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About This Book

his book is for people who have a Windows 8-based tablet
and aren't quite sure how to do everything with it. Win-

B A Quick Overview dows 8 makes your tablet very intuitive and very easy to use with
o touch, but you'll want a guide to help you get the most from it;
B What’s New in Windows 8 that's why you have this book in your hand. Sure, you'll want to
B A Few Assumptions spend time with your tablet, getting used it and learning what it
. . can do, but this book will help you cut down that time by show-
B The Big Non-Assumption ing you the quickest, easiest, and most memorable ways to com-
B A Final Word plete a task.

Windows 8—-based tablets aren’t just about getting a job
done. (Sure, they're brilliant at that!) They're also about having
fun, checking your emails, catching up with friends, surfing the
web. This book assumes that you'll be using touch to navigate
Windows 8; however, where it makes sense, we expand on that
so that you can also use a keyboard and mouse, which is still
great for programs like Microsoft Excel.




A Quick Overview

Do you have the time to decode a book about your tablet?
No, | thought not. When you want to do something on your
tablet that you're not familiar with, you want learn how to do
it quickly and easily. That's why we've built this book to be at-
a-glance, quick to understand, with absolutely no knowledge
of binary and hexadecimal math required! We get right to the
point; every task is laid out in a simple-to-follow, step-based
approach, showing you where to tap on the screen to make
something happen.

I've written this book in plain English, with plenty of tips
and cross references to other parts of the book so that you can
easily work out what you're doing. You'll find that many things
work in many places in Windows 8—for example, gestures
like pinch to zoom work in many places throughout your Win-
dows 8—based tablet. I've tried to highlight those so that you
can get used to using touch. Occasionally, you'll spot a caution
box; they are there to prompt you to think twice before doing
something that, potentially, you cannot undo.

In Section 2, you'll learn how to get up and running with
your tablet and learn how to find the Start screen at any time,
how to open the desktop and desktop apps, lock and unlock
your tablet, and where to find basic settings.

In Section 3, you'll learn how to use touch and touch ges-
tures to navigate your tablet. We'll also take a look at how to
use the on-screen keyboard and how you can connect a tradi-
tional keyboard and mouse to your tablet. Windows 8 can rec-
ognize your handwriting, too, so we'll look at how you switch
from using a keyboard to writing by hand. We'll also explore
some of the sensors that help Windows adapt to current situa-

tions, such as ensuring that the screen is oriented the right way.

In Section 4, you'll learn to customize Windows 8 to your
needs, from the basics such as changing colors and back-
grounds, to working with notifications and syncing your set-
tings across computers.
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In Section 5, you'll learn to connect your tablet to net-
works and to the Internet by using Wi-Fi or mobile broadband.
When connected, you'll learn to share files and media by using
HomeGroup, and you'll also learn how to get disconnected
with Airplane mode.

In Section 6, you'll learn how to keep yourself and other
users of your tablet, such as your kids, safe with the built-in
anti-malware features of your Windows 8-based tablet. This
section also teaches you about keeping your tablet up to date
with updates from Microsoft, and if you have kids, you'll want
to learn about the simple yet advanced features in Family
Safety.

In Section 7, you'll learn how to browse the Internet with
the built-in Internet Explorer web browser, using touch and
on the desktop. You will gain an understanding of managing
downloads and how to keep yourself safe online with Internet
Explorer's built-in privacy features, such as InPrivate browsing
and Tracking Protection.

In Section 8, you'll be introduced to apps in Windows 8
and learn how to download apps from the Windows Store and
how to install desktop apps. You'll also learn how to have two
apps running on screen at the same time and how to change
settings within apps.

In Section 9, you'll learn to connect your Windows 8-
based tablet to your email and how to do some basic tasks
such as reading, writing, and organizing your emails. We'll also
look at how to do some basic calendaring by using the Calen-
dar app.

In Section 10, we will connect your social network
accounts to your Microsoft Account and you'll learn how to
find people, post status messages, and “like” your friends’ social
media updates.
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In Section 11, you'll learn how to watch videos and listen
to music on your Windows 8—based tablet by using the Music
and Video apps. These apps are also connected to music and
video stores, and you'll learn how to rent and buy new music
and videos—and you can bring your existing collection along,
as well.

In Section 12, you'll learn how to connect your tablet to
the cloud and how to use cloud storage, in the form of your
free SkyDrive account, to store your files. Storing files in the
cloud means that you can securely access them anywhere, even
without your tablet, which means that you don't fill up your
tablet too quickly. We'll also look at using your SkyDrive with
Microsoft Office to create and share documents with friends
and coworkers.

In Section 13, you'll learn about using the Photos app on
your tablet to view and share photos that are stored on your
device, in the cloud, or on another cloud-connected computer.
You'll also learn how to manage photos from the desktop.

In Section 14, you'll learn how to organize content such
as videos, documents, and music on your tablet and how you
can share those files with other home computers by using the
Windows 8 HomeGroup feature.

There's no need to read this book in order; simply jump to the
appropriate section when you find yourself wanting some help.

In Section 15, you'll learn to show your videos, music, and
photos on a big screen, by using technology such as PlayTo,
with which you can send your media over your home network.
You'll also learn how to connect to TVs and monitors by using
cables or by using wireless display technology from Intel.

In Section 16, you'll learn how to connect devices that
extend the functionality of your tablet, such as USB printers,
and you'll learn how to use printers to print from any app that
supports printing.

In Section 17, you'll learn how to use troubleshooters that
are built into your Windows 8—based tablet to resolve common
problems. Action Center is the place to understand the health
of your tablet, and you'll learn to interpret what it's saying and
take steps to resolve any potential problems Windows encoun-
ters. Backup, Recovery, Resetting, and Refreshing your tablet
are also covered, and you'll learn the right time to use each
option.



What's New in Windows 8

A better title for this section might be “what isn't new in Windows
8"l Much has changed in Windows with this release from
Microsoft; we have a new “style” of apps that consume the
whole screen and don't distract you with notifications that pop
up here, there and everywhere. This new style of immersive
app lets you focus on what you're doing and maximizes all the
space on screen for doing just that. The controls for using your
tablet are almost always invisible and activated with a subtle
but natural swipe this way or that—it can take a few minutes to
get used to, but it will feel natural in no time.

It's not just the look of apps that has changed; along
with this simplification comes an easier approach to obtaining
new applications. Previous versions of Windows required you
to get hold of the installation media for a program on either
some physical media such as a CD or DVD, or to download it
from a random web page. Windows 8 introduces the Windows
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Store which you can use in addition to these other installation
methods, which makes it far easier to acquire any app you can
dream of. The Windows Store is where any developer can place
an app that they have built (after Microsoft have vetted that
the app works and matches security requirements). This means
that not only is there a single place to go to get the latest apps
but that you can trust that the apps that are there won’t go
stealing your data or crashing your tablet.

Your Windows 8 tablet also takes a simplified approach
to doing some everyday tasks such as connecting to networks.
In previous versions if you wanted to use wireless broadband
(3G/4G or LTE, for example) you had to install some software
to make it all work. Now, that's changed and connecting to this
type of network is almost identical to connecting to your home
Wi-Fi.
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Your tablet runs on batteries, and
Windows 8 makes that much more effi-
cient, too. Apps will shut themselves down
when they aren't being used and will be
very judicious about using the hardware in
your tablet to also save battery life. Tablets
are of course far more casual devices than
desktop or laptop computers; you will likely
want to pick it up for 5 minutes, check your
mail, and put it down again. Microsoft rec-
ognizes this and has made simple things
such as startup times much, much, much
faster—typically taking less than 7 seconds
from when you press power button to start
up on many tablets.

The clever use of "wake up” on your
tablet is also a huge improvement in Win-
dows 8. Every hour or so your tablet will
silently wake momentarily and update
selected apps such as Mail. When you next
return to your tablet your email will magi-
cally be updated with the latest messages
you've received. One huge advantage your
Windows 8 tablet has over other tablets is
that it has a desktop that is built for really
productive apps such as Microsoft Office.
In fact, your tablet might well come with
Microsoft Office preinstalled, and you'll
find that it still runs on the desktop—which
massively reduces your learning curve.
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A Few Assumptions

This book is based on what I think you need to know about
Windows 8 on a tablet, which means that everything is
explained with touch in mind. If you're trying to use this book
with a Windows 8 computer with a mouse and keyboard,
you'll probably do just fine; just read tap as click and tap and
hold as right-click. This book also assumes that you've used a
computer before because so many people have at one time or
other; however, it doesn’t assume that you're an expert.

One major assumption in this book is that you have a
Windows 8 tablet in front of you while you're reading this, and
by that | mean that your tablet has Windows 8 installed. This
book doesn’t tell you how to do that. | also don't walk through
the initial setup of a Windows 8 tablet, because Microsoft
has created a very simple, self-explanatory wizard that does
that for you when you turn it on for the first time. The book
assumes that you've run through this process and to some
extent expects that you've set up a Microsoft Account in the
process. There are ways to use your tablet without a Microsoft
Account, and | point some out, but | recommend that you
embrace the account as you embrace your tablet—the experi-
ence is far better that way.

This book is also not aiming to make you a proficient
Windows 8 business user; primarily, it's aimed at your per-
sonal use of Windows 8 tablets. As a result, we don't explain
how to join a business network (domain) and how to link your

6 A Few Assumptions

Microsoft Account to your domain account. However, much of
what is in this book is relevant in this situation because people
are now commonly taking their own devices into the office to
maintain their productivity. What you can and can't do in such
circumstances is at the control and behest of your employer;
my advice is to follow their counsel and ask your IT depart-
ment or specialist before you do anything!

Access to the Internet is also assumed. The tablet is
designed to be connected to the Internet as often as possible,
if not continuously. If you are using your tablet in a completely
disconnected way, parts of this book will not be for you, but
some of it still will be useful. Internet access speed is largely
irrelevant, too, but your tablet is highly unlikely to have come
with a modem, so this book assumes that your Internet access

is snappy.

The Big Non-Assumption

This book does not assume that you have a specific tablet
other than that it runs Windows 8; this book doesn't care who
the manufacturer is or whose logo is on the device. As a result,
there are times when | will say “consult the manual,” often
because the exact location of your USB ports or what your
tablet is capable of are beyond the scope of this book.
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A Final Word

This book addresses the following basic goals: « Have fun You didn’'t buy your tablet to be bored, did

- Get you started with Windows 8 A book that went you? I'm sure you didn't. You'll find that the techniques
into detail about every single detail of Windows 8, in this book will get you moving quickly and that they
doing every single possible task would be very long, lead you to exploring more; please do.
very heavy, and ultimately very advanced. This book - Stay safe There are online threats for both adults
aims to get you doing most things quickly. and kids, and it's the intention of this book that you

- Help you learn to learn Apps make the features can circumvent these threats. Watch out for cautions,
and functionality of Windows 8 on your tablet infi- read the safety sections, and always make a backup.

nitely extendable. As you read, try to keep an eye on
what you're doing generally, not just on getting the
task done; you'll find that things translate throughout
Windows 8 very easily. For example, when you zoom
in on a picture, you do that to see more detail, and
when you zoom into a list of people in the People app,
you also do that to see more detail. This gesture is
repeated throughout Windows 8 and Windows 8 apps.

A Final Word 7






Exploring Your
New Tablet

I n this section of the book, we will come to grips with the shiny
new Windows 8-based tablet device you have in your hands.

B Using the Start Screen The all-new, beautiful, fast and fluid look of Windows 8 is stun-
o ning, but you might need some help finding your way at the
M Viewing More Apps start. We will be exploring how you interact with Windows 8 to
B Understanding and Using Tiles find information at a glance and to locate apps that focus on
. things you want to do. There are common ways to do things
M Arranging Programs such as accessing the Start screen and changing settings, search-
B Discovering Charms ing, shaping apps, and connecting devices by using Windows 8
. . charms. This chapter will show you how to perform these tasks.
" Exploring Settings Discovering apps in Windows 8 can be far more than just
B Searching Your Device touching a tile on the desktop; you will also learn how to search
. for apps in this section so that you can discover some of the
W Exploring The Desktop hidden gems available on your tablet. We will also take a look
B Switching Between Apps at the desktop, the space reserved for traditional applications,
. . . which helps deliver the no-compromise promise of your Win-
- IS)::;ngisswords, Pins, and Picture dows 8-based tablet. You'll also find out how to customize the
Start screen and how to switch between running apps and the
B Locking and Unlocking Your Device desktop on your device. Of course, there will be times when you
B Sleeping, Restarting, and Shutting want to put your device down for a while, so we will be taking

a tour of how you can sleep, restart, hibernate, and shut down

Down Your Tablet .
your device.




Using the Start Screen

After unlocking your device, the first screen you see in Win- as well as display information pertaining to those applications.
dows 8 is the Start screen. From here you can launch any app Navigation of the screen is done just like everything else on
that you have installed on your device, access the desktop, your device—by using your fingers. And many more apps are
access settings, and connect to other devices. The Start screen available to you, in addition to what you see on the initial page
is made up of a number of tiles, which you use to launch apps of your Start screen.
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Explore the Start Screen

@ Tap to open an app. This “live” tile
represents information from an appli-
cation (Weather, in this case).

@ Tap to reveal options to change the
account picture of the current user or
to sign out of or lock the device. _ Wecresdey

Tap the Desktop tile to display the
desktop. This tile always shows a
thumbnail of the desktop wallpaper.

@ To open the Maps app, tap its small
app tile.

Pan the Start Screen

Touch and slide your finger left or

right to navigate the Start screen. The o o Tiles can
Start screen sticks to your finger, but be large or
you can “flick” left or right to move small
rapidly.

Not all tiles are “live”; some tiles, especially small tiles,
are static and don't update with new information or pic-
tures. These tiles display an icon. Similarly, tiles can be
large or small, but only large tiles can be live.

Using the Start Screen 11



Viewing More Apps

The apps you see on the Start screen have
been pinned there, and there are more
apps on your tablet than you see on the
Start screen alone. To access all of the apps
installed on your tablet, go to the All Apps
screen.

The Start screen will grow to fit as
many apps tiles as you have pinned to it, so
you can pan left and right to view them all
or you can zoom out to quickly move from
one point to another.

View More Apps

. Place two fingers (thumb and forefin-
ger) on the screen and pinch together
to zoom in. You can control the zoom
by how much you close the gap
between your two fingers.

. Zoom out by placing two fingers on
the screen and widening the gap
between your fingers.

Tap the area near a group of tiles to
instantly zoom in to that tile group.

It doesn't matter how hard you
try; it is impossible to start an
app when zoomed out.

12 Viewing More Apps
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‘ Swipe downward from the top of the
screen or upward from the bottom of
the screen up to reveal the Apps Bar.

‘ Tap All Apps to access all the apps
installed on your tablet, not just the ones
pinned to your Start screen.

Zoom out to categorize apps alphabeti-
cally and by app groups.
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Understanding and Using Tiles

In Windows 8, tiles are used to launch all apps from the Start
screen, but they are also invaluable as a way to quickly find
information. For example, the Mail app will show you a short
excerpt from your most recent emails and the number of
unread messages that are currently in your inboxes, and the
Calendar app will show your next upcoming appointment. This
quick view into apps can be instantly insightful but can also
become overwhelming with many rapidly changing live tiles.

Small live tile

Intemnet Explorer

3

Wednesday

Calendar
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Thankfully, you can selectively turn live tile updates on and off
on a per-app basis.

Not all apps use a live tile; some have a static symbol that
represents their purpose—Internet Explorer 10, for example.
App tiles can come in two sizes, small and large, and a mix of
the two will help you maintain a balance between fast access to
apps and information awareness.

Large live tile

30°
Mumibai
Partly Cloudy
30°/26°

a

SkyDrive

Small tile Icon



Use Tile Options

Touch and swipe down slightly on an
app tile to reveal the app bar at the
bottom of the screen.

. Tap to remove the tile from the Start
screen; don't worry if you do this
accidentally because there will also
be a tile in the All Apps screen.

Tap to remove the app from your
device. When you do this, the
app and possibly its data will be
unavailable.

Tap to shrink the tile to half its size
(available only on large tiles). For
small tiles, the option is to make them
larger.

® Tap to prevent the tile from receiving
live updates and, therefore, showing
information from within the app.

17
London
Partly Cloudy

Wednesday 22°f13°

Weather

Mail Intemet Explorer Store Maps

Hoy becomes Britain’s greatest Olympian

>y d - K
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® ® ® ©

Unpin from Start Uninstall Smaller Turn live tile off

App bar with app tile
options

X

Unpin from Uninstall Smaller Turn live tile off
Start
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More Tile Options

You might find that you need to unpin
more than one tile at a time to quickly
clear up your Start screen. You can do
this by selecting multiple tiles. Tiles are
also available for desktop apps, and they
have alternate options for starting an app,
such as in administrator mode or in a new
window.

Select Multiple Tiles

Add tiles to a selection by touching a
tile and swiping down a little. Repeat
for each tile to add to the selection.

Tap if you want to remove all the
selected tiles from the Start screen all
at once.

‘ Deselect all items in the selection.

Remove a single item from a selec-
tion by touching the tile and swiping
down a little, the same method as
selecting the tile.

16 More Tile Options
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Options for Desktop Apps

@ Tap to remove the tile from the Start
screen.

Unpin from Start  Pin to taskbar Uninstall

Tap to add an icon to the taskbar vis- i administrator  location
ible only on the desktop; use this as a
way to quickly open the app from the
desktop.

Tap to uninstall the app from your
tablet—to complete this process,
you'll be taken to the Control Panel.

. Tap to open the application in a new
window on the desktop, even if an
existing copy of the app is already
open.

. Tap to run the app with Administrator
credentials. Most apps in Windows 8
run with User credentials, so they are
less likely to inadvertently damage
the system. Selecting Run As Admin-
istrator gives the app the ability to
do almost anything it wants to your
tablet.

. Tap to open the location of the
app's program files in a desktop File
Explorer window.

See Also x

For more information on uninstalling
desktop applications, see page 239.

More Tile Options 17



Arranging Programs

The default arrangement of tiles on the
Start screen helps you to see what Win-
dows 8 can do for you, but it doesn't really
make things personal. You can move tiles
around on the Start screen to your liking,
creating groupings of items that are mean-
ingful to you. Groups can also be named,
and you can order the tiles within a group
to help you gather more information at a
glance.

Move a Tile to a New Group

Tap and hold a tile, swipe down
slightly, and then move to where you
would like to create the new group.
A transparent bar appears, indicating
the location of the new group.

@ When you get to where you want the
be, lift your finger to release Transparent bar
group to be, litt y 9 represents a place to
the tile and create the group. create a new group

5
TR ) 1
Using one finger, start to move a tile to a new location. Then,
using a finger on your other hand, swipe left or right. You'll
find that the tile you're moving stays still but the rest of the

Start screen moves, allowing you to more quickly place tiles
where you want them!
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Name a Group

Q Zoom out.

Tap, hold, and swipe down a group to
select it. Notice the check mark that
appears when it is selected.

Q Tap Name Group to display the
dialog box in which you can enter a
name for your group.

@ Enter the name.
® Tap the Name button to finish.

If you want to remove the name of a
group, follow the above procedure—but
when prompted for the name, just delete
what's in the box.
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Move a Tile Within a Group

. Tap and hold a tile and then swipe
down slightly.

@ Drag to where you would like to
place the tile within the group.

. When the tile is in the location where
you want it to stay, lift your finger.

Tiles move to make
space for the tile you
wish to rearrange
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Discovering Charms

Charms are a new addition to Windows 8. They provide easy access to settings and tools you use regularly. They are available
anywhere in Windows 8, be it an app, the desktop, the Start screen, or a webpage, and you can use them to quickly accomplish
common tasks, including the following:

L g

Keyboard and mouse users can also access the charms by mov-
ing the mouse pointer to the upper-right or lower-right cor-
ners of the screen. The charms will fade in.

Use the Search charm to quickly find anything on your tablet. You can search for apps, settings or files, and
you can search within the information stored and offered by many apps on your tablet. For example, typing
coffee into search and tapping Internet Explorer performs a search on your chosen Internet search engine.

The Share charm provides instant access to ways by which you can share the content you are currently look-
ing at with friends, whether via email or with any of the social networks to which your tablet is connected.

The Start charm is the route for instant access to the Start screen.

Use the Devices charm to connect your tablet to other devices such as secondary displays or network media
devices.

The Settings charm quickly accesses commonly used settings, such as volume, brightness, and available
wireless networks. Notifications can also be disabled and enabled here, and the power state of your device
can be managed, as well. With a couple of extra taps, the Settings charm also provides access to more
advanced settings for your device.

7

.
The Windows logo key+C can also be used
from a keyboard to display the charms.

See Alsou

See page 24 for more information about changing settings. ]

Discovering Charms
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Show Charms

Q From the right edge of the Start
screen, swipe inward to display the
charms.

OIS kakay i

When you rotate your tablet, the charms always
remain on the right side of the screen.
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Hide Charms

Repeat the same gesture, swip-
ing from the right edge of the Start
screen to hide the charms.

Alternatively, swipe toward the right
to hide the charms.

Wednesday

Alternatively, tap the screen to hide
the charms; be sure to do this in an
inactive area of the screen. !

Ol h AL

If you need to know the current date and time,
remaining battery life, or connectivity signal
strength, this information is displayed whenever
the charms are displayed.
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Exploring Settings

The Settings charm provides quick access

to a number of key options that you might

need to be able to change quickly. The
menu is contextual, meaning that differ-
ent options are displayed depending on
the app you have open. Settings is also
the gateway to the deeper configuration
options of Control Panel.

See Also i

Read "Connecting to Wi-Fi"” on page 126
for information about how to connect to
networks from the Settings menu.
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Adjust Volume and Screen
Brightness

Q Display the charms and then tap the
Volume icon.

Q When the slider appears, touch it

and drag up or down to increase or all

decrease volume. A number indicat- 61

ing the percentage volume appears,

too. =
@ When done, lift your finger and tap Norifications

the screen elsewhere.

This same process is used to adjust
screen brightness.

Mute your sound. On the Settings menu, tap the volume icon,
and then at the top of the slider, tap the speaker icon—a small
X will appear and the volume will be muted.

You can still use the volume buttons on
your tablet to control volume; they work
in conjunction with these volume settings.
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Searching Your Device

Search in Windows 8 is an immensely pow-

erful and efficient way of getting around

your device and finding information.

Windows 8 apps provide search in the .

same place, from the charms, which makes When searching from the

finding information easier than ever before Start screen, searches for
9 - apps, settings and files

Search results happen automatically
Search from the Start Screen

@ Type in anything you want to find
on your device; results will start to
appear as you type and will narrow as
you complete words.

Results for “camera”

Camera <
IG5 s

Select a category to see results from
that category.

Settings

O Tap an app to search from within that
app.
O Tap a result to open an app, setting,

or file returned by the search.
Maps

Internet Explorer

Other installed
Apps that support
Search

To find files that include your name, type your name into
the Search box and tap Files. Windows will search all files
on your tablet for any that contain your name. Tap a result
to open the file.
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Search from Within an App

@ Type the name of the item you want
to search for. Tapping the X clears the
entry. cameral

Internet Explorer

@ Select a search result to open that

item.
Search results

@ Tap an alternative app in which to returned instantly

search.

mera price buster
Apps

Settings

LTy TG \

Type your favorite vacation destination
into the Search bar and tap Internet Internet Explorer
Explorer to get results from the web.
Then, tap the Maps app to get a map of Maps
the location, or tap the Finance app to get
the latest exchange rate to local currency.
\ J

Finance

It's possible to search within a different app from any
app with search capability, so you can be researching
things to do on the weekend in Internet Explorer and
then search for the location in the Maps app.
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Navigating PC Settings

PC Settings is the primary location for changing and customizing your device. From here, you can change your wallpaper, lock
screen and account images, set up new users, change passwords, control privacy and search settings, and configure a whole host of
other options. The PC Settings page can be accessed by tapping the Settings charm and then tapping the More PC Settings option.

Setting Description

Personalize « Change the lock screen wallpaper and the information displayed on the lock screen. The applications
that can run in the background to update lock screen notifications are also controlled here.

« Customize the background color and pattern on the Start screen.
« Select an account picture.

Users « Change the type of account (local, synced with a Microsoft Account, or a Domain account).
+ Change the account password of the current account, or select a short PIN for rapid entry or a picture
password.
+ Add extra users to the device.
Notifications « Control which applications are allowed to make use of notifications to let you know when they have
something to announce.
Search « Decide whether Windows can save your search history and control apps that can use search as well as
delete your search history to keep it more private.
Share « Allow or block apps from appearing in the Share charm menu.
General  Adjust the time zone and enable and disable the ability to switch quickly between apps

 Adjust how the on-screen keyboard completes words, what it auto-capitalizes, and the text it suggests.
 Turn the system-wide, built-in spelling checker on or off and control how it highlights errors.

+ Change the language your device uses for keyboard layouts and on-screen text.

« Refresh your device without losing your personal files.

« Wipe everything on your device by performing a reset.

« Change the startup settings for your device to boot from something special such as a CD, DVD, or USB
key, or to restore from a saved image of your device.

Privacy  Control whether apps are allowed to use your location, name, or account picture or to send informa-
tion about your app usage. You can also view the Microsoft privacy statement here.
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Setting

Description

Devices « View and add devices connected to your tablet over the network, such as printers, media servers, or
your Xbox 360.
 Control whether Windows can download additional device drivers over metered connections, such as
3G/4G, HSPA, LTE, or Mobile Broadband.
Wireless « Turn on or off the wireless networking in your device.

Enable Airplane mode so that you can use your device while in flight.

Ease of Access

Apply high-contrast screen setting, make text bigger, cursors thicker, or notifications longer to make
the screen easier to read.

Turn browsing modes (caret) on or off to enable screen readers.
Enable Windows Narrator to explain what's on the screen.

Sync your settings

Allow settings to sync to your Microsoft Account to enable a near identical experience from multiple
devices.

Configure sync settings such as backgrounds, lock screens, themes, taskbars, Ease-of-Access prefer-
ences, languages, app settings, browser settings, mouse settings, and accounts for websites and social
networks.

Control whether Windows syncs these settings over metered connections , such as 3G/4G, HSPA, LTE,
or Mobile Broadband.

HomeGroup

Enable sharing with other computers in your home and with media devices such as network-capable TVs.
View the HomeGroup password so that you can allow others to join.

Windows Update

Check for and select Windows Updates to keep your device up to date and to fix problems with your
device.

See Also\

See Also‘

Read “Change Desktop Wallpapers for a
Theme” on page 88 for more informa-
tion about how to change wallpapers and
where those wallpapers can come from.

Read “Sharing Files and Media with
HomeGroup” on page 138 for more infor-
mation on setting up and connecting
homegroups.
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Change Between PC Settings
Categories and Options

@ Swipe up or down to reveal additional
settings categories not shown on the
initial screen.

@ swipe up or down to reveal additional
options that do not fit on a single
screen.

‘ Tap a category to select and display
the options in the right pane.

@ Tap a setting tab to display more set-
ting options.
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Understanding Types of Setting Controls

Select one of
multiple options.
Tap the current option
to produce a popup
Toggle switches to turn  with alternative
a setting On or Off options

PC settings Time

08:41, 08 July 2012

Personalize (UTE) Dublin, Edinbrgh, Lisbon, Landon v
Users Adjust for daylight safng time automatically
on C_ |
Naotifications
App swilchin
Search PP 9
Allow swite hing belween recent apps
Share on L |
General Delete history
Privacy , .
Touclh keyboat
Devices Show te suggestions ay type
On
Wireless

Add a sppce after | chooge a text suggestion

Ease of Access On

. Add a pefiod after | doutfe-tap the Spacehar
Sync your sellings on

Llaran(ranm Cao

Tap this button Setting grouping, all
to do the action settings options in this
marked on the group affect this element
button title
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Viewing More Settings in Control Panel
Although many settings have been made available through the the Control Panel by swiping up from the bottom of the Start

PC Settings app, there are more settings that can be controlled screen and tapping All Apps. The Control Panel is viewed from
on your device. They are located in the same place they tradi- the desktop and provides a task-based and category-based
tionally have been, inside the Control Panel. You can display approach to changing settings.
View Settings . Search can be
. The View By drop-down can be used used to find a
. . to show all items within Control Panel specific setting
Tap a category title to view all the
settings that can be changed within = Control Panel | o
that category, or selegt a task to 1 3 contolpane ol -
go directly to the settings for the
detailed task. Adj|ist your computer's settings View by: Uategory ™

User Accounts and Family
Safety

# Change account type

'E‘:;f' Set up Family Safety for any user

|!| System and Security
- Review your computer's status
3 Save backup copies of your files with
File History
Find and fix problems
Appearance and
Personalization
Change the theme
Change desktop background

‘u..__ MNetwork and Internet
=3

N View network status and tasks
Choose homegroup and sharing options

/ Hardware and Sound Adjust screen resclution

%‘ View devices and printers i Clock L d Reai
Add a device ock, Language, and Region
|5 Add a language
4 Change input methods
I@

Adjust commonly used mobility settings

\f'.--'/' Progra g Change date, time, or number formats
! i Uninstall i program Ease of|access
Let WindJws suggest settings
Optimize Jisual display
N I
Task links go directly Category title links
to settings that can go to subcategories
be changed within and tasks

this category

A quick way to get from the desktop to
the Control Panel is to click the Settings
charm.
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Exploring the Desktop

Windows 8 provides a no-compromise approach by incorporat-  the Start screen. The Desktop tile is also personalized with your
ing a desktop you are probably already familiar with, allowing wallpaper, so you can select a personal photo to reflect your
apps that worked in Windows 7 to continue working through personality.

the desktop. The desktop is accessed from the Desktop tile on

The desktop itself, as typified
by the wallpaper

Desktop shortcuts
used to launch
desktop apps

Application jump list=—= . s asim e A me A rulr)mr)g desktop
revealing quick access £ ~ application
to common app
features or tasks

R pictures
o Music
H videor

Ll File Explorer

o Unpin

Current date and time

, e
© ooanm?

Apps pinned to

the taskbar
Running asz, The taskbar Launch the onscreen Notification area
distinguishable keyboard—hidden by icons, can be
from pinned default on the desktop turned on and off

apps by the order
gr%un)é the icon

There are many elements to the desktop, and more than just your fingers
might be required to perform some tasks. Luckily, the desktop is also designed

to work with a keyboard and mouse, just as it always has in Windows.
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Start Desktop Apps

On the Start screen, tap an icon for a
desktop app to open that app on the
desktop.

‘ Access jump lists by touching an icon
on the taskbar and swiping up with-
out removing your finger.

‘ Tap your choice of action.
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Close, Maximize, and Minimize
Desktop Apps

@ Tap to close the application.

‘ When an app is windowed maximize
the application to take up the whole
desktop, when already maximized,
restores the application to a win-
dowed application.

@ Minimize the application to the task-
bar, removing the window from view. ] ﬂ

AT ;

You can also “snap” desktop apps to the left and right or to full
screen. Tap the title bar of the app and drag to the left edge of
the desktop to “snap” to the left half of the screen. Tap the title
bar of the app and drag to the right edge of the desktop to
“snap” to the right half of the screen. Or, tap the title bar of the
app and drag to the top edge of the desktop to “snap” the app
into full screen. Snapping is really useful when comparing the
contents of two app windows.
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Switching Between Apps

Windows 8 is capable of running many dif-
ferent apps at once, and switching between
them is done with a simple, fluid move-
ment. When desktop apps are running at
the same time, switching to a desktop app
is achieved by first selecting the desktop
and then selecting the desktop app.

Cycle Through Apps

Q From the left edge of the screen,
swipe inward from the left side of the
screen to bring up the last-viewed

app.

LT THEG S

To view two apps at the same time, swipe
to the right, hold, and then go a little
further. You'll see the current app “pop
backward” and a border appear around
it. While still holding the switched app,
move your finger left and hold about half
an inch from the left edge. You'll see your
main app move slightly right; when you
lift your finger, the app you're switching
to will move into a space to the left of
your original app.

\ J
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SkyDrive photos
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Select from Running Apps

@ Repeat the previous gesture for
cycling through apps by swiping from
the left side of the screen, stopping
part way, and swiping back off, left
of the screen, all without removing a
finger from the screen.

Select the app you want to view by
tapping the thumbnail preview.

]
Add some photos See yours here

Pictures library SkyDrive photos

This is also an alternative way to return to the
Start screen (select the Start screen thumbnail).

T ~

Keyboard shortcuts can make this much quicker
if you have a keyboard attached. There are alter-
natives too; pressing Windows logo key+Tab to
select from thumbnails, as above. Use Alt+Tab
to switch between the Start screen and desktop

apps.

You're almost there...

Switching Between Apps
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Setting Passwords, PINs, and Picture Passwords

Given all the information you store on your tablet and the Picture Passwords. Both provide a more convenient and secure
accounts and clouds it can access, one of your priorities will way to unlock your tablet than typing in a traditional password.
be keeping it secure. Windows 8 introduces two new ways to Which you use is up to you (and your administrator, if you have
unlock your tablet, PIN (Personal Identification Numbers) and one). Go to PC Settings to select the method you want to use.

Change Your Password

Q Open PC Settings by tapping More .
PC Settings from the Settings panel.

@ Select the Users category to change

user account settings. PC gettmgg Your account
Q Tap Change Your Password to start B E Shon Mary

the password change process. A T S TR S
Notifications SR e T
SE,‘iﬂCh g\(;""\ﬂ U[)‘I()f"'x
Share - EEmEr
General (0o e
Privacy ChangePIN  Remave
Devices Other users
Wireless There are no other users on this PC
Ease of Access -

Sync your settings

Hlesaaltronin,

Changing the password for a Microsoft Account (usually your Hotmail address)
will change your password everywhere, so the next time you try to log in to a
Live service such as Hotmail, you will need to use your new password.
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@ Enter your existing password.

® Tap Next.
® Enter a new password.

Change your password

First, confirm your current password.

@ Repeat the password entry to ensure

: Alice
that it's correct. o
[ ]

Enter a hint to help you remember

your password if you forget it. (:>—
Current password sssseseee

Tap Next to complete the process,
and then tap Finish at the confirma-
tion screen.

Cancel

(®© Change your password

C New password
O Reenter password

. Password hint
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Set a Picture Password

@) Tap Users to select user account
properties.

@ Tap Create A Picture Password.

You will be asked to enter the current
text password to proceed.

@ Tap to browse for a picture to use as
a picture password.

You will need to pay attention to how the
lines are redrawn by Windows, too. Gener-
ally, your pattern will be fine, but occa-
sionally Windows gets it a little wrong.
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PC settings

Personalize

Notifications
Search
Share
General
Privacy

Devices

Welcome to picture
password

you use with it — 1
that's unigu )

)

Your account

a Simon May
sirmay@hotmail.co.uk

You can switch to a local account, but you

Switch to a local account

Sign-in options

Change your password

b Create a picture password

Create a PIN

Other users

settings won't sync between the PCS you use.




. . Select a location on
@ Select the picture to use as a picture your device where
password. pictures are stored

@® Tap Open to view a larger version of
the picture and to confirm it or to
change it.

F| |e S' v Pictures

@ Tap to confirm this picture.

@ Follow the on-screen instructions to
draw a pattern on the screen that you
will repeat to unlock the device. You
can use either circles or lines drawn in
specific directions, and dots.

How's this look?

r picture to paosition it the way

Use this picture

Choose new picture
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Set a PIN ’

PC SetU ﬂgS Your account
@ Tap Users to make changes to the . .

T E, Simon May
current user account. Personalize [, - [
Tap the Cl’eate A PIN button tO You can switch to a local account, but your sethings won't sync between the PCs you use.

. . Switch to a local account
begin the PIN setting process. When Notifications
! Search Sign-in oplions
promptedd confirm your current text Sig o
assword.
p Share Change your password
Enter a four-digit number as your ;
General Create a picture password
new PIN code.
. L. privaﬁy Create a PIN
Confirm the exact same four-digit

number.

®

@ Tap Finish to set the PIN number.
From this point, you will be able to
log on with just this PIN. Create a PIN

A PIN i1s a quick, convenient to sign in te this PC by using a 4-digit code.

Enter PIN

Make your PIN easy to remember but
not easy to guess, just like your ATM card Confirm PIN
PIN. Try to avoid obvious numbers such as

birthdays.
¥ Caution /3 \

@
A four-digit PIN is easier to guess than a 19-character pass-
word that's a combination of letters and numbers. If you
are using a corporate device or one connected to Microsoft
Exchange for email, your administrator might require more

stringent security.
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Locking and Unlocking Your Device

Locking your tablet is one way to ensure
that information stays safe, and if you're
in a managed environment, it's something
your administrator might require and
enforce.

@ Tap the name of the currently
logged-on user to open a dialog box
with account options.

‘ To lock the screen, tap Lock and
require the entry of a password, PIN,
or picture password to continue.
Alternatively, tap Sign Out to switch
to a different account.

Change account picture

Lock

Sign out

Messaging

xeox Lve I |

GT

If you already have other users set up on your device, you will
see them listed on this pop-up and you can quickly switch to
one of those accounts by tapping it.

Setting Passwords, PINs, and Picture Passwords
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Unlock or Log On to Your Device

@ Touch anywhere on screen and slide
up to reveal the unlock screen.

@ Enter a password or PIN in the text
entry box, as requested.

. You can tap the Go button to unlock,
but the device will unlock automati-
cally without you needing to do this
as soon as the password or PIN is

correct. ' '
. Tap the Sign-In Options link to reveal : 1 O _ 47

options to change to a different sign- :

in type, either password, PIN, or pic- Monday 2 Ar

ture password.

® Tap the key icon to switch to signing
in with a text password number.

. Tap the keypad icon to switch to sign-
ing in with a PIN number.

@ Tap the picture icon to switch to sign- _ ST
ing in with a picture password and | - IMOn W _\]/”
then complete the required gestures v otmail.co.uk
over the picture.

Password
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Sleeping, Restarting, and
Shutting Down Your Tablet

Windows 8 includes the ability to very rap-
idly turn your tablet device on from either
a totally shut down state or from a sleep
state. The difference between the two is
that in sleep, the device wakes periodically
for brief moments to update your informa-
tion from the cloud. It's because of this that
your emails, weather, and calendar will be
up to date as soon as you log on.

Sleep, Shut Down, or Restart Your
Device

@ Display the charms, and then tap the
Settings charm.

Tap Power to open the power options
dialog box.

Sleep

Select Sleep, Shut Down, or Restart, 4l Shut down O- (:)

depending on your choice of action. P Restart

= O

Notifications Power

You can also just push the Power button
on your tablet to send it to sleep.
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Interacting with
Windows 8

Using Touch

Using Touch on the Desktop

Using On-Screen Keyboards
Connecting a Keyboard and Mouse
Changing Keyboard Settings
Changing Mouse Properties

Using Handwriting Recognition
Navigating with Keyboard and Mouse
Keyboard Shortcuts for Everyday Tasks
Changing Pen and Touch Settings

Working with Sensors

here are many ways to interact with Windows 8 on your

tablet; the first is obviously touch, where there are some
hidden gems in the form of gestures. Gestures help to get things
done in Windows 8, aiding navigation and control on your
device.

Other input methods, such as keyboard and mouse, still
work brilliantly. For example, this book was written using a Win-
dows 8-based tablet, but writing a book is not something I'd
want to do purely using the on-screen keyboard—great though
it is. If you need to enter lots of text to write long emails or be
accurate with the mouse when editing a photo, you'll want to
make use of more traditional input methods by connecting a
mouse and keyboard. If you're a keyboard warrior, adept at the
fast-paced language of keyboard shortcuts, this section will show
you some new and popular keyboard shortcuts.

Most of us are comfortable with handwriting, and while our
lettering might be illegible to some, Windows 8 can use hand-
writing recognition to transform your handwriting into typed
letters. In this section, we will see how Windows automatically
recognizes your handwriting.

47



Using Touch

Throughout Windows 8, there is a lan-
guage of gestures by which you can get
things done. Many of them were intro-
duced in Section 2, "Exploring Your New
Tablet,” which explains how to navigate
and manage the settings on your tablet;
however, they are also used in many other
places.

Tap to Do Something

@ Tap any item on the screen to per-
form the action, like starting an app
or clicking a button.

48 Using Touch

Ta P
o)

16°
Sydney
Clear
22°/8°

N

any item on screen to per-
rm the action, like starting
an app, clicking a button



Interacting with Windows 8

Scroll by Dragging

‘ Tap and drag anywhere to scroll in
the direction you move your finger.
Moving to the left reveals more to
the right, and vice versa. The same is
true for scrolling up and down.

Weather

This scrollbar tells you
where you are scrolling

Y )

Scrolling can also be achieved with a flick. Imagine
holding a penny against a table with one finger
and then flicking to the left or right to send it fly-
ing. Now use the same gesture to control your
device; don't send your tablet flying though, just
the items on the screen.
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Zoom In or Out with a Pinch

To zoom in to a list or a picture, place
two fingers together and then move
them apart. To zoom out, place two
fingers apart and then move them
together.

e/ \

It's not just pictures and lists that can

be zoomed. Windows 8 uses “semantic
zoom,” with which you can zoom in on
information. Imagine a hierarchical list,
much like this book: sections have topics,
and topics have tasks—each a parent and
a child. In an app organized in such a way,
zooming out from a task would reveal the
topic and the section. Many magazine
apps are structured like this.
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Turn by Rotating Fingers

‘ To rotate objects on screen, such as
photos or shapes in an app, place
two fingers on the screen and pivot
one about the other. Imagine using
a compass to draw a circle; replicate
that movement with your fingers.
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Using Touch on the Desktop

Touch is also available on the desktop in Windows 8, but if a mouse, you can left-click or right click to bring up differ-
you're familiar with using the desktop with a mouse in a previ- ent options. However, the screen cannot tell the difference
ous version of Windows, some things will be different. With between your left and right hand, so an alternative is needed.
Press and Hold for Options 9= Bookl - Microsoft Excel
Hame Insert Page Layout Farmulas Data Revi
‘ Press anywhere on the desktop, and 3 & calin ML General -
do not remove your finger. A box will e BT B L LA N B %
row around your finger. When it O i A sl e ]
g X y g N . Clipboard & Font ] Alignment a | Mumber
stops growing, remove your finger to c . %
reveal the options menu. A B c G £ F
1
z 20
:
] —
5
[
7
2
Cut
B3 copy
|, Paste Options:
FaI™= = k1 - Microsoft Excel
Paste Spedial.. Farmulas Data Res
= & Insert... = = General -
= B2 Delete... = B39 o
Paste ) ) N 0 L
- Clear Contents = .60 .0

Cliphoare

. jnment = | Mumber
Filter B

sort P
see Also ‘ N\ A Insert Comment J = h

<
1
Use the Pen and Touch settings described 2 & Eormst Cela.
on page 74-75 to adjust the timings to : s:fjm:l prop-mun
suit your style. You can also adjust how far . a leslfilﬁem
you can move your finger while complet- 6| — I
ing this action; if you move your finger Cdcaibn <1 - A AT B s ]
too far, the action will be canceled. EB I =& Al
\ y 5
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Using On-Screen Keyboards

Windows 8 includes different on-screen
keyboards that work better under differ-
ent circumstances, depending on your
own preferences. If you like to hold your
tablet in one hand and tap the keys with
the other, the default style will suit you—
likewise if you like to put your tablet down
to type on it. A second keyboard layout
allows you to type with just your thumbs
while holding the device in both hands—
it's easier than it sounds!

Ay

Both the numeric and symbols and the
emoticon keyboards include multiple
pages of symbols. Use the left and right
arrows on the keyboards to page through
the emoticons.

If you need even more emoticons, use the
balloon, pizza, airplane, weather, exclama-
tion, and basic smiley buttons to select
additional pages of emoticons.

Interacting with Windows 8

Use the up arrow keys for u&aper case
but tap and hold toselect Caps Lock
1

Tap the &123
button to access
the numeric
and symbols
keyboard

Tap the smiley Use these cursor
button to access keys to move
the extensive left and right
emoticons through text
keyboard
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Select Thumb or Full Keyboard

@ Tap the keyboard symbol, which is
the button located in the lower-right
corner on the current keyboard.

@ Select one of the alternate keyboards,
thumb or full, or alternatively, select
handwriting recognition.

Cutdown
keyboard keyboard

Thumb Handwriting
keyboard

Enter

Shift Del

ARGr  Ctrd >

On the desktop, dock the keyboard by
tapping the dock icon to the left of the X
that closes the keyboard.
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Change Touch Keyboard Settings

@ In PC Settings, tap the General PC sett) ngs Delete history
category.
Scroll down until the Touch keyboard Personalize Touch keyboard
settin gs are ava ilable. Show text suggestions as | type
Users on il
@ Turn settings on or off by tapping
toggle switches. Notifications Add a space after | choose a text suggestion
On [ ]
Sea rCh Add a period after | double-tap the ar
(o] -
Share "
Capitalize the first letter of each sen
General on [ |
Privacy Use all uppercase letters when | doul Shift key
On [ |
DeVIC@S Play key sounds as | type
. On [ ]
Wireless
Make the standard keyboard layout available
Ease of Access off

s ~

The touch keyboard is also available on
the desktop via an icon on the taskbar.
If the icon is not visible, right-click the
taskbar (or tap and hold), select Proper-
ties, and then on the Toolbars tab, select
Touch Keyboard and click OK.
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Connecting a Keyboard and Mouse

Even though you might be totally happy with touch, sometimes
you might need to enter more significant amounts of text, or
sometimes the accuracy of a mouse over a finger might be
preferable. For those reasons, Windows 8 is still a great experi-
ence when you attach a keyboard and/or a mouse.

The way you attach a mouse or keyboard varies depend-
ing on the type of connection the mouse or keyboard uses.
Generally, you attach mice and keyboards by using either USB
or Bluetooth. USB keyboards and mice can be either wired or
wireless. With wireless, there is usually a “dongle” that transmits
a wireless signal between your device and your keyboard or
mouse. Bluetooth keyboards and mice connect to the Blue-
tooth connection built in to your tablet.
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Usually, when you plug in a keyboard or mouse, your
tablet will recognize them and they'll just work. Some key-
boards and mice require the installation of additional “drivers.”
These are small software programs that work wth Windows 8
to let it know how to work with a particular device and whether
there are any extended features of the keyboard or mouse,
such as extra keys or buttons. Often these will download auto-
matically from Windows Update, but sometimes you will need
to download the driver from the manufacturer’s website or
install it from the CD that came with the keyboard or mouse.



Connect a USB Keyboard or Mouse

‘ To connect a USB keyboard or mouse,
simply plug in the USB dongle.
Windows 8 detects the device, and
the Device Setup pop-up window
might appear to indicate installation
progress.

Interacting with Windows 8

Device Setup

Installing USB Multimedia Wireless Kit

Please wait while Setup installs necessary files on your system, This may take
several minutes,
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Connect a Bluetooth Keyboard or
Mouse

‘ In the Settings pane, tap the More PC
Settings link and then tap the Devices
category.

‘ Tap the command to Add A Device
to instruct the tablet to start search-
ing for devices; any devices that can
be connected to your tablet will be
displayed.

YL ~

Ensure that your keyboard or mouse is

in “pairing” or “discovery mode"” prior to
trying to find it! This is different for every
Bluetooth keyboard or mouse, so check
your keyboard or mouse manual or search
on the Internet to find out how.
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Interacting with Windows 8

From the list of available devices,
select the keyboard or mouse you
want to connect.

Select a device

SAMSUNG Keyboard
- Keyboard

. When pairing a Bluetooth device (cre-
ating a unique relationship between
your tablet and the device), you will
be given a passcode to enter into the
keyboard. If you are connecting a
mouse, you will be prompted to enter
a passcode that is hard-coded into
the mouse; this should be listed in the
documentation for the mouse.

Not finding what you are looking for?

e int d, and then press
~\

Most Bluetooth mice use a standard pass-
code of 0000 or 1234. Try these if you are
unable to find the code in the documen-
tation for your mouse. An alternative is
to search the Internet for the code; most
are documented on the manufacturer’s
website.
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Changing Keyboard Settings

The way your keyboard responds to your key presses can make keyboards for your tablet are accessible from the Control Panel
a great deal of difference to your typing experience, but there and appear on the desktop.
are a few things you can change. All settings for the non-touch

Change Character Repeat Settings

. y  Control Panel o v
Search for "keyboard” by using the gE o <> Keyboard I

Search charm with Settings selected. é)

@ Tap the Keyboard item to open the
Keyboard Properties dialog box.

Use the slider to adjust the delay < Keyboard Properties
between repeated keys. A longer
delay will result in fewer repeats; a
shorter delay results in more.

Speed | Hardware
Character repeat

pi Repeat delay:
=

fChnrt

Control the repeat rate, which is the Long | U
time between one repeat and the
next.

Bepeat rate:

®
T Siow M__< : >
® Use the text entry box to test the
repeat rate, and then repeat Steps 3 Click here and hold down a key to test repeat rate:
and 4 of this procedure to get to a _@
comfortable point.

Cursor blink rate

Tap OK to confirm the changes and

MNone Fast
close the dialog. Tap Apply to confirm I
the changes or tap Cancel to aban-
don the changes and close the dialog. - o __@
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Check Keyboard Status

@ Tap the Hardware tab.

View the Device status and connec-
tion location of your keyboard. This is
the place to look if for some reason
your tablet is not responding to your
keyboard.

. Tap Properties to view detailed infor-
mation about your keyboard. Tap OK
to close the Properties dialog box.

Tap OK to confirm any changes and
close the dialog. Tap Apply to confirm
the changes or tap Cancel to aban-
don the changes and close the dialog
box.

It's possible to have multiple keyboards
connected to your tablet at the same
time; they will all be listed in this same
dialog box.

If you have a keyboard with extra functions, such as customiz-
able buttons for browsing or photo editing, you will see extra

tabs in the Keyboard Properties dialog box.

Interacting with Windows 8

- Keyboard Properties

Speed | Hara ‘El

Devices:

Name

E@ Standard P5/2 Keyboard

Device Properties

Manufacturer:  (Standard keyboards)

Location: plugged into keyboard port
Device status: This device is working property

Cancel Apply —‘
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Changing Mouse Properties

There are many configurable options for the mouse you've tings are changed in the same way, from the Mouse item in the
attached to your device, and they will vary depending on the Control Panel. Changing these options can be especially useful
number of buttons and other additions to your mouse. All set- if you struggle with mouse movement.

Set Mouse Properties

@ Tap the Search charm, type mouse
into the search box, and then tap Set-
tings to search just within settings.

. Search
@ Tap the Mouse icon.

{ll ﬂ g S Results for “mouse ” Gaiiie

Mouse

Apps
Change how your mouse works

Settings
Control the computer without the mouse or
keyboard

Move the pointer with the keypad using
MouseKeys

@

Change mouse settings Finance

N
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. Select the tab for the type of settings
you want to change.

Make the changes desired, such as > Mouse Properties
changing the double-click speed by [ Buttons | Porters | Porter Gptions | Fardwar]
moving the slider.

Button configuration

] Switch primary and secondary buttons:

Select this check box to make the button on the :
right the one you use for primary functions such p

as selecting and dragging.

Double-click speed
Doubleclick the folder to test your setting. I the

folder does not open or close, try using a slower
setting.
— U Fast )

Click Lock
" | Tum on ClickLock Settings...

. Tap Apply to make the change but
keep the Mouse Properties dialog
box open; tap OK to save the changes
and close the dialog or tap Cancel to
abandon the changes and close the
dialog box.

Set Mouse Buttons for Left-
Handed Use

Enables you to highlight or drag without holding down the mouse
buttan. To set, briefly press the mouse button. To release, click the
mouse button again.

Select the Switch Primary and Sec-
ondary Buttons check box to swap '

the left and right mouse buttons. fovly
Make Clicking Easier *

@ Drag the slider left to increase the
time between mouse button presses
to perform a double-click; drag
the slider right to shorten the time
between clicks.

Turn on ClickLock to change the
behavior of drag and drop or drag
and to group mouse actions so that
you don’t need to keep the mouse
button depressed while dragging.
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Set Pointer Styles

@ Tap the Pointers tab.

Select the pointer style scheme on
the drop-down list.

Customize each individual pointer in
the scheme by tapping the pointer
style you want to change.

Tap Browse to select a different icon
for the selected pointer. The pointer
must already be on your device.

. Scroll through the Browse dialog.
. Tap the pointer style you want to use.

@ Tap Open.

@ Optionally, tap Use Default to revert
the icon to the default for the select
scheme.

. Tap OK to confirm the changes and
close the dialog box. Tap Apply to
confirm the changes or tap Cancel to
abandon the changes and close the
dialog box.
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Available pointer
styles help to
improve clairty
and contrast on
screen

Scheme

.—_.'\l'indows Default {system scheme)

Save As...

Buttons | Pointers | Pointer Options | Hardware

Delete

s 4 Browse
Look in: . Cursors v @ ¥ = @
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Ekk\' B aero_helpsel 02/06/2012 15:32 Cursor
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(Q 1 aero link 02/06/2012 15:32 Cursor ¥
< >
Network
File name: aero_busy_d W Open — —.
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Preview:
L
S 4 Mouse Properties

Normal Select

Help Select
. Working In Background

Busy

Precision Select

. —_————

Use Default

| Cancel
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Control Pointer Motion and
Visibility

@ Tap the Pointer Options tab.

‘ Select the options you require to
adjust the motion and control to the
way you feel most comfortable; use
the slider to control the speed of the
mouse movement.

Tap OK to confirm the changes and
close the dialog box. Tap Apply to
confirm the changes or tap Cancel to
abandon the changes and close the
dialog box.

Snap To will
cause the cursor
to move to the
default action
button (normal-
ly what would
happen if you
hit enter)

Helps locate the
mouse whith a
click of the CTRL
key by produc-
JIng a circular
“radar” effect
around the
pointer

Interacting with Windows 8

> |louse Properties

Buttons | Painters | Poirter Options | Hardware |

*

Motion

I:} Select a pointer speed:

Slow
Enhance pointer precision

Snap To
move pointer to the default button in a

[ Adtomti
dialog box

Visibility

[ Display poirtertrai
Short Long

- [+] Hide poirter while typing

@ [ Show location of poirter when | press the CTRL key

I_II_I
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— Motion controls

how quickly the
mouse moves
from one point
on the screen to
another

Pointer trails

— make it easier to
find the mouse
when it's moving
by providing a
stream of pointer
that follow your
reaI pointer



Using Handwriting
Recognition

Windows 8 also allows you to enter text
by using handwriting recognition, which is
surprisingly accurate. You can use either a
special pen or your finger.

Enter Text by Using Handwriting

@ Tap into any place you want to enter
text in an app.

At the lower-right corner of the touch
keyboard, select the icon to change
keyboards.

@ Select the handwriting icon.
@ Select the on-screen area to enter text.

@ Using an input pen, enter text as you
would if you were using a sheet of
paper. Windows will recognize your
handwriting and attempt to identify
the correct word.

@ Tap the Insert button to enter the text
in the selected place. If no handwriting
is entered, Insert reveals an additional
input panel including tab, space, and

enter.

Help with Backspace

corrections

Insert a new
line

Insert a tab

Insert a
space

Cursors

Numeric
Keyboard

f Simon May Add a subjdct @ @

Sent from my Windows 8 PC

Attachments

More details

Hello, this s an email written

You can correct text by using strikethrough to

delete words, a vertical line to split two incorrectly
joined words, an open loop to join two incorrectly
split words, or by tapping next to a letter to insert.

et WL i " C)

using
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Navigating with Keyboard
and Mouse

With a keyboard and/or a mouse con-
nected to your tablet, you can navigate
around simply and easily. However, you
might find that it's not entirely obvi-

ous where to go to find items. You might
expect that replacing your mouse pointer
with a finger would work, but there are
more appropriate ways to do things such
as switching between apps.

Find App Menus

Hold the mouse pointer over an area
of the screen.

Right-click (click the right mouse
button) to open the App Bar, just as
if you'd swiped the top or bottom of
the screen.

Interacting with Windows 8

The to? left corner of the screen reveals access
to the last active app. Dragging down reveals
access to other open apps and allows you to
bring those apps to the fore.

ceeun~=: HAM, UNITED KINGDOM
f WEATHER

FRI 20

y Cloudy 12°/4° 12°/4° Y 14°/3°
»13° Rain Rain

a4%a

The bottom left allows The top right and bottom right corners
access to the Start screen of the screen allow access to the charms
from within any app with the mouse in any app

Right-clicking in a Windows 8 app is the
equivalent of swiping in from the top or
bottom of the screen to show the App Bar.
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Using Keyboard Shortcuts for Everyday Tasks

When using a keyboard, it's often fastest to work using a vari-
ety of keyboard shortcuts. To use a keyboard shortcut, just
follow the formula from left to right. For example, to complete
Ctrl+Alt+Del, you can press Ctrl, and while keeping it pressed,

press Alt, and while keeping these two pressed, press Del.
When you press Del, the last key, the action will occur. There is
no need to try to press all the keys simultaneously.

Shortcut

Action

Windows logo key+C

View charms

Windows logo key+D

Show the desktop

Windows logo key+E

Open File Explorer

Windows logo key+F

Go to Files in Search charm

Windows logo key+G

Cycle through desktop
gadgets

Windows logo key+H

Access the Share charm

Windows logo key+I

Access the Settings charm

Windows logo key+)

Switch focus between
snapped and larger apps

Windows logo key+K

Access the Devices charm

Windows logo key+L

Switch user or lock computer

Windows logo key+M

Minimize all windows on the
desktop

Windows logo key+O

Lock the screen orientation

Windows logo key+P

Second screen options

Windows logo key+Q

Access the Search charm

Windows logo key+R

Run a command

Windows logo key+T

Cycle through taskbar items
on the desktop

Windows logo key+V

Cycle through notifications

Windows logo key+W

Search for settings
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Shortcut

Interacting with Windows 8

Action

Windows logo key+X

Quick access to power user
commands

Windows logo key+Z

Open the Apps Bar

Windows logo key++

Access the magnifier to zoom in

Windows logo key+-

Zoom out if already zoomed in

Windows logo key+<left
arrow>

Snap desktop window left

Windows logo key+<right
arrow>

Snap desktop window right

Windows logo key+<up
arrow>

Maximize desktop window

Windows logo key+<down
arrow>

Restore or minimize desktop
window

F1 Help

F2 Rename item

F3 Search

F5 Refresh

Alt+Enter Properties (note that an item
such as a file must be selected).

Alt+Tab Switch to next app

Ctrl+Alt+Del Quick access to Task Manager to
solve problems (always works if
the device is unresponsive)

Ctrl+V Paste

Ctrl+C Copy

Ctrl+X Cut

Ctrl+Z (or Alt+Backspace) Undo
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Switch Between Apps by Using the
Keyboard: Windows Logo Key+Tab

PC settings

Press and hold the Windows logo key,
and tap the Tab key once to reveal an
app switching menu to the left of the
display.

Q Tap the Tab key to select each open
app in turn; the white border indi-
cates the selected app. When you
release the Windows logo key, the Photos
app will become active.

Internet Explorer

1 i
Tap the Windows button on your tablet

twice in rapid succession; it will also show Messaging
the app switcher.

To change apps quickly, just press the
Windows logo key+Tab. There is no need
to wait for the menu to appear. This is the
same as swiping from the left edge of the
display.
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Switch Between Apps by Using the
Keyboard: Alt+Tab

' Press and hold down the Alt key and
then press the Tab key once to reveal
an app switching menu in the center
of the display.

' Press the Tab key to select each open
app in turn; the white border indi-
cates the selected app. When you
release the Windows logo key, the
app will become active.

Interacting with Windows 8

All desktop apps and Windows
8 apps are available from this
method of app switching

Using Keyboard Shortcuts for Everyday Tasks
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Changing Pen and Touch Settings

Windows 8-based tablets aren’t just about using touch; many such as swiping to open the charms, and characteristics from
have the ability to accurately read the input from special pens mice. The Pen And Touch dialog controls the speed at which
that are packaged with the tablet or available as an add on. actions that simulate an equivalent mouse action, such as
Pen recognition is more than enough to read your handwriting double-clicking, occur for both the pen and your finger when
and can prove very accurate when used for precise tasks such using touch on the desktop. Pen and touch settings are avail-
as editing photos. Pens combine characteristics from touch, able from Control Panel.

Change Pen Interaction with the
Desktop

i Search
@ Tap the Search charm, search for Setti NQS  Results for “pen” Seringe
“pen” within Settings, and Tap Pen

An d TO uc h /' Pen and Touch / Set flicks to perform certain tasks

Apps
/ Change tablet pen s as / Turn flicks on and off

n Settings
I[El,- Calibrate the screen for pen or touch input E Specify which hand you write with

Files
Qﬁ View devices and printers ,—‘] Use tools to improve performance .

{_g Cheek processar speed ’ﬁﬁi Finance

2 Device Manager Intemet Explorer
i3 &

csource usage in Task
Auto-hide the taskbar

Updatc device drivers

If you are finding it hard to double click with a pen, you are
probably not tapping quickly enough. Rather than adjust
yourself, adjust the time between taps to be greater.
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Select the action to change based on
the pen action (left) and the equiva-
lent mouse action (right).

. Tap or click the Settings button to

access the settings for the selected
action.

Select or clear the check box as pre-
ferred to enable or disable the set-
ting. This is the "master switch,” and
if not selected, the action will be
unavailable on the desktop in any
application.

. Control the speed of the action. If

you double-tap very quickly, set this
to the far left; if you find it difficult to
double-tap quickly, set it further to
the right.

Change the length of time between
taps and the distance your pen can
move between taps.

Test the new settings by interacting
with the picture.

. Tap OK to accept the changes or tap

Cancel to abandon them.

. Tap Apply to make changes and to

continue making changes. Tap OK to
make changes and close the dialog or
tap Cancel to abandon all changes.

/

Pen Options | Flicks ITnuch

Interacting with Windows 8

Pen and Touch

Pen actions

Use the pen to interact with items on the screen. You can adjust
the settings for each pen action.

Settings map
the use of the
pen to the use

of the mouse

Pen action

Equivalent mouse action

Single-tap Singledick
Double-tap Double-dick
Press and hold Right-dick

Settings...

Pen buttons
Use the pen button as a right-dick equivalent
Use the top of the pen to erase ink (where avaiable)

i [ ok | __Canoel Apply r —‘
/ Press and Hold Settings
‘——i’iﬂﬂh!ﬁ.ﬁ@iﬁ and hold for nght-clicking:
Speed

You can change the amount of time you must press and hold
befare you can perform a right-click equivalent.

To test your settings, press and hold the graphic.
The graphic changes when you perform press
and hold successfully.

Speed: Short U -
Duration

You can change the amourt of time during press and hold ta
perform a right-click action.

Duration: Shart U -
Test settings

7

[ 1T o= |-

® 0 ® ©
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Change What Pen Buttons Do

@ Within the Pen And Touch dialog box,
select the Use The Pen Button As A
Right-Click Equivalent check box to

use the button found on the side of

the pen to perform a rlght_CHCk Of @—;L::t:?pen button as a right-dick equivalent
the mouse. To complete this action, []Use the top of the pen to erase ink (where available)
press the button on the pen and tap ®_'

the screen.

Select the Use The Top Of The Pen To

Erase Ink (Where Available) check box | Concel

to use the pen as an eraser, just as
you would with a normal pencil. Note
that not all pens support this.

@ Tap OK to accept the changes and
close the dialog box. Tap Apply to
accept the changes and continue
working or tap Cancel to abandon the
changes.
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Change Touch Interaction with the
Desktop

In the Pen And Touch dialog box,
select the mouse equivalent action
you need to alter.

@ Tap or click the Settings button to
access the actions settings.

‘ Adjust the speed of the action; if you
find tapping easy, move the slider to
the right.

Adjust the distance between taps or
the length of the tap.

@ Test the action by interacting with the
image.

‘ Tap or click OK to accept the changes
or tap Cancel to abandon them.

Vi Pen and Touch

Pen Options | Flicks | Touch

Touch actions

Use your finger to interact with items on the screen. You can
adjust the settings for each touch action

Touch action Equivalent mouse action — Sett|ngs map the

use touch to the

Press and hold Right-dick use Of the mouse
‘ on the desktop

Touch feedback
Use these settings ——

_ to show visual

indicators where

yOU tOUCh the D_phmlze visual feedback for projection to an external
screen moritor

[+ Show visual feedback when touching the screen

Lo | e | oo | —@

Double-Tap Settings

Speed

You can adjust how quickly you tap the screen when you
doubletap.

Speed: Slow

Spatial tolerance

You can adjust the distance the pointer can move between tapping
when you doubletap.

Spatial tolerance: Small D

Test settings

To test your settings, double4ap the graphic.
The graphic changes when you doubletap
successfuly.

DK Cancel
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Working with Sensors

Your tablet includes a number of sensors by which it can auto- which apps can provide meaningful information about your
matically respond to your surroundings or the way in which you  location. You might choose to turn these on or off if you have
use your device. Almost all Windows 8—based tablets include concerns about your location being monitored or if automatic
rotation sensors to automatically reorient the screen, so that screen rotation annoys you.

you can work in landscape or portrait, and GPS sensors by

Turn Screen Rotation On or Off

Screen Resolution = =

. b Screen .. v & Search Control ... 0@

@ On the Apps screen, tap the Control
Panel icon.

A p pS Results for “control”

@ Tap the Display icon from the Control

nce of your displays

Panel.
. . Control Panel Detect
@ On the quick actions menu, under B= —
. Identi
Control Panel Home, select Adjust
Resolution. =
@ Enable screen rotation by selecting _ P
Display: 1. Mobile PC Display v
the Allow The Screen To Auto-Rotate
check box. Disabling auto-rotate will Resolution: RS femmeah
even stop rotation using hardware B oispay I Orientation: Landscape v
buttons. -
Multiple displays: | Show desktop only on1
Tap OK, Apply, or Cancel when you've
@ p pp y y This is currently your main display.
completed your changes.
@——E Allow the screen to auto-rotate Advanced settings
Project to a second screen (or press the Windows logo key S + P)
Make text and other items larger or smaller
/ ) Contrel Panel Home What display settings should | choose?
Most Windows 8—based tablets have a @—Adj”“ resolution = — =
hardware button that lets you toggle  Adustbrightness — e
rotation on and off and is more conve-  Calibrate color

1 1 Ch dizpl i
nient than accessing the Control Panel. 2nge display settings

0 Project to a second screen
Consult your device manual for more _ @
. o Adjust ClearType text
information.
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Interacting with Windows 8

Turn Location Awareness On or Off

@ Tap the Search charm, and then type Setti NQS  Resuits for “location”
location into the Search box. location]
y location @ Location Settings
@ Tap Settings to search for settings on
your tablet ot'. Change location
‘ Tap the Location Settings icon in the g Cronos tocetion setings

results area

@ To enable use of the GPS within
applications, ensure that the Turn
On The Windows Location Platform
check box is selected. Clearing this
check box prevents apps from using Location Settings - o

:;I View network status and tasks

|Ocat|0n. T <« All Control Panel ltems » Location Settings v & Search Control .. 0@

® Decide whether to allow Microsoft
to use location information to help
. When signed in as administrator, you can let users control how apps use
|mprove prOdUCtS and apps' their location and help Microsoft improve its location services.

Privacy statement

Control Panel Home Change location settings

® Select Apply to save settings or
Cancel to abandon changes. Note
that Administrator access is required

e [/] Turn on the Windows Location platform
Let users choose their own location settings for apps.

on your tablet to change location [y| Help improve Microsoft location services _
. Let Windows periodically send GP5 and other location information to
Sett|ngs. Microsoft when you use location-aware apps. We won't use this

information to identify or contact you.

@Ap Iy Cancel
(e o/ = 3

The settings within apps that use your . . .

location allow you to turn the use of loca-
tion on or off for that particular app, or

Changing this setting will prevent all apps on your tablet from using your loca-
tion—great for privacy but limiting if you're trying to find your way with maps!

you can do this for every app on your
tablet from PC Settings > Privacy.

Working with Sensors 77






Customizing
Windows 8

Personalizing Windows

Personalizing the Desktop

B Syncing Settings Across Multiple

Devices

Changing Language and Regional
Settings

Working with Notifications
Improving Ease of Access
Setting Default Programs

Changing Power Consumption

Your tablet is going to become a very personal device to you;
something with all your information on it; something you'll
probably feel lost without. As a result, you will want to personal-
ize your experience and customize the way in which Windows 8
works for you. In this section, we will explore ways to make your
device uniquely yours, such as how you can make the first thing
you see when you turn your tablet on (the lock screen) a picture
that you love. We'll look at changing colors to match your mood
or personality.

You probably have access to more than one computer; per-
haps your tablet, a laptop, or a desktop, perhaps one at home
and one at work. A new feature for Windows 8 is the ability
to use your Microsoft Account to seamlessly synchronize your
devices so that when you change the lock screen picture on one
device, it changes on all of them.

Windows is sold all over the world, so there's a pretty good
chance that you might need to change the default language
to match that of your native tongue. Your tablet is capable of
switching between any languages you have installed, for both
input and for display. This section explores setting up a second
language, changing defaults, and making Windows 8 more com-
fortable for you to use.
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Personalizing Windows

Your Windows 8—based tablet will be a very personal device for  on, to the color and tone of the Start screen, to the picture you

you, containing all your emails, your family photos, your docu- want used throughout Windows.
ments, and.thlngs you hold degr. You will want to personalize All these settings can be changed from More PC Settings,
it, to make it your own, and Windows provides many ways to which you can access on the Settings pane.

do just that, from the image you see when you turn the device

Personalize the Lock Screen

‘ In PC Settings, tap Personalize. @ Lock screen  Startscreen  Account picture

Tap Browse to select a picture to use

for the lock screen. Current lock—
screen picture

PC settings

PerSOnahze Change your picture

Previous lock —

Users screen pictures
Notifications
Lock screen apps
Sea rCh Choose apps to run in the background and show quick status and notifications, even when
your screen is locked
Share Apps allowed ————— TR
to show notifi-
Genera | Catllglgi (S)(I;'retgﬁ Choose an app 1o display detailed status
Privacy
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@ Tap Files and then browse to the
location where your pictures are

stored. =
H | eS ~  Pictures

Pictures can be on your tablet, your s

network, or within any apps on your —

device; apps such as Pictures link to Fichurs

your SkyDrive, Facebook, and Flickr i
accounts. Tap the desired location. videos

Desktop

®) Tap the picture to use as a lock Dt
SCFeen. Homegroup

Computer

® Tap Choose Picture to set the picture
as your lock screen.

Network

= Camera

e

Personalizing Windows 81



Personalize the Start Screen

. In PC Settings, tap the Personalize
category.

@ Tap the Start Screen tab.

Select a background pattern from
those available.

@ Tap a color scheme for the Start
screen.

Accent colors will be chosen automati-
cally for you, and a preview will be
made available. Changes are reflected
immediately upon selection.

PC settings

Users
Notificalions
Search
Share
General
Privacy
Devices

Wireless

Lock screen

Start screen

Preview area to
reflect changes

Account picjure

If you share your tablet with someone else, then setting your
Start screen customizations to be different from theirs can
instantly make you aware of who is currently logged on.
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Personalize Your Account Picture

@ In PC Settings, tap Personalize.
@ Select Account Picture.

Tap Browse to locate a picture on
your tablet or in the cloud.

Select the location where the picture
you want to use is stored.

® Tap to select the picture you want to
use as your account picture.

Q Tap Choose Image to make the
change.

ATV ——

You can choose apps

as well as locations that
might be storing your pic-
tures. If you do this, you
can select pictures stored
in any cloud services con-
nected to your tablet. For
example, use the Photos
app to select any picture
on your SkyDrive, Face-
book, or Flickr accounts, if
you have them.

=

S
oA

o

PC settings

Personalize

Users

Notifications

Search
Share
General
Privacy
Devices

Wireless

Case of Access

Lock screen

-

-

%

Pl

i

Browse

Create an account picture

E Camera I

Start screen

Account picture

-net look left small
29/11/201112:11220 96.1 KB

_net Awards 2011-20111124-608

29/11/201112:10:29 2.05 MB

_net Awards 2011-20111124-613

29/11/201112:10:10 1.51 MB

®

S I(y . rive v avatars on Simon’s SkyDrive

= avatar for bus cards with ms tag
N 16/01/2011 11:18:29 687 KB

2 avatar for bus cards

N 18/02/2010 11:18:57 124 KB

DSCO0083
09/12/2010 11:3%:59 2.83 MB

Instant access to apps to
create an account picture

metroizeme
ﬁ 15/05/2012 11:45:15 338 KB

metroizemeZ
15/05/2012 11:44:57

J] Simon May - head
16/08/2011 12:10:47 185 MB

Choose image

Cancel

Personalizing Windows
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Personalizing the Desktop

The no-compromises experience of Windows 8 means that you exact liking, or you might decide to use a theme based on your
might well spend time using desktop applications, and there is favorite game. All settings for the desktop are personalized
much to personalize about this experience, too. The desktop from the Control Panel and are stored in a theme.

wallpaper or the color of Windows can be customized to your

Open Desktop Personalization

‘ Tap and hold a blank area of the
desktop. TR R .
‘ On the options list that appears, tap :Z:::; '
Personalize. -
Paste shortcut
Undo Delete Ctrl+2Z

Graphics Properties...
Graphics Options 3
New 3
E=  Screen resolution
W Gadgets

.— =2  Personalize

Desktop personalization settings are also available from the
Control Panel or by typing Personalization into the Search
box.
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‘ Select a theme to use. '

‘ Tap Desktop Background to set a

P : 4 Personalizat - O
specific picture or group of pictures 8 ersonalization
as the deSktOp baCkgrOUnd. @ -1 n’-jl Control Panel ltems\Personalization| wl & Search Co.. @
@® Tap Window Color to change the Control Panel Home o e visuals and sound e
. ange the visuals and sounds on your computer
color and transparency of windows..
Change desktop icons Click a theme to change the desktep background, color, sounds, and
Change mouse pointers screen saver all at once,
My Themes (2) 63

Custom Synced Theme

Get more themes online
Windows Default Themes (3)

Bon

_ ey

Windows Earth v
See also F w JJ}J’ b@
Display ad | @
Tackbar Defctop Cofer Sounds Screen Saver
' . " Backfround p : Wi -

You'll notice a theme called Synced Ease of Access Center . . Autorhatic  Windows Default MNone

Theme." This theme follows you across ! I

different Windows 8 devices.

|
‘ ‘ Sound schemes and

Screen Savers can also
be selected here
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Get More Themes Online

. Tap the Get More Themes Online link.

. From the Microsoft website that
appears in your browser, select the
Download link for the theme you
want to use.

86 Personalizing the Desktop

My Themes (2)

—

Unsaved Theme Synced Theme

Savetheme  Get morethemes onlin_‘
Aero Themes (2)

&

Windows MNature

nP-BC l-'f Windows 7 themes - Micro... *
AW,

click Download, and then click Open. This will apply the theme to

d save it on your PC.
[j!‘ @;ﬁg oiNg

Agqua Dynamic Australian Shores Best of Bing: Australia 3 Best of Bing: China 2
Download | Details Download | Details Download | Details Doynload | Details




@ From the confirmation dialog box “
Da you want to apen or save Aqua.theme (1,83 KB) from download.microsoft.com? Open Save | v| Cancel | x
that appears, tap Open. I

. If the theme is live and can be ‘

updated by its creator, you will be

asked to confirm that you want to Apply theme

subscribe to the RSS feed. Select Subscribe to RSS Feed?

Download AttaChmentS This theme uses an RS5 feed for its desktop background.
Would you like to subscribe to the feed and configure it to

The theme appears |n the My Themes automatically download attachments?

area; tap the theme to select it.
< Download Attachments

‘_ Files will be automatically downloaded to your
computer.

= Do not download attachments
Only use a single image for your desktop.

My Themes (4)

—

Unsaved Theme Aqua Dynamic

. =

oiNg
B FEE R

Savetheme  Get morethemes online

Synced Theme
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Change Desktop Wallpapers for a
Theme

In the Personallzatlon WIndOW, tap @ - 1 g« Appearance and Personal... » Personalization v & Search Control Panel

Desktop Background.

Control Panel Home

Change desktop icons

Change mouse pointers

See also
Display
Taskbar

Ease of Access Center

If you don't want to have a picture as wallpaper, you can also
use solid colors. Simply select Solid Colors from the Picture
Location drop-down menu.

88 Personalizing the Desktop

Change the visuals and sounds on your computer

Click a theme to change the desktop background, coler, sounds, and screen saver all at
once.

My Themes (2)

“ .

Unsaved Theme Synced Theme

Savetheme  Get more themes online

=

Windows Flowers

Windows Default Themes (3)

2 B

Desktop Background Coler Sounds Screen Saver
Harmony Automatic Windows Default Elank

b




@ Browse for a folder containing pictures
to use as wallpapers or select from pre-
defined locations.

@ A1 T q_,« Perschalization » Desktop Background v & Search Co.. 0@

When you tap Browse, a folder list opens.
Tap a folder to select it. If it contains sub-
folders, they will expand. Tap OK when
the folder you want is selected.

. In the Desktop Background window,
select a picture to use as wallpaper by
selecting the check box in the upper-left
corner of the thumbnail; it is possible
to select multiple pictures and have the
wallpaper change through each selected
picture.

Choose Jour desktop tfackground

Click a picijire to make it yourfdesktop background, or select more than one picture to create a slide show.

Picture locjtion: | Windows Desktop Backgrounds w Browse...

Select a) Clear all

il
3
3
\

. Select how the wallpaper will be dis-
played: scaled to fill the screen, centrally
with a border, stretched, tiled, or fitted to
the most accommodating length.

4 Flowers (6)

] B ¢
BE (o

Picture position: Change picture every:

@®) Select how long to wait between
changes of the picture.

Tap Shuffle to have the wallpapers
shuffle and change randomly. Other-
wise, they will be changed in the order
in which they are selected.

15 minutes Shuffle

Changing wallpaper can impact bat-
tery life. Select the When Using Battery
Power, Pause The Slide Show To Save
Power check box to prevent wallpaper
changes from consuming battery power.

Save changes Cancel

Tap Save Changes to save your theme or
tap Cancel to abandon changes.
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Change Window Colors for a
Theme

@ In the Personalize window, tap Color.

90 Personalizing the Desktop

@ - 1 E« Appearance and Personal... » Personalization v & Search Control Panel

Control Panel Home

Change desktop icens

Change mouse pointers

See also
Display
Taskbar

Ease of Access Center

Change the visuals and sounds on your computer

Click a theme to change the desktop background, coler, sounds, and screen saver all at
once.

Wy Themes (2)

Synced Theme

Savetheme  Get more themes online
Windows Default Themes (3)

2 B

Desktep Background Coler Sounds Screen Saver

Harmony Automatic Windows Default Elank



' Tap a predefined color palette for
your window borders and taskbar.

' Select the check box to enable trans-
parent window borders and taskbar.

This check box might not appear if the
theme doesn't support transparency.

@ Move the slider to the right to make
colors more intense and vibrant and
to the left to make them less so.

As you do, you will see this reflected in
the taskbar and window borders cur-
rently on the desktop.

Select the Show Color Mixer option
to reveal the Hue, Saturation and
Brightness controls; select Hide Color
Mixer if you don't want to use them.

® Adjust Hue, Saturation and Brightness
to come up with the perfect color for
your desktop.

@ Tap Save Changes to save the new
colors or tap Cancel to abandon
them.

® 990 ©

o

Color and Appearance

=

i(_) - 4 u‘__.« Personalization » Color and Appearance

W O| | Search Co... © |

Change the color of your window borders and taskbar

e (_ ] 0T intensity:

L Hue:

Saturation:

= Brightness:

@ Hide color mixer

»
nl

i

[

il

Ca

| Save changes | | Cancel
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Syncing Settings Across Multiple Devices

Windows 8 includes the built-in capability to sync your settings possible to control which settings are synced from the More PC
with the cloud so that if you use more than one device, every- Settings link, which you can access on the Settings pane.
thing is set up just as you want it, on every device you use. It's

Enable Syncing of Settings Across
Multiple Devices

' Tap the Sync Your Settings category. P C Settl ﬂ g S

' You will first need to confirm the

device can be synced by authorizing Search

it in your Microsoft Account. Click

the Confirm This PC link; a browser Share

window opens in which you can do

this. General
Privacy
Devices
Wireless

, Ease of Access
To help protect your personal info, wi

trusted. )
‘_Confirm this PC Sync your settings |

Sync your settings HomeGroup
Sync settings on this PC WiﬂdOWS Upd ate
On L8

Settings to sync
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@ Tap Next to confirm your email
address

@ Tap OK.

To complete the process, you'll now
need to check your designated email Uodate emsil
account where you'll find a message N
from Microsoft asking you to confirm

that you really want to add this com-

puter. This is done for security, since Sizamiiy Ll Cancel
you wouldn't want just anyone syncing e o
computers to your account. Notifications

Permissions

Billing

Microsoft account

Overview Confirm WHITEHDW as a trusted PC

Edit Name Use your existing security info to help us make sure this is you. How can we contact you?

Password

Microsoft account

Check your email for a message from the Microsoft account team

Follow the instructions in the email to confirm WHITEHDW.

0K
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Change Sync Settings

‘ In PC Settings, tap Sync Your Settings.

PC settings

Search
Share
General
Privacy
Devices

Wireless

Ease of Access

Sync your settings

HomeGroup

Windows Update
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@ To turn on syncing of any settings,

ensure that Sync Settings On This PC
is On.

@ You can choose to sync many set-

tings, depending on how much of
your experience you want to follow
you from device to device. All set-
tings marked On will by synced. Any
changed setting is applied immediate
effect.

‘ Syncing is enabled by default under

Metered Internet Connections—
these are connections that Windows
believes cost you on a pay-per-use
basis, such as mobile broadband
(3G/4G/LTE connections), but it is dis-
abled by default when roaming.

Sync your settings

Sync settings on this PC
.—o" L |

Settings to sync

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

On L |

Desktop personalization
Themes, taskhar, high cantrast, and mare

On

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

tasc of Access
Narrator, Magnifier, and more
On

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

On il

App settings

Certain app settings and purchases made in an app
on |

Browser

Settings and info like history and favorites

on L |

Other Windows scttings
Windows Cxplorer, mouse, and more

on |

Sync over metered connections

Sync settings over metered cannections

on |

Sync settings over metered connections even when I'm roaming
.—Qﬂ | |

Syncing Settings Across Multiple Devices
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Changing Language and Regional Settings

Windows 8 is available in many different languages and with
many different regional settings to make your tablet more
natural for you. For example, if you live in the United Kingdom,
there is now a language pack that replaces Z's with S's and
words like “Favorite” with "Favourite.” Of course, regional set-

Add and Remove Languages

tings also control preferences such as currency denomination.
Multiple people can sign in to a Windows tablet and have dif-
ferent language settings. Most language Settings are found in
the Control Panel, but some are also available from More PC
Settings, which you can access in the Settings pane.

@ In the Control Panel, tap the Lan- m ‘

guage icon.

@ Tap Add A Language. &

Control Panel Home

Advanced settings Add languages you want to use to this list. The language at the top of your
Change date, time, or number

Language = = -

T |ﬁ$‘ <« All Control Panel ltems » Language v & | | Search Co... @ |

Change your language preferences

list is your primary language (the one you want to see and use most often).

Add alanguage Remove Moveup Move down

. formats

See also

Keyboard layout: United
English (United Kingdom

Kingdom) Date, time, and number
formatting

Options

Your language settings will roam with you from device to
device, so if you log on to any other Windows 8 computer, your
language settings should be the same as those on your tablet.
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In the extensive list of languages that
appears, find the language you want
to add.

Note that language variations such as
English are grouped together.

@ Tap Add to add the language.

Order languages such that the most
preferred is at the top.

Remove any extra languages. Note
that there must be a minimum of one
language.

Advanced settings
Change date, time, or number

formats

See also
Fonts

Location

v G| |Sr:arch|an... L ‘

@@ = 4 |€$ <« Lang.. » Addlanguages

Add a language

Use the search box to find more languages.

Group languages by: |Language name

ORI Malti

Malayalam Maltese

Mapudungun

Maori Mapudungun

| Cancel

v C-| | Search Co... P |

Control Panel Home

@@ = %|€$ » Control Panel » All Control Panel ltems » Language

e A7l @ language

Change your language preferences

Add languages you want to use to this list. The language at the top of your list is
your primary language (the one you want to see and use most often].

Remove

Moveup  Move down

Kingdom)

English (United

Keyboard layout|United Kingdorm

Date, time, and rlimber formatting Options

Keyboard layout|Maori Opticns

Changing Language and Regional Settings
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Change Advanced Language

Settings
ﬁ{ « ontrol Pan

In the Control Panel Language set- T [R <« Al Conkal?
tings, tap Advanced Settings. Control Panel Home of

@ On the drop-down menu that @—— Adanced sttings ad
appears, tap to use either the lan- Ehange date, fime, or number
guage list that you have defined pre- Ad
viously or US English as the Windows ’*
display language. This can be useful

if there are no languages in the lan-
guage list that you can read.

@ On the drop-down menu that
appears, tap to use either the lan-
guage list that you have defined
previously or US English as your input
language. This can be useful if there
are no languages in the list that are
available on your keyboard.

It's easy to switch between different languages.
Tap the keyboard icon on the Settings charm and
select one of your available configured languages.
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@ Select the Let Me Set A Different
Input Method For Each App Window
check box to use different languages
in each app on your desktop.

This is very handy if you need to enter
text in a specific app, such as chatting
in a different language.

@ Select the Use The Desktop Language
Bar When It's Available check box to
be able to change languages by using
a button on the taskbar.

The Options link helps to control the
language bar.

(® Automatic learning can help with
handwriting recognition but it
requires data to be sent to Micro-
soft’s cloud for processing. If you
have privacy concerns, you can turn
the feature off.

@ Tap Restore Defaults to go back to
your tablet’s original state, with the
same language settings you had
when you first unpacked your tablet.

Normally, all settings will use the lan-
guage lists, and other settings will be
disabled, with the exception of auto-
matic learning.

Tap Save to save the settings and
close the Advanced Settings dialog
box, or tap Cancel to leave settings
unaltered.

? 9 999 9

:(-:w + 1 €5 « AllControl Panel ltems » Language » Advanced settings v G Search Co... 0

Advanced settings

Override for Windows display language

If you want to use a display language that's different than the one determined by the order of your language list,
choose it here.

Apply language settings to the welcome screen, system accounts, and new user accounts

Override for default input method

If you want to use an input method that's different than the first one in your language list, choose it here.

Switching input methods

[7]Let me set  different input methad for each app window
[ ]Use the desktop language bar when it's available

Change language bar hot keys

Personalization data

This data is only used to improve handwriting recognition and text prediction results for languages without IMEs on
this PC. Mo info is sent to Microsoft. Privacy statement

e ®) L5 automatic learning (recommended)

(") Den't use automatic leaming and delete all previously collected data

Language for web content

[]Den't let websites access my language list. The language of my date, time, and number formatting will be used
instead.

m Festore defaults

ave Cancel

€= Advanced settings -0

m— )< |anguage list (recommended) Y]

m— | |<€ |anguage list (recommended) Y]

—®
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Change Date, Time, or Number
Formats

.—— Change date, time, er number list
formats

In the Control Panel Language set-
tings, in the Action pane on the
left, tap the Change Date, Time Or
Number Formats link.

@ Select the Format convention you'd
like to use as the basis for your
regional formats.

Customize the individual settings for
the date and time.

Q If the settings are not detailed
enough for you, it's possible to
explore further settings by which you
can make customizations, such as
changing the symbols for currency,
decimal points, or the measurement
system.

Tap OK to save the changes and close
the dialog box. Tap Apply to save the
changes and keep the window open
or tap Cancel to abandon changes.

T ﬁ$ <« All Control Pan

Contrel Panel Home CH

Advanced settings Ad

Ad

.

4 Region

Formats | Location I Administrative |

Format: English (United Kingdom)

Satch Windows display language (recommended)

Language preferences

Date and time formats

Short date: [dammyyy v
Long date: [ dd MMMM yyyy v]
Short time: [HH:mm v
Long time: [HH:mmiss v]

First day of week: | Monday

Examples

Short date: 10/07/2012
Long date: 10 July 2012
Short time: 01:35

Long time: 01:35:28

| Additional settings...

Apply

OO

ATy

for currency.

Using the Additional Settings button, it's possible to take fine grain control
over date, time, currency, and number settings. As a result, you can mix and
match localizations—for example, an Englishman in New York might like to
use date convention of the United Kingdom (dd/mm/yy) with the “$" symbol
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Change Location .

@ Tap the Location tab. = F— =
@ Select the location in which you [ Fomts | Lochion | Admisrative |
reside.

Some software, including Windows, may provide you with additional content

. for a particular location. Some services provide local information such as news
@ Tap OK to save settings and close the and weather.
dialog box. Tap Apply to save settings Home location:
and continue to make changes or tap United Kingdomn vl .

Cancel to abandon any changes.

ATy ~

Location settings can control some of the Windows features
that are available in your region, so if there isn't a Windows
Store in your region, you might need to change this setting to
a region that has the capabilities you require. You might also
have to do the same with your Microsoft Account.

Changing Language and Regional Settings 101



Change the Welcome Screen
Language Settings

4

Region

‘ In Region dialog box, tap the Admin-
istrative tab.

Tap the Copy Settings button. Note
that administrative privileges are
required.

@ Select to copy settings to the Wel-
come screen.

@ Tap OK.

® Tap the OK button to copy the cur-
rent language and region settings to
the Welcome screen.
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Formats | Location | Admini 1mti\re|

Welcome screen and new user accounts

View and copy your international settings to the welcome screen, system

accounts and new user accounts.

Language for non-Unicede programs

This setting (system locale) controls the language used when displaying
text in programs that do not support Unicode.

Current language for non-Unicode programs:

English (United Kingdom)

| %) Change system locale.. d new user accounts settings

welcome screen (system accounts) and new

(United States)

({United Kingdom) - United Kingdom
(United Kingdom)

Kin

(United States)

L)
| English {United Kingdom) - United Kingdom

nput language:

Format: English (United Kingdom)

Location: United Kingdom
Mew user accounts

Display language: English (United States)

English {United Kingdom] - United Kingdom

English (United Kingdom)

United Kingdem

Input language:
Format:

Location:

Copy your current settings to:

‘—_::I Welcome screen and system accounts

[ | Mew user accounts

The new user accounts display language is currently inherited from the
welcome screen display language.

‘ G | | Cancel




Working with Notifications

Apps on your Windows 8-based tablet are constantly doing the latest best-seller. There are multiple ways that apps will let
things in the background to ensure that your information is up you know what's happening, from icons on the lock screen to
to date. The Email app is constantly checking to see whether icons on the taskbar. Settings for these are controlled in dif-
there are new emails for you from your contacts; the mes- ferent locations, from the PC Settings screen and, for desktop
saging app is ready to receive chat messages from Facebook notifications, from the Control Panel.

friends; and your favorite e-reader is just waiting to download

[
Phil and Sara’s wedding U pcoming calendar
° Lansdowne Club appointment
Tomorrow: 12:00

Saturday 5 Ma

o M App notification
Icons

Notifications appear as
a pop-up window in the
upper-right corner of
your tablet’s screen

Toshiba HDD (D:)
Tap to choose what happens with removable

drives.
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Control Notifications

. In PC Settings, tap Notifications.

. Toggle app notifications on or off
globally.

. Toggle app notifications on only the
lock screen.

. Toggle if you want sounds to be
played with notifications.

® Toggle particular apps that can pro-
vide notifications.

Most apps that can provide notifica-

tions install with this feature enabled.
If you don't like an app or feel it's too
chatty (messaging can be), turn it off
here.

®
PC settings

Notifications

Show app notifications

Personalize on
Users
Show app nolifications on the lock screen
e o o —
Notifications " !
Search Play notification sounds
on [ 3
Share
General Show nolifications from Lhese apps
Privacy E Internet Explarer on C_ |
Devices Messaging On | [ ]

When you don’t want to receive notifications for a short
time, tap the Settings charm and then tap Notifications.

From here, you can select to hide notifications for a

period of 1 hour to 8 hours.
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Control Desktop Notifications Notification Area lcons i @

@ In the Control Panel, tap Notification

Area Icons. L . .
Notifications will only Icons and Causes icons to be ever
i e drop-coun meny, o o oo, ey Peniand noiatons
Notification Area icon, select the
behavior you desire.
N|tification Area Icons - o lil |
When the icons are configured as .

, . T <« All Control Panel ltetfis » Motification Area lcons v & Search Co.. j
you'd like, tap OK to save the set- ©
tings and close the dlalog box or tap Select which icons and i|otifications appear on the tajkbar
Cancel to abandon the changes.

If you choose to hide icons and|netifications, you won't be notified ajiout changes or
updates. To view hidden icons |t any time, click the arrow next to the]notification
area on the taskbar.
A
lcons Behaviors
H—ﬁ ,Sﬂcti.on anter Show icon and notificatiorl v
olve PCissues: 1ijnpo..
Hide icon and notifications
w ESI‘E-'EEhargecl (100%) Only show notifications
atl gm:;\rlnternet — Show icon and notifications v
0 g;g;::s (USB): 100% Show icon and notifications v
L] Z:L’;i?;?‘:niﬁ_l::;rdwam Only show notifications v y
Turn system icons on or off
) ) Restore default icon behaviors
In the same way as COI’]trO”ing notification Always show il icons and notifications on the taskbar
icons, other elements of the Notification
Area can be controlled, too. Tap the Turn 0K ance!

System Icons On Or Off link; each can be

WIGICICUEE G TR Items S B All above settings  Restores all icons and notifications
the clock, to access these settings. will be ignored  to the default behavior, normally
\ J when selected  Show icon and notifications
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Improving Ease of Access

Many people find using a computer to be challenging due to use, if you need to. Some features, such as voice control,
to physical conditions that can impede some ways of using a are also useful if you just want to occasionally rest your typing
device. This is even true of tablets. However, Windows 8 imple- fingers.

ments some excellent controls that can make your tablet easier

High contrast makes all
on-screen elements far
clearer by changing color
schemes to emphasize
critical elements

Photos

Desktop
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Enable Ease of Access Features

In the Settings panel, tap the More
PC Settings link, and then in PC Set-
tings, tap Ease Of Access.

Q Toggle to display a system-wide high-
contrast color scheme; changes are
applied instantly. Tap a second time
to turn the setting off.

@ Toggle to increase the size of all on-
screen elements; changes applied
instantly.

@ Toggle the shortcut key combination
for starting the narrator, the magni-
fier, and the on-screen keyboard.

This can also be achieved by using the
hardware buttons (Volume Up and
the Windows button, for example) on
your tablet, not just on an attached
keyboard.

@® Change the duration for which notifi-
cations are shown; if you read slowly,
this can be invaluable.

‘ Change the thickness of the cursor
when entering text into boxes in
applications to make the cursor easier
to see.

PC settings

Search
Share
General
Privacy
Devices

Wireless

Ease of Access

Sync your sgftings

Ease of Access

High conlrasl

Off [ — |

Off

Your display doesn't support this setting.

Pressing Windows + Volume Up will turn on

Narralor

Show natifications for

5 seconds

Cursor thickness

| 1 =

©©0® ©0
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Use the Computer Without a Display W Fase of Access i
|.® Let Windows suggest settings _.
Optimise visual display I
From the Control Panel, select Ease
Of Access to open the Ease Of Access

Center. . .
. Use the computer without a display
@ Tap Use The Computer Without A . =gt for bindne= l
Display.
@ Use the computer without a display = B
Select the check box to have the Narra-
tor read out on-screen prompts or text © v 1 @ « Ease.. » Usethe computer witho... v & |  SearchCo. 0@
within an application.
Select to have the Narrator explain what Use the computer without a display _ .
. . . . .. . When you select these tools, they will automatically start each time you sign in.
is happening in videos. This is only avail-

able for videos that support this feature. Hear text read aloud

e || Turn on Marrator

‘ Tap the Set Up Text To Speech link to
control settings such as the voice used
for narration and the speed at which the
narrator talks.

Marrator reads aloud any text on the screen. You will need speakers.

e [ ] Turn on Audjo Description

Hear descriptions of what's happening in videos (when available).

Unnecessary animations can cause a —— Setup Text to Speech

delay when the narrator is speaking while
the animation completes. Select this to
turn off designated box speeds narration.

Adjust time limits and flashing visuals

[]Turn off all unnecessary animations (when possible)

How long should Windows notification dialog boxes stay open?

When notifications appear on screen,

they might not remain long enough for
the narrator to explain them and for you
to respond; increase the length of time Seealso

here If required Audio Devices and Sound Themes
, .
Learn about additional assistive technologies online

— | 5 seconds ]

© 9000

Tap OK to save the changes and close the
dialog box. Tap Apply to save changes
but remain in the Ease Of Access Center
or tap Cancel to abandon changes.

QK Cancel Apply
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Make Your Tablet Easier to See

- Make the computer easier to see |
In the Ease Of Access Center, tap the task * Optimise visual display _(l :)
labeled Make The Computer Easier To See.

Select to enable a key combination that will

. . e - 0O
displays a high-contrast screen theme and con- © | Mekethe computereasierto see =
trol the notifications when entering that theme. © 27 1 @ Mibethewompuis. v O] | S £
Select Turn On Narrator and Turn On Audio Wb e o iy s e e peusie
Description to have on-screen items read to High Contrat

. Choose a High Contrast theme
you by the WIndOWS Narrator %Tumnn or off High Contrast when left ALT + left SHIFT + PRINT SCREEN is pressed
. . When using keyboard shortcuts to turn Ease of Access settings on:
@ Tap the Change The Size Of Text And Icons link ) Display a warning message when uing a seting on
to quickly adjust display settings that increase the EMake asound when turming  stting on or off
size of screen elements and title bar, menu, mes- Hear tectand descnptions read aloud
sage, and other on-screen text sizes. (:) e

[[]Tum on Audie Description

@) Select this check box to enable a magpnifier that
you can use just like a.magnlfylng glass to tem- e g o e s g
porarily increase the size of areas of the screen. Change the sie of tos and icons

[1Tum on Magnifier

@ Tap the link to quickly access desktop per- @ ] Mecnifie zooms in enywhere on thescreen, and makes everything in thet ares lrger,
. . . . You can move Magnifier around, lock it in one place, or resize it.
sonalization settings to change how windows

Make things on the screen easier to see
appear' @_ Adjust the coler and transparency of the window borders
. . . Fine tune display effects
Adjust how thick the cursor is on screen; bk the ocos ectngle thicke
makmg it thicker can make it clearer. Set the thickness of the blinking cursor: |1 v|  preview: lIl__@

Disable animations that can take time and be .—|:|Tumuffa\lunnecessaryammalions(ﬂhenpussible]

Visually diStraCting. : TRsmnvP backgraund images (where availahle)
See also

Remove background images that can make Personalize appearance and sound effects
reading text Or other elements hard. Learn about additional assistive technologies online

Hear descriptions of what's happening in videos (when available).

(=)

0K Cancel Appl:

tings but keep the window open, or tap Cancel 2 2
to abandon changes.

@ Tap OK to save settings, tap Apply to save set- .
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% Use the computer without a mouse or keyboard |
Set up alternative input devices |

Use Your Tablet Without TOUCh' a @ Use the computer without a mouse or keyboard — ©
Mouse, or Keyboard

(—:l - T 'ZCE'Z' « Ease.. » Usethe computer.. v O Search Co.. R
In the Ease Of Access Center, tap Use
The Computer Without A Mouse Or Use the computer without a mouse or keyboard
Keyboard_ When you select these tools, they will automatically start each time you sign in.
@ Select the Use On-Screen Keyboard Type using a pointing device
check box to enable all desktop appli- []Use On-Screen Keyboard
cations to use the on-screen keyboal’d. Type using the meouse or another pointing device such as a joystick by selecting keys

This keyboard will mirror any input on a from a picture of a keyboard.

physical keyboard.

HAvoid using the mouse and keyboard
@ Tap the Use SpeeCh Recognition link to @— Speak into a microphone to control the computer, open pregrams, and dictate text.

begin training your computer to under- Use Speech Recognition
stand your voice. This is the ideal way
to begin using your computer without See also

touch, keyboard, or mouse, but it takes
time to train. The training process is

simple thanks to extensive wizards that
help familiarize you with using your voice @ oK Cancel
for control.

Apply

—
= On-Screen Keyboard =

@ Tap OK to save settings, tap Apply to
save settings but keep the window open,
or tap Cancel to abandon changes. = 2 [ : : 0o - = Home PgUp

!

Enter End PgDn

N\ 5 ( j . . Insert  Pause

'® =

Shift S Scri
The on-screen keyboard available within Ease . J e e
Of Access is different from the touch keyboard ) Options Help

on your tablet. While it is still touch friendly,
there are many more keys and the keys are
significantly smaller. It does, however, provide
visual feedback by highlighting keys when
using a physical keyboard.

Visible feedback is great, but be wary of others watching over
your shoulder while you type your password!
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Setting Default Programs

You can use program defaults to determine which specific pro-
gram will automatically open specific types of files, perform
tasks, or start automatically when media such a USB keys are

trol Panel either by selecting the types of files a program will

open by default or by selecting the program that will open by

default when you want to open a file.

inserted into your tablet. You can configure this from the Con-

Set Programs for Specific Tasks

In the Control Panel, tap Default
Programs and then tap Set Program
Access And Computer Defaults

If you want to use a profile that by
default uses only Microsoft software,
select the Microsoft Windows option.

If you want to use a profile that by
default uses non-Microsoft software if
installed, select this option.

@ Select Custom to create a profile that
you manage.

@ For each type of program—web
browser, email program, media player,
instant messaging program, Java
virtual machine, and so on—select
whether to use your current applica-
tion or the Microsoft default.

@ Select this check box to determine
whether you want to totally disable
the Microsoft default application to
the extent that it is unavailable on
your tablet.

Tap OK to save settings and close the
dialog box, or tap Cancel to abandon
any changes.

| Set program access and computer defaults
L]

Control access to certain programs and set defaults for this computer.

i_@

®

7

A pregram configuration spefifies default programs for certain activities, such as Web browsing or sending e-mail, and
which programs are accessib: from the Start menu, desktop, and other locations,

Choose a configuration:

I

) Microsoft Windows

@_‘_

«

Mon-Microsoft

»

Custom

Choose a default web browser :

(®) Use my current Web browser

Set Program Access and Computer Defaults = =

) Internet Explorer Enable access to this progrars

Choose a default e-mail program :

(@) Use my current e-mail program
Choose a default media player:

(®) Use my current media player

() Windows Media Player Enable access to this program

Choose a default instant messaging program :

(®) Use my current instant messaging program

Choose a default virtual machine for Java :

(®) Use my current virtual machine for Java

Mote: If a program does not respond to your choice to enable or remove access to it, please contact the vender of
that program.

oK Cancel Help
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Set a Program as the Default for
Files It Can Open

@ In the Control Panel, tap Default Pro-
grams and then tap Set Your Default
Programs.

@ Select the application for which you
want to change the defaults.

To quickly set the program as the
default for opening all the file types
for which it is capable, tap Set This
Program As Default.

@ Tap Choose Defaults For This Pro-
gram to select the individual files
types that the application is capable
of opening.

. Only file types that the program can
open will be listed. Select the check
box each file type to associate with
the program.

If you want to select all the file types
available, select the Select All check
box; this is the same as performing
step 3.

@ Tap Save to commit the changes or
tap Cancel to abandon them.

. Tap OK to close the dialog box.
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I

® o

—
@_—) - 1 < Il Control Panel Ite

Set your default pr{grams

Set your default programs

Make a program the default for all file types and protocols that it can open.

- o N

Search Co... 2@

Set Default Programs

ms k Default Programs » Set Default Programs v O

2]

To set a pregram as the cf:fault for all file types and protecels it can open, click the program and then click Set as default.

=
Programs

llj Reader

sMedio Truelink+
?Sport
101 Travel
[E] video
@ Weather
[E=]Windows Contacts
-1 Windows Disc Image Burner
15 Windows Live Photo Gallery
@Wmdows Media Player
@Wmduws Bdedia Blaser _.
[El WordPad
ER b Srmartfilace
<

~ =7 Windows Photo Viewer
Microsoft Corporation

Windows Photo Viewer is the built-in picture viewer that allows users to
easily view pictures as well as e-mail and burn them to CDs.

This program has 1 out of 12 defaults

— > Set this program as default
Use the selected program to open all file types and protocols it can open
by default.

2 Choose defaults for this program
Choose which file types and protocols the selected program opens by
default.

(iK

F= 7 Windows Photo Viewer
Microsoft Corporation

[[] Select All

© ® | ®

Nam; Descri...  Current D
Extensions

[¥][& .bmp BMP File Windows
[¥][#@ .dib DIBFile Windows

W[ jfif  JFIFFile  Windows
[V jpe JPEFile  Windows
[V][= jpeg JPEGFile Windows
M= .jpg JPGFile  Windows
[VI[= o IXRFile  Windows

[ = OBIE Cile VAfimad

[]|=].gif GIFFile  Not selected

efault Q

Photo Viewer

Photo Viewer

Photo Viewer
Photo Viewer
Photo Viewer
Photo Viewer

Photo Viewer

Dlonda Ui

Save Cancel




§=| Associate afile type or protocol with a program l
. . . Make a file type or protocel (such as .mp3 or http://) alway,_‘
Set Which Program Opens Specific open in  specific program. |

Files
Set Associations - B
. In the Contr0| Panel, tap Default Pro- @) + 4 [£] « Default Programs » Set Associations AN ) Search Co... @
grams and then tap Associate A File @
Type Or Protocol With A Program. Associate a file type or protocol with a specific program
. ps Click on an extension to view the program that currently opens it by default. To ch the default
. Se|eCt the CheCk bOX for the SpeCIfIC program, click Change program. veP ’ o
file type or protocol on which to work @ Microsoft Management Console
@ Tap the Change Program button Hiesen Corporeten Shange pogam.: __‘
N = D L ~
@) On the pop-up menuy, tap the pro- = sserptien S
gram that you want to set as the [l mpo MPO Fle photos
d f It = mpv MPV File Windows
erault. mp2 MPV2 File Not selec
B mav MQV File Windows
® If the program you want to be ’default ot M Fie ohores
for this file type or protocol isn't & .mw MRW File Not selec
”Sted, tap More Op‘tions, .ms-one-stub Microsoft OneMote Stub Microsof
‘ = Microsoft Commen Console Document i
. Tap Look For An App On The Web = .msg Outlook ltem Microsof
to search by using the Microsoft site 5 .msi Windows Installer Package Windows
for apps that are knOWn tO Open thlS ﬁl.msp. . W?ndowslnstaller Pat.ch o W?ndows
. oL .msrcincident Windows Remote Assistance Invitation Windows
type Of ﬁle or prOtOCOI' [ .msu Microsoft Update Standalone Package Windows ,
@ Tap Look For An App In The Store to :
find an app from the Microsoft Store How do you want to apen this type of file (xs)?
that can be used to open this type of Close __‘

file or protocol. .__E Internet Explorer

Tap Look For Another App On This

PC to browse to the location of the E Notepad .——Lookfcr 3n 2pp on the web

program files for the app with which .

you'd like to open this type of file or \WordFad .__LDOH‘” an app in the Store

protocol. .——Look for another app on this PC
@ Tap Close to complete the changes. .__M‘”e options
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Change What Happens When
Specific Media Is Inserted

@ In the Control Panel, tap Default Pro-
grams and then tap Change AutoPlay
Settings.

@ Select the Use AutoPlay For All Media
And Devices check box to be less
detailed with your setting. AutoPlay
will be used in all cases when media is
inserted, even if no action is defined
in advance.

Q For each type of removable device
or media, select from the following
actions to perform: Take No Action,
Open Folder To View Files (File
Explorer), or Ask Me Every Time.

Q If there are different types of content
that are regularly associated with a
specific type of device or media, set-
tings can be more detailed, including
opening a particular program that
can use the content.

@ Scroll down to explore all options.

Q Tap Save to keep the changes or tap
Cancel to abandon them.

E& Change AutoPlay settings |
Play CDs or other media automatically

o) AutoPlay = =

i(__-) - 4 E]« All Control Panel ltems » AutoPlay v & Search Co.. @

Choose what happens when you insert each type of media or device @

._ [#] Use AutoPlay for all media and devices

Removable drives

o Removable drive
._ Choose a default v
[] Choose what to do with each type of media
=] Pictures

Choose a default

|E| Videos
Choose a default
|| Music

% Choose a default

| Mixed content
Choose a default

Camera storage
(&l Memory card
Choose a default v

Save Cancel

Ll

®©

You can also define what happens with a specific device, such as your camera or personal music device, when
it is inserted. Plug in the device before trying to set things up; otherwise, it will not appear in the list.
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Changing Power Consumption

Your tablet will consume power constantly. Even when it is in Ensuring that you're using the most efficient power schemes,
sleep mode, some power will be consumed. When in sleep depending on the tasks you're doing, will give you optimal
mode, your tablet will wake momentarily to update apps that performance and battery life. It's also useful to have control
are allowed to run in the background, such as email, so that over security and what happens when you eventually run out
they contain the latest information when you next power on. of battery.
Choose the Optimal Power Plan . i
1& Power Options |—®
In the Control Panel, tap Power
Options.
. 2 Power Options = =
@ Select a predefined power plan that -
beSt meets yOUr needs :(-} * 4 %« All Control Panel ltems » Power Options v & Search Co... 0@
2]
The Balanced plan at.tempts to b.al' Control Panel Home Choose or customize a power plan
ance performance Wlth battery llfe; Require a password on wakeup j.polwe:jp.la; isa co:lection D)f :ardware and;}rstem settings (like
isplay brightness, sleep, etc.) that manages how your computer
Power Saver attslrnptsdto SfaVe as much shoosewhatthe power button uses power. Tell me more about power plans
energy as possible and is far more oes
. .. Pl h the batt et
aggressive at restricting performance  Createa power plan a_'f; :"";"( o EW:“?' L
¥ Choosewhen to turn off the (@) Balanced (recomme ange plan settings
to save energy. display Automatically balances performance with energy —@
@ Tap the Change Plan Settings link to ® Change when the computer consumetion on capable hardware.
. . , . sleeps - .
either view the plan’s details or to O Power saver Change plan settings
. . Saves energy by reducing your computer's —@
change the settings in a power plan. performance where possible.
@ Expand this section to show other ke Show additions! lans @,__@
power plans on this device. Personalization
. . . Windows Mohbility Center
High performgnce is defined by User Accounts Screen brightness: ©
default and will attempt to favor

better performance at the expense of
energy efficiency. Custom plans are
also shown here.
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Create a Custom Power Plan

In the Control Panel, tap Power

Options, and then in the Action pane,
tap the Create A Power Plan link.

Control Panel Home

Require a password on wakeup
Choose what the power button

does

. ‘——Create a power plan

@ Select a power plan on which to base 8 Choose when o tum offthe
your new power plan. dlisplay

W Change when the computer

@ Enter a meaningful name for the plan. sleeps

Tap Next to begin customizing the
plan.

@
®

Create a Power Plan

Y

- 4 3« Power Options » Create a Power Plan v & Search Co.. 0

Create a power plan
Start with an existing plan and give it a name.

') Balanced (recommended)

Automatically balances performance with energy consumption on capable hardware.
() Power saver

Saves energy by reducing your computer's performance where possible,
(") High performance

Favors performance, but may use more energy.

Plan name:
iy Custom Plan 1
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. Select the length of time after which
to dim the display, turn the display
off, and put the computer to sleep, as
well as the level of screen brightness
for the plan.

® Tap Create to save the plan.

. If you'd like to configure further
options after the plan is created, tap
the Change Plan Settings link next to
your new plan.

. Tap the Change Advanced Power
Settings link to change very detailed
aspects, such as which USB devices to
power down when in sleep mode.

. Tap Save Changes to save the
changes to your power plan.

2 Edit Plan Settings > B

ni(__-) - 4 3« Power Options » Edit Plan Settings v & Search Co.. 0@

Change settings for the plan: My Custom Plan 1

Choose the sleep and display settings that you want your computer to use.

j On battery 49 Plugged in
O Dim the display: 2 minutes v | |5 minutes v
2 Turn off the display: 5 minutes v 10 minutes v .
W Putthe computer to sleep: | | 15 minutes v 30 minutes v
"¢ Adjust plan brightness: v % o &

Create Cancel

Plans shown on the battery meter I

®

Change advanced power settings

Save cI]anges Cancel

®
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Require a Password When Your
Tablet Wakes

@ In the Control Panel, tap Power
Options, and then in the Action
pane, tap the Require A Password On
Wakeup link

. To avoid accidental changes, most
settings are unavailable. Tap the
Change Settings That Are Currently
Unavailable link to enable access to
the settings.

Note that you will need administrative
access.

If you want to enable a password,
select the Require A Password (Rec-
ommended) check box. This is the
default setting.

If you want to disable passwords,
select the Don’t Require A Password
check box. This will prevent pass-
words on startup.

. Tap Save Changes to save and close
the window.

Disabling passwords makes your information
vulnerable if someone picks up your tablet.
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Control Panel Home

Require a password on wakeup

Choose what the power button

does

Create a power plan

L-‘) Choose when to turn off the

display
W Change when the computer
sleeps L
B System Settings
— y 9
(z - -
'5_‘) * 4 3 <« Power Options » System Settings

Define power buttons and turn on password protection

Choose the power settings that you want for your computer, The changes you make to the settings on

this page apply to all of your power plans.
. '{'_j' Change settings that are currently unavailable

Power button settings

j On battery

When | press the power T v

button:

Password protection on wakeup

=) Require a password (recommended)

When your computer wakes from sleep, no one can access your data without entering the
correct password to unlock the computer, Create or change vour user account password

v G

A9 Pluggedin

Sleep

. Don't require a password

When your computer wakes from sleep, anyone can access your data because the computer

isn't locked.

Shutdown settings

| Turn on fast startup (recommended)

This helps start your PC faster after shutdown. Restart isn't affected. Learn More

| Sleep
Show in Power menu.
Hibernate
Show in Power menu.
| Lock
Show in account picture menu.

Save changes

- o EE

Search Co.. @




Change Power Buttons and Behavior

In the Control Panel, tap Power Options,
and then in the Action pane, tap the
Require A Password On Wakeup link.

Most settings are unavailable to avoid
accidental changes. Tap the Change Set-
tings That Are Currently Unavailable link
to enable access to the settings. Note that
you will need administrative access.

@ Configure whether you want your tablet
to sleep or shut down when you press the
power button.

Select this check box to enable your com-
puter to boot more quickly if it shuts
down.

@ Select the Sleep check box if you would
like to have quick access to put your tablet
to sleep from the Settings pane. You can
also do this by tapping the hardware
button, which is unaffected by this setting.

@ Select the Hibernate check box to enable
an entry in the Settings pane that will allow
you to quickly hibernate (save settings and
shut down) your tablet.

@ Select the Lock check box to have a Lock
item appear on your Account Picture
menu.

Tap Save Changes to save the changes and
close the dialog box.

Control Panel Home

@—RequirE a password on wakeup

Cheoose what the power button
does

Create a power plan

e -
= gi’;: System Settings - B
W Cha | o . X o

€) - 1 %« Power Options » System Settings AN ] Search Co... @

sleg|

Define power buttons and turn on password protection

Choose the power settings that you want for your computer. The changes you make to the settings on
this page apply to all of your power plans.

:;' Change settings that are currently unavailable

T

Power button settings

j On battery A9 Pluggedin

N When | press the power -
®_-J button: Do nothing v Sleep v

Password protection on wakeup

® Require a password (recommended)
When your computer wakes from sleep, no one can access your data without entering the
correct password to unlock the computer, Create or change vour user account password

Don't require a password
When your computer wakes from sleep, anyone can access your data because the computer
isn't locked.

Shutdown settings

Turn on fast startup (recommended)

This helps start your PC faster after shutdown, Restart isn't affected. Learn More
=| Sleep

Show in Power menu.

Hibernate

Show in Power menu.

Lock

Show in account picture menu,

T

Save changes Cancel

Changing Power Consumption
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Connecting to
Wi-Fi, the Internet,
and Bluetooth

our tablet is a very mobile device; you'll be able to take it
with you almost anywhere you go. If you're sitting in the back

Connecting to Wi-Fi of the car on a long journey watching movies or if you want to

. ) play the latest games or view photos you've just taken with your
Connecting Your Tablet to Mobile digital camera, you could probably live without connecting to
Broadband the Internet. Otherwise, most of the time, you probably want to
Connecting to Bluetooth Devices be online.

We live in a very connected world, and your tablet is no

Using Advanced Network Settings exception. Access to the Internet is probably almost as important

Sharing Files and Media with to you as air.

HomeGroup Windows 8-based tablets commonly use either a wireless

Syncing Your Tablet and Other (Wi-Fi) or mobile broadband (3G/4G/LTE) network to get you

Computers online. In this section, we'll look at how your tablet connects to
. those types of networks and how Windows helps manage net-

Taking Your Tablet on a Plane works. Of course, your tablet can also talk to Bluetooth devices,

such as headsets and speakers, and can even network with other
devices, so we'll take a look at those settings too.

Sharing media and files with other devices is also a must,
and Windows helps here, too, with HomeGroup and profile
syncing.
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Connecting to Wi-Fi

You won't want to use your tablet in isolation forever. The most
common way to connect to the Internet is to connect to a
Wi-Fi network. Your tablet will connect to most Wi-Fi networks,
provided that you have the right information, such as a PIN,
password, or access to a special button on the router. If you

Connect to a Wi-Fi Network

@ From the right edge of the screen,
swipe inward and then tap the Set-
tings charm. In the Settings panel,
select the networking icon.

Notifications

Note that the icon changes if your
tablet is connected to a network
already, but it's always the upper-left
icon.

@ Tap the name of the network you
want to join.

ATy

Most home Wi-Fi networks will just need you to enter
a PIN or password (security key) that you already
know. If you're in a public place, you might not need
to enter a password to connect but you could be
presented with a webpage requiring a logon.
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have a business tablet, your administrator might have set it up
already. When set up, Windows remembers all Wi-Fi networks
you've connected to and will attempt to reconnect automati-
cally, so you will need to know how to manage them to, for
example, change passwords.

Screen

ENG

Power Keyboard

Change PC settings

(© Networks

Connections

Hpme VPN

Wi-Fi
GorillaN

BTBusinessHub-841



‘ Select the Connect Automatically
check box to have Windows remem-
ber the network and join it automati-
cally in the future.

@ Tap Connect to connect to the
network.

‘ You will probably be asked for a net-
work security key of some type. It
can be a number or text and might
be written on the router. If you're in
a public Wi-Fi hot spot, you might
need to ask for the password.

® Tap Next to complete the connection.

(© Networks

Connections

Hpme VPN

Wi-Fi
BTBusinessHub-841

GorillaN

Connect automatically

@ Networks

BTBusinessHub-841

Enter the network security key

Connecting to Wi-Fi
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Change a Wi-Fi Network Security
Key

@ From the right edge of the screen,
swipe inward and then tap the Set-
tings charm. In the Settings panel, tap
the network icon.

If you're connected, it will have the
name and signal strength of your cur-
rent Wi-Fi network.

Q Tap and hold the network for which
you want to change the security key.

@) Tap the View Connection Properties
menu item. The desktop will appear.

Q In the Wireless Network Properties
dialog box, you can change settings
for the current network. Change the
password to match your Wi-Fi net-
work password; you might need to
tap the keyboard icon on the taskbar
to reveal a keyboard.

Q Tap OK to save the changes.
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I‘:) 2

GorillaN 100 Screen

= | d) ENG

Notifications Power Keyboard

Change PC settings

Change the
security type of
the network if
you changed this
on your home =——=eaurity tipe:
network

Connection | Security

Encryption type:

.— Metwork security key | sesenes|

Select this check

Wireless Network Properties

© Networks

Show estimated data usage
Set as metered connection
Forget this network
Turn sharing on or off

‘—View connection properties

Connected |

WPA2-Personal v

acs S—————|f the encr%ption
type has changed,
ensure that it

| Show characters

box to stop the
network security
keﬁ from bein
obscured wit
splodges so that
you can check that
the password is
typed correctly

Advanced settings

matches your net-
work here




Remove a Wi-Fi Network

In the Settings panel, tap the network |‘,) =
icon. If you're connected, it will have ——— . e
the name and signal strength of your
current Wi-Fi network.

= | (') ENG
Tap and hold the network you want M B Keyboard
the tablet to forget.

Q Tap Forget This Network. Change PC settings

Show estimated data usage

Set as metered connection

Turn sharing on or off

View connection properties

Connected il

Forgetting networks is an easy way to
reset the password security details again,
which is especially useful if you change
the password on your Wi-Fi network.
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Disconnect a Wi-Fi Network

In the Settings panel, tap the network =
icon. If you're connected, it will have GorilaN Sereen
the name and signal strength of your
current Wi-Fi network.
= | ENG

Tap the name of the network from Notifications Keyboard
which to disconnect.

. Tap the Disconnect button. Change PC settings

Connected il
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Connecting Your Tablet to Mobile Broadband

Tablet devices can be taken with you anywhere, but often you'll
find that you don’t have access to a Wi-Fi network. Luckily,
Windows 8 has built-in mobile broadband capabilities, mean-
ing that as long as you have a cell signal, you will probably be
able to access a mobile cellular network for mobile broadband.
Of course, many of these types of connections have limits on
the amount of data that you're allowed to transfer in a month;
sometimes the limit is enforced by the cellular carrier, but

Connect to Mobile Broadband

‘ In the Settings panel, select the net- GorillaN
work icon. If you are currently con-
nected to a wireless network, it will
show the signal strength and name

of the network.

Notifications

‘ Select the Connect Automatically
check box to have your tablet always
connect to the network when the
cellular signal of your carrier is avail-
able and better than any available
Wi-Fi network.

‘ Select the Roam Automatically check
box to have Windows attempt to
connect to a cellular network with
which your carrier has a roaming
agreement. This is normally used

/

often it isn't. Even though the limits aren’t enforced, you can
still incur additional charges for going over your allotted limit.
Windows 8 has built in “metering” controls to help you to avoid
crossing those limits.

Your tablet will need to be equipped with a cellular radio and
SIM card slot, or you will need to insert a USB mobile broad-
band dongle to access mobile broadband. Consult your device
manual for details.

1)

100

Screen

Mobile broadband
3 Mobile broadband

Chang Estimated usage signal strength

338.76 MB duning last 60 days

@
If you have a limit
about tapping Co

when traveling.

Tap the Connect button to connect
to the network.

have a package fr

can incur high data charges. Also, be sure that you

ing affordable before you enable it.

ed-data allowance, be careful
nnect Automatically because this

om your carrier that makes roam-
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Disconnect Mobile Broadband

. In the Settings panel, select the net- |‘,) =
work icon. If you are currently con- . s S
nected to a wireless network, it will
show the signal strength and name of
the network.

= | d) ENG
Notifications Power Keyboard
Tap the Disconnect button to drop
the connection to your cellular

. Change PC settings
carrier.

Mobile broadband

3 Connected 1|

Estimated usage

338.79 MB during last 60 days
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Set Connection Metering

In the Settings panel, select the net-
work icon. If you are currently con-
nected to a wireless network, it will
show the signal strength and name of
the network.

@ Tap and hold the mobile broadband
connection for which you want to
control metering.

@ In the pop-up menu that opens, tap
Set As Non-Metered Connection
to exclude the connection from all
metering settings throughout Win-
dows, or select Set As Metered Con-
nection to include the connection
in all metering settings throughout
Windows.

— Set as non-metered connection

I‘:)

100

GorillaM Screen

Notifications

ENG

Keyboard

G

Power

Change PC settings

Connections

Unidentified network

Hide estimated data usage

Forget this network

View connection properties

voninected ?:|

e

Be aware that setting a connection as non-metered means that
extra usage of your mobile broadband connection will happen.
For example, by default Windows Updates are set not to down-
load over a metered connection, so if you set your mobile
broadband connection as non-metered, those updates will
download over that connection. Updates can be very large and
can incur data costs against your cellular plan.
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Control Activity on Metered
Connections ’

@ In the Settings panel, tap the Change m = Xbox 360
Offline

PC Settings link, and scroll down to

tap Devices. Wireless [PCISIMONBSLATERP
@ Toggle the switch for Download Over Ease of Access
Metered Connections to On to allow '
Windows to download device drivers Sync your settings Download over metered connections
over a mete red con neCtlon‘ HO meGrou To help prevent extra charges, keep this off so device software (drivers, info, and
D . ” th t . t p apps) for new devices won't download while you're on metered Internet
rivers are small programs at assIs connections.
Windows 8 in communicating with Windows Update off [ |
your hardware devices.
@ Scroll down further to the Sync Your ‘

Settings category.

@ Toggle the Metered Internet Connec-
tions switch to determine whether

settings will be synced with your - Sync over mitered connections

Microsoft Account and other devices Sync your settings _ _

across a mobile broadband con- Sync settings over me|zred connections

nection or when roaming on that HomeGroup on

Connection_ Sync settings over metered connections even when I'm roaming
Windows Update off ]

Enabling syncing of your settings or downloading drivers over
a mobile broadband connection might cause excessive use of
data and therefore incur extra cellular charges.
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Connections

Configure Advanced Settings

Unidentified network

Hide estimated data usage

@ In the Settings panel, select the network icon.
If you are currently connected to a wireless Set as non-metered connection
network, it will show the signal strength and
name of the network. Tap and hold the mobile

broadband connection. @_

@ In the pop-up menu that opens, tap View
Connection Properties.

Forget this network

—/iew connection properties

vuiinected T

Tap the Subscription tab to view information : : x|
about the connection, including phone numbers, S Mobc Brondband p"’pe"'e's@
IMEI numbers and IDs, and the service provider. @ % Subscripbon || profile [ security |

|
Jobile Broadband Properties ﬂ

w

@ Tap the Profile tab to access connection settings.

Subscription ‘;’Iﬁigﬁle | Security |

Access point: [Custom ] @

Access point name (APN):

Use The Access Point drop-down menu to Provider detaik
select from a list of preconfigured profiles that servee povder:
Windows detects that match the issuing ser-

vice provider of your SIM card.

Subscriber information
. IMSL: User name:
word for your connection. These are not usu- SIM 1CC I0:
ally unique for you; you can find them on your Tl ssnort s e psssner]
service provider's website or by calling them.

Select the Connect Automatically When This @
Network Is In Range check box to automati-

cally connect when in range of the cellular @
network.

Enter the APN, APN User Name, and APN Pass- Mabile number: @

™| Connect automatically when this netwark is in range

Allow roaming on this network

Select the Allow Roaming On This Network
check box to enable roaming automatically

when traveling outside your cell provider’s —

coverage.

@ Tap OK to save any changes. @
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Connecting to Bluetooth
Devices

There are many devices that you can con-
nect to your tablet, and depending on
what type they are, they might not require
a physical connection. Many devices can
be connected by using Bluetooth. This
includes headsets, printers, mobile phones,
wireless speakers, and many more.

Connect Bluetooth Devices

In the Settings panel, tap the Change
PC Settings link, and scroll down to
select Devices.

@ Tap Add A Device.

@ Wait for your Bluetooth device to be
detected. Ensure that the Bluetooth
device you want to connect is set to
pairing mode. (You might need to
consult the device’s manual.) When
detected, select the device.

Q Depending on the pairing type, you
will be presented with either a code
to match with that of your device or
you will be asked to provide a code
for your device. Follow the on-screen
instructions to complete the pairing.
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PC settings

Personalize
Users
Notifications
Search
Share
General

Privacy

Devices

Add a device

DMA2200 (i7jrmhtvrl10)
Offline
E Generic PnP Monitor
E Kitchen

Lenovo Enhanced USB Port Replicator

LifeCam Cinema

E LifeCam Cinema

@ Select a device

Compare the passcodes

MNOKIA Lumia 800
Phone

Do this passcode and the one on your NOKIA Lumia 800 match?

860092




Allow Your Tablet to Be Discovered
by Other Bluetooth Devices

In the Settings panel, type blue into

the search box and select the Settings Settings

category. blue

In the results pane, tap the Change

Bluetooth Settings item. d Change Blue ngs Apps
@) The Bluetooth Settings dialog box e S

opens on the desktop. Select the \__,_7 View solutions to problems Q

Allow Bluetooth Devices To Find This
Computer check box to make your

tablet discoverable by other Blue- 3] Bluetooth Settings
tooth devices.

@ Tap OK to save the changes.

Options | COM Ports | Hardware

Discovery
«]iAllow Bluetooth devices to find this computer:

1, To protect your privacy, select this check box only when
~ youwant a Bluetooth device to find this computer.

Motifications

[+ Alert me when a new Bluetooth device wants to connect

Show the Bluetooth icon in the notification area

Restore Defaults

(o] Cancel Apply

®
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Using Advanced Network Settings

Sometimes, connecting to networks can be a little more com- to your home network by hiding the name of your network
plicated than simply looking for what Wi-Fi networks are out (SSID). Control might be your thing, so you might want to be
there and selecting the one you like. You might be slightly able to better control your sharing settings.

more security-minded than most, having added extra security

Change Advanced Sharing Settings

. b Network and Sharing Center = B
!n the Settlngs panel' type net.work 1 45 » Control Panel + All Control Panel ltems + Network and Sharing Center v| & | | SearchCo.. P
Into the SearCh bOX’ and then n Control Panel Home View your basic network information and set up connections
the results pane, tap Network And .— v .
. iew your active networks
Sharlng Center Change adapter settings Accesstype: et
Cha_nga advanced sharing G(I)rillaN HomeGroup: Jained
In the Control Panel, tap Change e e ek Connectons: ut Wi (Gorlat)
Advanced Sharing Settings. Change your netwarking setings

i Set up a new connection or network

Set up a broadband, dial-up, or VPN connection; or set up a router or access point.,

[ Troubleshoot problems

el Diagnose and repair network problems, or get troubleshooting information.
See also

HomeGraup
Intel® PROSet/Wireless Tooels
Internet Options

Windows Firewall
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. Select either the Turn On Network
Discovery option or the Turn Off Net-
work Discovery option, as desired, to
enable or disable discovery of other
computers on the network and to
make your tablet discoverable.

. Select the option as desired to either
allow or not allow any printers shared
on your tablet to be visible or to
be able to view printers on other
computers.

. Select the option as desired to either
allow passwords to be managed by
Windows, or to create user names
and passwords that match on all
computers in your homegroup.

. Tap Save Changes to save the
changes you've made.

Connecting to Wi-Fi, the Internet, and Bluetooth

Change sharing options for different network profiles

Windows creates a separate network profile for each netwerk you use. You can choose specific options for
each profile.

Private (current profile) @

MNetwork discovery

When netwerk discovery is on, this computer can see other netwerk computers and devices and is
visible to other network computers,

(® Turn on network discovery
‘_ [#] Turn on automatic setup of network connected devices.
() Turn off network discovery

File and printer sharing

When file and printer sharing is on, files and printers that you have shared frem this computer can
be accessed by people on the network.

(® Turn on file and printer sharing
() Turn off file and printer sharing
HomeGreup connections
Typically, Windows manages the connections to other homegroup computers, But if you have the

same user accounts and passwords en all of your computers, you can have HomeGroup use your
account instead.

(® Allow Windows to manage homegroup connections (recommended]
() Use user accounts and passwords to connect to other computers
Guest or Public @

All Metworlks @

'@Save anges Cancel
1

Using Advanced Network Settings
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e Network and Sharing Center = =

Manually Connect to a Wireless 4 %+ ControlPanel » All Control Panel ems + Network and Sharing Center v & SearchCo. 0
Netwo rk Control Panel Home View your basic network information and set up connections
View your active networks
. Change adapter settings
In the Control Panel, in the Network Change advanced sharing GorillaN Accesstype: - Intemet
HomeGroup: Joined

settings Private network

And Sharing Center, tap Set Up A Connections: sl WiFi (Garilah)
New Connection Or Network.

Change your networking settings
[r— ﬁ. Set up a new connection or network

Ta p M anua I Iy CO nn eCt TO A Wi reless - Set up a broadband, dial-up, or VPN cennection; or set up a router or access point.
Network.

Troubleshaot problems

Diagnose and repair network prablems, or get troubleshooting infarmation.
See also

HoemeGroup
Intel® PROSet/Wireless Toof:
Internet Options

Windows Firewall

@ Set Up a Connection or Network

Choose a connection option

Connect to the Internet
Set up a broadband or dial-up connection to the Internet.

Lk Setup a new network
e, Setupanew router or access point.

If you select the Connect Even If The Net-
work Is Not Broadcasting check bOX, you ‘_-;' Manuzlly connect to a wireless network

mlght flnd that it's pOSSib|e for someone <a@, Connecttoahidden network or create a new wireless profile.
running special software to lure you into a TR Connect to a workplace

fake netWOI’k to Steal your data Be Cal’efu| s Set up a dial-up or VPN connection to your workplace,
with this setting.
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Connecting to Wi-Fi, the Internet, and Bluetooth

@ Enter the network name and the type
of security and encryption used by
the network, along with the security ,
key fOI’ the network. @ [ Manually connect to a wireless network

@ Sselect this check box to have your
tablet automatically connect to the

Enter information for the wireless network you want to add

network when it’s available. Network name \ |

® Tap Next to save the settings and ‘ Securty type: [Choose on opion] v]

attempt to connect. Encryption typs: .
Security Key: [[JHide characters

‘ « | Start this connection automatically

[[] Connect even if the network is not broadcasting
Warning: If you select this option, your computer's privacy might be at risk.

E
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Sharing Files and Media with HomeGroup

Connecting your tablet to a home network is not only useful
for gaining access to the Internet, it's also useful for sharing
files and media between other computers in your house. Win-
dows includes a feature to make this much easier, called Home-
Group. With HomeGroup, you can easily access files on other
computers in your home, share files from your tablet with other

Start a Homegroup

computers, use printers attached to other computers, and
stream media such as music, videos and pictures. HomeGroup
is supported by Windows 7-based and Windows 8-based com-
puters, and after a homegroup has been set up, any computers
that use Windows 7 or Windows 8 can be added to the existing
homegroup.

In PC Settings, scroll down to tap

HomeGroup.
Wireless

Q Tap the Create button to set up a
homegroup; note that this button
will be unavailable if a homegroup
already exists on the network.

Ease of Access

PC settings

Sync your settings

Devices |

HomeGroup

Create a homegroup
With a homegroup you

share libraries and devices with other people on this network.

cled with a password, and you'll always be able to choose what

Windows will detect if there are any homegroups already
running on your home network. If there are, you will have
the option to join that homegroup.

138 Sharing Files and Media with HomeGroup



Connecting to Wi-Fi, the Internet, and Bluetooth

Note the homegroup password; you

will need this to add other computers ©  Libraries and devices
tO |t. When you share content, other homegroup members can see it, but only you can change
it.
Documente
Not shared
Music
Not shared
Pictures
Not shared
Videos
Not shared -
Printers and devices
Not shared | |

(e o/ 1 Ve devices

HomeG roup isnrt the only way to share files Allow devices such as TVs and game consoles to play my shared content.
around your home network, but it is the easiest o
to set up. You don't need any special equipment
or software, other than the Windows 8 or Membership
Windows 7 computers you already own.

1

If someone else wants to join your homegroup, give them this password:

\. J
I
.—‘,Ww

—
/ If you leave the homegroup, you won't be able to get to shared libraries or devices.

Leave

Once you've set up your HomeGroup, go to
another computer in your home and try to
stream some music, videos, or pictures from
your tablet. Just launch Windows Media Player
and you should see your tablet under “Other
Libraries” on the left side.
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Join an Existing Homegroup

@ In PC Settings, scroll down to tap PC settings HomeGroup
. A homegroup Is avallable
HomeGrou p Sync your settings media center on monkey has created a homegroup. Join the homegroup to share files and

‘ When a homegroup is detected on Tm———
the network, the option to join it is m | | |
available. You will need to obtain the -
password from another member of ‘ ‘ ‘
the homegroup.

@ Tap the Join button to join the
homegroup.

Leave a Homegroup

In PC Settings, scroll down to tap

HomeGroup. PC Settlﬂgs
. Tap the Leave button to immediately 7

remove your tablet from the home- Wireless Membership

grOUp, Stopping Sharing Of any ﬁ|es, Bat of Aeats If someone else wants to join your homegroup, give them this password:

printers, or media. BRI

Sync your settings
If you leave the homegroup, you won't be able to get to shared libranies or devices.

Legve
Windows Update ‘ r
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Decide What Your Device Shares

In PC Settings, scroll down to tap
HomeGroup.

@ Toggle the switch to enable or disable
sharing of the documents in your
personal Documents folder.

. Toggle the switch to enable or disable
sharing of the music in your personal
Music folder.

. Toggle the switch to enable or disable
sharing of the pictures in your Pic-
tures folder.

. Toggle the switch to enable or disable
sharing of the videos in your personal
Videos folder.

. Toggle the switch to enable or disable
sharing of printers and other sharable
devices attached to your tablet.

. Toggle to allow or block media
devices such as smart TVs or games
consoles like Xbox 360 to stream
media from your tablet.

See Also ‘

See page 337 for more information about
changing sharing settings by using File
Explorer.

to Wi-Fi, the Internet, and Bluetooth

PC settings

Wireless

Ease of Access

Sync your settings

- Windows Update
@ Libraries and devices

When you share content, other homegroup members can see it, but only you can change
it.

Documents

Not shared E —‘
Music I

Not shared : —‘
Pictures I

Not shared E —‘
Videas I

Not shared E —‘
Printers and devices I

Not shared E —‘
Media devices

Allow devices such as TVs and game consoles to play my shared content

on —"
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Access Shared Files

On the Start screen, tap the Search
charm to find File Explorer.

Scroll down the location pane to find
HomeGroup.

Select the homegroup member
whose files you want to explore. Both
Windows 7 and Windows 8—based
computers will be listed.

Navigate to the libraries, folders, and
files you want to view.

142 Sharing Files and Media with HomeGroup

| 2 [
Home Share View
@ + 1 § v Homegroup + SimonMay »

4.7 Favorites
B Desktop
& Downloads
= Recent places
@ SkyDrive

4[4 Libraries
> [=] Documents

> @ Music

> [&=] Pictures

P E Videos

% Homegroup
> H media center

| § simonme

18 Computer

€ Network

3 items

4 SITABLET (6)

Desktop
n File folder
Personal
Downleads
]“ File folder
Personal
Pictures
Library

|
S Personal
4 SIMONSSLATE (0)

4 SIMONBSLATERP (0)

Simon May
—  Documents
|=| Library
S~ Personal
Music
Library
=7 Personal
Videos
Library
= Personal

This PC is currently unavailable.

This PC is currently unavailable.

— ]
v e
v & Search Si.. 0@

==




Connecting to Wi-Fi, the Internet, and Bluetooth

Access Shared Media from

Older Computers
On the Start screen, tap Windows
Media Player.
Selgct the computer or user from Windows Media Player =
which you want to stream.
@—@ » Alice (sitablet) » Music » | Play || Bumn || Sync
. Select the type of media to stream. Orgenize »  Suzam v » [[sears
. A~ T View options
Browse the media you want to e | |fowomen]
t Bl Simon May Primary Views
stream. [&] Playlists P —
. « 3 Vi ¢ © & T®
. Tap the P|ay button to begm 4, Artist Artist Album  Allmusic  Genre Vear
. (=) Album
streaming. b ;
(& Genre AN fi (i]
E Videos \'l/'r @ % 6 ﬂ
= Pictures Rating Contributing  Composer Parental  Online stores
El) Other media = afitg
b £ BOOTINSTALL @
[ Other Libraries e
’———W*’ Alice (sitablet)
4 [ Music
-, Artist
=) Album
=) Genre
& J/ideos
|=] PPictures
Recorded TV
3 P Ple MediaSewelv
( ] E—l«?@?»l * '3

L
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Syncing Your Tablet and Other Computers

Your Windows 8-based tablet might not be the only computer
you use, but you might spend quite a lot of time making sure
you get the look and feel just right. Windows 8 allows you to
sync your settings and passwords with many computers over a

Connect a Microsoft Account

In the Settings panel, tap the Change
PC Settings link, and then in PC Set-

] Personalize
tings, tap Users
Users
@ Tap Switch To A Microsoft Account. —
Notifications

PC SettlﬂgS Your account

network or over the Internet by using a Microsoft Account. The
first thing you will need is a Microsoft Account, such as one you
use for Hotmail or for Xbox 360, which must then be connected
to the account on your tablet.

.
§ Simon
Local Account
You can use your email address as a Microsoft account to sign in to Windows. You'll be

ahle to access files and photas anywhere, sync settings, and more.

Switch to a Microsoft account

Enter the password for the account
with which you are currently signed in.

@ Tap Next.

® ®

Sign in with a Microsoft account

First, verify your current password.

ﬁ Simon

Current password
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Enter the email address of your
Microsoft Account.

@® If you don't have a Microsoft

Account, tap the link to sign up. ®© Sign in with a Mi{frosoft account

Use your favorite email addrd ks to sign in to Windows. If you already use an email address to sign in
@ Tap Next to complete the process; to PCs running Windows 8 C{ hsumer Preview, enter it here.

you are asked to confirm your Micro-
soft Account password and security Email address
information.

Users who sign in to PCs with a Microsoft account can:
* Download apps from Windows Store.

= Access files and photos anywhere.

= Sync settings online to make PCs look and feel the same—this includes settings like browser
favorites and history.

Signing in with a Microsoft Account will allow your settings to
follow you to any Windows 8 device you use. This is especially
useful if your kids use multiple accounts because Parental Con-
trols will be applied wherever they log on.
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Customize Sync Settings

. In PC Settings, select Sync Your
Settings.

that this toggle is turned on; other-

wise, no settings will sync. Wireless

Determine precisely which settings
are synchronized to your other
computers.

@ Syncing over metered connections

PC settings

If you want settings synced, ensure Devices

Ease of Access

Sync your settings

can cause costs to increase quickly.
By default, this is enabled, but if you
don’t have an unlimited data plan for
mobile data, you might want to dis-
able the setting.

See Also x

ahe message “Your passwords won't sync until you trust this
PC.” When this happens, everything but passwords will sync
with your Microsoft Account. See page 92 for details about
how to resolve this.
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._

Sync your sellings

Sync settings an this PC

On ol

Settings to sync

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

On L |

Desktop personalization
Themes, taskbar, high contrast, and more

on ]

Passwords

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

Ease of Access
Narrator, Magnifier, and more

On L |

Language preferences

Keyboards, ather inpul melhads, display language, and more
On L |

App settings

Cerlain app settings and purchases made in an app

On L |

Browser
Settings and info like history and favorites

On ol

Other Windows settings
‘Windows Explorer, mouse, and more

On L |

._

Sync over metered connections

Sync settings over metered connections

on |l

Sync sellings over metered connections even when I'm roaming

off |




Taking Your Tablet on a Plane

Tablets are such mobile and convenient devices that we find you probably have heard the notifications on most flights that
ourselves using them all the time, and they make especially it's safe to turn devices back on in a flight-safe mode when
good companions on long journeys. When flying, aviation airborne. Windows 8 includes just that and also includes the
authorities and airlines prefer that we turn our devices off so ability to turn on a flight-safe mode but still utilize the inflight
as not to interfere with the systems on the airplane. However, Wi-Fi now appearing on some routes.

Toggle Flight Mode

@ Tap Wireless. PC Settlﬂg S Airplane mode

@ To enable airplane mode, toggle the

Turn this on to stop wireless comiiunication

Airplane Mode setting to On; this Search off 5
will automatically disable all wireless
radios, such as Wi-Fi. Bluetooth, and Share
any cellular mobile broadband radios. Wireless devices
General
@ When in airplane mode, Wi-Fi can be WiFi
turned on independently to enable Privacy on =l

access to inflight Wi-Fi services if
your carrier and route have the ser-
vice available.

Devices

Don't forget to turn airplane mode off again
when you get off your flight (after the seatbelt
sign has been turned off, of course!).
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Staying Safe

Using Windows Defender
Updating Malware Definitions
Configuring Windows Defender

What to Do If Windows Defender Finds
Malware

Understanding Windows Firewall

Keeping Windows Updated with
Windows Update

Knowing When Updates Are Available
Changing Windows Update Settings

Filtering Dangerous Downloads by using
SmartScreen

Securing Data with BitLocker Drive
Encryption

Enabling Family Safety to Keep Kids Safe

oday our lives are constantly connected to the Internet

through devices such as your tablet, and as a result, the
information on them and the devices themselves need protec-
tion. The types of threats that we encounter on the Internet vary
depending on what we do, our age and maturity, and on the
latest methods of attack. Windows 8 uses multiple technologies
to help defend your interests.

Malware is the term associated with software that intends to
do something malicious to us or our computers. It's a nuisance
that you can commonly encounter when opening webpages or
downloading files. To help protect you from these attacks, Win-
dows includes Windows Defender.

The second line of defense on your tablet is your firewall
which actively watches and restricts what's talking to your com-
puter and what your computer is talking to, to keep you safe. A
third is Windows Update which keeps Windows 8 running with
the latest Microsoft security fixes. Finally, Family Safety helps you
monitor and control how your kids use your tablet device.




Using Windows Defender

Malicious software (malware) is a common threat online, with
many different methods available to a would-be attacker. You
can encounter malware in many places, such as email attach-
ments, links on webpages, programs downloaded from the
Internet, USB drives, and CDs and DVDs inserted into your
computer. The list is endless, but one of the first points of
protection is antimalware software that can detect, stop, and

remove malware. Windows 8 comes with a number of measures

Find Windows Defender

@ On the Start screen, begin typing the
word defender. Search kicks in and
searches for the defender app.

By Window:
L

@ In the Results pane, tap the Windows
Defender icon.

e ~

Windows includes protection from malware that
attempts to affect the way that it starts, called
Secure Boot. You don't need to do anything
with Secure Boot, but it's good to know that
Windows is protecting you from another com-
mon form of attack.

150 Using Windows Defender

to protect you from malware. Windows Defender provides
protection against many forms of attack, but it's also possible
that, if you're using a business tablet, your administrator has
replaced this with corporate standard software. To protect
against the latest attacks, you need to do a few things regu-
larly, such as perform updates, scan often to see whether any-
thing got through, and scan in real time as you're using your
tablet.

A p p S Results for “defender” defender

efender Apps
fender PP

ﬂ Settings




Run a Manual Scan for Malware

‘ Tap Quick to perform a scan of areas
and programs that are most likely to
be targeted by malware, or select Full
to do an exhaustive search of your
tablet. (The latter option can take a
long while to complete.)

@ Tap the Scan Now button to start the
scan.

@ If you selected Custom, you'll be
prompted to select the location to
scan; this can be on a removable
drive if needed.

Once the location has been selected,
tap OK to initiate the scan.

—

Staying Safe

When %ou see green, this means
your PC is belng protected scans
are in place and malware
defmltlons are up to date.

Windows Defender

‘Windows Defender is monitoring your PC and helping to protect it. Scar|sptions:
) Quick
) Eull
@ Lustom
& Real-time protection: Oon
& Virus and spyware definitions:  Up to date
Scan details
Last scan: No scheduled scan performed
] Windows Defender

Select the drives and folders you want to scan:

[=- [ ¥ Local Disk (C:)
J! [] SRecyde.Bin

)/ []Program Files

J! []Program Files (x86)

+- || [[] ProgramData

J! [] SkyDriveTemp

1! [ System Volume Information
J/ []Users

) [ Windows
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View Malware Detection History

@ Tap the History tab.

. Tap the type of detected items for
which you want to view the history.

. If you don’t have the advanced set-
ting option selected to allow all users
to view full history results, tap the
View Details button.
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Windc]vs Defender

PC status: Protected

View the items Windows Defender detected as potentially hai|nful and the actions that you took on them:

(® Quarantined items

Items that were prevented from running but not removed from your PC.
() Allowed items

ltemns that you've allowed to run on your PC.
() Al detected items

Items that were detected on your PC.

To help protect user privacy, these items are hidden.
Click View details to see the items,

B View details




. Select one or more items identified as
malware.

You can view details about the mal-
ware in the box below the Detected
Items list.

Tap Remove All to remove all
detected items from the list.

. Use the Remove button to remove
one or more selected items from the
history list.

@ Tap Restore to recover an item that
was incorrectly identified as malware.

Staying Safe

"] Windows Defender = B

PC status: Protected

Settings

View the items Windows Defender detected as potentially harmful and the actions that you took on them:
(® Quarantined items
Items that were prevented from running but not removed from your PC.
() Allowed items
Items that you've allowed to run on your PC.
() Al detected items
Items that were detected on your PC,

Detected item Alert level Date Action taken

[[]/@ Virus:DOS/EICAR _Test_File Severe 04/08/2012 12:59 Quarantined

Category: Virus

Description: This |rogram is dangercus and replicates by infecting other files,

Recommended a|tion: Remaove this software immediately. Y]

@ Remove all ¥ Remove ¥/ Restore
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Updating Malware Definitions

It's critically important to keep Windows
Defender up to date so that it knows how
to detect new malware threats. Updates
can be performed manually or through
Windows Update.

If you have a Windows RT-based tablet,
Microsoft will keep your anti-malware
definitions up to date for you.
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Windows Defender [= | = e

PC status: Potentially unprotected

Settings

Virus and spyware definitions: Updating

Windaws Defender is installing the latest virus and spyware definitions from Micrasoft.

Downloading...

[ | @Qan[el update

YWou can close or minimize the Windows Defender window during this update,

€ Did you know?
Virus, spyware, and ather malware definitions are files that Windows Defender uses ta identify malicious ar potentially

unwanted saftware an your PC.
These definitions are updated ally, but you can also click Update to get the latest versions whenever you want.




Staying Safe

Update Malware Definitions
Manually

] Windows Defender = B

PC status: Protec| p

If your malware definitions are out of
date, the Windows Defender window
will display a large Update button on Update |
the Home tab. '

‘ If the Update button is not available
on the Home tab, tap the Update tab.

Virus and spyware definitions: Up to date

Windows Defender updates yeur virus and spyware definitions automatically to help protect your PC.

‘ Tap the Update button to start an Definitions created on: 04/08/2012 at 03:00 1
Definitions last updated: 04/08/2012 at 13:02 Update
update' Virus definition version: 1.131.1398.0

Spyware definition version:  1.131.1398.0
] Windows Defender Iilﬂﬁ

PC status: Potentially unprotected

Update Settings lefinitions are files that Wind,

Yirus and spyware definitions are out of date. Scan options:
@ Quick

- ) Eull

Defender uses to identify malicious or potentially

ically, but you can also click Update to get the latest versions whenever you want.

() Custom

& Real-time protection: On
Out of date

£ Virus and spyware definitians:

q Scan details
Last scan: 1:§05/2012 at 13:02 (Quick scan)

If the definitions are considered up to date,
you can still force an update by selecting the
Update tab.
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Configure Automatic Malware
Definition Updates

A Turn automatic updating on or off
i

@ On the Start screen, type updates,
tap Settings, and then tap Turn Auto-
matic Updating On Or Off.

. s - 0O x
@ Select a behavior for updates: Install @ Change settings =

Updates Automatlca”y (Recom_ T @& « Windows Upd.. » Change settings AN Search Control Panel y-]
mended) will download and install all

types Of updates unalded’ Download When your PC is online, Windows can automatically check for important updates and install them using these
Updates But Let Me Choose Whether settings. When new updates are available, you can also choose to install them when you shut down your PC.
To Install Them causes all updates to Important updates

be downloaded but not installed—

‘g‘ Install updates automatically (recommended) v
you will have to select the ones to (:)_

Updates will be automatically downloaded in the backgreund when your PCis not on a metered

Choose your Windows Update settings

install; Check For Updates But Let Me Internet connzction.
Choose Whether TO DOWh|oad And Updates will be automatically installed during the maintenance window.
Install Them still enables Windows to Recommended updates

Give me recernmended updates the same way | receive important updates

notify you of new updates but down-
loads them only when you choose.
Finally, Never Check For Updates
leaves your tablet un-updated, caus-

Mote: Windows Update might update itself automatically first when checking for other updates. Read our
privacy statement online.

'@OK Cancel

ing potential security issues. This final
option is safe only for non—Internet-
connected devices.

Select OK to save the changes. Note

that you need to be an administrator. M
N\

There are different types of updates available from
Microsoft. Important updates are mainly fixes for vul-
nerabilities discovered in Windows security or to fix
something that causes Windows to behave erratically.
Recommended updates generally add functionality and
include driver updates to get more from your hardware.
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Configuring Windows Defender

If you don't have a Windows RT-based tablet and you don't
want to use Windows Defender, it is possible to turn it off com-
pletely, or if you feel that real-time protection is impacting per-
formance, you can turn off just that component.

Turn Windows Defender Off or On

In Windows Defender, tap the
Settings tab.

PC status: P| ptected
@ Tap the Administrator category.
Select the Turn On Windows

Staying Safe

If performance is being impacted by scans of particular files,
file types, or processes, this too can be controlled.

Windc]vs Defender

Settings

Real-time (] otection
Excluded fi
Excluded fi
Excluded p
Advanced
MAPS

Administrato

Defender check box to enable Win-
dows Defender; clear the check box
to disable it.

:types

JCESSES

Tap Save Changes to save the
changes. Note that administrator
access is required.

:s and locations

de
When this check box is selected, Windows Defender will alert all users if spyware or other
potentially unwanted software atternpts to run or install itself on this PC.

Turning off Windows Defender will make your
tablet more vulnerable to malware threats if you
don't have other anti-malware software installed.

| '@Savechangs || Cancel

Configuring Windows Defender
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Turn Real-Time Protection Off
or On

?Q

] Windc|ws Defender = [=]

In Windows Defender, tap the Set- PC status: P| ptected

tings tab.
@ Tap the Real-Time Protection

category. Real-time plotection

. Excluded files and locations -Rr:;T-t?:nr:;Ir-oti:ciig;loallaec:(isﬂyﬂro(um\;;:nrx;dr:‘:)\i(ious or potentially unwanted software
@ Select the Turn On Real-Time Protec- Excluded file types ttermpre 1o metall Hoclt or rom oy PC.
. Excluded processes
tion (Recomn_\ended) ch.eck box to _ Advanees
enable scanning every time an app is MAPS

Administrator

opened, a link is clicked, a webpage is
opened, and more.

@ Tap Save Changes to save the
changes. Note that administrator
access is required.

| '@Save changes || LCancel

Turning off Real-Time Protection makes your
tablet more vulnerable to malware threats if
you don't have other anti-malware software
installed. However, scheduled scans will still run.
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Exclude Files, Locations, and
Processes from Malware Scans

?

¢ 9

Staying Safe

@ In Windows Defender, tap the Set-
tings tab.

‘ Tap the type of exclusion you want
to use (files and locations, file types,
or processes). All are configured
similarly.

@ Type the paths, file, file extensions, or
process names to be included in the
exclusion rule.

With the exception of file extensions,
the Browse button can be used to

locate the file or processes to exclude.

Tap the Add button to add the item
to the exclusion list.

Tap the Remove button, to remove
any highlighted item from the exclu-
sion list.

@ Tap Save Changes to save the
exclusions.

Be careful not to exclude drives such as C;,
because this will prevent Windows Defender
from scanning some critical locations.

PC status: Prof jcted

Windc

vs Defender

zction

Real-time pro

Excluded files and locations
Excluded file types
Excluded processes

Advanced
MAPS
Administrator

Excluding certain files an
less protected.
To add multiple files or |

File locations:

locations can help speed up a scan, but may leave you Jcomputer

cations, use a semicolon to separate the entries in the teft box.

c\more locations

Name

c\book

| @Sﬂvechangs || Ca
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Apply Advanced Settings

. On the Settings tab, in the Advanced
section, select the check box Scan
Archive Files, to have Windows
Defender scan zip, cab, and other
archive files.

Select to have Windows scan USB
drives or removable hard disks.

. Select to have Windows create a
restore point (a type of backup)

before removing malicious hardware.

The advantage is that nothing is lost,
but the risk is that you potentially
have an infected restore point.

. Select to allow all users to see other
user's history of detected malware.
This can be a privacy concern for
some people because users will
be able to see what files or web-
sites another user of the tablet was
viewing when the malware was
encountered.

Select to instruct Windows Defender
for how long to keep quarantined
files, using the drop-down to specify
duration.

. Click Save Changes to save your
advanced settings.

160 Configuring Windows Defender

Windows Defender

Settings

Excluded file types
Excluded processes
Advanced
MAPS
Administrator

Real-time protection
Excluded files and loptions

[¥] Scan archive files
Include any archive files, such as .zip or .cab files.

[[]5can remaovable drives
- Include removable drives, such as USB flash drives, when running a full scan.

[ Create a system restore point

[ Allow all users to view the full History results

that are usually hidden to protect user privacy.)

3 months v

Remove guarantined files after:
Quarantined files remain disabled until you allow them or remove them.

'@'ﬁave changes

Create a system restore point before removing, running, or quarantining detected items.

Allow all users of this PC to see all detected items on the History tab. (This shows the items

Cancel

® ©®




What to Do If Windows Defender Finds Malware

Windows Defender will find malware if it has definitions that
match malware on your tablet when it is running a scheduled
scan, a scan that you have started, or if you inadvertently inter-
act with malware and the Windows Defender real-time scanner
detects this activity. When the real-time scanner or a scheduled

scan detects malware, it attempts to fix the problem for you.
When a user-initiated scan detects malware, you are notified
and asked what action Windows Defender should take. In either
case, the malware is deleted, quarantined, or, in rare cases, it is
unresolvable, in which case you should seek expert help.

When malware is detected, a popup like
this will appear in the top right of the screen.

Malware Detected
Windows Defender is taking action to clean ™
detected malware

- oEm

Windows Delender

Scan completed on 96794 Items.

When malware is
detected by a scan,
Windows Defender
makes it obvious by

changing the color of
the window to red to
indicate a problem.

Windows Defender detected a pulential threat un your

& Real-time protection:

@ Virus and spyware definitions:

Show details

o\ Scam chetaibs
Last scan: Today at 13:25 (Quick scan)

If Windows Defender does find malware on your system, the
first thing to remember is not to panic. Windows Defender
will almost certainly be able to remove whatever it has found,
quickly and easily.
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] Windows Defender = B

PC status: At risk

Remove Malware

If a scan identifies malware, it will first
display a warning alert while the scan
completes.

Scan completed on 96794 items.

Scan options:

Windows Defender detected a potential threat on your PC,

) Quick

) Eull

When the scan is complete, tap
the Clean PC button to resolve the
problem.

(®) Custom

& Real-time protection: On

& Virus and spyware definitions:  Up to date

If you'd like to know more about what
was found, select Show Details.

Show details

Qsc-.deus

b Last scan: Today e 13:25 (Quick scan)

4

i Windows Defen

PC status: Protected

O\ Windows Defender is scanning your PC

This might take some time, depending on the type of scan selected.

Scan type: Custom

Start time: 13:26

Time elapsed:  00:00:35

ltems scanned: 21382

A\ Preliminary scan results show that malicious or potentially unwanted software might exist on your system,
You can review detected iterns when the scan has completed.
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Staying Safe

. The Windows Defender Alert dialog oo
box shows all instances of malware
that it identified. To learn more about IZ' Potential threat details
each detected item, select it and tap i
Windows Defender detected a potential threat that might compramise your privacy or damage your PC. Your

S hOW Deta | | S. access to this item might be suspended untll you take action.
Click Show details to learn more. What are alert levels, and what should T do?

Windows Defender Alert

SeleCt an aCtlon Remove eradlcates Detected items Alert level Status Recommended action
the virus; Quarantine holds it in an ) Virus:D0S EICAR _Test_Fie = A Y
area for close examination by experts;
Allow ignores it.

. Tap Apply Actions to apply the St eais > | .
changes you've selected. The red bar e e

in this window will turn green again
once the malware is removed.
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Understanding Windows Firewall

Windows Firewall is built-in protection that prevents attackers whether it is something you want to allow into your computer.
from connecting to networking ports on your computer that If it is not, it is dropped; otherwise, the firewall allows the com-
are used for normal communication. The firewall looks at the munication through.

source of a request coming to your computer and determines

View Windows Firewall Status

In the Control Panel, tap Windows
Firewall to view the status of the fire-

wall and access its settings. . . o
9 ﬂ Windows Firewall Windows Firewall tells you what it will do

Different types of networks have dif- by default when something tries to contact
an app on your computer If it's not on the

ferent f|r.ewa.II restrictions. For exam- allowed list.
ple, sharing is turned off on public
networks where it might be a risk. @ Windows Firewall - o
Tap the drop-down arrow to view the ~

/i-) - 1 0« All Control P... » Windows Firewall v & Searclf Control Panel P

settings for a particular zone.
Help protect your PC with Windows lfirewall
Control Panel Home

Windows Firewall can help prevent hackers or m]licious software from gaining

Allow an app or feature access to your PC threugh the Internet or a netw k.
through Windows Firewall
# Change notification settings . ‘@ Private networks Connected @
B Turn Windows Firewall en or
T off Metwerks at home or work where you know an | trust the people and
. devices on the network
#) Restore defaults
B Advanced settings Windows Firewall state: On
Troubleshoot my netwark Incoming connections: Elock all connections to apps that are
not on the list of allowed apps
Active private networks: 2 GorillaN
Notification state: MNotify me when Windows Firewall
See aleo blocks a new app
Action Center ) .
. ‘@ Guest or public networks Not connected @

Network and Sharing Center
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Change Windows Firewall
Notifications

In the Windows Firewall dialog box,
tap Change Notification Settings.

Select the check box to enable
notifications when Windows Fire-
wall detects and blocks a new app
attempting to use the network.

When this option is selected, you get a
notification that gives you the option
to say yes or no to access the app in
the future.

Select the check box to enable noti-
fications for detecting and block-
ing new apps from accessing public
networks.

Tap OK to apply the changes.

Staying Safe

Control Panel Home

Allow an app or feature
through Windows Firewall

‘J Change notification settings
@ Turn Windows Firewall on or

off
@ Restore defaults
'@ Advanced settings

Troubleshoot my network

) |

Search Control Panel 2

@ Customize Settings

@ = 4 @ <« Win.. » Custom.. v &

Customize settings for each type of network
You can madify the firewall settings for each type of network that you use.
Private network settings
@ (®) Turn on Windows Firewall
["]Block all incoming connections, including those in the list of allowed apps

Matify me when Windows Firewall blocks a new app

@ () Turn off Windows Firewall (not recommended)

Public network settings
@ (®) Turn on Windows Firewall

[]Block all incoming connections, including those in the list of allowed apps

[+] Motify me when Windows Firewall blocks a new app

@ () Turn off Windows Firewall (not recommended)

o |
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Restore Defaults

. . . . Control Panel Home
In the Windows Firewall dialog box, in
the Action pane, tap Restore Defaults. el
J Ch tificati etti
@ Tap the Restore Defaults button. A @ Change notiicaion setting:
. . . '&l' Turn Windows Firewall on or
warning appears asking if you really off
do want to delete all settings regard- ‘—% Restore defaults
ing apps that are allowed through the ® Advanced settings
f|reWa” Troubleshoot my network

4 Restore defaults = B

@ + 1 @ « Win.. » Restore... v G Search Control Panel @

Restore default settings

Restoring default settings will remove all Windows Firewall settings that you have configured
for all network locations. This might cause some apps to stop working.

‘_ Restore defaults

Cancel

Use Restore Defaults if you've made
changes to your firewall that are causing
you problems or that you made by mistake.

166 Understanding Windows Firewall
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Allow Apps Through Windows Contrel Panel Home

Firewa II Allow an app or feature
‘_through Windows Firewall
In the Windows Firewall dialog box, & Change notficaion settng:
tap Allow An App Or Feature Through

@ Turn Windows Firewall on or
of

Windows Firewall link. @ Restorec @ Allowed apps - o
@ Advance
‘ Tap Change Settings (if the button Troules & 7 T M« Window...» Allowed apps ¥|© | | Search Control Panel 2

is available) to make changes to the

allowed applications list T Allow apps to communicate through Windows Firewall

To add, change, or remove allowed apps and ports, click Change settings.

‘ Select the CheCk bOX for an app or What are the risks of allowing an app to communicate? @Chaﬂge settings _‘
feature that you want to make avail- Allowed apps and features:
able on Public and Private networks. Name Private Public A
Tap A”OW Another App tO permlt da [OBranchCache - Content Retrieval (Uses HTTP) O O
non_listed app through the ﬁrewa” O BranchCache - Hosted Cache Client (Uses HTTPS) | O
’ O BranchCache - Hosted Cache Server (Uses HTTPS) | O
H H H H [ BranchCache - Peer Discovery (Uses W3D) O O
® Ifthe app is listed in the app list, tap e e ¢ 04
to Se|eCt it. v Core Metworking
A . d [ Distributed Transaction C ] ]
If the app is not listed, use Browse to Add an app
e £
|Ocate the app S flles Select the app you want to add, or dick Browse to find one thatis not O
listed, and then dick OK. ©
@ Tap the Network Types button to
. . Apps: Details... Remove
configure the network types on which ST T . ; -~
to allow the app. E:lm‘izrl‘ﬂ Allow another app... _‘
aracter Map
@ Tap Add to add a new rule for the Do preret . I
#Digital Certificate for VBA Projects I_“ __Ca ) I_‘
app, or tap Cancel to abandon el 013 —
O nfoPath Filer 2013
C ha n g es. (S Internet Explorer
. [3Lync 2013
‘ Tap OK when you're done making [$hLync Recording Manager
@Magmﬁer W
changes, or tap Cancel to abandon 2

them Path: | C:\Program Files\Microsoft Office lS\root\oFﬁ| | Erowse..l_‘

What are the risks of unblocking an app?
‘You can choose which network types to add this app to.

‘_'uemtwes... | || add_ || Cancel ||_‘
'—
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Turn Windows Firewall On or Off

In the Windows Firewall dialog box,
in the Actions pane, select Turn
Windows Firewall On Or Off.

For private networks, select whether
Windows Firewall is on or off by
selecting the appropriate radio
button.

For public networks, select whether
Windows Firewall is on or off by
selecting the appropriate radio
button.

. Tap OK to apply the changes.

Disabling Windows Firewall without having
other firewall software installed on your tablet
could place it and the information on it at risk.
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Control Panel Home

Allow an app or feature
through Windows Firewall

'&' Change notification settings

2 Turn Windows Firewall on or
off

'S' Restore defaults
r@' Advanced settings
Troubleshoot my network

& Customize Settings

|:(__-) * 1 9« Win... » Customize... AN V] Search Control Panel

Customize settings for each type of network
You can medify the firewall settings for each type of network that you use.
Private network settings
e (®) Turn on Windows Firewall
[[]Block all incoming connections, including those in the list of zllowed apps

Motify me when Windows Firewall blocks a new app

f@ () Turn off Windows Firewall (not recommended)

Public network settings
f@ (®) Turn on Windows Firewall
["Bleck all incoming connections, including those in the list of zllowed apps
Motify me when Windows Firewall blocks a new app

_';;' (73 Turn off Windows Firewall (not recommended)
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Keeping Windows Updated with Windows Update

Microsoft regularly releases updates to fix discovered security on your Windows 8-based tablet (if, as recommended, you've
issues, usability issues, or even to release new drivers and soft- enabled it), identifies any required updates, and applies those
ware. Windows Update is a process that runs in the background  updates to your tablet at a convenient time.

Check Windows Update Status

@ Display the Control Panel and tap
System And Security.

In the System And Security task view,
tap the Windows Update item.

‘ If Windows update shows anything
other than green, it is worth checking
to see whether all is well; Windows
Update might be disabled or might
not have been able to contact the
Windows Update service for some
reason.

Manually Check for Updates

Windows Update

g  System and Security You're set to automatically
% install updates

1 opticnal
update is
available

Maost recent check for updates:  Today at 11:12

. Updates were installed: Yesterday at 09:32,
indows Update ) )
m You receive updates: For Windows only.

Get updates for other Microsoft products,
Find cut more

In the Settings panel, tap the Change
PC Settings link and then tap Win-
dows Update.

Tap the Check For Updates Now
button to have Windows attempt to
find new updates.

PC SettlﬂgS Windows Update

You're set to automatically install updates

Sync yOU r SEttl ngS No important updates are scheduled to be installed. We last checked today.
We'll continue to check for newer updates daily.

HomeGroup
Check for updates now

Windows Update
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Knowing When Updates Are Available

Windows Update runs constantly and checks regularly for
updates for your tablet. Periodically, when updates are avail-
able or after updates have been installed, you'll need to take
some action. Windows notifies you with messages on your

Install Updates

@ On the Start screen, type update,

and then tap Windows Update in the

search results.

@ When updates have been down-
loaded and installed, you might
be asked to restart. One way to do
that is from the Windows Update

dialog box; if they have not yet been
installed, you will be asked to install

updates.

170 Knowing When Updates Are Available

lock screen, sends notifications from Action Center, and more
actively notifies you when you need to do something very
soon, such as reboot.

Windows Update messages
start to appear on
your lock screen.

Windows Update = | B[R

°‘-)' @ |%} < System and Se... » Windows Update v‘ [¢] | | Search Co... O |

Control Panel Home

Check for updates
Change settings

View update history
Restore hidden updates

See also

Installed Updates

B4 Add features to Windows 8

L]
Windows Update

e Restart your PC to finish
-\J installing updates
—@

Most recent check for updates:  Vesterday at 12:16

Updates were installed: Today at 11:14,

You receive updates: For Windows and
other products
from Microsoft
Update




Changing Windows Update Settings

Occasionally, you might want to disable Windows Update—For
example, if your tablet isn't connected to the Internet. How-
ever, generally, you should leave its default settings as is. If you

Change Update Settings

. Display the Control Panel, tap System
And Security, and then in the left
pane of the Windows Update screen,
tap Change Settings.

. Select the update style you would
like.

. In the Recommended Updates sec-
tion, select the check box to have
Windows treat recommended
updates (which are lower priority
than important updates and are gen-
erally not security related) the same
as important updates.

. Tap OK to save any changes.

L
© @ v T B «syste
Control Panel Home

Check for updates

.— Change settings

View update history

Restore hidden updates

Staying Safe

find that updates occur at the wrong times, are too frequent, or
take too long, you can configure these settings to make them
more convenient for you.

- - N

Search Control Panel »

Change settings

T @ <« Windows Upd... + Change settings v &

Choose your Windows Update settings

When your PC is online, Windows can automatically check for important updates and install them using these
settings. When new updates are available, you can also choose to install them when you shut down your PC.

: @

Updates will be automatically downloaded in the background when your PC is not on a metered
Internet connection,

Important updates

@ | Install updates automatically (recommended)

Updates will be automatically installed during the maintenance window,
Recommended updates

Give me recommended updates the same way | receive important updates

Note: Windows Update might update itself automatically first when checking for other updates. Read our
privacy statement online.

& ok
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Filtering Dangerous Downloads by using SmartScreen

Windows SmartScreen prevents you from accidentally down- mation that the creator embeds into the download. Windows
loading files from the Internet that aren’t recognized by Win- SmartSreen notifies you with a pop-up dialog box within Inter-
dows as being trustworthy. The trustworthiness of downloads net Explorer or when you try to open an untrusted file.

is derived from how popular they are and any security infor-

@ eicar.com is unsafe to download and was blocked by SmartScreen Filter.  Learn more View downloads I
1

|
This pop-up box appears if you attempt
to download potentially dangerous files.

Change Windows SmartScreen
Settings

. . o
Q In the Control Panel, find the item for ?

Action Center. © 1 Pese
@ In the action pane of Action Center, WY’ Action Center l Control Panel Home

tap Change Windows SmartScreen Change Action Center settings

Sett|ngs ) Change User Account Control

settings
‘—'5' Change Windows SmartScreen
settings

View archived messages

View performance information

See Also 1

See page 215 for details about how to run a Windows
SmartScreen-filtered download when the pop-up dialog
box appears in Internet Explorer.
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@ Select this option to have an adminis-
trator accept any download before an
unrecognized app can be run.

Windows SmartScreen

What do you want to do with unrecognized apps?

Windows SmartScreen can help keep your PC safer by warning you before running

Select thls Optlon |f you want Smart- unrecognized apps and files downloaded from the Internet.
Screen to warn only about running
Unrecognized apps.

meme ) Get administrator approval before running an unrecognized app from the
Internet (recommended)

_@)?\,ﬂarn before running an unrecognized app, but don't require administrator
approval

) ON't d0 @nything (turn off Windows SmartScreen)

Select this option to turn off Win-
dows SmartScreen.

. Tap OK to apply the changes.

P9

Some info is sent to Microsoft about files and apps you run on this |C.
Privacy statement

Turning off SmartScreen filter reduces
your tablet’s anti-malware protection.
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Securing Data with BitLocker Drive Encryption

Using BitLocker to encrypt hard disks can help with securing BitLocker requires a password before you can access the data
data, essentially by scrambling it and making it unreadable in on your hard disk. BitLocker also needs your tablet to have a
other computers. It's possible to encrypt hard disks built into special piece of hardware called a Trusted Platform Module

your device as well as USB-attached hard disks. When enabled, (TPM).

Encrypt a Drive

In'Wmdows Explorer, right-click the T o —— 5
drive to encrypt and select Turn On [“re | .
. File Computer  View Manage v @
BitLocker. e u
\i—) - 1 M » Computer » AN v} Search Computer 2
9 Favorites “ 4 Hard Disk Drives (1)
Bl Desktop Local Disk (C:)
Download == I
f onroecs S 3.9 G5 free of 9.1 GB
= Recent places
% SkyDrive D Open
Open in new window
4 Libraries Pin to Start
3 Documents '@ Turn on BitLocker
J’ Music Share with 3
| Pictures
H Videos Format...
Copy

Hemegrou

< group Create shortcut
v

Jitems  1item selected [0 g=

Properties

If you have a Windows RT-based tablet, it is
encrypted automatically to protect your data.
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. Select the Use A Password To Unlock
The Drive check box.

@ Enter a password.
@ Confirm the password.
® Tap Next to continue.

Select a location to which to save
the recovery key to, which is needed
to access the drive if you forget the
password.

. Tap Next to complete the process;
you will need to specify whether to
encrypt the empty space on the drive
or just the existing drive and new
data.

Staying Safe

?

(<) f}s BitLocker Drive Encryp

(|hoose how you want tq

["1Use a password to unlock the

Passwords should contain ug
Enter your password
Beenter your password

[]Use my smart card to unlock

ion (D:)

| unlock th

drive

sercase and |

the drive

You'll need to insert your smart card. The smart card PIN will be required when you unlock the drive,

s drive

wercase |etters, numbers, spaces, and symbols,

@ B BitLocker Drive Encryption (D3)

How do you want to back up your recovery key?

If you forget your password or lose your smart card, you can use your recovery key to access your drive,

= Save to your Microsoft account

< Saveto afile

= Print the recovery key

What is a recovery key?

1=
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Enabling Family Safety to Keep Kids Safe

Your kids will want to use that lovely tablet of yours. When adult web content, from games that are too adult for them,
they're small, it will make an excellent travel companion for and from apps they shouldn't use. You can also set time limits
them on long journeys. When they're a little older and capable so that they don't play too long. However, if you don't want
of using more of the tablet’s features, you might want to put to prevent your children from accessing sites but you do want
some protections in place to keep them away from content to know what they've been doing and how long they've been
they aren’t ready for. Family Safety can keep them safe from doing it, you can enable monitoring.

Set Family Safety Settings on an
Existing Account

& Family Safety = =
In the Control Panel’ tap Set Up /(—) - T @« User.. » Family ... v & Search Control... @
Family Safety For Any User. PN

Control Panel Home .
Choose a user and set up Family

Select the account to which to apply Safety

Family Safety.

Rating Systems

Use Family Safety to get reports of your kids'
PC activities, choose what they see online, and
set time limits, app restrictions, and more. You
can manage these settings on this PC, or on
the Family Safety website,

Alice
Standard user
Password protected
g |

Simon May
p . ]
éﬁ F.amlly Safew s PC administrator
¥ [ Set up Family Safety for any user Password protected

If you want to apply Family safety to someone
who isn't in this list, create a new user account
for them to use,

See also

User Accounts

When creating a new user account, you
are asked if you'd like to enable Family
Safety for the account.
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@ Select the desired option to either
enable or disable the current Family
Safety settings.

?

& User Settings = B

© = 1 @ « User Acco|ats and Family Safety » Family Safety » User Settings v G Search Control Panel P

Centrol Panel Home

Set up how Alice will use the PC
Acceunts to Monitor Family Safety: Current settings:
® User Settings (@) On, enforce current settings

Alice
Oor Standard user
Activity reporting: Password protected

(@) On, collect information about PC usage
O off ﬁ Wiew activity reports

Wind etti
neews serings Web filtering: Allow all
0 Web filtering o
Control the websites Alice can access online Time limits: Off
Time limits Game restrictions: Off

Control when Alice uses the PC App restrictions: Off

Control by rating or title

App restrictions
Control the apps allowed on your PC

! Windows Store and game restrictions

You can choose to manage your Family Safety settings from
the Family Safety website. This gives you the opportunity to
remotely add and subtract rules for your kids, which is useful if
their tablet never leaves their side.

Enabling Family Safety to Keep Kids Safe 177



Monitoring What Your Children Do on Your Tablet

Monitoring what your children are doing with your tablet Account. This same service will send you a weekly digest of
might be a better way for you to help educate them, depend- their activities, giving you an opportunity to intervene and dis-
ing on your parenting style. Windows 8 includes monitoring cuss those activities with you child, if necessary. Activity moni-
that, when tied to a cloud service, will watch what your kids do toring is turned on by default.

across multiple devices when they sign in with their Microsoft

View a Child's Activity

@ In Family Safety, tap the child for
whom you want to view activity.

Tap View Activity Reports to view the
last week's activity on this device.

@ Tap Family Safety Website to view a
more detailed activity history.

Note that to view this report, you
need to sign in with your Microsoft
Account to the Family Safety website.

S ~

If you don't like the idea of your kid’s
activity being sent to Microsoft, don’t
worry. You can disable this by selecting
the Remove It From The Family Safety
Website link at the bottom of the Family
Safety window—but you will lose access to
more detailed reports.

178 Monitoring What Your Children Do on Your Tablet

Current settings:

Alice
Standard user
Password protected

Alice
Standard user - Family Safety on i
Password protected |§ '\-'ieif activity reports

®

Alice’s PC activities, 01/06/2012 - 07/06/2012

See a more comprehensive activity report for Alice on the

_®

Most popular websites
www.bing.com 7 visits
api.bing.com 3 visits
appexnewsappupdate.blob.corewindows.net 2 visits . . ..
appextravelappupdate blob.core.windows.net 2 visits WebSItes A||Ce V|S|ted
www.facebook.com 2uisits I thi
afed.specificclick.net 1 visits th|5 Week and hOW Often'
tap2-cdn.rubiconproject.com 1 visits
WWW.Myspace.com 1 visits
xmyspacecdn.com 1 visits

Latest blocked pages

Mo activity
PC time used
Friday, 01/06/2012 none =]
Saturday, 02/06/2012 none .
Sunday, 03/06/2012 none How |ong Alice used the
Menday, 04/06/2012 none
Tuesday, 05/06/2012 none PC for thls WeEk
Wednesday, 06/06/2012 none
Thursday, 07/06/2012 9 minutes
Most used apps and games
News 3 minute: How long Alice spent
otos minute H H
e J e using games this week.
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Shows how long Alice used the

Shows the websites PC, what apps she used, what
Alice visited and allows files she downloaded, games she
easy access to block Played, and apps she downloaded
unsuitable ones. rom Windows Store.

Activity report|for Alice from 6/1/2012 to 6/7/2012

® Turn on activity (O Turn off activity rporting
reporting
Summary Web activity PC activity
Most popular websites (view an Latest searches (view ai
(92% of all the websites Alice visited) breast

breast cancer
hotmail

facebook.com N myspace
facebook

bing.com I

rubiconproject.... I
specificclick.net I
myspacecdn.co... I

0 1 2 3 4 5 6 7

Number of pages visited

Through the Family Safety website, you'll receive a weekly
email activity report for all the protected members of your
family. The report details much more than those you can view
on your tablet alone and will aggregate what your kids have
been doing across any devices that they log on to with their
Microsoft Account.
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Set up how Alice will use the PC

Family Safety:
®) On, enforce current settings Which websites can Alice view?
. . () Off
FI Iter WebSItes Acti | (7 Alice can use all websites
ctivity reporting:
) . ) @) On, collect information about PC usage .— lice can only use the websites | allow
@ In Family Safety, tap the Web Filtering O
= Allow or block websites by rating and content types

||nk- Windows settings:

Select the option to only allow spe- ._ g Vo fitering

Control the websites Alice can access online Allow or block all websites
cific websites.

Q Tap Set Web Filtering Level to filter

Set web filtering level

?

Allow or block specific websites

T

a managed list of websites based on Which websites can Alice visit? &
their content. Choose a web restriction level:
. () Allow list only
Select the |eVe| to WhICh yOU want to The child can view websites on the Allow List. Adult sites are blocked.
Click here to change Allow List.

allow access. The levels become less )

. . () Child-friendly
restrictive down the screen. The child can view websites on the Allow list and in the child-friendly category. Adult sites are blocked.

@) Select the Block File Downloads check .—- 0 Generalinterest

The child can view websites on the Allow list and those in the child-friendly and general interest

bOX to prevent your kldS from dOWn' categories, Adult sites are blocked.
H H (® Online communication
|Oad|ng anythlng from the lnternet The child can view websites on the Allow list and those in the child-friendly, general interest, social
“ O | k S f b . networking, web chat, and web mail categories. Adult sites are blocked.

® Tap Allow Or Block Specific Websites ) Worm o s

to create an a”OWed or b|OCked Web' The child can view all websites, but receives a warning when a site contains suspected adult content.

site list. .——:| Block file downloads

H Turning on web restrictions also turns on SafeSearch settings for Bing, Google, Yahoo! and other popular L
@ Enter a website address. iy o 3 arch setin ‘
Allow or block specific websites for Alice
Tap Allow or Block to add the site to —

Enter a website to allow or block,

the respective list. L

Allow

Block

Allowed websites: Blocked websites:

It's very difficult to decide what's safe and what isn’t on the
Internet. New sites appear every second, so using the auto-
matic filters might be a good idea, especially because it could
mean the difference between incorrectly blocking access to a
site critical for Johnny's term paper versus giving him access to
the site and getting an Al

Remove
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Control What Games Your
Kids Play

In Family Safety, tap the Windows
Store And Game Restrictions link.

Select this option to allow your child
to play only those games and down-
load only those apps you allow from
the Windows Store.

@ Tap to set ratings for games and
Windows Store apps. This feature
uses your local rating system, in this
case PEGI and BBFC in the United
Kingdom.

@ Tap to allow games and apps with no
rating. (All Windows Store apps are
rated.)

@ Tap to select the level to allow. The
most restrictive (youngest age) is
at the top, and the least restrictive
(oldest age) is at the bottom.

@ Tap to create a list of specific games
that are installed that this child
cannot play. There is no OK button
to make these changes; when you
change any setting, the change is
made for all Family Safety restricted
accounts.

Set up how Alice will use the PC

Family Safety:
®) On, enforce current settings

T Off

Activity reporting:
(@) On, collect information about A
() Off

Windows settings:
@ Web filtering
Control the websites Alice can

:9 Time limits

Control when Alice uses the PC|
4

1

Windows Store and game restri
Control by rating or title

®

@——E-Allnw garnes with no rating

Control which games and Windows
Store apps Alice can use

() Alice can play all games and view all Windows
Store apps

(@) Alice can only use games and Windows Store
apps | allow

Allow or block games and Windows Store apps by
rating

Set game and Windows Store ratings

Maximum allowed rating:

Control which games and Windows Store 2| PEGI 18+ / BBFC 18+, including unrated games

If 2 game has no rating, can Alice play it? Allow or block any game on your PC by name

Allow er block specific games
() Block games with no rating

Always blocked: None
Always allowed: Nene

L

Which ratings are OK for Alice?
The Pan European Game Information, and British Board of Film
Classification defines these ratings.

PEGI 3+
For ages 3 and higher

Universal (BBFC
Should be suitable for all ages 4 and higher

o ﬁ}}

PEGI 7+
For ages 7 and higher

Parental Guidance (BBFC
For ages 8 and higher. Parents are advised te consider whether the content may upset
younger or more sensitive children

g PEGI 12+ / BBFC 12+
For ages 12 and higher

BBFC 15+
For ages 15 and higher

PEGI 16+
For ages 16 and higher

B PEGI 12+ / BBFC 12+

For ages 18 and higher
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Set Time Limits for Computer Use

@ In Family Safety, tap Time Limits. Set up how Alice will use the PC
Farnily Safety:
@ Tap Set Time Allowance to set an ® On, enforce current settings
amount of time that your child can (O Off Control when Alice can use the PC
use the tablet per day TlmeS can Vary Activity reporting: Set the number of hours Alice can use the PC per day
(@ On, collect information about PC usage
from day to day and on weekends. ot ‘_»Ett,m“”mam
Tap Set Curfew to set times when the Windouws settings: Set the time of day Alice can use the PC
tablet cannot be used. @ Vs _ ‘—Setcurfew
Control the websites Alice can access online
@ Highlight the times when the child ‘—‘3 Time limits
. Control when Al the PC
will be unable to use the tablet. S e e

When can Alice use the PC?

() Alice can use the PC all day

(@) Alice can only use the PC during the time ranges | allow

Set times when Alice can't use PC at all

Hour
00 01 02 03 04 03 06 07 08 0% 10 11 12 13 14 15 16 17 18 19 20 21 2] 23 24

Maonday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
\ [ anowed
B Blocked
Setting a time allowance determines how
many hours per day your child can use
her computer; setting a curfew deter-
mines specific times when she can use it.
Curfew and time limits can work together.
\ J
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Restrict Specific Apps

@ In Family Safety, tap App Restrictions.

Select this option to allow only spe-
s = A stricti
CIfIC appS @ Cz:tr::yl I:;'lel::;s allowed on your PC

Select the check boxes for the apps
you want to allow.

@ Tap Browse to browse for apps that Which apps can Alice use?
you want to allow if they aren't on 8“““ can use all apps
. Alice can only use the apps | allow
the list already. .

Check the apps that can be used:

File Descriptio ™
Windows Store apps

‘_ ' Camera Microsoft
[ # Finance Microsoft
[ & Mail, Calendar, People and Messaging Microsoft
D 0 Maps Microsoft
D{':} Music Microsoft
[ = Mews Microsoft
][ Photos Microsoft
[J 7 Reader Microsoft
O SkyDrive Microsoft
[ # sport Microsoft
[ 7 Travel Microsoft
[+ video Microsoft v
€ >

Add an app to this list: Check all
‘_ _m Uncheck all

Be careful when restricting some specific apps;
for example, if you browse and restrict File
Explorer, Windows might not function properly.
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Browsing the
Internet

Getting to Know Internet Explorer 10

Opening Webpages with Internet
Explorer 10

Zooming In and Out

Downloading Files and Programs
Browsing with Tabs

Viewing Webpages on the Desktop

Getting to Know Internet Explorer 10
on the Desktop

Using Favorites and History
Managing Downloads
Setting Common Internet Options

Staying Safe Online with Internet
Explorer

Managing Add-Ons

junkies, always connected to our friends on social networks
with almost any information available at the click of a mouse or a
tap of our finger.

We’ve become a world made up of information and sharing

Windows 8 helps to literally put that information at your
fingertips by making the browsing experience on your Windows 8
tablet fantastic to use with touch. Most of the time, you will use
your tablet with touch and will therefore navigate websites with
using your fingers, swiping to go back and forward and pinching
to zoom in and out. However, much of the experience you have
on the web relies on the developers of your favorite websites,
and they don't all (yet) make sites that are touch friendly.

Some websites have been designed solely with the use
of keyboard and mouse in mind and don't respond too well
when you want to use touch. Luckily, Windows 8 also includes a
desktop-based mouse and keyboard-friendly web browser. You
don't need to put down your tablet and go find a computer to
use the non-touch website; you can still do it with your tablet.
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Getting to Know Internet Explorer 10

Your Windows tablet comes with an advanced, built-in web screen; it also appears when you tap a link in an email or in
browser in the form of Internet Explorer 10. Internet Explorer another app.
is available by tapping the Internet Explorer tile on the Start

Top and bottom
navigation bars

retract when not Open web Tab tools,
in use so the web pages appear InPrivate Open
page is your focus as tabs Browsing  new tab

e

Internet Explorer

© Showall @ Only from United

Maximum

v bing com

Back button  Address bar ~ Web page Refresh page Forward

button

Pin page to Page tools
Start screen  and apps
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Browsing the Internet

Opening Webpages with Internet Explorer 10

Internet Explorer is only as fun, interesting, or useful as frequently visited websites and makes it easy to go back to
the pages you visit. Internet Explorer will keep a history of them in a single tap.
Enter a Web Address

@ Swipe upward from the bottom of the
screen to show the address bar. Frequent Pinned

@ Tap the current web address and
start typing the address of the page
you want to go to. You can also type
related words to have your selected
search engine search the web for
results.

hittp://www.bing.com/

@ When you start typing, Internet
Explorer attempts to automatically o
complete the results for you by look-
ing at the history of pages you've
been to, your pinned pages, and by i gy
searching the web. S e Al

lay / Pinterest

@ If Internet Explorer suggests a page
you want to view, simply tap that
suggestion to open the page.

swmon-may.m

Opening the address bar also delivers a
list of frequently used pages; just tap a
page to go there quickly.
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Navigate Backward and Forward ﬁ"’)

@ Swipe up from the bottom of the E http://simon-may.com/ @ @ @

screen to show the address bar.

To go forward to the next webpage,
tap the right-facing arrow. (You will
have had to have already tapped
back at least once for this to be
available.)

@ To go back to the page previous
page you were on, tap the left-facing
arrow. You can go back through sev-
eral pages of your history this way.

Navigate Backward and Forward
with Swipes

@ Swipe from right to left to go
forward.

@ Swipe from left to right to go back.

@ ?'.!.p www.bing.com

o ~

The first time you swipe forward, you'll be asked
whether you want to enable the Flip Ahead feature,
which makes browsing to the next page on a website
easier by swiping right to left. Be aware that if you do
this, you will be sharing your browsing history with
Microsoft.
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Refreshing Pages

‘ Swipe upward from the bottom of the @ E http://simon-may.com/
screen to show the address bar.

Tap the refresh icon to refresh the
webpage.

A new copy of the page is fetched
from the site with the latest
information.
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Zooming In and Out

There might be times when it's difficult
to view a webpage, perhaps because the
content is too large or too small. Internet
Explorer supports zooming in and out by
using pinching so that you can adjust the
size of the elements on your screen.

Zoom In

To zoom in, place two fingers on the
screen and move them apart.

Zoom Out

@ To zoom out, place two fingers on
the screen and pinch them together.
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Browsing the Internet

Downloading Files and Programs

When we browse the Internet, we often come across docu- gram has downloaded. It also scans the file by using Smart-
ments we want to download or programs we think will be Screen to assess the reputation of the download and advises
useful. Internet Explorer can download those for you, and will you which action is most appropriate.

assist you if you need to take any action after the file or pro-

Download and Run Programs or
Open Files

0 run or save freevideo.exe (33.5 KB) from wadingers.com?

Q When you tap a link to download a
program or file, pop-up dialog box
appears, presenting you with options
for what action to take. Tap Run or
Open to run an app or open a file in
the default app for that type of file.

Q If you want to save the app or file
rather than open it, tap Save. By
default, the file will be saved to your
Downloads folder. Once it has been N [T e ——r——— OIS
saved (if the file you downloaded was —
an app), you'll be asked if you wish to
run it.

Q When an app is downloaded, Smart-
Screen will check that the file is
reputable. If it finds that it's not, a
message appears to let you know and
the file will not be downloaded. Tap
Close to dismiss the message.

If you wish to download the file anyway, you'll need to open
Internet Explorer on the desktop and download the file

again. It will be blocked again, but you'll have the option to
View Downloads; from here, you can override SmartScreen..
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Pinning Webpages for Later

Webpages can be pinned in Internet
Explorer 10 to make it easier for you to find
them in the future. Pinning a page places a
tile for that page on the Start screen.

Pin a Webpage

@ Swipe upward from the bottom of
the screen to bring up the address
bar and then tap the Pin icon. The
website name will be highlighted.

Optionally, tap to change the name
for the pin. You can use the X at the
end of the address bar to clear the

current text. ‘_:
@ Tap the Pin To Start button to pin the
page to the Start screen.

Simon-May.com

If you log on with a Microsoft Account and sync your settings,
your pinned sites will follow you and appear on any Windows 8
device you log on to with your Microsoft Account.
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Open a Pinned Webpage from
Internet Explorer

‘ Swipe upward from the bottom of the
screen to bring up the address bar
and then tap the web address area.

Above the address bar, tap an item in
the Pinned section to open it in the

browser. Pinned

vl

Uncrate | The Best

BBC - Homepage Gear For Guys

http://simon-may.com/
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Open a Pinned Webpage from the
Start screen

@ On the Start screen, swipe left and
right to locate the pinned site to
open.

The tiles display the names of the
their respective websites (unless you
changed it when pinning the site).

. Tap the tile of the page you want to
open.
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Uncrate | The

Best Gear For...

&

Esquire - Style

and Substance

Google Reader
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Browsing the Internet

Unpin a Webpage

@ Tap and pull down a little on the
pinned webpage you want to remove .
from the Start screen. B

In the lower-left corner of the screen,
tap Unpin From Start.

Microsoft
Corporation Simon-May.com

S

SkyDrive - Windows
Live

See Also ‘

For more information about how to rearrange items on the
Start screen, see page 18.

Pinning Webpages for Later 195



Browsing with Tabs

When browsing the Internet, you might want to change sites won't lose everything. Tabs can also be set to InPrivate brows-

frequently. You can do this easily in Internet Explorer 10 by ing, which keeps your browsing private by not recording your

using tabs. Each tab is like a browser in its own right, isolat- browsing activity in the History folder. When you close the tab,
ing what happens in other tabs, so if one tabs crashes you your browsing activities are removed from your tablet.

Open a New Tab

@ Swipe downward from the top of the
screen to show the tab bar.

Tap the plus sign to create a new tab
and then enter the address to which
to navigate via the address bar.

To switch back to an another tab, tap
the tile for that tab.

Open an InPrivate Tab

On the tab bar, tap the three dots
(ellipsis) icon.

@ 'n the options panel that opens, tap
New InPrivate Tab.

Everything you browse in this tab is
hidden from your history, and cookies
(used to track your activity and prefer-
ences by webpages) are deleted when
you close the tab.
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n May, IT Pro Evange... Simon May, IT Pro Evange...

InPrivate tabs
show the InPrivate R (nPrivate
logo to mark their

privacy status

New InPrivate ta e —@

Close tabs




Browsing the Internet

Close a Tab

. Swipe downward from the top of the
screen to show the tab bar.

. Tap the close button (X) in the upper-
right corner of each webpage tile to c
close the page.

o oS
= May, IT Pro Evange... Simon May, IT Pro Evange...
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Close All Tabs

. Swipe downward from the top of the
screen to show the tab bar.

Tap the Tab Tools button to open the - -
tools menu. Simon May, IT Pru Evange... Simon May, IT Pro Evange...

@ Tap Close Tabs to close all tabs except
the one you're currently viewing.

New InPrivate tab

Close tabs _‘
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Finding Related Apps

The Internet has changed dramatically over recent years, and
many people now prefer to consume their information from

the Internet by using specialized apps. For example, you might tap.
find apps that show a news website in a style similar to a news-
paper and decide that you'd prefer to use this app to consume

the information on the site.

Find Apps Related to a Page

@ Swipe upward from the bottom of the
screen to show the address bar.

@ Tap the Page Tools icon to open the
tools menu.

. Tap Get App For This Site to go to the
app associated with the webpage in
the Windows Store.

When a webpage has an associated app,
a small plus sign is added to the wrench
icon on the address bar.

On this day, 1986. .
Which TV series scored a UK number one with The Chicken Song?

Windows 8 and Internet Explorer 10 make it easy to find apps
for websites by introducing the ability to fetch them in a single

Get app for this site

Find on page

View on the desktop

/. bing.com/ @ @
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Viewing Webpages on the
Desktop

Internet Explorer 10 operates a “plug-in—
free” model, meaning that it does away
with reliance on additional software (plug-
ins) previously used to enable rich media
software and other programs. The down-
side is that not all websites have enabled
this capability. For this reason, you also
have the option to open a webpage on the
desktop (where plug-ins continue to be
supported) in one tap.

200 Viewing Webpages on the Desktop

e (o] http:/fwww.bing.com/ P-ac II“Blng
| WEB |

We've Eton

Hungry to join us?

Man overboard!

Ready for Bognor birdman?

Born on this day, 1961

Which US leader's favourite

The same web page is
opened in an Internet
xplorer tab on the
desktop.
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Move a Webpage to Desktop
Internet Explorer

‘ Swipe upward to show the address bar.

@ Tap the Page Tools icon to open the
tools menu.

@ Tap View On The Desktop to open
the page in a new tab in Internet
Explorer on the desktop.

Born on this day, 1961. ..

vw.bing.com/ @ ® @

Switch to Bing app
Find on page

View on the desktop
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Getting to Know Internet Explorer 10 on the Desktop

Internet Explorer 10 on the desktop is probably the most famil- Internet Explorer on the desktop can use plug-ins, so you can
iar web browser to experienced Windows users. The layout has still run videos by using a plug-in such as Silverlight or Java.
been refreshed, but fundamentally, it’s still very easy to use Custom toolbars are also available on the desktop.

with a mouse and keyboard.

Favorites

Refresh and history

Address Navigate | Tools

Forward bar  Search| Currenttab Newtab home]menu

= |n|l|l

Back—e 3 htp: u-n-n-.ling.mrﬂ 0~ & ||[= Bing

| WEB |

~,
iny

Q Launch Internet
L Explorer by tappin
'E)he icon on the tas
ar

We've Eton Man overboal Born on this day, 1961

Huooo to inin 1c2 BPaoady for Boooor hirdman?) WWhich LIS Jaadar's faeourita

Current webpage
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‘ ‘ Lhdedilo] L x |
http://simon-may.com Shift + Enter

Open a Webpage

@ Type the address of the site you want
to open or enter some words to
search in the address bar.

.slmon-maﬂ

] ™ vy 6
History —
Simon May, IT Pro Evangelist Microsoft UK, Clier® and Cloud

Bing Suggestions ¥

Press the Enter key on your keyboard
or tap the Go arrow.

simen mayo
simon mayo radio 2 m

simon mayo twitter

simen mayo confessions i I I : !

simon mayo blog ms 2

Turn off suggestion:

A drop-down menu opens, displaying
addresses that you've typed recently.

@ Webpages you've visited previously
that match part of the address or
search you've entered start to appear.

. Tap the desired address to go there
without having to type the rest of the
address.

(stop sending keystrokes to Bing)

| Add

Internet Explorer accesses your speci-
fied search engine immediately. Tap a
result to go to the search results page
that matches the terms.
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Using Favorites and History

Favorites are a way to keep a note of webpages you visit often
so that you can avoid having to type in the address of the page
every time you want to go there. They're just like pinned pages,
but they don't appear on the Start screen. Internet Explorer
also records a history of the sites you've been to so that it can

Add a Webpage to Favorites

Enter the address of the webpage to
which you want to navigate.

@ When the page has loaded, tap the
Favorites icon (star).

@) Tap the Add To Favorites button.

Enter a name for the page that is
meaningful to you; by default, this
will be the page title.

@ Select a Favorites folder in which you
want to place the favorite.

If the folder doesn’t exist, tap New
Folder to create one, enter a folder
name, and then tap the Create
button.

We'va Fion

e o (o] http:/fwww.bing.com/

provide you with relevant information as you browse the web
and can suggest sites that you might want to visit when you
start typing addresses. History is also incredibly helpful if you
want to go to a site you were on yesterday, or even two weeks
ago, but don't know the address.

=5
P+ ¢ | @ sing {nr o 65
| ]
Add to favarites |~
Favorites Feeds History
| Favorites Bar

Turn on Suggested Sites...

Man averhoardl Born on this dav_1961

@ Tap Add to add the favorite. Add 3 Favorite
FAN Add a Favorite
N Add this webpage as a favorite. To access your favorites, visit the
Favorites Center.
o—
Create in: T:Qf Favorites w Mew folder ‘
| Add Cancel
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Open a Favorite Webpage

Tap the Favorites icon at the top of
Internet Explorer.

‘ Tap a Favorite to open that page.

@ Alternatively, start typing part of the
name you've given to a favorite.

@ In the drop-down list that appears,
tap the name of the favorite you want
to open.

R~ BBing

http:/fwwnw.bing.com/

Histary
Bing
192.168.1.1 - Bing
azure geo redundancy - Bing

Favorites

Bing
Bing Suggestions
bing

bing maps
bing translator
bing images

bingo

Tum off suggestions (stop finding keystrokes to Bing)

Man overboard!
Ready foi

Shift + Enter

v

rdman?

i v &

o)
[E Add to favorites :
|Favori E Feeds History

| Fil orites Bar
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Open History '

@ Tap the Favorites icon. =
. . . w o
@ Select the time period for which you ‘ C e
want to view the history. For the last . Add to favorites |+
week, each day is visible. Next, past Fovorites | Feeds | | History
Sunday weeks are grouped together. View By Date v
And then finally, months are grouped. 773 Weeks Ago ~
. j?_WeeksAgo
@ Tap the website you want to go to Y
) preen | Last Week
from your history. | | EMonday
j]TuE;day
jWednesday
jThursday
T Friday
‘ ) bing (www.bing.com) v
l Turn on Suggested Sites...
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Managing Downloads

When you're online, you will come across
files that you want to download; it could
be a document, a video, an application, or
something entirely different. When you
tap a link to a file that Internet Explorer
can't display, a yellow pop-up dialog box
appears at the bottom of the window,
asking if you want to download the file.
From here, you have a couple of options;
you can open the download by using an
app on your tablet, or you can save the
download to your tablet.

To override a blocked download, tap
and hold the download, and then in the
options panel that opens, tap Download
Unsafe Program.

Download and save the file

Do you want to run or save M p.msi (1.10 MB) fro i com? | Run Swve |v|| Cancel | x
o
Download and then run a Cancel the
rogram (this button is instead download before
labeled Open if you have an a.E)p it starts
that can open this type of file)
Tap Learn to learn Open a previously
more about Smart- ownloaded file
Screen downloads
[ 11% of Windows8-Relea|ePreview-64bit-English.iso downlcfided - b
View and track your downloac]s Search downloals ol
MName Location Actiofs
Cgmpltlateg -
ownloa Windows 8 Rel...pdf 53013  Downloads
downlead.microsoft.com
@' freevideo (1).exe 3351 This unsafe download was
Blocked =T wadingers.com I;.I‘\:cked by SmartScreen
11ter.
download = | carn more
freevideo (1).exe 335KE  Downloads
wadingers.com
. Windows8-Rele...iso  3.27GE  Downloads
ACt|Ve iso.esd.microsoft.com 11% at 2.27 MB/sec Pause S
dOWﬂload 21 min 40 sec remaining
wisetup-web.exe 1.22ME  Dgwnloads R
Microsoft Corporation o
| [ [ 1
Shortcut to the Run a completed Active
location where the program downloads
download was saved download can be
paused and
resumed

later
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View Downloads - g |
o 7% #—‘
In the toolbar of Internet Explorer 10 Print ]
Desktop, tap the Tools (cog) icon. e o0 '
In the drop-down menu that opens, Safety ’
tap V|eW DOWI’]|OadS Add site to Start Screen
View downloads Ctrl+J _‘
Manage add-ons
Pause, Stop, and Restart Z“"‘t"e"_*""’:’t_j""
0 Lo pinned sites
Downloads _
Internet options
About Internet Explorer

@ During an active download, tap Pause
to suspend the download at its cur-
rent state of completion.

@ When a download is paused, tap Percentage of down-
Resume to continue the down- load complete and
load from the point at which it was speed of download ’ ?
stopped.

. i i Windows8-Rele...iso  227GE  Dowdloads

@ Tap Cancel to discontinue an active isoiesd.microsoft.com 0% a2.07 MB/sec pause Cancel

download 24 min 20 ;ecremainigg

Estimated time remainin
until download is complete

Windows8-Rele...iso 2.27GB  Downloads

iso.esd.microsoft.com 1% downloaded Resume Cancel

Paused
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Open and Run Downloads

@ When you tap a file to download, .— i || s (v [ comeel

Internet Explorer Desktop displays

a pop-up dialog box that presents
three options. If the file is an app, tap
Run to run the file. If the file is not

an app, this button instead is labeled Downloads _
Open and will open the file in a suit-
able app or request that you select

i . Downloads
an app if one is not already known to R [

Windows.

® O

. If you don't select an action from the
previous pop-up dialog box, you can
still run and open a file from within
the download manager. Tap Run for
programs or Open for files.

@ When opening files, you can tap the
optional arrow and select an alterna-
tive program with which to open the
file.
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Setting Common Internet Options

Internet Explorer 10 has many options with which you can cus- Explorer. Your home page need no longer be just a single page;
tomize the way the browser works and behaves. Many of these Internet Explorer can open multiple home pages, each in a dif-
are advanced settings that you will probably never need to use. ferent tab. Of course, you might find it easier to have Internet
However, there are some things you might want to modify. For Explorer open with the page you were last looking at before
example, you might want to change the home page—this is the  you exited the program. You can also control this as well as
webpage (or webpages) you first see when you start Internet other startup settings.

Set How Internet Explorer Desktop
Starts

@ Tap the Tools icon. ;::--@

@ In the drop-down menu that opens, =

]
File [
»
»

tap Internet Options. Zoom (100%)
Safety
Add site to Start Screen
View downloads Ctrl+)
Manage add-ons
F12 developer tools
Go to pinned sites
Internet options

About Internet [f¢plorer

@
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. Enter the web addresses of each page Internet Options ?
you would like to open when Internet
Explorer starts on the desktop. Enter
each address on a new line.

General | security | Privacy | content | connections | Programs | Advanced

Home page

B To create home page tabs, type each address on its own line.
http://go.microsoft.com/fwlink/p/7Linkld=255141

|=

. Tap Use Current to set the current
page you're viewing as a home page.

. Select Start With Home Page to use
the home page settings specified. Or,

select Start With Tabs From The Last

Session to open the pages you were Tabs
looking at wlien youpla?t e%ted Inter- chanse ot nespeges e deplayed i b

net Explorer Bronsing hstary

Delete temporary files, history, cookies, saved passwords, and web
. form infarmation.

® Tap OK to save the settings and

close the dialog box. Tap Apply to

: Use current | | Use default || Use new tab

Startup

() Start with tabs from the last session
=% Start with home page

797

["]Delete browsing history on exit

. . | Delete... H Settings |
save the settings but keep the dialog popearance
box open, or tap Cancel to abandon ] ] e i
changes.
1
[ o e | o |
I
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Change How Tabs Work

In the Internet Options dialog box, on
the General tab, tap the Tabs button.

Select the Enable Tabbed Browsing
check box.

Each page you view will open in a new
Internet Explorer window without tabs.

@ Select this check box to enable a Internet Options ?
wa rnlng When you are abOUt to Close General | Security | Privacy | Content | Connections | Programs | Advanced
more than one tab at the same time. Home page

. . /‘ To create home page tabs, type each address on its own line,
Select this check box to aUtomatlca”y W™ e/ /ge.microsoft.com/fwlink/p/7Linkld=255141
switch to new tabs as they are cre-
ated. (This can be annoying if a page Tz Leenew tab

pops up information that isn't impor- sartp
tant to What yOu're doing.) () Start with tabs from the last session

®) Start with home page
Tabs

Select this check box to display a pre- Change how webpages ae disiayed i abs, e AL
view of open tabs when you hover ronsing hstry
over the Internet Explorer icon on the Dclete tporaryfe,Fistary, cooiss, saved passards, ad et
taskbar. [ bt brogsingistory an

Delete. .. Settings

Select the Enable Quick Tabs check

box to display a thumbnail preview of
open tabs when two or more tabs are
o pe n. OK Cancel Apply

Appearance

Colors Languages Fonpts Accessibility

@ Select the Enable Tab Groups check
box to gather tabs together so that,
if a webpage creates a second tab,
the tabs are color coded for related

pages.
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. Select this check box to open only the
first of your homepages when you
start Internet Explorer; you can still
open them all by tapping the Home
button.

. Specify what happens when you open
a new tab, displaying a special page
with frequent websites listed, a blank
tab, or the first home page in your
list.

@ Select one of these three options to
specify what happens when a web-
page asks to open a new window.

. Select one of these three options to
specify how links open when you tap
them in other apps, such as email or
messages.

@ Tap to restore the default settings.

@ Tap OK to save your settings or tap
Cancel to abandon changes.

Tabbed Browsing Settings

—®

[¥IEnable Tabbed Browsing (requires restarting Internet Explorer):
‘Warn me when dosing multiple tabs

[ Always switch to new tabs when they are ceated

Show previews for individual tabs in the taskbar*

["1Enable Quick Tabs (Ctrl+Q)%

It

Enable Tab Groups®
| Open each new tab next to the current tab
Open only the first home page when Internet Explorer starts

M

When a new tab is opened, open:

@O

‘The new tab page vl

‘When a pop-up is encountered:
|®) et Internet Explorer decide how pop-ups should open

T

(") Always open pop-ups in a new window
() Always open pop-ups in a new tab
Open links from other programs in:
() & new window
(®) A new tah in the current window,

(") The current tab or window

*Takes effect after you restart your computer

7

Setting Common Internet Options

Restore defaults | 0K | | Cancel | ]

® ®

213



Staying Safe Online with Internet Explorer

Online Safety is an important aspect of any web browser, and
Internet Explorer has some particularly useful features to keep
you safe. SmartScreen technology is used to identify websites
that you attempt to visit, either by typing the address or tap-
ping a link, that could contain malicious content. Malicious
content is a program that might attempt to steal your informa-
tion, trick you into providing information, or download mal-
ware to your tablet. SmartScreen Filtering checks webpages

Use SmartScreen Filtering

Enter an address to open any
webpage.

Q When a page is encountered that
has been reported to SmartScreen
as being unsafe, the webpage is
blocked. A warning message with
a red background appears, and the
address bar is shaded red.

Tap More Information to learn more
about the threat.

Q If you are certain that the page does
not represent a threat, at the bottom
of the More Information section, tap
Disregard And Continue.

/

SmartScreen is designed to protect you from

before you get to them and alerts you if it detects something
suspicious. SmartScreen does the same thing for downloads.
You can override SmartScreen if you are sure that you want to
view the site or proceed with a download.

Online privacy is a prime concern for many, so Internet Explorer
also has protections to prevent your web activity from being

tracked.

- o

strikestrike]:om/the O ~ & Unsafeweb.. @ | (2 Reported Unsafe Web...

Content on this website has been reported as unsafe
ads.malvertising.info

We recommend that you do not continue to this website.

@ Go to my home page instead

This website has been reported to Microsoft for containing threats to your
computer that might reveal personal or financial information.

= More information

This website has been reported to contain the following threats:
+ Malicious software threat: This site contains links to viruses or other
software programs that can reveal personal information stored or typed
on your computer to malicious persons.

® Learn more about malicious software

® Report that this site does not contain threats

i Disregard and continue (not recommended)

threats. Disregarding its warning could lead to
information loss or malware infection.
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Use SmartScreen with Downloads

@ freevideo.exe is unsafe to download and was blocked by SmartScreen Filter.  Leamn more View downloads l

b

‘ When you attempt to download a file
that doesn't have a sufficiently high
reputation in SmartScreen for it to
be trustworthy, SmartScreen blocks
the download. Tap View Downloads

to open the Download Manager and T

view the download.

If you want to accept the War‘nln'g' & setup.exe A19KE  This program is not 1
tap the Close button (X) to dismiss oo commonly dewnloaded Delete | Run
i . . ’ and could harm your
the message; your file still is not computer.
dOWnloaded. '@' freevideo.exe 33.5KB Thiz unzafe download was
. blocked by Smarts

@ Tap Run or Open (for documents) to wadingers.com R

run or open the file despite Smart- Learn more Copy download link

Screen’s protests. Windows8-Rele..is0 32768 Downloads Goto download webpage

. . iso.esd.microsoft.com 1% download]=d Download unsafe program

@ If you still wish to download a . .

. . . Paused Report that this program it]safe

file that is blocked because it has

been reported as unsafe (not rec-

ommended), first tap and hold the ‘ ‘

download.

‘ Tap Download Unsafe Program.

L cution /3 ~
SmartScreen is designed to protect your interests. However, it can
sometimes be overcautious. If you can trust the download, you can
choose to run it anyway, but exercise extreme caution. It's always pos-

sible that the file is not what it purports to be. Check that the site you
are downloading from is reputable; when in doubt, heed the warning.
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Using Do Not Track

Because of the way the web works, it's possible for websites

to track your activity on the web; this is a completely normal
practice for many websites, and it's how they understand what
you've done on their website to help them create a better
experience for you. It's also one way that advertising on the
web is targeted to you. However, some people don't like being
monitored and want to stop it to protect their privacy. To

address these concerns, Internet Explorer 10 includes a new
feature called "Do Not Track,” which, when enabled, alerts
website owners that you don’t want them to track what you're
doing on their site. Website owners can then choose to respect
the setting, based on an honor system. Although we show
these settings on the desktop here, the same settings apply in
Internet Explorer on the desktop.

Enable or Disable Do Not Track -9
_ A 9:'——.
@ Tap the Tools icon. Print >
File »
@ Tap Internet Options. Zoom (100%) >
Safety 3
Q Tap the Advanced tab Add site to Start Screen Internet Options ? ! l
View downloads Ctrl+J
SeleCt the AIWayS Send DO NOt TraCk Manage add-ons General | Security | Privacy | Content | Connections | Programs | Advanced
Header check box to enable the Do F12 developer tools settngs
Not Track feature, or clear the check Go to pinned sites lay armations In webpages= "
i i = Play sounds in webpages
bOX to dlsable It- .—_ Internet options [T] Show image dawnload placeholders
About Internet Explorer Show pictures
@ Tap OK to apply your changes. 8 searity
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[] Allow active content from CDs to run on My Computer®
[ Allow active content to run in fles on My Computer®

[[] allow software to run or install even if the signature is inv:
e il Always send Do Not Track header®

[] Block unsecured images with other mixed content
Check for publisher's certificate revocation
Check for server certificate revocation™

Chedk for signatures on downloaded programs

[ Do not save encrypted pages to disk
< 3

*Takes effect after you restart your computer
Restore advanced settings

Resget Internet Explorer settings

Resets Internet Explorer's settings to their default

condition. Reset...

“ou should only use this if your browser is in an unusable state.

. OK Cancel Apply
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Keeping Your Tracks Private

When you use Internet Explorer 10, it keeps a history of all the
pages you've visited. If someone wants to, she can use this infor-
mation to see where you've been, which can be frustrating if
you're buying your spouse a fantastic birthday present, only to
have the surprise ruined. Internet Explorer also keeps note of
everything you enter into web-based forms and uses this to make
suggestions when you visit new forms. For example, it remembers
your email address and shipping address to make activities like
online shopping easier. Websites also like to store information on
your tablet in small files called cookies to keep track of what you

Enable InPrivate Browsing

@ Tap the Tools icon.

In the drop-down menu that opens,

do on their sites. These are usually intended to make things easier
for you when you visit their site or to have the site remember you.
However, cookies can also be read by others, who can then target
ads to you based on things you've been browsing for.

Internet Explorer can help in all these areas. First, by enabling
InPrivate browsing, you can browse without any of this infor-
mation being stored. When you close an InPrivate tab, all the
cookies, history, and form data are lost. But even, if you don't
use InPrivate, you can still quickly delete parts of this browsing
history information at any time.

InPrivate tabs display this
logo in the address bar

tap Safety.
InPrivate
Tap InPrivate Browsing to open an
InPrivate tab.
- O b4
2 - & || & Blank Page X &t o #-_‘
Print 3
File 3
Zoom (100%) 3
Delete browsing history... Ctrl+5hift+Del Safety : ‘

Ctrl+ Shift+P

‘— m |nPrivate Browsing

Tracking Protection...

Add site to Start Screen

View downloads

Ctrl+]

ActiveX Filtering Manage add-ons

s R e F12 developer tools

Check this website Go to pinned sites

Turn off SmartScreen Filter... Intemet options

Repert unsafe website

About Internet Explorer
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Delete History

@ Tap the Tools icon.

In the drop-down menu that opens,
tap Safety.

. Tap Delete Browsing History, and
then in the dialog box that opens,
select or clear the check boxes adja-
cent to the individual items in your
browsing history to delete or keep
them, respectively.

218 Keeping Your Tracks Private

e [ £l 1€ BiFOWSING histEry..
InPrivate Browsing
Tracking Protection...
ActiveX Filtering
Webpage privacy policy...
Check this wehsite

Turn off SmartScreen Filter...

Report unsafe website

- O x

n-a & Blank Page X m::’ﬁ'

Print 3

File r

Zoom (100%) 3
Ctrl+ ShiftDel Safety —

Sl Add site to Start Screen
View downloads Ctrl+)

Manage add-ons
F12 developer tools

Go to pinned sites

Internet options

About Internet Explorer
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Managing Add-Ons

Internet Explorer on the desktop provides the ability for other
additional software to be included in your browsing experi-
ence. This might be a toolbar, such as the Bing bar, that makes
finding Bing services easier. It could be software that makes

Manage Toolbars and Extensions

@ Tap the Tools icon.
@ Tap Manage Add-Ons.

In the Manage Add-Ons dialog
box, in the Add-On Types pane, tap
Toolbars.

Select the add-on with which you
want to work.

. To learn more about the selected
add-on, in the lower-left corner of
the dialog box, tap the More Infor-
mation link. This information includes
when it was installed and where its
files are on your tablet.

. Tap Disable to prevent the add-on
from being used. You might want to do
this if Internet Explorer has alerted you
to a performance concern or if you see
an add-on that you don't trust.

Y

Review the add-ons running on your tablet
regularly to make sure that nothing unwanted
has appeared. For example, if you start to find
Internet Explorer is a little slow, check here first

particular types of video viewable, such as Microsoft Silverlight.
You might want to use a different default search engine or use
custom Accelerators that make tasks like sending emails from
webpages more convenient.

- o |
i vr ¥
Print 3 |
File 3
Zoom (100%) 3
Safety 3
Add site to Start Screen
View downloads Ctrl+)
‘__ Manage add-ons
F12 developer tools
G inned
fopmnedztes Internet Explorer
Intemet options monitors the start-
About Internet Explorer Up performance Of
each add on
Manage Add-ons

View and manage your Intfret Fxplarer ad-ons

Add-on Types Name
~ | Microsoft | orporation
rser Helper
Office Dlcument Cache Handler
v | Microsoft SPFS Browser Helper
Show: Microsoft Lync add-on

&} Toolbars and Extensions
O Search Providers

[ acceleraters

Currently loaded add-ons ¥ Not Available

Lync Browser Helper

Micrasoft Corporation

Version: 15041280

File date: 02 August 2012, 21:54
More information

Find m|re toolbars and extensions...
Leam rfJore about toolbars and extensions

Publisher Status Architecture  Load time Navigation... )

32-bitand.. 0.

Microsoft Corporation Enabled

Micresoft Corporation Enabled 32-bitand.. 0.00s 0.00s
Microseft Corporation Enabled 32-bitand.. 0.01s 0.00s
Microseft Corporation Enabled 32-bitand.. 0.00s 0.00s

Type: Browser Helper Object
Search for this add-on via default search provider

Disable

Clrle

to see whether anything unexpected is running.

©®
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Manage Search Providers

In the Manage Add-Ons dialog box,
in the Add-On Types pane, tap Search
Providers.

@ Select the search provider to manage.

. Use the links to reorder the search
providers; enabled search providers
are searched in order when you enter
search terms in the address bar.

. Enable or disable search suggestions
and the display of top search results
in the address bar. Search suggestions
search as you type and attempt to
complete what you're typing before
you finish, making search faster.

. Select the Prevent Programs From
Suggesting Changes To My Default
Search Provider check box to stop
some programs from promoting a
different search engine.

. Select the Search In The Address Bar
check box to enable search from the
address bar. Clearing this check box
means that the specified search pro-
vider will not be used in the address
bar.

Tap Set As Default to set the currently
selected provider as your preferred
search provider.

@ Tap Remove to remove the search
provider, making it unavailable.
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Manage Add-ons n

View an(] manage your Internet Fxplarer add-njs

Add-on Tyfes
¥ Toclbar] and Extensions
12 Search Providers

[ acceleraters

® Tracking Protection

Bing

Status: Default
Search suggestions:
Top result search: Enabled
[ Prevent progjrams from suggest
[¥l Searchintif: address bar

nd more sear |1 providers...
-2 more abcfit search provider p

Name Status

Search suggestions  Top result
Enabled Enabled

Listing order

Enabled Disable suggestions

isable top result in address bar

1g changes to my default search provider

ferences

Listing order: Move up | Move down | Alphabetic sort
Search address: http://www.bing.com/search?q=&src=1E-Se: fchBox&FOR...
Search suggestions add... httpi//api.bing.com/qsml.aspx?query=8max | idth=08&
Top result search addre... httpi//wwiw.bing.com/search?q=Bisre=IE-To [Result &FOR...

Setasdefault | Remove

| Close |
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What's What in an App?
Using the Store to Get Apps
Installing Your First App
Searching the Store
Managing App Licenses
Changing Settings in Apps
Removing Apps

Rating and Reviewing Apps

Having Two Apps On-Screen
Simultaneously

Installing Desktop Apps

Uninstalling Desktop Apps

Using Apps

pps are among the jewels of Windows 8, providing unlim-

ited options for extending what you can do with your tablet.

Those apps are available for your tablet from the Windows
Store, which provides a store front or catalog for you to choose
your apps from. You can browse the store by flicking through
all the available apps, which are organized into categories such
as Entertainment, Books & Reference, Productivity, Photos, and
more. If browsing isn’t your thing, you can find apps by search-
ing the store for specific titles or for apps produced by specific
developers or with specific features or purposes.

When you find an app you like, you will need to install it,
but before you do, you'll want to check the price. Some develop-
ers charge for their apps, others offer theirs free of charge. After
you've decided on trying, buying, or using a free app, you then
need to install it. It's a one-click process to do so, and Windows
takes care of the installation for you. Windows also takes care of
ensuring that you can install the same app on up to additional
four Windows 8 devices.
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What's What in an App?

Apps in Windows 8 are full screen and immersive; thus, many of  app. Knowing where to swipe to make options available is key.
the menus are hidden from view to focus on the content of the

Apps are full ~ To access charms,
screen and swipe inward from the
immersive. right edge.

@ SHOW 2010 Flickr 5 files

Slide a finger from off the The app bar is the place
bottom or toE of the screen to find commands and
to show the app bar. options.
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Using Apps

Using the Store to Get Apps

The Store is where you go on your Win-
dows 8 tablet to get apps. There are apps
for every occasion, but the store cat-
egorizes them to help you find your way
through, and you can also search within
the store to find apps if you know the
name or what you want the app to do.
Some apps are free, and some you must
buy. You'll need to have a payment method
set up in your Microsoft Account if you
intend to purchase apps.

Open the Store

. On the Start screen, select the Store
tlle Update (1)

. When the Store app opens, you can Store
pan through the items in the store Spotlight
from left to right by placing a finger
on the screen and moving or flicking
left or right, just like the Start screen.

Games >

Top free

O CBAZAAR -

Wordament
Free % % % &
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Paying for Apps

Not all apps are free. Many require that
you purchase them to unlock all their func-
tionality. Therefore, you will need to set up
a payment method. Keep in mind that all
purchases are final.

Settings

Set Up Billing

Within the Windows Store, select the
Settings charm and tap Your Account.

Your account

In the Payment And Billing Info section,
tap Add Payment Method. iSlercneey

© Your account

sirmay@hotmail.co.uk

Sign in with a different account

Change user

Payment and billing info

Before you can purchase an app you need to add a payment method to your account.

.— Add payment method

Always ask for your password when buying an app

Yes [ |
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. Choose to pay by either a credit card
or a PayPal account.

Enter the details of your credit card
and your credit card billing address,
or if using PayPal, enter your PayPal
billing address.

. Tap Next to complete the credit card
setup process and validate your card,
or if using PayPal, tap Next to enter
your PayPal details at the PayPal site.

Using Apps

© Payment and billing

Choose a payment method

New payment method
. @® Credit card
O PayPal

Add payment information

Credit card type *

owsa o B o &

Credit card number *

I

| - Enter without dashes or spaces -

Expiration date *

Name on card *

cw e
|:| What's this?

®——— T o

Microsoft is committed to helping protect your privacy. For more info, see our
privacy notice.

Paying for Apps
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Installing Your First App

The store is a great place to select and install apps. The
process is made as simple as possible by giving you a few
options while presenting you with as much relevant infor-
mation as possible to make choices about the app that you
want to install. Apps are rated by others, using a star rating
system (zero through five stars), and the apps are divided into

Browse the Store

. On the store’s main page, pan to find
a category of apps you want and then
tap the title of the category.

If you want to view a curated list, tap
the tile for that list.

Microsoft highlights some of the best apps for you to install,
but you'll want to look at what an app does (and its reviews)
to help determine if it's right for you.
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categories, such as Games, Social, Entertainment, Photo, Shop-
ping, Productivity, and many more. Microsoft also curates the
store to highlight apps that win contests, are seasonal, or are
likely to be relevant to you, based on the apps you've installed
in the past.

@
Storg

Entertainment »

SkatchBoo

‘
NS
-

-
B =

Top free

Autodesk’ SketchBook’ Express

SketchBook Express
Free

Xbox SmartGlass
Free W % % %k ¥




Using Apps

. If you want to filter the available apps
by price, tap the Sort By Prices drop-
down list and select from Free or Free

) S

And Trial (to include apps that have a |- | ~N

trial period), or tap Paid to show only @ E nie rta INM{E nt 40 apps

paid apps.

Choose to sort the list of apps by Mlprices ¥ ] | Sortby notewortty ¥

noteworthy, newest, highest rated,

lowest pric); or highestgprice. b Kids Song Machine Orange Wednesdays

o B

Free Free

® Tap an App tile to view more details

or to install it. _ Xbox SmartGlass

my History Digest

[o) * ko — App
Free Star
Rating
& SketchBook Express Télé 7 Programme TV
Z TELEF
Free Free
Dailymotion BIGFLIX
|
f“\ Free App
Price

StumbleUpon Gems Memory

Free
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Install an App

. Tap and hold to scroll up and down
the overview of the app.

. Tap and hold the picture of the app,
and move your finger left and right
to scroll through images of the app
at different stages.

. Tap Details to view information about
the app, such as what languages it's
available in and what information
and features of your tablet the app
can access.

@ Tap Reviews to read reviews of the
app from other users.

. Tap Install if the app is free, or tap
Buy if the developer charges for the
app. Sometimes a paid app has a Try
button so that you can use it free of
charge for a limited period.

. When the app has installed, a pop-up
will briefly appear in the upper-right
corner of the screen; tap it to launch
the app. The app will also appear
automatically on your Start screen.

Travel

‘When you install an app, you agree to the
Terms of Use.

This app has permission to use:

ft Corporation

Overview Details Reviews

(© Paris, FRANCE : =~ ovERVIE!

intre

Explore beautiful des

Description
The Travel app, powered by Bing, inspires you to travel and provides all the tools you need to plan
your next trip. Designed for Windows, the Travel app puts control at your fingertips. With a quick tap
or click, you can exgplore beautiful photos and panoramas of destinations from all over the werld to
Read more

Travel was installed.

All app purchases are final. You cannot get your money back if you

buy an app and you don't like it.
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Using Apps

Searching the Store

You might have a very specific idea of the
app you want from the store, in which case
browsing to locate the app would be cum-
bersome. Instead, you can simply use the
Search charm.

Search for Apps

@ Swipe in from the right, and tap the
Search charm.

Enter a term to search for in the store;
it could be the name of the app, the
name of an app developer, or the
purpose of an app.

Tap the search button if you're in the
Store; otherwise, tap the Store icon.

@ Results will appear to the left.

®© Results for "microsoft” o .m0

Al categories v | | Alprices v | | Sortbyrelevance v

Curso em Video OneNote MX Age of Empires Online
Pre y 3 % % % & Productivity * % % % * Games
Desktop app

= ‘Wordament

e % e K Games
Free

Microsoft Minesweeper
Games
Free

icrosoft Mahjong

Games

Microsoft SkyDrive

h % % % J % Productivity

Desktop app

i ft Visual Studio Express..
M - * Tools
Desktop app
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Managing App Licenses

To make your experience as consistent as possible across a on to lots of devices regularly, you might need to manage the
number of different devices, Microsoft has made it possible to devices that your account uses because there are limits to how
buy an app once and install it onto multiple devices. If you log many devices you can have.

Remove Unwanted Devices

© Your account

Add payment method

While in the Store, swipe in from the
right and tap the Settings Charm.

Always ask for your password when buying an app

On the Settings menu, tap Your Vs s

Account.

@ Scroll down to the Your PCs section.
Your PCs

When you install an app on a PC from the Windows Store, the name of that PC will
appear here. You can install the apps you get from the Store on 15 PCs.

Locate the PC you want to remove
and tap the Remove button. A con-
firmation pop-up appears. PCs are
added automatically when you sign in
to them with your Microsoft Account. SINGAS ST

Remove

SIMMAYWSECP

Remove

Settings

zoostorm

Remove

Your account

Preferences @

App updates

Terms Of Use
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Using Apps

Changing Settings in Apps

Most applications have settings or pref-

erences for customizing the app to your

needs. These could be user account names,
email addresses, color schemes, or virtually X
anything else useful to the app. Windows 8 Settings
introduces a standard way to access those
settings for apps, from the Settings charm.

Windows 8 helps you to keep control 7
of the information and features to which settings
apps on your tablet have access, so you
can stop apps from using your webcam or
decide not to use an app that requires net-
work access. These settings are visible and,
in some cases, controllable through Per-
missions. To change app settings, you need
to be in the app. Rate and review

About
Help

Permissions

Open Settings

. Tap the Settings charm and then tap
the Settings menu item just below
the name of the app.

avatars

. Change any settings for the app; they
will be unique to each app.

Shuffle photos on the app tile

on L |

To return to the Settings menu, tap !
{ Show photos and videos from
the arrow. | 7o

| Facebook Cutiuns

@ To stop changing settings and return . | ...
to using the app, tap the app. : ] mertey

| SIMMAYWSERP

Pictures library
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Set Permissions Settings

Q Tap the Settings charm and then tap

Permissions.

For devices such as webcams and Settings
GPS, you can choose to enable and

disable the app’s use of the device. About
To go back to the Settings menu, tap Help

the Back arrow.

Permissions

Rate and review

(€) Permissions

Camera
By Microsoft Corporation
Version 6.2.8376.0

You will also find that some apps include Options as well as set- Privacy

tings. These will be accessible from the app menus within the app; Allow this app to access your:

they are normally focused on what you want the app to do, rather _

than how you want the app to behave. Webcam and microphone
On mal .
This app has permission to use: Tap here to view a list of
Your pictures library everythjngl the app can

access, including devices,

information, networks,
social networks, cloud
connections, and more.
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Removing Apps

With all the apps that you can install on
your tablet, sooner or later you'll want to
remove one or two. Thankfully, the process
is simple, and you can remove apps cleanly
in moments.

Uninstall an App

. Open the Start screen and identify
the item you want to remove. Tap
and hold the tile and pull it down a
little.

From the pop-up menu that appears
at the bottom of the screen, tap
Uninstall.

A confirmation box will appear. Tap
Uninstall to remove the app, or tap
outside the pop-up to cancel.

Unpin from Start

You can also Unpin apps on the Start screen. However, the app
will still be available from All Apps on the app bar or through
search.

Uninstall

Camera

[e]

Using Apps

This app and its related info will be removed
from this FC

E Camera

®
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Rating and Reviewing Apps

The Store strongly encourages peer review of apps, so when
you're choosing an app, you should take a look to see what
others think of it. Of course, it's also useful if you can express
your opinion about an app, which you can. If you come across
reviews that you think are helpful, you can highlight them to

Write a Review

Settings

O From the Settings charm within the
app you want to review, select Rate and

review. Settings

O Provide a star rating by tapping the

maximum number of stars you think
the app deserves.

About

Help
@ Enter a title for your review.

Permissions

O Enter the details of your review.

Rate and review

Tap Submit to have your review
added to the app. (It might not
appear right away.)
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make it easier for others to find, or you might find a review
that is unhelpful and vote it down. Finally, you might come
across reviews that are offensive; you can report these to
Microsoft for review.

Write a review [for Photos

Your rating (required)

* Kk k k

Title

Review (0/500 characters)

Submit Cancel




Using Apps

Report Someone Else’s Review

‘ When viewing an app in the store, © Photos

select the Reviews pivot.
Home > Phota Overview Details  Reviews

133 reviews Sortby | Mewest v

friend
E * 15 May 2012

you are my good friend

@ Tap the Report This Review link if you
feel the review is unsavoury in some
way. The review will be reported, and
the link is replaced with a thank-you

note. n this app. Was this review helpful?  Yes No
Thanks for reporting this review.

Doesnt make Update
E * 15 May 2012

David I trying te use and | Cant because is suppose to be installing and don't let me do
nothing

Write a review

Mark Other Reviews as Useful
or Not

5 out of 6 people found this review helpful
Was this review helpful? gmaies  Nos
Report this review

. If you feel a review was especially
useful toward your decision to try or
buy an app, tap the Yes link next to
Was This Review Helpful?

. If you feel a review was completely
irrelevant toward your decision to try
or buy an app, tap the No link next to
Was This Review Helpful?

work in e clinic

L&I * 34 oy 201
mohamm...

Queen Ralla Hospitaln
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Having Two Apps On-Screen Simultaneously

Using a function called snapping, two or
more apps can be on-screen at the same
time. Using this feature, you can compare
information between two apps. For example,
you could look at the webpage of a restau-
rant and also look at its location on a map to
see how to get there.

Use Snap to View Two Apps

@ With an app open, drag a finger from
the top of a screen. The app will pull
away, and a dividing bar will appear
one-third of the way down the
screen. Drop the app into either sec-
tion of the divided screen.

@ Drag from the left side of the screen
to bring up a previous app and drop
this into the unused area.
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_The divider can be moved to the other
side of the screen to make either snapped
app more prominent.

Many apps are designed to work brilliantly when snapped—for
example, the Mail app shows your email as it comes in, even
while you're working on something else.
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Installing Desktop Apps T Downioads - -~ IEl
. . . . Home Share View v e
|t IS Stl” pOSSIble to run apps deSIQned to @) * 1T & » SimonMay » Downloads AN V] Search Downloads y-
run on previous versions of Windows on B e . Datemocicd | Type e
H . 0 Favorites ¥ z
your Windows 8 tablet. AppS deSIQned for B Desktop | [ ZuneSetupfkg 04/08/201210:50  Application 103,188 KB
previous versions of Windows will run on & Downloads
. . = Recent places
the desktop, and nothing has changed in & S
the way you acquire or install them. You o .
can install any app on the desktop without 1item
the need to go through the Store, but you
will need access to the installation files, . ® User Account Control
which can be downloaded from the Inter- Do you want to allow the following program to make
net or Copied from a CD’ DVD’ USB dEViCE, ’changes to this computer?
or hard disk.
% Program name:  Zune
- Verified publisher: Microsoft Corporation
File erigin: Hard drive on this computer
Install a Desktop App © =
Show details Yes

On the desktop, use File Explorer to

identify the installation file and then Change when the s notifications appeat

double-tap it to run the install.
Q You mlght be prompted by User # Remote Desktop Connection Manager = = ‘

Account Control to give the app permis- License Agreement

sion to install. If you trust the source, =

tap Yes.

Flease take a moment to read the license agreement now. If you accept the teims below, click "l
Agree", then "Mest". Otherwise click "Cancel'.

Most apps install with a wizard.
Follow the wizard to complete the
installation.

MICROSOFT SOFTWARE LICENSE TERMS
MICROSOFT REMOTE DESKTOP CONNECTION MANAGER

These license terms are an agreement between Microsoft Corporation (or
based on where you live, one of its affiliates) and you. Please read them.
They apply to the software named above, which includes the media on

. which you received it, if any. The terms also apply to any Microsoft
Some desktop apps are available through the Y

store. When you tap a desktop app in the store,
it will direct you to the software developer's
website, and you can download from there. Cancel o Bt HEIU

®

(@)1 Do Mot Agree (1 agree

238 Installing Desktop Apps



Using Apps

Uninstalling Desktop Apps

Unlike apps installed from the store, desk- Iﬁ Programs and Features I
top apps cannot be uninstalled so easily. I
However, they can still be removed without ‘
too much effort. Control Panel is the place '
to control desktop apps.
Programs and Feaifires = B
© = 4 & « Prog.. » Programs and Featur.. w ¢ | SearchPrograms and Features @

Uninstall a Desktop App

Control Panel Home .
Uninstall or Jhange a program

It |S St|” poss|b|e to run apps des|gned to View installed updates To uninstall a pr].gram, select it from the list and then click Uninstall,
. . . ) Turn Windows features on or Change, or Rep]r.
run on previous versions of Windows on off
your Windows 8 tablet. Apps designed for Organize +  Uninstall = -0 @
previous versions of Windows will run on Neme : Publisher Inst
the desktop’ and nothlng has changed In #% Microsoft Garage Mouse with... Microsoft Garage 040
1] Microsoft Office 365 ProPlus ... Microsoft Corporation 02/C

the way you acquire or install them. You (7] Microsgt SkyDrive Microsoft Corporation T
can install any app on the desktop without
the need to go through the Store, but you
will need access to the installation files,
which can be downloaded from the Inter-
net or copied from a CD, DVD, USB device,
or hard disk. . R

From the Control Panel, select Pro- 6 Microsoft Corporation
grams And Features.

Identify the app to remove from the
list and tap to select it. ‘

@ Tap the Uninstall button to start the
removal of the app by using the app’s
own installation program. Uninstallers

;/:vl;)i/nf;otr:et\r/\vliszgfc;nizs?rul:cilir:npsl)g;gluId Not all tablets support installing desktop apps. If you have an
, . x86 or x64 tablet, you'll be able to install new desktop apps. If
be all that's required. you have a Windows RT-based tablet, you'll have access only to
Microsoft Office and Internet Explorer.
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Connecting
with Email

Identifying the Mail and Calendar
Apps

Setting Up Email

Reading Email

Making Accounts and Folders
Accessible from the Start Screen

Writing Email

Organizing Email

Showing Email Notifications
Changing Mail Settings
Printing Emails

Using Calendar to View Your Schedule

mail has become almost a default communication method for

people all over the world, in both their personal and social
lives. Your Windows 8 tablet includes a Mail app that makes
sending and reading email on your tablet very easy.

The Mail app includes additional apps for managing your
calendar and your address book. The Calendar app and People
apps are connected to your email account and to the Mail app
so that you can easily create an appointment, select people
from your address book, and email an invitation to a meeting or
event. Setting up your email accounts in the Mail app automati-
cally adds them to both the Calendar app and the People app,
making your information available throughout your Windows 8
tablet.

It's also fine to have more than one email account on your
tablet. In fact, it's encouraged; this way, you'll be able to easily
switch between your work and personal email. When sending an
email message, you can decide which account to send from, and
when reading mail, you can view it in different accounts.
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Identifying the Mail and Calendar Apps

The Mail and Calendar apps are both visible on the Start menu
by default when you first start Windows 8. The tile for the Mail
app displays a sealed envelope if it's not showing details of
recently received emails. The live tile for Calendar always shows

Mail—The live tile can show
the title and sender of a
recently received email

Desktop Messaging

242 |dentifying the Mail and Calendar Apps

today’s date, but it will also show your upcoming appoint-
ments. The lock screen displays your upcoming appointments,
too, and it also tells you how many unread emails you have in
your inbox.

Calendar—The live tile can
show the next upcoming
appointment

Calendar

People



Setting Up Email

The first thing you'll need to do to get email on your tablet is
to provide it with information about your email account. If you
don’t yet have email, you can sign up for Hotmail for free along
with your Microsoft Account. You probably already have an
email account somewhere though, and there is a good chance

that your Windows 8 tablet can use that email account. The

built-in Mail app in Windows 8 supports Hotmail, Google Mail,
Microsoft Exchange (for corporate email), and Yahoo! Mail to

name just a few.

s

If you don't yet have an email account, you can sign up for a new
account at http://outlook.com. Here you can create a new web-
based email account that uses a web interface very similar to

the Mail app in Windows 8—but with many more features. For
example, Outlook.com has advanced rules and filters for fighting
“grey mail” (also known as newsletters) that can fill up your inbox.
Setting up this functionality is simple and requires just a few clicks.
Outlook.com is fully compatible with Mail in Windows 8. When
setting up your email, just select the option to add an Outlook
account once you've signed up for the service.

Setting Up Email
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Add a Hotmail, Exchange, or
Google Mail Account

@ Tap the Mail tile on the Windows 8
Start screen to open the Mail app.

@ Swipe in from the right, and tap the
Settings charm.

@ Tap the Accounts link in Mail.
@ Tap Add An Account.
Q Tap the type of account to add.
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Settings

Accounts

Permissions

@ Accounts

Rate and review

Haotmail

sjrmay@hotmail.co.uk

.— Add an account

(© Add an account ¥

Hotmail
i! Hotmail.com, Live.com, MSN
Outlook
Exchange, Office 365, Outlook.com
9 Google
- Connect

Other Account
N

Connect

BT Yahoa! Mail

Connect

Yahoo!

9-’ Connect




‘ Enter your email address.
@ Enter your password. Add your Hotmail account =
@® Tap Connect.

. Enter the infarmation below to connect to your Hotmail account
Windows attempts to sort out the

details. Email address
|
@ The email account will be added into . [
the Mail app and appears on the left Password
side, along with a count of unread .
mail for the inbox you've just added.

Hotmail 2 — —.

Microsoft

A ~

Although the Mail app makes it easy to do most things from
your tablet, you might also need to use a web browser to do
more complex tasks. For example, the Mail app doesn't allow
you to create new rules to automatically process your email.
Hotmail will sweep your newsletters into a "newsletters”
folder for you, but control of these rules are not available
from the Mail app, only from the Hotmail website.

Setting Up Email 245



Reading Email

Reading email with the Mail app is as simple as opening the you need to perform a sync. Also, sometimes you might have
app. However, depending on how you have your Mail app and multiple email accounts set up (for example, one for work, one
tablet configured, it might not always be instantly up to date. for home), so you might need the ability to switch between
Although the default is to download mail when it's received, them.

you might have set mail to update less frequently. In this case,

Read Email

Unread email

@ Open the Mail app and tap an email (title is bold text) Email sender
to read it. and time the
Email folder Current email was Email  Email
. Tap to reply to an email. navigation email sent title  actions ? ?

Xbox:

Xbox LIVE Rewan}f; 15 G

@ Tap to delete an email after reading it.
Live

Windaows Live

|- ® &

Windows Live

@ Tap to open a different account.

Windows Live

i You've connected Facebook to t.
. Tap to update your email (check for et wve conn
any new messages) Sent s e et You've connected Facellook to the Peaple application
Outbox simon Hsy
Junk e e Mow your contact list is always up to
simon My date
Deleted items Long tir s no see

Hotmai feam
Hotmai | getting started tip #4... 10 May

et in the People spplication Lo see what's
tart a Facebook chat.

Hotmailjeam

Hotmail f 'eam
Hotmai | getting started tip #... 24 Apil

Hotmai | eam
Hotmai | getting started tip #1... 17 Aprit

Seu your pecpla on the web wsl

Hotmail f'eam
Getting | tarted with Hotmail 13 Ap|

2 )

Hotmail Notifications preferences | Microsoft privacy statem flt

.
More email
actions

Read email ~ Email list Reading area:
(title is normal the email
text)
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Making Accounts and Folders Accessible from the Start Screen

The Mail app tile on the Start screen shows an aggregated view  and folders to your Start screen for a more detailed view.
of all of your mail. If you don't like that, you can pin accounts

Pin to Start Screen

@ Tap the account for which you want Live
to create a tile.

. Tap the folder within the account to _‘

which you want the tile to take you. Drafts

. Swipe upward from the bottom of the Sent items
screen to show the App Bar.

@ Tap Pin To Start.
. Confirm that the tile name is OK and

Outbox

Junk

. Deleted items
then tap Pin To Start.
Hotmail v
Live — _‘ .
Hotmail - Inbox
Microsoft
| x|

This is a great way to make a folder easy
to access or, if you receive your work email

on your tablet, to separate your work and
home email accounts.
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Writing Email

Writing emails to friends and family is a great way to keep in Mail app is designed with this in mind, making it easy to send a
touch, and it's almost essential in any workplace today. The simple email.

Werite Email

@ Tap the plus sign to create a new
email.

@ Tap Add A Subject to replace the
text with your own subject line for @
the email, making it descriptive of the

content. -II- @ I

Tap the blank area to enter the body
text of the email.

Tap in the To text box to enter an

email address or a friend’s name; @ @

Mail will checks names against your
address book automatically.

Alice Ciccu Add a subject @ @

@) Tap in the Cc text box to enter addi- )
tional recipients. | : |

®

sent from my Windows 8 PC

® Optionally, tap your account name
to change to a different account if
you've set up more than one account. "

@ Tap the Send icon to send the mail, “I"”‘“a's

or if you've decided against it, tap
the Close icon to save it as a draft or 0

delete it altogether.

@

Tap Attachments to add files to send
along with the email.

@ Tap More Details to blind copy the
email to someone or to change its
priority level.
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Format Email Text

@ Highlight some text that you've typed
in your email.

Tap Font to change the font style of
the lettering.

Tap Font Color to change the color of
the text.

;:-‘ simon May \dd a subject @ @
@ Tap Bold to make the text stand out. e

Sent from Windows Mail

® Tap ltalic to apply italic-style 7 ®
lettering. '

@

® Tap Underline to underline words.

Show more

@ Tap More to show additional options
to format the text as a Bulleted or
Numbered list.

Q Tap Copy/Paste to copy the text to
the clipboard or paste text from the
clipboard.

@ Tap Attachments to add an attach-
ment to the email

@ Tap Save Draft to save the email for
later without sending it
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Organizing Email

With so much email coming and going, '
you will likely find that you need to keep
some of it. Most email services, such as

Xbox

Hotma”l Goog|e Mai|' and Microsoft Xbox LIVE Rewards is Giv| g Aw.. 14 June @ @
1 Windows Live

EXChange' prOVIde a Way for you to keep You've connected Facebjok t... 13 June

mail in folders, and the Mail apps lets you Wi Winclows

manage those folders. Sometimes you'll fotive conpectedifeccbel ko RNt e e Gt
also read an email and want to mark it as HU"”:LEE.,_, Frebook b 28 M:: You've connected Facebook to the People application
unread so that you can remember to read Simen May
it again later. Gk Gl WL contct it is alwesys up 10
Simon May da

Move Mail into a Folder %)

Feadhack

Select the email you'd like to file to a
folder.

@ Swipe upward from the bottom of
the screen to show the App Bar.

@ Tap the Move icon.

In the highlighted Folders list, tap the
folder into which to place the email.

Live

Inbox 6
Sent items  m—
Junk

Deleted items

250 Organizing Email



Mark Unread

from the bottom of the screen to

With an email selected, swipe upward ?
show the App Bar.

. Tap Mark As Unread. (If the email is
already unread, this displays as Mark
Read and marks the email as read.)
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Showing Email Notifications

Windows 8 can check your email accounts
regularly and let you know whether you've
received any mail without you having to go
into the Mail app. It does this by showing
you notifications on the lock screen so that
you will know that you've got mail as soon
as you pick your tablet up, and by updating
the live mail tile.

Check for Email in the Background

. In the Mail app, tap the Settings
charm and then tap Permissions.

. Toggle the Lock Screen setting to On.

252 Showing Email Notifications

Settings

Accounts

Permissions

Rate and review

(© Permissions

Mail
By Microsoft Corporation
Version 16.4.4206.722

Notifications
Allow this app to show notifications

On [ ]

Lock screen

Allow this app to run in the background
and show guick status on the lock
screen

On -_—.

This app has permission to use:

Your home or wark netwaorks

Software and hardware certificates or a
smart card

Your Internet connection




Allow Lock Screen Notifications

@ In the Settings panel, tap Change PC
Settings. ifications Power Keyboard

@ Tap Personalize.

. Scroll down to Lock Screen Apps, and
ensure that the Mail app icon is set
to appear on the lock screen. If not,
tap a plus sign (+) and select the Mail
app or inbox from the choice that

Change PC settings

appears. PC Settlngs Lck screen apps
Crjose apps to run in the background and show quick status and notifications, even when
ycfr screen is locked
Users 5 N R R
NOTlflCaTiOnS Choose an app to display detailed status
Search
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Changing Mail Settings

The Mail accounts that you set up on your tablet are precon- email is updating too often or if you don't like the name Win-
figured with some default settings, such as update frequency, dows gives your account, you can change the respective set-
how much history to download, and what name to use for the tings. You'll need to be in the Mail app to make any changes.

account. You can change these for each account; thus if your

Access Account Settings

Settings

@ In the Mail app, tap the Settings
charm.

@ Tap Accounts.

@ Tap the account for which you want
to change the settings. Permissions

Accounts

Rate and review

(© Accounts

@_-s« Hotmail
aliceciccu

Add an account
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Change Account Name

Tap the current name of the account
and enter a new name for it.

Change Sync Settings

Q Tap the Download New Content drop-

down list and choose to download
every 15, 30, or 60 minutes, or select
Manual to require that you tap the
Sync button on the App Bar to down-
load new mails.

Tap the Download New Content drop-
down list to select to have the last 3 or
7 days, 2 weeks, 1 month, or all of your
mail history kept on your tablet.

Q Toggle the Automatically Download

External Images control to On to have
the mail app download images, even if
they're just linked to an email. Setting
this to No can provide higher security,
but you won't get images in emails
unless you specifically download them
on a per-email basis.

Enable or Disable Notifications

Q Toggle Show Notifications For This

Account to On to have a notification
appear each time you receive a new
email; this is off by default.

(© Hotmail N\

Account Name

Hotmail

7

Download new content

As items arrive v

T

Download content from

T

The last 2 weeks v

Content to sync
| Email

Automatically download external images

n [ |

T

Email address

aliceciccu@live.co.uk

Show notifications for this account

= [ |

You can also remove an account
from here by scrolling down and
tapping the Remove button.

Other accounts have more settings. For example, a corporate
Exchange email account might require a different user name
for your email address, so there are extra user name boxes with

that type of account.
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Printing Emails

There might be times when you want to
print out an email, perhaps for safekeep-
ing, to show to someone, or maybe you
need to print some concert tickets. Printing
emails is the same as printing in any other

app.

Print an Email

@ Tap the email you want to print.
@ Tap the Devices charm.

@ Tap the name of the printer you want
to use.

@ Tap to select the page orientation.

256 Printing Emails

Drafts
Sent items
Outbox
Junk

Deleted items

Hotmail aenina started t\E #...

You've connected Facebook t...

Windows Live

You've connected Facebook to t
Windows Live
You've connected Facebook to t
simon May

Saturday Evening

Simon May

o oo e

Hotmail team
Hotmail o

Hotmail team

Hotmail getting started tip #4...

Haotmail team

Hotmall getting started tip #3...

Hotmail Team

10 May

2 May

24 April

You've connected Facebaok to the People application

Now your contact list is always up to
dare

The Peole

Devices

Mail

E Microsoft XPS Document Writer

I:i Second screen




® Tap to select the paper size.

) _ (© Microsoft XPS Document Writer
‘ Tap Print to send the email to your

printer. Orientation

Portrait
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Using Calendar to View Your Schedule

The Calendar app connects to the calendar that is often associ- account, as well as Google Mail account, have this feature built
ated with your email account. Microsoft Exchange and Hotmail in; your ISP, POP3, or IMAP4 email accounts might not.

View Your Schedule

. On the Start screen, tap Calendar.
. Swipe upward to show the App Bar. miine Ches 2 4
. Tap to show a single day. 'R
@ Tap to show a week.

@® Tap to show a month.

. Tap to go to today in the calendar.

. Tap, hold, and drag your finger to the Week view Appointment
right to go to previous dates. J weerevew  f
. Tap, hold, and drag your finger to the September 2012

left to go to future dates.

Monday 3 Tuesday 4 Wednesday 5 Thursday 6 Friday 7 saturday 8 Sunday 9

appointment
home
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Add an Appointment TOd ay

Friday, 8 June 2012

Either tap an empty space in your
calendar or show the App Bar and tap
New.

@ Enter a title for the calendar entry.

‘ Enter any special details of the 10

appointment.

. . 11
@ Enter details about the appoint-

ment, such as the time and date of
the appointment. There are many
options; you can scroll down to reveal
them all. You can set the following: 13
where; when; start time; duration;

recurrence details; reminder times; 14
whether you'll be busy or free during

the appointment; which calendar to 15
use (if you have more than one); who
to invite (each person you invite will
receive an email invitation). You can
also flag the event as Private so that
only you can see it if you have shared
calendars.

12 —

16

Details é
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Connecting to
Social Networks

Introducing People

Linking Social Networks

Linking Email Accounts

Removing Account Links

Changing Social Network Permissions

Finding People

Viewing Friends Updates

Today, many of us are hyper-connected, using social networks
and email to keep in touch. With email, we typically store

the contact details of everyone we come across in our address
books. Our social network connections typically link us to almost
every individual we know, from our schooldays through our
working adult lives, from friends through family through cowork-
ers. It can be a challenge keeping all that information together,
and this is where the People app can help make sense of it all.

The People app on your Windows 8 tablet connects all
your email address books and social networks together so that
your contacts are always easily accessible. Those contacts are
available to you in other apps, such as Mail and Messaging, so
you don't have to keep storing duplicate account details. Social
networks are places where people share all types of information
from status updates to conversations to photos of their kids or
what they did on Friday night. The People app is again the hub
for this information on your tablet. When you are connected to
your Facebook account, photos will be available in the Photos
app or in any app that can use photos, so you don't have to keep
adding your Facebook details over and over.
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Introducing People

The People app is the starting point for connecting your social
networks to Windows. When networks are connected, you can
access the information they store, such as pictures or names
and addresses, in other apps such as Mail or Photos. The

Placeholders are replaced wit profile

pictures from social networks or email

© People

Social Favourites
Access your updates
and notifications

Me David Hamilton
Access friends’
social
network updates

What's new

See friends’ posts and more

Luka Abrus

Tap home anywhere

to navigate back to—=—=0%)

the People view (it

Favorite people provides quick
access to your favorite contacts

262

People app shows updates from your connected social net-
works as well as showing when those people are actually con-
nected to and available on those social networks through chat.

Connected social

All people in your address books
networks

and conencted social networks

Connected to [T

All

D K
H David Hamilton H Kim Abercromf

H L

H Hasem Abolrous H Luka Abrus

J M

H James R Hamilton H Michael Patter

Only show people who

/ Add people
are currently online



Connecting to Social Networks

Name of updater can be
tapped for more updates Status update can be Photo shared on
from this person tapped for more detail social network

Connif-ted to [T

© \[Vhat's new

S Internet Explorer UK W Internet Explor]r UK Justin H
[ Saturday [ Saturday Saturday

Read about IE 10... watching the weighliftilg

=

n K Like 1 Comment

Justin H
Saturday

Just worked out that the gold value of a gold
medal is about £13,200! (4009 £33/q).

watching gold!

A Closer Look at Windows 8's Browser: Internet Explorer 10

Internet Explorer 10 serves dual roles as the default and
desktop browser, and its HTML5 support breaks new ground for
a Microsoft browser.

200 Like 0 Comment Bl otk &0 Comment 99+ Like 17 Comment
L
Number of likes Social network where
shares and comments update was posted
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Linking Social Networks

The first step in using the Windows 8 social
features on your tablet is connecting your
social networks to the People app. Most
social networks connect in the same way;
the following steps show Facebook, but
other networks work similarly. When con-
nected, you can view status updates and
chat with people with whom are friends on
those networks.

Connect Facebook

. Open the Start screen and tap the
People tile.

. Within the People app, tap the Settings
charm.

@ Tap Accounts in the People settings
list.

@ Tap Add An Account.

@® Tap the social network to add
an account, in this example, it's
Facebook.
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People aﬁp tile on the Start screen-this_
tile will show photos of you and your friends
once connected to your social networks.

(®© Add an account &

._n Facebook
Connect

~ Hotmail

Connect

Settings Twitter

Connect

Exchange

Connect

Accounts
oy LinkedIn

ln Connect

Permissions

Rate and review

S8 Google

L Connect

(© Accounts 22

[ Microsoft
aliceciccu@
Accounts already

connected Facebook

Add an account

®




Connecting to Social Networks

® Tap the Connect button to link to the
social network.

(© Stay in touch with your Facebook friends _f

If you aren t Slgned up to Facebook, Chat with your Facebook friends and see their updates here, and on other
tap the Slg nup link. applications and websites where you use this Microsoft account. Just connect
Facebook to aliceciccu

@ Enter your Facebook user name.
What else happens when | connect? »

. Enter your Facebook password.

@) Tap Log In.
. Tap Done to complete the process.

(© Connecting to a service

f Facebook login

(© You're ready to go f

Log in to use your Facebook account with Microsoft. We're setting things up now, so it might be a few minutes before you see any
| changes.
Email add
[ Keep me logged in Add more accounts in settings ) _
You can add more accounts or change these connection settings at
Forgotten your password? any time in the settings for this app.

e [ooin [0

‘
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Settings

Linking Email Accounts

Connecting email accounts is a slightly

(© Add an account &

different process from connecting social _
networks. When you've connected an Accounts ._N/ Hotmail
email account, such as a Microsoft Hot- connect
mail, Google Mail, or Microsoft Exchange Permissions .
. Twitter
(for corporate email) account, any contact _ Connect
information you have stored in those email Rate and review
accounts will be brought into the People Exchange
app Connect
@ Accounts LinkedIn
Connect
Connect Hotmail [T Microsoft .
aliceciccu@ | 3 GOOgle
@ Within the People app, tap the Set- et
tings charm. i Facebook
Tap Accounts in the People settings
list. )
= Add an account
@ Tap Add An Account.
@ Tap the email account you want to _
use, in this example, it's Hotmail. Add your Hotmail account =]

@® Enter your Hotmail email address.

Enter the information below to connect to your Hotmail account.
® Enter your email password.

Email address

@ Tap Connect to connect to the . |
L

account.

Password

._
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Removing Account Links

Sometimes you might want to stop the
People app from conversing with your
social network or email accounts. For
example, you might decide to withdraw
from a social network or to move your
email to another provider. Account Links
are managed through a web service, rather
than just your tablet so that your services
are connected, whatever device you use.

Remove Social Networks

Open Internet Explorer and navigate
to http.//profile.live.com and sign into
the website if prompted.

@ Tap the Manage link.

@ Tap Edit Connection under the con- ‘——C"”“E‘”Ma”age

nection you want to remove.

Tap Remove This Connection
Completely.

Microsoft account W] Publish photos and videos to Facebook
With Windows Live Photo Gallery and Movie Maker 2011, you can publish to

Connecting to Social Networks

Microsoft account

Simon May Edit

Contact info
Edit | Shared with: Some friends (except limited access)

2 September

Date of birth

> ; Significant other
Change picture
. United Kingdom
= Messenger Address

Facebook

@ Linkedin
B vouTube Personal mobile .
dows Live ID: _i
*® Flickr mon May ﬁ .
@ WordPress sjrmay
Work info
% Triplt Edit
Blog RSS Feed Add info about where you work.

ion you're sharing

ofile live.co
profile.live.com/ dows Phone.

And show them when you're available from Messenger and Windows Phone.

E‘ View your Facebook photos and videos

Facebook and tag your Facebook friends.

Add accounts Accounts that YOu Can access
E‘ Share to Facebook
- . . Share status updates, photos and documents with your Facebook friends from
When you sign in as sjrmay, you're connected ) . .
Messenger, Hotmail, SkyDrive and Windows Phone.

Facebook
n Connect and share with the people in your life.

Edit connection ‘ Save Cancel

Linkedin
ﬁ Get the most from your professional network Remove this connection completely

Edit connection |
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Changing Social Network
Permissions

Social networks make it easy to share
information with our friends, family, and
coworkers, but sometimes we can have a
tendency to overshare. Windows helps you
manage this by deciding what your devices
can share with the world. Again, this is
managed from the web so that it works
automatically with all your devices.

Microsoft account

Simon May Edit
Contact info
Edit | Shared with: Some friends (except limited access)

2 September

Date of birth

Significant other
Manage Social Network Change picture
feci United Kingdom
Permissions & Messenger Address ?
5 K3 Facebook
@ Open Interne.t E)fplorer and ngwggte B Linkedin
to http.//proﬁle.//ve.com and sign into & YouTube Personal mokile
the website if prompted. o Flicks
@ Tap the Manage link. ® WordPress Work info
& Triplht Edit
B Blog RSS Feed Add info about where you work.

@—Connect | Manage
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@ Tap the Edit Connection link under
the connection you want to manage.

. Select or clear the options as you
prefer. These are different for each
social network, but take note of any
description in which the word share is
used because this indicates that you
will push information to this social
network. Usually, publish implies
you'll need to take additional action,
such as tapping a Share With Face-
book button.

. Tap Save to confirm the changes.

Connecting to Social Networks

Add accounts Accounts that you can access

- When you sign in as sjrmay, you're connected
Facebook
Connect and share with the people in your life.
Edit connection —‘

Linkedin

I n Get the most from your professicnal network
Edit connection

Windows Live ID:
Simon May %]
sjrmay 1

When you sign in with your Windows Live ID as sjrmay. your
Facebook account comes with you. Customise what information you're sharing
between Facebook and Windows Live ID.

‘— @ See Facebook friends and their updates

See what they're doing from Messenger, Hotmail or Windows Phone.
W] Chat with Facebook friends
And show them when you're available from Messenger and Windows Phone.
@ 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.
W] Share to Facebook
Share status updates, photos and documents with your Facebook friends from
Messenger, Hotmail, SkyDrive and Windows Phone.

G— s conca

Remove this connection completely
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Finding People

With all this information about your friends
in the People app, you might actually want
to do something with that information.

View a Person’s Details

@ Tap a contact in the People view.

@ Tap Map Address to open a Bing map
of the contact’s address in Internet
Explorer.

‘ Tap Send Message to send the person
an instant message using the ser-
vice noted. Optionally, tap the down
arrow to the right to change to a dif-
ferent service.

@ Tap Send Email to send the person an
email.

® Tap the View Profile item to view the
person’s profile on the selected social
network. Optionally, tap the down
arrow to the right to change to a pro-
file on a different network where you
know that person.

Tap the back arrow to return to the
All People view.

270 Finding People

People
Social All
D
H Davii Hamilton
®
® David Harrlilton

Contact

Send email
david@contoso.com

uuuuu

Map adadress e

4567 Main St

@ View profile
More details

Social network updates
from this person

A
|

Photos shared
by this person

Accounts holdin

this person’s inf

o

s ® @



Search for People

' Within the People app, tap the Search
charm.

Type the beginning of a name into
the People search box.

Results will be shown as they're
found. Tap an individual to view more
details.

You don't need to be in the People app to search for people.
Just as with any app, you can search within it from outside the
app. Just tap the Search charm, and select People from the list
of apps to search.

To quickly find people, use the pinch gesture to zoom out from
the People view to see an alphabetical list in which you can tap
a letter to go to friends whose names start with that letter.

Connecting to Social Networks

donna

amber

Apps

Settings

People

Sea FCh Results for "donna"

1
&
&

Donna

Donna

Donna
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Viewing Friends’ Updates

We all like to know what our friends are up
to, to share news with each other, and to
plan events. The People app makes these
things simple with the What's New view,
which aggregates status updates from your
friends’ social networks. The actions you
can take on an update depend on which
social network generated the update.

View Updates

Tap What's New to view your friends’
updates.

' Scroll left and right to read more
updates by tapping, holding, and
dragging.

@ Tap an update to view more informa-
tion about it.

' Scroll comments up and down by
tapping, holding, and dragging.

Me

>—

hat's new

See friends’ posts and more

272 Viewing Friends’ Updates

© Whe
I):run:dlﬂet Expl
=

Read about IE 10...

t's new

hrer UK

B Internet Explorer UK
E Saturday
=

watching the weighlifting

=

500 Like 17 Comment

Justin H
Saturday

Comments

Amanda He/she is as
congratuations! Will show the p
they are very excited xx ? rours

Phil  Congratulations to you

Emma Wow! Such gri
amazing when you see the

Brian Fantastic! Clearly a o0 res:
your UAT 5i - Uterus Application Testing. (
non-IT folk, geeky gag). Love to Donna. x
Julle Mega excited! an haur ago
Neil Suitably geeky announcement well
done you guys. ¢




Connecting to Social Networks

Comment on Updates

. When viewing an update, you can com-
ment on it by tapping into the Add A
Comment box and typing your com-
ment. A Comment button appears; tap

5t new betal GA

2hours agowa F

this to add your comment. If you're Ukes
replying on Twitter, the button will say E s
" Replyll. . t
Amanda Hefshe is s chilled as you 5il Big

Often on social networks, people
“like” or “favorite” a post. Tap the
thumbs-up icon or star icon to “like”
or “favorite” an update.

congratuations! Will show the pic to the boys later,
they are very excited 1% 7 hours ago

Phil  Congratulations to you both! : heur sgo

Emma Woui Such great news. 5o
amazing when you see the first scan & all's OK. =)

Brian Fantastic! Clearly a good result for
your UAT i - Uterus Application Testing. (Sorry any
non-1T folk, geeky gag). Love to DOANA. X i hour age
Julle Mega excited! an hour s3:

Neil Suitably geeky announcement well
done you guys. 5

Add a camment ‘

/ , ®

O
Be careful about the comments you make. Be as respectful
online about a person, their thoughts, and opinions as you
would be in person. Remember, all their friends and all your
friends will see the comment. If you wouldn’t make a comment
to someone, face to face, in a room full of people, think twice
about saying it online!
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Enjoying Videos
and Music

Setting Up Music and Video Accounts
Introducing Music with Xbox Music
Getting New Music

Introducing Video with Xbox Video
Buying or Renting Videos

Playing Music or Videos

Controlling Music and Video Playback
Managing Account Settings

Getting an Xbox Music Pass, Xbox
LIVE Membership, or Microsoft Points

our tablet is an entertainment hub that's just waiting for you

to put some life into it with your music and videos. The music
and video apps can play music stored on your tablet, on another
computer in your homegroup, or downloaded from the Xbox
Music and Video stores.

You can watch any movies or listen to any music that you
already own, and the Music and Video apps make it very easy to
acquire more. The first thing required is an Xbox LIVE account
linked to your Microsoft Account to control how you'll pay for
your purchases. When this is set up, getting new music or watch-
ing the latest movie releases is just a matter of tapping the Buy
button and then tapping Play.

You don't have to own an Xbox to use the Xbox services.
However, if you do own an Xbox, your music and video is avail-
able on more than just your tablet; you can tap the Play button
on Xbox button wherever you see it to send the video or music
to your TV via your Xbox.

The music and video apps play back in full screen, with
cover art animation taking the place of a video for music play-
back. Controls are big and easy to see and use, and the App Bar
helps by providing more careful controls and more options if you
need them.
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Setting Up Music and
Video Accounts

You are able to pay for the movies and
music that you download through your
Microsoft Account. The first time you start
the Video or Music apps, you're asked to
confirm some Xbox settings or to set them
up if you're new to Xbox.

Start Video or Music for the First
Time

@ !f you already have an Xbox Live
account, tap the link to use that
account. Provide the user name and
password, and you're done.

@ Enter your first name.

Clear the Xbox Partner Marketing
check box or leave it selected to allow
Microsoft to send you useful info.

Select the Partner Marketing check
box to allow Microsoft’s partners
(such as games makers) to send you
information.

@ Read the usage terms.

®) Tap the | Accept button to create your
account. You're presented with a
Welcome screen.

See page 287 for details about how

Enter your contact information

Your login: aliceciccu@live.co.uk
Remember, this login can also be used with Zune, Windows Phone and
Games for Windows.

First Name

Date of Birth
23/09/1979

Country
United Kingdom (English)

Xbox Marketing

I'd like to receive information and offe

games from Xbox, Zune and related e We | come., a C‘l 2 3
’

email.

Partner Marketing You have just created an Xbox LIVE account. You are one

Share my email address with partners Step away. Click Continue.
entertainment products so they can s

offers.
Clicking ‘| Accept’ means you have re;: |8

and

Upgrade to Gold

Get the best in games, fun, and
entertainment with Xbox LIVE Gold. Find

Your gamertag is ) L
out how in the Account area in Social.

HaphazardBear19

Agamertag is Social

your online

identity tied to Manage your membership, edit profile

your account or privacy settings, set up your Friends
list, create or edit your avatar, manage

You can change your download queue, and much more...

your gamertag

OnCECe Xbox LIVE Marketplace

Buy games, videos, game add-ons, or
avatar items to play on your Xbox 360

to change your account settings. console.
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Introducing Music with
Xbox Music

One of the joys of listening to music is dis-
covering songs that you've not yet heard.
Xbox music makes this easy by integrating
a music store into the app, placing new
music front and center. To start the Music

app, on the Start screen, tap the Music tile.

Browse Music Categories

playing track

. Tap and hold to pan left and right to
view music categories.

@ Optionally, tap a tile in a category
to view details about that artist or
album.

@ Tap the category title to browse
deeper.

. Tap Show Featured or Show Albums
to change the filter.

® Tap a genre to view albums and art-
ists in that genre.

@® Tap an album, track, or artist to view
information.

Currently Music Music

recommendation categories

y xbox music

noy playing >

|
Tap current track

|
Progress through :
to view more info

current track

(© xbox music store

featured v

all genres

Heatwave (feat. Ms D)

Introducing Music with Xbox Music 277



Getting New Music

After you've found some music that you'd
like to acquire, it's time to start adding that
music to your collection. There are two
options for this. The first is to purchase the
music, which makes it yours to own forever.
The second option allows you to keep and
play the music as long as you have a Music
Pass, which, for a monthly subscription fee,
allows you to download unlimited music. Urban
You can sign up for this second option by
tapping the Settings charm and then tap-
ping Accounts. Not all albums are included

XbOX music store ill Manors (Deluxe Ve|[sion)

Plan B
featured v

Epitaph Summer Mixtape 2012

all genres

Handwritten (Deluxe Version)

The Gaslight Anthem

in a Music Pass subscription. Confirm purchase from Zune Musid@®
i i ; =) Buy alb
Acquire Music . Buy - 940 © (3 B5{=) Buy album
Select the Xbox Music Store category el Current balance Explore artist —_—
and then tap the album you'd like to - Price 940 €
acquire. : =

. 685 €
BEC Radio 1'S Live New balance 683

Tap Preview to try before you buy.
If you have a Music Pass, this button
will be labeled Play, instead.

Lounge Volume &
Var sts

If you want to purchase the album,
Tap Buy Album.

t to the Xbox LIVE Terms of U

@ Review the cost and then tap Confirm.

Tap Done to complete the process; et oL
/ . L Vi 6

the downloads will appear in your ey

music app.

If you have a music pass and want to
download the album to listen offline,
tap Add To My Music.
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Introducing Video with
Xbox Video

The Xbox Video App in Windows 8 makes
it easy to wgtch movie releases an’d to R xbox video
download videos to your tablet. It's very

similar to the Xbox Music app. You access spotlight

the Xbox Video App on the Start screen.

Browse Video Categories

. Tap and hold to pan left and right or
flick in either direction.

. Tap a movie to jump directly to it.

@ Tap a category title to view more
movies in that category.

. Tap to view movies in different
groupings.

. Tap to view information about a
movie and to rent, buy, or start it
playing. If you have an Xbox, you can
play the movie directly to your Xbox,
as well.

Jack and Jill

,\‘- Headhunters

Video store

PHECE WiTH You
A, 1

I Melt With You

The Woman in
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Buying or Renting Videos

You can take advantage of the movie market place in the Xbox you can watch the movie all the way through only once. Buying
Video app to either rent or buy a movie. You can start watching ~ a movie means you can watch it offline or stream it as often as
rentals immediately or download and watch them offline, but you like.
Rent a Video .
@ Browse the marketplace for a movie SoFeiiodt| AD he Mubset

you want to watch and then tap the Rt e © MUppets

) assasas s | Method
movie. e

@ Tap Rent or Buy.

~

You'll need Microsoft Points (the currency of Xbox Live)
to buy or rent movies using Xbox Movies. The advantage
of Microsoft Points is that you don't need a credit card
to watch movies. Points can be purchased when you
attempt to buy or rent a movie using a credit card or you
can buy them from any store that sells Microsoft Points
gift cards. See page 276 for more information on adding
Microsoft Points and managing your account.
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@ Tap one of the rental methods or
purchasing options to select it, and (©  Viewing Options
tap Continue. (SD and HD indicate
quality—HD is high definition.) O swam

@ Tap Next to continue. - i

@ Tap Confirm to rent or buy the movie.
If you don’t have enough points you'll
have the opportunity to purchase
points before completing the movie
rental or purchase.

Rent - 480 &

This transaction is subject to the Xbox LIVE Terms of Use. You will be charged at this time. No
Refunds.
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Playing Music or Videos

Once you have some music or videos in
your collection, which you can get from
the store or from your own collection of
media files, you'll want to start playing
them. You can also play music or video by
browsing your homegroup.

@ Xbox music

my music » now playing

Album

ill Manors
(Deluxe
Version)

Plan B
il

®

Play all music

Play Music or Video from Your
Collection

. Tap and hold or flick to pan to the
right from the Music or Video app to
find My Music.

If the album or video you want to
play is listed, tap the album and skip
to step 7. If the app tells you, “It's my mu SIC
lonely here,” you need to acquire

some music or videos.

. Tap the My Music or My Video title to
browse your entire collection.

album arranged by

date added +

ill Manors
. In the Music app, tap to view albums, #®  Plan B
songs, or artists. In the Video app, tap albums e LA
to view movies or other.

. Tap to change how to view your
selections; for example, from A to Z,
by artist, or by some other grouping
or category.

. Tap to open the track or video.
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@ Tap Play to play the album or video.

Tap Add To Now Playing to add to
the music queue if something is
already playing.

@ Tap to find out more about the artist
or about the movie.

@ Swipe upward from the bottom of the
screen to show the App Bar for music
or video control options.

Currently playing track

ill Manors (Deluxe Version)

Plan B, Urban

i ill Manors
3:46
2 | Am The Narrator
3:35

== p ) Play album
3 Drug Dealer (feat.Takura)
= _» ) Add to now playing 4:59

== Explore artist

P99

4 Playing With Fire (feat. Labrinth)
3:39

5 Deepest Shame
3:37

Current track

progress
® & R © 0 6 ®

Currently
playing track
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Play Music or Video from
Homegroup Computers

@ Swipe upward from the bottom of the
screen to show the app bar in either
the Music or Video app and tap Open

FI|€S v Videos

File. Music
@ Tap Files and then then tap Videos - in this view
3 o
Homegroup. Desktop

Downloads

@— Homegroup

Computer

Network

E Camera

Photos

. : : SkyDri
videos stored in places other than the music and yore
video libraries on your tablet.

This same process works for opening music or

You can also play music or video stored directly
on your SkyDrive by selecting SkyDrive on the
Files menu.
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@ Tap the computer or user whose files
you want to access. (The computer
must be on.) Then, continue to tap
into folders to browse until you find
the media to play.

F||eS v Homegroup

@ Tap the video or music to play. Note
that you can select multiple files by
swiping down on each.

® Tap Open to play the file.

media center

Simon May

FI|€S Vv Sample Videos

T 2 ~

When browsing for files, you can use
“semantic zoom" to make navigation a
little easier. Pinch to zoom in on the files,
just as you would if you were looking for
less detail in a photo, and you are shown
an alphabetic pick list. Just tap a letter to
go directly to files starting with that letter.
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Controlling Music and
Video Playback

In addition to being on the App Bar, con-
trols are overlaid on video or music play-
back, making them more intuitive.

Use Full-Screen Controls

Tap to Play when paused, or to Pause
when video is playing.

. Tap to skip forward a few seconds.
@ Tap to skip backward.

. Tap to exit playback and return to
browsing the app.

® Tap, hold, and drag to a point to Wildlijle.wmv
move forward and back in the video.

. The marker will move below the line
as you move it. Lift your finger when
you reach the point in the video from
which you want to play it.
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Managing Account Settings

Your Xbox account and Microsoft Account
store your billing information, shar-

ing information, and keep track of how
many Microsoft Points you have. Both the
Video and Music apps bring these settings
together in the same way and allow you to
purchase Xbox membership levels, a Zune
Music Pass, and Microsoft Points.

View Account Settings

With the Music or Video app open,
tap the Settings charm.

@ Tap Account.

From here, you can view more infor-
mation about each part of your
account by tapping the title. For
example, tap Microsoft Points to add
more Microsoft Points and to see your
balance.

Preferences

. At-a-glance
information about
memberships,
passes and points

Each section can be
tapped to access
more information
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Getting an Xbox Music Pass,
Xbox LIVE Membership, or
Microsoft Points

The process for adding an Xbox Music
Pass, buying an Xbox LIVE gold or silver
membership, or adding points is the same
for each activity. However, there are differ-
ences. For example, you select the number
of points to add when buying Microsoft
points, whereas you select a membership
level when adding an Xbox LIVE or an Xbox
Music Pass.

Make an Account Purchase

In the Music or Video app, display
Account Settings and tap Xbox Music
Pass, Xbox LIVE Membership, or
Microsoft Points, depending on which
you want to add.

@ Tap the membership level or number
of points to add.

@ Tap Next.

@ If you've not already entered billing
information for the account, you'll
be asked to provide details such as
your billing address and name. When
done, tap Next.

Select a Membership

Current: None
Automatic Renewal: n/a
Expiry Date: nfa

Select an option below

O 12-month subscription (best value) £89.90
(£7.49 per month)

® 1-month subscription £8.99

® Redeem Code

subscription continues until you You can cancel at any time at https//'www.zune.net. (After signing in
k M ount, Manage Zune M
end
recurring fee of £ 89.90 (VAT induded). Chal
Music Pass subscription gives you unlimited acc
b 60 and stream cT
like and listen to ther

“@ Billing Contact Information

To simplify future purchases, you can save your billing contact
information here. You can come back here to edit this information or
at . Microsoft will send emails related to
your account billing, purchases and support to the email address
listed here.

First Name

Last Name
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(© Add Microsoft® Points

@® If you don't have a credit card set up
or if you want to.add a new card, tap 1000 Microsoft Points - Price: £8.50 Plus Applicable Taxes
Add A New Credit Card.

1000 Microsoft Points will be deposited into the account associated with

@ Ensurlng that the correct credit card your Xbox Live gamertag. Your account will be charged £8.50 VAT Included.
is selected and then tap Confirm Use Microsoft Points to acquire gamer pictures, themes, and game content
Purchase. from Xbox Live Marketplace. For information about changing or canceling

your membership and your membership refund policy, go to
You are asked to enter the CVV www.xbox.com/live/accounts.
number on the back of your card (or List of payment options

the front for American Express) to
confirm the transaction.

Tap Submit to make the purchase.

g (© Enterthe CVV of Your Credit
' - Card

Add a new Credi

Confirm Purchase

All purchases are final when
you tap the Submit button.

All billing and account settings can also be
managed online at Xbox.com, where you can
also add Microsoft Points, including to your
kids" accounts.

Getting an Xbox Music Pass, Xbox LIVE Membership, or Microsoft Points 289






Connecting to
Cloud Storage
with SkyDrive

Connecting to the Cloud with a
Microsoft Account

Connecting SkyDrive to a Microsoft
Account Without Switching

Introducing SkyDrive

Adding Files to SkyDrive

Viewing SkyDrive Files

Opening SkyDrive Files in Other Apps
Using SkyDrive on the Web

Using Microsoft Office Web Apps to
View and Edit Documents

Using Microsoft Office with SkyDrive
Installing the Desktop SkyDrive App
Using SkyDrive in File Explorer

he cloud seems to be everywhere today, and Windows 8 and

your tablet are ready to work with it. “The cloud” is an all-
encompassing term for services delivered over the Internet, and
the service we're looking at in this section is SkyDrive. SkyDrive is
your personal cloud storage area; consider it an extension of your
tablet's storage. When you need to save a document, save it to
SkyDrive. When you need to save photos, save them to SkyDrive.

There are many advantages to saving files in your SkyDrive,
not least of which is that they're accessible everywhere that you
have an Internet connection, and you don't even need your
tablet. SkyDrive has a web app that allows you to view, edit,
upload, delete, and manage the files stored in your SkyDrive
from anywhere by using a web browser. Another great advan-
tage of this approach to storage is that if you forget or lose your
tablet, or if it breaks or is stolen, you can still access your impor-
tant files.

It's also really easy to share and collaborate on photos and
documents with friends by using SkyDrive and the Microsoft
Office Web Apps that are built into SkyDrive. Even without Micro-
soft Office, you and your coworkers, friends, and family can access
your SkyDrive files to view and edit them, if you allow them to.
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Connecting to the Cloud with a Microsoft Account

To connect to SkyDrive, you need a Microsoft Account. If you account, you can take advantage of Microsoft's cloud services
have a Microsoft Account (which you do if you have Hotmail, which will automatically integrate throughout Windows seam-
SkyDrive, or Xbox LIVE) and want to have Windows set up your lessly. When connected, you'll have access to your SkyDrive
connection to the cloud for you, you should switch your logon account for storing pictures, and any other cloud sharing ser-
account to a Microsoft Account. Otherwise, you will need to vices, such as Flickr, that are associated with your account will
sign up for one when you first use SkyDrive. With a Microsoft be also be connected throughout Windows.

Connect to a Microsoft Account PC sett ngs P

Q On the PC Settings page, tap the Personalize ;: f"n‘non(

Users category.
@ Tap Switch To A Microsoft Account.

You can use your email address as a Microsoft account to sign in to Windows. You'll be
ahle ta access files and phatas anywhere, sync settings, and more.

Notifications Switch ki a Microsoft account

@ Enter your current password that you
used to sign in to the account.

@ Tap Next.

Enter the email address of your
Microsoft Account.

o

®

Sign in with a Microsoft account

First, verify your current password.

@® If you don't have a Microsoft (© Sign in with a Mlicrosof

Account, tap the link to sign up.
@ Select Next to complete the process.

You are asked to confirm your Micro-
soft Account password and security
information.
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Use your favorite email adf |ress to sign ﬁ S‘mon

to PCs running Windows 8 [Consumer P

Email addrass Current password

Users who sign in to PCs with a Microsc

= Download apps from Windows Store
= Access files and photos anywhere.

= Sync settings online to make PCs look and feel the same—this irggides set’zaos like browser
favorites and history.



Connecting SkyDrive to a Microsoft Account Without Switching

If you don’t want to sign into Windows with a Microsoft you are using a Microsoft Account to sign into Windows, the
Account, you can still use SkyDrive on your device. However, if following task is done automatically for you.

Sign in to SkyDrive

@ On the Start screen, tap the SkyDrive
icon.

Enter your Microsoft Account email
address.

@ Enter your Microsoft Account
password.

Add your Microsoft account

We'll save this info so you can use your account with SkyDrive.

@ If you don't have a Microsoft account,
tap Sign Up For A Microsoft Account
to establish one.

® Tap Save to complete the process.

k{mai\ address

Password
Sign up for a Mic

Cancel

If you don't find SkyDrive on your Start screen, swipe
upward and tap All Apps to see all apps installed on
your computer. If it's unavailable from there, you will
need to install it from the Store.
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Introducing SkyDrive

The SkyDrive app is the hub for viewing and managing files any folder to explore its contents. If you have many folders and
on your SkyDrive. SkyDrive differentiates between folders that need a more compact view, the details view achieves this and
hold documents and files and those that hold pictures by dis- also shows more details about the folder’s contents.

playing a thumbnail of a picture on that folder. From here, tap

Change Photo album’s
view show preview

® Simon’s SkyDrive v 2 iems

Document Folder title Refresh
Folder and content the view
count Create a Show details
new folder  such as
on SkyDrive  folder size
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Adding Files to SkyDrive

SkyDrive is a great place to store files such
as documents, photos, and music because
they're available to you wherever you go,
even without your tablet. You can add

files in the SkyDrive app or from any app
on your tablet that can save files because
SkyDrive is treated like an extended area of

your tablet's storage.

Add Files

In the SkyDrive app, tap to open the
folder in which you want to place
the files.

@ Swipe upward from the bottom of the
screen to show the App Bar.

@ Tap Upload.

@ Tap the Files title and navigate to the
location on your tablet that contains
the files you want to add.

Tap a file or swipe downward on mul-
tiple files to mark them.

Tap the Add To SkyDrive button to
add the file to the specified location.

29/04/2012 9.92 MB

Documents
26/03/2012 467 MB

Mobile uploads
1/11/2011 371 KB

S v

Goup  Sortbyname -

TrueLinkPlus

my new
document

Details

Documents

Clear selection

my new document
2 07:05

Add to SkyDrive

Adding Files to SkyDrive
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Save Files to SkyDrive from Other
Apps

@ Within the application you want to
use to save a file, tap the Save button.
This might not always be labeled
Save; sometimes it might be labeled
Export or Save As, depending on the
app. . |

@ Tap the Files title. FI €S v Pictures
At the bottom of the locations list,

tap SkyDrive. The screen coloring
changes to blue to match SkyDrive. Pictures

Documents

Music
Videos
Desktop
Downloads

Homegroup

Computer

Network

E SkyDrive
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‘ Tap to open any folders on your Sky-
Drive in which you'd like to save the
file.

® Enter a file name.
‘ Tap Save to save the file to SkyDrive.

avatars
29 9.92 MB

Documents
26/03/2012 467 MB

Mobile uploads
1/11/201 371 KB
Shared

music
09/06/2012 8.03 MB

Photos
15/05/2012 452 MB

SkyDﬂve v Simon’s SkyDrive

012 225 MB

SkyDrive camera roll
26/03/2012 187 MB

Tools
12/05/2012 13.3 MB

Twitter uploads
30/05/2012 144 KB
Shared

VE[ET
19/05/2012 0.77 MB

new file

PNG Files v

Introducing SkyDrive
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Viewing SkyDrive Files i
SkyDrive has the capability to view specific files, such as @ S kyD rl\/e Ca m e ra rO| | sl

photos, and if it doesn't know how to open a file, it prompts
you to start an app that can open the type of file you've
selected.

View Photos

@ Tap a photo album to view it.

@ Tap and hold or flick to pan left and
right to browse photos.

@ Tap a photo to view a larger version
of that image.

. Pinch to zoom out further.

Touch the screen with two fingers
and spread them to zoom in.

® Tap Delete to delete the file.

Tap Download to select a location on
your tablet to which to save the file.

SkyDrive camera roll

Open the photo in another
298 Viewing SkyDrive Files app, such as a photo editor



ecting to Cloud Storage with SkyDrive

View Documents

@ Tap to open the folder where the
document you want to view is located
on your SkyDrive. Documents

Tap the document you want to open.
If an app is installed that can open
the document, SkyDrive will start that

app.
. If you don’t have Microsoft Office

installed and try to open a file cre- DOC u me nts v onSi
ated by one of the suite applications
(Microsoft Word, Microsoft Excel,
Microsoft PowerPoint, and Micro-
soft OneNote), you'll be taken to the
Office Web Apps on SkyDrive.

Simons Personal Bud...

You can also delete documents or photos by swiping down-
ward on them when browsing SkyDrive, and then on the Apps
Bar, clicking Manage and then Delete.

Personal (Web) UKphonecatwiring gu...

See Also ‘

See page 303 for more information about the Microsoft Office
Web Apps.
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Opening SkyDrive Files in
Other Apps

The files you have stored in SkyDrive are
available to you in any apps connected to
your tablet. So if you want to download a
photo editing app from the Store and edit
photos on SkyDrive, it's no problem.

Open Files in Other Apps

Within an app that you want to use to
work on files in SkyDrive, tap the rel-
evant options to open a file, and then
tap the Files title.

@ Tap SkyDrive. You might need to
scroll down. The screen color will
change to SkyDrive's blue.
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o FI|€S ~  Pictures

Music
Videos
Desktop
Downloads
Homegroup
Computer

Network

E Camera
Photos




@ Tap to open directories to locate the
file you want to open from SkyDrive.

. If you go too far down, tap the Go Up c
link to return to the previous folder. SK yD IV€ ~  SkyDrive camera roll on [simon’s SkyDrive

@® Tap Open to open the file.

Go up
WP_000088 WP_000093
= 10/04/201212:35:53 102 KB 5 < 10/04/2012 17:34:16
o WP_000090 WP_000094
10/04/2012 17:34:30 111 KB 10/04/2012 173419 142 KB
K- WP_000091 WP_000095
10/04/2012 17:3412 122 KB - 10/04/2012 17:34:23 111KB

WP_000096
10/04/2012 17:34:27 109 KB

WP_000092
10/04/2012 17:34:08 115 KB
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Using SkyDrive on the Web

Interacting with SkyDrive isn't restricted to just your tablet;
you can use any computer with Internet access to securely
work with your files by using any web browser, such as Inter-
net Explorer 10. By accessing SkyDrive through the website
(skydrive.com), you can do even more with it; you can share
Create new
documents with

Microsoft Office
Web Apps

Document

Upload files
folder

to SkyDrive

Search SkyDrive
Files
Recent docs
Shared

Groups
I Love TV on my PC
TheDigitallifestyle.com

wndowsimer diacent teruk..,

wmewhsulug

«Computers
monkey
SIMMAYWBCP

simon@state

simonsiateRP

237 GB free of 25 GB

i Mrems oo
|

Picture
folder

|
Increase SkyDrive  Access files Quickly access
your storage  storage stored on  Recent and Shared
capacity space used local hard documents
disks on
your other
computers
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files with other people and better organize your files. Also, if
the right software is installed on your other computers, you
can access files not stored in SkyDrive but stored locally on the
hard disks of those devices.

Share the
folder with
friends via
email or social
networks

Download the
folder to tyour
table

| Create v Upload  Share folder  Folder actions v -

Documents  simen May's SkyDrive > Docurl Download folde

Get a code to
embed the folder

Embed folder s -
in your website

Delete folder Delete or move

the folder

@ Personal (Web)

Mave folder to

View information
about the folder

Properties




ecting to Cloud Storage with SkyDrive

Using Microsoft Office Web Apps to View and Edit Documents

SkyDrive includes built-in versions of Microsoft Office apps apps, you do not need Microsoft Office installed on your tablet
that are available to you from directly within the SkyDrive app to use them. Using the web apps feels familiar between apps,
or the SkyDrive web app (skydrive.com). Because they are web so using Word feels similar to Excel.

Open a Document with
Word Web App

Within the SkyDrive app, tap a Word
document.

The document opens in Internet
Explorer.

. Tap File to restore previous versions
of the document, translate the docu-
ment into another language, open
editing functions, download a local
copy of the document, print the doc-
ument, or share the document with
friends via email or a website.

Tap Edit Document to quickly open
the document for editing, either in
the browser or, if you have Microsoft
Office installed, in the full version of
Microsoft Office.

@ Tap Share to quickly share and col-
laborate with friends by email or
social media.

Tap Find to search for text within the
document.

® Tap Comments to view and make
comments to collaborate with friends
or coworkers.

Documents ~

i

letter Simons Personal

=

Document, initially
open to view only
Skylfive » This is | document on my SI|/Drive.dcx Mi

EDIT DOCUMENT ~ SHARE FIND COMMENTS

This isa document on my S
Thisdocumentis accessible to me eve
stolen or breaks| can always access thed
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Edit a Document by Using Word
Web App

When viewing a document, tap Edit
in Word Web App.

@ Tap the Save icon to quickly save the
document.

Tap the Undo and Redo icons to undo
and redo recent changes.

@ Tap to switch between mouse and
touch-friendly modes.

® Tap Home for formatting options.

Tap Insert to add pictures, clipart, or
links.

@ Tap Page Layout to change margins,
orientation, page size, and so forth.

‘ Tap View to change to reading or
editing views.

@ Tap Open In Word to open the
document in Microsoft Word on your
tablet.

@ Tap within the document body to
start editing.

When done, in the upper-left corner,
tap the Close button (X) to exit the
Word Web App.
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FILE EDIT DOCUMENT ~ SHARE

@ Edit in Word
Use the full functionality of Microsoft

Word.

@ Edit in Word Web App
Make quick changes right here in

your browser,

FIND COMMENTS

SkyDrive:docx Micrasoft Word Web App

This is a document on my SkyDrive
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Connecting to Cloud Storage with SkyDrive

Using Microsoft Office with SkyDrive

If your tablet came with Microsoft Office installed (or if you've in sync. The process of opening and closing apps is similar
bought it since then), you'll be glad to know that your SkyDrive in all Office apps, but here we will use Microsoft Excel as the
is deeply integrated with Office. Office apps are able to natively ~ example.

save and open documents to your SkyDrive, keeping changes

Open a Spreadsheet from SkyDrive IR
by Using Excel .—m HOME | INSERT  PAGELAYOUT

a X e e
@ Within Excel, tap the File tab. D gy - Ao
Pavste o B I U~ @i Py . A~
‘ Tap Open Clipboard & Font [r]
@ Tap Your SkyDrive (it displays your B -] & |
name).

Tap Browse to open a file from your
SkyDrive, just as you'd open any
other file on the desktop.

Bookl - Microsoft Excel

Open

Places & Simon May's SkyDrive
@ Recent Workbooks Recent Folders
& Documents
a Simon May's SkyDrive Simon May's SkyDrive » Documents
& Documents
F‘D Computer Sirmon May's SkyDrive » Documents
+ Add a place e
Browse

5
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Save an Excel Spreadsheet to
SkyDrive

@ Within Excel, tap the File tab.

@ Tap Save As.

@ Tap Your SkyDrive (it displays your
name).

Tap Browse and select the location
and file name for your file.

306 Using Microsoft Office with SkyDrive

@ -J ® =

HOME INSERT PAGE LAYOUT

T I R
Eg ~

Paste " B T U- 5. &4~
Clipboard & Font [
|F11 - | | B |

A B C D
1
]

Save As

Places

ﬁ Simon May's SkyDrive
Eb Computer
Chuper g

+ Add a place

Book1 - Microsoft Excel

& Simon May's SkyDrive

Recent Folders

& Documents
Simon May's SkyDrive » Documents

& Documents
Simon May's SkyDrive » Documents

@
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Installing the Desktop SkyDrive App

If you open File Explorer on the Start screen, you probably sleeve: it can make everything on a computer’s local hard disk
won't see any sign of your SkyDrive app unless you have the accessible through your SkyDrive, as long as the computer is
SkyDrive for Windows app installed. This app connects your on. This +means that even if you don't put the SkyDrive for
desktop to SkyDrive and makes it available to desktop apps. Windows app on your tablet, you might want it on your other
The SkyDrive for Windows app also has an extra trick up its computers.

Download and Install SkyDrive for
Windows

@ Go to the SkyDrive web app (skydrive.
com), and tap the Get SkyDrive Appli-
cations link.

@ Tap the download button and follow
the download process to get the Sky-
Drive for Windows app.

@ Tap Run to start the installation
process.

23.7 GB free of 25 GB

Manage storage

®_ Get SkyDrive
applications

&% skyDrive for Windows

Keep important files on your PC in sync with SkyDrive.com.

@_ Get the application

Do you want to run or save SkyDriveSetup.exe (4.94 MB) from wl.dlservice.microsoft.com?
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. Tap Get Started to install the app.

Enter your user name and password
when prompted, and accept the
location to store your SkyDrive sync
location.

. Select the Make Files On This PC

Available To Me On My Other Devices
check box so that your other devices
can access files on this tablet from
anywhere in the world—with the
right security details.

® Tap Done to complete setup.
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Welcome to SkyDrive

Your most important files are with you wherever you go, on any device.

Fetch your files from

Forgot to put something in your S
devices.

¥l Make files on this PC available to me on my other devices



Connecting to Cloud Storage with SkyDrive

Access Other Computers

@ Open the SkyDrive web app (skydrive. & skyDrive Disconnect computer from SkyDrive

com) and find the Computers sec- |Seamh skoive o monkey
tion. Tap a computer on which you've i
installed the SkyDrive for Windows Files
software on. «Computers Security check!
. The ﬁrSt time you attempt to con- monkey :zczc::ned to this computer, we need you to
nect from a new computer, tap Sign Sign in with a security code
In With A Security Code. To validate T |

security, Microsoft sends you a spe-
cial code by email. You need to do
this only once; thereafter, everything
works just as if you were viewing
documents and photos on your Sky-
Drive app.
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Using SkyDrive in File Explorer

File Explorer is the file manager by which you'll probably do local to your tablet—in fact, it is local to your tablet. The Sky-
most of your tasks related to creating folders and moving and Drive for Windows app downloads everything from your Sky-
organizing files. When you've installed the SkyDrive for Win- Drive and keeps it in sync for you, so you can also use SkyDrive
dows app, you are able to access your SkyDrive as if it were at those times when you don't have Internet Access.

Access SkyDrive in File Explorer

‘ Open File Explorer. PYG YT SkyDrive
. . . . Fill i
@ Tap the SkyDrive icon in the Favorites fome S M
section to view your SkyDrive app. © /- 1 & smonMay > SkyDrive »
4.7 Favorites L Name
B Desktop @ avatars
4 Downloads @ Documents
=] Recent places @ Mobile uploads
#& SkyDrive @ music
@/ Photos
Access SkyDrive in Desktop Apps
. . :(__-) * 1 f& » SimonMay » SkyDrive »
In an Open or Save File dialog box, - .
tap the SkyDrive icon in the Favorites 4 Favorites o
. . . B Desktop @/ avatars
section to view your SkyDrive app. B Downloads 8 Documents
=] Recent places @ Mobile uploads
#& SkyDrive @/ music
@ Photos

As you start to use your SkyDrive to store more and more stuff,
you might find that you start to run out of space. Thankfully, you
can always buy more, and it's less expensive than buying even
a cheap hard disk or USB flash drive.
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Settings

Buy More SkyDrive Storage

While in the SkyDrive app, tap the
Settings charm.

@ Tap Options.
@ Tap Manage Storage.
@ Tap Get More Storage.

© Settings

Your account
Tap Select and then complete the sirmay@hotmail co.uk
authorization process to buy

the selected amount of storage.

Permissions
Storage space

Rate and review

23.7 GB free of 25 GB

@— Manage storage |

@& SkyDrive

Options

Upgrade options

& SkyDrive

Manage storage

Options Manage storage Upgrade 2 5 G B tota |
Manage storage Office file formats
Upgrade 2 5 G B J[Ota | DT T Storage plans
Office file formats People tagging
Office preview M Your data (1.3 GB) M Free space (23.7 GB) Plan Price Total space
People tagging
You have: 20GB £6.00/year 45 GB Select
L e 50 GB £16.00/year 75 G Select
Get more storage
100 GB £32.00/year 125 GB Select
If you} have subscription-related questions, please contact Skyll r

s ®
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Working with
Photos

Introducing the Photos App
Viewing Pictures
Connecting Photo Sharing Accounts

Importing Photos from Cameras and
Memory Cards

Sharing Photos
Managing Photos in File Explorer

Using Windows Photo Viewer

Changing the Photos App Settings

We all have memories recorded in photographs, whether in
printed albums, scrapbooks, our hard disks, or shared with
friends through social networks. The Photos app makes it easy to
view them on your tablet. Flipping through photos is similar to
opening a photo album and flipping from page to page.

The Photos app can display photos from your own tablet
stored in the Pictures library and can also connect to social net-
works such as Facebook and Flickr. This connectivity makes it
possible to view photos you have stored on those networks as if
they're on your tablet. The same is true of your SkyDrive. Stor-
ing your photos either privately or publicly online (in the cloud)
makes a lot of sense because if something should happen to
your tablet, your memories aren't lost. Imagine if the only photos
of your newborn were on your tablet, and someone else liked
the look of your tablet so much that they stole it. Storing memo-
ries in the cloud keeps them in a safe place.

You can also use SkyDrive to fetch photos installed on other
Internet-connected computers and view them on your tablet.




Introducing the Photos App

Microsoft has created a Photos app that makes the most of sharing site such as Flickr. SkyDrive is the perfect place to store
viewing your photos on your tablet. The app makes it fun to your photos, and the Photos app makes the most of viewing
flick through your photos, create slide shows, and share those them. SkyDrive also has a trick up its sleeve: the Photo app can
photos with friends. The Photos app not only shows photos use SkyDrive to connect to other computers and fetch photos

from your tablet but also those from other places where you're from them, as well.
likely to have them, such as your Facebook account or a photo

Your chosen background image

Calendar

The Photos
App on the
Start screen

ums

Photos on Photos Photos from Photos
your tablet on your from your your Flickr from other
SkyDrive Facebook account SkyDrive
account connected

devices
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Viewing Pictures

The Photos app recognizes many of the
same gestures that you'll already be famil-
iar with in Windows 8. You can also use
your photos to decorate the Photo app, the
lock screen, and the Photos tile on the Start
screen.

View Pictures

Tap the album to view (Pictures
Library in this case).

@ Tap a photo to open it.

Pinch two fingers together to zoom
out and view thumbnails of the
album.

Spread two fingers apart to zoom
back in on a photo, or tap the photo.

@ Swipe upward from the bottom of the
screen to show the App Bar.

® Tap Set As to apply the displayed
photo to the app background, Photos
app tile, or lock screen.

@ Tap Delete to delete the photo.
To go back, tap the back arrow.

Slide show

Viewing Pictures
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Start a Slide Show

@ When viewing a photo or an album,
swipe upward from the bottom of the
screen to reveal the App bar.

@ Tap Slide Show to start a slide show.

If you tap anywhere on the screen, the
slide show will stop.

If you have an Internet-connected Smart TV that has a DLNA
logo, you can select the Devices charm and display the photos
onyour TV.
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Connecting Photo Sharing Accounts

If you're like most people, you'll find that you have lots of Account to sign in to your tablet, you can skip the first task in
photos in different places, most likely on other computers and this section. If you have other computers and have installed the
in social network accounts. The Photos app uses your Microsoft SkyDrive for Windows app, you can also view photos on those
Account to store details of these accounts and automatically devices.

connects your SkyDrive app. If you are using your Microsoft

Connect to Your Microsoft Account
in the Photos App

@ Tap any of the album squares to con-
nect to a Microsoft Account.

@ Enter your Microsoft Account email
address.

@ Enter your Microsoft Account
password.

@ Tap Save to complete the process;
your SkyDrive app will be automati-
cally connected.

Don't be alarmed if pictures don't appear
immediately. Sometimes they take a few
minutes to download if you have a slow
connection or lots of photos.

See your albums

SkyDrive photos

Add your Micrgjsoft alfcount

We'll save this info so you|[an use yo jr account with Photos.

kmail address

Password

Cancel

@

Connecting Photo Sharing Accounts 317



Connect to Other Computers

@ Tap the Devices tile. (This tile won't
appear if you've already enabled
sharing from other devices by
installing SkyDrive on another com-
puter; instead you will see the other
devices connected to your Microsoft

Account.) =

Tap the link for SkyDrive.com, down- bl s alaiie o s pheies
load the SkyDrive for Windows app, y

and then install this on other com- Devices

puters from which you want to fetch

pictures.

@ Tap the back arrow to return to
Photos.

Devices o
It's a bit empty in here without any photos.

The Photos app shows you photos and videos from all of your
devices in one place.

To see content from other devices go to to
download and install Microsoft SkyDrive Beta on the|p. Then sign in
with your Microsoft account and ensure that the Malke files on this
PC available to me on my other devices checkbd[x is selected.
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Working with Photos

. When you've installed the app on
other computers, a tile appears within
the app for each computer; tap the
tile to browse photos.

]

You're almost there...

monkey simon8slate

SkyDrive connected SkyDrive connected

with Make Files On This with' Make Files On This
PC Available On My PC Available On My
Other Devices enabled Other Devices disabled

See Also ‘

This functionality requires that the SkyDrive for Windows app
to be installed on other computers that you own and that they
be connected to your Microsoft Account. For details about
how to install SkyDrive for Windows, see page 307.
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Connect Facebook or Flickr to Your
Microsoft Account

In the Photos app, tap either the Face-
book Photos or the Flickr Photos tile.

@ If you don't sign in to your tablet with
a Microsoft Account, enter your Micro-
soft Account email address. If you are
signed in with a Microsoft Account,
skip to step 5.

@ Enter your Microsoft Account
password.

@ Tap Save.

@) Tap the Connect button to connect
your Facebook or Flickr account to
your Microsoft Account.
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f

See your albums

Facebook photos

Add your Microsoft account

We'll save this info so you can use your account with Photos.

Password

(© All of your photos in one place f ®

See all of your Facebook photos here, and on other applications and websites
where you use this Microsoft account. Just connect Facebook to
aliceciccu@live.co.uk.

What else happens when | connect? v

m Cancel
®




Working with Photos

® Enter the email address you use to i .
log on to Facebook or Flickr. For (® Connecting to a service

Flickr, you can also choose to lag on | frocehooklogn |
Lo N f Facebook logi
with a Facebook account if that's how = -

you norma“y do It Log in to use your Facebook account with Microsoft.
@ Enter your Facebook or Flickr o sdiree
password.
Password:
. Tap LOg |n [ keep me logged in
@ Tap Done to complete the process. Foraetien your pessuord?
To view your Facebook photo albums Sign up for Facchaok

or Flickr photos, tap the Facebook or
Flickr tile.

(© You're ready to go f

We're setting things up now, so it might be a few minutes before you see any
changes.

Add more accounts in settings
You can add more accounts or change these connection settings at

any time in the settings for this app.

Facebook

These settings stay in your Microsoft Account and will be set
up automatically if you log on to any Windows 8 computer
with your Microsoft Account. You can go to http://profile.live.
com to change these connections later.
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Importing Photos from Cameras and Memory Cards

Your tablet is one of the most mobile computers you've ever the option of connecting cameras by USB or by using SD or
owned, and it will probably go everywhere you do, including MicroSD cards for photo storage. The Photos app can import
on vacations, to work, or, if you're a keen photographer, along pictures to your library from all three sources.

with you on photo shoots. Windows 8—based tablets have

Import Photos

‘ Swipe upward from the bottom of the
screen to show the App Bar.

@ Tap Import.
@ Tap the device from which to import.

Choose a device to
import from
If you can't see your device listed, make sure

your device is turned on and connected to
your PC.

iy
;* Removable Disk (D7)

Import

Photos are imported to your Pictures folder on your
tablet. As such, you might want to take the time to
move them over to your SkyDrive so that you have
them in your cloud storage for safe keeping.
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@ Swipe downward on any images you
want to deselect from the import. By
default, all photos on the device will
be imported.

@ Enter a name for the folder into
which you want to import the photos
in the local Pictures library; if the
name doesn't exist, a new folder will
be created.

® Tap Import to start the import
process.

@ Tap Open Album to go directly to the
album into which the photos were
imported.

Removable Disk (D:) e

Y4

The desk]

Cancel

(®

Shows overall progress of the import

Importing Photos from Cameras and Memory Cards
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Sharing Photos

The Photos app can take advantage of
other apps installed on your tablet that
support sharing. So, if you have an app
installed that supports Facebook sharing,
you can use this to share photos. All shar-
ing apps work in the same way, including
the Email app.

Share a Photo

Select a photo that you want to share
and then tap the Share charm.

@ Tap the app you want to use to share
the picture (Mail in this case).

@ Enter any details required to add your
personal message to the shared item
and tap the icon specific to the shar-
ing app to share the photo. In Mail,
this is the Send icon.
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Managing Photos in File
Explorer

You can also work with photos on the
desktop. The easy way to start working
with photos on the desktop is through File
Explorer, with which you can view photos
and do some very basic editing.

View Photo Libraries

On the Start screen, tap All apps view
and then tap File Explorer to open it
on the desktop.

@ Tap the Pictures library, which is the
place to store pictures on your tablet.

@ Tap the Picture Tools Manage tab to
access tools for working with Pictures
in File Explorer.

@ Zoom out to view more thumbnails
by touching two fingers on the screen
and pinching them together.

Zoom in to view more detail with
larger thumbnails by touching two
fingers on the screen and spreading
them apart.

H File Explorer

=W
Home Share View

N SR -

Rotate Rotate Slide Set as

left right show background To-

Rotate View

@ ~ 4 [&l » Libraries » Pictures »

) ~
¢ Favorites

B Desktop

& Downloads
“El Recent places
‘& SkyDrive

4 Libraries
@ Documents
J’ Music
[ Pictures

i Videos

10items  1itefn selected 1.44 MB

Working with Photos

Library Tools  Picturif Tools Pictures = ‘:'

Manage Manage ~ 0

Play

Library includes: 2 locations ==

®

Managing Photos in File Explorer
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Rotate Photos

@ Tap the photo that you want to
rotate. You can rotate multiple

. . = [E = ! - i Pictures - oiEN
photos by selecting the check box in ‘“H P v By ) o =
ile ome are iew anage afage e
the upper-left corner of the photo. — ’ ’
> TalE e
@ Tap the Photo Tools Manage tab if it's Rotote Rotate | Side  setas Py
left right show background To~
not already selected. o
Tap the ROtate Left or ROtate Right @ - T E] ¥ Libraries » Pictures » [v] Search Pictures 2
buttons to rotate the photo to the /¢ Favorites = i
correct orientation. B Desktop
4 Downloads
“El Recent places m
% SkyDrive BT
WP_0D0026
- Libraries
@ Documents
J‘ Music
[E=] Pictures
H Videos
*@ Homegroup

You can also use these tools to set the background for the
desktop. Just tap a photo, and then tap Set As Background. If
you use a Microsoft Account, this background will sync across
all your devices.
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Play a Photo Slide Show from File
Explorer

In File Explorer, with either a number
of photos selected or no photos
selected, on the Picture Tools Manage
tab, tap Slide Show.

When the slide show is playing, tap
and hold to display an options menu
that includes commands to change
the speed, pause, or go back in the
slide show.

. Tap Exit to get out of the slide show.

Y w

Unlike in the Photos app slide show, tap-
ping a photo doesn’t show a back button.
The only way to stop a slide show that was
started with File Explorer is to tap Exit or
to show the keyboard and then tap the
Esc key.

Working with Photos

==
2 B omon
NGV R | g
Rotate Rotate Slide Set as Play
left  right show background To~

Library Tools  Picture Tools

share View Manage Manage

Rotate View

@ * 1 [&l v Libraries » Pictures » v

= — e

WP_000026

) ~
0 Favorites

B Desktop
& Downloads
“El Recent places

‘& SkyDrive

WP_000027

4 Libraries
@ Documents
J’ Music
[ Pictures
i Videos

10items  1item selected 1.44MB  Library includes: 2 locations

Play
Hause
MNext
Back

Shuffle

E Loop

Slide Show Speed - Slow
[@] Shide Show Speed - Medium
Slide Show Speed - Fast

Pictures = [=
~ @
(V] Search Pictures 2

Ll

WP_000029

WP_000028
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View Photos on Other Devices by
Using PlayTo

?

@ Select one or more photos, and then
on the Picture Tools Manage tab, tap
Play To.

‘ Tap the target device; the device
must support the DLNA standard,
which is true of most SmartTVs.

A slide show starts on the remote
device. Use the player controls to
control playback on the remote
device.

Y

If you don't have a TV that supports
DLNA, you can start Windows Media
player on any Windows 7-based or
Windows 8-based computer to achieve
the same thing. Be sure to select Allow
My Player To Be Controlled Remotely
from the Stream Menu in Windows Media
Player.

== Library Tools  Picture Tools Pictures = =
Home Share View Manage Manage [l 0
“ ﬁl I
PENE
Rotate Rotate Slide Set as Play
left right show background To~
Rotate View
@ - 1 [ » Libraries » Pictures » v & Search Pictures o
A ~ ~
3 Favorites
B Desktop

& Downloads
£l Recent places

‘& SkyDrive

4 Libraries
@ Documents

J’ Music

[i=] Pictures
EE videos
& Homegroup

1% Computer

€M Network i
10items  1item selected 1.45MB  Library includes: 2 locations

media center (MOMKEY : Windows Media Player}

‘——s\mmay [SIMMAYWECP : Windows Media Player)

Kitchen (Mot Windows certified)

For more information about setting up PlayTo, see page 356.
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Using Windows Photo
Viewer

You can use Windows Photo Viewer (which
is built in to Windows 8) to view photos on
the desktop.

Open Photos

Working with Photos

@ Tap and hold a photo.
An options menu appears.

@ Tap Open With.
@ Tap Windows Photo Viewer.

Paint
Photos

=\\findows Photo Viewer

| Eile =

Windows Photo Viewer can also be
started by searching for it on the All Apps
Start screen.

Choose default program...

Open

Set as desktop background
Edit

Print

Preview

Rotate right
Rotate left

Play To

Open with

Share with
Send to

Cut
-

Print *  E-mail

WP_000027 - Windows Photo Viewer

Burn ¥

[1=1]

Open ~

Using Windows Photo Viewer
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Change Picture Properties

Within Windows Photo Viewer, tap
File.

@ Tap Properties.

Q Enter details about the picture by
tapping next to an item, in the Value
column; ratings, comments, and
tags will help you find pictures with
search.

@ Click OK.

Using Picture Properties, you can catego-
rize your photos and determine when and
where they were taken.

330 Using Windows Photo Viewer

=
1

a

T

Eile = Print *  E-mail

x Delete Del
Make a Copy...
2 Copy Ctrl+C
.—_ Properties Alt+Enter
Exit
WP_000027 Properties

General | Securty | Details

Froperty Value )
Description
Title Skiing
@——=
Rating
Tags
Comments
Origin
Authors
Date taken 08/02/2012 12:20
Program name Windows Phone 7.5
Date acquired
Copyright
Image
Image 1D 72085050367EASDB1F2S...
Dimensions 3264 x 2448
Width 3264 pixels
Height 2448 pixels v
Lns: | rmmmls dimem T A

Remove Properties and Personal Information

OK Cancel

Apply




Changing the Photos App
Settings

The Photos app has settings that control
what is displayed within the app and on the
tile for the Photos app on the Start screen.
It's useful to change them to prevent
unwanted images and blank albums from
appearing.

Change Photo App Settings

@ In the Photos app, tap the Settings
charm.

@ Tap Options.

@ Tap to have the tile for the Photos
app display pictures out of order,
which can be more interesting.

Tap for each item shown in the
Photos app to have photos from
that service removed (Off) from the
screen.

@ Tap Options to reconfigure the con-
nection to Facebook or Flickr.

Settings

Settings

About

Help

Permissions

Rate and review

(® Options

Your account
sirmay @hotmail.co.uk

To change or remove this account, go
to Users in PC settings.

Shuffle photos on the app tile

On T E

Show photos and videos from

Pictures library
SkyDrive

Facebook Option

Flickr Options

monkey

YNSRI SRR NELS

SIMMAYWERP

SIMMAYWECP

Changing the Photos App Settings
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Keeping Files
Organized

Understanding Files

Understanding Folders
Understanding Libraries

Using File Explorer

Managing Libraries

Viewing Shared Files via HomeGroup

Sharing Files or Folders via
HomeGroup

Changing How File Explorer Views
Files

M uch of what you'll want to do with your tablet will involve
consuming content from the Internet through either Inter-
net Explorer or through apps. Of course, you'll probably also
want to save some of that content and even create some of your
own, such as documents, music, or photos. Windows makes this
really easy, but sometimes you'll need to organize things to make
it easier for you to find them.

We all organize things in our own way, and your Windows 8—
based tablet has a couple of options to help with that. You can
organize your files into folders and then organize those folders
in libraries. Those folders and libraries can then be shared with
other people and computers on your home network by using
HomeGroup.

Managing all of your files is easiest when you use File
Explorer, which runs on the desktop and is available on the Start
screen. File Explorer can be customized to help you manage your
files and to search for items that you can't readily find.
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Understanding Files

Files are the most basic items that you work with on your
tablet. Files can be music (such as MP3 or WMA); they can be
pictures (such as JPG or PNG); they can be video (such as MP4
or WMV); they can be documents (such as DOCX, PPTX, or
XLSX); and many other file types.

Essentially, all files contain some type of information that an

app on your tablet can do something with. File Explorer is the
built-in file management tool for your tablet, and by using this

tool, you can move, copy, delete, and do virtually anything you
want to organize those files.

Files in Windows are represented by icons that help you recog-
nize what type of content they contain. Files have names (which
you often supply) that indicate what the they are. Files also
have a file extension (two or three letters after a period at the
end of the file name) that, like an icon, indicates the type of file
content (such as .docx for a Microsoft Word document).

A picture file A journal file
with a photo containing
of the kids notes Icon
AN New folder - O
Home Share View v 8
@) - T b MNew folder N [v] Search New folder P
[ Favorites \
B Desktop ]—
& Downloads
| Recent places §
¢& SkyDrive
o Libraries
3 Documents S
J’ Music Photo of the kids My Motes
[ Pictures
B videos f
—— —
& Homegroup
18 Computer ]
—
——
€ Network =T
Propos: MNotes
4 items 1 = =
’ I ,
A document file  File name A text file
containing a contalnlng
proposa notes
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Keeping Files Organized

Understanding Folders

Folders are the next step up the ladder from files; they group
files into easier-to-manage units. Just like a folder in a filing
cabinet, they are containers that group things together in any
way you like. Folders can contain any types of files, so you could
have a folder for pictures or a folder for documents (which, in
fact, you do, as part of your profile). Of course, you don't have to
have the same things in a folder; for example, you could have a
folder for “wedding planning” that could contain both pictures
of wedding cakes and a document detailing the seating plan.

Folders can also contain other folders, often referred to as sub-
folders, and there is no limit to the number of subfolders you
can have within a folder.

Icon

Mew folder

Folder name

All files within Windows “live” inside a series of folders. You own
some folders, and some might be owned by other users of your
tablet and by apps that run on your tablet.

To make them easier to identify, folders all have a name and an
icon, just like files. The icon that is usually associated with them
is a manila folder, partly open so that you can see the types of
files that it contains.

of files are in the
folder (documents

l [— - Indicates what type
T in this case)
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Understanding Libraries

Libraries are groupings of files and folders that have very similar
content. By default, Windows 8 provides four libraries on your
tablet:

« Documents—Containscontains folders that store docu-
ment files, such as spreadsheets, text documents, pre-
sentations, and so forth.

« Pictures—Contains folders that store pictures and
photos; this is where the Photos app looks for local
photographs. This is also where the Camera app saves
photos.

« Music—Contains music files such as albums you've
downloaded by using the Music app.

« Videos—Containsvideos files such as those you've
downloaded by using the Videos app or that you've

taken with your video camera and copied to your tablet.

This is also where the Camera app saves videos.

Pictures

Each of these libraries is made up of a group of folders that
have been deemed to be of the type described either by Win-
dows or by you. It's perfectly fine to add your own folders to a
library if you don’t want to store your files in the default librar-
ies, and they don’t even need to reside on your tablet.

Libraries provide a convenient way for you to access files of
a specific type on your tablet. By default, your personal Docu-
ment, Pictures, Video, and Music folders are members of the
Document, Pictures, Video, and Music libraries, respectively. In
addition, there are “public” versions of the same folders that are
available to all users of the tablet. This provides a convenient
way to share photos between two people who use the same
tablet or who are on a network together.

The various apps on your tablet save the files they create to

these libraries, so for the most part, you won't need to go root-
ing around too much to find where a file is.

Videos
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Using File Explorer

File Explorer is the file management tool that opens on the you can copy files on your tablet as well as to and from exter-
desktop of your tablet. It's a tool that helps you manage files, nal storage (such as USB hard disks), and to other computers in
folders, and libraries so that you can organize your files and your homegroup or home network.
folders into meaningful groupings. It's also the tool with which
Tour File Explorer The
ribbon . .
@ The navigation pane on the left is
where you can quickly get to places, - - Librarick - ol
such as libraries, on your computer, e | e view ~ e
on computers in your homegroup, or CJ ¥ X =F B Gofn - Hsetecan
on other computers in your network. o ey AR B A Y D Select none
Tap an |tem to open |t ~li e @ Paste shortcut t;'"e t;le eve & rename 1.33;‘- i v'ﬁ_.jHi rory nuln\rertseled:ion
Clipboard Organize MNew Open Select
‘ DOUbIe-tap an |C0n In the aCtlon @ = 1 & » Libraries v & Search Libraries 2
pane to open that item.
¢ Favorites
@ Tap the Home tab to access the most I Deskiop = —
common actions for a file, folder, or % Downloads ~ ‘

libra ry %l Recent places b
' % SkyDri \ : -
rive —— = / ""--_‘-. -/ "'-a-_.-. / -.__‘ -/

Tap the Share tab to access actions =3 Libraies Defuments Music Pictures Videos
related to sharing files or folders on 3 Documents
your network or homegroup. o) Music
|| Pictures

Tap View to access settings related H Videos
to how your files and folders are dis-

. i@ Homegrou
played by File Explorer.
Tap the arrow to hide or unhide the P Computer
r|bbon “! MNetwork
Tap in the text box, to type some- Sitems = B
thing to search within the current - *
p|ace yOU're VieWing (|n this case, ‘ Navigation ‘ Action pane
Libraries). pane

Type the name of a location to get
there quickly; for example, c:\.
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Move or Copy a File or Folder

@ Tap a file or folder to select it. T New folder - o
@ Tap the Move To or Copy To buttons. Home | share Vv ~ @
. ) oy B X ot = FEN Nopen - HH selectal
@ Tap the location to which to move or =) L g copy pn |2 X w s, " Dean Select none
COpy the |tem, |f the |OcatI0n IS ||Sted, A SR [2] Paste shortcut Ntllgvf (i&;pvy De\vete Rename f?rd":r PmvaI'tIES 1) History nnln\rartseled:ion
tap it and you're done. If the location Cif g Desktop Organize New Open 333
is unlisted, tap Choose Location. © ) - (B Downioas v[©] | SearchNewfolder z
Documents
I Favorites . ;
M
B Deskto| .USIC L‘ L
& Pictures
& Downlc )
5 Recent i Videos
& SkyDriv L4 Chooge location...
- Libraries TR
[ Documents My Notes Motes Photo of the kids
J’ Music
[E] Pictures
H video: —
-_
*% Homegroup W -

“j Network

4items

1 item selected |0 bytes

Proposal

==

The difference between move and copy might be confus-

ing. Moving a file removes it from its original location,

whereas copying a file leaves it in its original location and

creates a new, exact copy in the new location.
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. Tap a location within which you want
to place the file or folder.

When browsing, if the small arrow is
pointing right, there are more loca-
tions within the listed folder; if the
arrow is pointing downward, there are
no further locations.

. If you want to create a new folder, tap
the location within which you want
to create the folder and then type a
name into the Folder text box.

® Tap Make New Folder to create the
new folder in the selected location,
using the name you've entered.

@ Tap Move to move the file.

If you want to move or copy more than one file, tap the
check mark in the upper left of the icons. You can also
“lasso” them by tapping a blank area and dragging the
box that appears around them.

Move Items

the Move button,

Keeping Files Organized

Select the place where you want to move ‘Notes', then didk

B Desktop

I 4 Libraries

3 q@ Homegroup
A Simen May

4 18| Computer
I iy Local Disk (C3)
| oy Removable Disk (D:)

Folder: | Siman May

‘__;Mam New Folder | [ Move

Understanding Libraries
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Open a File or Folder by
Double-Tapping

‘ Double-tap a file to open it by using
default app for that type of file.

@ Tap the down arrow next to the Open
button on the ribbon.

‘ Tap the app you want to open the file
with.

Open a File or Folder with a
Default Program

. Tap Choose Default Program to
change the default app used to open
the type of file.

. Tap the app you'd like to use as the
default app for this file.

RN

Home Share View

Bl = e
= [8] Copy patn

Copy Paste _
[2] Paste shortcut
Clipboard
+ .+ New folder
~
0 Favorites
B Desktop

& Downloads
£l Recent places
Y& SkyDrive

=l Libraries
@ Documents
J’ Music
[&=] Pictures

i Videos

& Homegroup
| media center

| Simon May

il Computer ¥

4items  1item selected 0 bytes

You can do the same thing by tapping and
holding a file and then selecting Open With
from the options that appear.
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[

~

Picture Tools
Manage
N IE Mew item ~
h 1L|_j=j x @ LJ TlEasy [

Move Copy Delete Rename New

to~ to~ - folder [}

Organize MNew i

=)

om0
My MNotes MNotes

—
e
—
. —
e

New folder

l : JOpEn <
Moviefaker
Paint
Photofzallery

Photo

Windows Photc]Viewer

Choose default program...

- O

FH select all

~ 9

Select none
nﬂ Invert selection

Select

Search Ne... @

Photo of tje kids

How do you want to open this file?

&/ Use this app for all jpg files

Keep using Photos
_m Paint
E Windows Photo Viewer

More options




Keeping Files Organized

Rename a File or Folder

@ Tap a file to select it. T el forcer =
On the ribbon, tap the Home tab, and Home | share  View ~ 0
then in the Organize group tap the & cut e . X =i [} l? 1§ open- Ewm"

R b tton [ Copy path h — A Tl ) QEdlt oo Select none
ename u . Copy Paste _ Move Copy Delete Rename Mew Properties
Paste shortcut tow ta- - folder - €5 History ggm\rertseled:mn
. Type a hew name’ and erther press Clipboard Crganize Mew Cpen Select
Enter or tap elsewhere when done. © ) -t Ly Newfolder v & | SearchNewfolder »

7 Favorites " ]
B Desktop L
& Downloads
“El Recent places
¢& SkyDrive

4 Libraries
ocuments My Motes| Motes Photo of the kids

[F b t
A Music A

4items  1item selected 4.43 KB

T | ——

An alternative way to change the name of a file is to tap
the file and then tap on the name of the file, or if you have
a keyboard connected, tap the file and press the F2 key.
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Managing Libraries

The Documents, Video, Music, and Pictures libraries on your
tablet gather groups of similar content together to make it
easy for you to find particular items. Pictures contains pictures,
Videos contain videos, and so on, but there are a number of
things you can change to make libraries work better for you.
For example, you might want to add content from other loca-

Manage Library Locations

@ !n File Explorer, tap Libraries.

Select the library with which you want
to work.

@ On the ribbon, tap the Library Tools/
Manage tab.

@ Tap Manage Library to change its
location by using any of steps 5
through 9.

A *

You can also add folders from other computers in your
homegroup to the library in the same way. If you're
using the SkyDrive for Windows app, you can add your
SkyDrive folders to a library that reflects their content
to make them even easier to find.
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tions on your tablet to a library. You might also want to change
the folder that documents are saved to by default when you
save them to the Documents library. You can also control the
default location on your tablet to which homegroup users
would save a document.

? ?

= l_—\.o:} = | brary Tools
n - Home Share View Manage
= 7 Optimize library for = ﬁ
= | ¥
=l a4 TeTr R

Manage Set save - . Restore
library location - |[IL] Show in navigation pane settings

\) = 1 & v Libraries »

A
- Favorites
B Desktop

-
4. Downloads [

-

= Recent places
#& SkyDrive

Documents

.l Libraries |

®




Keeping Files Organized

@® Tap the Add button to add a new

Include Folder in Documents

location. =
T & » SimonMay | v O Search Simon May 2
Browse to the folder to add to the
|Ibl‘ary Organize = Mew folder B= - [7]
. L. =3 Windows Explorer A Name . Date modified Type Size ™
Tap Include Folder to include it in the _
. E| Co Jtacts 02/08/2012 1%:15 File folder
libra ry. 7 Favorites e Dedop 05/08/2012 13:05 File folder
. B Deskiop | 8 Downloads 05/08/201213:05  File folder
To remove a folder from the library, B Downloads It Favarites 02/08/201219:15  File folder
tap the folder. % Recent places I Links 02/08/2012 19:44 File folder
.., . #& SkyDrive | My Documents 02/08/2012 19:30 File folder
To remove a foIder, after it's hlgh- i My Music 05/08/2012 13:50 File folder
|ighted’ tap Remove. 4 Libraries 1 My Pictures 05/08/201217:55  File folder
@ Documents B My Videos 02/08/2012 19:15 File folder
. Tap OK to complete the changes. o Music B Saved Games 02/08/2012 1815 File folder
[ Pictures 7 Searches 02/08/2012 21:33 File folder
B videos & SkyDrive 04/08/2012 21:21 File folder v
| v £ >

Change how this library gathers its contents
‘When you include a folder in a library, the files appear in the library, but continue to be stored
in their original locations.

Library locations

1
[; My Documents Default save location
I ChlUsers\Simon\Documents
Remove
L l Public Documents ‘

B Documents Library Locations ‘
Inclydefolder | | Cancel |

Public save location

‘_

ChUsers\Public\Documents

Learn more about libraries
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Manage Save Locations

@ In File Explorer, tap the Libraries
location.

. Tap the library to change the settings
for.

. On the ribbon, tap the Library Tools/
Manage tab.

. Tap the Set Save Location button.

@ Tap the location that you want to
assign as the default when you save
to the library.

. Tap Set Public Save Location to set
the default location for other people
who save files to your library.

. Tap the location to which other
people save files.
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QQ’

E| My Documents

My Documents

. Public Documents

= 4 -

== Optimize
';—:@_] 4

L@ Change iin

Share

Ijbrary Tools

WView Manage

brary for = =
25

Manage | Set save

Restare

library |location = [[]show in rlwigation pane| settings

q& Set public save location »

Manage

w9+ Librarifs

~

A0 Favorites
::I Public Documents Deckt —_—
B Desktop —
& Downloads k
=l Recent places
‘& SkyDrive < |
—
4 Libraries I Documents

®




Keeping Files Organized

Library Optimization

. . - Library
‘ Wlth a |Ibrary SeleCted In Flle EH D .jj = | Library Tools  Picture Tools (o] t|m|Zat|0n
E.xplorer, on the ribbon, tap the vome e view  niamsge | Mansge — tc angﬁ thle
Library Tools/Manage tab, and then — - YPE OL 100lS
. i = 4‘3 visible in File
In Manage group’ tap the Opt|m|Ze = ‘J ] General items Ean EXp|OI‘eI’
. Manage Set save Restare
L|brary FOI‘ button library Io(ation‘@ Documents E‘ settings
. . Ma Musi
@ Tap the type of library for which ‘ - = |
A . . . . — " | Pictures res
you'd like to optimize. This changes y
. ideos
the defaults, such as what tools are H Favorites
visible on the File Explorer ribbon and :g:ﬁ:ﬂds Lack of highlight
how apps see the library. %] Recent places indicates that the
& Siyorive library will ROt
. . . appear in the
Hide or Show Libraries _ navigation pane
- Libraries !
@ Documents - -
. . N .
@ Tap the library you want to hide or — o T o 1
ShOW thghlll ht |nd|(|:|ates that Home Share View Manage
. . the library will appear E=——
@ On the ribbon, tap the Library Tools/ in the navigation pane = W c:alnm-ieic;nw ! &
Manage tab, and then in Manage Manage Setsawe "B Restare
. . library location~ [ show in navigatiln pane settings
group, tap the Show In Navigation o
. El | D 1]_) = | Library Tools L5z
Pane button. (This button toggles to S
. . Home share View Manage @ * T [ v Libraries » Pictures »
show or hide the library.) - — 1.
"-?T w OptmT\ a.llbraryfm' % 457 Favorites ~
,—\'D SIEDG, Ic-:nn. . Restorg B Desktop
UUUUUUU E ow if navigation pane| setting 1 Downloads
SiZNTOC %l Recent places
@ v 1 [E] » Libraries » Pictures » 4& SkyDrive
B Desktop 3 @ Documents
& Downloads [ J’ Music
"Zl Recent places B Videos
4& SkyDrive
4|4 Libraries e
3 @ Documents st -
b ) Music —
‘_ > =] Pictures
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Restore Library Settings to Defaults

In the Navigation pane, tap the
Libraries section.

Tap the library to which you want to
restore default settings.

. On the ribbon, tap the Library Tools/
Manage tab and then tap the Restore
Settings button to reset all library
settings to how they were before you
changed them.

This will remove any additional fold-
ers you've added to the library and
will add back any default folders you
removed. It will set default locations
back to their original defaults and
optimize the library as it originally
was.
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Ell E} M~ I Library Tools  Picture Tools

Home Share View Manage
== [ optimize library for ~ -
= W b

Manage

il Change icon

Manage Set save . . Restare
library location = E Show in navigation pane | gettings

Manage
@ = 1 [&| » Libraries » Pictures »

A
4 .7 Favorites

B Desktop

& Downloads
] Recent places
& SkyDrive
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Create a New Library

. . =RV Libraries - O

@ In the navigation pane, tap the —_— S

Libraries item. D X% cut L ?( =T B . Edopen- B selectal

[ Copy path I } = A Edit 88 Select none

. Tap and hold a blank area of the Comy Paste o noriye | MOV COPY | Delete Rename - New PoReries e vustory | E it selection

aCtlon Space Clipboard QOrganize Mew Open Select
. In the options panel that appears, tap © &) - 1R Lbaries » v & | Search Libraries L

NeW‘ 0 Favorites - \u" R

. . B Desktop = e
@ Tap Library to create a new library. R Downloads N sethy » -
. . .y ] Recent places Cerely) ' N
A new library will appear, waiting to @ s Drive a4 = <% 7 < /
be renamed. Use the steps outlined T pase o o~
. . . . . = = z D Pi Vid
previously in this section to configure = Libraries e retures tdeos
H QP @ Document Undo Rename Ctrl+Z
the library to your liking. & Music
i &)l Library | New v
[ Pictures 1
B videos
& Homegroup
M Comnuter &7
4 items ==

T W W

Create your own libraries to make organization easier.
For example, you might want a “Reading” library of
all the eBooks you've downloaded.

Managing Libraries 347



Viewing Shared Files via HomeGroup

HomeGroup makes it easy and convenient to share your to listen to music that is stored on another computer in your
photos, music, video, and documents with family members home. File Explorer is one way to view what is shared with and
and for you to transfer your documents and media around the by other computers in your homegroup and is a simple way to
home. For example, you can use HomeGroup on your tablet move and copy files throughout it.

Browse Your Homegroup

@ In the navigation pane, tap Y iy Homegroup -0
Homegroup. HomeGroup View ~ 0
s
@ Double-tap the name of the person gy o crenae henegreus seftng:

- Start troubleshooter
Share libraries

or computer sharing files that you'd i oo dorere® . View password
like to access.

}_‘) = 1 o » Homegroup » v O Search Homegroup P

z v
4. Favorites X
B Desktop media center Simon May

& Downloads
12l Recent places

& SkyDrive

4 Libraries
> 3 Documents
> J‘ Music
> =] Pictures
> E Videos

> #y Homegroup

> M Computer

See Also x . .

For information about how to set up
your homegroup, see page 138.
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See and Change What You're
Sharing

?

@ In the navigation pane, tap
Homegroup.

' On the File Explorer ribbon, on the
Homegroup tab, tap the Share Librar-
ies And Devices button.

Each library that's shared will be
shown in the window if the computer
where the content resides is turned on
and awake.

. Tap the Permissions drop-down
menu. To enable sharing, tap Shared;
to discontinue sharing, tap Not
Shared.

@ Tap Next to complete the process.
A message appears to confirm the
change.

&[0
HomeGijup View

Q% Changehomegroupsettings
Start troubleshooter

Join Share libraries .
homegroup  and devices ﬁV'E‘WPa!!WWU

Manage

@ » 1 o » Homegroup

. ~
W Faverites "
media center
B Desktop

Homegroup

v & Search Ho.. @

ﬁ‘i Simon May

4 Downloads

‘E-_—'J Recent places

¥ SkyDrive

= Libraries

@ Documents

J’ Music

[E=] Pictures

i Videos " "

_—
& Homegroup
| ] media cente & Change Homegroup Sharing Settings
L_| Simon May v
2 items | Share with other homegroup members
" —
Choose files and devices you want te share, and set permission levels,
Library or folder Permissions
[ Pictures |Not shared V|
. { Shared

B Videos
J) Music |Notshared V|
@ Documents |Not shared V|
@ Printers & Devices |Not shared V|

Viewing Shared Files via HomeGroup 349



Sharing Files or Folders via HomeGroup

Although your Documents, Music, Video, and Pictures librar- folder. For example, you could set up a folder within your Doc-
ies might be the most obvious locations you will want to share uments library to which your daughter copies her homework so
with your homegroup, there might also be other places. Shar- that you can check it over—she'd need “edit” access to do that,
ing other locations requires just a few taps, and you can use as opposed to the default, which is “read.”

the same process to change the level of access others have to a

Share Specific Files or Folders

In File Explorer, navigate to and tap W - - o
the item that you want to share with L dome

Share | View ~ 9
the homegroup. 1 ®sumtodisc [@ romegroup wew & 3
@ On the ribbon, tap the Share tab. ol Zo T &:‘i’f‘”“" e and e Jon Ao
@ Tap the person or group with whom - ST e
you want to share. Each person in © @)~ 1 W Newh== v & | | Search New folder »
your homegroup will be listed, along I Favorites “ A X .
with Homegroup (View), which B Deskiop ' t

. . & Downloads
applies settings so that everyone T Recent places
in the homegroup can see but not % SkyDrive

change files. If you select Homegroup _
(View And Edit), everyone in the ﬁjf";:’:f:ﬂem
homegroup can view and change the J) Music

ﬁles. le=| Pictures
B videos

P,

My Motes MNotes Pheto of the kids

0% Hemegroup

hﬁﬁu

18 Computer

4items i= =

To quickly stop sharing a file or folder, tap the file or folder to
select it, and then on the File Explorer ribbon, on the Share tab,
tap Stop Sharing.
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Allow Specific People Specific
Permissions to Files and Folders B File Sharing
‘ In File Explorer, tap the folder or file Choose people to share with
to Share. Type a name and then click Add, or click the arrow to find someone.

@ On the ribbon, tap the Share tab.
aliceciccu@live.co.uk (aliceciccu@live.co.uk)

@ Tap Specific People to start the File Siman My Gy @hoirmal.co.

Everyone

Sharing Wizard. Homegroup . —

@ Tap the drop-down menu to select a i@ File Sharing
person from the homegroup.

Choose people to share with
I'm having trouble sharing

‘ Tap Add Type a name and then click Add, or click the arrow to find someone.

‘ Tap the Permission Level drop-down \ V]| aa
—
menu to choose between Read or Name Permizsion Leve

Read/Write access. e e ‘

& Simon May (sirmay@hotmail.co.uk) Owner
@ Tap Share to share the file or folder.

= N

EIR=I New folder - o IEH
EN o s ol ~ 0

— { @ Bumtodisc  PI| Alice - a

o Print Pl aliceciccu@iive.co.uk
Fmail 7ij . — Sty Advanced
" 8 Spedfic people.. = srarng | ‘securty
send Sharewin o
®© * T L » MNewfolder v & Search New folder P
) & . ~
it Favorites [ D
B Desktop B
W Downloads ] :
| Recent places |
& SkyDrive | -
Al Libranes e
) Documents My Notes Notes Photo of the kids
&) Music
o =
B Videos
S—
) Homegroup —
—
g, -
ditems  1item selected 443KB E=
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Changing How File Explorer Views Files

File Explorer can be used to view files and folders on your
tablet, but the view might not always be what you need. You
can change the view to reorder the items in a folder, make

Change View Settings

On the File Explorer ribbon, tap the
View tab.

@ Tap Navigation Pane to turn the navi-
gation pane on and off and to control
what is shown in the navigation pane.

@) Tap to show the preview pane, with
which you can preview the contents
of the selected file without opening
it.

Tap to show the details pane, which
shows file details, such as size, date,
and so on.

Tap to change the size of the icons in
File Explorer and also the details of
files and the window layout.
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icons bigger, hide and unhide items, and much more. The view
settings make it easier for you to identify the files and folders

you're looking for.

Sjare View

New

R
Mavigation

pane =

€| Extra large icons |[i=] Large icons

& Medium icons

FE List

Small icons
372 Details

(_‘. -| +

- Favorit]s
B Desklzp

4 Dow|loads

=] Rece|t places

‘@& SkyDfive

= Librari]s

3 Docinents

b me

. v New folder

2

{

o

v My Notes

4 items 'Iitem selected 4.43 KB
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Keeping Files Organized

. Tap to change how items are
displayed.

Tap to change how many columns are
displayed in detail views.

. Tap to change how items are ?.’

grouped. folder = =

. Select the Item Check Boxes check ~ @
box to enable multiple item check E] [C]- O tem check box]s P
boxes in the upper left of each item cot I | L Plenameextensions | = o | options
in File Explorer. by~ [J Hidden items items o

Current vj2w Show/hide

. Select the File Name Extensions check v & | | Search New folder P
box to show or hide file extensions &
(the jpg or .omp extension at the | N

end of a file name that indicates what
type of file it is).

Tap to hide specific items from view
or to unhide a hidden item if the =
Hidden Items check box is selected. Notes

NG

Photo of the kids
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B Using PlayTo Devices
B Using PlayTo with Apps

B Connecting Displays

Connecting Your
Tablet to TV and
Display Devices

Tablet devices are fantastic for using on your own, but there
comes a time where you want to share some of the fun you're
having. For example, you might want to share the experience

of watching a video, listening to music, or viewing your family
photos with other people in the room. This is when it's handy to
be able to connect to an extra display such as a TV, projector, or
monitor.

Windows 8 provides the ability to do this in a couple of
ways. PlayTo is technology built in to Windows 8 with which
you can select some content on your tablet and then play it on
another device, such as your TV. This functionality is available for
videos, music, and photos in any app on your tablet that makes
use of the functionality. Using PlayTo, it's even possible to do
things like watch webpage videos on your TV.

Your tablet can also be connected to external displays either
physically with a wire, or in some cases with technology propri-
etary to your tablet. When connected, you can use the extra dis-
play to either duplicate what you see on your tablet or to display
an additional desktop on which to work.
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Using PlayTo Devices

Your Windows 8 tablet is equipped with some very smart new
technology to make it possible to play the content you have

on your tablet on much larger screens. Using a standard called
DLNA, your tablet can connect to a DLNA-compatible receiver
and stream music, video, and pictures to that receiver. The con-
tent itself doesn't even need to be on your device; for example,
you can use your tablet to stream a video that actually resides

Discover PlayTo Devices

@ Tap the Devices charm.

The Devices menu will list any devices
on your network that are capable

of receiving the content you'd like

to share. If nothing is listed, either a
receiver is not on the same network as
your tablet or the receiver is unable to
receive this type of content.

@ Tap the device to connect to it.

When you're done enjoying the con-
tent on the target device, tap the
Devices charm again, and then on the
Devices menu, select the target and
tap Disconnect.

There are many different types of devices with which you can
use PlayTo, including TVs, stereos, home cinema amplifiers, and
digital photo frames.
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on another device in your homegroup. To determine the right
type of device, look for the DLNA symbol; you'll find it on most
Smart TVs.

If you don’'t have a compatible TV, you can turn any computer
running Windows 7 or Windows 8 into a receiver by starting
Windows Media Player on that computer. The aim of PlayTo is
to make it easy to share your media beyond your tablet.

Devices

Photos

@ media
I:T Second screen

Devices

Photos

B

Disconnect

I:T Second screen



Using PlayTo with Apps

Some of the apps that come with Windows
are built for a great PlayTo experience and
are a really good way to get accustomed to
using and controlling PlayTo.

PlayTo with Videos

While watching a video in the Video
app, tap the Devices charm.

@ Tap the device streams on which you
want to watch the video; the video
streams to that device and stops
playing on your tablet.

@ The video controls are still available
on your tablet. Tap the screen to
use the playback controls just as you
would if you were watching the video
on your tablet.

See Alsou

I've shown PlayTo working with the video
app here, but I briefly introduced using
PlayTo with photos on page 328.

Now Playing

Wildlife in HD

Tablet to TV and Display Devices

Devices
Photos

media center (MONKEY : Win.
Now Playing

I:T Second screen

Using PlayTo with Apps

357



PlayTo with Internet Explorer

While on a webpage in Internet
Explorer 10, tap the Devices charm.

Devices

Tap the device on which you'd like to
play the content.

Use the controls available for media
playback for the content you're

playing.

anning taskbar, and we wanted you to also have access to Metro style apps while you're also using the desktop. A
2loped, and as we see how developers might want to take advantage of multi-monitor configurations in new ways
1 full screen apps, we will of course enhance this experience (and APIs) even further.

Building “Windows 8"
Er nult

Not all webpage content can be sent to other
devices; however, videos that use HTML5 always
work, which includes videos on popular sites
such as YouTube.

Progress of play on
target device

358 Using PlayTo Devices



Connecting Your Tablet to TV and Display Devices

Connecting Displays

Connecting your tablet to a TV or monitor is a simple process
of plugging in the correct cable between the TV or monitor
and the tablet. Windows will detect the new device and either
extend or duplicate its display quickly. Duplicating a display
means that what's shown on your tablet is exactly the same as
what appears on the TV or monitor. Extending the display adds
a second screen that you can use to run apps on, thus giving
you more workspace. The downside to extending your screen

Connect to a Display Device

@ Tap the Devices charm.
@ Tap Second Screen.

@ Tap a mode to use to connect.

After you've chosen to use a second display for the first time
with a particular TV or monitor, you might need to adjust the
resolution to get the best from the screen.

is that you can't control the second screen with touch (unless
it also has touch built in), so you'll need a mouse to make the
most of this approach.

Your tablet is likely to have an HDMI, micro-HDMI, or mini-
HDMI connector, but it could also have a VGA, DVI, or Display
port adapter. The adapter might not be on your tablet but
might be present only on the dock. Connectivity will vary by
device, so check your device manual to see what you have.

Devices (© Second screen

Photos Project to a connected screen

@ media center (MONKEY : Win...

ED PC screen only
F _ %

T Second screen

- Duplicate
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Configure Resolution

Q Tap the Search charm and type
resolution into the search box. If
you're already on the Start screen,
just type resolution and the search
screen will open automatically.

@ Tap Settings to search within settings.

Q Tap Adjust Screen Resolution.

Tap the screen you want to change;
it should be clear which is the TV
or monitor and which is the tablet
screen.

@® Tap the correct resolution; this might
require some experimentation to get
a resolution that looks just right.

® Tap OK to apply and save the
changes.

If you're unsure which screen is which, tap
the Identify button; large numbers will

be displayed on each screen to help you
work it out.

360 Connecting Displays

Results for " resolution ”

Settings

j;ﬂ'] Adjust screen resolution

jg Make text and other items larger or smaller
jg Adjust ClearType text

Screen Resolution

1t B « Displ.. » Screen ..

Change the appearance of your displays

. 3 O

Display: 1. Mobile PC Display

._Besulutiun:

Qrientation:

Detect

Identify

1366 = 768 (Recommended) W
Landscape v
Multiple displays: | Bxtend these displays ~ «

This is currently your main display.

| Allow the screen to auto-rotate

© Auto-rotation is not supperted for multiple displays.
Project to a second screen (or press the Windows logo key S + P)
Make text and other items larger or smaller

What display settings should | choose?

0K Cancel Apply

Advanced settings

Search
Settings

resolution|

Apps
n Settings

Files

- - Il

Search Co.. @

®



Duplicate Displays

@ Tap the Devices charm.
@ Tap Second Screen.

Tap Duplicate; the second screen
will display the same images as your
tablet.

Connecting Your Tablet to TV and Display Devices

Devices (© Second screen

Photos Project to a connected screen

@ media
PC screen only
. T Second screen El D

- Duplicate
w2

- Extend
s |

Second screen only

With duplicate screens both screens appear identical

Connecting Displays 361



Extend Displays

@ Tap the Devices charm.
@ Tap Second Screen.

Tap Extend; the second screen will
display the desktop.

On the Resolution Settings page, you can
change which display shows the desktop
by changing the Multiple Displays option
to Show Desktop Only On X.

362 Connecting Displays

Devices (© Second screen

Photos Project to a connected screen

media
3 [
ElD PC screen only
T Second screen =\

Duplicate

- Extend

Second screen only

With extended screens, one screen always shows the desktop




Connecting Your Tablet to TV and Display Devices

Span a Background on Extended

Displays Search

Results for “ background” Settings
‘ In the search box, type background.

@ Tap Settings to search settings. B Change desktop background

‘ Tap Change Desktop Background.

background|

] Apps
I/.I\ Turn off background images !
)
B

a Settings

@ Tap the location of the picture you
want to use.

® Tap the picture position list, and
select Span to have the wallpaper
seamlessly span your displays

‘ Tap Save Changes to have your wall- I

paper applied. If you sign in with a © 1 B ControlParfd » Al Control Panel b
Mlcrosoft Account, th|s.change will Choose your defktop background
ripple across all your Windows 8 Clicka pcture o ms
devices in a few minutes.

'ms b Personalization + Desktop Background v O Search Co.. @

eit your desktop backgifund, or select more than one picture to create a slide show,

Picture Jocation: | VIndows Desktop Backgrounds ] Browse...

=ar all

To make the most of extended displays,
you'll want a background image that is
wider than it is high; the best images are
twice the normal width of a monitor.

[l it [Pl

Change picture every:
30 minutes w| []Shuffle

When using battery power, pause the slide show to save power

Save changes Cancel
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Decide Where the Start Screen and
Desktop Appear

O In the search box, type resolution.
@ Tap Settings to search within settings.
@ Tap Adjust Screen Resolution.

@ Tap Make This My Main Display to
have the Start menu appear on the
selected display.

If the start menu is already on the
selected display, this option will say
This Is Currently Your Main Display.

‘ Tap Multiple Displays, and select the
option to Show Desktop Only On X
to have the desktop stay on a specific
screen. If you use a desktop app, it
will open on this screen.

® Tap OK to apply and save the
changes.

364 Connecting Displays

Search
Results for “resolution ” Settings

Settings

resolution|

- J Adjust screen resolution

Apps
°
R Settings
Screen Resolution - ':' Q >Eng

+ B« Displ... » Screen.. Search Co... @ "
= E Files

Change the appearance of your displays

Dietect

Identify

Dizplay: 1. Mohile PC Display v
Resolution: 1366 = 768 (Recommended) Y]
Orientation: Landscape v

Multiple displays: | Extend these display .

This is currently your main display.

.— | Allow the screen to auto-rotate

@ Auto-rotation is not supported for multiple displays. Advanced settings

Project to a second screen (or press the Windows logo key == +P)
Make text and other iterns larger or smaller

What display settings should | choose?

Q) Cancel Apply

©




Connecting
Printers and
Devices

Viewing Devices

Adding Printers

Printing from an App

Managing Printers

Adding a Webcam

Connecting to Bluetooth Devices
Adding a Scanner

Adding Hard Drives and USB Flash
Drives

Removing Devices

Renaming Devices

Your tablet comes equipped with a USB port so that you can add
additional hardware to extend what your device can do. You can
add almost any USB device, and you can be sure that any with
the Windows 8 logo will be suitable for your tablet. This includes
connecting to printers and scanners, adding a higher-quality or
more versatile webcam, or connecting extra storage with USB
flash drives and hard drives.

Printing is something that we all still need to do fairly regu-
larly; it could be a report or document that you need to print,
an email from a friend, or perhaps tickets to the theater that you
ordered online. Printing is first class in Windows 8, and you can
use the Devices charm to print from almost any app that creates
a document. Controlling what happens with your printer is also
important; you might need to change paper orientation or the
quality of the document. If you print a lot or if other people in
your homegroup want to print at the same time, you might need
to control some aspects of the print queue (the list of docu-
ments waiting to print). Similarly, you might need some control
if you get a paper jam or anything similar; Windows 8 provides
controls to work with all these things.
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Viewing Devices

With all the different devices you can
attach to your tablet, you'll want to be able

to see what's going on with them.

View Devices

On the Start screen, from the right
edge of the screen, swipe your finger
inward, and then tap the Settings
charm.

@ Tap Change PC Settings.

366 Viewing Devices

GorillaN

Notifications

I‘:) 2

100 Screen

0]

Power Keyboard

Change PC settings




. Tap Devices; the right pane shows
device options.

Connecting Printers and Devices

Currently attached devices

PC Settl ﬂg S Devices |

. Add a device
Personalize T
USerS home (gibbon)
Notifications E Kitchen
Search E media center (MONKEY : Windows Media Player)
Share Microsoft XPS Document Writer
General )

Download over metered connections

PeraCy lo help prevent extra charges, keep this off 5o device software (drivers, info, and

apps) for new devices won't download while you're on metered Internet
‘connections.

off

Prevent device drivers from downloading
on metered connections

Viewing Devices 367



Adding Printers

Connecting printers to your tablet is a simple process. If your printer isn't added by Windows, the first step is to go
Normally, you just connect your printer to your tablet or its to the website of your printer manufacturer and obtain the
dock via a USB cable and Windows will do the rest for you. It latest Windows 8—based drivers for your printer. These drivers
will even obtain a driver from the Internet if necessary. normally come with an install program that will do all the setup

work for you.

Add a Printer

. Turn the printer on and connect it to
your tablet by using the USB cable
supplied with the printer. The printer
will begin to install immediately, but
if Windows does not recognize the
printer, it will prompt you for drivers
that you'll need to obtain from the
manufacturer’s website.

YL

If your printer isn't available when you insert the USB
cable, you might need to use the Add A Printer Wizard to
assist Windows in recognizing your printer. Tap the Search

charm, tap Settings, and then search for printers. In the Optionally, you can check that your printer is installed cor-
results pane, tap Devices And Printers and then tap the rectly by tapping the Search charm, tapping Settings, and then
Add A Printer button. The wizard will guide you through searching for printers. In the results pane, tap Devices And
the process of adding a printer. Printers. This window will list the printers you have installed.

\ J
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Connecting Printers and Devices

. You can monitor the installation
progress on the desktop. To do so,
switch to the desktop, and then on
the taskbar, tap the Device Setup icon

A progress window opens. When

complete, the Device Setup progress
window and icon disappears and the Device Setup
printer is ready to use.

Installing HP Deskjet F4200 series

Please wait while Setup installs necessary files on your system. This may take
several minutes,

Shows the install progress
of the printer
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Add a Shared or Network Printer

Search
@ Tap the Search charm. o )
Results for “ printer Settings

@ Tap into the search box and enter
printer. frinter
Devices and Printers

@ Tap Settings to search within settings.

ETE ) _ _ Apps
@ In the results area, tap Advanced ! View devices and printers
Printer Setup.

ﬂ Settings
ﬁ Advanced printer setup

Printers shared by other computers in
your homegroup will be added automati-

- e If the printer isn't available on the Add Printer
cally to your computer, if they aren't, this dialog box, follow the steps in the previous
same process can be used to find them. task.
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. Tap the name of the printer to add in

the list. _ )
e= Add Printer

If the printer isn't listed, ensure that

both the printer and the computer it's Searching for available printers..
connected to are connected to the _
. Printer Mame Address
network Then' tap SearCh agaln . & HP Deskjet F4200 series on GIBEON YWGIBBONAHP Deskjet F4200 series

@ Tap Next.

The printer will be added, and if nec-
essary, driver software will be down-
loaded from the computer sharing the
printer with the network, which you r—— - .
are asked to trust. When complete, a

confirmation page with the change % The printer that | want isn't listed
displays. Print a test page to ensure

that the printer works correctly.
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Share Printers with your

Homegroup
@ Tap the Settings charm. all 1) (]
@ Tap Change PC Settlngs ch GorillaM 100 Screen

B O

Notifications Power Keyboard

Change PC settings

T ~

It's also possible to share individual print-
ers; type printers into the Search box
and search in the Settings panel, and then
select Devices And Printers. From this
view, locate the printer to share, tap and
hold, and then in the pop-up menu that
opens, tap Printer Properties. (Be sure not
to select Properties, because this shows
hardware settings for the printer.) Finally,
tap the Sharing tab to configure sharing
settings.

\ J
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Connecting Printers and Devices

@ Scroll down and select HomeGroup.

. . PC Sett| nags Libraries and devices
@ Tap the switch for Printers And g
DeViceS tO move |t tO Sha I‘ed When you share content, other homegroup members can see it, but only you can change it.
Search S
Share Not shared
Music
General Not shared
PriVacy Pictures
Shared
Devices Videos
Wireless Hotshared
Printers and devices
Ease of Access Shared
Sync your settings
Media devices

Allow all devices on the networl such as TVs and game consoles to play my shared content

Windows Update
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Printing from an App

Printing can be done from any app that
enables the facility on your Windows 8-
based tablet from the Devices charm.

Print an Email

Open the document that you want to
print (in this case, email).

@ 'n the Settings panel, tap Devices.

@ Tap the name of the printer you want
to use.

Note that you must have set up your
printer in advance.

Some printers have additional printing
options, such as paper tray select or the use
of duplex printing. These settings will be
made available through this print menu.
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Live

Drafts
Sent items
Qutbox
Junk

Deleted items

Xbox LIVE Rewards 1s Giving Awa |

Windows Live

You've connected Facebook to th...

Windows Live

You've connected Facebook to the P

Windows Live
You've connet

Simon May
Saturday Fvening

Simon May

Long time no see!

Hotmail team

Hotmail getting started tip #5: Kee...

Hotmail team

Hotmail getting started tip #4: Re...

Hotmail team

Hotmail getting started tip #3: Ge...

Hotmail leam
Hotmail getting started tip #2: 5...

13 June

10 May

2May

24 April

Simon May
26 May 2012 14:05

Alice C

Saturday Evening

® &

Devices

Mail

% Microsoft XPS Document Writer

I:T Second screen




@ A print preview will be displayed.

Optionally, tap to change the current (© Microsoft XPS Document Writer
page orientation in which you want
to print. Orientation

Portrait

® Optionally, tap to select the paper
size you want to print.

@® Tap Print to send the email to your
printer.

e ~

Windows 8 includes the Microsoft XPS Document Writer, which
is a special printer that allows you to print to a file (XPS format)
rather than to a sheet of paper. This is great if you're mobile
and don't have access to a real printer, because you can later
print those XPS files to a real printer when you have access to
one. To do this, select the Microsoft XPS Document Writer and
tap Print. An XPS document is saved to your Documents folder,
which you can then open by using the Reader App and print
the file as you would any other, by using the Devices charm.
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Managing Printers

When you tap Print, your document goes into a queue, and if
multiple people are sharing a printer, such as when it’s shared
by using HomeGroup, everyone shares the queue, too. This
allows the printer to produce everyone's documents in turn.
You might need to view this queue to understand when your

See What's Printing

@ Tap the Search charm.
@ Type print into the search box.

@ Tap Settings to search for print
settings.

In the results area, tap View Devices
And Printers.

@ Tap and hold the printer for which
you want to view the job queue.

In the options panel that opens, tap
See What's Printing.

376 Managing Printers

document will print, and you might need to do things such as
pause a job to change the paper, restart a job that has gone
wrong in some way, or cancel a job that you don't want to
print. It's also possible to change preferences, such as the ori-
entation of the page.

Search
Results for “ print

Settings

ﬁ Devices and Printers

Apps
View devices and printers P

- 5 L Files
Change default printer .

=4
d Advanced printer setup ﬁ Settings
&

?

1
See what's printing

Set as default printer

Printing preferences

Printer properties

4 Printers (4) Create shortcut

'5' Remove device

N\/ Troubleshoot /
y

Properties : /

HP Deskjet F4200 | HP De;k"et F4200 Microsoft XP5

series series off GIBBOM | Document Writer

®




Change Printing Preferences

When viewing the print queue, tap
Printer.

Q Tap Printing Preferences. The subse-
quent dialog will allow you to con-
figure preferences for your printer.
The specific preferences available will
differ printer by printer. Some will
allow you to set paper types, print
quality, the use of color, and other
technologies specific to your printer.

Q Tap OK to save any change you've
made.

Y ~

The printer used in the images on this
page, the Microsoft XPS Document Writer,
allows you to print any document to a

file rather than to paper. This is especially
useful if you're on the move and need to
print something but don't have a printer
attached. The XPS Document Writer can
print to XPS or PDF files, both of which
allow for perfect reprints at a later stage,
using the Reader app.

. J

i

e— -
=Printer | Document  View

Connect nt Name
Set As Default Printer

Printing Preferences...

Update Driver
Pause Printing

Cancel All Documents

Sharing...

Properties

Close

AT

Printing Preferences is usually the place to access
tools such as print head cleaning and alignment,
for when you change cartridges or refill ink.

.

Each type of settin
has )I{tg own tab 9

I@I

Layout

Drientation:

Portrait w

Microsoft XPS Document Writer Printing Preferences

Advanced...

QK Cancel Apply
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Restart, Cancel, or Pause a
Document

@ 'n the print queue, tap and hold a

document you've sent to print from -
] HP Deskjet F4200 series - Use Printer Offline - O
an app.
Printer Docufient  View
. In the OptiOﬂS panel that opens, tap Document Nar=1e Status Owner Pages Size Sul
Pause to temporarily stop printing. To . BN en NA 200K 16
resume, tap and hold the document Restart
again; this time, the option panel dis- —
. < >
plays Resume instead of Pause. ; :
1 document(s) in queue Pipperties
Tap Restart to restart a job if some-

thing went wrong—for example, if
you've had and cleared a paper jam. . .

Tap Cancel to remove the document
from the print list before it prints.

v v ~

If you tap Properties, you can access the
Printing Preferences for the particular
document and thus change the paper
type, ink, or any other settings your
printer makes available.
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Adding a Webcam

Your tablet almost certainly comes with a

built-in webcam, but you might want to SEETA all T b) (]

add a higher-quality external webcam if GorillaN 100 Screen
. o

you dock your tablet with a larger screen

so that you can make the most of video

calling.

Notifications Power Keyboard

Most webcams install by just inserting its
USB connection into your tablet. However,
sometimes you'll need to download and
run some software from the manufac-
turer. If you do, follow their installation
instructions.

Change PC settings

For most webcames, start by inserting the
USB cable.

Add a Webcam

®

@ Tap the Settings charm.

@ Tap Change PC Settings. P C Settl N g S Devices

@ Tap Devices.

. . . Add a device
Find your new webcam in the list. Search +
There might be some additional steps
listed, such as a restart of your tablet. Sh Logitech Webcam Pro 3000
dare Setup incomplete. Restart your PC.
General = home (gibbon)
Priva cy ™ HP Deskjet F4200 series
b Offline
/ =1 HP Deskjet F4200 series on GIBEON
q o Ll Offline
You can easily test a webcam in the Cam- —
era app to make sure it works. é)
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Connecting to Bluetooth Devices

Bluetooth is a wireless way to connect devices to your tablet. tooth connection, including transferring files and making use of
It's commonly used with Bluetooth headsets, speakers, and audio capabilities.
smartphones. There are many things you can do with a Blue-

Connect Bluetooth Devices

In the Settings panel, tap the Change
PC Settings link, and scroll down to

select Devices.
@ Tap Add A Device.

380 Connecting to Bluetooth Devices

PC SettlngS Devices

Add a device

Personalize

Users DMA2200 (i7jrmhtvrl10)
Offline

Notifications E Generic PnP Monitor

SearCh Kitchen

Share Lenovo Enhanced USB Port Replicator
Ge”eral . LifeCam Cinema

@
Privacy ) ]
LifeCam Cinema
i

m LifeCam Cincma




‘ Wiait for your Bluetooth device to be
detected; ensure that the Bluetooth Select a device
device you want to connect is on and
set to pairing mode. (You might need Phone
to consult the device manual.) When
detected, select the device.

NOKIA Lumia 800

‘ Depending on the pairing type, you
are presented with a code to match
with that of your device or you are
asked to provide a code for your
device. Follow the on-screen instruc-
tions to complete the pairing.

Compare the passcodes

Do this passcode and the one on your NOKIA Lumia 800 match?

860092
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Adding a Scanner

You can use scanners to create high-quality digital copies

of photos or document pages. Most modern scanners con-
nect to computers by using USB connections. It's quite rare to
find a scanner that can be remotely accessed over a network
(although they do exist and your tablet can support them).
Getting a scanner or camera to work with your tablet should
be as simple as connecting it with the USB cable; from there,

Add a Scanner or Camera

. Turn on the scanner and connect it to
your tablet by using the USB cable.

382 Adding a Scanner

Windows will attempt to make it work. You might find that you
need to take one or two extra steps to make it work if Windows
doesn't automatically configure it.

Connecting a digital camera can work in much the same way.
However, by default, most digital cameras can also be used like
USB hard disks.




@ Windows will begin to install the m

scanner.

If Windows encounters a problem,
such as driver software not being
available, it switches to the desktop to
ask you for assistance. If this happens,
you will need to obtain the driver soft- Device Setup
ware for the scanner from the manu-
facturer. Windows will attempt to do

. . . X Installing HP Deskjet F4200 series
this for you, and just like adding a J !

printer' you can view the status of the Please wait while Setup installs necessary files on your system. This may take
install by switching to the desktop and _ several minutes,

tapping the Device Setup icon on the gy // ———
taskbar. When completely installed, /J

the Device Setup window and taskbar
icon will disappear.

N
Shows the install progress
of the printer

Many multifunction printers include a scan-
ner; this will be installed by Windows at the
same time as the printer is installed.

AT e 1

If your scanner doesn’t install automatically, Scanners, unlike printers, do not show up within the Devices charm.
you can add it manually. Type scanners and To scan a document, the best option is to use the software that came
cameras into the Search box, search within with your scanner because the manufacturer will have enabled all of its
Settings, select View Scanners And Cam- advanced functions through this software. However, if you don't have
eras, and then tap the Add A Device button access to this, you can scan from the Windows Fax And Scan app; just tap
to begin the wizard to add a scanner. the Search charm and type scan into the search box.

\ J \ J
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Adding Hard Disks and USB Flash Drives

Transferring documents and files around on USB flash drives
has become second nature to many of us, especially as they've
become more and more cost-effective. The same is true of USB
hard disks; they're very handy for backup purposes or for stor-
ing large amounts of data.

You can plug a USB flash drive or hard disk into your tablet
by using the USB port; Windows will just recognize it and get
on with the process of making it available to you.

In the past, removing a USB flash drive or hard disk
required you to “eject” the drive first. This was to make sure
that all your data had been written to the drive to prevent cor-

Change What Happens by Default
to Removable Drives from the
Notification

@ Insert a USB drive and tap the notifi-
cation if it appears.

@ Tap Configure This Drive For Backup
to have Windows back up to the drive
when it's inserted.

@ Tap Open Folder To View Files
to instruct Windows to open File
Explorer each time a USB storage
device is inserted.

@ Tap Take No Action to instruct Win-
dows to do nothing for you when you
insert a USB storage device.

384 Adding Hard Disks and USB Flash Drives

ruption of that data. This is no longer the case. Your tablet will
see that a USB drive is being used and will prevent corruption if
you just pull the drive out. However, keep in mind that it's still a
good idea to avoid removing a flash drive while files are being
written to it. (Usually, you'll see a flashing light that indicates
this.)

When you insert a USB flash drive or hard disk into your
device, Windows applies a default action to it. This will be
either to use it as a backup device or to open File Explorer. If
you've not yet set a default action, a notification will appear
each time a drive is inserted.

?

HDD (D:)

Tap to choose what happens with removable
drives.

Toshiba HDD (D:)

Choose what to do with removable drives.

Configure this drive for backup
File History

99

Open folder to view files
Windows Explorer

a‘ Take no action




Change What Happens When You
Plug In Storage

@ Tap the Search charm.
@ In the search box, enter autoplay.

@) Tap Settings.
@ In the results area, tap AutoPlay.

Under Removable Drive, tap the
drop-down menu to change the
default action for removable storage
devices.

@ Optionally, you can choose to have
Windows open a specific app if a
specific type of media is found on the
removable device.

@ For each type of media, select the
app you want to use for opening that
type of media.

Tap Save to apply the changes.

Options for other removable media for
cameras, such as SD and microSD cards,
are managed in this exact same way.

Results for “ autoplay ”

AutoPlay
Start or stop using AutoPlay for all media
and devices

Change default settings for media or

AutoPlay

Choose what happens when you insert each type of media or®

device

[+f] Use AutoPlay for all media and devices

Removable drives

= | Choose what to do with each type of media

4 g « All Control Panel ... » AutoPlay v &

Search
Settings

autoplay

Apps
ﬂ Settings

o Pemovable drive
Choose a default

=] Pictures
Choose a default
| Videos

Cheose a default

|4 Music
®— Chooee s defoutt

&) Mixed content

Cheose a default

Camera storage
[afs Memory card

Choose a default

DVDs

(®) = e |

Cancel

Adding Hard Disks and USB Flash Drives
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Removing Devices

When you disconnect a device from your
tablet, there's a strong chance that you'll
want to use that device with your tablet
again, so Windows remembers the device.
Sometimes, you'll want to disconnect a
device permanently, perhaps because you
no longer own it, or you might want to
remove it for troubleshooting purposes.
When you remove a device, Windows
forgets about the device and removes
the driver software associated with it. If
the device is ever connected again, the
device driver software has to be added
again, although this normally will happen
automatically.

Remove a Device

@ Tap the Settings charm.

@ Tap Change PC Settings.

@ Tap Devices.

@ Tap the device you want to remove.

@ Tap the minus sign to the right of the
device's listing.

® Tap the Remove button to remove
the device.
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alll |‘ ) =

GorillaN 100 Screen

B O

Motifications Power Keyboard

Change PC settings

E media center (MONKEY : Windows Mejia Playe

P C S ettl N g S media center (monkey)

device?

Are you sure you wjint to remove}his

Microsoft XP5 Document Writer
Search
= Plex Media Server: media center
Share
an SAMSUNG Keyboard
68ﬂer’a| Offline
P ”Vacy simmay (SIMMAYWSCP : Windows Media Player)
! Offline

Xbox 360
Offline

®




Renaming Devices

Some devices can be renamed to make

it easier for you to identify them. A good
example is a PlayTo compatible TV. The TV
will initially have a generic name, such as
the TV model number, but it might make
more sense for the TV to be named "Family
Room TV" if it's in the family room.

Rename a Device

@ Tap the Settings charm.
@ Tap Change PC Settings.
@ Tap Devices.

@ Tap the device for which you want to
change the name.

If the device can be renamed, the
name will change to a text box that
can be edited and the keyboard will
appear if required.

® Tap the device's name, enter your
new name, and then tap anywhere
else on screen to make the change.

GorillaM Screen

= |

Notifications Keyboard

Change PC settings

PC settings "{*
Add |1 device
Search
TV Room
Share Offline
=0 HP Deskjet F4200 series
General L] Offline

. =1 HP Deskjet F4200 series on GIBBON
PrNacy ol Offline

Jawbone

Renaming Devices
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Fixing Common
Problems

Knowing When Something Is Wrong
Changing Action Center Settings

Adjusting User Account Control
Settings

Assessing How Well Your Tablet Can
Perform

Viewing Real-Time Performance

Troubleshooting Problems
Automatically

Using Automatic Troubleshooters
Refreshing Your Tablet
Resetting Your Tablet

Creating a Recovery Drive

Backing Up and Restoring Specific
Files on Your Tablet

Your tablet will inevitably experience some problem (or two)
over the course of its life. However, there are excellent tools
built into Windows 8—based tablets to help you overcome any
such problems, whether they are lost files, malware infection,
missing device software, or lack of Internet connectivity. In this
section, we'll take a look at how Windows tells you that some-
thing might not be quite right with your tablet by using Action
Center.

Lots of technical knowledge isn't required when trouble-
shooting issues with Windows 8 because there are a number of
very capable automatic troubleshooters built in. These trouble-
shooters help to solve common problems, such as an inability
for the tablet to print, and should be your first ports of call. If
all else fails, you might need to revert your tablet back to a time
when you know it was working properly. There are simple ways
to restore, refresh, and reset your Windows 8—based tablet,
depending on the type of problem you're trying to solve.
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Knowing When Something Is Wrong

Action Center is a part of Windows that keeps track of the notifies you if you haven't trusted your computer to sync pass-
health of your tablet, warning you if you need to apply Win- word updates; it also monitors devices in case there's a prob-
dows Updates, if your anti-malware is out of date, or if you're at  lem. It's the place to go to find information about problems
risk because it's a been a while since a scan ran. Action Center and to fix them with recovery and troubleshooting options.

Notifications

If Action Center has something to tell "‘pg' 2 important messages

you, a flag notification icon will appear

on the desktop. Tap the flag icon to &) Tum on Windows Firewsll (Important)
view more details. @ Change Windows Update settings (Important)

@ The options that appear are actions o
resulting from specific alerts that ®—OPE" fition Center
Action Center wants to notify you of;
tap an action to jump directly to that = [ 40 «d O

problem. d)
@ Tap Open Action Center to view
much more detail about the issue.

s ~

The flag icon for Action Center will sometimes appear with a
warning sign or red X over it. This is normal and indicates the
severity of the information that Action Center wants to convey.
A red X is most important, a warning sign (exclamation mark) is
less urgent, and no overlay means that the Action Center noti-
fications are for information only.
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Fixing Common Problems

Open Action Center from the Start
Screen

@ Tap the Search charm.

e
. Type action in the search box. \)
@) Tap Settings.
@ Tap Action Center.

Search

S ett| A g S Results for “action ” Settings

action

o
View recommended actions to keep

B K :
\ Windows running smoothly

a Settings

Knowing When Something Is Wrong 391



Understanding Action Center

Action Center is the go-to place for understanding the health of your tablet. It displays security and maintenance alerts.

Action pane to allow
fast access to settings

Windows Update appears
because it's not set to
automatically update the
tablet and so highlights
user actions

Red notifications tell you
that the notification
represents a potential
danger to your tablet

Fast access to automatic
troubleshooting

392

Action Center
1+ ¥ » Control Panel » All Control Panel ltems » Action Center v & Search Co.. 0
L]
Control Panel Home .
Review recent messages and resolve prohlems
Change Action Center settings  Action Center has detected ane or more ssues for you to review.
% Change User Account Control
serings Security ( e—

L Chanoe Windows SmartSereen

settings Network firewall (Important)

b . &) Turn o now
@ Windows Firewall is turned off or <6t up incomertly.

View archived messages

View performance information Find an app onlin to help

protect my PC

Turn off messages about network firewall

—
Windows Update (Important)

To enhance the sccurity and performance of your PC,
we recommend that you tum on Windows Update,

Change settings...

Tumn off messages about Windows Update
Maintenance @

If you don't see your problem listed, try one of these:

! Iroubleshooting \ I:L Hecovery
Find and fix problems == Refresh your PC

without affecting your
files, ar recet it and start
over.

Sce also
File History
Windows Uptsle

Windows Program
Compatibility Troubleshooter

— Alerts are categorized

Windows Update
appears because it's
—not set to automati-
cally update the
tablet and so
highlights user
actions

— Access to recovery
options




Fixing Common Problems

Changing Action Center
Settings

Although Action Center is the default

Control Panel Home

Change Action Center settings

place for information about problems to 8 Change User Account Contrl
. settings
be reported, you can turn off reporting of  Change Windows Smartscreen

specific types of problems. settings

View archived messages

View performance information

Enable and Disable Problems
Action Center Reports

In Action Center, in the action list, tap Turn messages on or off
Change Action Center Settings. e L et ot sty mesegefprters o
Select any items to enable reporting Security messages
Of prOblemS In that area. By defaU|t: [+ Windows Update [#] Spyware and unwanted software protection
a” ItemS are Checked [#] Internet security settings [#] User Account Contral
. . Metwork firewall Virus protection
. Tap a link under Related Set'tmgs to % Micosot sccourt o Smarereen
open relat'ed Control Panel items [ Windows activation
such as Windows Update.
@ Tap OK to make the changes. Maintenance messages
. Windows Backup Windows Troubleshooting
A User Account Contro' Conflrma_ [+ Automatic Maintenance [¥] HomeGroup
tion will appear. All changes to UAC [ Drive status [V File History
prompt for UAC permission, to pre- ¥ Device software [¥] Storage Spaces
vent security issues. ¥ Startup apps

Related settings

‘—Zustom er Experience Improvement Program settings

Problem reporting settings
Windows Update settings

o]
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Understanding User Account Control

User Account Control (UAC) is a Windows feature that makes access to your tablet, a dialog box appears asking you to either
it hard for you to make accidental changes to your tablet and confirm or enter an administrator user name and password. The
makes it harder for malware to make malicious changes. Each screen shots on this page show you what messages to look for
time you need to do something that requires "administrative” when using User Account Control.

User Account Control

This type of User
Account Control
box appears if you
are an Administra-

tor and requlres |Hi;i\ Program name:  UserAccountControlSettings
y Verified publisher: Microsoft Windows

you to confirm
the request

(%) Show details

Change when these notifications appear

The grey background indicates that the message
is shown on a secure desktop that prevents apps
from interacting with the message

User Account Control
Do you want to allow the following program to make

" changes to this comput

@ Program name:  User Accaunt Control Settings
Verified publisher: Microsoft Windows
File origin: Hard drive on this computer

To centinue, type an administrator password, and then click Yes,

. Simon May
This type of message ]
appears if you do not f:
have an a minstrator [Password

account and requires
that an administrator’s _
password be entered () show i
to continue.
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Adjusting User Account Control Settings

Some people find User Account Control to be too “chatty” for it's possible to use Action Center to adjust those settings.
their needs or not quite secure enough in its default state, so

Change User Account Control

Settings
Control Panel Home
@ Display the Action Center, and _

h U A tC ‘t I Change Action Center settings
tap ‘C ange Ser Accoun ontro ‘__@' Change User Account Control
Settings. settings

(@ Change Windows SmartScreen
@ Tap and drag the slider to the level of ——
1ew archived messages

control you want.

View performance infermation

Higher levels notify more, and lower S

levels notify less. There are four levels:
the highest notifies you when apps

and you both want to make changes; Choose when to be notified about changes to your computer

the next nOtIers you When Only apps ;J;Err):;c::;ttefontrol helps prevent potentially harmful programs from making changes te
want to make Changes; the next also Tell me mare about User Account Control settingd

notifies you when only apps want to Always notify

make changes but run in a faster but

less secure way; and finally, all notifi- e e aatampy T (Y to male changes to

cations are off.

* Don't notify me when | make changes to
- Windows settings
@ Tap OK to save the changes. .

M A © FRecommended if you use familiar apps and
visit familiar websites,

If you see a UAC prompt when you're doing

something where you don't expect to need Never natify
an administrator account (such as brows-
ing the web), think twice before tapping
OK or entering details, and use Windows
Defender to run an anti-malware scan. Mal- e — _‘
ware might have infected your tablet.
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Assessing How Well Your Tablet Can Perform

The performance of your tablet should be pretty good for what

you need it for, but it might have one or two weaker points,
and if you want to do upgrades, knowing what to upgrade to

View Performance Ratings

In Action Center, tap View Perfor-
mance Information.

@ Tap Rate This Computer if no perfor-
mance information is displayed, or to
update the assessment (such as fol-
lowing an upgrade), tap Re-Run The
Assessment.

AT ~

Tablets are notoriously hard to upgrade,
and sometimes it's impossible without
voiding the warranty because they include
so many custom-built components. How-
ever, sometimes it's possible to upgrade
the memory and hard disks.
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Control Panel Home

Change Action Center settings

'&' Change User Account Control
settings

'?;' Change Windows SmartScreen
settings

View archived messages

.——V\ew performance information

Rate and improve your computer's performance

The Windows Experience Index assesses key system components on a scale of 1.0to 9.9,

Component

Processor:

Memory (RAM):

Graphics:

‘Gaming graphics:

Primary hard disk:

Your scores are current

What is rated

Calculations per
second

Memary
operations per
second

Desktop graphics
performance

3D business and
gaming graphics
performance

Disk data transfer
rate

Last update: 10/08/2012 10:26:33

Subscore

5.7
5.9
3.8
49

75

-

Base score

Determined by
lowest subscore

View and print detailed
performance and system
information

@R
B Re-run the assessment

improve performance is a must. Windows includes a tool for
rating your tablet’s performance and the performance of its
subsystems so that you know what to upgrade.

— The lowest performance
score is highlighted—in
this case, graphics, so if |
wanted to improve
my tablet, a
graphics upgrade
would be required.

@



Fixing Common Problems

Access Advanced Performance Tools

9 Advanced Tools = =
Select Advanced Tools from the menu
in the Ieft pane @ v 1 BB « Performance Informatio... » Advanced Tools v & Search Co... 0O
. If you have any pr‘OblemS that Windows Use these tools to get additional performance information

believes are impacting your tablet's
performance, there will be an alert here.

Performance issues

M, Startup programs are causing Windows to start slowly. View details.
Tap the alert for more |nformat|on ‘_& Performance can be improved by changing visual settings. View details.
‘ Tap Clear A” W|ndOWS EXpenence View advanced infermation about your computer's performance

Index Scores and Re-Rate The SyStem rrw| B Clear all Windows Experience Index scores and re-rate the system
to retest your W|nd0WS EXperIence '%! Force a complete re-run of all Windows Experience Index tests,

score. This is especially useful if ‘ﬂ & View performance details in Event log

o ’ e raded recentl View details of problems affecting Windows perfermance.

uveu .
y pg y ) '@'Open Performance Monitor
Tap V|eW Performance Deta”s |n ‘ View graphs of system performance and collect data logs.
Event Log to view a detailed log ) @ 0pen Resource Monitor
abOUt What may be ImpaCtIng View real-time system resource usage and manage active services and applications,
o) Open Task Manager
performance &%I Get information about the programs and processes that are currently running on your computer,
. Tap Open Performance Monitor to Qf View advanced system details in System Information

open a t00| that a”OWS you tO moni_ | View details about the hardware and software components on your computer.
tor your performance over t|me &II @Adjustthe appearance and performance of Windows

Select settings to change visual effects, processor and memory usage, and virtual memory,

® Tap Open Resource Monitor for a ‘_Es & Open Disk Defragmenter
tool that a”OWS you tO VieW Instance " Modify the schedule used to automatically defragment your hard disk. N =
resource use on your tablet. (g\% @ Generate a system health report Contro! Panel Home

View details about system health and performance.
'@' Adjust visual effects

@ Tap Open Disk Defragmenter to
recombine all the data on your disk in a
way that should make disk access faster. Open disk cleanup

’ .—Advanced tools

Adjust indexing options

Adjust power settings

Don't run Disk Defragmenter on a Solid State drive, as this
will diminish its lifespan.
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Viewing Real-Time Performance

If you want to know how your tablet is performing right this
second you can use the built-in performance monitoring of a
tool called Task Manager. Unlike the performance reporting
tool in Action Center, Task Manager is designed for under-
standing how much of your system resources an app is using.
This is an advanced area and requires some very deep under-

View Performance in Task Manager

@ Tap the Search charm.
@ Enter task into the search box.
@) Tap Task Manager.

L d ~

Task Manager can be used for much more
than just viewing the current performance
of your tablet. You can use the Processes
tab to end apps that have, for some rea-
son, become unresponsive. The App His-
tory tab gives you a view on the resources
that your open Windows 8 apps have
consumed—remember, though, that it's
fine to have many “running” as they enter
special sleep states. The Startup tab gives

standing of what's happening to get the best performance.
Typically if resources are reaching near 100% usage it explains
slowdowns but there can be many other reasons. If you're
experiencing slowdowns, troubleshooting might be a better
approach.

Results for “task ”

g Task Manager

Apps
a Settings

you control over what starts when your
tablet does—this is a great place to look if
your tablet slows down.

398 Viewing Real-Time Performance

A faster way to launch Task Manager is to
tap and hold the taskbar on the desktop
and tap Task Manager in the options list.




Fixing Common Problems

@ Tap More Details.
. Tap the Performance tab.

® Tap any other system resource to view
that resource’s utilization.

. Tap Open Resource Monitor if you want
a very deep view of what's going on.

=] Task Manager -
E Bing

E Internet Explorer

B Mail

[i] PC settings

E People

t-l Store

The graphs show real-time
performance of your tablet in each
area over thelast 60 seconds

‘_

1=
File Options View

Task Manager -

D erformance |App history | Startup | Users | Details | Sewic5|

CPU
10% 2.03 GHz

Disk 0 (C)
1%

Ethernet
Mot connected

Bluetooth

Mot connected

] =a
2.5/3.9 GE (64%)

Wi-Fi
5 0 R: 0Kbps

..."‘_"5

—@ More details

@ Fewer details @ Open Resource Monitor

CPU  intelr) coremmy is-24d7m cPu @ 1.60GHz
% Utilization 100%

&0 seconds o

Utilization ~ Speed Maximum speed: 1,60 GHz
10%  2.03 GHz Sockets !
Cores: 2

Processes  Threads  Handles Logical processors: 4

86 1373 37266 Vitualization: Enabled
L1 cache: 128 KB

Up time L2 cache: 512KB

1:20:46:22 L3 cache: 3.0MB

Viewing Real-Time Performance 399



Troubleshooting Problems Automatically

If you've ever used a PC, you will have almost certainly had
some sort of problem, and these problems can be very tricky to
fix. It could be that you've lost access to the Internet; that your
printer has stopped printing; that you can't hear sound from
your computer; or that you have an app that ran on a previous
version of Windows but won't run on your new tablet. Your

Start Troubleshooting

@—A

In Action Center, tap Troubleshooting
at the bottom of the window.

Troublesheeoting
Find and fix problems

Windows 8-based tablet includes built-in troubleshooting to
help resolve some of these very same issues. In the next few
pages, we'll take a look at running the Program Compatibility
Troubleshooter so that you can understand the process for run-
ning all troubleshooters.

If you don't see your problem listed, try one of these:

Recovery

Refresh your PC
without affecting your
files, or reset it and start
over.

‘ Tap the type of problem you want
help with; each will list a variety of
troubleshooters.

View all

View history

See also
Another way to get to the troubleshooters Action Center
is to search for “trouble,” using the Set-

tings search box.

Recovery

4 [ » Control Janel » All Control Panel ltems » Troubleshooting v &

Control Panel Home

Change settings
Get help from a friend

Help and Support

-
Search Tro.. ©

e

Troubleshooting

Troubleshoot computer problems

Click on a task to automatically troubleshoot and fix commen computer problems. To view
more troubleshooters, click on a category or use the Search box,

Programs
: Run pregrams made for previous versions of Windows

.| Hardware and Sound
) Configure a device | Use a printer
"\‘E‘ Troubleshoot audio playback

'EB‘ Troubleshoot audic recording

Network and Internet

Connect to the Internet | Access shared files and folders on ether computers

System and Security
Fix problems with Windows Update
"\“j‘ Improve power usage

Run maintenance tasks
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Run Old Apps

From the Program Troubleshoot-
ing page of the Troubleshooting
tool, tap Program Compatibility

Troubleshooter.

On the Welcome screen of the trou-
bleshooter, tap Next.

‘ Tap the app you want to trouble-
shoot. If it's not listed, tap Not Listed;
after step 4, the wizard will let you
browse to the location of the app on
your tablet.

@ Tap Next with the app selected.

Fixing Common Problems

Programs -

Program Compatibility Troubleshooter
Find and fix preblems with running clder programs on this version of Windows,

(<) &l Program Compatibility Troubleshooter

Troubleshoot and help prevent computer problems

Program Compatibility Troubleshooter
i

Find and fix problems with running older programs on this version of Windows.

Advanced

Publisher: Microsoft Corporation

Privacy statement

(- Al Program Compatibility Troubleshooter

Select the program you're having problems with

If you don't see your program, select Not Listed to browse to the program file
.—\ Mot Listed
Access 2013

Database Compare 2013

Digital Certificate for VBA Projects
Excel 2013

InfoPath Designer 2013

Intel(R) WiDi

Lync 2013

Lync Recording Manager

Mouse without Borders
Movie Maker
o
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‘ Tap either Try Recommended Set-

tings, to have Windows use recom-
mended compatibility settings to
help you run your app, or Trouble-
shoot Program to provide specifics
about how the app runs. If you select
Try Recommended Settings, skip to
step 8.

® Select the problems you notice, and

the wizard will ask you how you've
seen the app run and about any
error messages it's shown you. For
example, if you select the first option,
you'll be asked what previous version
of Windows you've run the app on.

@ Tap Next to continue, and provide

details about how the app runs.

402 Troubleshooting Problems Automatically

Al Program Compatibility Troubleshooter

Select troubleshooting option

= Try recommended settings

Select this option to test run program using recommended compatibility settings

‘_e) Troubleshoot program
Select this option to choose compatibility settings based on problems you notice

Cancel

=1 Program Compatibility Troubleshooter

What problems do you notice?

. []The program opens but doesn't display correctly

[]The program requires additional permissions

[[]1 don't see my problem listed

[]The program worked in earlier versions of Windows but won't install or run now

e |

Cancel




Fixing Common Problems

Tap Test The Program to run the app =1 Program Compatibility Troubleshooter
with the new compatibility settings.

@ Tap Next after the app has been -
tested, even if the test fails. Cpttings 2pplied to ZunesetupPley

User Account Control: Run as administrator

Test compatibility settings for the program

‘ Tap Yes, Save These Settings For The You need o test the programto make sure these new setngs fxed the problem beforeyou can
Program if the program tested per-
fectly. If it didn't, tap No, Try Again ‘ = Testthe progrom... |
Using Different Settings to return
to step 5 and try again, or tap No,
Report The Problem To Microsoft
And Check Online For A Solution if
there seems to be no way to resolve
the problem.

‘ Tap Close The Troubleshooter to ‘
finish using the wizard.

|
=l Program Compatibility Troubleshooter
&l Program Compatibility Troubleshooter
3 Troubleshooting has completed
Troubleshooting has completed. |s the problem fixed?
Issues found
Incompatible Program Detected A

* Yes, save these settings for this program

< No, try again using different settings

. . |
% No, report the problem to Microsoft and check online for a solu o Close the troubleshooter

< Explore additional options

View detailed information
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Using Automatic Troubleshooters

The following table lists the automatic troubleshooting tasks might not be available, depending on the Windows 8 edition

available on your Windows 8-based tablet. (Note that some you're running on your tablet.)

Problems Solved Name Location

Find and fix problems with connecting to the Inter-  Internet Connections Control Panel\AIl Control Panel Items\

net or to websites Troubleshooting\Programs

Find and fix problems with Internet Explorer Internet Explorer Control Panel\All Control Panel Items\

performance Performance Troubleshooting\Programs

Find and fix problems with security and privacy fea- Internet Explorer Safety ~ Control Panel\All Control Panel Items\

tures in Internet Explorer Troubleshooting\Programs

Find and fix problems with running older programs  Program and Compatibil- Control Panel\All Control Panel Items\
ity Troubleshooter Troubleshooting\Programs

Find and fix problems with printing Printer Control Panel\All Control Panel Items\

Troubleshooting\Programs

Find and fix problems with Windows Media Player =~ Windows Media Player ~ Control Panel\All Control Panel Items\

settings Settings Troubleshooting\Programs

Find and fix problems with the Windows Media Windows Media Player ~ Control Panel\All Control Panel Items\

Player Library Library Troubleshooting\Programs

Find and fix problems with playing DVDs in Windows Windows Media Player ~ Control Panel\All Control Panel Items\

Media Player DVD Troubleshooting\Programs

Find and fix problems with playing sound Playing Audio Control Panel\All Control Panel Items\
Troubleshooting\Hardware and Sound

Find and fix problems with recording audio Recording Audio Control Panel\AIl Control Panel Items\
Troubleshooting\Hardware and Sound

Find and fix problems with devices and hardware Hardware and Devices ~ Control Panel\All Control Panel Items\
Troubleshooting\Hardware and Sound

Find and fix problems with wireless and other net-  Network Adapter Control Pane\AIl Control Panel Items\

work adapters Troubleshooting\Hardware and Sound
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Fixing Common Problems

Problems Solved Name Location
Find and fix problems with accessing files and folders Shared Folders Control Panel\All Control Panel Items\
on other computers Troubleshooting\Hardware and Sound
Find and fix problems with viewing computers or HomeGroup Control Panel\All Control Panel Items\
files shared using HomeGroup Troubleshooting\Hardware and Sound
Find and fix problems with incoming computer con- Incoming Connections  Control Panel\All Control Panel Items\
nections and Windows Firewall Troubleshooting\Hardware and Sound
Find and clean up unused files and shortcuts, and System Maintenance Control Panel\All Control Panel Items\
perform maintenance tasks Troubleshooting\Hardware and Sound
Find and fix problems with your computer’'s power  Power Control Panel\All Control Panel Items\
settings to conserve power and extend battery life Troubleshooting\Hardware and Sound
Find and fix problems with Windows Search Search and Indexing Control Panel\All Control Panel Items\
Troubleshooting\Hardware and Sound
Resolve problems that prevent you from updating ~ Windows Update Control Panel\All Control Panel Items\
Windows Troubleshooting\Hardware and Sound

Y ;

An easy way to find help with a problem
is to just type it into the search box. For
example, if you have a problem with the
Internet, typing internet problem into
the search box will reveal the Internet
Connections troubleshooter, or typing
hardware will reveal the Find And Fix
Problems With Devices troubleshooter.
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Refreshing Your Tablet

If you start to encounter problems with your tablet, there are documents, and other personal files) but removes everything
a couple of ways you can try to get it back to a more pleasing else. Apps not installed from the Windows Store are also
state. Using troubleshooters to resolve specific problems is removed, so you know that only verified software is on your
the first step, but if that doesn’t work, you have the option of tablet and you have some reassurance that any such software

doing a refresh, which retains your files (photos, music, videos,  (which could include malware) has been removed.

Refresh

@ Tap the Settings charm. alll 1) =
@ Tap Change PC Settmgs h GorillaM 100 Screen

B O

Notifications Power Keyboard

Change PC settings:

A refresh will require you to reinstall all
desktop apps on your tablet!

On the desktop you can find a file called
Removed Apps that lists all the apps that
were removed and couldn’t be reinstalled
during refresh. Some will have links to
websites that you can download the soft-
ware from again.
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. Tap the General category.

Scroll down to Refresh Your PC With-
out Affecting Your Files.

® Tap Get Started.

. Tap Next after you've reviewed what
will happen during a refresh.

. Tap Refresh to begin the refresh
process.

Your tablet restarts and begins to
refresh, showing you the percentage
it's completed as it does so. When the
process is complete, log in to your
tablet normally.

/ ,

O
Ensure that you have the license keys for
any software you need before you refresh
your tablet, if you don't and it's removed
during refresh, you might never be able
to use the software again.

Fixing Common Problems

PC settings

Language

Add or change input methods, keyboard layouts, and languages.

Personalize

Users

Refresh your PC without affecting les

Notifications
Search Get started
Share

General

setting|.

Privacy et |arted

Devices

Language preferences

If your PCisn't running well, you can refresh it without losing
videos, and other personal files

Renjove everything and reinstall Wilgpws

If you Jrant to recycle your PC or start over completely, you can reset it to its factory

otas, music,

(© Ready to refresh your PC

Refresh your PC

Here’s what will happen:

= Your files and personalization settings won't chang
= Your PC settings will be changed back to their defaults.
= Apps from Windows Store will be kept.

= Apps you installed from discs or websites will be removed.

= A list of removed apps will be saved on your desktop.

This will take a few minutes, and your PC will restart.

[Ccmea ]

Cancel
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Resetting Your Tablet

Resetting your tablet will completely
remove all software, all your files, and rein-
stall Windows. It will be as if your tablet is
brand new again. This is great if you are
recycling your tablet, but it’s a last resort if
all you want to do is fix a problem.

alll |‘ ) =

GorillaM 100 Screen

B O

Motifications Power Keyboard

Change PC settings:

Reset Your Tablet

@ Tap the Settings charm.
@ Tap Change PC Settings.
@) Tap the General category

@ Scroll down the page.

Tap Get Started under Remove Every-
thing And Reinstall Windows.

PC settings Language

Add or change input methads, keyboard layouts, and languages.

PerSOﬂalize Language preferences
Users ) ]
Refresh your PC without affecting you
NOU‘ﬁcations If your PC isn't running well, you can refresh it without losing your p music,
videos, and other personal files.
Search Get started
Share

Remove everything and reinstall Wind

If you want to recycle your PC or start over completely, you can reset it to its factory
settings.

Privacy

Get s|arted

Devices

® ©
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‘ Tap the Next button after reviewing
what will happen.

@ Tap Just Remove My Files to remove
all user accounts, files, and apps from
your tablet.

‘ Tap Fully Clean The Drive to remove
all user accounts, files, and apps
from the drive and have Windows
reinstalled.

@ Tap Reset to confirm that you want to
reset your tablet.

Your tablet will restart, and Windows
will reset, which might take some time
to complete.

A reset will require you to reinstall every-
thing, and it's a one way process!

See Also x

See page 412 for details about how to
back up your tablet.

Fixing Common Problems

Reset your PC
Here's what will happen:

= All your personal files and apps will be removed.
* Your PC settings will be changed back to their defaults.

(© Do you want td|fully clean your drive?

When you remove your fil }s, you can also clean the drive so that the files can't be recovered easily.
This is more secure, but it|jakes much longer.

Just remove my files
This will take a few moments

Fully clean the drive
This will take much more time.

(© Ready to reset your PC

This will remove your personal files and apps from your PC and restore all sef jings to their defaults. If
you use File History, make sure the latest versions of your files were copied tq|your File History drive
before you proceed. This will take a few minutes and your PC will restart.
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Creating a Recovery Drive

Your tablet probably came with Windows 8 preinstalled and this, but this can be reused if you ever need to refresh or reset
might not have come with any installation media, which you your tablet. A recovery disk does not back up your personal
need if a computer-life-ending incident occurs, such as a seri- files, but it can be used to only restore Windows, leaving your
ous virus infection. Your tablet comes with a way to make a personal files unchanged.

recovery drive. You will need at least a 4-GB USB flash drive for

Create a Recovery Drive

@ Tap the Search charm.

@ In the search box, type recovery. - Search

@ Tap Settings to search within settings. _ Results for “recovery” Settings

@ Tap Create A Recovery Drive. . recoveny|
1t= Windows 7 File Recovery

® Tap Yes. -’

Apps

[ Recovery
A

a Settings
g Create a recovery drive
=4

& User Account Control

Do you want to allow the following program to make

changes to this computer?

Program name:  Recovery Media Creator
=% Verified publisher: Microsoft Windows

Th'IS wnl! create a recovery d'rlve,’but that S =
drive will not contain your files, just those
necessary to restore your eXiSting tablet. Change when the] e notifications appear

®
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® By default, any recovery partitions on s Recovery Drive
your tablet that your tablet manufac- _
turer might have placed there will be Create a recovery drive
backed up. If you want to stop this,
You can use a recovery drive to help troubleshoot problems with your PC even if it can't start. If
C|eal‘ the COpy ContentS From The your PC came with a recovery partition, you can also copy it to the recovery drive so you can use
Recovery Partition To The Recovery itto refresh or reset your PC.

Drive check box. However, it's recom-
mended to leave this selected.

@ Tap Next to continue.

. If you have a USB key inserted into I
your tablet, it will be listed here. If
you have more than one, select the
one to use as a recovery driver. If
you don't have a USB key inserted,
insert a USB key and it will show up
automatically.

e | Copy the recovery partition from the PC to the recovery drive.

©  Recovery [ e (]
. Tap Next to continue. The recov- ——
ery drive will be created, and you'll Select the USE flash drive I
be presented with a results screen;
tap F|n|Sh on th|S screen tO end the The drive must be able to hold at least 256 MB, and everything on the drive will be deleted.

process.

A_\railab\e drive(s)
®)— =

e w
The recovery drive is a bootable USB key,
meaning that if you leave it inserted in

your tablet, the next time it reboots it will
begin the recovery process again. Remove
the USB key until you need it, and keep it

somewhere safe. [y Ra—— —‘
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Backing Up and Restoring Specific Files on Your Tablet

In addition to creating a recovery drive for your tablet, you takes a copy of your individual files every few hours if individ-
might also want to think about keeping a history of your ual files have changed. That way, if you are editing a photo and
files by using File History, because your personal files aren’t accidentally make and save a change that you don’'t want, you
included in a recovery image. When configured, File History can restore a previous version from File History.

Set Up File History

@ Tap the Search charm.
@ 'n the search box, type backup.
@ Tap Settings to search within settings.

Tap Save Backup Copies Of Your Files
With File History to launch File His-
tory on the desktop.

Search

]

Results for “backup”  settings

backup|
Save backup copies of your files with File
History

Apps
Restore your files with File History
You could also type “history” into the :
search to find the File History app. o IS
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) File History - o IEl

. Inltla“y Flle HIStOry IS turned Off and T r#:‘_i—] » Control Panel + All Control Panel ltems » File History v & Search Co... @

will not be able to work until you Contro! Panel Home p ) e

. R . eep a history of your files
prOVIde a |ocat|on' The eaSIeSt Way Restore personal files File History saves copies of your files so you can get them back if they're lost or damaged.
to do this is to insert a USB hard diSk; Select drive ) We recommend that you use an external drive for File History. Connect a drive and
this then appears in the Copy Files To Exclude folders [efresh this page, o use 2 netwerk [ecaton.

H Ad o setti
section. vanced settings - : :

File History is off

Tap Turn on When a baCkup |ocat|on Copy files from:  libraries, desktop, contacts, favorites and SkyDrive __‘
iS aValIabIe Copy files to: No usable drives were found. I

@ !f you're a member of a homegroup, Tumon —‘

you'll be asked if you'd like to recom-

mend your storage to others in the Seeslso
homegroup. Recavery
, . . Window” gy File History - o
Because you're doing this on a tablet, | B
. Control Panel All Control Panel ltems File Histol v Search Co...
you might not want other computers l (8 Com r AllContiel Paneltems » File Fistory “ -
backing up to a drive on your tablet, Control Panel Home ) e
. . Keep a history of your files
In case your tablet IS away from the Restore persenal files File Histery saves copies of your files so you can get them back if they're lost or damaged.
homegroup. Select drive File History is on
. . . Exclude fold
When Set Up, Flle H|Story W|“ run by A;:ﬂ;:g:;g; Copy files from:  libraries, desktop, contacts, favorites and SkyDrive
default every hour. You can tap Run Copy filesto: MY roneroe
. E 465 GB free of 931 GB
Now at any time to run a copy on
demand ELI:lestory is saving copies of your files for the first time.
i See also
Recommend a drive for File History
Q% Do you want to recommend this drive to

other members of your homegroup?

L]
‘ File histor Iconfigured

showing details of the
backup location and
when the last copy
happened
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Restore Files from File History

@ Tap the Search charm.
@ In the search box, enter restore.
@ Tap Settings to search within Settings.

@ Tap Restore Your Files With File His- Search

tory to begin the restore process. Results for “ restore * et
Settings

restore|
& Restore your files with File History

Apps
'? Restore desktop gadgets installed with
== Windows

ﬁ Settings
Create a restore point

E Files
Review your computer's status and resolve
issues

e ~

File History isn't magic; if you haven't set it up in
advance, you won't have any files to restore, so
your file history will be empty.

| )

1

If your File History backup location is unavail-
able, you won't be able to restore files. If you
save File History to a USB drive, plug it in; if you
save files to a network drive or HomeGroup
location, connect now.

7
\
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. Each file history is viewed in a left-to-
right panorama. Tap to go to a pre-
vious file history to find the correct
version to restore.

. Tap if you go too far back in your
File History and need to go forward
again.

. Tap into Libraries or folders to go
down to individual files.

You can restore individual files, all

files and folders within a folder, or

all files and folders within a library.
Select multiple folders by selecting the
check box to the left of the item.

@ Tap the Restore button to restore
your selected files.

Note that if you select nothing, all files
in the File History that you have open
will be restored.

@ If files already exist in the location
you're restoring, you'll be asked
whether you want to replace them or
skip them.

You can get specific about what to
keep for each file by tapping Let Me
Decide For Each File.

Fixing Common Problems

'Y Home - File History

T | Home

vl I | Search All

10 August 2012 12:12 | 20of 2

4 File folder (4)

E e kb &

Contacts Desktop Favorites SkyDrive
4 Library (4)
(=,

CRR |

Documents Music Pictures Videos

8 item;

= Replace or Skip Files

Copying 1 item from Documents te My Documents

The destination already has a file named “You've
connected Facebook to the People application.oxps”

+/ Replace the file in the destination

‘_ ) skip this file

i~} Compare info for both files

v | More details
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Creating a System Image

Another option for backing up your tablet
is to create a system image to an external
location, like a USB hard disk. This takes a
complete copy of your tablet so that you
can restore it and all your documents to
the point in time that you created that
backup. Unlike a recovery image, your files
are also restored to the point at which the
image was taken, so any changes since this
will be lost.

Create a System Image

@ Tap the Search charm.

@ 'n the search box, type windows 7

Search
recovery. .
y Results for “windows 7 recovery ” Settings
@ Tap Settings' windows 7 recovery
. . it Windows 7 File Recovery
Tap Windows 7 File Recovery to start - .
Windows 7 File Recovery on the i

desktop.

Q Settings

In the left action pane, tap Create
System Image to start the wizard.

) Windows 7 File Recovery = B
1 U <« All Control Panel Iterns + Windows 7 File Recovery v & | SearchCo.. @

L

Control Panel H .
ot Fanerome Back up or restore your files

@—. # Create a system image Backup

# Create a system repair disc Windows Backup has not been set up, BSet up backup

Restore
Seealse " .
Windows could not find a backup for this computer,
Action Center -
8y Select another backup to restore files from
File History

®) Windows Easy Transfer
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Fixing Common Problems

. . i -
. Select a location to which to save the | JEERRE eIt A

backup.
A hard disk is the most efficient; the

Where do you want to save the backup?

menu W|” be populated Wlth any USB A system image is a copy of the drives required for Windows to run. It can also include additional
. drives, A system image can be used to restore your computer if your hard drive or computer ever
hard dISkS attached to yOLIr tablet stops working; however, you can't choose individual items to restore.
@ Tap Next.
® e
@ Confirm that you're backing up what .——|- Toshiba HOD (E) 462.51 GB free =

you want (everything in this case),
and tap Start Backup.

(7) On one or more DVDs

The backup will be created.

|
. At the end of the backup, you'll be
asked whether you want to create @ @ Create 2 system image
a repair disk. If you don't have one,
you'll need to provide a USB flash Confirm your backup settings

drive before you tap Yes; if you do
have one, you can use that.

Backup location:
=
I8 Toshiba HDD (E:)

The backup could take up to 36 GB of disk space.

The following drives will be backed up:

‘:‘f EFl System Partition

Create a system image i5- - (C:) (System)

Do you want to create a system repair disc? = Recovery (System)

A system repair disc can be used to boot your computer. It also
contains Windows system recovery tools which can help you
recover Windows from a serious error or re-image your computer
from a system image.

[] Den't show this again

| Start backup M
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Backup

Location: (L) @ﬁack up now
[ 1

388.38 GB free of 93151 GB

Backup size: Mot Available

Restoring Files from a
Windows 7 Backup
If you have files that you've backed up on

Windows 7 and need to restore them to
your Windows 8-based tablet, you'll want to

'&‘Manag& space

. . Mext backup: Mot scheduled
use Windows 7 File Recovery. It's also pos- Lest backup: 03/07/201212:34
S|b|e to make a backup of your W|ndoWS Contents: Files in libraries and personal
. . . folders for all users and system
8-based tablet by using Windows 7 File image
Recovery, and if you've done that, this task Schedule: None. Select Back up now to

run backup manually.
#Turn on schedule

'?:.'ghange settings

will show you how to recover those files.

Restore Files

Restore

You can restore your files that were backed up on Restare my files ——@
the current location.

@ Tap the Search charm.

'5'Restcr&gll users' files

'5'Se|ect another backup to restore files from

In the search box, type windows 7
file.

@ Tap Settings to search within settings.
@ Tap Windows 7 File Recovery.

@® If you have the drive with the location
of your Windows 7 backup attached,

File Recovery will recognize it auto- : Search

matically anﬁ list it unger Backup. If Sett| ﬂgS Results for “windows 7 file Settings

not, tap Select Another Backup To windows 7 fle

Restore Files From, and browse for Ip ndows 7 Fle Recovery

the backup you want to use. Apps
@ Tap Restore My Files to begin the gy setinos

restore.

E Files
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Fixing Common Problems

@ Tap Browse For Files or Browse For © 1 Restore Files
Folders to locate the files or folders
to restore. Browse or search your backup for files and folders to restore
. Tap the fileS or f0|derS yOU want tO AIIfilswill_beratoredtotheir\atmvemon.
restore Choose a different date
. Tap NeXt to begln the reStore [ Mame In Felder Date modified Search...
process.

© desktop CA\Users\Alice\AppDat...  05/08/2012 10:31 " Browse for files =

Browse for felders

Each users' files are Remove
listed separately ’ T

i
N Browse the backup for files
1 . » Backup onTpshiba HDD (E) » v Search Backup on ToshibaH.. 2@
e
Organize |- B~ [
m Micrifioft® Windows Backup of C:
10/08/2012 10:34
" Backup
File name: v |AlFiles vl
| Add files | | el |
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@ Tap In The Original Location if you

want to restore the files to where
they were originally, or tap In The
Following Location and browse to a
location where you want to restore

the files. .

This can be useful if you aren't sure - nthefellouing locator:

that the backup copy you have is cor- ol
rect and you don’t want to lose your

current copy.

(©) 1@ Restore Files

Where do you want to restore your files?

In the priginal location:

@ Tap Restore to begin the restore
process.

If files are being overwritten (you
tapped In The Original Location),
you'll be asked for confirmation. When
complete, a final confirmation screen
will appear; tap Finish on this page to
close it.

Restore Cancel

@
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Fixing Common Problems

Restoring a System Image

If you've created a system image of your
tablet with Windows 7 File Recovery, you
might need to restore it. This can be done
in a couple of ways. One is to use a recov-
ery disk to initiate the process if you can't
start your tablet. However, if you can start
your tablet, it's easier to have Windows 8
restart into the recover environment and
restore it from there.

Restart to Restore a System Image il ]

GorillaN Screen

@ Tap the Settings charm.
@ Tap Change PC Settings. =
‘ Tap the General category. s itz iz
@ Scroll down to Advanced Startup.
® Tap Restart Now.

Change PC settings

PC Settl ng S Remove everything and reinstall Windows

If you want to recycle your PC or start over completel u can reset it to its factory

settings.

Notifications Get started

Search
Advanced startup

Share - )
Start up from a device or disc (such as a USB drive of , change your PC's

firmware settings, change Windows startup settings, tore Windows from a
system image. This will restart your PC.
Restarit now
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Completing System Image
Recovery

Advanced options

When you've started System Image Recov-
ery, whether by booting from a recovery
disk or restarting into advanced startup,
the process for recovery is the same.

Complete System Image Recovery System Image
Recovery
@ Your tablet will start a special recov- Recon s using 2 specic

systermn imag

ery mode. Tap Troubleshoot on the
options screen.

@ Tap Advanced Options.
. Tap System Image Recovery, which S)/Stem |mage Recovery

causes your tablet to reboot into a
special recover mode.

Choose an account to continue.

@ When prompted, select your user

i
account. Y

@) Enter the password for your account.

System Image Recovery

Hi, yyyi

Enter the password for this account.

Change keyboard layout
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Re-image your computer

The last created image on your disk
should be available and listed; if you
want to use another image, tap Select
A System Image.

@ Tap Next to continue.

@ All available images are listed; select
the image to use.

@ Tap Next to use the image.
@ Tap Next to continue.

Location:

Select a system image backup

This computer will be restored using the system image.
Everything on this computer will be replaced with the
information in the system image.

Troubleshooting information for BMR:
http: f/go.microsoft. com/fnlinkp?Linkld=225039

(®) Use the latest available system image(recommended)

Date and time: 7/3/2012 3:04:04 AM (GMT-8:00)
Computer:

() Select 2 system imane
o

Lacal Disk {D:)

simon3slateRP

The restore will now occur, and fol-
lowing a reboot, your tablet will be
restored to the point in time that the
system image was created.

E’ Re-image your computer - i

Choose additional restore options

Format and repartition disks

Select this to delete any existing partitions and reformat 2l disks Excude difl
on this computer to match the layout of the system image.

If you're unable to select an option above, installing the drivers Install dri
for the disks you are restoring to might solve the problem. E

Advan

< Back

Re-image your computer

If the system image is on an external device, attach the device to this computer,

Select the location of the backup for the computer you want to restore i =
and then dick Refresh,

If the system image is on a DVD, insert the last DVD from the system image backup. Click
Advanced to add a network location or install a driver for a badkup device if it does not show
up in the list below.

Current time zone: GMT-8:00

Location Most recent system image Computer
Local Disk (D:) 7/3/2012 3:04:04 AM simondslateRP

[ <Back | Next>=——
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Glossary
A

ACTION CENTER. Indicated by the white flag on the Win-
dows desktop taskbar. This feature aggregates system mes-
sages and troubleshooting help.

ADMINISTRATOR. A user account level at which a user can
make changes to an operating system or programs.

ANTI-MALWARE. Software that can recognize and deal with
malware attached to an email, on a webpage, or already
installed on your computer.

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 separate from
your computer in case the original file becomes corrupt or is
deleted.

BANDWIDTH. A measure of the maximum amount of data
bits that can be transferred over the Internet or phone
system to a computer at any one time.

BLUETOOTH. 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 connections 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 com-
mand. When you click or tap a button, the command is
executed.

C

CHARM. Provides access to Windows features, such as Start,
Search, Sharing, Devices, and Settings..

COOKIE. A small text file that is downloaded to your com-
puter by a website. Sites use cookies to remember your

logon details and records your activities for future reference.

You can block or delete cookies by using settings in Internet
Explorer or other browsers.

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.

CHECK BOX. A way to provide on/off input for a feature or
setting by selecting or clearing a small box.

CLOUD (The). The practice of hosting programs 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.
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COMPATIBILITY MODE. A special mode in Windows in which
programs run in an emulated environment that mimics an
earlier version of Windows.

CONTROL PANEL. A set of tools and settings with which you
can configure the basic functions 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 Windows programs, you can cut
or copy a selected item (text or object) and paste it into
another place within a document or into another document.
Use Ctrl in combination with X, C, and V as shortcuts for cut-
ting, copying, and pasting, respectively.

CYBERCAFE or INTERNET CAFE. Public locations where you
can get access to the Internet and a cup of coffee.

DATABASE. A list of items of data kept on a computer that
can be edited, searched, or printed.

DESKTOP. An alternate interface to the Start screen in which
users can control settings and programs in an environment
similar to previous versions of Windows.

DRIVER. A software program that enables communication
between the operating system and a hardware device.

DIALOG BOX. A window that contains sets of commands
such as a Font dialog box for formatting 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 programs 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 Win-
dows assigns to a fixed or removable hard disk.

DVD Player. A disk player for DVD discs. Capable of playing
CDs, as well.

E-BOOK. Electronic book.

EMAIL. A service by which you can send messages over the
Internet.

EMAIL CLIENT. Program used to send and receive emails
such as Windows Live Hotmail or AOL Mail.

ENCRYPTION. A cryptographic technique to make data
unreadable without an authorized method of unlocking it.

FAMILY SAFETY. A Windows feature with which you can con-
trol 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 net-
works 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 predefined style,
such as Times New Roman or Arial, that can be applied to
selected text.

FREEWARE. Computer programs that are distributed free of
charge.

GIGABYTE. 1,073,741,824 bytes.

GPS (Global Positioning System). A technology that uses sat-
ellites to establish your computer, tablet, or mobile phone's
location.

GRAPHICS. The general term used for illustrations, photo-
graphs, and other picture objects.

GRAPHICS CARD. The hardware in a computer that controls
the monitor or display.

HARD COPY. Printed material.

HARD DISK. A disk or set of disks in a computer that is used
to record data such as programs and user files.

HARDWARE. Any piece of computing equipment, such as the
tablet itself or a printer.

HOMEGROUP. A networking feature through which Win-
dows 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, smart-
phones, 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 web-
page. 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 Windows Messag-
ing 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.

INTERNET. The worldwide network of computer 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.

MALWARE. Malicious software, such as viruses.

MEMORY. Storage capacity in a computer or tablet that
Windows uses to store files and run programs.
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MOBILE BROADBAND. High-speed Internet connections that
use a cellular service provider to make the connection, usu-
ally charged per megabyte of data transferred.

MONITOR. The computer screen. Also called display.

MOTHERBOARD. The main circuit board of a computer, to
which components such as computer chips and graphics
cards are attached.

MP3. A highly compressed form of music, which can be
downloaded from the web and played on a computer or
a portable device. MP3 stands for Music Program Expert
Group Audio Layer 3 (or MPEG3).

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.

(o

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

PC SETTINGS. Common computer or tablet settings that you
can access from the Settings charm.

PDF (Portable Document Format). A platform-independent
file format developed by Adobe Systems, Inc. for creating
documents that can be read across different devices.

PHISHING. This is the name given to a scam by which you
receive an email, supposedly from your bank or other source
that you are intended to trust, requesting that you confirm
your password or other personal data, which the attacker
can use in criminal fashion.

PIN. To place a tile for an app on the Start screen.

PIXEL (Picture element). A tiny element that, along with
millions of others, makes up the image you see on a com-
puter screen or a photograph. Cameras are often classified
in megapixels. A megapixel is one million pixels. The more
pixels in an image, the better the detail of the picture. How-
ever, more pixels also means more memory is consumed.

PLUG-AND-PLAY. An architecture by which modern comput-
ers 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.

POINT SIZE. The height of a printed character. A typical
email correspondence is usually around 12 points in size.

PORT. Either a physical socket on your computer, such USB,
parallel (printer) or Serial communications), or part of the
operating system through which communication with your
computer takes place (the latter are numbered, for example,
Port 110).

PROCESSOR. A physical silicon chip on a motherboard that is
the "brain” of a computer or tablet.



REFRESH. A way to return a faulty copy of Windows 8 to a
properly working copy without losing any files or data.

REGISTRY. A file (one per user on a computer) that contains
a database of settings for Windows, 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 experienc-
ing problems to its original factory settings. All data is lost with
this procedure.

S

SAFE MODE. A startup mode that boots Windows in its most
basic form, with no background programs in operation. In
Safe Mode, the screen displays a very basic (large) layout.

Safe Mode is used to troubleshoot and repair various prob-
lems in the operating system, including virus removal and
defragmentation. To enter Safe Mode, press Shift+F8 upon
startup.

SCANNER. A piece of equipment capable of digitally record-
ing a picture or some text for use on a computer.

SEARCH ENGINE. A program, usually accessed on the Inter-
net, that you use to search for information by entering a few
words.

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 Windows 8, from
which you can access apps and settings.

STREAMING. Receiving sound, video, or pictures 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.
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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 physi-
cal contact by which you provide input to the computer or
tablet by touching the screen with a stylus or your finger.

U

USER INTERFACE. A schema to display the user controls
for a computer on a monitor. 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 communication port used
to transfer data between your computer and USB devices.

\'}

VIRUS. A malicious program intended to harm your data or
disrupt your computer performance. A virus is spread either
from disks or from the Internet.

W

WEB BROWSER. See browser.

WEBCAM. A small camera that you can attach to a computer
(or is integrated directly in the computer or tablet) with
which you can send video images over the Internet.

WEP. An encryption method that provides data security for
wireless networks.

WI-FI. A wireless interface that uses radio waves to link com-
puters 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 operat-
ing system on which this book is based.

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.

WORD PROCESSING. Creating documents on a computer
that can easily be edited (processed).

WORM. A virus program that spreads by sending itself to
people in your email address book.

WPA. An encryption method for wireless networks.

WWW (World Wide Web). Documents stored on the Internet.

Z

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.
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Touch Gestures Reference

Here's handy reference that shows basic touch gestures.

Show Charms

From the right edge of the screen, swipe inward
(to the left). Charms allow access to Search, Share,
Devices, Settings, and the Start screen at any time.

Switch Apps

From the left edge of the screen, swipe inward (to
the right) to switch between already open apps.

Show Previously Used Apps

From the left edge of the screen, swipe inward (to
the right) and then immediately leftward to dis-
play a list of apps previously opened. Tap an app to
open it.

Show App Commands

<

Swipe upward from the bottom of the screen or
downward from the top of the screen to show the
app bar, which allows access to commands

Close an App

In Windows, apps don't slow your tablet down, so
there is no need to close them. However, if you want
to close an app, simply swipe downward from the
top to the bottom of the screen.




Tap and Hold for Menus

@ Tap and hold an item to see whether an options
menu appears. This mainly happens on the desktop,
but some apps, such as Mail, also use this to shortcut @_J |_
actions.

Tap to Do

@ Tap an item to perform an action such as follow a

link, open an app, or press a button. @_ | |

Slide to Pan

Tap the screen and slide either horizontally or ver-
tically to move objects in that direction to pan or

scroll. J I:_

Pinch or Stretch to Zoom Out or In

@ Touch the screen with two fingers, and move them
together to zoom out or apart to zoom in. Pictures
can be zoomed to show more or less detail, but 1]
many lists of items can be zoomed in to show more @—
or less detail too.

Rotate to Turn

@ Touch the screen with two fingers and rotate to turn

objects such as pictures.
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Index
A

Access Point drop-down setting (mobile
broadband), 131
accounts
accessing from Start screen, 247
email, changing settings in, 254-255
email, creating, 244-245
managing Xbox settings, 287
music, setting up, 276
personalizing pictures for, 83
purchasing from, 288-289
removing Account Links, 267
setting up Family Safety on, 176
video, setting up, 276
Action Center
basics, 392
changing settings, 393
opening from Start screen, 391
overview, 390
receiving update notifications from, 170
Add A Comment box (People app), 273
Add A Device menu item, 380
Add A New Credit Card option (accounts),
289
Add A Printer wizard, 368
Add-Ons, managing (Internet Explorer
10), 219-220
Add Payment Method option, 224
address bar (Internet Explorer 10), 187
Add To Favorites button, 204
Add To My Music option, 278
Add To Now Playing setting, 283

Add To SkyDrive button, 295
Adjust Screen Resolution setting, 360
Administrator credentials, 17
Advanced Settings (languages), 98-99
Airplane Mode setting, 147
All Apps (app bar), 233
Allow An App Or Feature Through
Windows Firewall link, 167
Allow Bluetooth Devices To Find This
Computer setting, 133
Allow Or Block Specific Websites setting
(Family Safety), 180
Allow Roaming On This Network check
box, 131
All People view (People app), 270
animations, disabling, 108, 109
APN user names/passwords, 131
appointments (Calendar app), 259
apps
allowing through Windows Firewall, 167
App Restrictions setting (Family Safety),
183
Apps bar, 13
browsing Store for, 226-227
categories of, 226
changing settings in, 231-232
configuring to open on removable
drives, 385
curated list of, 226
cycling through, 36
Details of, 228
filtering by price, 227
installing, 226-228
installing desktop, 238
launching, 228
managing licenses for, 230

menu, accessing with right-click of
mouse, 67
notifications from, 104
obtaining through Store app, 223
Options in, 232
overview, 222
paying for, 224-225
printing from, 374-375
rating/reviewing, 226, 234-235
related to webpages, finding, 199
removing, 15, 233
restricting access to specific, 183
reviews of, 228
running previous Windows versions on
desktop, 238
saving files to SkyDrive, 296-297
searching from within, 27
searching with Search charm, 271
selecting from running, 37
shortcuts for switching between, 70
turning location awareness on/off, 77
uninstalling desktop, 239
unpinning from Start screen, 233
using different languages in, 99
viewing multiple on-screen, 236-237
warning about unrecognized, 173
zooming out to view, 12-13
archive files, scanning for malware, 160
aspect ratio of background images, 363
Associate A File Type Or Protocol With A
Program setting, 113
attachments, email, 248
Audio Description (Narrator), 109
Automatically Download External Images
control (email), 255
automatic filtering of websites, 180
automatic learning setting, 99

automatic learning setting 435



automatic malware definition updates,
156
automatic troubleshooting tasks, 404-405
AutoPlay
settings for removable drives, 385-386
Use AutoPlay For All Media And Devices
option, 114

backgrounds
changing Desktop on extended
displays, 363
checking for email in, 252
removing obstructing images from, 109
setting Desktop, 85
setting photos as, 326
backing up
files, 412
restoring files from Windows 7 backup,
418-420
with system images, 416-417
Balanced plan (power consumption), 115
battery life
displaying, 23
wallpaper Slide Show and, 89
BBFC rating system (UK), 181
billing
for app purchases, 224-225
information (accounts), 288
Bing bar (Internet Explorer 10), 219
Bing maps, 270
BitLocker drive encryption, 174-175
Block File Downloads setting (Family
Safety), 180
Bluetooth devices
allowing tablets to be discovered by,
133-134
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connecting to, 132-133, 380-381
Brightness

adjustments (screens), 25

control (colors), 91
browsing

Internet, 185

Store, 226-227

video categories, 279
Buy Album option (music), 278
Buy button (paid apps), 228
buying videos, 280-281

C

Calendar app
adding appointments, 259
identifying, 242
Mail app and, 241
viewing schedules, 258
cameras
adding to tablets, 382-383
importing photos from, 322-323
removable media options, 385
testing webcams in Camera app, 379
cancelling printing documents, 378
cellular radios, 127
Change Advanced Power Settings link, 117
Change Advanced Sharing Settings
(networks), 134
Change Desktop Background setting, 363
Change Notification Settings (Windows
Firewall), 165
Change PC Settings link (Settings panel),
169
Change Plan Settings link (power
consumption), 115
Change Settings item (Windows Update),
171

Change Settings That Are Currently
Unavailable link (power), 118
Change The Size Of Text And Icons link,
109
Change Windows SmartScreen Settings
(Action Center), 172
character repeat settings (USB keyboards),
60
charms
basics, 21
hiding, 23
showing, 22
Check For Updates Now button (Windows
update), 169
children
controlling access to games, 181
enabling monitoring of (Family Safety),
176-177
setting computer time limits for, 182
viewing tablet activities of, 178-179
Choose Default Program option (File
Explorer), 340
Choose Defaults For This Program setting,
112
Clean PC button (Windows Defender), 162
ClickLock setting (mouse), 63
closing
Desktop apps, 35
tabs (Internet Explorer 10), 197-198
cloud, connecting Microsoft account to,
292
colors
Color Mixer, 91
personalizing for windows, 85
window borders and taskbar, 90-91
commenting on Friend updates, 273
Comments in Word Web App, 303



computers
playing music/videos from, 284
remote access with SkyDrive for
Windows, 309
configuring
advanced mobile broadband settings,
131
apps to open on removable drives, 385
automatic malware definition updates,
156
removable drives for backup, 384
resolution of display devices, 360
Windows Defender, 157-160
connecting
Bluetooth devices, 132-133, 380-381
Connect Automatically check box (Wi-
Fi), 123
Connect Automatically setting (cellular
networks), 127
Connect Automatically When This
Network Is In Range check box,
131
Connect Even If The Network Is Not
Broadcasting check box, 136
display devices. See display devices
Facebook/Flickr to Microsoft Account,
320-321
Facebook to People app, 264-265
Hotmail, 266
keyboard and mouse to tablets, 56-59
manually to Wi-Fi networks, 136-137
to Microsoft Accounts, 144-145
Microsoft Accounts in Photos app, 317
Microsoft Accounts to cloud, 292
Microsoft Accounts to multiple
computers, 318-319
to PlayTo devices, 356
SkyDrive to Microsoft accounts, 293

tablets to mobile broadband, 127
to Wi-Fi networks, 122-123
Control Panel
Programs and Features, 239
viewing settings in, 32
copying
Copy Contents From The Recovery
Partition To The Recovery Drive
check box, 411
files/folders in File Explorer, 338-339
Create A Power plan link, 116
Create button (HomeGroup), 138
credit cards, 225, 289
curated list of apps, 226
currency format, 100
cursors, thickness of, 107, 109
customizing
power consumption plan, 116-117
settings for apps, 231-232

data, securing with BitLocker encryption,
174-175
dates and times
displaying, 23
formats, 100
default programs
setting actions for media/removable
devices, 114
setting file types for programs to open,
112
setting for specific tasks, 111
setting programs to open specific files,
113

deleting
browsing history (Internet Explorer 10),
218
documents/photos from SkyDrive, 299
malware, 153, 163
photos, 315
Desktop
apps, installing, 238
apps, starting, 34
apps, uninstalling, 239
changing background on extended
displays, 363
changing touch interaction with, 75
close/maximize/minimize apps, 35
Desktop Internet Explorer
opening webpages in, 203
overview, 202
setting startup options, 210-211
Desktop SkyDrive app, 305-307
displaying from Start screen, 11
extending to second screen, 362
Internet Explorer 10 on, 202-203
options for apps, 17
overview, 33
pen interaction with, 72
press and hold for options menu, 52
viewing photos on, 329
viewing webpages on, 200
Desktop personalization
colors for window borders/taskbar,
90-91
getting themes online, 86-87
language and regional settings.
See language and regional settings
opening, 84
setting background, 85
wallpapers for themes, 88-89
window colors for themes, 90-91

Desktop personalization 437



“Details” option for app information, 228

devices. See also tablets

Devices And Printers (search charm),
368

Devices charm, 356

Device Setup icon, 369

locking/unlocking, 43

logging in to, 44

removing, 386—-387

removing unwanted, 230

renaming, 387

searching, 26-27

setting default actions for, 114

syncing settings across multiple, 92-95

viewing, 366367

disconnecting
mobile broadband, 128
Wi-Fi networks, 126
display devices
changing background on extended
displays, 363
configuring resolution of, 360
connecting to, 359
duplicating, 361
extending, 362
positioning Start screen and Desktop on
multiple, 364
DLNA standard, 356
“Do Not Track” feature (Internet Explorer
10), 216
docking keyboards, 54
documents
Documents library, 336
opening with Word Web App, 303
restarting/cancelling/pausing (printing),
378
sharing in homegroups, 141
viewing/editing with Microsoft web
apps, 303-304

438 "Details” option for app information

viewing in SkyDrive, 299
dongles, USB, 57
downloading
Desktop themes, 86-87
files/programs from web, 190
Download New Content drop-down menu
(email), 255
Download Over Metered Connections
switch, 130
downloads
managing (Internet Explorer 10),
207-209
using SmartScreen Filtering with, 215
dragging gesture, 49
drivers, keyboard and mouse, 56
drives
encrypting, 174-175
Fully Clean The Drive option, 409

Ease of Access features

enabling, 107

Make The Computer Easier To See
settings, 109

overview, 106

Speech Recognition, 110

using computers without displays,
108-109

editing documents with Microsoft Web

Apps, 303-304

email

accessing accounts/folders from Start
screen, 247

adding Hotmail/Exchange/Google Mail
accounts, 244-245

changing account settings, 254-255

checking background for, 252

formatting text, 249

linking accounts, 266
marking as unread, 251
moving into folders, 250
printing, 256-257, 374-375
reading, 246
setup overview, 243
showing notifications, 252-253
using web browser for complex tasks,
245
writing, 248
emoticons
keyboard, 53
encrypting drives, 174-175
erasing action (pen button), 74
ESC key, 327
Excel, Microsoft, 305
Exchange (Microsoft) email accounts,
244-245
excluding files/locations/processes from
malware scans, 159
extending display devices, 362
extensions, managing (Internet Explorer
10), 219

Facebook
changing permissions, 268-269
connecting, 264-265
connecting to Microsoft Account,

320-321

Family Safety
controlling access to games, 181
enabling, 176-177
filtering websites, 180
restricting access to specific apps, 183
setting computer time limits, 182
viewing child’s activities, 178-179



website, 178
“favorite” posts/updates, 273
Favorites (Internet Explorer 10)
adding webpages to, 204
opening webpages in, 205
File Explorer
changing view settings in, 352-353
managing library locations in, 342-343
moving/copying files/folders in,
338-339
opening files/folders in, 340
overview, 337
playing slide shows from, 327
renaming files/folders, 341
rotating photos in, 326
running installation files from, 238
viewing photo libraries in, 325
viewing photos on PlayTo devices, 328
File History
restoring files from, 414-415
setting up, 412-413
files
accessing shared in homegroups, 142
adding to SkyDrive, 295-297
downloading from web, 190
excluding from malware scans, 159
grouping into folders, 335
libraries of, 336
moving/copying in File Explorer,
338-339
opening in File Explorer, 340
overview, 333
permissions for sharing, 351
renaming in File Explorer, 341
restoring from Windows 7 backup,
418-420
restoring individual with File History,
415

sharing with homegroups, 349
showing/hiding extensions, 353
SkyDrive
opening in other apps, 300-301
viewing, 298-299
filtering
apps by price, 227
downloads with SmartScreen, 172-173
websites (Family Safety), 180
finding
apps related to webpages, 199
Find function (Word app), 303
flicking gesture, 49
Flickr, 292, 320-321
flight-safe mode, 147
Flip Ahead feature (browsing), 188
folders
accessing from Start screen, 247
basics of, 335
creating in File Explorer, 339
Favorites (Internet Explorer), 204
managing in SkyDrive, 294
moving/copying in File Explorer,
338-339
moving email into, 250
opening in File Explorer, 340
permissions for sharing, 351
renaming in File Explorer, 341
sharing with homegroups, 349
fonts (email), 249
Forget This Network setting, 125
formatting
email text, 249
options (Word Web App), 304
Free or Free And Trial apps list, 227
friends list, 271
full keyboard, 54
full-screen controls (music/videos), 286
Fully Clean The Drive option, 409

games, controlling access to, 181
genres

movie, 279

music, 277
Get App For This Site option, 199
Get More Themes Online link, 86
Google Mail, 266

accounts, 244-245, 258
GPS, enabling/disabling in apps, 77, 232
grouping tiles, 18-20

handwriting recognition, 54, 66-67, 99
hard drives, adding to tablets, 384-387
HD (High Definition), 281
HDMI connectors, 359
Hibernate setting (power), 119
hiding/showing libraries (File Explorer),
345
high-contrast color scheme (system), 107
high-contrast screen themes, 109
highest price app list, 227
highest rated app list, 227
history, browsing (Internet Explorer 10)
deleting, 218
opening, 206
History folder (Internet Explorer 10), 196
History tab (Windows Defender), 152
HomeGroup
accessing shared files in, 142
accessing shared media from older PCs,
143
browsing, 348
enabling/disabling sharing of files,
141-142
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HomeGroup, continued
joining existing, 140
leaving, 140
sharing libraries/files/folders with,
349-351
sharing printers with, 372-373
starting, 138-139
Home tab (File Explorer), 337
Hotmail
accounts, 244-245, 258
connecting, 266
HTMLS5, videos using, 358
Hue control (colors), 91

Identify button, 360
important updates (Microsoft), 156
importing photos from cameras/memory
cards, 322-323
inflight Wi-Fi, 147
InPrivate browsing, 196-197, 217
Insert option (Word Web App), 304
installing
apps, 226-228
desktop apps, 238
printers, 368-369
SkyDrive for Windows app, 305-307
Windows updates, 170
Internet Explorer 10
browsing with tabs, 196-199
deleting browsing history, 218
"Do Not Track” feature, 216
downloading files/programs, 190
entering web addresses, 187
favorites and history, 204-206
finding apps related to webpages, 199

440 HomeGroup

managing downloads, 207-209
managing search providers, 220
managing toolbars/extensions, 219
navigating forwards/backwards, 188
opening pinned webpages from, 193
overview, 186
pinning/unpinning webpages in,
192-195
refreshing webpages, 189
SmartScreen Filtering, 214-215
tabbed browsing options, 212-213
tile option for separate windows, 17
using PlayTo devices with, 358
viewing webpages on Desktop, 200
zooming in/out, 190
In The Following Location option
(restoring files), 420
In The Original Location option (restoring
files), 420

J

Join button (HomeGroups), 140
jump lists, 34
Just Remove My Files option, 409

K

keyboard and mouse (USB)

accessing charms with, 21

changing keyboard character repeat
settings, 60

checking keyboard status, 61

connecting, 57

Keyboard Properties box, 61

mouse buttons, setting for left-handed
use, 63

mouse click settings, 63
mouse pointer motion/visibility, 65
mouse pointer styles, 64
mouse properties, setting, 62-63
mouse right-click for app menu, 67
navigating with, 67-68
overview, 56-59

keyboard shortcuts
displaying charms, 21
for everyday tasks, 68-69
selecting app thumbnails, 37
switching between Start screen/

Desktop apps, 37

L

language and regional settings
adding/removing languages, 96-97
advanced language settings, 98—99
date/time/number formats, 100
Location tab, 101
Welcome screen language settings, 102
launching apps, 228
leaving homegroups, 140
libraries
basics of, 336
creating, 347
hiding/showing, 345
Library Tools Manage tab (File Explorer),
342
managing locations of, 342-343
optimizing, 345
restoring settings to defaults, 346
license keys, saving, 407
licenses, app, 230
“liking"” posts/updates, 273



linking
email accounts, 266
social networks, 264-265

live tiles, 14

locations
excluding from malware scans, 159
location awareness settings, 77
Location tab (Language & Regional

settings), 101

locking devices, 43

lock screen
allowing email notifications on, 253
personalizing, 80-81

logging in
to devices, 44
to Facebook, 265

lowest price app list, 227

magnifier feature, 107, 109
Mail app
accessing accounts/folders from Start
screen, 247
adding Hotmail/Exchange/Google Mail
accounts, 244-245
changing account settings, 254-255
email notifications, 252-253
formatting text, 249
identifying, 242
marking email as unread, 251
moving email into folders, 250
printing emails, 256-257
reading emails, 246
writing emails, 248
Make Files On This PC Available To Me On
My Other Devices setting, 308

Make New Folder option (File Explorer),
339
Make The Computer Easier To See
settings, 109
Make This My Main Display option, 364
malware
excluding files/locations/processes from
scans, 159
finding/handling (Windows Defender),
161-163
overview, 150
scanning for, 151
updating definitions, 154-156
viewing detection history, 152-153
Manage Add-Ons option (Internet
Explorer 10), 219
Manage link (profile.live.com), 267-268
manually connecting to Wi-Fi networks,
136-137
Map Address (People app), 270
Mark Unread option (email), 251
maximizing Desktop apps, 35
measurements format, 100
media devices, allowing/blocking access
to tablets, 141
memory cards, importing photos from,
322-323
Metered Internet Connections (mobile
broadband)
controlling activity on, 130
setting, 129
switch, 130
syncing enabled under, 95
syncing over, 146
micro-HDMI connectors, 359
MicroSD cards, 322, 385

Microsoft Accounts
authorizing devices for syncing, 92
changing passwords for, 38
connecting Facebook/Flickr to, 320-321
connecting in Photos app, 317
connecting SkyDrive to, 293
connecting to, 144-145
connecting to cloud, 292
connecting to multiple computers,
318-319
overview, 287
syncing metered Internet connections
with, 130
Microsoft default applications, 111
Microsoft Exchange, 258, 266
Microsoft Hotmail, 266
Microsoft Office
using with SkyDrive, 305
viewing/editing documents with Web
Apps, 303-304
Web Apps on SkyDrive, 299
Microsoft Points, 287-288
Microsoft Silverlight, 219
Microsoft XPS Document Writer, 375, 377
mini-HDMI connectors, 359
minimizing Desktop apps, 35
mobile broadband
configuring advanced settings, 131
connecting tablets to, 127
connection metering setting, 129
disconnecting, 128
monitoring children’s Internet access,
176-177
Move To button (File Explorer), 338
movies, viewing, 282
multifunction printers, 383
Multiple Displays setting, 362, 364
multiple keyboards, 61

multiple keyboards
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music
accounts, setting up, 276
acquiring, 278
browsing categories, 277
controlling playback, 286
Music app, 277
Music library, 336
Music Pass subscriptions, 278
playing from homegroup computers,
284-285
playing from personal collections,
282-283
purchasing from accounts, 288-289
sharing in homegroups, 141
My Music/Video titles, 282
My Themes area, 87

naming tile groups, 19
Narrator feature, 107, 108
navigating

forwards/backwards (Internet Explorer

10), 188
with keyboard and mouse, 67-68
PC Settings, 28-29
Network And Sharing Center, 134
network icons (Wi-Fi), 124
network printers, 368-369

Network Types button (Windows Firewall),

167
newest app list, 227
noteworthy app list, 227
notifications
Action Center alerts, 390
changing timing of, 107, 108
controlling, 104

442 music

controlling Desktop, 105
email, 252-253, 255
Notification Settings (Windows
Firewall), 165
overview, 103
number formats, 100
numeric keyboard, 53

o

Office Web Apps (Microsoft), 299
on-screen keyboards
docking, 54
overview, 53
selecting thumb or full, 54
shortcut key combination, 107
Touch keyboard settings, 55
Use On-Screen Keyboard setting, 110
opening
Action Center from Start screen, 391
Desktop personalization, 84—-85
documents with Word Web App, 303
downloads, 191, 209
Excel spreadsheets from SkyDrive, 305
favorite webpages, 205
files/folders in File Explorer, 340
history (Internet Explorer 10), 206
InPrivate tabs (Internet Explorer 10),
196, 217
new tabs in Internet Explorer, 196
Open In Word option, 304
Open With option (File Explorer), 340
photos in Windows Photo Viewer, 329
pinned webpages from Internet
Explorer 10, 193
pinned webpages from Start screen,
194

settings, 231
SkyDrive files in other apps, 300-301

webpages in Desktop Internet Explorer,

203
webpages with Internet Explorer 10,

187-189

Open Resource Monitor option, 399

Optimize Library For button (File
Explorer), 345

Organize group (File Explorer Home tab),
341

orientation of pages (printing), 375

P

Page Layout option (Word Web App), 304

Page Tools icon, 201
Paid apps list, 227
pairing mode (Bluetooth devices), 59,
132-133, 381
panning Start screen, 11
passcodes for Bluetooth devices, 59
passwords
changing, 38-39
for encrypting drives, 175
for waking from sleep mode, 118
HomeGroup, 139
setting Picture Passwords, 40-41
for Wi-Fi access, 122, 124-125
pausing
music/videos, 286
printing of documents, 378
Payment and Billing info section (Your
Account), 224
PayPal accounts, 225
PCs, adding to Microsoft Account, 230



PC Settings
navigating, 28-29
setting categories and options, 30
PEGI rating system, 181
Pen and Touch settings
adjusting press and hold timing, 52
buttons for right-click and erase, 74
changing touch interaction with
Desktop, 75
overview, 72
pen interaction with Desktop, 72
People app
connecting to Facebook, 264-265
Mail app and, 241
overview, 261-263
searching for people, 271
viewing friend’s updates, 272-273
viewing person’s details, 270
What's New view, 272
permissions
changing social network, 268-269
for file sharing, 351
setting, 232
personalizing Windows
Account picture, 83
default programs. See default programs
Desktop. See Desktop personalization
Ease of Access features. See Ease of
Access features
lock screen, 80-81
notifications settings, 103-105
Start screen, 82
syncing settings across multiple devices,
92-120
photos
Photo Tools Manage tab (File Explorer),
326
rotating, 326

viewing in SkyDrive, 298
Windows Photo Viewer, 329-330
Photos app. See also pictures
changing settings in, 331
connecting Facebook/Flickr to
Microsoft Account, 320-321
connecting Microsoft account in, 317
importing photos from cameras/
memory cards, 322-323
overview, 313-314
sharing photos, 324
starting slide shows, 316
viewing photo libraries, 325
viewing pictures, 315
pictures. See also Photos app
changing properties in Windows Photo
Viewer, 330
choosing for lock screen, 81
choosing for wallpaper, 89
Pictures library, 336
Picture Tools Manage tab (File Explorer),
325
setting Picture Passwords, 40-41
sharing amongst multiple computers,
318-319
viewing (Photos app), 315
pinch gesture for zooming, 50, 190
pinning
accounts/folders to Start screen, 247
opening pinned webpages from
Internet Explorer, 193
opening pinned webpages from Start
screen, 194
webpages, 192
PINs (Personal Identification Numbers)
setting, 42
for Wi-Fi access, 122
playback, music/video, 286

playing
music/videos
from homegroup computers,
284-285
from personal collections, 282-283
slide shows from File Explorer, 327
PlayTo devices
connecting to, 356
overview, 355
types of, 356
using with Internet Explorer, 358
using with videos, 357
viewing photos on, 328
plugins for Internet Explorer, 200-201
pointers (mouse)
motion and visibility settings, 65
style schemes, 64
Points, Microsoft, 287-288
power consumption
changing buttons/behavior, 119
choosing optimal plan for, 115
creating custom plan for, 116-117
overview, 115
passwords for waking up, 118
sleeping/restarting/shutting down
devices, 45
Preferences, printing, 377-378
press and hold (Desktop options menu),
52
Prevent Programs From Suggesting
Changes To My Default Search
Provider option, 220
previewing music albums, 278
prices, filtering apps by, 227
printers
adding shared/network, 368—-369
adding to tablets, 368-369
sharing with HomeGroup, 141, 372-373

printers
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printing
changing preferences, 377
emails, 256-257, 374-375
overview, 365
restarting/cancelling/pausing
documents, 378
viewing queue, 376
private networks, Windows Firewall and,
168
processes, excluding from malware scans,
159
profile.live.com, 267-268
Program Compatibility Troubleshooter
running old apps, 401-403
starting, 400
Programs and Features (Control Panel),
239
public networks, Windows Firewall and,
168
purchasing
music/videos from accounts, 288-289
storage for SkyDrive, 311

Q

quarantined files (Windows Defender),
160

quarantining malware, 163

Quick Tabs (Internet Explorer 10), 212

rating
apps, 226, 234-235
games, 181
Reader App, 375
reading email, 246
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Real-Time Protection category (Windows
Defender), 158
recommended updates (Microsoft), 156
recovery drive, creating, 410-411
recovery key (passwords), 175
refreshing
tablets, 406-407
webpages, 189
remote access with SkyDrive for Windows,
307-308
removable drives, adding to tablets, 384
removing. See also deleting
Account Links, 267
apps, 233
devices, 386-387
Removed Apps file, 406
Remove Everything And Reinstall
Windows option, 408
social networks, 267
unwanted devices, 230
Wi-Fi networks, 125
renaming
devices, 387
files/folders (File Explorer), 341
renting videos, 280-281
repeat rate for characters (USB keyboards),
60
Report this review option, 235
Require A Password On Wakeup link
(power), 118
resetting tablets, 408-409
resizing. See sizing
resolution
of display devices, configuring, 360
Resolution Settings page, 362
restarting
printing documents, 378
to restore system images, 421
tablets, 45

restoring
files
from File History, 414-415
from Windows 7 backup, 418-420
library default settings, 346
Restore Defaults button (Windows
Firewall), 166
restore points (Windows Firewall), 160
system images, 421-423
reviewing apps, 228, 234-235
right-click action
for app menu (mouse), 67
setting pen button for, 74
Roam Automatically setting (cellular
networks), 127
rotating
photos in File Explorer, 326
screens sensor, 76
rotating fingers gesture, 51
RSS feeds, 87
Run As Administrator setting, 17
running downloaded programs, 191, 209

S

Saturation control (colors), 91
saving
app files to SkyDrive, 296-297
backup files with File History, 412
downloaded files/apps, 191
Excel spreadsheets to SkyDrive, 305
files to libraries, 336
Save Locally option, 298
Word Web App documents, 304
Scan Archive Files option (Windows
Defender), 160
scanners, adding to tablets, 382-383



scanning
for malware, 151
USB drives (Windows Defender), 160
schedules, viewing (Calendar app), 258
screens
adjusting brightness of, 25
screen rotation sensor, 76
viewing multiple apps on, 236-237
scrolling by dragging, 49
SD cards, 385
searching
in File Explorer, 337
from address bar (Internet Explorer 10),
220
from within apps, 27
for people (People app), 271
problems for troubleshooting, 405
Search charm, 229, 271
search providers, managing (Internet
Explorer 10), 220
from Start screen, 26
Store for apps, 229
security
BitLocker drive encryption, 174-175
Delete Browsing History option, 218
“Do Not Track” feature, 216
Family Safety. See Family Safety
filtering downloads with SmartScreen,
172-173
InPrivate browsing, 217
keys, changing on Wi-Fi networks, 124
overview, 149
SmartScreen Filtering, 214-215
Windows Defender. See Windows
Defender
Windows Firewall. See Windows Firewall
Windows update. See Windows Update
See What's Printing option, 376

selecting multiple tiles, 16

semantic zoom, 50

sensors in tablets, 7677

Set As Background option (photos), 326

Set As Metered/Non-Metered Connection

settings (mobile broadband), 129
Set Program Access And Computer
Defaults setting, 111

settings
changing in apps, 231-232
opening, 231

Permissions, 232
setting controls, types of, 31
Settings tab (Windows Defender), 157
viewing in Control Panel, 32
Settings charm
basics, 21
contextual nature of, 24
new in Windows 8, 231
Set Up Family Safety For Any User option
(Control panel), 176
Set Web Filtering Level option (Family
Safety), 180
“Share with Facebook” button, 269
shared printers, 368-369
sharing
advanced sharing settings (networks),
134-135
files in homegroups, 142
libraries/folders via homegroups, 349
photos, 324
printers, 370-371
printers with homegroups, 372-373
Share tab (File Explorer), 337
Show Featured/Show Album:s filters
(music), 277
showing/hiding charms, 22-23

Show Notifications For This Account
option (email), 255
shutting down tablets, 45
signal strength (network connectivity), 23
Sign-In Options link, 44
SIM cards, 127
sizing
onscreen elements, 107
text and icons, 109
SkyDrive
accessing in Desktop apps, 310
accessing in Windows Explorer, 310
adding files to, 295-297
adding folders to libraries, 342
basics, 294
buying storage for, 311
connecting to Microsoft accounts, 293,
317
opening files in other apps, 300-301
overview, 291
saving Excel spreadsheets to, 305
using Microsoft Office with, 305
using on web, 302
viewing files, 298-299
SkyDrive for Windows app
downloading, 318
installing, 305-307
sleep mode (power), 45, 115, 117, 119
slide shows
playing from File Explorer, 327
playing on remote devices, 328
starting in Photos app, 316
SmartScreen
filtering downloads with, 172-173
SmartScreen Filtering option (Internet
Explorer 10), 214-215
Smart TVs, displaying photos on, 316, 328
snapping function, 236-237

snapping function 445
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social networks
changing permissions, 268-269
connected, 262
linking, 264-265
People app. See People app
removing, 267
Solid Colors setting (Desktop wallpaper),
88
sorting app lists, 227
Specific People option (File Explorer), 351
Speech Recognition feature, 110
spreadsheets, opening from SkyDrive, 305
star rating apps, 234
starting
Desktop apps, 34
Start screen
accessing accounts/folders from, 247
basics, 10-11
opening Action Center from, 391
opening pinned webpages from, 194
personalizing, 82
searching from, 26
Store tile, 223
startup options for Desktop Internet
Explorer 10, 210-211
static tiles, 14
Stop Sharing option (File Explorer), 350
storage for SkyDrive, purchasing, 311
Store app
browsing for apps, 226-227
obtaining apps through, 223
searching, 229
subfolders, 335
Submit button (music/video purchases),
289
Subscription tab (mobile broadband), 131
swipe gesture, 188
switching between apps, 70-71

social networks

Switch Primary and Secondary Buttons
check box (mouse), 63
Switch To A Microsoft Account setting,
292
symbols keyboard, 53
syncing
changing email settings, 255
metered Internet connections, 130
settings across multiple devices, 92-95
Sync Your Settings option, 146
tablet settings with other computers,
144-146
System And Security option (Control
Panel), 169
System Icons (Notifications area), 105
system images
completing recovery of, 422-423
creating, 416-417
restoring, 421

T

tabbed browsing options (Internet
Explorer 10), 212-213
tablet performance
overview, 396
viewing performance in Task Manager,
398-399
viewing performance ratings, 396
tablets. See also devices
adding cameras to, 382-383
adding hard drives/ USB drives to,
384-387
adding printers to, 368-369
adding scanners to, 382-383
adding webcams to, 379
connecting keyboard and mouse to,
56-59

refreshing, 406—-407
resetting, 408-409
restarting, 45
sensors in, 7677
shutting down, 45
sleeping, 45
syncing with other computers, 144-146
tabs (Internet Explorer 10)
closing, 197-198
opening InPrivate, 196, 217
opening new, 196
tapping gesture, 48
Task Manager, 398
terms for searching Store, 229
text
correcting, 66
entering with handwriting recognition,
66-67
formatting email, 249
reading by Narrator, 108
Text To Speech settings, 108
themes, Desktop, 86-87
thumb keyboard, 54
tiles
live and static, 11, 14
moving to new groups, 18
moving within groups, 20
naming groups of, 19
options for Desktop apps, 17
options for using, 15-16
overview, 14
selecting multiple, 16
shrinking, 15
time formats, 100
Time Limits setting (Family Safety), 182
toolbars, managing (Internet Explorer 10),
219



touch gestures
flicking, 49
rotating fingers to turn objects, 51
scroll by dragging, 49
tapping, 48
zooming with pinching, 50
Touch keyboard settings, 55
TPM (Trusted Platform Module), 174
tracking privacy (Internet Explorer 10), 217
troubleshooting. See also Program
Compatibility Troubleshooter
automatic troubleshooting tasks,
404-405
trustworthiness of downloads, 172
Try button (paid apps), 228
Turn On Audio Description setting, 109
Turn On The Windows Location Platform
check box, 77
Turn System Icons On Or Off link, 105
Turn Windows Firewall On Or Off setting,
168
Twitter, replying on, 273

U

Undo/Redo options (Word Web App), 304
uninstalling
apps, 233
Desktop apps, 239
unlocking devices, 43-44
unpinning
apps from Start screen, 233
webpages, 195
unread email, marking, 251
updates
for malware definitions, 154-156
types of (Microsoft), 156

Update button (Windows Defender),
155
viewing friends (People app), 272-273
Windows. See Windows Update
USB drives
adding to tablets, 384-387
key recovery drive, 411
saving File History to, 414
scanning for malware, 160
using as repair disk, 417
USB mobile broadband dongles, 57, 127
Use AutoPlay For All Media And Devices
setting, 114
Use Current setting (Internet Explorer 10
Home page), 211
Use On-Screen Keyboard setting, 110
User Account Control (UAC)
adjusting settings, 395
basics, 394
User credentials, 17
Users category (PC Settings), 292
Use The Computer Without A Display
setting, 108
Use The Computer Without A Mouse Or
Keyboard setting, 110
Use The Pen Button As A Right-Click
Equivalent check box, 74
Use The Top Of The Pen To Erase Ink
check box, 74

\'}

videos
browsing categories, 279
buying/renting, 280-281
controlling playback, 286
Narrator for, 108

playing from homegroup computers,

284-285

playing from personal collections,

282-283

purchasing from accounts, 288-289

setting up accounts, 276
sharing in homegroups, 141
using PlayTo devices with, 357
Videos library, 336

viewing
apps, 12-13

changing view settings in File Explorer,

352-353
devices, 366-367

documents with Microsoft Web Apps,

303-304

downloads (Internet Explorer 10), 208
friend’s updates (People app), 272-273
multiple apps on-screen, 236-237
person’s details (People app), 270

photo libraries, 325
photos on Desktop, 329

photos on remote devices with PlayTo,

328
pictures (Photos app), 315
printing queue, 376
schedules (Calendar app), 258
settings in Control Panel, 32
SkyDrive files, 298-299

View Activity Reports (Family Safety),

178

View Scanners And Cameras setting,

383

View settings in File Explorer, 337

webpages on Desktop, 200
volume, adjusting, 25

volume
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W

wallpapers for Desktop themes, 88-89
web
entering addresses in Internet Explorer
10, 187
Microsoft Web Apps, 303-304
using SkyDrive on, 302
Web Filtering link (Family Safety), 180
webcams
adding to tablets, 379
enabling/disabling app’s use of, 232
webpages
adding to favorites (Internet Explorer
10), 204
opening from Desktop, 203
opening in Favorites, 205
opening with Internet Explorer 10,
187-189
pinned, opening from Internet Explorer
10, 193
pinned, opening from Start screen, 194
pinning, 192
refreshing, 189
unpinning, 195
viewing on Desktop, 200
zooming in/out, 190
websites, filtering (Family Safety), 180
websites for further information
profile.live.com, 321
removing social networks, 267
skydrive.com, 302
Xbox.com, 289
Welcome screen language settings, 102
What's New view (People app), 272
Wi-Fi networks
changing advanced sharing settings,
134-135
changing security keys, 124

448 wallpapers for Desktop themes

connecting to, 122-123
disconnecting from, 126
manually connecting to, 136-137
removing, 125
Windows Defender
configuring, 157-160
configuring automatic malware
definition updates, 156
finding/handling malware, 150, 161-163
manually scanning for malware, 151
updating malware definitions, 154-156
viewing malware detection history,
152-153
Windows Defender Alert dialog box,
163
Windows Explorer, accessing SkyDrive in,
310
Windows Firewall
allowing apps through, 167
Change Notification Settings, 165
disabling, 168
Restore Defaults button, 166
turning on/off, 168
viewing status of, 164
Windows Media Player
accessing shared media from older PCs,
143
viewing photos in, 328
Windows, Microsoft
personalizing. See personalizing
Windows
running previous versions of, 238
Windows 7
backup, restoring files from, 418-420
File Recovery, 416
Windows 8, new features in, 4-5
Windows Fax And Scan app, 383
Windows Photo Viewer, 329-330
Windows Store, 4, 181

Windows Update
changing update settings, 171
checking status of, 169
installing updates, 170
for malware definitions, 154
manually checking for updates, 169
WIN key for switching between apps,
70-71
Wireless Network Properties window, 124
Word Web App, 303
wrench icon (Internet Explorer address
bar), 199
writing email, 248

X

x86 & x64 tablets, desktop apps on, 239
Xbox
LIVE account, 275
Live membership, 287-288
managing account settings, 287
membership levels, 287
Music app, 277
Partner Marketing, 276
Video app, 279-280
XPS Document Writer (Microsoft), 375,
377

Y

Your Account, 224
Your PCs section (Your Account), 230

Z

zooming with pinch gesture, 50, 190
Zune Music Pass, 287-288
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