Your Computer

Sometimes you will need to restart your computer, either
because it crashes (stops working) and you want to get it work-
ing again or because you've made a change that requires

Restart Your Computer

@ Press Windows logo key+.
@ Click Power.
@ Click Restart.

T ~

After some actions, you are often offered the option of restart-
ing—for example, to finish making updates to your computer.
However, if you don't need those updates immediately, you
don't have to restart your computer at that time if it's not
convenient. When you next turn off and then turn on the com-
puter, the process will be completed.

restarting, such as uninstalling a program or downloading

updates. Windows 8 provides a Power button in the Settings
charm panel so you can quickly perform a restart.

myqwestd7

Notifications

Sleep

Shut down

Restarting Your Computer
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Using Windows Remote Assistance

Remote Assistance involves sending an invitation to somebody fix any problems you might be having. Always make sure that
asking for help. That person can then click an attachment to you know and trust any person who you allow to access your
the email to accept and access your computer system, move computer using Remote Assistance.

around your computer, and use various tools to pinpoint and

Get Remote Help

| System
On the Start screen begin to type &I View amount of RAM and processor speed | ) Allow remote access
C t I P I ! Launch remote assistange | See the name of this computer '@'De\ricel\danager
ontrol Fanel.

@ Click the Control Panel app.
@ Click System And Security.
. Click Launch Remote Assistance.

Click Invite Someone You Trust To
Help You.

Do you want to ask for or offer help?

Windows Remote Assistance connects two computers so that one person can help troubleshoot or fix

Click Use Email To Send An Invitation problems on the other person's computer.
to send a message using an email
account that you've configured in
Windows 8.

— = Invite someone you trust to help you
Your helper can view your screen and share centrol of your computer.

@ Enter the recipient’s email address.

2 Help someone who has invited you
Respond to a request for assistance from another person.

. Modify the message if necessary.
@ Click Send.

Privacy statement
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Maintaining and Troubleshooting Your Comput

@ oL Windows Remote Assistance

How do you want to invite your trusted helper?

You can create an invitation and send it to your helper, You can also use Easy Connectto simplify
connections to your helper.,

< Save this invitation as a file
You can send this invitation as an attachment if you use web-based email.

‘—) Use email to send an invitation
If you use a compatible email pregram this will start the email program and attach the invitation
file.

2 Use Easy Connect
Use this option if Easy Connect is also available to your helper.

m You have received a Remote Assistance invitation .— Message (Plain Text)

: Message | Insert | Options  FormatTedt  Review &
% cut - ¥ Follow Up ~ (5]
o - A @ ¥
B3 copy . B g @ |2r ¥ High Importance \ ’6
 Fromairamar| B | w1 % A pisans Klepaaisaag e ou s
Clipboard n Basic Text % Mames | Include ‘ Tags 5| Zoom ‘ Ink ‘
[ From - liszandres | @live.com
ol |
| |
Subject: ‘VD\J have received a Remote Assiskance invitation \
attached: | 2] jnwitation.msreincident (5 KB ]
=
i 9]
) Hi, N
Easy Connect an option fOI" allow- I need help with my computer. Would you please use Windows Remote Assistance to connact to my computer so you can
. Yy ! help me? After you connect, you can view my screen and we can chat online.
Ing someone to connect to your
computer remote|y’ iS a Microsoft To accept thisinvitation, double-click the file attached to this message.
tool. It requires only that you pro- Thanks.

vide a password, which the person
assisting you can use to connect to
your computer.

Note: Do notaccept this invitation unless you know and trust the person who seft it

4] [
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Appendix A
Upgrading to Windows 8

When you move from one version of an operating system to a new one, you need to pay atten-
tion to several things. For example, your computer system might need to support certain require-
ments regarding processor speed and available memory.

Windows 8 comes in six versions, so you need to pick the one that's right for your needs. You
also need to be aware of compatibility issues between Windows 8 and software and hardware.
The Windows 8 Setup program helps you identify compatibility issues, and Windows Update can
help you update hardware drivers, the programs that help hardware interact with Windows.

This appendix also provides a snapshot of what has changed between Windows 7 and
Windows 8 so that you know how to find familiar features.

Determining System Requirements

To install Windows 8, your computer has to meet certain system requirements such as the speed

of your computer processor or available memory. Check your manufacturer’s site for information
about your model, or open the Control Panel from your computer, click System And Security, and
then click System to view details about it.

Depending on the version of Windows 8 you have, your computer should have a minimum of:
» 1-GHz or faster processor

1 GB RAM for 32-bit; 2 GB RAM for 64-bit
16 GB available hard disk space for 32-bit; 20 GB for 64-bit
DirectX 9 graphics device with WDDM 1.0 or higher driver

 Touchscreen if you want to use touch input feature
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Understanding Differences Among Windows 8 Versions

There are four versions of Windows 8. Most people will purchase the Home Premium version, which has the
most-wanted features, but not necessarily features that business users might want. For them, the Pro version
is likely to provide the features they need.

Here's an overview of the various versions of Windows 8:

Windows 8: the mainstream consumer version of Windows 8. This version has all the features most
folks need when using the operating system in a home setting, such as the updated File Explorer,
Task Manager, support for switching languages and using multiple monitors.

Windows 8 Pro: designed for tech enthusiasts and business/technical professionals. Windows 8 Pro
adds encryption capability to better protect data, the ability to create virtual machines, PC manage-
ment tools and domain connectivity. The Windows Media Center is available as an add-on to Windows
8 Pro. Note this is known as the “Media Pack” and is only offered as an add-on to Windows 8 Pro.

Windows 8 Enterprise: a version that is only available through Microsoft’s volume licensing subscrip-
tion program. Enterprise includes features that are useful to those using Windows 8 in a Windows
server environment who require more management tools and security. Enterprise also includes the
Windows To Go feature that allows distribution of Windows 8 on USB Pen Drives.

Windows RT: geared towards portable devices such as tablets, this version doesn't include the man-
agement features of Windows 8 Pro or Enterprise.

In addition to choosing one of these editions of Windows, you should select either a 32-bit or 64-bit version.

What's New?

To help you get familiar with where you go to get things done today, The following table lists the key fea-
tures that have changed from Windows 7 to Windows 8.

Windows 7 vs. Windows 8

Feature Windows 7 Windows 8

Installation Up to 20 minutes Express 8-minute installation

Interface Desktop Desktop and Start screen

Input Methods Mouse, Keyboard Mouse, Keyboard, Touchscreen

Logon User name or PIN User name with Windows Live ID logon supported Pic-
ture and PIN
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Desktop Shortcut
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Feature Windows 7 Windows 8

Opening apps Desktop Start menu File Explorer or Search charm from desktop or Start
screen, respectively or type to search on the Start screen

File Explorer interface  Menus Grapbhical ribbon

File Explorer ribbon

Settings Control Panel PC Settings or Control Panel from desktop
Browser Internet Explorer 9 Internet Explorer 10 desktop and Start screen versions
Searching Search from Start Type on Start screen to search; use Search charm from
button desktop or Start screen
Live content such as Gadgets Live tiles on Start screen and Gadgets on desktop
weather
Quick access to apps  Desktop shortcuts Tiles on Start screen and shortcuts on desktop
Applications Purchase and install Purchase and install from DVD, Windows Store, or other
from DVD or online sources
stores
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Using Windows Setup and Program Compatibility Troubleshooter

When using a new version of an operating system, you might
experience some transition time as various software and hard-
ware vendors work to update their products to work with the
operating system. The Windows 8 Setup program scans your
computer to see what's compatible (including apps, devices,
and previous versions of Windows on your computer) and gen-
erates a Compatibility Summary that you can save or print out
to alert you to possible problems. Consider going to a manu-
facturer’s site to look for Windows 8—compatible upgrades that
can solve these problems.

Run the Windows Program Compatibility
Troubleshooter

@ From the Start screen, type Control Panel.
@ In the search results, click the Control Panel app.
@ Click Programs.

Click Run Programs Made For Previous Versions
Of Windows and follow the instructions to test
settings.

Be aware of an upgrade issue if you're upgrading from Win-
dows XP. An upgrade will transfer only apps, but no settings or
user account files. For this reason, it's a good idea to back up
or make note of those system and file settings.

284 Appendix A

bl st
=7 Pragrams
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L Uninstall a program
Tl Uninstal 2 prograr

You can also choose during the Setup program to keep
Windows Settings, Personal Files, and Apps; Just Personal Files;
or Nothing. These choices vary based on which version of Win-
dows you upgrade from. In most cases, you should choose the
first option to keep all of your apps and files intact.

You can also use the steps that follow to run the Windows
Program Compatibility Troubleshooter.

T B8+ Control Panel v & | [[senech Control Pan 5

Adjust your computer's settings enby: Category =

' System and Secur

w_  Network and Inters

/ Hardware and Sou
 View v

uage. and Region

& = 1 F » ControlPanel + Progams b

Control Panel Home .
1 Programs and Features
Ur

l System and Security LL

Network and Intemet




Updating Drivers

Hardware drivers are software programs that
help your computer communicate with hard-
ware such as printers, and you can also update
hardware drivers automatically by using Win-
dows Update, or manually for each app by
using the Windows Device Manager.

See Also ‘

Section 20, "Maintaining and Troubleshooting
Your Computer,” for the steps to run Windows
Update. To update individual drivers, follow
these steps.

Update Drivers Manually

@ Display the Control Panel.
@ Click Hardware And Sound.
@ Click Device Manager.

o

Control Panel Home

:
k.

i

System and Security
Network and Internet

* Hardware and Sound
Programs

User Accounts and Family
Safety

Appearance and
Personalization

Clock, Language, and Region

Ease of Access

‘KLY

s
|

0

]

@ -t @ » Control Panel » Hardware and Sound »

' Devices and Printers

Add a device | Advanced printer setup
Change Windows To Go startup options

AutoPlay

Change default settings for media or devices

Sound

Adjust system volume | Change system sounds | Manage audio devices

Power Options

Change battery settings | Change what the power buttons do
Require a password when the computer wakes | Change when the computer sleeps

Adjust screen brightness

Display
Make text and other items larger or smaller
How to correct menitor flicker (refresh rate)

Windows Mobility Center
Adjust commanly used mobility settings

Location Settings
Change location settings

Mouse @ Device Manager

Adjust settings before giving a presentation

v & Search CIntrol Panel »

Play CDs or cther media automatically

Adjust screen resolution
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Update Drivers Manually (continued)

@ Right-click a device.
@® Choose Properties.
® Click the Driver tab.

@ Click the Update Driver button.

Click Search Automatically For

Updated Driver Software.

@ If Windows states that your driver

is up to date, click Close and then
click OK. If Windows reports a newer

driver is available, follow the instruc-

tions to upgrade.

General | Driver | Details I Events I Resources

3 Modems
3 EJ Monitors
3 Q Network adapters
4 _@@ Other devices

|
B
>
p
p B ¢
b I ¢

noad ¢

Driver Provider:
Driver Date:
Driver Version

Digital Signer:

@—— oseone. |

Roll Back: Driver

% Base System Device

Unknown

Not available

Not available

Not digitally signed

To view details about the driver files

To update the driver software for this device.

If the device fails after updating the driver, roll
back to the previously installed driver.

Disables the selected device.

To uninstall the driver (Advanced).
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Update Driver Software...
Disable
Uninstall

Scan for hardware changes

How do you want to search for driver software?

= Search automatically for updated driver software
Windows will search your computer and the Internet for the latest driver software
for your device, unless you've disabled this feature in your device installation
settings.

< Browse my computer for driver software
Locate and install driver software manually,

If you are experiencing problems with software or hardware
compatibility, go to the Windows 8 Compatibility Center: www.
microsoft.com/en-us/windows/compatibility.

.
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Appendix B
Keyboard Shortcuts

Rather than using menus, toolbars, or ribbon buttons to get things done in Windows 8, you can
use keyboard shortcuts. A keyboard shortcut is either a function key, such as F1, or a combination
of keys, such as Ctrl+C (hold down the first key and without letting go, press the second key), that
performs an action such as opening Help or copying selected text. Mastering keyboard shortcuts
can make you a more efficient computer user.

Some shortcuts work in the Windows Start screen or desktop or in File Explorer, while others
work in software programs such as Microsoft Word or Microsoft Excel. The tables in this chapter
list keyboard shortcuts that work with the Windows user interface displayed, and general short-
cuts grouped into categories such as Editing and Accessibility.
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Windows 8 User Interface Shortcuts

Use This Keystroke Combination To Do This
Windows logo key+B, D, M, and T Desktop
Windows logo key+C Charms
Windows logo key+E File Explorer
Windows logo key+F Files
Windows logo key+H Share
Windows logo key+l Settings
Windows logo key+K Devices

Windows logo key+L

Lock screen

Windows logo key+P

Second Screen settings

Windows logo key+Q

Apps

Windows logo key+R

Desktop with Run dialog open

Windows logo key+U

Ease of Access Center

Windows logo key+W

Settings Search

Windows logo key+X

Power User menu displays in lower-left corner

Windows logo key+Z

Toolbar along bottom with All Apps button

Windows logo key+Enter

Launch Narrator
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Traditional Windows Shortcuts

Use This Keystroke Combination

To Do This

F1

Display Help for the active app

Ctrl+Esc Toggle between Windows Ul and desktop
Alt+Tab Switch between open programs
Shift+Delete Delete item permanently using File Explorer
F10 Activate menu bar options

Ctrl+Shift+Esc Open Windows Task Manager

Editing Shortcuts

Use This Keystroke Combination  To Do This

Ctrl+C Copy

Ctrl+X Cut

Ctrl+V Paste

Ctrl+B Bold

Ctrl+U Underline

Ctrl+ Italic

Ctrl+Z Undo last command

Ctrl+A Select all items in active window

Keyboard Shortcuts
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File Explorer Shortcuts

Use This Keystroke Combination To Do This

F2 Rename selected object

F3 Find all files

Alt+Enter Open properties for selected object
Press and hold down Ctrl+Shift while Create a shortcut

dragging a file to the desktop or a folder.

F5 Refresh active window.

F6 or Tab Cycle through panes in File Explorer

Accessibility Shortcuts
Use This Keystroke Combination To Do This

Press Shift five times Toggle StickyKeys on and off

Press left mouse button and hold the ~ Toggle FilterKeys on and off
right Shift key for eight seconds

Press down and hold the Num Lock key Toggle ToggleKeys on and off
for five seconds

Left Alt+left Shift+Num+Lock Toggle MouseKeys on and off

Left Alt+left Shift+Print Screen Toggle high contrast on and off

Desktop Shortcuts

Use This Keystroke Combination To Do This

Windows logo key+M Minimize all

Windows logo key+F1 Help

Shift+Windows logo key+M Undo minimize all
Windows logo key+Tab Cycle through open apps
Ctrl+Windows logo key+F Find computer
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Dialog Box Keyboard Commands

Use This Keystroke Combination To Do This

Tab Move to the next control in the dialog box.
Shift+Tab Move to the previous control in the dialog box.
Spacebar If the current control is a button, this clicks the

button. If the current control is a check box, this tog-
gles the check box. If the current control is an option,
this selects the option.

Enter Equivalent to clicking the selected button (the button
with the outline).

Esc Equivalent to clicking the Cancel button.

Alt+underlined letter in dialog box item Move to the corresponding item.
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Appendix C
Getting Help

Even though Windows 8 provides many intuitive ways to get things done, this new approach can
present a learning curve even for those who have used previous versions of Windows. When you
run into something in this feature-rich program that you can't figure out, Windows 8 offers a few
ways to get help. These resources vary depending on whether you access them from the Start
screen or the desktop.

If you go to Help through the Start screen, you see links to a few online articles about work-
ing with the Start screen, as well as a link to the Windows website. All the help you access here
requires that you have an Internet connection.

When you go to Help from the desktop, you go directly to Windows Help and Support, a
database of information that you can use either offline or online. Here you can search for a topic
and access articles that walk you through a variety of common Windows tasks.

In addition to the specific help features discussed in this Appendix, be aware that Microsoft
will roll out several new help features over the first few months of the Windows 8 launch. For
example, Answer Desk is a new service that offers live, premium support 24/7 for customers in
the United States, a first for Microsoft. In addition, Windows 8 users get 90 days of free phone
support where they can speak with Microsoft Answer Techs. If you find yourself near a Microsoft
Store, you can visit the physical Answer Desk located there for help. Should you buy a Signature
PC (a PC you buy directly from Microsoft) an Answer Desk app wil be preinstalled on your PC.
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Using Start Screen Help

The Start screen is all about being connected, so, logically, the
Help features you can access from here require an Internet
connection. The benefit to you is that information you find
through this method can be updated on a regular basis to give

Read Articles About Using Start
Screen

With your computer connected to the
Internet, from the Start screen, press
Windows logo key+l.

@ Click Help.
Q Click one of the three article links.

Q Read the article that appears for help
with using Start screen.

\

For information about using Start screen fea-
tures, see Section 2, “Meet the Windows 8 Inter-
face,” to learn about the interface, see Section 3,
“Providing Input,” to discover the ins and outs
of using the touchscreen, and see Section 8,

“Searching,” for more about searching.
. J

you the most current information about using Windows 8.
You can click links to read online articles or visit Microsoft's

Windows website.

e

Adding apps, websites, and mere to
Start

Fin Search

Rearranging tiles on Start

Need more help?

Learn the basks,
Get started with Windows & and Start

Get suppart
Visit the Windaws website

Adding apps, websites, and more to

Start

{This information is prefiminary and subject to change

Vou can essily access what you use most by pinning your favarite apps, websites, and more 1o the Start
screen. There are several ways to do this.

To pin this
to Start

Apps from
the windows
Stare

All other apps

Things you
use
frequently,
like websites
playlists,
<ontacts, and
files

Do this.

They are automatically pinned to Start when you instal them.

1. Swipe in from the right edge of the screen, and then tap Search
(f you're using a mouse. point to the upper-right comer of the screen, move the
mause pointer down, and then dlick Seareh)

2. Enter the app name or scroll until you find it

Swipe down on or right-click the app 1o select it

~

Tap or click Pin to Start

1. Open the app you want to use, such as Microsoft Intemet Explorer or Windows
Music.

2. Select the item you want to pin o Start.

3. Tap or click Pin to Start.

4. Enter a name or short description, and then click Pin ta Start. The tile is added at

the far side of Start.

Note

Some apps might have different steps or might not support pinning items
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Get Support at the Windows
Website

With your computer connected to
the Internet, from the Start screen,
press Windows logo key+l.

@ Click Help.
‘ Click Visit The Windows Website.

@ Enter a word or phrase in the Search
box.

® Click Search.

® Click an article to read it.

@ Click Help and How To.

@ Click a link to get help on a topic.

ATy ;

Check out the Top Solutions category for the
latest advice, and the Downloads menu for
additional Windows themes and templates. The
Downloads page also includes a Device Drivers
section where you can download the latest driv-
ers to keep your hardware peripherals current.

Adding apps, websites, and more to
Start

Finding things with Search

Rearranging tles on Start

Need more help?

Leam the basics.
Get started with Windows 8 and Start

Get support
Visit the Windows wanl»

®

® oo

eremy Nelzon, Sign Out | Unite | States | Al N’wcrcso‘xsl;

el

& Windows Explore Windows  Producls  Shop  Downloads  Help & How-to
Stay connected: [ & 3 8

Windows 8 for $14.99?7

Yes! Buy a PC now, upqrade to Windows 8 Pro later—for an
‘amazing price.

See more

Pure spectacle

Browse wallpapers

£

Set your files | we

Buy a PC, get an Xbox 360
Get yours Get SkyDrive

Spotlight

Featured downloads

+ Windows Media Player

+ Intomet Explorer
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Using Desktop Help

The Help feature (which you can access from
the desktop) gives you the option of using
offline help or online help. Offline help has
the advantage of not requiring an Internet
connection. Online help provides the latest
help files, which might have been updated
more recently than the offline help. After you
make the choice about which help to use, you
can search by topic or search term for the
help you need.

Choose to Use Online or Offline
Help

‘ From the Desktop, press Windows
logo key+l.

@ Click Help.
@ Click the Offline/Online Help button.
@ Click an option.

You can use the Zoom feature in the lower-right
corner of the Help screen to display help text in
a larger or smaller size.

e m B = [
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Help home | Browse help | Contact support
Mers to explore

, anti
the
‘Windows website.

Microsoft Answers websit
Provide feedback and get
answers to questions fror

g passwords, run though our security checklist, protect your PC
from viruses, and more.

[ Getenine Help
Get otfine Help
@, Online Help =




Use Featured Topics

. From the Desktop press Windows
logo key+l.

@ Click Help.

@ Click a featured topic.

@ Click a subtopic.

@® Follow steps.

® Click links to perform actions.
@ Follow links to related topics.
@ Click to print a topic.

Settings

In some cases, when you click a link to per-
form an action, it opens a dialog box. In other
cases, a wizard opens that walks you through
a procedure for applying a setting.

= 3 - Microsoft support
2 In| prnet & netw g m professionals and other

Windows users.
setupa J:work connect to the Interet, troul ems, and mare.

= Security, privacy. &
accounts

[ help protect my PC from viruses?
u can help prevent

Set up Family Safety
Learn how to use Family Safety to help manage when and how your children use the PC, play games, and
access the Intemet

ware. and other

Leamn about antivirus programs, online seanners, and toals that help remeve malicious software frem your PC.

%__

(o]

Help home | B
Set
[This nformati

Family Safety |
mike sure eac|
standard acco
Shaw all

? Tosstupa

¥ Totumen

1. @14

wse holp | Contact suppor]
vis preliminary and subgect

Ips you set limits on your ¢|
child you want to monitor
tinstead of an administrat

2w child's account

inily Safety for an easting

T ~

o changel]
1675 PC time, a5 well as the websites, apps, and games they ean use (and when). To set up Family Safety, you'll need an administrator a [ sunt. Before you get stanted,

15 & standard user account—Family Safety can be spplied only to standard accounts. For more info about user accounts, see Creste 3 user account and Why use 3
account?

kd's acoount

or click 1o open Famuly Sai

2. seleet

he person you want 16 menitor with Family Safety.

by W You might be asked for an admin password or o confirm your chaice.
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Search for Topics

With Windows Help And Support
displayed from the desktop (see
previous task), enter a word or
phrase in the Search field.

' Press Enter.
' Click an item in the search results.

© @
printers| X E

Help home | Browse help | Contact support

Mors to explore

Windows website

Check out the videos, artides,
and other content an the
Windows website.

Mierasaft Answers website
Provide feedback and get
answers to questions from
Microsoft support
prof s and other

inciows Lsers.

Create strong passwords, run through our security checklist, protect your PC
from wiruses, and more.

®
©

@ Online Helg

!

printers X
Help home | Browse |ip | Contact support

Search result] for "printers” (25)

Show results from: Add, view, and manage your devices and printers

Leam hew to add, view, and manage devices connected to yaur PC, and to

Wieslowes (23 troubleshoot one that isnt working properly.

b 17122211 3 printer
Learn how Lo connect a lacal, wareless, Bluetooth, or network printer 1o your
computer,

There are many discussion forums and blogs
online that provide help and advice about
using Windows, such as Helpwithwindows.
com. Search for particular topics by using
your web browser. You might find that others
have raised similar questions. Finally, you can
call Microsoft Technical Support at 1-888-
572-5335 and ask about support options.

Set or change your default printer
~\ nge y pr

Choase the printer your PC uses automatically when you print or change
your default printer when you change locations

Share files and folders on a network or a shared PC

Learn how to share files and folders using Windows Explorer and how to
troubleshoot problems sharing over a network or with other users on the
same PC

Turn sharing on or off
Learn how to tum shanng on or off and set up connections to devices
automatically.

Public folders: Frequently asked questions
Get answers to guestions about the Public folders, including where to find
them, who can access files you put in them, and how 1o tum on Public folder
sharing,
@ Online Help ~ & 100% ~

€ =\ e 7] T

| a1%/202
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Glossary

A

ACTION CENTER. Indicated by the white flag
on the Windows desktop taskbar. This feature
aggregates system messages and trouble-
shooting help.

ADMINISTRATOR. A user account level at
which a user can make changes to an operat-
ing system or programs.

APP. A software application, especially those
accessed via tiles on the Start screen.

APPLICATION. A software program such as
Microsoft Word or Microsoft Internet Explorer.

BACKUP. Copies of programs or files kept sep-
arate from your computer in case the original
file becomes corrupt or is deleted.

BLUETOOQOTH. A technology that uses radio
transmissions to allow interaction between a
device, such as printer, mouse, or headset, and
your computer or tablet.

BOOKMARK. See also Favorites. A list of saved
sites to make retrieval of those sites easier.

BOOT. To start a computer when the power is
turned off.

BROADBAND. High-speed Internet connec-
tions such as Cable or ADSL.

BROWSER. Program used to browse the World
Wide Web. For example, Internet Explorer,
Firefox, Safari, and Chrome.

BUTTON. A graphical representation of a
computer command. When you click or tap a
button, the command is executed.

C

CABLE MODEM. A hardware interface required
to receive a broadband Internet connection
from a cable communications company.

CHARM. A button that provides access to Win-
dows features, such as Start, Search, Sharing,
Devices, and Settings.

CD, DVD Disk. Disks provided by software
manufacturers to install software on your
computer from a CD/DVD drive or used by
you to store copies of your files and data.
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CHECK BOX. A way to provide on/off input for
a feature or setting by selecting or clearing a
small box.

CLIP ART. A set of ready-made illustrations and
photos you can insert in documents.

CLOUD (The). The practice of hosting pro-
grams or services on Internet servers. End
users can access these programs or services
from their computers without having to install
any app locally on their device.

COMPATIBILITY MODE. A special mode in
Windows in which programs run in an emu-
lated environment that mimics an earlier ver-
sion of Windows.

CONTROL PANEL. A set of tools and settings
with which you can configure the basic func-
tions of your tablet.

CONTROL KEY. Marked Ctrl on the keyboard.
Like Alt and Function keys, this key is used in
combination with other keys. Its use can vary
from program to program.

CUT or COPY & PASTE. Common tools/menu
commands for editing text. With most Win-
dows programs, you can cut or copy a selected
item (text or object) and paste it into another
place within a document or into another docu-
ment. Use Ctrl in combination with X, C, and V
as shortcuts for cutting, copying, and pasting,
respectively.
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D

DEFRAGMENT. Reducing the fragmenta-
tion (scattering) of files across a hard disk to
improve computer performance in retrieving
files.

DESKTOP. An alternate interface to the Start
screen in which users can control settings and
programs in an environment similar to previ-
ous versions of Windows.

DEVICE DRIVER. A software program that
enables communication between the operat-
ing system and a hardware device.

DIALOG BOX. A window that contains sets of
commands such as a Font dialog box for for-
matting text.

DOWNLOAD. The process of transferring files
from the web to your computing device. You
can download pictures, videos, PDF files, text,
and programs.

DRAG-AND-DROP. The facility in most pro-
grams to select text or a file and move it to
another position or location by using a mouse
or finger (on a touchscreen).

DRIVE LETTER. An alphabetical letter from A
to Z that Windows assigns to a fixed or remov-
able hard disk.



DVD-ROM. Digital Versatile—Disk Read Only
Memory. An optical disk capable of containing
much more data than a CD. Used for music,
videos, and programs.

DVD-RW. A rewriteable DVD.

DVD Player. A disk player for DVD discs. Capa-
ble of playing CDs, as well.

E
E-BOOK. Electronic book.

EMAIL. A service by which you can send mes-
sages over the Internet.

EMAIL CLIENT. Program used to send and
receive emails such as Windows Live Hotmail
or AOL Mail.

F

FAMILY SAFETY. A Windows feature with which
you can control children’s access to certain
features and online content.

FAVORITES. See also Bookmarks. A feature of
a web browser by which you add frequently
used sites to a list for easy retrieval.

FILE EXPLORER. Used to view files, folders,
libraries, and networks on the desktop.

FIREWALL. A program that protects your
computer from unauthorized access via the
Internet.

FLASH DRIVE. A removable storage device
that connects to your computer through a USB
port.

FONT. A collection of text characters of a pre-
defined style, such as Times New Roman or
Arial, that can be applied to selected text.

FUNCTION KEYS. Programmable keys F1 to
F12 on a keyboard. Function keys vary in their
use, depending on the operating system and
keyboard.

G

GPS (Global Positioning System). A technology
that uses satellites to establish your computer,
tablet, or mobile phone’s location.

GRAPHICS. The general term used for illustra-
tions, photographs, and other picture objects.

GRAPHICS CARD. The hardware in a computer
that controls the monitor or display.

H

HARD COPY. Printed material.
HARD DISK. A disk or set of disks in a com-
puter that is used to record data such as pro-

grams and user files.

HARDWARE. Any piece of computing equip-
ment, such as the tablet itself or a printer.
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HOMEGROUP. A networking feature through
which Windows 8-based computers and
devices can share files and printers within a
single network.

HOME PAGE. The first page of a website, usually
Index.htm. This is the webpage that loads first
when you visit a website.

HOTMAIL. A web-based email service run by
Microsoft.

HOT SPOT. A Wi-Fi connection in a location
such as a café, airport, or hotel over which
Wi-Fi enabled laptops, smartphones, or tablets
can access the connection.

HYPERLINK. A segment of text or a graphic
on a webpage on which you can click or tap
that takes you to another webpage. Text links
are often colored and underlined; images

and maps can also act as links. When using a
mouse, the pointer changes shape to that of a
hand when hovering over a link. See Surfing.

IM (Instant Messaging). An app such as Win-
dows Messaging with which you can send
text-based messages to people online in real
time.

INTEGRATED SEARCH. A feature of Windows
with which you can search apps, files, settings,
and a variety of web content from the Start
screen.
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INTERNET. The worldwide network of com-
puter servers that host the data, including the
World Wide Web.

INTERNET EXPLORER. The most common web
browser, offered for free download or as part
of Windows. Other browsers include Mozilla
Firefox and Google Chrome.

ISP (Internet Service Provider). A company that
provides you with access to the Internet.

L

LOCK SCREEN. The screen that appears when
Windows 8 is goes into sleep mode.

M

MALWARE. Malicious software, such as viruses.

MEMORY. Storage capacity in a computer or
tablet that Windows uses to store files and run
programs.

MONITOR. The computer screen. Also called
display.

MOTHERBOARD. The main circuit board of a
computer, to which components such as com-
puter chips and graphics cards are attached.

MSN. Microsoft Network.



N

NET. A nickname for the Internet.

NETWORK. General term for connected
computers.

NOTIFICATIONS. Pop-up notices presented by
Windows of important information, such as
potential virus threats.

(0

OFFLINE. Not connected to the Internet.
ONLINE. Connected to the Internet.

OPERATING SYSTEM. A software interface for a
computer in which you can run programs and
control devices.

P

PARALLEL PORT. Almost always a 25-pin
female socket on the back of a computer
which is used for printing but also to attach
devices such as scanners and other external
equipment. See also USB port.

PATH. The location of a file or program on a
disk, such as C:\Users\Public, to indicate the
Public subfolder in the Users folder located on
the C drive.

PC SETTINGS. Common computer or tablet
settings that you can access from the Settings
charm.

PIN. To place a tile for an app on the Start
screen.

PLUG-AND-PLAY. An architecture by which
modern computers and hardware (printers,
sound cards, DVD players, and so on) are
able to recognize when they are connected
together, thus enabling easy installation or
use.

PORT. Either a physical socket on your com-
puter, such USB, parallel (printer) or Serial
communications), or part of the operating
system through which communication with
your computer takes place (the latter are num-
bered, for example, Port 110).

PROCESSOR. A physical silicon chip on a moth-
erboard that is the “brain” of a computer or
tablet.

Q

QUAD CORE. A processor with four physical
cores to more efficiently handle multiple tasks.

R

RAM (Random Access Memory). The tempo-
rary storage on a computer. When a computer
is shut down, anything stored in RAM is lost.

REFRESH. A way to return a faulty copy of

Windows 8 to a properly working copy with-
out losing any files or data.
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REGISTRY. A file (one per user on a computer)
that contains a database of settings for Win-
dows, user preferences, and installed software
and hardware.

REMOTE ASSISTANCE. A feature by which
another individual (for example, a Help desk
technician) can remotely control a computer
over a network or the Internet.

REMOTE DESKTOP. A feature by which you can
assume remote control of another computer
on a network.

REINSTALL. A way to reset a computer or tablet
that is experiencing problems to its original fac-
tory settings. All data is lost with this procedure.

S

SAFE MODE. A startup mode that boots Win-
dows in its most basic form, with no back-
ground programs in operation. In Safe Mode,
the screen displays a very basic (large) layout.
Safe Mode is used to troubleshoot and repair
various problems in the operating system,
including virus removal and defragmenta-
tion. To enter Safe Mode, press Shift+F8 upon
startup.

SEARCH ENGINE. A program, usually accessed

on the Internet, that you use to search for
information by entering a few words.
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SHAREWARE. Computer programs or software
that are free to use, but you are invited to
make a contribution toward its development
and maintenance costs, typically around $15.

SITE or WEBSITE. An area on the Internet

that has its own unique web address (URL). A

typical website has a Home page followed by
other pages that are linked to the Home page
via hyperlinks.

SKYDRIVE. Microsoft's online cloud storage
solution, found at http.//www.skydrive.com.

SNAP. A feature that allows you to drag (with a
finger or mouse) an open window to the side
of the screen to anchor it there.

SOFTWARE. Programs of all kinds which make
the computer or tablet act in a particular way
to perform certain functions, such as word
processing, desktop publishing, and financial
calculations.

SPAM. Unsolicited advertising that usually
arrives in emails.

SPYWARE. Software that installs itself on your
computer without your knowledge which
monitors and reports back your activities to its
originator.

START SCREEN. The central interface of Win-
dows 8, from which you can access apps and
settings.


http://www.skydrive.com

STREAMING. Receiving sound, video, or pic-
tures over the Internet without having to
download the content.

SURFING. Using the hypertext links embedded
in a webpage to jump from one website or
page to another.

SYSTEM RESTORE. A Windows feature that
makes copies of critical system settings and
files to be used to restore your system later if
required.

T

TAB KEY. Located on the left of the keyboard,
you can use this key to jump certain fixed
distances across the page when using a word
processor, or to jump from one text box to the
next when filling out forms, or to move from
one table cell to the next when working in a
table editor.

TASKBAR. The bar across the bottom of the
desktop that contains program and setting
icons for quick access.

TEMPORARY FILES. Your Internet browser,
some installation programs, and even your
own programs can store some files in a part of
your hard disk memory. These files are deleted
when no longer in use.

TEMPLATE. A standard letter or spreadsheet
that forms the basis, or framework, for new

documents. Templates can be modified to suit
the needs of the current document.

TOOLBAR. An array of icons often found at
the top of a program such as a word processor
that represent tools and functions you use to
carry out tasks.

TOUCHSCREEN. A computer monitor that
responds to physical contact by which you
provide input to the computer or tablet by
touching the screen with a stylus or your
finger.

U

Ul (USER INTERFACE). A schema to display
the user controls for a computer on a moni-
tor. Modern user interfaces are designed to
be friendly, intuitive, and usually graphical
manner.

UNPIN. To remove a tile from the Windows
Start screen.

USER FOLDER. A folder containing a user’s files
and folders.

URL (Universal Resource Locator). A web
address. Web addresses can begin with http://
or www, or both.

USB PORT (Universal Serial Bus). A communi-

cation port used to transfer data between your
computer and USB devices.
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Vv

VIRUS. A malicious program intended to harm
your data or disrupt your computer perfor-
mance. A virus is spread either from disks or
from the Internet.

w
WEB BROWSER. See browser.

WI-FI. A wireless interface that uses radio
waves to link computers and other devices.

WINDOW. Part of the Windows interface that
allows you to view a program, content, or
group of settings in a box that you can shrink,
enlarge, or display side by side with other
windows.

WINDOWS 8. The very latest edition of the

Windows operating system on which this book
is based.
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WINDOWS STORE. An online store containing
apps that work with the Windows operating
system.

WINDOWS UPDATE. A feature in Windows for
automatically updating the operating system
with the latest updates and patches.

WIZARD. A program that helps you through
a process such as installing new software or
hardware.

WPA. An encryption method for wireless
networks.

WWW (World Wide Web). Documents stored
on the Internet.

y4

ZIP FILE. A file in which data is compressed to
take up less space. Files in zip or compressed
files must be extracted to be used.



Index
Symbols

"o

(quotation marks) for searching, 166

A

accessibility settings. See Ease Of Access
panel
accounts
Account Control Settings, 61
Account Settings button (Start screen),
12
online, 198-199
AccuWeather website, 210
Add a Bluetooth Device setting, 255
Add a Device process, 252-253
Add A New Credit Card option
(Marketplace), 242
address bar (Internet Explorer), 34, 164
addresses, in Maps app, 196
Add Tab button (Internet Explorer 10), 168
administrative privileges, 80
Advanced Printer Setup, 253
Advanced Startup, 268
Aerial View (Maps), 215
Album option (Windows Media Player),
248
All Apps button (Start screen), 34, 114
All Categories option (Windows Store),
186
All Contacts screen (People app), 200
All Genres list (music), 238

Allow And Block List setting (Family
Safety), 86
Allow Bluetooth Devices To Find This
Computer setting, 254
Allow Or Block Games And Windows Store
Apps By Rating link, 90
All Prices option (Windows Store), 186
Always Notify level (account control), 82
Analyze instead of Optimize setting
(defragmenting), 273
apps
accessing with shortcuts (Desktop), 18
allowing to access computers, 64-67
app tiles, setting photos as, 223
buying, 191
categories in Windows Store, 187
closing, 26, 126
displaying recently used, 26, 36
entering/formatting text in, 118-119
inserting objects, 121
opening in windows on Desktop, 16
opening with tiles, 13
overview, 113
printing documents from, 122
rating/reviewing, 192
reading reviews of, 188
saving files, 123
searching for, 110, 186
setting which to search for, 112
snapping windows in, 30
Spotlight category, 187
uninstalling, 127
unpinning from Start screen, 189
using menus, 115
using ribbons (WordPad), 116-117
using toolbars, 116-117

viewing purchased/installed, 190
Windows clipboard, 120
Xbox, 124-125

Arial font, 119

Artist category (Windows Media Player),

248

attachments (email)
adding to messages, 180
opening/reading, 178
paperclip icon indicator, 173

back-facing camera, 230
background, Desktop, 15
backing up files, 148-149, 272
Bing Maps, 196
Bing search engine (Internet Explorer 10),
167
Birthday calendar, 202
blind carbon copies (email), 179
Block All Incoming Connections check
box, 62
Bluetooth devices, connecting to, 254-255
Bold button (WordPad), 118
booting computers from disc, 268
brightness settings (Camera app), 231
Browse By Date button (Pictures library),
224
Burn tab (Windows Media Player), 248
Burn to Disc button (File Explorer Share
tab), 149
buying
Buy Points button (Microsoft), 226
points (Music app), 242-243
videos, 226-227

buying 307



C

Calendar app
adding events, 203
deleting events, 207
displaying views, 202
editing existing events, 206
inviting people to events, 205
reminders, 204
Camera app
Camera Options dialog box, 231
changing cameras and modes, 230
setting camera resolution, 231
caret browsing
defined, 93
setting, 101
cell phones, tethering computers to, 259
Celsius temperature (Weather app), 208
Change PC Settings button, 66
charms
basics, 14
displaying/using from Start screen, 12
displaying with mouse, 26
search menu, 137
techniques for displaying, 32
Clear List button (playlists), 250
Clear Map button, 219
clip art, 121
Clipboard, Windows, 120
closing
apps, 26, 126
Close key (touch keyboards), 31
windows, 16
collating copies (printing), 122
Collections, music (Music app), 244
compressed files
adding files to, 147
creating, 146
computers. See PCs (Personal Computers)
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Confirming PCs for syncing, 154-155
connecting
to Bluetooth devices, 254-255
Connect Automatically check box
(networks), 257
to networks, 257
printers to computers, 252-253
contacts (People app)
adding, 194-195
editing information, 196-197
pinning to Start screen, 201
sending messages to, 198
content-specific tabs (File Explorer), 131
contrast, changing (screens), 100
contrast settings (Camera app), 231
Control Panel app, 10, 62
copying
files to folders, 145
text/objects to Windows Clipboard
(WordPad), 120
copyrighted websites, 165
countdown timer for photos/videos, 232
CPU/memory usage for running activities,
274
credit cards, 242-244
Cursor Thickness list (mouse), 97
customizing
Custom Scan option (Windows
Defender), 69
searches, 111
Windows Firewall Customize Settings
dialog box (Windows Firewall), 62

data, backing up, 272

DataEraser software, 151

Date and Time button (WordPad ribbon),
116-117

defragmenting hard drives, 273

deleting
Delete button (video playback), 233
events (Calendar app), 207
files/folders, 150-151
files from SkyDrive, 161
files with disk cleanup, 270
Frequent sites, 169
IM threads, 183
search history, 111
shortcuts, 18
Desktop
accessing Help from, 296-298
accessing Internet Explorer from, 10
adding shortcuts to, 18
apps, opening, 114
displaying charms from, 32
displaying Internet Explorer 10 from,
170
keyboard shortcuts, 290
overview, 15
switching between Start screen and,
10-11
taskbar basics, 19
Details page (Calendar app), 207
Details Pane button (File Explorer View
tab), 138
Details View button (SkyDrive), 160
Device Drivers section (Windows 8), 295
Devices And Printers (Control Panel), 94
dialog box keyboard shortcuts, 291
dialog launcher symbol, 117
directions for travelling (Maps), 219
Disk Cleanup, 270-271
displaying
Calendar app views, 202
charms, 32
Display Pointer Trails checkbox, 97
subfolders (File Explorer), 136
tools via right-clicking, 34-35
touch keyboard, 31



displays, enlarging/reducing, 28-29
documents

Documents library, 132

printing (WordPad), 122
double-click speed, changing, 96
drivers, updating, 285-286
drives

defragmenting, 273

reinstalling Windows on, 266-267

Ease Of Access panel (PC Settings), 97
caret browsing, 101
contrast and screen size, 100
keyboard shortcuts, 290
overview, 93
Pointer Speed setting, 96
Pointer Trails setting, 97
Snap To setting, 97
Speech Recognition, 102-106
switching from right to left-handed
mouse, 93-94
system volume, 99
touch keyboard, 98
Easy Connect tool (Microsoft), 277
editing
contact information (People app),
196-197
existing events (Calendar app), 206
keyboard shortcuts, 289
playlists in Windows Media Player, 250
email
adding attachments to, 180
adding multiple addresses, 205
attaching compressed folders to, 146
attachments
icon for, 173
opening/reading, 178

creating/sending messages, 179
reading/replying to messages, 174-175
sending messages with People app, 198
setting up accounts, 172
sharing photos via, 223
Empty Recycle Bin button, 151
End key (caret browsing), 101
enlarging/reducing displays, 28—-29
entering text (WordPad), 118-119
events (Calendar app)
creating, 203
deleting, 207
editing existing, 206
inviting people to, 205
Expand/Shrink button (touch keyboards),
31
exposure settings (Camera app), 231

Facebook, connecting to, 199-200
Fahrenheit temperature (Weather app),
208
Family Safety. See also security
setting computer time limits, 88-89
setting game/Windows store
restrictions, 90-91
setting up web restrictions, 86—-87
turning on, 84-85
File Explorer
changing views in, 138-139
File tab, 130-131
finding files/folders with, 136-137
keyboard shortcuts, 290
navigating among libraries, 134
overview, 20
ribbon, 130-131

file management. See also sharing
settings/files
backing up files, 148-149
burning files to disc, 149
compressed files, 146
creating new folders, 142
deleting files/folders, 150-151
File History feature, 148
libraries, 132-133
moving/copying files, 144-145
overview, 129
renaming files/folders, 143
retrieving files from Recycle Bin, 151
sharing content, 140-141
files
File History backup feature, 272
saving (WordPad), 123
searching for, 110
uploading to SkyDrive folders, 161
finding
files/folders with File Explorer, 136-137
Find On Page feature (Internet Explorer
10), 166
recently viewed apps, 36
flicker rate (Camera app), 231
focus settings (Camera app), 231
folders
compressed, 146
copying files to, 145
creating new, 142
deleting, 150
finding with File Explorer, 136-137
locating in libraries, 136
moving between libraries, 132
moving email messages to, 176
moving files to, 144
organizing within libraries, 133
properties of, 134
renaming, 143

folders
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folders, continued
SkyDrive
creating in, 160
sharing, 162
uploading files to, 161
fonts
Font Color button (WordPad), 118
formatting (WordPad), 118-119
Foreca website (weather), 210
formatting text (WordPad), 118-119
forwarding email messages, 177
free apps, installing, 189
Free Up Disk Space setting, 270
frequently visited websites, 169
front-facing camera, 230
function (Fn) keys, 100

Gadgets, Desktop, 15
game restrictions (Family Safety), 90-91
games (Xbox apps), 124-125
Genre option (Windows Media Player),
248
gestures
for password pictures, 74-77
touchscreen, 24-25
Get A Link button (SkyDrive folders), 162
Get App For This Site selection (Internet
Explorer 10 Page Tools), 166
Get Directions option (Maps), 219
Google
connecting to, 199-200
setting up accounts in, 172
Group By button (File Explorer View tab),
138

310 folders

hard disks, defragmenting, 273
Hardware And Sound (Control Panel), 94
hardware drivers, updating, 285-286
Help
accessing from Desktop, 296-298
accessing from Start screen, 294-295
remote, 276-277
Help Improve Windows Store By Sending
URLs For The Web Content That
Apps Use setting, 66
Hidden Items check box (File Explorer
View tab), 138
Hide Selected Items button (File Explorer
View tab), 138
High Contrast setting (screens), 100
Holiday calendar, 202
homegroups, setting up, 256
Home key (caret browsing), 101
Home tab (File Explorer), 130, 142
Hotmail
opening mail in, 173
hot spots (networks), 257, 259
How Often setting (Calendar app), 203

iMap Weather website, 210
IM (Instant Messaging), 171. See
also Messaging app
Inbox folder (email), 173
information, allowing access to, 66—67
Information button (Map locations), 217
input options, 22-23
inserting objects (WordPad), 121

installing
apps, 189
Install Updates Automatically setting,
264
Integrated Search feature, 107, 110
Internet
connecting computers to via cell
phones, 259
connecting to a network, 257
making phone calls, 201
navigating among websites, 165
opening Internet Explorer 10, 164
searching with Bing, 167
security
Windows Defender, 68
Windows Firewall, 62
sharing information on, 66, 258
Internet Explorer 10
accessing via Desktop/Start screen, 10
creating tabs, 168
displaying from Desktop, 170
frequently visited sites, 169
navigating among websites, 165
opening, 164
overview, 163
pinning websites, 169
right-clicking to display address bar, 34
searching webpage content, 166
inviting friends (Messaging app), 182
Italic button (WordPad), 118

J

joining homegroups, 256
JPEG files, 147



K

keyboards
caret browsing, 101
touchscreen, 31

keyboard shortcuts
accessing File Explorer, 20
displaying charms, 32, 33
displaying Frequent sites, 169
displaying lock screen, 7
displaying recently used apps, 33
displaying Start screen, 33
displaying website address bar, 165
displaying Windows Task Manager, 274
moving between open windows, 16
moving to Desktop/running programs,

33

returning to Start screen, 33
snapping open windows, 30
summary of, 287-291

L

Launch Remote Assistance setting, 276
Left key (caret browsing), 101
Let Apps Use My Location setting, 64, 217
Let Apps Use My Name And Account
Picture setting, 66
letter keyboard (touch keyboards), 31
Let Windows Save My Searches As Future
Search Suggestions feature, 111
libraries (File Explorer)
creating new, 133
locating folders in, 136
moving folders between, 132
navigating among, 134
picture, 222
LinkedIn, connecting to, 199-200

links
clicking on websites, 165
creating new tabs from, 168
List Options button (playlists), 250
Live ID accounts (Microsoft), 261
live tiles, 13
local accounts, switching to Live accounts
from, 8-9
locations (Maps)
allowing access to, 64-65
displaying information about, 217
searching for, 216
lock screen
keyboard shortcut, 7
setting photos as, 223
switching between user accounts,
80-81
login
with Microsoft Live, 8-9
with PINs, 78-79
to Windows 8, 6

Mail app
displaying panels in, 174
opening mail in Hotmail, 173
sending email with, 198
setting up email accounts with, 172
Make Everything On Your Screen Bigger
option, 100
malware, scanning for, 69
Manage tab (File Explorer), 139
Manage This Account Online setting
(People app), 200
mapping addresses, 196
Maps app
choosing styles (views), 215
closing, 126

displaying location information, 217
getting directions, 219
opening/navigating, 214
overview, 213
searching for locations, 216
showing traffic on, 218
Marketplace, buying music in, 244
maximizing windows, 16
messages (email)
adding attachments to, 180
creating and sending, 179
forwarding, 177
moving to folders, 176
reading/replying to, 174-175
sending from People app, 198
Messaging app
changing online status, 184
deleting threads, 183
inviting friends, 182
overview, 171
reading/replying to messages, 181
Metered Internet Connections (Sync Your
Settings panel), 157
microphone setup (Speech Recognition),
104, 106
Microsoft
Outlook, 198
Technical Support, 298
Windows Store, 226
Microsoft Exchange accounts, 172
Microsoft Live
accounts
confirming PCs with, 154
logging in with, 8-9
button in People app, 199
ID, 261
Mixer button (Volume settings), 99
Movies Store, 226
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moving
files to folders, 144
Move To button (File Explorer Home
tab), 144
multiple reminders (Calendar app), 204
Music app
buying music, 244
buying points, 242-243
controlling volume, 240
finding music to buy, 238-239
navigating, 236-237
playing music, 245
previewing selections, 240-241
searching for music, 236
Music library, 132
muting/unmuting sound, 99
My Calendar, 202
My Location option (Maps), 214
My Music, 236, 245
My Videos, 228

naming libraries, 133
navigating
among libraries, 134
maps, 214
Music app, 236-237
websites with Internet Explorer 10, 165
windows, 16-17
networks
choosing what to share on, 258
connecting to, 19, 257
Network And Sharing Center, 260
setting up wireless, 260-261
Never Notify option (account control), 82
New Folder button (File Explorer Home
tab), 142
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New Releases feature (Windows Store),
187

Notes field (People app), 194

Now Playing button (Windows Media

Player), 246

objects
inserting (WordPad), 121
selecting/cutting/copying, 120
Offline/Online Help button, 296
online accounts, setting up (People app),
198-199
online status (Messaging app), 184
onscreen keyboard, displaying from
taskbar, 19
opening
Desktop apps, 114
Internet Explorer 10, 164
Open Link In New Tab command
(Internet Explorer 10), 168
Open With option (email attachments),
178
Picture libraries, 222
recently viewed apps, 36
Weather app, 208
WordPad, 114
Organize option (Windows Media Player),
248

P

Page Up/Page Down keys (caret
browsing), 101
Pan and Zoom tool, 110

passcodes, Bluetooth, 255
passwords
in homegroups, 256
password pictures, 74-77
setting up for user accounts, 70-73
Paste button (File Explorer), 150
Paste function (Windows Clipboard), 120
Pause button
Music app, 236
videos, 229
pausing music tracks, 245
PC Settings
panel, 14
screen, 217
PCs (Personal Computers)
backing up data, 272
booting from disc, 268
defragmenting hard drives, 273
making discoverable by Bluetooth
devices, 254
Refresh Your PC setting, 269
Remote Assistance, 275
restarting, 275
running Disk Cleanup, 270-271
tethering to cell phones, 259
troubleshooting with Windows Task
Manager, 274
People app
adding new contacts, 194-195
editing contact information, 196-197
overview, 194
pinning contacts to Start screen, 201
sending messages, 198
setting up online accounts, 198-199
Performance tab (Task Manager), 274
phone calls, Internet, 201
Phonetic name settings (People app), 194



photos
displaying libraries, 222
running slide shows, 225
searching for, 224
setting as app tile or lock screen, 223
sharing via email or SkyDrive, 223
taking stills/videos, 232
pictures
inserting (WordPad), 121
Pictures library, 132, 222, 224
Picture Tools tab (File Explorer), 131
selecting/cutting/copying, 120
pinching gesture, 28
pinning
contacts to Start screen, 201
Desktop apps to Start screen, 114
games to Start screen, 125
Pin To Start/Pin to Taskbar options, 18
websites to Start screen, 169
PIN number (routers), 260
PINs, setting up, 78-79
Places feature (Weather app), 211
playing music
with Music app, 245
with Windows Media Player, 246-247
playing videos, 229, 233
playlists (Windows Media Player)
creating, 249
playing, 250
pointer motion speed, changing (mouse),
96
pointer trails setting (mouse), 97
points, buying (Music app), 242-243
power button, 6
pre-existing libraries, 132
Preferences button (Bing), 167
pre-installed tiles, 13

previewing music selections, 240-241
Preview Pane (File Explorer), 137
printers
connecting to computers, 252-253
default printers, 122
printing documents (WordPad), 122
Priority field (emails), 179
Private Network settings, 62
Program Limits control (Family Safety), 90
progress bar (videos), 229
properties of folders, 134
Public Network settings, 62

Q

Quick Access bar (Desktop), 15, 20

rating/reviewing apps, 192
reading
app reviews, 188
email messages, 174
recently viewed items (File Explorer), 134
Recipients Can Edit check box (SkyDrive),
162
Recommended Updates check box
(Windows), 264
recording videos, 233
Recycle Bin, retrieving content from, 151
reducing/enlarging displays, 28-29
Refresh Your PC setting, 269
reminders (Calendar app), 204
Remote Assistance feature, 263, 276-277
Remove Everything And Reinstall
Windows setting, 266
Remove From List option (playlists), 250

removing. See deleting
renaming
files/folders, 143
SkyDrive folders, 159
renting videos, 226-227
replying to email messages, 175
resetting Windows 8, 266-267
resizing. See sizing
resolution, setting (Camera app), 231
Respond button (Mail app), 175
restarting computers, 275
Restore The Selected Items button
(Recycle Bin), 151
retrieving files from Recycle Bin, 151
reversing Map directions, 219
reviewing/rating apps, 192
reviews, app, 188
ribbon, WordPad, 116-117
right-clicking
to display tools, 34-35
Start screen, 114
right-handed to left-handed mouse,
93-94
Right key (caret browsing), 101
ripping music to Windows Media Player,
248
Road View (Maps), 215
Ruler checkbox (WordPad ribbon),

116-117

saving
email attachments, 178
files (WordPad app), 123
Save As option, 123
Save Back Up Copies Of Files With File
History setting, 148, 272
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scanning for malware, 69
screens
changing contrast of, 100
sizing, 100
scroll bar (Start screen), 12
searching
alphabetical overview of search results,
110
for apps, 186
content of webpages, 166
customizing searches, 111
for files/folders, 137
Integrated Search feature, 107
locating files/apps/settings, 110
for locations (Maps), 216
methods for initiating, 22-23
for music, 236-237
narrowing searches by category, 110
personal video collection, 228
for photos, 224
Search charm, 22, 109, 137
Search For People link, 182
setting which apps to use for, 112
from Start screen, 108
using Search charm, 32
web via Internet Explorer 10 address
bar, 164
security. See also Family Safety
allowing apps to access computers,
64-67
games/Windows store restrictions
(Family Safety), 90-91
managing user account control, 82-83
overview, 61
password pictures, 74-77
Program Limits control (Family Safety),
90
setting computer time limits, 88—-89

scanning for malware

setting up PINs, 78-79
setting up user accounts/passwords,
70-73
spyware protection setup, 68
System And Security (Control Panel), 62
turning on Family Safety, 84-85
virus protection setup, 68
web restrictions (Family Safety), 86—-87
Windows Defender, setting up, 68-69
Windows Firewall, 62
Select From Your Contact List link, 182
selecting text (WordPad), 118
Semantic Zoom, 28
sending messages, 179, 198
Send Link button (Live account), 154
Send tools (File Explorer Share tab), 140
Set As Default button (Weather app), 209
settings
searching for, 110
Settings charm, 14
Set Up A New Connection Or Network
option, 260
setup program (Windows 8), 284
sharing
content on homegroups, 258
photos via email or SkyDrive, 223
Share charm, 223
Share tab (File Explorer), 130-131,
140-141
SkyDrive folders, 162
sharing settings/files
choosing settings to sync, 157
confirming PCs for syncing, 154-155
creating new folders in SkyDrive, 160
with SkyDrive, 158-159
turning on sync feature, 156
uploading files to SkyDrive folders, 161
shortcuts, Desktop, 15, 18

Show/Hide tools (File Explorer View tab),
138
Show the Apps | Search Most Often At
The Top feature, 111
Show Traffic button (Maps), 218
shuffling music tracks, 245, 246
Sign In To Xbox LIVE button, 124
Sign Up For A New Email Address setting,
71
sizing
fonts, 118
screens, 100
windows, 16
SkyDrive
creating new folders in, 160
sharing files with, 158-159
sharing folders with, 162
sharing photos via, 223
uploading files to folders, 161
slide shows (Photos app), 225
smartphones, tethering to computer, 259
shapping
apps, 30
with mouse, 30
Snap To mouse pointer setting, 97
windows, 16
sorting
music in Windows Media Player, 248
Sort By button (File Explorer View tab),
138
Sort by Highest Rating option (Windows
Store), 186
Sort By Relevance option (Windows
Store), 186
Specific People option (File Explorer Share
tab), 140
Speech Recognition settings, 102-106
Spotlight category (apps), 187



spyware protection setup, 68
Standard users, 70
Start charm, 24
Start screen
accessing Internet Explorer from, 10
charm for returning to, 14
closing apps in, 126
displaying charms from, 32
displaying using Start charm, 32
getting Help from, 294-295
opening File Explorer from, 20
overview of, 12
pinning contacts to, 201
pinning shortcut items to, 18
pinning websites to, 169
right-clicking, 34, 114
searching from, 108
switching between Desktop and, 10-11
unpinning apps from, 189
Status, Online or Invisible (Messaging
app), 184
Stop Sharing button (File Explorer Share
tab), 140
subfolders, displaying (File Explorer), 136
swiping corners/edges of touchscreens,
26-27
Switch Primary And Secondary Buttons
setting (mouse), 94-95
Switch To Library button (Windows Media
Player), 246
Switch User arrow, 7
Symbol/Number key (touch keyboards), 31
syncing
choosing settings for, 157
devices with Windows Media Player, 247
turning on, 156
System And Security (Control Panel), 62
system requirements for upgrading to
Windows 8, 279

T

tabbed browsing (Internet Explorer 10),
168
taskbar, Desktop, 15
pinning shortcuts to, 18
working with, 19
Task Manager, Windows, 274
temperature measurements (Weather
app), 208
tethering computers to cell phones, 259
text, entering in WordPad, 118-119
threads, deleting (Messaging app), 183
thumbnails
of recently used apps, 36
Thumbnails View button (SkyDrive), 160
tiles
overview, 13
reducing with Semantic Zoom, 28-29
time limits, setting (Family Safety), 88-89
Timer button (Camera app), 232
Times New Roman font, 119
toolbars, displaying with mouse, 26
tools, right-clicking to display, 34-35
Top Free feature (Windows Store), 187
Top Solutions category (Help), 295
touch keyboard settings, 98
touchscreens
gestures, 24-25
swiping corners/edges of, 26-27
using keyboard, 31
Traffic feature (Maps), 218
Trim button (video playback), 233
troubleshooting with Windows Task
Manager, 274
Turn Automatic Updating On Or Off
setting (Windows), 264

Turn On Real-Time Protection check box
(Windows Defender), 68

Turn Repeat On button (Windows Media
Player), 246

TV Store, 226

Twitter, connecting to, 199-200

U

Ul keyboard shortcuts, 288
Underline button (WordPad), 118
uninstalling apps, 127
unpinching gesture, 28
unpinning apps from Start screen, 189
updating
drivers, 285-286
purchased apps, 191
Windows automatically, 264
Windows Defender, 68
Windows manually, 265
upgrading to Windows 8
comparing versions, 280
overview, 279
system requirements, 279
user accounts
creating PINs for, 78-79
overview, 61
setting up, 70-73
switching between, 80-81
User Account Control Settings, 82-83
User Accounts and Family Safety option,
80
users
logging in to Windows 8, 7-8
User Can Only Use The PC For The
Amount Of Time | Allow option, 88

users
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Verdana font, 119
videos
buying/renting, 226-227
finding with Video app, 228
library of, 132
playing in Video app, 229
recording, 233
Video Mode button, 230, 233
viewing
purchased/installed apps, 190
recent apps, 36
View Or Print The HomeGroup
Password setting, 256
views
Calendar app, displaying, 202
Maps app, displaying, 215
View tab (File Explorer), 130-131, 138
View tab (WordPad), 116
virus protection setup, 68
Visit The Windows Website option, 295
volume
control (Settings panel), 240
setting in Desktop taskbar, 19
system, 99

W

Weather app
closing, 126
opening in different views, 208
searching with, 112
setting default location, 209
specifying forecast locations, 209
viewing detailed forecasts, 210
viewing world weather, 211
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Webcam folder (Photos app), 232
Web Filtering option (Family Safety), 86
webpages
navigating with caret browsing, 101
printing, 122
searching for content on, 166
web restrictions (Family Safety), 86-87
windows
navigating, 16-17
snapping open, 30
Windows 8
Clipboard, 120, 150
downloading updates to, 295
new features in, 4, 280-283
resetting to factory settings, 266-267
searching in, 186, 238
setting up to sync, 154-155
setup program, 284
starting, 67
traditional keyboard shortcuts, 289
upgrading to. See upgrading to
Windows 8
Windows 8 Compatibility Center, 286
Windows Defender
overview, 61
setting up, 68-69
updating, 68
Windows Firewall
overview, 61
turning on, 62-63
Windows Help And Support, 298
Windows Live accounts
creating, 71
Security Confirmation email, 154
signed in on Windows 8 devices, 190
Windows Live ID, 4
Windows Media Center, 245

Windows Media Player
creating playlists in, 249
playing music with, 246-247
playing playlists in, 250
sorting music by category, 248
syncing with devices, 247
Windows Program Compatibility
Troubleshooter, 284
Windows Remote Assistance, 275
Email To Send An Invitation setting, 276
Windows Speech Recognition feature, 102
Windows Store
exploring, 187
overview, 185
restrictions (Family Safety), 90-91
searching, 112
Windows Task Manager, 274
Windows To Go feature, 4
Windows Updates
automatic updating, 264
manual updating, 265
WipeDrive software, 151
wireless networks, setting up, 260-261
WordPad app
cutting/copying to Windows Clipboard,
120
entering text, 118-119
File menu, 115
inserting objects, 121
opening, 114
printing documents, 122
ribbon, 116-117
saving files, 123
World Weather button, 211



X

Xbox
apps, 124-125
option to play back videos on, 229

Z

zipped folders, 146
zooming
Maps, 214
Zoom In button (WordPad ribbon),
116-117
Zune online store, 242
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