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Slow Boot Fix Like Windows 8 before it, Windows 10
uses a hybrid boot to enable fast boot

times. It sounds great but can actually slow down boot for
some users. Disable it by searching for Power Options in the
Start menu and running the matching Control Panel applet,
then in the left-hand pane click Choose what the power
buttons do.
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Troubleshooting

WL L RS Windows 10 has a completely
different shell than previous

versions. The Explorer.exe process is still at its core but there
are a few additional components as well. If you click the Start
button and nothing happens or if the entire taskbar refuses to
respond to an interaction, open Task Manager (press
Ctrl+Shift+Esc), find Windows Explorer in the task list and

click the Restart button.
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Fresh Installation Tool

If Windows 10 is really giving you problems and you have tried everything else to fix the issue, you can try using the
Fresh Install tool. You will lose any installed apps but will keep your files.

BACK UP EVERYTHING you want to keep! Launch

Step 1 First make sure you have the following: an
Internet connection to download the tool and the
Windows 10 image and sufficient available data storage on

the computer you are installing on. You need at least 3GB free
for the download and the clean Windows 10 image file.

the tool and review and accept the licence terms.
Choose what you want to keep. If you want to keep your
personal files, choose the Keep personal files only option.
Select the OK button to start the installation.
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Download the tool https://www.microsoft.com/

There is some advice on the download page about retrieving
and reinstalling Microsoft software such as Office. It is worth
checking this out if you are heavily reliant on that software.

Step 2
en-gh/software-download/windows10startfresh.

m By using the tool, you may lose your digital
licences, digital content associated with

applications or other digital entitlements. Drivers may also be
missing. If you experience any missing drivers after the clean
installation has finished, go to Settings = Update & security
=>Windows Update,
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Diagnosing
Windows Problems

Windows 10 includes some useful tools for checking on and solving problems but sometimes
you need to look a bit further and deeper. Occasionally you just need to go back to basics.
These tips will help you solve some common problems encountered in Windows 10.

First Things to Check

If you’re having problems with Windows Update, the Windows Update Troubleshooter might be able to automatically
fix the problem. Go to Microsoft.com and search for Update Troubleshooter.

(VTG TR Ts EYCREGIT I L I Microsoft knows
that things

don’t always go smoothly when updating and have provided
a dedicated troubleshooting tool for use during this key
task. If you're having problems with Windows Update, the
Windows Update Troubleshooter might be able to
automatically fix the problem. Go to Micreseft.com and
search for Update Troubleshooter,
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Check for Updates

can really help to avoid problems before they happen. Press
the Windows logo key and click Settings. Then choose
Update & security > Windows Update and then select Check
for updates. Install any available updates and restart your PC
if required.

Keeping your copy of Windows 10
up-to-date with the latest releases
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Checking System Spec

App Updates

Anniversary update, try looking in the Windows Store for an
update and if that doesn’t work, delete and reinstall it. To
check for available app updates on the store, click the user
icon next to the search bar and select Downloads and Updates.

If you're having trouble
installing or running a
particular app or game, it may be that your PC hardware is not
up to scratch. All commercial software will provide details of
required and (sometimes) recommended specification needed
to run it. You can check system spec at any time, just go to
Control Panel and select System and Security, then System.
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Don’t Block Vents

Despite the name, few laptops are actually
designed to be used on your lap (or on any
soft surface). This is because the heat vents
of many laptops are on the bottom, and soft
surfaces will often block them. if it happens
regularly, this can cause lasting heat damage
to the laptop.

Buy a Laptop Stand

If your laptop sits in one place and is rarely
moved around, consider buying a laptop stand.
These not only help to give you a better screen
viewing angle, but they also give the laptop
vents some extra clearance and, therefore,
better airflow. You can even buy stands with
built-in cooling fans.

Don’t Overcharge the Battery

Try not to keep your laptop plugged into the
mains all the time. Charge it, and then use
the battery power until you need to charge it
again. This helps to keep the battery in good
condition. If you only ever use your laptop

at home on a desk, keep it plugged in, but
remove the battery.

Close the Lid

When you have finished using your laptop for
the day, close the lid. When you are moving
your laptop, close the lid. When you leave your
laptop for any length of time, close the lid. This
not only protects the screen from accidental
damage, but it will also help keep your laptop
running between charges.

Buy a Good Laptop Bag

If you ever take your laptop with you out of the
house, make sure buy and use a decent laptop
bag. Go for one that is at least water resistant,
if not waterproof, to protect your laptop from
rain. Try to buy one that is padded, or even
better, has a floating laptop “sling” for better
impact protection,
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Laptop Care and
Maintenance Tips

Laptops are great! They are small, portable and can be easily put away when not in
use. They are also increasingly powerful, although they still lag behind a good desktop
system unless you pay huge sums of money for them. They are not, however, as robust
as a desktop, so good care and maintenance is a must if you want your laptop to last.

Caring for Your Laptop

Some of these tips may seem obvious, and
some might not apply to you, but even
following a few of these suggestions will help
keep your laptop in good shape.

Keep Food and Drink Away

However careful you are when eating and
drinking, if you do it while using your laptop
it is inevitable that at some point, crumbs
and splashes will hit the screen, keyboard,
etc. Unlike a desktop, replacing a crumb-filled
keyboard on a laptop is not just a case of
buying a new one.

Wipe the Screen Carefully

Laptop screens are generally not as clear or
bright as a desktop monitor screen, so keeping
them clean is important. Use a lint-free cloth
regularly to gently wipe away dust and dirt.

If there are more stubborn marks, buy and

use an LCD screen cleaner. These are cheap to
buy online.

Clean the Keys and Ports Regularly

) £

|o = @ a0 = " o K <
Laptop keyboards are hard to replace, so keep | 9 o 0 6 M

yours clean and free from dust. You can buy small
USE keyboard vacuums fairly cheaply, and these
can help keep dust from building up. You can also
buy keyboard cleaner putty very cheaply online.
The same rule applies to the various ports on

your laptop.
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Perform a Fresh Start

Performing a Fresh Start allows you to do a clean reinstallation and update of Windows, while keeping your personal
data and most Windows settings intact; an easier option than a full wipe and reinstall.

Be aware that Fresh Start will remove most of
your apps from your device, so you will have
some reinstalling to do. In some cases, a clean installation
may improve your device’s start-up and shutdown experience,

memory usage, Microsoft Store apps performance, browsing
experience and battery life.
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m To find the Fresh Start tool, open the Windows
Defender tool (click on the shield icon in the
taskbar) and then click on the Performance & Health section.
You will need to click on Additional Info and then click Get

Started. If Fresh Start has previously been performed, the date
will be displayed here.

Your device is being protected.
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m Microsoft recommends that you back up your files
before making changes like a clean installation

of Windows to your device. Make sure that you have access to
all reinstallation media (such as CDs), product keys, license

or login information and other materials needed to manually
reinstall apps.

@ o Backup

Back up weing File Higtong
B ) et Pt 1D ooty cvivet A PESIONE TRERT: I TR O Rl
M e damages or celered

- 30 & A==t
O Wrdossn Lipcate Ir

[ 1]

Sasier] d dreed
Lossdairyy -
Hpoa crean 8 E] - 7l Rt
ool WE sk 74T 3B e o ]
¥ Lgubdeiheoon
Aegaeery

Back up

2 Acwsaton

A Firad vy Beesn

m Click Get Started and you will see a UAC (User
Account Control) dialog. Click Yes and the Fresh
Start screen will appear. This screen provides a brief overview
of what the Fresh Start procedure will do. You'll also get a

general idea of how long Fresh Start will take to complete
the procedure.
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m The software will analyse your system and then
tell you which apps will be removed. There is no
need to make a note of these apps, as Fresh Start will save
this list and create a file on the desktop of your new, clean

Windows 10 installation. Read through the list if you wish, and
then click Next.

Fresh start

This will remcwe all apps and praograms, except those that come as standard with Windows.

Anw shore aops installed By sodar manul =r will also be Eepl. Yo | &lsa be
updated to the latest wersinn of 'Windoas. Your personal files and snme Windowes settinegs wil

be kept.

iis process cowld take AU minutes or Bnger depending on your device.

m A Fresh Start will wipe any previous versions of
Windows, so you won't be able to roll back. Click

the Start button and wait for the process to complete. Once
complete, your PC will restart and the initial setup screens will

appear. Removed apps are displayed in an Edge document on
the desktop.

@ Your apps will be removed

Your can reinstall many apps from the Store, but your'll need to reinstall the followsin q
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How to Reset
or Fresh Start

Resetting a PC reinstalls Windows, with a choice to deletes your files, settings and

apps, and main system files. Restoring will undo recent system changes, without
deleting files. A Fresh Start completely removes all apps and reinstalls Windows.

Fresh or Reset?

Refreshing and resetting your Windows 10 PC are two very different things and you should always make sure you know

which is the best choice to solve your current problem.

m If your PC isn't performing as well as it once did,
and you don't know why, you can reset your PC
without deleting any of your personal files or changing your

settings. Apps or software not installed through the Store will
be removed but Windows store apps will be reinstalled.
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m Open the main Settings app and head in to the
Update & Security section. Click on Recovery
and you will see several options, including Reset this PC. If
you can't get into settings, you can access reset by restarting
your computer while holding the Shift key; then select
Troubleshoot > Reset.
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m In Settings = Recovery, click on ‘Get started’ to
begin the process. You will now need to choose
whether to keep your files (just remove apps and settings) or
remove everything. If you choose Remove everything, you will
then need to choose whether to ‘Remove and clean the drive’,

& Home Recovery
il | Reset this PC
If your PC isn't nunming well, resetting it might help. This
ki & Secunily chaose whether to kesp your personal files ar remave th
then reinstalls Windows,
y
e Windows Update
pd Get started
=-' Windows Delendear
R Advanced start-up

Starl up rom a device or disc (such as & USE dimee ar DV
Windows start-up settings or restore Windows from a sy
iy e, Thiis il resban L yow PC

A2 Troubleshoot

) Recovery
hestart now

You will be warned that you won't be able to roll

m back to a previous version of Windows after the

reset (old Windows files will be deleted). Click Next and then
Reset when prompted. Windows will restart and take several
minutes to reset itself. Click Continue when promoted.
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Performance

4 DISABLE UNNEEDED
STARTUP PROGRAMS

Now that you have removed any unwanted apps and software, it is time .
to check if any remaining apps are running unnecessarily at startup. z i
Many software manufacturers will set their programs to start-up in the s
background when Windows 10 starts up. This helps the programs to
open more quickly and makes sense for software you frequently use,
but not for software you only use occasionally.

A quick way to see what software is running in the background is to look
at the icons on the right side of the taskbar and open the hidden icons
panel by clicking the small arrow. You can hover the mouse over icons
to see what they are.

If you want to have a deeper look at which software initiates during
startup, open Settings = Apps = Start-up. Here you will see a list of all
startup apps, along with an estimation of their performance/speed

impact and a slider to prevent each one from starting automatically.
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5 SCAN FOR VIRUSES AND MALWARE

Viruses, malware and other malicious software

could cause your computer to run slowly or

behave strangely. Things to look out for include:
unexpected pop-up messages, programs that O i vt e
suddenly start or stop, or the sound of your hard - )
disk constantly working. S P——

Scan options

To scan for and remove viruses, open Settings =
Update & Security > Windows Security (previously =~ ™" ) cuck scan
Windows Defender) > Open Windows Security, ey araci o, la dckien &
click on “Virus Threats & Protection” and then it O o san
click the *Quick Scan” button. mrorkvkads

You can do a more advanced scan by clicking

“Scan options” and choosing which you want to
perform. If viruses or malware are found, you will e e
be given options to quarantine and remove them. ar >

)
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6 CHECK FOR CORRUPTED SYSTEM FILES

Occasionally, the core system files in Windows can become corrupted [

(for a variety of reasons) and cause performance problems. Windows |[Fpsmeas s

10 includes a tool: the Deployment Image Service and Management R R e T LD
Tool, that will check for such files and automatically replace them, P Cr\Usars\Ruasty disn.axe fOnling /Cleanup-in
either with a cached version or by downloading a new version.

Use the DISM Tool - In the Search box in the taskbar, type

“powershell”, Right-click on "Windows Powershell” in the results and
choose “Run as Administrator” from the menu.

pe fRestorehealth

At the Command prompt, that opens in the blue Powershell window,
type “dism.exe /Online /Cleanup-image /Restorehealth” without the
guotation marks (note the space between “dism.exe” and “/” and
each switch (/)).

If the tool finds and replaces any corrupted files, restart your
computer and see if it has helped with your performance issues.




mll Six Steps to
.. a Faster PC

A slow computeris both inconvenient and frustrating. When e
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before you do, there are several things you can try to make yc
faster and smoother.

sl —
1 UPDATE WINDOWS 10 AND DRIVERS

The first step along your path to a faster computer is making sure that Windows Update
the Windows OS5 and all of the various drivers installed are up to date.

Simply updating drivers to the latest versions can have a noticeable E’ﬂ
effect on the overall loading speed of any PC and fortunately, this S VEry i uoce for windons befender nsivis - k82257602 (Definitian 1283 57101
easy to do. Sliiniaitia - %

2018-1 Cumnislate Lipdate Tor Windows 10 Wers:on 1809 for x6d-based Syftemms [KBL4E9347)

Open Settings > Update & Security > Windows Update and click “Check s rening donnoss
for updates”. Windows 10 will scan for available updates (to both the 05 v ve o
and drivers), before displaying all those available as a list. e

If no updates are available, it will say "Your device is up to date” and
you can move on to the next tip.

If updates are available, select those you want to download and install,
then click “Install”. When installation is complete, restart your PC.

Updates available
Lass chechedt Today, 1155

2 CHECK PROGRAM COMPATIBILITY
Software that is designed to run on older versions of Windows [

can sometimes cause Windows 10 to slow down as it struggles to
manage this incompatibility issue. To find out if this is a potential
prablem, run the Program Compatibility Troubleshooter.

In the taskbar search field, type “program compatibility
troubleshooter” and click the first result in the search panel. el Comaoes e

Adobe inlege (0 JOHR

Run the troubleshooter; testing any software you think is Adsbe e CC 2078

causing problems. et i e i gl

Cllratei

The troubleshooter will offer you various ways to test and fix o Y
software compatibility issues. breytes

Select [he prograem you're having problems with
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3 CHECK AND CLEAR DISK SPACE

If your hard drive is very full, it can affect performance. To check: open Settings > System = —
Storage and see how much space you have left. If your storage is looking full, try the following PRRT—
options to make some space:

Delete Temporary Files — Click the “This PC” bar and then click the “Temporary files” bar.
Select everything you want to delete, click the "Remove Files” button and then restart your PC.

Remove Unwanted Apps - Open Settings > Apps = Apps & Features, click on any app you
want to remove and then click “uninstall”. Repeat this for all unwanted or unused apps
before restarting.

Move Files to an External Drive - Connect a removable hard drive to your PC (a small USB flash
drive for example) and open the File Explorer. Select the files you want to move, click “Move to”
in the Home tab at the top and select the external drive. Files will still be instantly accessible as
long as the drive is still connected.
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You now need to allow your PC to boot up into

the Bitdefender Rescue CD environment. Power
up your PC and open the Boot Option Menu; this could be
accessed by pressing F12, depending on the make and
manufacturer of your PC motherboard. With the boot options
available, select either the CD or USB stick and press Enter.

Network boot from AMD Am79C970A
+Hard Drive
+Removable Devices

Network boot from AMD Am79CI70R #2

<{Enter Setup>

The PC will now boot into the Bitdefender Rescue

Disc environment. This is a custom Linux
operating system with all the necessary Bitdefender security
tools preinstalled. First, you need to choose which language
to load the environment. Use the arrow keys and press Enter
for your language choice.

Start the Oltdefender Rescue CO in Englizh

Ideally you should use a wired Internet

connection but if you’re on wireless, click on the
network icon in the bottom right of the desktop to establish a
connection with your router. Once you're connected to the
Internet, double-click the red Bitdefender icon on the
desktop, labelled Antivirus Scanner.

You need to accept the license agreement

notification first, so tick the ‘| agree’ box, followed
by the Continue button. The virus scanning software will then
start to automatically update itself with the latest virus
definitions from the Bitdefender servers. The process won't
take too long, so let it run through the update.

Once the update is complete you're taken to the

main Bitdefender Rescue CD antivirus interface.
The three main options: Scan Now, Update Now and Settings
are fairly self-explanatory; the Settings allows you to set a few
more options regarding the scan but the defaults will suffice.

Scan Now Update Now Settings

Antrorue Engines Ftatue Regietration ntarmation

L]
Ty pa
Scam plugins 5] l.ill'!illlil!u:l
nrehiva phiging o
Unpack plugins ©
Last updated  unknown

To remove a virus on your PC, click on the Scan

Now button. Select the drive you wish to scan
and click the Open button to commence scanning the system.
Any viruses found will be detailed along with options for
removal. The process may take some time, so be prepared for
a lengthy wait.

Brdetender Rescuws CD
Parfarm Sean

Scan Siatus

Curremt Scannod Mam Tun
Elapsas Time

Estimnated Tiema

Files Socand

Statistics

Infectad Rami

Ludpactad Mama
i Errais
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How to Remove Malware
from Windows 10

Previously we have looked at ways to prevent being scammed or indeed getting malware
on your system but what if you’re unlucky enough to already have some form of digital
infection? Thankfully there’s a way to remove malware and viruses from your computer.

Malware Busters

For this tutorial let’s use a preconfigured rescue disk from Bitdefender. You need to transfer or burn the disk contents
to a CD or a USB stick and boot into the safe environment through one of those mediums.

m Make sure you have a blank CD or a USE stick
that’s at least 1GB in size. The Bitdefender Rescue
Disk is downloaded as an 1S0, which is an image file
containing all the disk information, and can be downloaded

from www.download.bitdefender.com/rescue_cd/latest/
bitdefender-rescue-cd.iso.

You have chosen to open:
| bitdefender-rescue-cd.iso

which is: iso File (667 MB)
from: https://download.bitdefender.com

What should Firefox do with this file?

Do this automatically for files like this from now on.

To transfer the ISO to USB, download Stickifier,
which is an executable that doesn’t require any
installation. Insert your USB stick and double-click Stickifier.
Click the Select an Existing 1SO Image option followed by the
three full-stops and using Windows Explorer, locate the
downloaded Bitdefender Rescue ISO. Click the Open button to
select the image and continue with the process.

m Click the Next button and using the drop-down
menu next to Rermovable Drive choose the drive

letter of your USB stick. Click Next to start the transfer of the
image. Once the image is transferred, click the Finish button,
remove the USB stick and power off your computer,

Select destination

Select the desired destination removable drive from the list below.

Before continuing please ensure that the oritenia listed below are met. Failure to do 5o may cause
lead to boot failures when using the resulted disk.

* the drive should be at least 1GB in size

* the drive should be formatted using the FAT32 filesystem

* the drive should be empty. While this utiity WILL OVERWRITE existing fies it is recomm
all data from the sslected drve before conBinuning

Femov:

m If you're using a CD, start by inserting the CD into
the drive. Locate the downloaded Bitdefender

Rescue 150, right-click it and choose Burn Disc Image from
the context menu. Tick the Verify disc after buming option
and click the Burn button to start the process. Once the IS0 is
burnt to the disc, you can power off your computer.
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Windows 10 includes a number of
troubleshooting tools, aimed

Troubleshooters

specifically at certain problems such as audio loss or patchy
Internet connection. This is often the best place to start when
trying to solve problems with your PC and Windows 10, as the
0S contains many drivers for common devices and may just
need a small software update.

Trauibleshoot
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You simply look through the list of troubleshooters and click
on the one which applies. Choose Run the Troubleshooter
and then follow the instructions to try and solve the problem.
You can find the troubleshooters in Settings > Update &
Security > Troubleshoot.

Troubleshoot
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The Disk Management tool is more
about diagnostics than actual
maintenance but it is a useful way of checking whether your
hard disk has space available and is healthy. The panel will show
all of your disks, as well as all of the partitions.
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Maintenance

There are several tools built in to Windows 10

(and also in older versions of the OS) that
allow you to clean, fix and manage your hard disk. Open the
File Explorer and look in the left-hand column for ‘This PC.
Select it and then right-click on Local Disk (C:). In the General
tab, you will see a button for Disk Clean-up that lets you get
rid of temporary Internet files, old program files and so on.
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If you click the Tools tab, you can use the Error Checking tool
and the Disk Defragment tool. Both of these tools can help
your hard disk run more efficiently. Click on either button and
follow the instructions for each.
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Each column contains information about capacity, free space in
MB, percentage of free space and health status. There are some
further options, such as the ability to change drive letters and
mark partitions as active but they are probably not worth
playing around with unless you know what you are doing.
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Windows 10
Maintenance Tools

Before you start to add software to help with maintenance, it is worth checking out the
numerous tools included with the OS. These are spread out over several menus but once
you find them you will see that they can really help with security and performance.

Maintaining Windows 10

Windows 10 is a lot better at keeping you informed of problems than previous versions were. It is, however, up to you to
keep on top of maintaining the OS if you want the best experience.

Activating Storage Sense lets the system
software automatically free up storage

space by getting rid of files you no longer need. These can
include temporary files such as cookies and the contents of
your Recycle Bin.
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i I
— T —
B Display feed
[ Metfcxtizng & actions Shorage denie

) Foveer & Seep Wirdias Can il omatically free up spade by getiing fd of P

o don't rewd, ke lemporary iy amd conBent i your recycle
| = s e

- o
L& Tablet mogde FE

WE TEE D BEE

I Midhiteking

More storage settings
& Prejeciing 1o this PT

2 WTETE FeaE CoERTTT 1D SR

X Shered pogeranoe

) Abeut

You can choose when files are deleted, e.g. after 30 days in
the Recycle Bin or if apps don’t use them for a certain amount
of time. Alternatively you can simply click a button to Clean
Mow rather than setting automatic cleaning. You can find the
Storage Sense option in Settings = System = Storage.
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One of the easiest ways to conserve
power (for laptop users) and reduce

Background Apps

processor strain, is to take control of Background Apps. These
are apps that are, by default, allowed to receive info, send
notifications and update in the background.
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You can either stop all background apps with a single slider
click or you can prevent individual apps from running in the
background. Go to Settings = Privacy = Background Apps and
look through the apps listed. If you see apps that you don't
need notifications or updates from, click the slider to disable
its background activity.
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Another useful privacy section in the dashboard
is the Advertising Preferences. This lets you
control whether personalised adverts are shown to you

in the Edge browser. Some of the ads you may receive on
Microsoft websites and apps are tailored to your previous
activities and searches.
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Privacy Settings

There is also a browser tool that lets you choose
if the adverts you see come from companies
other than Microsoft. Click the option under More Choices
and wait for the Digital Advertising Alliance scan to finish. You
can then choose from the list to see adverts from different
advert providers.
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There are, of course, still privacy options in the main Settings app in Windows 10. This is generally added to and

improved with each OS update.
Privacy has its own section within the

General Privacy
settings; here there are many

different categories covering everything from Location to
Background Apps. Click on each of the privacy categories to
see the options within that category. Use the slider switches
to allow or block privacy actions.
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Messaging Apps

We're using Windows 10 on a laptop
here but if we had a tablet with a SIM
card we would be able to get control over which apps were
able to send messages over SMS and MMS. You probably want
this to be restricted to just your Messaging app; most apps
really shouldn't have access to your texts.
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Apps are able to access very basic

m personal settings such as your name and

account information. This is so they can sign you in
automatically to your Windows account for things like Xbox
Live or the Windows Store. You can turn this off wholesale or
on an app by app basis.
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You can control which apps you
allow to run in the background. If

Background Apps

you're on a laptop or desktop this probably won't be that big
an issue, but you may want to turn these off on tablet devices
to conserve power. Some apps you may not use, like Get
Office, really don’t need to run in the background.
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Manage Your Privacy
iIn Windows 10

Being in control of security on your computer is important but almost as important is being
able to control your privacy settings. Microsoft recently launched a web-based privacy
dashboard tool and this has now become available to everyone in the Creators update.

The Privacy Dashboard

The privacy dashboard is web-based rather than in the settings and it allows you to manage multiple devices from a
single interface, as long as you are logged in to a single account.
Click on one of the main categories, Search,

m Browsing, Location or Cortana, and you will see

Open your browser and navigate to www.

m account.microsoft.com/privacy, If prompted, use

your Microsoft account details to log in. You will be logged in
to the privacy overview page that lets you quickly see what
privacy settings the dashboard contains and controls.

B wiies E foin sl sovsieii

m Along with the main Search, Browsing and
Location privacy categories, if you scroll down to
the bottom of the page you will see entries for everything

from Apps to Xbox, with simple links to take you to the
settings and options for those privacy areas.
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more information. This could include a list of searches you
have made or websites visited (in Edge only, not other
browsers), interests Cortana has saved for you or locations
you have been.

Your privacy
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m Each section has a Clear button, whether that is
clearing browsing history, search history and so
on. Itis next to a warning that states clearing data will stop
Windows being able to provide you with accurate and

relevant information. You need to decide what is more
important, privacy or recommendations.
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like the processor (although Windows should prevent you
from making a damaging change). It is best to make small
changes, and then test to see if the change has had the
desired effect, before making more.

You should be fairly careful when changing
these advanced settings, especially for things
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Your laptop might have software installed that
autormatically switches power plans, depending
on whether it is working on battery power or plugged into
the mains. The settings for this can usually be found in the
taskbar tools panel at the bottom right of the screen.
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Use Your Laptop with the Lid Closed

If you want to be able to use your laptop with an external keyboard, mouse and monitor, without having to keep it on
your desk and switched on, you need to change some power settings.

When you close your laptop lid, the default
setting will be for Windows 10 to go into low

power sleep mode. This is obviously no good if you are using
your laptop with an external monitor, as it will make the
laptop unusable. To solve this problem, click on the Battery
icon = power settings in the taskbar.

Power Dptions
Windows Mobility Centre

the lid does”. Click this and you will see the Power button,
Sleep button, and lid closing settings. You can change the
settings for each individually. Settings include: Do Nothing,
Sleep, Hibernate and Shut Down.

In the Power Options panel, look in the left
sidebar for the option to “Choose what closing
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m Use the drop-down menus to select what
happens when you close the lid, both when on
battery and when the laptop is plugged into the mains. When
you are happy with your settings, click the Save the changes
button and you will be able to use the laptop as a desktop

replacement with the lid closed.
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If you also take your laptop to different locations
out of the house, it is a good idea to revert these
changes. If you don't, you run the risk of having the laptop
continue to run while in a bag, etc., which, if the cooling vents
are covered, can be damaging to the hardware.




Windows 10
Power Options

If you use Windows 10 on a desktop PC, you might adjust the power options for how long
the PC sleeps or when the display turns off when inactive. With a laptop, the Windows 10
power options should definitely be something with which you are more familiar with.

View, Switch, and Create Power Plans

Within the Power Options panel you can choose from preset Windows 10 power plans, or you can create your own

based on your computers’ power requirements.

Open the main Windows 10 settings app, then
click System = Power & Sleep = Additional Power

Settings. Windows 10 will, by default, have selected the
Balanced power plan. This is designed to balance
performance and energy consumption, and is best for PC's
that are connected to the mains.

+ 3 » ControlPanel 5 Hardware and Sound » Power Dptions
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m On a laptop, you can access the power options by

right-clicking on battery indicator in the taskbar
tools. There are two other, default power plans alongside
Balanced; Power Saver is designed to reduce energy use by
scaling back performance when possible. Good for laptops
using battery power.
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The High Performance power plan is, as the
name suggests, best for overall performance, but

will use more power and is unsuitable for use on a laptop
using battery power. To switch between power plans, simply
select the one you want to use. For many users, this is all you
will need to do.
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To customise any of the power plans, click the

Step 4
link next to the relevant one. The next screen

will let you set when the display turns off and when the
computer sleeps after inactivity. You can also click “Change
Advanced Power Settings” to see settings for the hard disk,

desktop, USB and processor and more.
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together with a key. This creates a garbled file

of characters that can only be read if the correct
key is applied to decrypt the data. Algorithms
today are divided into two categories: symmetric
and asymmetric.

B Ry E) Y

Symmetric key cyphers use the same key to both
encrypt and decrypt data. The most popular
symmetric cypher is AES (Advanced Encryption
Standard), developed by the military and
government to protect communications and data.
This is a quick form of decryption that requires the
sender to exchange the key used to encrypt the data
with the recipient before they're able to read it.

Asymmetric key cyphers are also known as
public-key cryptography and utilise two
mathematically linked keys, public and private. The

Making data impossible to read is just one step; you also need the key to
decrypt that data

&
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Forms of encryption can be traced as far back as
ancient Egypt, using non-standard hieroglyphs

public key can be shared with everyone and is usually
generated by software or provided by a designated
authority. The private key is something that’s usually
only known by the individual user. Interestingly both
types of keys can be applied, where one user has a
public key and another a private key, which can be
combined to form a shared encryption level,

These keys are many characters in length, making it
nigh impossible for someone to Brute Force hack
them. The Brute Force method involves using a
program on a computer to try every possible
combination of a key until the correct one is found. In
the case of the 256-bit encryption, it would take 2"
different combinations to break the key. If you were
able to force one trillion keys per second, it would still
take you somewhere in the region of 10°" years in order
to crack 256-bit encryption. However, a powerful
computer can probably manage around two billion
calculations per second, so in theory, it would take
9.2"" years for your standard desktop to crack it. Keep
in mind that the universe has theoretically only been in
existence for 1.4 years,

Numbers this big are generally far too mind-boggling
to comprehend. Suffice to say that if you’re able to use
256-bit encryption for your communications or to
protect your data, then you're going to be protected
for at least seven times the current age of the universe.

The universe is 14 billion years old, but it would take
seven times that time to crack 256-bit encryption
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What is

Encryption?

To better understand encryption, it’s worth taking a moment to learn about its origins,
how it has developed over the years and how it applies to our modern communications.

e B

Encryption is the act of protecting your data from prying eyes

The word encryption comes from the ancient Greek word Kryptos, which means hidden or secret. Interestingly, the
practise of hiding messages from others can be traced back to early Egyptian scribes who inserted non-standard
hieroglyphs within other communications in order to hide the message from casual viewers. According to
historians, the Spartans used strips of leather engraved with messages. When the strips were read, they were
meaningless, but when wrapped around a staff of a certain diameter, the characters would be decipherable.

Of course, the modern forms of encryption are far more advanced,
but the overall core concept has remained the same: to be able to
send a message to others without anyone else being able to
decipher it. However, modern encryption now requires more than
merely sending coded messages. Not only is confidentiality
required, encryption must perform a level of authentication, so the
origin of the communication can be verified; integrity of the
communications, where both the sender and those who receive the
communication can be sure that the message hasn’t been altered
in between; and some form of nonrepudiation, where the sender
cannot deny having sent the communication in the first place.

During the early digital age, the only users of encryption were the
government and military. As such, between them they created a set
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of algorithms and standards to protect the communication on the
battlefield and from one government agency to the next. These
algorithms grew in complexity as technology advanced and it
wasn't long before the military-based forms of encryption were
being used in commercial modes of communications. Within a few
short years, bank transfers, cash withdrawals and data sent to and
from modems began utilising these new protocols to protect
sensitive information.

Today we're regularly seeing and using devices that boast
‘military-grade 256-bit AES’ forms of encryption, a standard that is
regarded as nearly impossible to break without spending billions
on specialist hardware and software. In plain English, the modern
form of encryption takes data and passes it through an algorithm



The dcrypt_setup.exe file should now be in your
Downloads folder. Double-click it and select Yes
to accept the Windows confirmation. With the DiskCryptor
setup window open, click the Next button and accept the
license agreement on the following page. For the remainder
of the options, choose the defaults by clicking Next. When
done, click the Install button and reboot the computer.

¥ Setup - DiskCryptc

Where should DekCryptor be instalied?

Setup will install DiskCryptor into the following folder.

To continue, dick Mext. If you would ke to select a different folder, dick Browse.

C:\Program Fles\doypt Browse...

After a reboot, click the Windows Start button and
locate the newly installed DiskCryptor program. You
need to click Yes to authorise its administrative access. With
DiskCryptor open you can see the list of currently installed hard
drives in your system. You can click each in turn and view its
information at the bottomn of the DiskCryptor window.
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Start by selecting the disk you want to encrypt. As

mentioned before, in our example we’re going to
test this out on a USB stick. We recommend you also do this
until you're comfortable with the process. With the correct
drive selected, either click the Encrypt button to the right or
right-click and choose Encrypt from the menu.
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You're now offered a selection of available

algorithms from which to choose. Click the
drop-down box to view them all, however, we recommend
staying with the default AES algorithm for the time being.
Leave the Wipe Mode box as None and when you’re ready,
click the Next button.

S | Label | Type Status |

L] L]

In the next section, choose a unique password
for accessing the encrypted disk; you're notified
how strong the password is. When you're ready, enter it
again in the Confirm box. Click the OK box to start the
encryption process.
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m Depending on the size of the drive, and how

much data is on it, the encryption process
could take some time. When it's complete, you're notified
and the selected drive will be fully encrypted, with you able
to access and decrypt it using the password you set up in the
previous step.
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Encrypting Your
Windows 10 Laptop

Windows 10 Pro comes with Microsoft’s BitLocker program to encrypt the file system;
however, Windows 10 Home versions do not have this feature. Thankfully, there are many

encryption programs available for download; we’re using DiskCryptor in this tutorial.

Windows 10, Under Lock and Key

We're going to encrypt a 2GB USB flash in this example, purely for ease of use and to demonstrate how you can encrypt

your entire laptop hard drive(s).

m Encryption doesn't affect the core data, other than
making it impossible to read without the

decryption key. Still, it’s always worth making sure you have a
backup of all your data prior to any system related changes. If
you store your work or data in the Documents folder, then
start by opening it in Windows Explorer.
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Press Ctrl+A to highlight all the files, then press
Ctrl+C to copy them to the clipboard. Next, choose
a suitable backup location - such as an external or network
drive - and when ready, press Ctrl+V to paste the copied data

into the new location. Then, should something go wrong, you
have a recent backup of your most used data.
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m It's always best to save data before commencing
with anything like this. It's also always worth doing
(as we are) a test of the software first, on a disk that you don’t
mind messing up should you get the process wrong. Let’s start
by navigating to the DiskCryptor homepage, at www.
isi wiki/Mai
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m Using the menu to the top left, click on the
Downloads link. Look for the latest version in
the Download section and click the link for the Installer.

This opens a confirmation box; click the Save File button to
download the DiskCryptor executable file.
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3 CREATE AWIRELESS NETWORK REPORT

With the simplest attempts at a fix out of the way, it is time to dig

a little deeper by generating a Wireless Network Report. This
takes a bit of work with the Command Prompt, but is actually
nothing to be scared of and quite simple if you follow these
steps. Generating the report creates a HTML file that you can
open in your web browser (even with no Internet connection).

running.uarying System and User Certificates

Heport wrlitten to: C:\Programiata’blorosott Wl noow

e gl

4 PERFORM A PING TRACE

The report will contain a lot of information that will most likely
be hard to decipher, but the main thing you need to look out for
are the Connection Successes/Failures, where information
about network connection attempts will be shown.

Step 1

Click in the Search box on the taskbar
and type “Command Prompt”,
right-click on the Command Prompt
listing in the search results and then
select “Run as administrator” from the
action menu.

Step 2
In the Command Prompt window, type
netsh wlan show wlanreport.

Step 3

At the bottom of the Command
Prompt it shows where you can find
the generated report on your PC (e.g.
C:\programdata\Microsoft\Windows),
WlanReport.html).

To check if the problem is with your ISP or router, rather than
your PC or software, you can perform a ping test. This tests to
see if data can be sent and received over the network. If the
ping test is successful, but you cannot connect to the Internet
on your PC, it means there is more likely a problem at the ISP
end and you will need to contact them for help.

Step 1
In the Search box on the taskbar, type "Command Prompt”,
select it in the results and then select “Run as administrator”.

Step 2
At the Command Prompt, type ipconfig and look for the IP

address listed next to Default Gateway (something like
192.168.1.2).

Step 3
Now type: “ping <Default Gateway IP=" and press Enter. It
should look something like “ping 192.168.1.2",

A successful result should be something like this:

Reply from 192.168.1.1: bytes=32 time=5ms TTL=64
Reply from 192.168.1.1: bytes=32 time=5ms TTL=64
Reply from 192.168.1.1: bytes=32 time=5ms TTL=64
Reply from 192.168.1.1: bytes=32 time=5ms TTL=64

Ping statistics for 192.168.1.1: Packets: Sent = 4, Received =4,
Lost =0 (0% loss), Approximate round trip times in milli-
seconds: Minimum = 4ms, Maximum = 5ms,

Average =4ms

T Administrator: Command Prompt

Microsoft I_-]i|_|'|.;|_-_-. _-'l.'-'l"'-ill" 18.8. 17783 'I',-'!-l}

(c) 2818 Microsoft Corporation. All rights reserved.
C - \WINDOWS '\ system32>1pconfig

Windows IP Configuration

Ethernet adapter Ethernet:

Connection-speclific DNS Suffix

Link-local IPve Address . . . . . @ ¥

IPvd Address

Subnet Mask . . .+ - &« & & 2 s . & 255 s 235 .8

Default Gateway .
C 2 AWINDOWS \system32>ping 192.168.1.1

Pinging 192.168.1.1
Reply

Reply

Reply fro

Reply fro

192.188.1.1

Ping statistics for
Packets: Sent = 4,

Approximate round trip times in milli-seco
Minimum = 8ms, Maximum = 8ms, Average
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Fix Wireless Network
Connection Problems

It’s certainly frustrating when you’ve just sat down at your computer to browse YouTube
videos or play some online games, only to find that you have no Internet connection. If
the same problem occurs when you need to start work or finish that important essay, it
can cause aripple of panic to spread through your body. Try to stay calm by focusing on
fixing it and initially try these solutions.

1 MAKE SURE WI-FI'IS ON

If you are trying to connect wirelessly, check that Wi-Fi hasn't
somehow been switched off: click the Start button, select
Settings = Network & Internet = Wi-Fi. Next, select “Show
available networks™ and if your network appears in the list,
select it, then select Connect.

If using a laptop, make sure the physical Wi-Fi switch (if there is
one) is turned on. An indicator light usually shows when it's on
or off.

Again, if using a laptop (or Windows 10 tablet), check to see
that Airplane mode is turned off: select the Start button, then
select Settings > Network & Internet = Airplane mode and if it's
on, turn it off.

2 RESTART YOUR MODEM AND/OR WIRELESS ROUTER

If you've never experienced network problems before, you may never have touched your modem or wireless router, however,
occasionally problems arise with its configuration and it needs to be reset to establish a new connection to your Internet
service provider (ISP). When you do this, take into consideration that everyone connected to your Wi-Fi network will be
temporarily disconnected.

Step 1
Unplug the power cable for the router and/or
wireless modem from the power source.

Step 2
Some modems have a backup battery, if so, remove
this and wait around 30 seconds.

Step 3

Replace the battery and plug the modem/router
back into the power socket. The lights on the
modem will blink for a few minutes as it reconnects.

Step 4

Wait until the status lights on the box stop blinking
(if any fail to come on or light up red, there is
another problem) and then try again to connect
your PC to the network.
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Recovery

m You should now be ready to create your recovery Step 8 Click Create on the next screen and the process
drive. In the search field, type “Recovery Drive” will begin. This may take a while to complete,

and select the Create a Recovery Drive result. In newer so go make a coffee and leave it to run. A progress bar
versions of Windows 10, you might also be able to find the shows how far along it is, should you need to check. Do not
Recovery Drive in the main apps list, opened by clicking the remove the USB drive, or turn off your computer, before the
Start menu button. process finishes.

Creating the recowery dives

m Allow the software to “make changes to this PC”

and the setup wizard will open. This first screen is

m When the process is complete, you should be

prompted to delete the recovery partition on

where you choose whether you want to back up system files your PC, to save some space; as long as you plan to keep your
with the recovery drive, so you can use it to reinstall Windows recovery drive, this is safe to do. If you are not sure, you can
10. If you do, tick the checkbox and then click Next. leave the recovery partition in place; it can be deleted at a later

date if you wish.

Create a recovery drive
The recoreery drive is ready
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If you did not already have a recovery partition
on your computer, you won't see this step. You

Step 7 After a few moments, you will be asked to select m

the USB flash drive you wish to use. If you only

have one USB drive inserted, it will be the only one shown will simply be informed that the recovery drive is ready, and
and will be automatically selected. You are reminded again to click Finish. Remove the USB drive from your computer and
how much storage space the drive needs, and that all existing put it somewhere safe. It is a good idea to label the drive so it
data will be wiped. is not reused.
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How to Create a
Recovery Drive

A recovery drive is a useful way to ensure that you don’t lose everything on your PCin the
event of a critical malfunction. It can help you both troubleshoot and fix problems, even if
the PC won’t start as it normally would. All you need is a blank, formatted USB flash drive.

Protecting Your PC and Files

Creating a recovery drive is a relatively simple process. It does however take a bit of time to create but it’s worth the
effort as it could save you a lot of frustration in the future.

m The first thing you need to do is find a USB drive m
that is large enough and then make sure it is ready

Your USB drive needs to be wiped of everything
currently on it before the recovery drive is created.

to be used. The USB drive you decide to use won't be able to You can do this during the set up process later or you can
be used for anything else like storing other files, etc. so make format it yourself right now: a useful thing to know how to do.
sure it is a spare, or bought specifically for the task. Insert your USB drive into a free USB slot on in your computer.

m A basic Windows 10 recovery file will be less than m Open the File Explorer on your computer and you
500MB but if you choose to include system files in should see the USB flash drive listed in the

the backup (recommended), so you can use it to reinstall sidebar. It will probably be labelled as the (E:) or (F:) drive.
Windows, you will need much more space. A basic recovery Right-click on the drive label and select Format from the
drive can be as small as 1GB but a full recovery drive needs to action menu. Leave the settings as default (should be FAT32)
be at least BGB. and then click Start.
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Set Up and Use SyncToy 2.1

You are now ready to begin choosing the folders you want to synchronise with SyncToy 2.1. These can be two local

folders, or to a folder on an external drive.
Step1 With the application open, you will be asked to
choose a create a new folder pair (these are the two

folders between which the app will sync). If you want to sync to
an external drive, make sure it is plugged in and there is a folder
created on it.

| File Heip

) Syncloy

Welcome to SyncToy

'-ﬁ!:.'.a.'

For help gerting mated, selam SyseTog haln,

1 rfY F b Fugfd | skl

m Click on Browse on each of the left and right
folders in turn and navigate to the folder you want
to sync. The folder path will be shown in the text field for each.
You can then click Next to continue with the setup process.

Welcome to SyncToy

e Fadder Haghi Folder:
il | &
B e e e
Harw Rk = e ]

m Next, you need to choose the method of
synchronisation. The Synchronize option will
sync all new, deleted, or renamed files. What this means is
that if you alter any file in either folder, the changes will be

synced to the second folder.
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m The Echo option works in almost the same way
except that changes are only applied from the left

folder to the right and not the other way around. If you make
changes to files in the right folder, those changes will not be
synced to the left folder.

Welcome to SyncToy
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m The final option is Contribute and is probably the
safest option for important files that just need a

backup. You can rename (but not delete) files in the left folder
to update the right folder. Changes to the right folder won’t
affect the left folder at all.
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m Click Next, then give your folder pair a name (e.g.
“Backup”) and click Finish. You can now start
syncing files between the folders. You can create multiple folder

pairs simply by following the process again. You can schedule a
sync in the app options.
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Easily Sync Files to
an External Drive

SyncToy is a Microsoft tool which allows you to synchronise files easily between two
folders, either two local folders, or one local and one on an external drive (including a USB
flash drive). It is entirely free and is great for making easy file backups.

I_nstallin g SyncToy

Installing the SyncToy software is relatively simple. It can be downloaded for free from the Microsoft Download Center
for both 32 and 64-bit systems.

m Download SyncToy 2.1 from the Microsoft When you reach the point of choosing the install
Download Center (search for it on Migrosoft.com), destination folder, you will have the option to
You will need to choose either the 32 or 64-bit version, so make install SyncToy for everyone who uses the computer (all users)
sure you know what system you are running in Settings > or just to install it for the account currently being used.
System > About.

[T - . -
I Thank veus e doanibading SwncToy 21 Select Installation Folder &‘

@ iy
The instadis will metall SyncTop 21 [64] 1o the foowing fokdes

To it i this loldas, click "Weaad™ Toiretal o & difasck foldet, anisr & Balow of chck. Trowia”

‘UEET LW niloaa® Fobder
e . |\'."Frd¢a'-FH'r".55rn:Tr_'!_.l2"|".

i k 1 I |
Tl it (el @ Bl ia Rarllavad prow s wpnlaiis b 8 il prrciim
variin of DhesiCE — e com Winfioery & Techmplog St cvves Mg et install Sync Toy 21 (4] for yoursel, orfor anyors who Uses ths computer

madirand.a ared parnEL o Fee B

(1 [ veryng

Security Update for Windows 7 (KB3033929) (0 Just mer
e Ly Wi s b e e 0 o e ool ol paociuct Shok <ouc) 6

YAl Fatders

S=al] a:l. L :_'-I'_.-:'— e firr i __;..I._:::..
wysterns (KB3033929

m Once the download is complete, double-click on S\l After a few more clicks the installation is
the SyncToy setup package and follow the complete. You can then close the setup wizard,

instructions to begin the installation. You will need to agree and you should see the SyncToy 2.1 icon on the desktop (or
to some standard software license terms to continue through whichever folder you chose to download it to). Double-click
the setup. the icon to begin using it.
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System Image

Once the process is complete, Windows will ask
you to create a System Repair Disc. This disc

m For this example, let's use an internal second hard Step 8
drive. Make sure that the correct drive (it could be

a high capacity USB stick or even a portable USB hard drive) is allows you to boot into the environment where you are able
selected, and then click the Next button to continue., to launch the system image restore.
;ﬁ. Create a system image = a| Create a system image

s s up| Do you want to create a system repair disc?
ere do you want to save the backup:
. We recommend that you create a system repair disc at this time if -
you don't have a Windows installation disc. The system repair disc
can be used to re-image your computer and access other system
recovery options.

A system image is a copy of the drives required for Windows to run. It can also in
drives. A system image can be used to restore your computer if your hard drrve o
stops working; however, you can't choose individual items to restore.

[] Don't show this message again Yes No
(®) On a hard disk e
== Backup (E:) 13.11 GE free W
== Backup (k) 13.11 GB free
< Refresh>
|
(") On one or more DVDs Close
m The next window displays the drives included in m If you click Yes to creating the System Repair
the system imaging process. In this example, the Disc, you need to make sure you have a blank
C:\ drive, the System drive and the System Reserved partition DVD to hand. Follow the on-screen instructions and click on
are all to be backed up. When it comes to restoring the system, the Create Disc button to burn the repair files to the disc.
you'll need both partitions for Windows 10 to be able to boot
up correctly. ' Create a system repair disc — X

€ Create a system image Select 3 CD/DVD drive and insert a blank disc into the drive

Confirm your backup settings A system repair disc can be used to boot your computer. It also contains
Windows system recovery tools that can help you recover Windows from a
Backup locaton: serious error or restore your computer from a system image.

R Backup (E:)

The backup could take up to 13 GB of disk space. Drive:

The fallowang dves will be backed upx

System Reserved [System)

am ) Create disc I Cancel
{C:) (System)

Step 7 When you're ready to continue, click the Start m Should you need to restore Windows 10 from

Backup button. This begins the imaging process, the system image, you can boot into the System

which can take some time depending on the amount of space Repair Disc and select the System Image Recovery option
used on the C:\ drive and the speed of the drive to which from within the Advanced Options of the Trouble Shoot
you're writing. Allocate ample time if you're writing to DVDs. menu. Follow the instructions, and within minutes, Windows

10 is back as it was when the system image was taken.
& Create a system image —

Windows is saving the backup... © Advanced options

Backing up (C:)...




Create a Windows 10
System Image

Backing up your files is perfectly fine, but in the event of having to wipe your hard drive
and start again, getting everything back in order can be time-consuming. However,
creating a system image means you can almost instantly restore the entire system.

System Imaging

A system image is essentially a snapshot of your entire system. This can then be quickly restored and conveniently saves
you from having to reinstall Windows 10, all your programs and your data.

m To begin, click on the Windows Start button and
navigate to Settings = Update & Security = Backup.

From within the Backup console window, where you were in
the previous tutorial, click on the Go to Backup and Restore

(Windows 7) link under the Looking for an older backup section.

- 8
@ tiome Backup

Back up wsing File Hestory
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T Recoary
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Make Windows better
pifack
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By Wircows Irabder Proarat

This launches a new window, the Backup and
Restore (Windows 7) console. Microsoft has kept
this feature intact through Windows 8.1 and 10 purely due to
compatibility support for backups created under older

versions of the OS. To the left, there are two links, click on the
Create a system image link.

w Backup and Restare (Windoes 7]

i E o Cortrol PFanel » Systern and Security »  Backup and Restore (Windows 7)

Conkrol Panel Home

Back up or restore your files

W Create a system image Backup

% Create a system repair disc Windows Backup hes not been et up.

Restone
Windows could mot find a bacioup for this computer.

Ei:’e:: amcthesr beckup to restore files from
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m Windows now scans your system for a drive
capable of housing the system image files. You

may need to make some changes to any drives according to
what messages you get back from the scan. In this example,
the drive we're using needs to be formatted as NTFS before
Windows 10 can use it.

1* Creste & systern image

Where do you want to save the harl-cl.p?

A system imag:u a copy of the drives required for Windows to run. i can also include additicnal
drrves. & systern irmage can be used bo restore your compuber if your hard dnve ar computer eves
stops workang; howsver, you can't choose individual iterms to restore.

(®) On a hard disk
wm RECONERY (E:) 1270 GB free "

i 'k drve camnot be used to store a system image because it 15 nod formadted wath WTFS.

("} Om one o mone DYDs

(1 O a network lpcation

m Providing you've met the requirements, you’re
offered a choice of to where the system image

can be written. A drive is the quickest solution when it
comes to restoring the image, but you can opt for DVDs; it
depends on the size of the image as to how many DVDs you
need. You can even select a network location.

& Create a system image

Where do you want to save the backup?

& system image is a copy of the dives required for Windews te run. [t can slse include additional
drives. & systermn image can be used to restore your computer of your hard drive or computer ever
stops working: however, you can't cheose indnadual ibems to restore.

() On a hard disk
= Backug (Ex] 13.11 GE free b

(") On one or more DVDs



Using Windows ReadyBoost

If you don’t want to spend out on more RAM right now, there are ways you can attempt to optimise your existing

memory performance. One way is to use ReadyBoost.

m ReadyBoost is a way to boost memory
performance by creating an extra memory cache
on an external USB-connected drive, such as a flash drive. You
will need a USB drive with at least 500MB of free space and a

high data transfer rate. A USB 3.0 drive can peak at a data rate
of 6G0OMB/s.

m Insert the drive .: i
into a free USB S

port on your PC and then 1 LocadDhk €4
open the File Explorer, g
Right-click on the name of the “
drive in the left-hand sidebar
and select Properties from
the action menu. Be aware
that computers with a
solid-state drive (SSD)
installed, will not be able to R
take advantage of -
ReadyBoost, >
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CHANGE PAGING FILE SIZE

m Select the ReadyBoost tab, then select ‘Use this
device’ Windows 10 determines if the device can
use ReadyBoost. If it is not able to use the feature, it will let you
know. Windows will then determine how much free space to

assign to memory. Click Ok to reserve this space on the
connected drive.

ReadvBoost

‘ : :j-,.. ReadyBoost s conflguring your cache...

[ Dedicate this device tn Readyfinost

(@) Lise this device

Space to reserve for systemn speed (may be bess than actual
v sppacie due bo ke wysbam linils):

[ | 4004 ‘= MB

m If you look at the contents of the drive in
File Explorer, you will see a file called
ReadyBoost.sfcache. This file shows how much space is
reserved for ReadyBoost. If you don’t have a USB flash drive

handy, you can sometimes use a smartphone, connected via
USB, as a temporary ReadyBoost drive
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The paging file is an area on your hard disk that Windows uses like memory. Increasing the paging file size can

help improve your PC’s performance.

m In the search box on the taskbar, type ‘advanced
system’ and then select View advanced system

settings’ In System Properties, on the Advanced tab, select
Settings in the Performance area, and then select the
Advanced tab > Change in the Virtual memory area.

Syslemn Propeilies

Compidder Mame Hardware Advanced Sysiem Profection Remole

o FuE B legoed on 38 Bn Adminisiraion b make most of theds chardges

Pronlon mance

Wisual eflecls, processon schedubng. memory usage and witual memcny

m In Performance Options, Clear the ‘Automatically
manage paging file size for all drives’ check box.
Select Custom size, then enter an initial size (in MB) and
maximum size in the corresponding boxes. Select Set > OK

and then restart your PC by selecting the Start button
= Power > Restart.
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Check and Manage
RAM Usage

Adding RAM, or Random Access Memory, is a good way to give your PC an instant boost
but before you go to the expense and trouble of installing new RAM modules, it is worth
checking what is using your existing RAM and whether it can be optimised.

Checking Memory and Memory Usage

The first thing you need to do, when trying to optimise RAM usage and performance, is check how much you have and
how it is used.

To check up on your RAM, you need to open the
Task Manager. Press Ctrl + Alt + Delete on the

If it seerns like most of your available RAM is
regularly being used, and if less than 4GB is

keyboard and then select Task Manager from the list that installed, consider adding more RAM. You can find out what
appears. If Task Manager opens showing just a simple list of kind of RAM your PC model uses by looking at the memory
tasks, click the More details button to see a more advanced view. info in Task Manager. Then visit the PC manufacturer’s

website for more specific info.

Click the Performance tab at the top and then the
Memory tab on the left side. You can now see

In theory, Windows 10 (64-bit) can run on a PC
with just 2 GB of RAM but in reality you will want

how much you have in total and then check the graph to see at least 4 GB if you plan regular use. If you can afford to
how much RAM is being used. Try opening a few different double this to 8 GB, you will not only instantly improve
apps while Task Manager is open, to see RAM usage increase performance but also add some time to the long term
or change. lifespan of your computer.
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Resizing a Volume

Disk Partitions

If your disk is set up as one big volume and you want to create an extra partition for a second volume, you will need to
know how to resize the existing one.

Step 1

You will need to make sure that there is enough free
space on the drive before you can shrink a volume.
For example, if you have a 500GB volume which has 200GB of
data already stored on it, you will only be able to shrink it by a
maximum of 300GB, the amount of remaining space.
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m Right click on the volume you want to shrink in
either the top panel or the bottom one and click
‘Shrink volume’ from the Action menu. You will then need to
enter the amount you want to shrink the volume by in MB.
So if you wanted to shrink it by approximately 500GB, you
enter ‘500000ME’,
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When you have clicked the Shrink button,

you should see that the disk now contains the
shrunken volume and some new, unallocated space. If
desired, you could now extend the volume back into that
space, by right-clicking and selecting ‘Extend volume’ from
the Action menu.
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To create a new volume in that unallocated
space, right-click on it and select New Simple

Volume from the Action menu. In the New Simple Volume
Wizard window, click Next to get started. Specify the volume
size you want to create and then assign it a drive letter on the
next screen.
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- Mew Spanned Volume
w RAID-5 Volume
Propertios
Help

You will then need to decide whether to format

m the partition. You will need to format it before you

can begin using it but if you are planning on installing a second
operating system, in order to dual-boot, you will need to let
the new OS format the partition during its installation.
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Otherwise, go ahead and format the disk; pick a file
system to use and assign a volume label. Click Next
when you're ready and then click the Finish button; Windows
will now start to create the volume and, if you chose to, format
it. When finished, you will see your new volume listed.
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Manage Disk Partitions
In Windows 10

Disk partitioning is the creation of one or more separate regions on a PC hard disk (hard
drive) and all modern drives need at least one partition to begin storing files. A partition
could be the size of the whole drive or just a tiny part of it.

The Disk Management Tool

There are several free programs available for creating partitions but the Disk Management tool is just as good and built

right in to Windows 10.

m The first thing you need to do is find the Disk
Management tool. The easiest way to open the
tool is to use the hidden Start button menu. Right-click on
the Start menu button and select Disk Management from the

menu that appears. There are several system tools here, so it
is a useful trick to know.

m The Disk Management tool shows all of your

internal and removable drives (even USB flash
drives, etc.) along with details of the capacity and current
amount of space being used. Depending how your hard
drive was initially configured, you will see one or more
partitions in place.
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m You can use the seemingly simple Disk

Management tool to resize, create, delete and
format partitions and volumes, as well as change their drive
letters and all without downloading or paying for any other
software. You can also simply use it to check the health of
your disks.
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m The tool shows partitions and volumes, which are

similar but different. A partition is space that’s set
aside on a disk separate from the other space on that disk. A
volume is a partition that’s been formatted with a file system.
We will mainly be talking about volumes in this guide.
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Installing
New Fonts

Windows 10 now includes a new, easier way to install and manage system fonts. This is
part of Microsoft’s ongoing process of moving all the system options and features to the
main Settings interface. It even allows you to download from the Store.

Install and Manage Fonts

To install and manage your fonts through the Settings, you will need to have the April/Spring update installed and up
to date. In older versions of Windows 10, you will need to dig deeper.

a scrollable list of your current fonts, each with a visual
example of how they look. This is a much more user-friendly
way of viewing your fonts, letting you see exactly what each
will look like when used.

You can now find the fonts controls in Settings
= Personalisation = Fonts. Here you will see
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You can search for fonts using the search field at
the top or just look through the alphabetical list.

You can also filter the list by language. Each font is shown with
the number of font faces it includes. A font face is a different
version of the same font, i.e. regular, bold, italic, italic bold, etc.
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Click on any font in the list to view the available
font faces and to see the font as it will display

at different sizes, using the slider. You can type a word or
sentence into the box at the top to see how it will look in that
font. To uninstall a font, simply click the Uninstall button on
the font preview screen,
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To find new fonts, click the Store link at the
top of the main fonts page in the settings. The
Store will open with all available fonts displayed. To install
one, click on it in the Store and then click the Get button,
or the Buy button if the font is not a free one. Installation is
automatic, and now complete.
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Blocking PUPs with
Windows Defender

PUPs, Potentially Unwanted Programs, are bits of software that can sometimes be
stealthily installed when you install other free software, usually by making it a default

installation option with the choice to opt out.

Enable PUP blocking

PUPs can include toolbars, browser extensions, adware and other unwanted software. In almost all cases, this
software should be called DUPs (Definitely Unwanted Programs).

The PUP blocker is now enabled on your PC,
You will not see any new options displayed in
Windows Defender but you will see “Potentially unwanted
software” listed once something is blocked. If you want to
disable it in the future, just run the above command again,
replacing the 1 with a 0.

You can enable PUP protection with System Centre
Config Manager, PowerShell or Microsoft Intune,
For this guide, we'll be using the PowerShell, as this is available
within Windows 10 without installing any additional software;
as long as you follow the instructions carefully, it isn't as scary
as it sounds.
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To access the PowerShell interface, right-click

the Start button or press Windows+X and click
Windows PowerShell (Admin) to open a window. Type the
following command at the prompt (without the quotation
marks) “Set-MpPreference -PUPProtection 1" and press Enter.
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PUPs are blocked when a user attempts to
download or install a suspicious file or if the file
meets one of these conditions: the file is being scanned from
the browser, it is in a folder with “downloads” in the path; or it
is in a folder with “temp” in the path. The file is placed in the
quarantine section.
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m Public and free Wi-Fi hotspots are notorious
when it comes to mobile security. Anyone

with a little knowledge and some free tools via the Internet
can intercept public Wi-Fi networks and hijack your
connection, revealing all your data. AVPN encrypts the data
and protects you.

Most VPNs also add an extra layer of security

whereby they actively block any advertising

from websites. Internet ads are a necessary evil in some ways,
as they provide much-needed funds for your favourite freely
available websites. However, some contain malicious content
and need to be blocked.

If you're working abroad, or you're a remote
worker, a VPN connection to the company’s
servers ensures that all the sensitive business data remains
secure, It's difficult for a company to ensure 100 per cent
security with mobile and off-site workers, but a VPN provides a
secure tunnel straight to the company itself.

B4 10010161001100
- !Fn!- T

availability

of iI0S and Android VPN
clients means that your
call data and data stored
on your device is also
secure. Mobile VPN apps
use the same levels of
protection and security, so
your data can't be stolen
when you’re not even
aware of it.

Using HTTPS instead of HTTP utilises the
secure side of the Internet protocol. Sadly, it’s
not always implemented either in browsers or by users. Many
VPNs force all websites to use the secure connection that a
HTTPS site offers, thereby enhancing your browsing security.

In some countries, data retention laws are

Feature 10
quite archaic, meaning governments and

other bodies are able to access your data log for as long as
you've been able to access the Internet. A good VPN won't
detail any logs of your browsing and in most cases won't
even hand over any personal information relating to you to
other agencies.




How a VPN Can Improve
Windows Security

We’ve emphasised the enhanced privacy that a VPN offers when you’re connected to its
services, and the heightened levels of anonymity, but what security benefits does a VPN
bring to a Windows 10 computer with an antivirus program already installed?

Security Beyond Anonymity

It's a good question: how can a VPN improve Windows security? While the privacy side is well catered for, there are
some good security enhancements and features a VPN brings to the table.

20 CE S This doesn’t happen often, but an ISP can CEL SRR To expand the previous feature, VPN filter web

become compromised and details of user - pages that are dangerous or contain threats,
activities leaked or stolen. Using a VPN can hide your browsing Even with a good antivirus client installed, you can still access
activity from trackers and even your ISP, enabling you to a dangerous site. Using a VPN prevents the site from even
browse without the fear of having your details leaked or being loaded.

accessed by others,

CyberGhost has protected you
from malicious content!

Fecidll A Many VPN providers utilise a level of (LIRS The connection between you and the VPN
antimalware into their security layers. This B server is encrypted to the highest possible

enhances your security by filtering any downloads through the standards. This makes it near impossible for some external

VPN first. Should there be a virus present, then it can be element to gain access to the data you're transmitting. Online

removed or stopped at the VPN before it even reaches you. banking and shopping are extremely secure with a VPN.




Best Antivirus
Software

While the built-in Windows Defender is a great antivirus and security tool, it’s nowhere
near as capable as one of the many third-party security suites. The likes of Bitdefender,
McAfee and Symantec have years of security specialism behind their products.

Better Protection

A third-party security suite offers much more than virus scanning. With one of these, you’re covered against most, if

not all, digital threats. Here are four security suites worth considering if you’re serious about your digital protection.
Bitdefender Total Security 2020 is the latest

Bitdefender
security suite from one the world's leading

security specialists. This version offers unrivalled levels of
protection and performance for Windows, macQS and Android
platforms. There’s even an advanced ransomware protection
element to help protect your folders.
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=N McAfee Total Protection offers a 100 per cent
guarantee of virus removal, or you get your
money back. There are three main versions available: Antivirus
Plus, Total Protection and Livesafe; each has its own particular

twist but all offer excellent security features and benefits.
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Norton Security Premium is the top choice

for the home user from Symantec, With it
you can protect up to ten PCs, Macs, smartphones or tablets
and it will keep you safe when shopping online, general
surfing or conducting transactions.
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Out of the three possible solutions available

from Webroot, Webroot Internet Security
Complete is the one for home users to consider. With it you're
protected from virtually any threat, as well as getting 25GB of
secure online cloud storage.
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3 Use aVVPN

device from hackers. They are becoming increasingly popular
and therefore increasingly cheap and easy to use,

A VPN, or Virtual Private Network, is a
great way of protecting yourself and your

AVPN provides you with a secure, private and encrypted
network to log in to, from your device. Any data sent to and
from your device is then encrypted by the VPN at both ends
(known as end-to-end encryption). Anyone trying to access
your data would need the encryption key to decode it.

There are hundreds, if not thousands, of VPN services
available, for computers, smartphones and tablets. Some of
these are free and others charge a small monthly fee,
depending on the level of security offered. Even a basic, free
VPN is better to have than no VPN at all!

Once the VPN is set up, all you need to do is log in to it from
the device you want to protect before using the public Wi-Fi
connection as you normally would to browse the Internet,
send emails, etc.

Unpack the new
CyberGhost T!

CyberGhast VPN 7.0 - unboxed

P

the biggest,
frequently used websites, now use SSL connections
(particularly since Google suggested that websites
not using the HTTPS protocol would be flagged
as unsafe and potentially appear lower in the
search results).

As a general rule, even when not browsing through
public Wi-Fi, any websites you use regularly and
that require you to log in or enter your credentials,
should be set to “Always use HTTPS”, Most websites
that ask for details about you have an HTTPS
option somewhere in their account settings (if they
don’t already force HTTPS across the site).

This might not seem as important on a videogame
forum as it does on a banking website, but hackers
are aware that people use the same passwords
over and over again, so seemingly “safe” websites
can be a goldmine of information about you for
those clever enough to realise it.
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4 Install and Maintain Antivirus Software

Having a good Antivirus package installed is extremely
important, even if you only ever use your device in your own
home and even more important if you regularly use public
Wi-Fi hotspots.

Many modern antivirus packages offer browser protection,
helping you to identify malicious websites before you click a
single link on them. They also make it very hard for hackers to
install malicious software on your device remotely, by offering
improved firewalls and malware scanning.

Notably, it is not enough simply to have antivirus software
installed. You also need to make sure that it is regularly
updated with the latest malware definitions, so that it knows
about the latest threats and is able to counter them effectively.

Some of the biggest names in Antivirus software include:
Norton, McAfee, Symantec, Bitdefender and Kaspersky, all of
whom offer a range of packages for home and business. You
can also find very good, free software from the likes of AVG,

Panda Security and Avast.
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Five Ways to Make Public Wi-Fi Safer to Use

Following any one of these steps will increase your security when using public Wi-Fi. Using all of them will make your

PC many, many times safer and more secure.

1 Keep Your Device Updated Software updates, as well

as providing new
features, will often include security updates, so it is important to
make sure all of your device software is the most recent version.
This includes apps and programs, as well as OS updates.

Almost all modern devices, from your laptop to the smartphones
and tablets you use, make it very easy to keep things updated,
often alerting you to the availability of an update or processing
updates automatically.

If you have turned off automatic updating on your device (and
don’t want to tum it back on in the settings), make a point to
regularly check for them yourself and of course apply them, as
soon as possible, especially on devices that may be used to
connect to public Wi-Fi.

In Windows 10, you can find update information in Settings =
Update & Security = Windows Update. If updates are available to
download, they will be displayed here (along with any previous
failed updates, etc.).

2 Turn Off Sharing Your PCs, phones and tablets are
designed to interact easily with

other devices you own, using a system known as Sharing,
Sharing, as the name suggests, allows data or files to be shared
or accessed from devices on the same network. This is normally
perfectly fine when all of your devices are connected to your
home network, but not so fine when you are connected to a
public Wi-Fi hotspot.

When using your devices online in public, you should always
turn Sharing off. This can be done in System Preferences (on a
Mac), in Network and Sharing (on a Windows PC). In Windows,
you can also just select “Public” when asked about a new
network connection,

Many mobile devices also allow you to turn off Network
Discovery or Device Visibility, meaning it is hidden from other
devices connected to the same network. You can normally find
this option in the Connections or Wi-Fi settings.

In Windows 10, you can find further sharing options in Settings =
Systemn = Shared Experiences.
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Protect Devices
on Public Wi-Fi

There are few places where you can’t now find a wireless connection for your laptop. And
while this is great for those of us that want to stay connected day and night, accessing

Wi-Fi in a public place does bring with it some dangers not found on your home network.

What Makes Public Wi-Fi Unsafe?

The very same features that make publicly accessible Wi-Fi hotspots desirable for you and us, such as the lack of
authentication needed to connect, also makes them desirable for hackers.

Let us start by saying that not all public Wi-Fi is equally unsafe. A
coffee shop that has a new Wi-Fi password chalked up on the board
every day is probably safer to use than one where the password
has been the same for five years, but not by much. As a rule of
thumb, you should assume that any network connection you do
not control will have fewer defences against interception and
should be treated as unsafe.

Hackers are able to insert themselves (virtually) between your
device and the network connection point, so all of the information
sent to and from the network passes through the hacker, who then
passes it on. As this information passes, it can be collected without
you even knowing it has passed through a third party device.

Even if a hacker doesn’t want to farm your data directly, if you
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allow file-sharing across a network then public Wi-Fi connections
can be used to distribute malware. This malware could hide itself
on your device and cause all sorts of problems, from logging
keystrokes to sending spam emails to contacts as if they are

from you.

As the use of public Wi-Fi increases, you can expect the number of
different ways hackers can find to attack those using it to increase,
as well. That doesn’t mean you need to stop using Wi-Fi Hotspots,
you just need to ensure that you are not the easy target most
hackers are looking for.

If you want to stay connected, but also want to keep yourself
and your device safe, there are a few simple things you can do to
tighten up security without compromising your Internet access.



Data Usage

Pause or Disable OneDrive

If you use OneDrive to backup images etc., pausing it while you are tethering can help to reduce data use. If you never
use OneDrive, you can even completely disable it.

Stopping OneDrive just for the duration of your m Press the Windows key + R to open the Run box.
tethering is easy. Click the Hidden lcons arrow in Type gpedit.msc and click OK. In the
the taskbar, bottom right of the screen, and right-click on the Local Group Policy Editor, in the folder list under Local
OneDrive icon (the cloud). From the Action menu, either click Computer Policy, navigate the folders to Local Computer
on Pause Syncing” (you can choose a duration) or click Exit. Policy = Computer Configuration = Administrative

Templates = Windows Components > OneDrive.
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m OneDrive in Windows 10 can be disabled through Step 4 On the OneDrive screen, under Settings,
your computer’s Local Group Policy Editor. This click Prevent the usage of OneDrive for file storage.

doesn’t remove OneDrive from your PC but it stops it from In the Prevent the usage of OneDrive for file storage box,
syncing with the cloud or connecting with other apps, and select Enabled, then click OK. Be aware that disabling OneDrive
removes it from the navigation pane in File Explorer. like this will disable it for all users of the PC, not just you.
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C H EC K TAS K MANAG E R e when tethering. However, if

D on _ you need to view video over a

tethered connection, you can
tell Windows to reduce quality

The Task Manager is a great tool for checking to see which
apps or services are using a lot of data at any time. To open
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the Task Manager, press Ctri+Shift+Esc or search for it in the in Settings > Apps > Video
Start menu search field. Click at the top of the Network tab to Playback. Click *Allow video to
display high usage services at the top. play at low res’
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Limiting Data Usage
when Tethering

Tethering means connecting your phone to the mobile data network and then connecting a
second device via Wi-Fi to the phone to make use of that connection. Windows 10 can be
data-heavy; a problem if your phone has limited mobile data allowance.

Set Your Tethered Connection to Metered

Windows 10 can be quite data-heavy, as mentioned, especially if an update happens to become available when
tethered. Luckily, you can tell Windows to automatically limit data use.

m Cellular data connections are set as metered by
default. Wi-Fi and Ethernet network connections
can be set to metered but aren't by default. Some apps might
work differently on a metered connection to help reduce your

data usage. Some updates for Windows won't be installed
automatically either,
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m To set a Wi-Fi network connection as metered,

click Start = Settings = Network & Internet =
Wi-Fi = Manage known networks. Select the Wi-Fi network
= Properties = turn on Set as metered connection.
Unfortunately, many Windows apps completely ignore the
metered connection setting,
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MANAGE BROWSING DATA

You should now have reduced background data use, including
updates and cloud syncing, so data use will be in the apps
you use; for example, Google Chrome. You can install a handy
extension for Chrome which limits data. Go to www.chrome.
google.com/webstore/ and search for Data Saver.



Powerline adapters are an excellent resource for
connecting wired network devices, without

trailing lengths of cable around the home. However,
depending on the adapter, it is possible to use another
adapter to gain access to yours. In newer homes it's an easy
enough task to pick up another user’s network, so use the
Encryption button if the adapter has one.

Networking a home with Ethernet cables isn't a
difficult project and it offers faster connection
speeds than that of wireless. However, if you're living in shared
accommeodation or a block of flats, make sure that any unseen
cable lengths can’t be accessed by a neighbour. It's easy
enough to splice into an Ethernet cable and steal bandwidth.

Consider using a network mapping program, such

as Open-AudIT, to gain a better understanding of
what devices are attached to your network. Become familiar
with the addresses, manufacturer, model IDs and so on of
every connected object. That way, should anything new
appear, you'll know it's not something you allowed.
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Home Network

if you live in close proximity to others. Once a hacker has
gained access to your network, getting to any shared folders
you have will be a doddle. In extreme cases don’t share

Sharing resources and files from one computer to
another is perfectly fine but consider sharing less

anything, but generally tighten password control.

[ R

Remote administration on both the router and
computer certainly can help you out when you're
not at the keyboard. Perhaps you connect to your home
network from work? Whatever the reasons, it does leave a
potential gap in your home network security. Consider
closing it completely or double-checking the authentication
is top notch.

e Leeickance -|.|. nas

You can set limits for the use of Remote Assistance on this computer.
Remate control

[~] Allow this computer to be controlled remotely

Invitations
Set the maximum amount of time invitations can remain open
6 v Hours W

If you run a small office make sure that all your

m wall ports are located in areas where they are

secure. Behind desks and generally away from where the
public or any visitors may be able sneakily plug a laptop in.




Secure Your
Home Network

We’ve mentioned previously that an attack doesn’t always come from the other side of
the globe but can indeed be a little too close to home at times. Home network hacking is
possible with the simplest of tools; easily found on the Internet.

Network Protection

Without being too paranoid, it's remarkably easy to get into a neighbour’s home network. If you live in a block of flats or
you use powerline adapters, you may need to consider these ten steps for better network protection.

m The most common entry point to gain access to

your network is via the router. The router from
your ISP may well be offering the latest forms of encryption
but it doesn’t take a genius to trawl the less reputable sections
of the Internet to obtain a list of passwords. Therefore, change
the default username and password needed to access it.

{ } Please enter the sdmin password

|  shewchamactess |

i pouve foegotten your admin passvand or
can't login prexs the Help' buthon belors

m Most routers these days come with a form of

authentication called MAC (Media Access Code)
address filtering. Every networkable device, computers,
tablets, games consoles, come with a unique MAC address. The
filtering allows you to enter the MAC addresses of your devices,
so only they can be used on your router. Consult your router
documentation for more details.

Wirclkess MAL Filter

Wirsless LLAC Filler -

* Enable Disable

- '~ Prevent PCs isted from accessing the wireless

Farmi only "® Peymit only PCs lsled fo access the wirskess netwe
m 'MAC Address Fitter List - Google Chrome = O ]
I [ uilinksys.com/files/WRT54GL/4.30.0/WirelessMAC-List htm

| MAC Address Filter List

Enter MAC Address in this format | ooooooooe

| Wirsless Client MAC List |
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01 :| 1234567890 1:
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It can be a pain but try disabling DHCP on your
router and opting for static IP addresses. Every
device that connects to a DHCP router will receive an IP
address. By eliminating that you get to specify the address
range available, It's not fool proof but it's worth considering.

ETi" BT Smart Hub Manager
Ay dewic e Pl configuration Addreys table | faw | | Bark |
|_ Brel bo default ]

Hughs gt sy I michyy

() 1P address: 157.168,1.754

(1} Sabriet mak: 155.255.255.0

RHCP werver

@ s o)
(TH Autharitaive DHCP: IE
() Sarver addren range: Casdnm

Eﬁ Eiart addmore 1%4.168.1.4

According to Trustwave’s 2013 Global Security
Report, many home network hacks are
conducted when the household is away or asleep. This
leaves the hacker with ample opportunity to steal
bandwidth and view files you may have on a NAS drive. The
short, simple solution is to power off the router at night or if
you go out for the day.




Scanning for malware... /&
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SCANFOR VIRUSES/MALYARE

If your computer has been infected with a virus or malware, this could be where

the hacker got your details, so none of the steps above are any use if the underlying
source of the breach is still sitting on your device waiting to send all of your updated
information to the hacker. Run a complete virus scan, using reputable scanning software
from the likes of Norton, Kaspersky, Panda or McAfee.

If using Windows 10, then the Windows Defender tool offers an Offline Scan, which
can find even particularly well-hidden malware on your computer. This scan will take
at least 15 minutes to complete, but is the most in-depth scan offered by the free
anti-virus software,

CONTACT
FRIENDS,
FAMILY AND
COLLEAGUES

If you think that your email or social
media account has been hacked,
contact friends, family and colleagues
top let them know. There have been
many cases where a family member
or friend has received an email
supposedly from a stranded person,
asking for help (in the form of money)
so that they can get home, Making
people aware, means they will be less
likely to fall for this sort of scam.
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SR EXAMINE ALLYOUR ™
ACCOUNTS CAREFULLY

This includes banking, email, online shopping accounts,
especially if you use the same password for multiple logins.
Check your email inbox and sent mail box for things you haven’t
signed up to or sent. Think about how you recover a forgotten
password on almost any website: You request a password reset
et " | toyour email address. If someone has got hold of access to your
o i ilia emails, they could do the same.
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Look for any unusual activity at all, and if you spot some, contact
the website or company to let them know your account may
have been breached. Often, they can help you sort it out the
fastest way.

If your email account has been taken over, and the password
changed, you will need a way to prove that you are the rightful
owner. This is why it is important to have two separate email
addresses, as you can usually use a second email address as the
ﬂ alternate contact for the main address.
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Check both your bank account and credit
card statement for any unusual activity
(online and immediately if possible,

but if not contact your bank/credit card
company and ask for a statement). It is
also worth informing both your bank and
credit card company what has happened,
so that they can be aware and alert for

any unusual activity in the near future. ﬁ E E ;j xr i E ‘{g U ﬁ

Having to get new cards issued may N 4 B

be a hassle, but it is less hassle than A C [ :j u m T i

trying to sort out the mess left when a ! /

hacker starts buying things using your

card details. Major companies such as Google, Facebook, Twitter and
Microsoft are well aware of the possibility of accounts being
hacked, and most offer processes to get the account back to
normal. Indeed, the company may well be the first to realise
an account has been hijacked and shut it down for you. Head

over to the homepage of the website in question and check the
knowledge base/help desk for advice on what to do next.

Just remember that if you get an email from Facebook, Twitter,

etc., telling you that your account has been breached, make sure

that it is legitimate and not someone phishing for your login

infurmatiﬂn You can read more about spotting scam emails at
https://bdmpublications.com.
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HOY WiLL
YOU KNOY'?

You may hear about a big data breach in
the news, or from friends and colleagues,
and if the company hacked is one you
have accounts with, it is worth following
all of the steps below just in case. Often,
the first you will know about being
hacked is a call from your credit card

_ company or bank about unusual activity,

3 or from friends/relatives suddenly
receiving strange requests for money
from you.

Many of the large email providers,

such as Gmail, will alert you if there

is a new login to your account from

an unrecognised location or device.

Or you may simply find that you have
been logged out of an account and your
password is no longer working.

The most important thing is not how you
discover how you have been hacked,
although we urge you to keep a close eye
on all your online activity, but how you

R WHATT0 DO NEXT

You can check if your email address

has potentially been involved in a data Even if you think only one account has been targeted, you should still move to
breach by entering it in to the Have | protect ALL of your important accounts. This is especially true if you main email
Been Pwned website, account has been breached, or if you use the same email and password for all of
https://haveibeenpwned.com/ your online accounts.

CHANGE YOUR PASSYORDS
. . ™, The very first thing you need to do is

for your email account, banking accounts,
credit card accounts, PayPal, etc.

Many online accounts now offer 2-step
verification, which adds an extra layer of
security by sending you a passcode each
time you try to log in. If this is available, set
it up as soon as possible.

‘ change all of your passwords, especially

— If your email account password has been
|'l changed by the hacker, you will need to
contact the provider and prove you are
- the rightful owner of that account. For
h Gmail, there are instructions for recovering

a hacked account on the Google support
pages (https://support.google.com). The
other main email providers should offer
similar advice,
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WHAT
10 00 [F
YOU'RE

There are literally hundreds of
millions of email addresses and
account details stolen by
hackers each year, sometimes in
a single massive breach, such as
the Equifax attack from a few
years ago, but sometimes
directly from your own
computer. Being the victim of a
hack sounds scary to most
people, but while you should
take it seriously, there is often no
need to panic. If you think you
have been hacked, just follow 1 ') B
the instructions here to get your
online life back on track.

T S
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Windows Defender includes three
firewalls, for: Domain network, Private
netwaork and Public network. You can
turn each of these firewalls on or off at
will, although you will normally only
be connected to one type of network
at a time (if you are at home, usually a

(‘ I 3 Private network),

Firewall & network
protection

Prrvate firewall is off. Your device
may be vulnerable.

This section contains the settings for

_ Windows Defender SmartScreen. This
helps to protect your Windows 10 device
from potentially cangerous apps, files,
websites and downloads. It also includes a
link to download Application Guard and
lets you control Exploit protection.

Despite the title, this isn't really a hub
for device security. You can learn more
about Core isolation (virtualisation-
based security) and enable the
mermory-integrity feature, helping to
prevent malicious attacks to core,
high-security processes. Note: The
exact options here can vary depending
on device.

The Family options feature in Windows
Security provides you with easy access
to tools for managing your children’s
digital life. Use Family options to help
keep your children’s devices clean and
up to date with the latest version of
Windows 10 as well as protecting your
kids when they're online.




Using the Windows
Defender Tools

Microsoft Edge lets you move quickly from browsing to actions. Write or type notes
directly on web pages and share them with others, read online articles free of distraction
and save your favourite reads for convenient access later.

Windows Securily

= Security at a glance

sen what's happening with the security and health of your device

m Home and take any actiong nogded

O  Virus & threat protection

2 Account protection

U Firewall & network protection & Q %

B App & browser control Virus & threat protection Account protection
. Mo action needed Mo achion needed
Virus & Threat Protection B Device security
This is where to check and scan for @ Device performance & health
viruses and ather ’Fh reats to your 4. Family opticns
Windows 10 security. Here you will find
tools for preventing viruses and other
malware from ever taking hold of your
computer, as well as the tools needed % ;&
to check for anything which already got
through your defences. Device performance & Family options
health Manage how your family uses
Mo action needed their devices
L @
Account Protection
This is where you manage account and

sign-in security for Windows 10, This
includes the Microsoft account you are
signed in to (or the option to signin ta
ane), Windows Hello and Dynamic lock.
Clicking on any of the options here will
simply take you to the relevant area of
the main settings.

Device Performance
& Health

Displays issues with the health and
performance of your computer,
including the status of the Storage

£31  Settings

capacity, Apps and software and the
Windows Time service. This is also
where you come if you want to begin
the process of performing a Fresh Start
ON your computer.
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Maintain an
Protect Windows 10

Take your knowledge of Contents
Windows 10 to the next level,
with guides to maintaining 112 Using the Windows Defender Tools
) . 114 What To Do if You're Hacked
Frwacy, SEGUIY and even your 118 Secure Your Home Network
internal memory and hardware. 120 Limiting Data Usage when Tethering
Learn how to SPEE‘CI up your PC 122 Protect Devices on Public Wi-Fi
and how to make it run more 125 Best Antivirus Software
smoothly, or diagnose common 126 How a VPN Can Improve Windows Security

128 Blocking PUPs with Windows Defender
129 Installing New Fonts

130 Manage Disk Partitions in Windows 10
132 Check and Manage RAM Usage

134 Create a Windows 10 System Image
136 Easily Sync Files to an External Drive
138 How to Create a Recovery Drive

140 Fix Wireless Network Connection Problems
142 Encrypting Your Windows 10 Laptop
144 What is Encryption?

146 Windows 10 Power Options

148 Manage Your Privacy in Windows 10
150 Windows 10 Maintenance Tools

Windows problems.

152 How to Remove Malware from Windows 10
154 Six Steps to a Faster PC

156 How to Reset or Fresh Start

158 Laptop Care and Maintenance Tips

160 Diagnosing Windows Problems
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External
Storage for a
Smartphone
or Tablet

Many, if not all, modermn smartphones and
tablets support USB OTG (On-The-Go),
meaning you can use an old USB flash drive as external storage
for your mobile files and photos.

You will need a mobile device that supports USB OTG (the
alternative is to root your non-OTG device so you can install an
app which allows you to mount external drives; probably more
trouble than it's worth). You will also need a short USB OTG
cable unless your flash drive has a micro USB/USB C plug on it.

Use it as a Portable
Password Manager

As our world gets more and more digital, password manager
software has become more and more popular as we rack up
double-digit (or even triple-digit) password collections.

Many of the most popular password managers, including
LastPass, allow you to download a portable version of the
software, along with a web browser, so it can be used from a
USB stick.

LastPass--

Take it everpwhere

a1 rilin By des el on éll pout dewoe
axtFana qoes e rpsdeere poucin
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Create a Windows 10
Recovery Drive

The easiest way to be able to get your computer up and
running after a significant hardware failure is to create and
regularly update a recovery drive. Windows 10 includes all of
the tools you need to create a recovery drive, which does not
protect personal files and applications but will allow you to
quickly reinstall Windows 10 in the state it was when the drive
was created.

You will need a USB drive that doesn’t contain any other data
(as everything will be erased during the creation process), and
one that has a capacity of at least 16GB.

To create a recovery drive, search in Windows 10 for “Create a
recovery drive” and select the matching result that appears.
Make sure that “Back up system files to the recovery drive” is
selected, then connect the drive to your PC and click create.

Automatically Sync Files
to USB

There are lots of cloud storage solutions which allow automatic
syncing, but it is also possible to automatically sync files locally,
giving you a portable backup that will be accessible even when
cloud storage isn't.

Tools like Microsoft's SyncToy and others allow you to create a
folder that is automatically synced with an external drive,
including a USB flash drive. Every time you plug in the
connected USB drive, files from that folder will be synced/
copied onto the drive, and anything new on the drive will be
copied into the local folder.




Store Your Most
Sensitive Data

If you have sensitive data that you need to keep safe, in an
offline location, you can encrypt and use an old USE flash drive.

Again, the size of the old drive needed will depend on how
much data you need to store. If it is just documents and a
few images, then even an 8GB drive should give you plenty
of space.

To encrypt your drive, you will need some software such as
TrueCrypt,
SecurStick or
VeraCrypt.
Download your
chosen
encryption
software and carefully
follow the instructions to create the
encrypted drive. In all cases you will need to

create an access password for the drive, so make sure you
don’t forget it (write it down and store it separately to the USB
drive) as it is the only way to recover the data on that drive!
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Boost PC Performance
with ReadyBoost

Back in the days of Windows Vista, Microsoft introduced a
tool called ReadyBoost. It was designed to increase
performance by acting as a memory cache management
system and mainly used to speed up data retrieval in systems
incorporating a mechanical hard drive (solid-state memory is
usually faster) working alongside SuperFetch, which is part of
the operating system.

There is some debate about whether ReadyBoost will make
any difference to the performance of a modern,
high-performance PC, particularly if it has a SSD installed
(unlikely that it will). However, if you have a slightly older
computer, which has a mechanical hard drive, it might still
provide a helping hand.

To give ReadyBoost a try, insert a USE flash drive and access
the drive properties (right-click on the Drive icon and select
properties). You should see a ReadyBoost tab. Click this and
then click Apply.

The drive will need to be at least 256MB in size, have an access
time of 1ms or less and a throughput of 2.5MB/sec.

Create a Portable
Music Library

If you travel a lot, or just want to take some music on your
annual vacation, you can throw together a collection of your
favourite songs/albums on even a fairly small USB drive to take
with you.

Many hotel reoms will have a small stereo system into
which it can be plugged, or, failing that, you can usually find
a spare USB port on the TV in the room and play your music
through that.

It can also be useful if you have a car stereo with a USB port, as
it means you don’t need to have your phone connected to the
ICE system for music, and you can just leave it in place when
you leave the car.
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10 Ways to Reuse
an Old USB Stick

Itis possible to buy USB flash drives with a 1TB or 2TB capacity quite cheaply these days,
making those 4GB or 8GB drives you have probably forgotten about in a drawer somewhere
pretty obsolete. However, don’t throw them out just yet, there are lots of uses for old flash

drives aside from just storage.

Use a Flash Drive to
Unlock Your PC

If you care about your digital security, you probably have a
PIN or password lock on your laptop or desktop PC, but there
is another way to lock and unlock your computer: Using a
USB flash drive.

Software such as Predator allows you to create a key on your
old USB drive which, when plugged into your computer, will
automatically unlock it. When the “Key” is removed, the
computer will lock again.

There are several different USB lock software options
available, and almost all of the best ones cost money
(although usually not very much. Predator is just 510 for the
home version). If you want to try out a freeware USB locker,
you can search for “USB System Lock” and “WinLockr USB
Lock Key”,

With most, if not all, of these USB locks, you can continue to
use the flash drive as a storage drive at the
same time. And most only require a —
small amount of space, so
even tiny capacity drives
will work.

Create an Emergency
Antivirus Tool

Most antivirus software will
allow users to create a
USB (or CD/DVD)
recovery tool. This can
be a lifesaver if you have
a virus-infected
computer that you cannot access.

Open your antivirus software and check for the recovery or
scanning tool option. The exact process (and size of drive
needed) will vary between different antivirus software, but it
is usually a relatively simple step-by-step process to follow.

Once created, label the drive, so you know what it is and not to
formatit, and keep it safe. In the event of a virus preventing
access to your computer, insert the USB drive and boot the
computer (it should automatically boot from the USE, but you
may need to change the boot sequence in the BIOS).

If you have an unused USB drive with a decent
capacity (we suggest at least 32GB to be of any real
use), you can use it as a network drive. Many
modern routers have a USB port, to which a storage
drive can be attached, including a USB flash drive.

Use it as a Mini Network Drive

firmware dashboard, as this is where you set up the
drive as a network drive. You can find many guides
to setting up a network drive on the Intemet.

Once complete, anyone using the network can
utilise the drive as storage, or you can use it for
You will need to know how to log in to your router’s  things like media streaming.
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Using Remote Lock

As is usual with this type of mobile phone feature, before you can use the Remote Lock feature, you will need to make
sure a few things are set up within your Microsoft account.

Step 1

For the Remote Lock feature of Find my device to
work, your laptop needs to be connected to the
Internet, the feature must already have been enabled and set
up, and you must be using a Microsoft account (not a local
account) with administrator privileges enabled.
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Sign in to your Microsoft account (account.

m microsoft.com) in the web browser on your

computer. Click on the Devices tab at the top, or select All
Devices from the panel on the account homepage. Any devices
that use this Microsoft account are displayed on the screen.
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m You see a warning on each device panel, telling
you that “Find my device is turned off”. Click the
Manage button for the device on which you want to set up the
feature. The next screen should show a large map, along with
options to enable location, and a large blue “Lock” button.
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Click on the Lock button and a new window
opens explaining what will happen to the device
once it is locked. This includes logging out active users and
disabling local users, enabling location tracking and locking
the device. An email is sent to the account address once the
lock is complete.

Lok your device
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m Click Mext, and you have the option to create a
custom message to appear on the lock screen of
the device. This could be a message asking anyone who finds
the locked device to contact you (with contact details included,
obviously), or anything else you can fit into 160 characters.

Create a lock screen message
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Finally, click the Lock button to complete the
process. Remember, if you manage to retrieve

the device, you will need to have administrator privileges to
get back into it. If you think the device is lost forever, or even
if you get it back, it is a good idea to change your Microsoft
account password.
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Security basics
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Find My Device
and Remote Lock

Remotely tracking, locking, or disabling mobile devices has been the norm for several years
now, helping to increase security when a device is lost or stolen. Microsoft has decided to
make these features available to Windows 10 users with its own “Find my device” option.

Enable Find My Device

Find my device uses your laptop’s location settings to show its last known physical location on a map, which you
access from the main screen of your Microsoft account.

m Go to the Microsoft account login page (account. m If able to, your device turns on Location access,
microsoft.com) in the browser on your computer, and after a few seconds, the map image updates

Sign in using your Microsoft account details (if trying to to display the last registered location of the device. You can
enable Find my device for a different device, make sure you scroll and zoom the map using the controls, or your mouse/
sign in with the correct details) and then click the Devices tab trackpad. You can also change the view style,

at the top.
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=i You should see your device listed on the Devices m If the device is offline, you won’t be able to
screen. On the panel, click “Manage” for the device activate Find my device, and you will see a

you want to locate and then click “Enable location”. This is warning telling you so. You should still be able to see the
found above the map image, below the battery power previous last known location by clicking the link that appears
indicator. You need to wait for the setting to be enabled. above the warning message. This will be updated when the

device is next online.
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anywhere on the desktop and choose Display settings from
the Action menu. Scrolling to the bottom of the display
settings gives you another way to choose the display mode.

The Extend option is the one which needs the
most setting up. On the main display, right-click

e Display
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Dual Monitors

Taskbar, and scroll down to Multiple displays. You can then
choose to turn off the taskbar on the second display. You can
also spread a single wallpaper across both screen by selecting
Span in Background settings.

If you don’t want to see the taskbar on both
displays, go to Settings > Personalisation =
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At the top of the display settings are the two
displays side-by-side. 1 is your main display and
2 is the secondary display. Which side of the screen the two
monitors “join” at (which side allows you to move on to the
second monitor) is controlled by dragging the display boxes
here to the left or right.

e Display
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You can view settings for each display

independently, by clicking on one you want to
see, and then scrolling down. You can change the scaling,
orientation and resolution of each display to best suit the
specification of the monitor, if it is the case that the two
maonitors have different maximum resolutions.
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Spreading out across the two monitors in Extend
maode is as easy as clicking and dragging a window,
be that a browser window, app or anything else, to the “joined”
side of the main screen. Just keep the mouse pointer moving
and it will continue on to the second screen seamlessly.

m Depending on the graphics card software you

have installed (Radeon for example), you will
usually have further display options for the second monitor
in the graphics adapter settings. This might include Virtual
Super Resolution and GPU scaling, helping you match up
resolution settings.




Setting Up
Dual Monitors

With a second monitor and the required connectors on your PC, setting up Windows 10
to display over two screens is easy. Having a second monitor can really help to increase
productivity, and allow you to stay more organised when you’re at your computer.

Setting Up a Dual Display
Matching up the resolution and size of your two chosen monitors will give the best results but even mismatched
monitors can work really well in dual format.

m You will obviously need to ensure that your PC m
has the requisite connections for two monitors

You will now need to configure the dual monitor
setup to your liking. Windows 10 allows you to

(two HDMI, VGA or DVI ports, or a combination of these). easily choose how the dual monitors display. Press Windows
Check the back of your PC tower or the side of your laptop to Key + P to see the Project side panel. Here you can choose
find out. With your PC turned off, connect both monitors to from PC Screen Only, Duplicate, Extend or Second screen
the available ports. Only options.

m Boot up the computer and log in. Windows m PC screen Only and Second Screen only are
should automatically detect that two displays fairly self-explanatory, displaying an image
are connected and you should see both of them displaying on one or the other screens. Duplicate is also fairly easy
a desktop. Your main display will have all of your icons on it, to understand, showing exactly the same display on both
whilst the new second display will be blank apart from the screens. Extend turns the two monitors to one long screen
taskbar along the bottom. that you can spread out across.
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Install a Wireless Printer

A wireless printer is one that is connected via Wi-Fi, Bluetooth or by means other than a USB data cable. This can also
include a printer connected to another PC on the network.

Step1

Open the settings and head in to Devices and m If you use wireless access points, extenders or
then Printer & Scanners. Look for your printer in multiple wireless routers with separate SSIDs, you'll

the list of available devices and if it is there, click on it and need to ensure that you're connected to the same network as
then click ‘Add printer’. If your printer is switched on and the printer for your PC to find and install it. If the printer does
connected to the network, Windows 10 should find it easily. not appear in the list you may need to add it manually.

Prinfers & scanners
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<= "8 Available printers can include all such devices on m Click on “The printer | want isn’t listed’ when it
a network, such as Bluetooth and wireless appears. This opens a tool that will show you,

printers or those that are plugged into another computer and step-by-step, how to find and install software for an older printer,
shared on the network. You might need permission to install or one which is not supported by Windows 10 drivers. If this fails,
some printers, depending on the type of network you are try looking for the software on the manufacturer's website,
connected to.
& Canon MGIS00 series Printer W5
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COMMON PRINTER PROBLEMS

Printers are getting easier and easier to install, thanks to plug and play software, but if you are having problems
do these two things first.

ol el GRS Most printers require driver Run the Troubleshooter Head in to settings =
software to work properly. If Update & Security =

you recently upgraded from one version of Windows to Troubleshoot and run the Printer Troubleshooter. You can
another, it's possible that the current printer driver is for the also type ‘Printing problem’ into the search box, select the
previous version of Windows and may not work (or work well) search result labelled ‘Help from Microsoft’ and then select
with Windows 10. Check Windows Update for new drivers. the troubleshooter to download it.
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Installing a Printer
iIn Windows 10

When you connect a printer to your PC or add a new one to your home network, you can
usually start printing straight away. Windows 10 supports most printers, so you probably
won’t have to install special software. Here’s how to install printers in Windows 10.

Install a Local Printer

A local printer simply means one that is physically connected to your laptop or desktop computer via a USB data cable,

rather than being connected wirelessly.

m In most cases, all you have to do to set up a
printer is to connect it to your PC and let the plug
and play software do its work. Plug the USB cable from your

printer into an available USB port on your PC and turn the
printer on. If nothing happens, try restarting your PC with the

printer connected.

m If the printer does not set up automatically, you
will need to do it yourself. Click the Start menu
button and head into Settings. Here you need to look for

Devices and then Printers & Scanners. You should see a list of
available devices, hopefully with your printer's name shown.
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If so, click on it and then click Add Printer. The
printer should then be installed and ready to use.

If you don't see your device in the list, click ‘Add printer or
scanner and see if the scan finds it. If it still does not appear,
click the link that appears: ‘The printer | want isn't listed”.

Prirters & scanners

il puwilerh & iy

L-IWI

Lol s 0 D P L

% it b B e 5 e | il

P W ol Pramigep I soaney

& &lnrﬂ.l"ﬂ"r-riﬂﬂ
B &
i e W
& B Pt
E il e Sy o PR
a kil sl P o pwerd ke
ﬁ ik Brfar-i b

:g]'ﬂ":"wlr

m This opens a step-by-step tool that will show you
how to find and install software for an older
printer, or one which is not supported by drivers pre-installed

with Windows 10. If that still fails, try going to the printer
manufacturer’'s website and download an installer or drivers.
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m The captured image will now appear in the Step 7 In the top middle of the Snip & Sketch window, is
previously blank Snip & Sketch window. If the a set of editing tools that you can use to alter the

image is all you need, you can simply click the Save button in captured image. These give you the ability to write or draw on
the top right and choose where you want to store the image. the screenshot, adding annotations or highlighting areas. You
You can also make a copy of the image here, as well as share can also crop the image down to size.

the image via email.
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m To capture a freeform screenshot, open the Step 8 Click on any of the pen or pencil tools to select
snipping mode again and click the second of them and then click again to open an additional

the tools at the top. You can now use the mouse to draw tools menu. This menu will let you change the colour of the
around the area you want to capture, cutting out any shape pen or pencil, as well as change the thickness of the line that

you want. When complete, the freeform screenshot will is drawn, using the slider at the bottom of the menu panel.

open in the window as before,
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Open the Snipping Mode with PrtScn

Although there is no dedicated keyboard shortcut using the Windows key, you can set the PrtScn button to open the
snipping tool when pressed.

m Until Microsoft decides to give it a dedicated m Scroll down to the ‘Print Screen shortcut’ heading
keyboard shortcut, you will need to take and use the slider to turn the shortcut on. You

advantage of the Ease of Access options to create a quicker may need to restart your computer before the shortcut will
way to open the snipping tool. Head into Settings > Ease of work. You can now press the PrtScn button (usually in the top
Access = Interaction section and look for the Keyboard options. right of your keyboard) at any time to open snipping mode.
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Screenshots with
Snip & Sketch

The new Snip & Sketch tool, which will eventually completely replace the old Windows
snipping tool, includes a few extra features that help you to easily capture and annotate
screenshots on your computer, and then save them or share them with others.

Taking Screenshots with Snip & Sketch

There are many reasons why you might need to capture an image of your screen, but whatever the reason, the new
snipping tool allows you to do exactly that, and much more.

There are a couple of different ways to open the
Snip & Sketch tool but there’s no dedicated

Click the New button to begin snipping. The screen
will darken and you will see a small toolbar appear

keyboard shortcut at this time. You can open the app by at the top. From left to right, the tools here are Rectangular clip,
clicking on it in the Start menu apps list, by searching for it in Freeform clip and Fullscreen clip. Let’s start with the most
the search box or by clicking the Screen snip button in the useful of the three, the Rectangular clip tool.

Quick Actions panel.

Temé e~ &5

P

If you open the tool using either of the first two Move the + cursor to the corner of the area you
“  methods, it will open as a blank window with a want to capture and click and hold the left Mouse
variety of buttons along the top for editing or writing on or Trackpad button. Drag the cursor down and you will see

captured images. The New button takes you to snipping mode. the capture area highlighted. When you have the correct area
If you open the tool using Quick actions, it goes straight to the of the screen highlighted, release the Mouse button to snip.

snipping mode.
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The things you have copied can be made ready to
paste by selecting them in the Cloud Clipboard.

You can then use Ctrl + V to paste or right-click and select
Paste from the menu. When you select something in the
Cloud Clipboard, it remains there to be pasted again.
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and clicking on ‘Clear clipboard data’ or by opening the
clipboard window and clicking the ‘Clear all’ button. Once the
clipboard is cleared, you cannot recover the copied data.

You can clear the items from the clipboard easily,
either by opening settings > System > Clipboard
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If there is copied data in the Cloud Clipboard that
you think you will always need to keep, you can

pinit. Pinned items in the clipboard do not get cleared when
using the methods described in the previous step. To pin
something, move your mouse over the item and then click
the pin icon that appears.

Clzar all
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Wance Joy

Clipboard

Pinned items even remain in the Cloud Clipboard
when you restart your computer. The only way to

remove them now is to unpin them from the clipboard. To do
this, highlight the item again and click the pinned icon.
Copying something that is already saved in the clipboard
doesn’t overwrite it.

Syncing clipboard data between devices works
using the same Microsoft Graph technology that

powers the Timeline, introduced in Windows 10°s April 2018
Update. You need to be signed into both devices with the same
Microsoft account for this feature to work.

Your info

RUSSELL WARE
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If you select ‘Mever automatically sync text that |
copy’, you'll have to manually choose what you

want to copy. To do so, open your Clipboard history with
Windows+V, hover over an item in your Clipboard history and
click the cloud-shaped Sync to Other Devices icon.

Sync across devices

Paste text on your other devices. When this is on, Microsoft
receives your clipboard data to sync it across your devices.

@ on

Get an app (o syno clipboard items to WOUT |_:||I-:_:I|-e3-

Automatic syncing

@ Automatically sync text that | copy

Text copied to the chpboard is synced to your other devices

1’::} Mever automatically sync text that | copy
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Using the
Cloud Clipboard

Copying and pasting is something we all do. However, what do you do if you need to copy
the same few things again and again and how do you copy content across your devices? The
new Cloud Clipboard solves both of those problems in a single, simple interface.

A New Way to Copy + Paste

The Cloud Clipboard gives you a new way to cut and paste. Simply press the Windows key +V at any time and you’ll
see the Cloud Clipboard panel appear in the bottom corner of the screen.

m Before you can use all the features of the Cloud
Clipboard in Windows 10, you will need to enable
them in the settings. Go to Settings > System and look for the

Clipboard section. You can turmn on the clipboard history using
the slider toggle. To sync across devices, click ‘Get started.

Chipboard
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m Follow the instructions to confirm your Microsoft
account (if this is requested) and then choose
whether you want to enable automatic syncing across devices

or not. If you want to be able to sync the clipboard to your phone,
you will also need to download and install an app on that device.

Erter the code you recefedd
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m With the Cloud Clipboard settings configured to
how you want, you can start using the feature. Just

like the old clipboard, things are added to it when you copy
something. This can either be by pressing Ctrl + C with some
text highlighted or right-clicking on an image or file and
selecting Copy.

Step 4
stored in the clipboard, rather than being

The difference now is each thing you copy is

overwritten by the next thing you copy. To see the things
stored in the Cloud Clipboard, press Windows Key + V. In the
new Cloud Clipboard window, you will see a list of the things
you have copied.
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Performance Display

The performance overlay shows
you a real-time snapshot of
how much strain is being put on the processor (CPU), graphic
card/chip (GPU) and the internal memory (RAM). It allows you
to monitor how much power a game is using, but also works
for any action you are performing (watching videos, etc.).

U ELEECRR IR ENERE  You can rearrange the position of all
of the overlay panels by clicking on
their top bars and dragging them into the desired position.
Several of the panels can be pinned, meaning that they will
remain visible on screen even after the Game Bar is hidden.

Just click the Pin icon in the top bar.

ST The Game Bar now features Spotify

' integration. You can sign into your
Spotify account and use the Spotify widget to play music and
control playback. This is more convenient than Alt+Tabbing
out of full-screen games to manage the background music.

B Spothy

Find The Perfect Playlist
For Epic Gaming
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There are also two (currently in Beta testing)

panels for chatting to others using the Xbox

network, and finding groups of like-minded gamers. To use

these two additional panels, you will need to be signed in with

the Microsoft account associated with Xbox Live.
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LR R g e You can access the settings for the
Game Bar via the Main settings
app in Windows 10, or you can click the Gear icon in the top
middle panel of the Game Bar itself. This top middle panel
also gives you access to the folder containing any previous

captures you have taken of the screen.
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o LEENEET SR A You can close the Game Bar overlay

screen by clicking anywhere else on
the screen, or by pressing Windows Key + G again. If you want
to disable the Game Bar completely, open the Main settings, go
to the Gaming section, and use the slider to disable the tool.
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f‘"“ The New Windows 10
. Game Bar

Windows 10 hasn’t seen many new features recently but one area that did have a major
upgrade was the Game Bar tool. Even if you have never played a single game on your
Windows PC, the Game Bar can still be useful.

Using the Game Bar

No longer solely about gaming tools, the Game Bar now includes quick panels for volume control, resource usage and
even playing music.

o GRGERCET IR T You open the Game Bar in the GIGELE R e HTERE  These are the controls that were

: same way as previously, by : previously in the Game Bar,
pressing Windows Key + G, or by opening the Start menu allowing you to take screen captures, record on-screen action,
and scrolling down to the bottom where you will see “Xbox control an in-game microphone, and broadcast your game to
Game Bar”. The new Game Bar will open, dimming the screen Mixer, Microsoft's gaming broadcast service (similar to Twitch).
slightly and displaying a number of overlays. You can also view previous captures.

L™ VA |

Welcome to Xbox Game Bar

,j’?:ff’“?‘gﬁﬁiﬁi": By default, four or five overlays ““';“:if:“ﬁ:fg;ﬂ As in many Windows 10 apps, there's a
and controls will be active. You can . search box in the top right. The search
choose to show several more by clicking the Menu button, on will pick up results from across the Store, whatever you
the thin panel with the time displayed in the middle of the search for. Here we've found a film we'd like to see. This page
screen at the top, adding the Overlay buttons to this panel, is roughly the same whether you’re looking at a game, movie
and then clicking on each to open the overlay. or app.
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You don’t have to stick to the default yellow colour
note that you start with. Right click on any of your

Once you have created one note, adding
another is easy. Click the + button in the top left

and another yellow blank note will appear. Repeat until you notes and then click the menu icon at the top and you can
have enough notes. You can also right click on the icon in change the colour to a variety of presets. This is particularly
the taskbar and then New Note or use the keyboard shortcut handy if you want to make certain notes stand out.

Ctrl + N.
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You need to keep the app open for your notes
to remain on the screen but as long as it s, you

You can move the notes around the desktop
howewver you wish, even overlapping them if

required. Your sticky notes will stay in the position you put can shut down and reboot and the notes will remain on
them in, even when you shut down and restart your the desktop. To close notes, you simply need to click on
computer, as long as you don't close the software manually. the trash icon in the top right corner. Close the last note

and the software closes too.
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WINDOWS 10 ANNIVERSARY STICKY NOTES

Windows Ink, available for the first time in the Anniversary » Quickly and easily take a note, sketch on a screenshot or draw
update, brings the writing you do every day into your digijtal an idea.

world. Now, using a Windows 10 device, graphic designers can « Smart Sticky Notes help you remember common tasks like

be more creative, musicians can write digital music, lawyers can reminding you of flight times or offering directions using Maps.
edit documents with the power of the pen and students can « Key apps have new Ink-specific features, like using

make mathematical equations and learn by writing. All of this is handwriting in Office, Ink annotations in Microsoft Edge or
available to any Windows 10 user, but even more useful for drawing custom routes in Maps.

those with a touchscreen PC.




Using the
Sticky Notes Tool

There are lots of Windows 10 apps for making reminder lists but sometimes you just need
a simple note to jog your memory. There is a simple and often overlooked bit of software

in Windows, that allows you to add sticky notes to your screen quickly and easily.

Adding Sticky Notes

The Sticky Notes software comes preinstalled with every version of Windows since Vista, although it has been
improved slightly with each new release.

m You can find the Sticky Notes software in the All m You can now type out your note. This can be a
Apps menu of Windows 10 or you can search for simple “Remember to call lan”, a shopping list
“Sticky Notes” using the search field in the taskbar. If you (with the formatting added yourself) or any other simple
can’t find it under 5 in the main All Apps menu, it might be note you might need. The note is not confined to the size of
within the Windows Accessories folder instead. Click to open the original sticky note, with a scroll handle appearing if you
the first note. reach the bottom.

+

Remember to call:

= Lauren

- Mark

- Russ

- lan (077661117}

Remember to amail:
- Danni

- Lucy

- Rob

m A blank Sticky Note will now appear on your m You can resize the sticky notes, to make them
screen. You will see that it looks just like a real slightly smaller or quite a bit larger, by moving
Post-it Note, except the corners won't curl up and the glue the mouse pointer over the corner or edge until a handle icon
won't fail. Click anywhere on the body of the note to make appears and then clicking and dragging to the required size.
the cursor appear, if it isn’t visible to begin with. This is useful if you don't want to scroll to see a longer note.
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Desktop

Change Your Desktop Icons

If you use desktop icons such as This PC, your personal folder or Network connections, you can change those icons. You
can even download complete icon packs online, giving your desktop a completely different feel.

Open the Personalisation screen of the Settings If you wish to do so, it is possible to choose
menu and select Themes from the sidebar different icons for these system tools and you can
menu. You now need to look for the Related Settings option. even download custom icons online. To change the appearance
In the Related Settings section, click on the link to Desktop of the desktop icons, click on the icon you want to change and
icon settings. then click the Change |con button.
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m The window that now opens lets you choose m The icon chooser window that appears will look
which default icons appear on your desktop. very familiar to veteran Windows users, since it's
The Recycle Bin is just about essential but the others, essentially unchanged from Windows 98. Scroll through the
including Computer, Users Files, Network and Control Panel gallery until you find an icon you like or use the Browse
icons are optional. button to navigate to any icon pack you've downloaded.

4

'__"' Desktop lcon Settings o Deskiop lcon Settings

Deskiop lcons Deskiop lcons

Desktop icons Deskiop icons

L | Computer b]Recycle Bin | Computer [«] Recycle Bin
[ |User's Files [l conirol Panel | |User's Files [ ] Contral Panel
[ | Metwork
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[] Allow themes to change deskiop icons
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Desktop

Applying a Theme

A theme can spice up your desktop significantly, adding animations, custom icons and mouse pointers. Here’s how to

apply a desktop theme.

m Once a theme is downloaded, you may need to
open it to activate it. You can do this directly from

the download interface that appears at the bottom of the
browser window (showing download progress) or you can go
to your Downloads folder, right-click on the file and click Open.

Desktop Themes

Desktop Themes on the m

Windows Themes will be moving fe
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Step 2 The theme will then be applied, and the first
desktop wallpaper in the sequence will appear on
your screen. Any colour profile changes will also be applied. If

you want to manage the theme settings, head to Settings =
Personalisation = Themes = Theme Settings.
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<ii-c i Themes downloaded from the Windows Store
won't need to be activated in this way. You can just

click the Get button on the theme page in the store and then
view the theme in settings = personalisation = themes. You can
switch between themes here just by clicking the thumbnail.
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m Each theme applied can be customised further
using the options in the Themes section. You can

alter the background, colour, sounds and even the mouse
cursor of any theme, making it completely unique to you.
When you have chosen the changes, you will need to click
Save Theme.
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Disable the Lock Screen

Desktop

There is no setting to disable the lock screen completely but it is still possible to do by delving into the Registry. This is
fairly advanced customisation, so approach with care.

To access the Registry, press the Windows Key
+ R, enter regedit, and then click OK. With the
Registry open, navigate to HKEY_LOCAL_MACHINE)
SOFTWARE\Policies\Microsoft\Windows\. Right-click the
final Windows folder and click New = Key.

= Type the name of a program, folder, document, or Intenmet
= resource, and Windows will open it for you.

Qpen: | regedi

Adding New Themes

Name this new key “Personalisation” and then
navigate inside it. Right-click inside the right-hand
pane and select New = DWORD (32-bit) Value. Name it
“NolLockScreen” Then double click this new value and change
the Value data to 1. Then click OK and exit the Registry Editor.

- [ = =
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Themes can be added from a variety of sources but the best place to find them initially is the official theme page from

Microsoft, or from the Windows 10 Store.

m You can access the current theme page in a

couple of different ways. You can open the web
browser and navigate to www.support.microsoft.com/en-gb/
themes, or Google “Windows 10 themes”. Alternatively, open
Settings > Personalisation = Themes and click ‘Get more
themes in the store’

] Themes
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m All of these actions should bring you to the same

themes page. Be aware that all themes here will
soon be moved into the Windows Store app. Themes are
listed in a variety of categories down the side of the page,
ranging from Featured Themes, to themes with custom
sounds supplied.

Windows Themes

and a few desktop wallpapers; others might contain icons,
colours, wallpapers and sounds. Even the simplest of themes
is likely to be more than just changing the desktop wallpaper.

m Each theme is displayed with a thumbnail and

the number of images supplied shown. The
Microsoft theme page doesn't allow you to view all of these
images before you download, you just have to base your

choice on the title and thumbnail. Click Download on any you
like the look of.
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Desktop

Lock Screen Customisation

The lock screen can feature custom backgrounds with Spotlight Images, display app statuses, and even give you direct

access to Cortana.

S h 8 The first thing to choose is whether to display
- one of your own images, a slideshow of images

or something from Windows Spotlight. If you choose either

of the first two of these, more options will appear to select

the images you want to use (single or multiple).
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You will see that there are two separate sections
for adding apps here. The section with the single
app icon is the one which will display more detailed
information and the section with seven icons/spaces for
adding apps which will show quick statuses.
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S0et . You can add as many apps as you wish here, up
to the maximum of eight. To choose which apps
have statuses displayed, click on one of the spaces and
choose from the pop-up menu that appears. The menu for
the detailed information space will be slightly shorter than
for quick statuses.
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LS You can check how the detailed and quick statuses
: ' are displayed on your lock screen by letting your
PC sleep or by pressing the Windows Key and choosing Sleep.
Be aware however, that statuses may not show up straight
away for things like Messages and Email.

R )
it
8

g;‘_“tﬁm;j;‘ﬁ There are several other lock screen customisation

options here. You can choose whether to display
an image on the sign-in screen as well as the main lock screen
and there are direct links to Cortana settings, where you can
control how Cortana works on the lock screen.

LocH sorenn
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(10 The final two links take you to screen timeout and

screen saver settings. The settings you choose
there will depend on your personal preference and also on
your computer location. Setting a shorter timeout means that
your computer will be secure if you have to leave it.
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i If you opt for Slideshow, you will see some SICEET Even if you set a background image, you can also

: - additional options to choose from. You can set : W change the colour of the actual desktop. Click on
the interval for the slide show from the ‘Change picture every’ the Colours option at the bottom and choose a background
menu and decide how you'd like the images to fit on the colour. You can also choose a custom colour from a more
screen by clicking the ‘Choose a fit’ menu. detailed hexadecimal colour selector.

Furk i huschgeinea

Choose Accent Colours

By accent colours we mean the colour of the taskbar, the Start menu and the frames of new windows and so on, that
yOou open on your computer.

‘#Léq Windows 10 now allows you to change the *»_ }: If you prefer, you can also let Windows automatically
default Windows colour mode from light to dark. * match the accent colour to the current desktop
You can also choose custom colour mode, which will give you image. This isn’t a perfect solution and works best if the
the option to choose light Windows and dark apps, or vice desktop background image you are using is predominantly
versa. Use the drop-down meu to select the mode. one colour. To do this, just tick the checkbox.
Colours @ Colours
jon ke e
.~ EEE m
- C hoos your colour -. :.:.- .-....
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rark | | DN P |
custom "l BE N
— 0 ENEN
W AR
Choosa your acoent o laur g ap——
D Augamatically pick an asent coloes freen my badkground
S In both light or dark mode, you can further ~"~ 128 You can choose where your new colour accent is
customise how Windows 10 looks by changing . applied. You can set it so it changes the Start,
accent colours. This affects things like the toolbar of open taskbar and Action Center and the Title bars of windows. You
windows, the tiles in the start menu and various other accents. can also pick one or the other, or a combination of all options.
Just choose from the colour swatch. You can also make these elements semi-transparent.
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Personalise and
Customise the Desktop

One of the most welcome features of Windows 10 is the return to the familiar desktop
environment and there are many ways to customise it to suit your needs and tastes;
including icon size, background image and colour scheme.

Change the Desktop Background

The Desktop personalisation procedure hasn’t changed much since Windows 7, so if you've used that OS before this
will feel very familiar.

You can get started with personalising the
Windows 10 Desktop in exactly the same way as
you did with Windows 7. For anyone completely new to
Windows, that means right-clicking anywhere on the
Desktop screen and selecting Personalise from the action
menu that appears.

#* AMD Radeon Settings

WView
Sort by
Fefresh

[ n i

Undo Maowe Ctrl# 2

Blew 2

=3 Display settings
& Personalize

m The Background settings will be displayed first by
default. Click the first drop-down menu to select
whether to use the default backgrounds, solid colours or
choose to display folders of your own images. Your choices
here changes what is displayed in the background settings.

m To select your own pictures for the background,

click on the Browse button and navigate to the
folder containing the images you want to use. For best results,
you might need to crop some of your pictures to the same
aspect ratio, i.e. widescreen, as your monitor screen,

| bwepirs b e i e
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m To set a picture as your Desktop background,
simply click on it. It will instantly be set as your
new Desktop background image (a preview will display). The
screen shows you the last five images used or you can click
the Browse button to choose a new one from your folders.
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m You can open the original (but updated) People
app either through the People panel on the
taskbar, or by clicking on it in the main apps list in the Start
menu. To add a new contact manually to the People app,

click on the People button, select the More button and then
New Contact.

Select acoount
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m The main app will open in a new window and

you will be asked to choose and account to save
the contact to: usually Outlook but can also include things
like Gmail accounts, if you use one. You can then enter the
name, phone number and any other contact details in the
fields provided.

Mew Gmail contact

i
o

Step 7 You can add a photo to your contacts, just like

on a smartphone, if you have one to hand. Click
the Add photo circle on the new contact creation screen and
navigate to the photo you want to use. The default photo
selection is the Photos app but you can browser to any folder
you want.
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Mew Gmal contact
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<108 The new People app allows you to pin a number
of contacts to the right side of the taskbar for

quick access. Click the People button and then click “Find and
pin contacts”, A list of your contacts will appear in the panel.
Scroll down until you find the contact you want to pin.

m Click on the contact to pin it to the taskbar. A

separate window will also open, showing you
the contact details. This is the windows that will open each
time you click on a pinned contact. A well as the contact
details, it also contains links to the main app, and options
for unpinning.

Shoulder Taps are notifications from
contacts, from apps like Skype, that animate
in the taskbar. To enable Shoulder Taps, go to Settings >
Personalisation > Taskbar and scroll down to People. You
can enable or disable Shoulder Taps and enable or disable
Shoulder Tap sounds here.

Taskbar
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Manage Your Contacts
In Windows 10

The People app has been a part of Windows 10 for some time but in the more recent update
to the OS, it has had an overhaul. New features have been added, along with a brand new
taskbar icon. Let’s take a look at this excellent way of keeping track of your contacts.

The New People Button

If you can’t see the People button in the taskbar, and can’t activate it in the action menu, you may be running an older
version of Windows 10. Check your available updates.

After the newest Creators update has installed,
you will see a small people icon on the

You may need to connect the apps before People
will start checking for contacts. If an app is not

right-hand side of the taskbar. If you don't see the icon already connected, but is available to be, it will have a link
(it looks like two people, one standing behind the other), next to it: Click to connect this app. The app in question will
right-click on the taskbar and select “Show the People open and it will be linked to People. Any new contacts in the
Button” from the action menu. app will be added.

e 1|

A Shine Peaple button

Click on the button and a new People panel The People tab in the panel will eventually show

will open. Click on the Get started button at the : a list of regular contacts, or people you have
bottom of the new panel. Now click on the Apps tab. This Shoulder Tapped (or who have Shoulder Tapped you). Right

will show you a list of apps that the people app is currently now it will probably be empty and you can’t manually add
pulling contact information from. It may include apps such as people to this panel; although this option may be added in

Skype and Mail. the future.




Planning a Route

Maps is great for checking out an area, looking around a city or just finding businesses local to you. It is also great for

planning detailed routes.

CHarn 1

BB To start planning a route, click the Directions tab
- at the top left of the Maps window. A small panel
opens with boxes for your starting and ending location. You

can either type a destination or you can choose one from the

list that appears below the box when you click on it.
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f?:# If you need to make detours or multiple stops

along your route, you can click the + button to
add more destination boxes. Each one can have a destination
in it, making up your complete route. When you view
directions, each of the destinations you added is marked with
a relevant letter.
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5.5 The route is now shown on the map, with

“ anestimated travel time readout above the
destination. If alternative routes are available, they are shown
as a light blue line, with the main route shown as a dark
blue line. Points along the route are marked, usually where a
change of direction is needed.
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| fh#;;i If you click Go in the directions pane, Maps

switches to a satnav-style view and traces your
route as you continue along it. This is more for portable
devices such as phones and tablets that you could use for
directions in a vehicle. Click the Back button to return to the
normal maps view,
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Stap 2
B b

=il Routes vary depending on whether you

are driving, walking or need to take public
transport. You can quickly flick between these options using
the buttons at the top of the directions pane. When you
have your start and end points entered and travel method
chosen, click Get Directions.
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10 You can also plan a route by drawing it. Click the

S Ink button and then the Directions tool in the
menu that opens. Draw a line along the route you wish to
take and Maps refines that into a proper route along roads,
missing dead-ends, etc. You can save or share the route just
as with any other.




Learn How to
Navigate with Maps

Boasting excellent mapping, great aerial photography, up-to-the-minute traffic and the
ability to calculate directions by public transport, road or foot, the Maps app is one of the
very best ways to navigate. New additions make the Maps app even more useful.

Moving Around in Maps

There are few controls in the Maps app but they allow you to do a lot of things very easily. Let’s take a look at how you
move around in the app.

m The easiest way to move the map around is to m Clicking on things like Saved Places or 3D Cities in
left-click and drag it and use the mouse wheel or the top control bar, tabs will line up alongside the

trackpad slider to zoom in and out. This allows you to move permanent Search and Directions buttons at the top left of
the map around to focus on the area you need. If you are the window. You can then click on them at any time to see the
zoomed far out of the map, double-clicking the mouse zooms information contained in each pane or tab.

in quickly.

Maps has a dedicated control panel on the side m Right-clicking on the map brings up a small
of the window containing, from top to bottom: action menu. This lets you set a To location, a
Rotate, hold pointer on it to see; Tilt, hold pointer over to see From location (for planning a route), add a new destination
options; Show Location; Map Views/Layer; and Zoom in and and drop a pin in a specific location. When you drop a pin, a
Zoom out. You can also tilt by holding the right Mouse button new window opens allowing you to search for things at that

and moving up and down, location, add favourites and more.




Your Location Windows Ink Maps Settings

When you open the Maps app it will Windows Ink allows you to write or The Maps app settings let you

try to pinpoint your approximate draw on a map using the various choose the units of measurement
location. You may be asked to allow pen tools (including colours). You used, depending on your preference
this location tracking to happen. can also use the pento trace a and your preferred defaults for

Your location will then be show route and have Maps tell you the directions and location. This last

on the map as a small black and distance of the line drawn, or even _| option will be used if the app can't
grey circle. You can click on this to the directions for the route you find you, by using location services.
see more information, if available, marked out. You can then save the You can also download maps for
and then save the location as a customised map. It is really very offline use or upload maps that have
favourite by clicking the star in the clever and fun to play around with. been saved elsewhere, that have
pane that opens. been shared with you perhaps.

3D Cities

The 3D Cities button should be fairly
self-explanatory. Click the button to
open the pane and you will see an
alphabetical list of the cities with
thumbnails that have been mapped
in 3D. Click the Country/Region
heading at the top to refine the list.
Click on any of the thumbnails to
load the 3D map; loading time will
vary, depending on your Internet
connection speed.
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The Saved Places pane contains all
of your saved locations. These can
be anything from a favourite coffee
shop to the street where you parked
your car in a new city. To add places,
search for a location and select the
star underneath the correct one in
the search results list. You then have
the option to give the favourite a
nickname or set it as Home or Work.
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! By changing the current view. The top
Beeny Coatry Rork 2 ) oyt ; i "ot two controls are rotate and tilt,

; i ol gor o a  Bh allowing you to either rotate the
map around the central point or tilt
et = the map to give you an isometric
view. You can easily centre your view

on your location again by clicking
Suggest chenge the third icon down.
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Explore the
Powerful Maps App

Just like Google, Microsoft provides its own Maps app. This incredibly useful tool not
only shows you a 2D map of anywhere in the world but also lets you see a satellite view,

traffic information and even view major cities in 3D. You can even draw or write on top
of maps.

Directions

You can use the Map app to plan cearh g
routes: in a car, by public transport E
and even on foot. Select your :
chosen transportation method using
the icons at the top of the Directions "
pane. You can either leave the A field g, _ ighonnel &
as My Location or type a new one. f ften

In the B field, type your destination. Hio ;

The route will appear on the map. o ey - i e bl e
You can refine the route by clicking ol

the Options button. VALLE i

Search , i

Click the Search button on the s :'.U.'*"'“ goad  — ges
left-hand side of the map window _Jj:'.r__'.' - i e

and a new pane will open. This pane oy s et &
contains some search suggestions, 2, 5
such as Hotels and Coffee and P : Pl S S B (0%
Shopping, with the standard search 3 Braatey Lamy :

field at the top. As you type your P ;‘_:' o S
search, suggestions will appear in oy, Ewc*“
the search pane. You can click any of ! N
these to find that location. o

Maps View " -

The Maps view is the default one o
for the Maps app. This is what will WOLBOH
greet you when you first load the

app on your Windows 10 PC. You :
can zoom in and out of the map " Sy
using either the + and - buttons on 0
the control panel on the right of the s e
window or by scrolling back and - !
forward with the scroll wheel on A i A ' X

your mouse (if you use one). - I
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Doing More

LR

Doing More with
Windows 10

From personalising core apps
like Cortana to installing
alternative browsers and setting
up dual monitors on your PC,
this section will show you some
of the many ways you can take
control of your Windows 10
computer. If you want to get
more from your PC, this is the
place to look.
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Sharing to
Nearby Devices

Nearby Sharing lets you share your videos, photos, documents and websites with people and
devices close by, over Bluetooth or Wi-Fi. Useful if, for example, you’re in a meeting with
colleagues and need to quickly send them a report you’re looking at on your screen.

Nearby Sharing

Share your files quickly with Nearby Sharing: your computer automatically picks the fastest way to share your file or

webpage, either over Bluetooth or Wi-Fi.

To enable Nearby Sharing, open Settings and click

*on System. Now click on Shared experiences and
turn on the Nearby Sharing toggle switch. If you have not yet
applied the Windows 10 Spring/April update, you will need to
do so before you can view the Nearby Sharing option here.
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You can also activate Nearby Sharing from the

“ quick actions menu in the Action Center. You can
send any video, photo, document or webpage viewed on
Microsoft Edge to people or devices nearby by clicking on the
share icon in the top right corner of the app or right-clicking
to view the share menu.
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If there is a nearby device available, it will be
shown in the share menu that pops up. You

will need to know the name of the device you want to share
to. Once you select the device, the other user will see a
notification asking them to accept the transfer, This will time
out in a few seconds if not accepted.

By default, transfers will be stored in the
Downloads folder but you can specify another
folder or another drive very easily. Open settings and click on
system = shared experiences. Under ‘Nearby Sharing), look for
the ‘Save files | receive to’ option and click the Change button.
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Select your friend from the search results,
assuming you can see them in the list, and

click Add to Contacts. Type a quick note to introduce yourself
and then click Send. They will receive a request from you,
along with the message and can choose whether to accept
you or not.

ALl e

j Ruszel S
Ty

Lol Acwinen Bk

oM.

P, [RsIy
-
ﬂ LITETS

iR E

E‘ Cirdea Ffadel to Condacts =
* Block Contact

View Profile

Add to Contacts

" Block Contact

Waorm Peghle

You can select any contact from your contacts list

m and then either instant message them or start a

voice or video call. If the contact you click on has Skype, the
call option buttons will appear in the top right corner of the
window. Click the relevant button to start a call.

Skype instant messaging makes it easy to keep

Step 7
in touch with your contacts and groups wherever

they are. You can share files, photos and contacts. To instant
message one of your contacts, select their name and start
typing at the bottom of the main window.
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landlines too), you will need to add some Skype credit. To do
this, click on your profile picture in the bottom left and click
the ‘Add Skype credit’ link.

If you want to make calls to contacts not using
Skype (you can make calls to mobiles and
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m Skype also now includes Bots. Bots are artificially

intelligent programs that can do many useful
things like search for news, summarise webpages, play games
and more. You can start chatting with a bot just like you chat
with friends, just choose a bot and click Get started.
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Bots vary in how useful they are but some are

m well worth taking a look at. Take the Bing News

bot for example. Add this and then type a word (“Crime” for
example) in the conversation window. The bot will return
news stories based on that subject.
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Making Calls with
the Skype App

Skype is now a much bigger part of Windows 10 than it once was, and has its own app that
comes pre-installed with the OS. Getting to grips with the different tools in Skype is fairly
simple but learning how to use it more efficiently and easily takes a little more time.

Install and Use Skype

Recently updated, Skype has now been turned into a proper Windows 10 app and follows the Windows design style

more closely.

m Skype has a dedicated Windows 10 app and this
may be preinstalled on your Windows PC but you
might need to download it from the Windows store. You can

also download Skype directly from wwyw.skype.com as well as
check that you have the latest version available,

I'_\IE'::\.-'_I Trwiiananss. e

Lise ore Skype account sonoss all your devices

m Once installed, you will need to sign in to the
Skype app. If you already have a Skype account,
which is completely free to set up, just enter your login details

when prompted. If not, you can go to www.login.skype.com
and create a new account in just a few minutes.
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Step 3 The Skype window should now be open on screen.
The default view is the Recent conversations
screen but this may be completely empty if you are new to

Skype. The first thing you need to do as a fresh user, is to begin
adding contacts.

<10 Click the Contacts button (2nd button down from
the top) and either select the add contact icon at
the bottom of the sidebar or click directly in the search text

box and type the name, Skype name or email of the person
you want to add. Click Search Skype.
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m When the installation is complete, click on the Pin
to Start option within the notification that pops

up. WhatsApp can now be located by clicking on the Start
button, it's in the groups section, and right-clicking lets you
move, resize and unpin the app accordingly.

Click the app’s tile to open WhatsApp. The app

can be scanned in by WhatsApp on your phone. This process
matches the account and automatically logs you into your
own WhatsApp profile.

window opens with a generated QR Code, which

The auto login feature takes a few seconds

and you may get a notification on your phone
indicating a successful login from your Windows 10 PC, With
the WhatsApp window open, you can browse through your
chats using the left-hand pane, while the chat contents are
displayed in the right pane.

There are numerous options along the top of the
app. The three horizontal dots represent further
settings that can be applied either to a chat, user or your own
profile. The icon in the top left of the WhatsApp window is

your own profile and from there you can upload a new profile

to open
WhatsApp on your
phone, then tap on the
three vertical dots in the
upper right, followed by
Whatsapp Web. Point the
device’s camera at the QR
Code and the auto login
process will start. If the
QR code isn’t recognised,
you may need to wait a
moment for a new QR
Code to be generated.

| web.whatsapp.com on y
nputer and scan thi '

WhatsApp on the Windows 10 desktop provides
limited functionality compared to what's
available in the mobile version. However, you can still create
new chats and groups and update your status as you would
when using the app on your phone.,
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Using WhatsApp
In Windows 10

At its heart, WhatsApp is simply a free to use cross-platform instant messaging service but
to its many users the app is much more than just a means of keeping in touch. In just ten
years, WhatsApp has grown into one of the most used messaging apps available.

Set Up and Use WhatsApp

With an audience of over 1.3 billion and growing, WhatsApp shows no sign of slowing down. Here’s how to install

and use it via the Windows Store.

to install

WhatsApp and create an
account on your phone
before you can use it. The
app has been developed
for Android, i0S and
Windows Phone. Tap the
Store icon on your phone, - web
searching for WhatsApp.
Tap the correct search and
you're taken to the relevant
page on the Store.,

whatsapp

Messenger

massengerwhalsapp

messenger_p ey vergion 3007

1Al With the
WhatsApp

page on the Play Store
open, tap on the Install
button and the process
with begin. 5ome phones
already have a version of e ﬁ':'“ Ehﬂp e, o
WhatsApp preinstalled by

the manufacturer. You can
see if yours is one such
device as it displays Update
and Open buttons. From
here it's recommended to
tap Update.

WhatsApp
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« Yol can ohce again set a texi-only update in
your profile and it's called About, Tap Seitings
and then your profile name to edit it. Thanks
for the feedhs
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E reGi3 WhatsApp Desktop
Warhpp e < Wdrdy o 89

update or
install has finished you -
will be left with an Open WhatsApp Messenger
D o

button and Uninstall if
you prefer to remove it;

you may not be able to oNnsTALL |
remove a preinstalled

version though. Tap Open

to launch WhatsApp. o ke ke i o

Now follow the on-screen
instructions to begin the
set up of WhatsApp, using
the phone's number to pair
the app with the device.

m Once you've installed WhatsApp and set up
an account on your phone, you can turn your
attention to the Windows 10 app. Open the Windows Store
and search for WhatsApp Desktop. When the app’s page loads

up, click the Get button (if your PC doesn’t already have it) to
begin the installation.
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Facebook

Click the Start button. If you decided to Pin to If you don’t already have the Location feature

m Start, as in the previous step, you can now see

that Facebook is available as a tile within the Groups section.
This allows you to right-click the tile and opt to resize, turn off
live tiles, move, unpin from start and so on.

enabled within Windows 10, you will receive a

notice when you log in to Facebook via the app. It's up to
you if you want to enable this feature. Clicking OK will
remove the notification but leave the Location setting in
Windows 10 unchanged.

u =
- = o
z (% i
[ g Pl il Be L vl [ S ™ F
' Ursinl A
r § _ _ | Wil el T Pt e ity Ot ikl et Fulid '
Facebor ee  Unpin from Start - 12
-~ weid  Find and connect with nearby places, friends and <
raen.
Resize ~ ncen  MOTE i
-
Orw oot [ornCol, Ppedl, ol WD 1D ke 200 tedlires work, Yom o awdns Changet T e 0 ‘
- A DEECEY MRS
More o L
o R
o , ;- [ f.
i Uninstall a | o
B Fussire dseion s Homs & Dwsagross o poait e g
" - »
Eatharme Brckaresd yro soakdd by | cree S e Bad ol bees =emosarrs
B

Maturally, the next step of the process is to single

m left-click the Facebook tile to launch it. When

launched, the app requests your Facebook user details to log
in; enter them into the boxes provided and click the Login
button. If you don’t currently have a Facebook account, click
on the Sign up for Facebook link.

Lo bn weith Browey i

Clicking the Sign up for Facebook link will open

Step 7
your default browser to the Facebook Create an

Account page. Enter your details and take a moment to view
the company’s current Terms and Conditions, along with the
Data Policy. When your account has been set up, you can close
the browser and return to log in at the app.

tacebook
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If you want to enable Location for Facebook, click
on the Start button and enter Location into the
search. Click on the Location Privacy Settings result and then
enable the Location feature and even specify which apps
have access to your precise location.
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The Facebook app presents a slightly more
compact view than that of the web-based

version. Current online friends are listed down the right-hand
side of the screen, while your News Feed and groups are listed
down the left. There’s the search bar along the top, with friend
requests, messages, notifications and your profile settings.
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Using the Facebook
App in Windows 10

Like it or not, Facebook has changed the way we communicate through social media.
Since the company’s launch in 2004, the platform has had its fair share of positive and
negative media. With over 2.2 billion monthly active users, Facebook is here to stay.

Be Connected. Be Discovered.

If you prefer not to visit Facebook via your browser, the Windows Store has a specially developed app for both PC
and mobile platforms that’s just as functional as the web-based interface.

First, open the Windows 10 Store. In the Search S is Scroll back to the top of the Facebook app page in

box, located in the top right of the Store window, . " the Store. To install the app on to your PC, simply
type Facebook. The first option available, labelled App, is what click the blue-coloured Install button. This will initiate the
you're looking for. Simply click it to be taken to the Facebook download and installation process. The Facebook app weighs
app page in the Store. in at around 140MB, which isn’t too hefty for a modern app.
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the app you're currently viewing, Facebook in ; receive a brief notification in the bottom right
this instance. Scroll down through the app’s page to view a of your Windows desktop. There are two options available
description, any updated information, system requirements, from the notification, Launch and Pin to Start. While you can
additional information and what functionality the app uses, Launch the app right away, we recommend clicking Pin to
in case you're concerned over privacy and such. Start. This will place the app in the available Groups from the
Start button.
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Before you send an email, you
can always spell check it - this is

Spelling Options

integrated into Mail under the Options tab. You can select the
language you need (you might be emailing a hotel in France
so using French, for example) and correct any spelling errors
as you go.

Options

Proofing and Language
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Sent from Mail for Windows 10

Fram: RRC Four

As well as the basic reply, reply all,
forward, archive and delete commands
at the top of each email, there’s also this extra menu - just
click the --- button. You can move to the next email or
previous message if you want to do that, but crucially you can
also move your email into a folder.
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Move Folder
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If you chose to move your email in the
previous step, you'll see this browser
view which enables you to add your email to an existing
folder. You can always create a new folder for storing emails
in particular categories. If you just want to remove your email
from the inbox but still keep it, use Archive.
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If the text in emails is too small for you,
you can zoom in to your messages —

Change Zoom

again, this is also accessed through the --- menu. A handy
keyboard shortcut for zooming in is Ctrl-+ to zoom in or use
Ctrl and - to zoom out. This actually works in most apps,
including many web browsers, too!
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Even if you're not actually looking at a
particular email, you can still perform
numerous actions on it. You can right-click on emails to move,
archive or delete them or mark them as read/unread. If you're
deleting emails, you can also just select them and use the
delete key (we find this is actually the easiest way).

Right-Click

Mtaks your choice belom Bem on Wednesday Fand July o |
Ergland shin

Smith"s Double Ton -

Windows Phone News
Top oy 3] BTk oo A 1

B i S vl B i el i B I

Bon 180T

Tweltthddan

b T T T S TR
¥ou are now amemt [ Archive
T Juy 2ONS
m Diedele
Twelfthbdan I
Whelcoeme bo Tl .
ot fan
_ ecpiriie B L .
Thees fiesk doubds cesntury by an Ausiraiian of Lond's Pelili
18] F As ;.
€3 Mark as eas W17 Aoy irkgn oSy .
Thank ywm It wning | WO
| =1 a7
Cook & Stokes' Partnership -
MSHN ; I
] T e Hy [EL1, =panl

m From this menu you can also print off emails
- this will open the now-standard Windows
print dialog box which is now black (presumably to make the
predominantly white print preview stand out). You can select
to print off the whole email or just the first page, as well as
browse through the pages using the controls at the top.
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As well as just writing simple plain text
emails, there are plenty more editing

functions in Mail, which we’ll check out in the next few steps.
Using the Format tab at the top of the editing window, you
can change selected text - here we've used bold to highlight a
particular phrase.
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There are also various pre-defined styles
you can apply to text - useful if you're
writing a long email and you need to have sub-headings or
headlines in the text. These work very similarly to styles in
Microsoft Office; styles that you might use for a report or essay.

Apply Styles
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You can browse through these styles
using the drop-down arrow next to the
style selection box. As well as fairly standard styles, there
are some other ways you can get text to stand out including
quotes and what are called ‘Intense’ styles, which place
quotes in between parallel lines to encourage reading.
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As well as styles, Bold, Italic and
Underline, there are other ways

More Text Options

you can make text stand out or add emphasis. As in Word,
you can have subscript or superscript text or add highlighting
(quite useful for quick editing of paragraphs in emails).
Finally, you can clear the formatting of any selected text.
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Change Colour

You're able to easily change the colour
of the text in your email and, while you
still have a limited range to choose from, you've still got a lot of
choice (far more than in many other apps, anyway). Strangely
Windows chooses to take most of these colours from your
current Windows theme. No, we're not sure why, either.
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As well as the button to include
attachments, the Insert tab features
a Picture button so you can insert an image into your email,
as opposed to just sending it as an attached file. Once
inserted, you can select it with your mouse and adjust its size
(drag the corners as you can see here).

Inserting Images
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Google Accounts If you're adding a Google account,
you'll get this somewhat familiar
pop-up appearing inviting you to enter your username and
password. If you have Google's two-step authentication
enabled, you'll get a text message to confirm your identity

and you’ll be asked to enter it.

(®) Connecting to a service
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Microsoft Accounts As we said before, normally

your Microsoft account will

have already pulled in automatically. If not, you can add it
manually. Just enter your email address and password. If you
don’t already have a Microsoft account, you can set one up

from here by clicking the link and following the steps.

Add your Microsoft account

Sign im with your Micresoft acoount. 'You can use this acoount with olher apps o
this dewioe. Lexm mone

Your Inbox Here's your inbox! Your email list is shown

on the left, with the contents of each email
appearing on the right. We have three new emails here,
designated by the blue colour. You can also search for any
emails using the search box at the top - this works much
maore quickly than in older apps.
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Writing a Mail There’s also a Refresh button as well
as a Select mode, so you can select

various emails (with a view to moving or deleting them). Now
we've clicked the Forward button along the top to forward
this email. As you can see, this has created a draft under the
original email on the left.
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Insert Attachment Emails are ‘grouped’ like this in
Mail, meaning that if you and a

friend have a conversation, all the emails will be grouped
together so that they're easy to retrieve, You'll notice we're
still composing our email here, and we’ve clicked the Attach
button to select an attachment.
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m This is what a sent mail looks like. As you can
see, it's now ‘nested’ under our original email

and the sender is me (or you). You're able to look at just sent
items in your folder still, and we’'ll show you how to do that in
a few steps.

Office Online
Welcome to Office Online
il s e sent from Mail for Windows 10
Firad your way around Dice snd leam whe 2107
lwelfthiMan
What wat your ‘Moment of the Maich’ fro
Wir & A -I‘ nagl i abiir Fisre b ek Fram: BEL Four
- i iy Send: 16 July 2015 13:10
Yesterchay Ta: praham  qan e gl ot lank fom

Subject: Colebrare the Sky at Night's 750th ep

Graham Daniels, BBC Four ¥
4 P Celebrate the Sky at Might's 750th e

Graham Damiels

[IELTRE B T ]

BBLC Four

BAC Mewsbetter The Shoy st Might F Sun 179507

The Sky at Nght: Pluio Reveal

I Windows Phone Mews Man 20 July, 10pm
Trm rims

S N L R e Sky at Might celebrates its 750th api
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How to Set Up and
Use the Mail App

The Windows 10 new email client is a lot different from previous apps such as Outlook
Express. It’s a relatively recent idea for you to have all your emails in one place, whether
it’s your work account, a Hotmail or Outlook address or email from Gmail.

Meet Your New Email Client

Mail has been completely redesigned for Windows 10 and is wholly unrecognisable from the Windows 8 equivalent
(that’s a good thing). But even with these improvements, it still needs a bit of tweaking before it comes into its own.

m As it says here, the idea behind the Mail app
in Windows 10 is to gather all your emails
together in one place to “simplify life a bit”. The app is quite

clever in how it handles email and it certainly differs to older
apps such as Windows Live Mail and Outlook Express.

.
Welcome

Let’s gather all your emails here and
simplify life a bt

Default Account If you signed into Windows 10 with
a Microsoft account, the Mail app

will automatically pull this in if it's enabled for email. As you
can see, you can also click Add Account if you have other
email accounts you want to add (this can be from basically
anywhere as long as it’s your account).

Accounts

Furst thangs first. Let's add your accounts

Cutlook
O N T i mard s, R LTl o T

Add accound

If you click Add Account, you can add

Account Type
accounts from many popular providers

including Google, Yahoo and Apple’s iCloud. You can also set
up other more specialist accounts if you have the details.
Finally, there’s also an option to add a Microsoft Exchange
account if your workplace uses that (including Office 365).

Choose an account
o S
1 soogie

51 wahoo! Mail

B ilowd

E Clthisr acoousnl
BOP, AP

LX Advanced set-up

If you need to select the Advanced

Advanced Set-up
Set-up option, you can choose

between the type of account you're setting up. Usually
you'’ll select the Internet Email option - this includes
accounts that use the POP3 or IMAP protocols to retrieve
email (if your provider gives you the choice of which of
those to use, select IMAP).

Advanced set-up
Choose the idnd of account you want to set up. If you'ne ot
sure, check with your serdoe provices




CUSTOMISE MAIL

Litrfloscerns oem gresrarny
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You can customise how the Email app looks in a number of Re2 ' '-iLE'—.E.‘...E..“

ways, from simple changes like choosing between a light and
dark theme, to setting the overall colour and changing the
background image for the app. To personalise the Mail app,
click the Settings button and select “Personalisation”,

«— Repl ¥— Reply a —>F = Arct M Dl HI Sat flawg MESSEEE Dptlﬂnﬁ-
-y and Privacy Controls y In a row along the top of the main
) message window are the message
QORI d options. These include Reply, Reply All,

Forward, Archive and Delete emails:
more options can be seen by clicking
the Menu button to the right. The
message options only appear when
viewing a received message.

Google

Message Tools

Roll over or click on any of the
messages in your inbox, sent items
or drafts folders and three icons will
. appear. These let you quickly Archive,
R e e Delete or Flag any message directly in
AT S e R P S S the folder panel. Archived messages
teps to Improve our Privacy Checkup and other controls that we provide to can be recovered at any time and
safeguard your data and prolect your privacy returned to the inbox if rE'quirE'd.

Main Message Window

When you start a new email or select
an email in one of the mail folders,

it will appear in the main message
R — e I R window. As you would normally, you
i) s i can scroll down to view all of the
messages shown. You can roll over the
address in the To: field, to see more
contact details.

Taskbar Icon

Whenever you open an app in
Windows 10, a highlighted taskbar
icon will appear at the bottom of the
screen. This makes it easy to switch
between multiple open apps, or to
quickly see which apps are currently
running. You can pin your most used
apps to the taskbar by right-clicking
and selecting Pin to taskbar.
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Explore the Email
App in Windows 10

Long gone are the days of Microsoft Outlook Express being included with new releases of
the OS, replaced instead by the Microsoft Mail app. This app first appeared in Windows 8,
was vastly improved in 8.1 and has now been improved yet again for Windows 10.

New Mail Button

Jo NS
If you are not replying to an email, but |4 New mail Inbox Ml v Improvements to our Privacy Polic
rather starting a new email, you can $
do soin a couple of different ways. You o Google <privacy-noreply@polic
) : : Accounts 24presse | 27052018 0326
can either click the New Mail button A AR T e T
at the top of the Mail Menu or you can Gmail Si le message ne s'affiche pas com

use the Ctrl-N. Both methods open a
new email in the main window, with a

blank recipient field. Folders platform@parentpay.com
Oifsted report

yrerPleace fimd att |

16 May 2018

Inbox

Dear Parent
Al Mail

East Norfalk Sith Form College

Taster Day 2018 - Date change 164
More Taster Day 2018 - Date change

Mail Menu
The left-hand menu, which can be
minimised and expanded using

the button at the top of the panel,
contains all of your email accounts
[those you have added to Windows
Mail). Click on any of your email
account headers and the individual
folders, such as Inbox and Sent ltems,
are displayed here also.

14 May 2018

o platform@parentpay.com
Letter from Headteacher

12 M.q:,' 2018

Google
< Improvements to our Privacy Pol 12/05/2018

Google
| Privacy Policy haywardreviews@gnm 12/05/2018
Calendar View Gz o
FITVacy i y Davidngywar i1 1 12
You can open the Windows Calendar
11 May 2018

app directly from within the Mail

app. Click the Mail app icon at the
bottom of the Mail Menu panel and the
calendar screen will open in a second
window. If you have never used the
Calendar app before, you will need to
link it to an account.

° plattorm@parentpay.com
Post 16 Transport Information

a Emma Hayward 1l
Fwd: [tems Dispatched Ebuyer Ordf 111

Mail Settings

The settings for the Mail app allow Mail Folder

you to easily add accounts, change -

how emails are displayed when they The messages in whichever email folder you have
arrive, whether outgoing emails selected are shown in this panel. By default, the
have a signature (which can be most recent emails are at the top of the list. You
customised) added to them, as well can change how the emails are viewed, so that

as how you are notified of new emails only unread or flagged emails are displayed,

in Windows 10. using the dropdown menu at the top of the inbox.
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m Sometimes you might want to make sure a folder

doesn’t show up on a device for privacy reasons.
In the OneDrive Activity Center, select the Settings gear. Next
to the location where you want to choose folders, click Choose
folders. Clear the check box next to the folder you want to
keep off this device.
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On-Demand Files

OneDrive

m When you delete an online-only file from your
device, you delete it from your OneDrive on all
devices and online. You can restore deleted files and folders
from your OneDrive recycle bin on the web for up to 30 days.
If you delete a locally available file, it also appears in your

device recy::le bin.
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Once the Files On-Demand is set up, you can access everything from within the File Explorer in Windows 10. You can also

Locally Available Files

to your device and becomes a locally available file. You can
open a locally available file anytime, even without Internet
access. If you need more space, you can change the file back
to online-only.

access them through the OneDrive taskbar icon.
When you turn on Files On-Demand, you
see all your files in File Explorer and get
new information about each file. New files created online or
on another device appear as online-only files, which don’t
take up space on your device. When you're connected to the

Internet, you'll be able to use the files like every other file on
your device.
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Online-only Files

Online-only files don’t take up
space on your computer. You see a

cloud icon for each online-only file in File Explorer but the file
doesn’t download to your device until you open it. You can
only open online-only files when your device is connected to
the Internet.

When you open an
online-only file, it downloads

e |
doaSRl
' o i

| -a 600 ENESEE A
Only files that you mark as

Always Available Files
‘Always keep on this device’

have the green circle with the white check mark. These files
will always be available even when you're offline. They are
downloaded to your device and take up space.
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OneDrive - Using the
Files On-Demand Tools

With Files On-Demand, you can access all your files in the cloud without having to
download them and use storage space on your device. All your files, even online-only
files, can be seen in File Explorer and work just like every other file on your device.

Using Files On-Demand

Files On-Demand allows you to access your storage in a much easier and more efficient way, treating cloud-based files as if

they are on your PC.

First, make sure you are signed in to OneDrive on
your computer. Right-click the white OneDrive
cloud icon in the notification area, at the far right of the
taskbar. If you don’t see the OneDrive icon on the taskbar,
click the ‘Show hidden icons’ arrow, also at the bottom right
of the screen.

S A You should see a panel pop-up asking if you want
to turn on Files On-Demand. If so, click the blue
button and wait whilst OneDrive sets this up. If you don’t see this
panel, click Settings from the OneDrive action menu, click the
Settings tab and then check ‘Save space and download files.. ..

m You can now open your OneDrive folder to begin
checking how your files are currently stored,

and to change the status of any you want to move offline or
online. You will see the files and folders on OneDrive now have
symbols attached to them, showing you their current status.

To mark a file or folder for offline use or as
online-only, right-click on it and look in the
action menu for ‘Always keep on this device’ or ‘Free up
space’ depending on what you wish to do. If you mark a
folder as ‘Always keep on this device), new files in that folder
are set as always available files.
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When you use the app more, it will learn the Step 8 If you are browsing albums, you can click the

types of music you like to listen to and display green Play button at the top of the list of tracks.
more of that type (or similar) on the radio screen. You can This will begin playing all music in the album, or within the
also create your own radio station by clicking the Create folder that is being viewed. Right-click on any song title and
button at the top and searching for artists or genres you like. you will see more options, such as viewing other songs from

that artist, or opening a radio.

C
i - The Complete Stone Roses

—
@4 Frank Sinatra

b P b

Music you have downloaded or bought, and any Step 9 You can create your own playlists in Spotify,

music stored on your computer, will appear containing any selection of songs you want,
under the Your Library heading in the left sidebar. You can Click New Playlist in the menu on the left, give your playlist a
view all of this music by song, album, artist, recently played, name and click Create. It will then be displayed in your library
etc. Clicking Local Files will display only those songs actually and will also open within the main window, prompting you to
stored on your PC. add music.

ﬁ Mew playlist

To play any individual song in your library, To add songs to your playlists, find a song in

simply find it in one of the lists, move the mouse your library and right-click on it. From the
pointer over the song title and click the Play button that action menu that appears, click Add to Playlist and then
appears. You can also select the song and then use the select the playlist you want to add it to. If you have Spotify
playback control panel at the bottom of the Spotify window on your phone or tablet, your created playlists will show up
(this is always displayed). there as well.
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Listening to Music
with the Spotify App

Recently, Microsoft announced that Groove music would be completely replaced by Spotify
in Windows 10. Spotify is an extremely good music playback and discovery app, so this is

definitely a good move. Let’s take a look at using Spotify in Windows 10.

Exploring the Spotify App

The free version of Spotify offers a great selection of features and access to loads of music. However, if you want an ad-free

experience, you will need to buy a premium account.

You can download and install the Spotify app

from the Windows store for free. It is also free to
use, although some of the features will need a premium
(paid) account. Once downloaded and installed, you can
either create a Spotify account to sign in or you can sign in
with Facebook.

TR T
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If you have used Groove Music before, the layout

and controls of Spotify should be fairly familiar. The
main areas of the app (music store, radio, local files, etc.) are
accessed by using the menu on the left-hand side of the main
window. The playback controls are always along the bottom.

When you first open the app, the browse screen

will be displayed. Here you can see new releases,
charts, albums, podcasts and other media to stream and buy.
A premium account will allow you to listen to almost
everything you see here, and elsewhere within Spotify.

Step 4 Click the radio link in the left sidebar and you can

see a selection of digital radio stations to listen to.
These will be a random selection of music by different artists
and different genres. Just roll your mouse over a radio station
and click the Play button to start listening.
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If you need to straighten the image, you can do so
using the handle to the right of the photo. Click on
this and move your mouse up or down to carefully rotate the
image in small amounts. As you do this, a grid appears to help
you line up the photo. Click Finished when done.

e B

The tools in the Adjust tab allow you to tweak the
Light, Colour, Warmth and Clarity of an image.
You can also use a slider to apply a Vignette (lighten or darken
the edges of an image). Just use the sliders to adjust any of
these effects until you are happy with your image.

*1? Moving down the main edit toolbar you will see
- . the Enhance button. You can click this to let the
software make changes and improvements to the image
automatically. You will see the image change slightly, and you

can then use the slider on the button to increase or decrease
those changes.

i

, You can, of course, apply enhancements yourself.

— Below the Auto-enhance button are the photo
filters. Click on any of these to see the changes applied to
your image. You can apply a filter and then adjust its effects
by clicking on the Adjust tab at the top of the toolbar.

R
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At the bottom of the Adjust tab are Spot Fix and
Red Eye tools. Click Spot Fix and the cursor will
change to a blue circle. Place this over the part of the image
you want to fix and click. The software will try to match the
location of the spot to the scenery or colour around it,
hopefully removing it.

St r The Red Eye tool works in a similar way. Click the

tool and move the circle cursor over the red part
of your subject’s eye and zoom in if you need to. The tool will
try to take the red out of the image and match it to the
surrounding colour. The results are usually very good.




Drawing on Images

The Photos app in Windows 10 allows you to draw or write on top of your images, as long as you have installed the
Anniversary update, and then save them as a completely new file.

Step 1 Open the Photos app and select your image (or m The contextual menus allow you to change the
double click an image to open it in Photos if that is

colour and the thickness of the pen or pencil tools.

the default app). Along the top of the image are several When you have picked a style, colour and size, you can begin
buttons, click the Draw button to begin editing your image. You to draw or write over the top of your image. The drawing tool
will see a new set of buttons and controls appear at the top. in Photos works best with a touchscreen PC, of course.

m From left to right, these buttons allow you to m Once you have completed drawing or writing on
draw/write in pen style, pencil style, calligraphy your image, you can save it. If you want to retain
style, erase, switch out of touch writing mode, save your file, the original image, change the name of the edited image in
share your file, and exit drawing mode. If you click on any the save dialogue box before you finish. If you click on Share,
button and see a small arrow, click again to open a contextual a list of sharing possibilities will appear to choose from.
menu for it,

Editing Images

The image editing tools in the Photos app have been improved and added to in the Anniversary update, including the
addition of preset filters and effects.

m Open your image in Photos and click on the Edit Starting at the top of the editing toolbar, you
button at the top right of the screen. If you had have the Crop and Rotate button. Click this to see
the Photos app running in full screen, the image will be further options for managing the aspect of your image. You
shrunk down slightly to fit the new toolbar, down the right of can choose a preset aspect ratio, or drag the handles at the

the of the editing window. corners to crop to a custom shape.




m You can also choose where Photos should look

for images here. Your own Pictures folder, plus

Windows' public Photos folder are automatically included;
but it’s really useful to be able to change this if you store your

images somewhere else, perhaps an external hard drive you
always use.
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m Back to the Photos Collection. You're now going
to use the Select feature, found in the menu at
the top right. This enables you to select individual or multiple
images. You'll see the top menu bar has now changed, while
each image has a tick box appear on it. Click it to choose the
images you want.,

Step 8 You can also copy your photos and images into
another app or File Explorer window. To do this,

select the photos you want, then click the Copy button in the
toolbar (the old Ctrl-C keyboard shortcut works too). You can
then paste the photos wherever you want on your computer.

m To delete photos, select them as detailed
previously and click the Delete button in the

Toolbar. You will see a pop-up to confirm you want to
continue with the action. Deleted photos are moved to the
recycle bin anyway, s0 you have a chance to retrieve photos
deleted in error.

The Photos app allows you to do several things
with your photos and images. The first is to
email them. Select the images you want to send and click
the Share button in the toolbar. The share options window

will open, allowing you to choose how to share the images,
including Mail.

The final tool in the Select toolbar is the Add

to Album button. This adds any images you
have selected to either one of the auto-created albums, or
to an album you create for the purpose. Click ‘Create new
album’ in the popup window, give it a name and then click
‘Create album’.




How to Manage and
Edit Your Photos

The Photos app was first introduced in Windows 8 but it wasn’t the best experience when
compared to most third party apps. In Windows 10 it has been improved, with better ways
to browse photos and a lot more editing options to make the most of your images.

Managing Your Images

The Photos app has seen some useful improvements over the last few years and is actually very powerful now. It doesn’t
offer the flexibility of an app like Photoshop Elements, but it does a lot of simple edits very well.

m Photos shows all of your images in a scrolling m If you're signed into Windows 10 with your
timeline of images, like we're now used to seeing Microsoft account, you'll also be signed in

on many smartphones or tablets. This is called your photos automatically to the Photos app. The benefit of this is that
Collection. You can click on any image to get a full-window photos stored on OneDrive also appear in Photos. You can
view and then click the Back arrow in the top left corner to auto-upload photos from the OneDrive app for your phone as
return to the main list. you take them.
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<1 Albums is a completely automated feature. If you
have an iPhone or iPad, you may have seen

Apple’s Moments feature; this works in much the same way. Photos settings, click the | Sources

Albums gathers together groups of photos you took around the More button at the top A ————

same time, so you can easily look back through them later. right, lets you choose O cumesmmpae
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Importing to the Photos App

The Windows 10 Photos app is a great tool for importing photos from a phone, tablet or camera. It allows you to
preview and individually pick images more easily, and even sorts them.

Step1 Open the Photos app on your Windows 10 PC.

Now connect your phone or camera to your
computer using the relevant USB cable. If you see the pop-up
menu asking how you want to deal with the storage media
you just connected, ignore it or click it closed.

m The Photos app should have opened up with the

Collections screen showing. If not, click the tab at
the top to open it now. Along the top of the Collections tab
are your controls: Refresh, Select, Slideshow and Import.
Import is the only one you need to click at this point.

Collection Albums  Foldors i e [ Eeses B o

The Photos app will now search for photos
available to be imported. If your device is not
connected properly, or the correct USE drivers are not
installed, it will fail to find anything at this point. If you are

transferring from a phone or tablet, you may also have to
unlock the screen to continue.

Looking for new photos and vidcos

0 items found so far

By default, every image detected on your device
will be selected for importing. If you want to
import everything, click Continue. If not, you can use the
check boxes on the images to select those you want to
import; use the Clear All and Select All buttons as required.
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m You can now choose where the imported photos

will be saved. By default, this will probably be
somewhere like C:\Users\YourName\Pictures. Click the
‘Change where they're imported’ link to do just that. You can
also choose to import into folders arranged by month or day.

Start importing?
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Click Import. Your image will now begin to appear
in the Photos app window, within the Collections
section. An album will also be created called Last Import.
Click on one of the images shown to begin editing or
enhancing it with the tools Photos offers.

- ] =

Collection Albunts  Poiders

s e [ e ] e

4

wwwbdmpublications.com 39



Learn How to Import
Photos in Windows 10

Importing photos from a digital camera or phone on to your PC may seem like a simple
task to some but if you have never done it before you can encounter problems and have no
idea how to fix them. Let’s take a look at importing photos from phone, tablet or camera.

Importing to a Folder

Importing your photos orimages directly to a folder on the desktop, or elsewhere, is the traditional method. It tends to

be quicker but offers fewer importing options.

The first thing you need to do to import photos
directly from a phone or camera is to connect the
relevant cable to your PC. In almost all cases, this will be a
USB cable of some sort. You will have been supplied a
transfer cable with the device you are using. Plug this into a
free USB port.

Plug the other end in to your phone or digital
camera and wait a few moments, Your PC should
detect the device and may need to install some drivers to
make the USB connection work.
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Normally, when you first plug a device in to your
computer which contains storage of some sort,
Windows will ask how you want to handle the files in that
storage. Scroll down the list to see ‘Open in a Folder’. In some
cases, Explorer will open showing the connected device.

_— -

aing ﬁl.hn} Tl wige

Caed
&=l

Now click on the device storage: this may be
Phone and Card on a smartphone and navigate
to where the photos are stored. This will normally be in a
folder called DCIM on your phone or camera. You can now
simply cut and paste or drag and drop images to a new folder
on your PC.




Calendar

Calendar Pane CALEN DAR
The main Calendar pane, however PO P U P

you choose to view it with the View
buttons, contains several different
bits of useful information, Public and You can now add a new event
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o n
national holidays are automatically from the calendar popup in the
added, based on location. The taskbar, without having the main Today .
current day is accentuated in your Calendar app open. Simply click 2 L
chosen highlight colour. Weather and on the date in the taskbar, select © ===
temperature information is shown for the date you want to add the & Adawiocaton
the current day, along with a few days event/reminder, and then begin -
after. Clicking the weather symbol typing in the text box below the
opens the Weather app. date grid.
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Click on any day in the main

6 8 g pane, or any hourly slotin day
view, and a mini Add Event

pane opens. You can use this to
add an event to your calendar
quickly. The pane includes event
name, time-slots and location; it
also lets you choose into which
custom calendar you want to
add it. If you choose to add more
details, click the More Details
button, if not, click Done to add

the event.
Liverpoo| ws Bournemouth |
Caendar - Qutlook ~ 'E-:?'I:h_:j:rl:‘é::g?'-_urh Ca lendar SrEttiI"IgS
® - [vent name All day Alongside various customisation
settings, such as the ability to
© 130 ‘1o 18:00 . choose light and dark themes
L and change the default highlight
?  Location colour, are settings for adding

new email accounts and changing
the default view. You can also
PR, add public or national holidays
PR “ manually, in Calendar Settings,

if they have not been correctly
added automatically.

[l Remind me: 15 minutes before  ~

Switch to Tabs

The Mail and Calendar apps are
closely linked, and you can quickly
switch between the two using the
buttons here. Receive an email
with an appointment in it, and you
can quickly add it to your calendar
using the tools in the Mail app.

You can also quickly switch to the
People app and the ToDo app
using the tabs/buttons here.
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-} Explore the Windows 10
Calendar App

The Windows 10 Calendar app is a fully integrated planning tool that can be linked up to
your email accounts and easily synced to your other Windows 10 devices. Adding new
events can be done manually, or you can simply use it to view national and public
holidays, all of which are automatically added based on your location.

Add New Event

There are two main ways to add
a new event to your calendar.
You can either click on the date
in the main window or, if the
date you want is not in view, you
can click the New Event button
here. You can then add an event
name, location, and a start and
end date. Give the event a short
description, especially if you plan
to share it with a contact. You can
do that by adding people using
the pane on the right of the Add
Event screen.

Monthly View

No matter which view you choose
for the main Calendar pane - day,
week, etc. - the month preview
always shows a full month. You
can use the arrows above the
mini calendar to skip to different
months and clicking on a date
brings that date into view on

the main Calendar pane. The
current day is highlighted in the
Month Preview.

Calendar

-+ New event

March 2020

Mo Tu We Th Fr
. (3
12 13

19

# Qutlook

mm ' [¥] Calendar
Il"'] Liverpool
- Cortana

Reminders

Linked Calendars

Your calendar can be linked to
your email account, which is
shown here. If you are using Gmail
for your email account, and have
any calendars set up in Google
Calendar, these are also shown
here. You can use the checkboxes
to select and deselect calendars
from showing in the main pane;
each is colour coded, so you know
from which custom calendar an
event comes.

[ Add calendars

= M
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UF S EER SRR Click the Menu button (three small

dots in the top right) to open the Edge
menu. From this menu, you're able to access Settings, print a
page and find words or phrases in the open web page. Another
option allows you to pin a particular web page to the taskbar
as an icon, should you wish to.

Edge Settings

Clicking the Settings option in the

Edge menu opens another menu with
further options. Tabs down the side of the menu take you to
different settings sections, including Privacy & Security and
Advanced. In the General settings, you can change the theme,
homepage and other basic options.

B B l_
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Settings WS iR, we value your privacy.

Teahin g peemmlivn

Clwar hrowsing data

SRS In addition to the ‘light’ default theme

of Microsoft Edge, there's an option in
Settings to display a black theme. It’s becoming a lot more
common for applications to have dark themes and the
Windows 10 taskbar is dark too. It’s a good alternative to
having super bright apps.

Edge Tabs

New tabs are opened either by clicking on a
link (if the link is set to open as a new tab) or
by clicking on the small + button at the top left of the browser.
You can have lots of tabs open at the same time. Right-click on
any tab to see further options such as Reopen closed tabs.
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You can change the layout between the
three presets by clicking the Gear icon.

Dwal of the Day r Lirw-paricasd [baems in Bargain

Custom Layout

You can also choose a custom layout. Here, you can enable/
disable the Quick links bar, the image of the day and set the
visibility level of the content in the news feed. You can also
change the browser language.

B Microsoft

m Just like the previous version of Edge, Edge

Chromium features extensions, which are
downloaded from the Microsoft Store. You can view installed
extensions in the Browser Menu = Extensions. There are fewer
extensions available for the new version, but this situation
will improve as it matures.

Extendians — :
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EDGE PRIVACY

Microsoft seems to be taking users’ privacy choices seriously adverts) is displayed and how well all Website features work
with Edge Chromium, and you now have a much easier way to depends on the level you choose.

control your browsing data and history. The biggest Our advice is to switch to Strict and then see how it affects

improvement is Tracking Prevention. You can access these your favourite websites. If you find things are not displayed as
settings in Browser Menu > Settings > Privacy & Services. they should be, you can always switch back to Balanced.

You can choose three different levels of tracking prevention: You can view sites that you have blocked from tracking you,
Basic, Balanced and Strict. These options all block known and also allow exceptions if there are sites which you want to
harmful trackers, but how personalised content (such as allow to track you.

Tracking prevention

Woebsiles use trackers to collect info aboul your browsing. Websites may use this info to improve sites and show you content like
personalised ads. Some trackers collect and send your info to sites you haven't visited. Learn more

Tracking prevention m
- ™
.. Basic _!_ Balanced ' Strict
Aecommiercied)
«  Allows most trackers acrass all sites = Blocks trackers from sites you *  Hlocks a majority of trackers from all
haven't visited sitesq
«  Coantent and ads will likedy be s b
personalised = Cantent and ads will ikely be less «  Content and ads will ikely have
ersonalicen minimal perconalisatioin
= Lites wall wark as espected P :
: o Lites will work At expeected +«  Harts of utes raght not work
« Mocks known harmdul trackers ; I 9
*  Blocks known harmful trackers »  Blocks known harmful trackers

Blocked trackers 2
View the sites that we've blacked from tracking you

Exceptions 5

i i
Al all lrackers om siles wou oo

Edge Tools

Now that you understand the basics of using the new Edge browser, let’s take a look at some of the features and tools that
turn it from a good browser into a great browser.

If you find the adverts, social links Read Aloud While you are in Immersive reader mode,

and other elements of a modern you have the option to “Read Aloud”.

website distracting, you can use the Immersive reader in Edge This starts a text-to-speech tool, which reads out the text of
to clear the clutter. Not all pages are compatible, but most the Website. You can also do this while viewing a website in
are. To enable Immersive reader, open the page and click the normal view (Browser Menu = Read Aloud), but it works better
Book icon in the Edge address bar. while in Immersive reader,
e i B

Australian Open 2020 draw:
Venus-Gauff and the other Christopher Tolkien, Keeper of
best first-round matches His Father’s Legacy, Dies at 95
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The news feed displayed on the Start screen is
split into sections: News, Entertainment, Sport,

All of the main Edge controls run along the top
bar. On the far left are the Back, Forwards, Refresh

Page and Home buttons. The Set Aside and All Tabs buttons etc. and you can scroll down in each section to see more
from the old version of Edge are gone. Clicking the + opens a stories. To go to the source website in a new tab, click on any
new tab and clicking the small X closes an open tab. of the stories in the feed. Click Personalise to choose news
. categories to display.
T cxnment : b S e

R ET W iR

(5] -

[# = = = . _——— ' -
— == L wm § *-
* o ik i ; L
I i -
" W e el ™ i ™
.

L ]
s L b 15T =] e S
Dolittle revie " Ir film ‘disastrous mess’: ‘See - ' i = F':l - E

P L
e
Nt CE — ™
- rul
ot

P e e ad
Lk Limtarasty g -
— 2 e — 2 !_ n
_— i| gt - -
mh{mt -,
EI... L ]

amm

Edge Tools

Lots of the old Edge tools have been removed, including Set Aside Tabs and the ability to write on web pages. There are,
however, still lots of tools in Edge.

Favourites To access Favourites, or bookmarked sites, If you want to browse in private

click the button directly to the right of the mode when using Edge, you can do
address bar (star with three lines). Clicking opens a fly-out so easily. To open a new InPrivate tab, click the browser menu
list, at the top of which is the option to "Manage favourites”, button at the top right and select “New InPrivate Window”.
This opens the list in a new page, where you can remove or You can also open a new private tab by using the keyboard
re-order them, shortcut Ctrl + Shift + N while Edge is active.

The new Edge start page features a row The option to zoom is also in the
of icons showing your recently visited browser menu. This increases/
websites or pages. Clicking these shortcuts takes you to that decreases the text and image display size in Edge, and will
site/page instantly. You can also use this tool to show your remain at whatever zoom level you set even when you close
favourite sites. Just click the + at the end and enter the name and re-open Edge. Also available here is a button to switch
and URL of a site you want to add. the Edge window into full screen view quickly.
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. Browsing with
Edge Chromium

The latest version of Edge, Edge Chromium, is a significant change and offers a much
better browsing experience. Based on the Google Chrome browser, Edge is focused on
modern web standards, privacy and security and boasts several new features.

Get Started with Edge Chromium

Edge Chromium feels much less clunky than the previous version and already feels more like the most popular
browsers available, such as Chrome or Firefox.

Step 1 If you haven't already updated to Edge Chromium, m Depending on the layout you chose during setup,
you can download it from www.microsoft.com/ the start page will either display a news feed or

edge. Once downloaded, click on the download to install it. a cleaner page (with the news feed just a scroll away below
The new version automatically overwrites the old version of it). You can check out the other layouts easily by clicking the
Edge, completely replacing it on your computer. Gear icon at the top right and choosing from the menu.

Pk | e

Intreducing the new Microsoft Edge

= —ll

It's tirme o expect mone

m During setup, you have the option to import To search for a website or web page, you can type
browser data such as bookmarks and favourites in the search field at the top (which is always
from Google Chrome, choose the initial start page layout, and there), or you can type in the search box floating in the start
set up syncing across devices (other computers, your phone, page. When you type in either box, Edge shows a list of
etc.) Once installed, Edge opens at the start page. suggestions based on what it thinks you require.

Let's sot up the browser with your data

.
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EDGE SETTINGS

Alongside options to change the style of the Edge browser,
including changing to a dark theme, are several important
settings. You can choose how the Edge browser opens,
showing the Start page or another specified page for
example. The advanced settings include options to block
pop-ups and allow Flash Player.

4 t |::I-4-,|-. T ﬂx
IRl 5 il The Hub from the old version of Edge,
Create bnagice - Te W 5 Ehirgs you must ["l Settings o Email List: How We e Sumid: The Eagiest Flagiarism Checkoer 2 [ Oatwer fewaurites WhiEh mnta il'IEd favﬂuritesr his‘tﬂr‘}f

and reading list has gone. Instead, you
can access favourites and the reading
list combined in a fly-out menu here.
Browsing history can now be found in
the Browser menu (along with another
link to favourites),

| Add a2 website . Browser Menu

Mame

The Browser menu, accessed using
the button in the top right corner,
A : contains options to open a new tab,

new windows and a private browsing
window. There are lots of other tools
here, including extensions and “Save
page as..." You also access the main
Edge settings menu here,

| URL

Lifestyle  Sport Money  Technology

''''''

Adele's transformation ‘is Drinks that are secretly
about being a healthier ruining your teeth
mum’ .
o Customise Layout
e M

You can customise the Start screen
in several ways here. There are
kk % three preset layouts: Informational,
> F }’. Inspirational and Focused. You
o ‘ can also choose a custom layout,

— which lets you turn on/off individual
elements such as pic of the day and
the news feed.

[Gallery] 15 Female

Celebrities Who Are Taller Biggest weight-loss myths
Than Anyone Thought you're still being told
Dark Theme
m he Ainnay Time : lﬂ
You can switch between light and
- dark themes in Edge. Or you can use

the same theme as Windows 10 or
macOs, by selecting Settings and
more > Settings > Appearance and
choosing an option from the Theme
menu. You can also customise things
like font display size here,
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Exploring the New
Edge Browser

The new Edge Chromium browser is subtly different from its predecessor, with several
new features added and a few old ones lost. It still has tabs, bookmarks and a reading
mode, as well as ways to customise the start page. Let’s take a look at Edge Chromium.

Browser Controls B Newtab x

_.:" [.'_.-:' Ij;:l L] SEAMCH Or enter web addres:
[‘l ;ul-l'h!ll.i wle' Ecommerce Fabpre

In the top left corner, where you would
probably expect to find them, are the
browser controls. These include the
Home button, the Page refresh button
and the Page forward/Page back
buttons. Right-click on the active tab
to see additional options, including
Re-open Closed Tab.

B My Dashboard oy 75 Actionable SEO O The Top 20+ Digital.. "8 How to Customize B wooCommence Sin. [

¥
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S

Search Fields

There are two search fields in Ed g% My Feed Personalise  Top Stories UK World News Entertainment
one at the top (which is also the

address field when viewing a website|
and one which floats at the top or
middle of the start page, depending on
the layout you choose. Use either of
these and search suggestions appear
as you begin typing.

When cultural sites are defaced or
Recently Viewed/Favourites disrespected | [©]

A group of icons are displayed for

the most recently visited websites/
pages. These automatically update as
you browse, but can also be edited to
show your favourite or most-used sites
by clicking on the + symbol at the end

of the row of icons. ‘ 63 | =4 . .

P STCHREES DF S T0HIES

Chemical in water leads to Bombshell; 'Theron as Megyn

1,300 bladder cancer cases' Kelly is a little frightening'
News Feed

i Y

The Start screen of Microsoft Edge
is also a News Feed. The news feed -
is provided by MSN and is made n b

up of news stories based on your
geographical location. Either the feed
is displayed at the top, or you scroll
down to it, depending on the layout
you choose. Click “Personalise” to
filter the news types.
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WG EEG IR Tuneln brings you sports, music, news, OIS EET CIEAUTEITR 6 (13 EICBl  PDF Reader by Kdan

podcasts, and radio live from around the Mobile, a PDF expert

world. Listen to the audio you love and let the moments move for Windows platform, not only enables you to read, annotate,
you. Listen to commercial-free music curated by leading-edge and share Adobe Acrobat PDF documents on your computers
DJs, live mixes and special guests, coverage from the news and smartphones, it also provides a brand new free-hand
sources you trust like CNN, BBC, NPR, Fox, MSNBC & more. drawing and writing experience! Enterprise solution is also

available. For more details, check our website.

Ted Mews St

||||||

dsMSNBC Fox"

Mews T alk

Dropbox brings your cloud content and
traditional files together with the tools you

GO e ER [T BUTTE T EES Not enough time for all
the books you want to

enjoy? Download the app by Audible, an Amazon company, love—so you can be organized, stay focused and get in
and access 200,000+ titles including bestsellers, classics and sync with your team. With all your files organized in one
everything in between. Immerse yourself in a great story central place, you can safely sync them across all your
anytime, anywhere, by downloading a great story today. devices and access them anytime, anywhere. Free or paid

accounts available.

%3 Drogt eaes pamsy s

Get the space
you need and
SO much more

Easily access your Google
emails, notes and calendar in

Adobe Photoshop Express Snap. Edit. Share. EasyMail for Gmail
Smile. The free Adobe

Photoshop Express app provides photo magic at your a standalone app. EasyMail allows you to switch between
fingertips. Join millions of creative folks who trust and use different accounts with just one click. Benefit from the

Adobe Photoshop Express for fast, powerful, and easy editing. seamless integration into your operating system and receive
It's the one-stop-shop for your quick and fabulous photo native mail notifications. With EasyMail, you always stay up to
editing needs. date without needing to keep your web browser open.

Enjoy Gmail without a browser!
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Ten Essential
Windows 10 Apps

The Windows Store is crammed full of useful apps for your computer, from well-known
names like Spotify to little-known but useful apps like Pin More. Here, we will take a look at
some of the best, most useful, or just unique apps available to download right now.

Al
s L
Jetflix

Li=AREY
el e d

Netflix is the world’s leading subscription service
for watching TV episodes and movies. Netflix
membership gives you access to unlimited TV programmes
and films for one low monthly price. - With the Netflix app,
you can instantly watch as many TV episodes and films as
you want, as often as you want, any time you want.

L
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Looking for creative ideas? Whether you're
planning your next big travel adventure,
searching for home design concepts, or looking for fashion
& fitness tips; check out new recipes, or explore lifestyle
inspiration, on Pinterest. Discover billions of possibilities for
every part of your life, from new recipes to creative home
design ideas.
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Are you tired of cluttering your PC
with dozens of apps? The free version
of File Viewer Plus allows you to open over 150 different file
types with one, simple app. Open documents, spreadsheets,
presentations, images, audio files, video files, archives, and
much more. Save both time and money with File Viewer Plus.
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BACK TO SCHOOL SALE! ‘

Meead supplies or new books?

Save 20% off all books at the campus bookstore

Be sure to check in during welcome week 1o 32 the §st of new exbocks
and geas available for this semester. Take an addtional 10% =i of all
notebooks, copy paper, wriling instrumants, and folders. Don't miss your

Discover ideas you'lllove
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The most popular all-in-one app for
viewing all your calendars including
Google, Live, Qutlook, iCloud, Exchange, Office365 and
Facebook. It integrates all your calendars into an easy-to-read
overview. View and manage all your appointments, events and
birthdays. Easily filter the appointments you would like to see.




Windows Store

m Here's what it looks like if you go to an album You don’t have to pay for most apps on the
page in the Music section. Like the movie page Windows Store. There are stacks of apps you can
in the previous step, there's a Buy link but no button to rent get hold of for free, Each app has a helpful star rating and
as there is with movie downloads. With movies you can also user reviews, so you can always see which apps aren't ones
choose to watch the trailer, while you can preview a snippet that are recommended by others.
of music.,
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m You're also able to buy single tracks, too - here

they're 99p. At every stage the Windows Store will

m When you download an app or other content, it
will be added to your download queue. Apps will

select other appropriate content for you to look at (often from download and then install relatively quickly but other content
the back catalogue or related artists), while you can also click - especially HD movies - could take longer. You can also click
any artist or album name to go to the relevant page. the blue Check for Updates button to check for app updates,
- though these will install automatically.
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Step 7 Should you wish to, you're also able to join m Paid-for apps use your credit or debit card. This
is all connected to your Microsoft account and

Microsoft's subscription music service Groove Music

Pass. We've talked more about the service in our Groove Music you can view your current account and billing information
app tutorial, but essentially it gives you unlimited access to the at account.microsoft.com, You can have multiple payment
Windows Store music catalogue and you can listen on basically options should you choose to. At the Microsoft account site
any device, including Android and iPhone. There’s a 30-day trial you're also able to view what Microsoft services (like Groove
but the service usually costs £9/512.60/€10.25 per month. Music Pass) you're currently signed up to.
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Find Apps and
Windows Downloads

There was a Windows Store inside Windows 8 but Microsoft has a new version inside
Windows 10. That’s because, like the new so-called ‘Universal’ apps, the Store will work
across all Microsoft devices including Windows Phones and the Xbox One.

Take a Look Around

The great thing about the new Windows Store is that the quality of the apps has improved, so it’s actually worth browsing.
But aside from better apps, the whole experience of looking for new software has been improved in Windows 10.

As well as being more responsive to use, the m Each section also features charts of the
Windows Store has improved vastly in terms of most downloaded apps as well as curated
content - as well as apps and games there are now movies to app recommendations. Here the selection is reasonably
buy or rent and music to download. You can switch between uninspiring but presumably this would improve as you
the major sections using the buttons at the top of the window. downloaded more apps. You can also easily flick through the
- top free and paid apps.
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Clicking on one of these main sections - here
we've clicked on Apps - takes you to a Browse

As in many Windows 10 apps, there’s a search box
in the top right. The search will pick up results

screen where you're presented with the latest apps as well as from across the Store, whatever you search for. Here we've
those that are growing in popularity at the moment. You can found a film we’'d like to see. This page is roughly the same
also refine your search using the categories on the left - say whether you're looking at a game, movie or app.

you just wanted to see Education apps, for example. -
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ETFLIX [

= | APP INFO SCREEN
= @ rEmvEm

Once you have found the app or game you want to install,
click on the icon to open the app info screen. This screen
displays the average app score, user reviews, similar app
suggestions, as well as a list of features and updates. Click the
Free, Buy or Try button to install the software.

Downloads/Updates

If there is an update or new
download available for any app
you currently have installed on
your computer, a notification will
appear here. The number shows
how many updates/app downloads
are waiting. Click the arrow and
select the required action (update,
retry etc.).

Store Settings

Click the small Account icon here to
see the store settings option. Here
you will find details of the Microsoft
) = Devis & 5 : account currently being used, along
- / * o AL ATSY Wy with several sliders used to control
‘l’ ”{'ﬁ'ﬁﬂf ONE Y - ~Auas things like automatic app updates.
' You can also control who can install
new apps on your PC.

Karaoke One

== Gl Il
ot Search Bar

iy | ' g, K You can use the main search bar
E“glls}. I = : in the taskbar to search for apps,

QSpﬂlliﬂg 7 e games, music and films in the

; - 3 Windows Store (store results will
“ ' have the store icon next to them in
4 : the results list). Alternatively, you
Sniper Ops 3D Mouse Gestures Ultimate English WolframAlpha Sniper Fury : can search jUEt inside the store b}f
Sh t .T iin W W H' IF 0 wEwwi W W W F .
P P i using this search bar.
Froc® Froo Free® £2.29 Free®

Windows Store Offers

= Shiww all

. _ | Periodically, the Windows Store will
: N J = - feature offers for its users. This could
47 & r M be a free Groove Music 30 day trial,

or other download offers. Click on
the link to read more about the offer
and then follow the instructions to
take advantage of it.
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Explore the
Windows Store

Windows 10 comes with great built-in apps including Skype and OneDrive, but that’s just
the beginning. The Windows 10 Store has loads more to help you stay in touch and get
things done, plus more games and entertainment than ever before, many of them free!
Expanding your PC’s versatility will depend on being able to navigate the app store.

Category Tabs

Just as with other online app stores,
the Windows Store features several
different download categories.
These include Apps, Games, Music
and Films. Each category has its
own Home screen, which displays:
Most Popular, Top Free and
Trending sections.

Store

Featured Apps

The Featured Apps slider will display
those apps or games that are
trending or have been particularly
popular. This display is constantly
updated and is a good way of
finding out what other Windows 10
users are using and playing.

ﬂ Home Apps ATIES MUSIC Films & 1Y

555 FORZ A

Forza Horizon 3 Demo

Explore dwstrali

EF' Top dpps

Software Charts

These links take you to lists of the
most popular and most downloaded
apps and games on the Windows
Store. Once you click on one of the
links, you can further refine the
chart using the links on the left-hand
sidebar. Filters include Top Free, Top
Paid, Best Rated and New & Rising.

{3 Top games

Picks for you

G H
M

Feadlah X-Mearcs Perfect Flicker

W W o L A & B

Apps and Games

As you scroll down the main page of
the App, Game, Music or Film Home
screens, you will see additional
sections showing Most Popular, Top
Free, etc. If you want to see all of the
apps in a particular section, click the
Show All button on the right.
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From using both old and new Contents
features, like the Microsoft
Store, email and Skype, to 44 Explore the Windows Store

makine the most of eve 46 Find Apps and Windows Downloads
8 y 48 10 Essential Windows 10 Apps

photo you upload, this section 50 Exploring the New Edge Browser

is all about getting more from 52 Browsing with Edge Chromium

the wide variety of software, 56 Explore the Windows 10 Calendar App
tools and features Windows 10 58 Learn How to Import Photos in Windows 10
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74 Using the Facebook App in Windows 10

76 Using WhatsApp in Windows 10

78 Making Calls with the Skype App

80 Sharing to Nearby Devices
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Using the
Focus Assist Tool

Focus Assist allows you to create distraction-free periods by blocking alerts, notifications and
other sounds. Turn on Focus Assist to stop distractions like social media or alternatively set it

to turn on automatically at certain times during the day.

Blocking Notifications

Choose which notifications you want to see and hear. The remainder of your alerts will go into the Action Center so

you can see them at a more convenient time.

You can easily activate Focus Assist using the
quick actions panel in the Action Center. The
default setting is Off. Click the Quick action button once to
allow priority notifications only, click it a second time to allow

alarms only. Click the button a third time to turn Focus Assist
off again.

m You can also turn Focus Assist on or off in the
main settings (settings > system > focus assist).
Once there, you can also set up your automatic rules and
customise your priority list. You can set automatic rules based

on times, when you are duplicating your display or when
playing a game.
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m To set an automatic rule by time, click on the
option and then click the slider to On. You will

now see menus to set start time, end time and whether to
repeat the rule daily, just on weekdays or just on weekends.
The focus level lets you choose if this applies to priority
notifications or alarms.
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If setting Focus Assist to priority, you can

set a priority list by clicking ‘Customise your

list’. Here you can add or remove specific apps, people or
Windows 10 features that notify you. When you turn off Focus
Assist (manually or automatically), a summary of missed
notifications can be shown.
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computer. There is a new screen displayed on your phone,
this shows the settings for the Microsoft companion app,
alongside to which Windows 10 computer it is connected.

If all is successful, you should now see your
phone displayed in the Your Phone app on your

Next, app permissions...

Mow it’s time to start using the Your Mobile app.
In the left-hand sidebar are several different
sections. These include Photos, Messages, Motifications and
Phone Screen. Each part of the app needs to be enabled to
begin using it, so you don't have to allow full access if you
don’t want to.
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Connecting to your phone,

Recent messages

Step 7 i E

Click on Messages
first, and then click
the “See texts”
button. When asked,
send the notification
to your phone to ask
permission to access
messages (if already
given, this opens the
messages list). Your
phone messages are
now displayed, and
you can click on any
to read and reply.
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on Notifications and then click “Get Started”. Again, you
need to allow this on your phone settings, which are opened
by clicking the button on the screen in the Your Phone app.

If you want to be able to see notifications from
your phone on your PC screen, you need to click

Mtifications
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To view photos stored on your phone from the
comfort of your PC, click the Photos section. Allow
access as before, and then wait while the view refreshes. The
most recent 25 images captured on your phone are displayed.
You can open them in the Photos app by clicking on them.

B e P Wi

E Recent photos

The Phone Screen option allows you to mirror

m your phone screen on your PC, displaying

everything that is happening on your mobile device in the live
feed of the Your phone app. To fine-tune any settings, click
the Settings button at the bottom of the sidebar in the Your
Phone app.
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Connect Your
Phone to Your PC

You can connect an iOS or Android phone to both your Microsoft account and Windows
10, allowing you to view the photos on your phone from the comfort of your desktop and
even view call and SMS details on your computer as they arrive on your phone.

Set Up the Your Phone App

The setup steps for connecting a mobile device to Windows 10 are almost exactly the same for both i0S and
Android devices.

m Open the Settings and look for the “Phone” m Make sure you use the correct country code
option. Click the link and then click the “Add a (e.g. +44 if in the UK) and then click the “Send”
phone” button on the next screen. The Your Phone app then button. Within a few seconds, you should receive an SMS
opens in a new window. You can also get to the app directly message on your phone from Microsoft. Click on the link
from the link at the bottom of the apps list in the Start menu. in the message and, if asked, allow the Companion app to
take photos.
& g
Gt Home Your phone
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S In the right-hand sidebar, click on the type of m Meanwhile, on your computer screen you should
phone you have (Android or iPhone) and then click

see a new window open, showing a QR code.

“Continue”; another window opens, showing your Microsoft Scan this using the Companion app now open on your phone.
account. To link your phone to your PC, you need to enter your Again, you may be asked to allow certain app permissions on
phone number here (if not already in your account). your phone. If you decline, you can't connect your devices.
e
[
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In a move designed to keep up with more Troubleshoot From the Network and Sharing Center
mobile-based computing devices like the you can also click the Troubleshoot

iPad, Windows 10 now includes a data usage page in Settings Problems button if you're having issues with connectivity
too. Here it splits your data between wired and wireless. We'd and networking. Another way to troubleshoot problems
like to see more advanced settings than this too, so you could with a Wi-Fi connection is to right-click the Wi-Fi icon in
see how much data you used on a public wireless hotspot, your Notifications area near the clock. Select Troubleshoot
for example. Problems from the menu that appears.
o = M8 Nelwork and brtemet
G NETWORK & INTERHET | st w et *- . % [ ) Contol Panel + Al Control Panel ltems * Troubleshooting * Network and Intemet ' O |54

Troubleshoot problems - Network and Internet
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Control Panel Here we've left the Settings app and

we're now in the Network and Sharing

Disable Adapters Another thing you can do is

to disable and re-enable your

Center within Control Panel. The easiest way to get to this is network adapter (like the Wi-Fi card in your laptop). View your
to search for it or go to the Control Panel by right-clicking the network connections by clicking Change Adapter Settings in
Start button and selecting it from the menu. You can also get the Network and Sharing Center and then right-clicking the

to it by right-clicking any network icon in the notifications network connection in question in the view above. Disable it
area near the clock. and then re-enable.
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Sharing Settings From the previous window, select Another thing to bear in mind is the Windows

Change Advanced Sharing Settings Firewall. Normally you won’t have any

from the left-hand sidebar. You'll be taken to this screen dealings with this whatsoever but if you're having problems
where you can turn on network discovery; this governs accessing the Internet with a particular app, ensure it is listed
whether your computer can see others on your network and here. Go to Control Panel = Update and Security = Windows
whether you are visible to them. You can also turn file and Firewall and then select Allow an App or Feature through
printer sharing on or off. Windows Firewall.
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@ Connecting Your
PC to the Internet

Setting up your Internet connection is an important step in Windows 10. Joining and
managing networks is easier than ever. One of the new features is Wi-Fi Sense that
enables you to securely share network connection details with your contacts.

Manage Your Network Settings

We’'ll show you how to master your Wi-Fi settings and explain what you need to do if you have a problem connecting to
the Internet in Windows 10.

Your Settings Network and Internet is one of the key VPN Settings If you need to log in to a corporate
sections within the new Windows 10 network, this is where you need to enter

Settings app. It features a plethora of settings for the different the appropriate settings. It's fairly easy to do but you'll need
ways to connect to the Internet. While the Wi-Fi screen is the configuration details from your IT helpdesk (they will
fairly straightforward, there are different settings windows for have to enable you to have VPN access) plus your username
Ethernet connections and even dial-up. and password.
¥ Mg = s o - Lpet e - o :-'
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m We don’t mind ourselves but some Proxy Settings If you use a proxy server, this is where
people are worried about the security you enter any specific settings to
implications of sharing network settings; or simply don’t want do with that. However, Windows 10 should automatically
to automatically connect to networks shared by others. You detect proxy settings. Note that the settings you configure
can disable it by visiting the right settings; just click Manage here won't apply if you connect via a VPN, because a VPN is
Wi-Fi Settings from the Wi-Fi window. You can also manage essentially a tunnel directly into the corporate network you're
your known networks here. connecting to.
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Cortana Tips and Tricks

As well as helping you search, both on and off your computer, and letting you create lists and reminders, Cortana has

some other clever tricks up its electronic sleeve.

Notification Mirroring

Forward app notifications
from your phone to your PC.

Download and sign in to Cortana on your Android phone.
Then go to Cortana settings on your PC, and switch on Send
notifications and information between devices. Messages and
alerts you receive on your phone, will now be mirrored on

your PC.
@ Home Talk to Cortana
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Connect Cortana and Alexa.
Enable the Alexa skill and
link it to your Cortana
account. Then, just say
“Cortana, open Alexa”

on your Windows device
and talk to Alexa as you
normally would. Alexa and
Cortana are always getting
smarter, so new features
like music and audible will
be available soon.

Change Your Name

You can change what
Cortana calls you. Select
the Search box on the
taskbar to open Cortana.
Select the Notebook

and then select your
hyperlinked email address.
Select Change my name,
enter the name you want
Cortana to call you, and
then select Enter.
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Cortana can be instructed

to create a reminder from a
Sticky Mote message. Open Sticky Notes and type, or use the
Pen, to write down a reminder like “Call Mum at 4 PM.” Select
the text that’s in a different colour, then select Add Reminder.
Select Remind and Cortana will remind you later.

Sticky Note Reminders

You can use Cortana to search for

something, or do something, even when
your device is locked. You need to turn on Use Cortana even
when my device is locked in Cortana’s settings. When your PC
is locked, say “Hey Cortana” and ask her something to see this
In action.

¥

Lt Comars lnteh fo My comamands whei | press de Windoss
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@ ) on
Lock Screen
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Cortana Language

Track Packages

You can have Cortana
track your packages. Open

Cortana il uieng Cutlopk

Cortana and select the i ; Wl
MNotebook icon and then
Skills. Connect Cortana to =

Outlook (or other email
provider) and then go to
Permissions in the Cortana
Settings and switch on
Communications history.
This allows Cortana

to recognise package
confirmation emails from
most major carriers.

El Femindars. Bia. and lasks

wwwbdmpublications.com 37



Back in the

Organiser panel,
click the Reminders option
to view and add reminders.
With the reminders panel
open, click the + button at
the bottom to begin a new
reminder. Type a name for
the reminder, and then use
the buttons below the name
to set a time, place or
person, or to add a photo.

Cortana Skills

Once reminders

aresetin
Cortana, they will appear as
a pop up and, at the
allotted time, as an Action
Center alert. You can then
snooze, or set the reminder
as complete, just as you
can for any alert that
appears in the Action
Center. A list of previous
reminders remains in the
Cortana Reminders panel.

ﬂ Cortana

Remember to

Enonge for

15 minuiled
= o
Sroee Lomplele
il Mlail

Your Gmail account settings are out of date

B AMD Settings

Radeon Software News

Cortana Skills are the various things you can allow Cortana to do, such as connecting it to a Gmail account or allowing

it access to your music library.

You can manage your Skills
by opening the Cortana
panel and clicking on the
Notebook. Select the
“Manage Skills” tab, and
then scroll down to see the
skill category you want to
manage. The exact skills
you'll see here will vary,
depending on the apps and
features you have in
Windows 10.

This skill allows you to
connect app services like
Gmail, or Wunderlist, to
Cortana. Select the option
you want to connect, then
click the Connect button.
Normally, you will then
need to sign in to the
account associated with
that app or service (your
Gmail account login, for
example).
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You can choose whether
Cortana can access and
display your upcoming
meetings, your upcoming
reminders, and your
calendar timeline. You can
switch each of these options
on and off independently.
For this to work, you will
need to be using the
Windows 10 Calendar app,
not a third-party app.

This skill can be set to work
with driving times, or public
transport times, and will
alert you to traffic
congestion and delays on
your way to or from work
(or to and from any other of
“your places”), and can
even tell you when you
need to leave in order to
arrive at a meeting, or
appointment, on time,
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O Doing More
with Cortana

Cortana is your personal digital assistant in Windows. The more you use Cortana, the
better your experience will be. So if you haven’t used it much yet, or are feeling slightly

underwhelmed, this guide will show you just how powerful a tool it can be.

The Cortana Notebook

The Notebook in Cortana is your way of making the feature more helpful when using it every day with your PC and
Windows 10. The Notebook contains the Organiser and Cortana Skills.
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Advanced Search Settings

Head into the main settings app and click on the Search section. Here you can find search settings under two
categories: Permissions and History, and Searching Windows.

Enhanced Search

The default file search setting is
Classic, which just returns results
from your libraries and from your desktop folder. You can
change this to Enhanced search, which will re-index your files
and provide a much wider set of search result in the search
panel. Libraries and desktop are still included.
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You can choose enhanced search
and then exclude folders from the
search index. This means that those folders and their contents
won't appear in search results. There are already several
folders excluded, including important system folders and
things like AppData.
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You can further tweak the
areas of your computer that
are indexed by the search by clicking on Searching Windows
> Advanced Search Indexer Settings. Here you can choose
to index encrypted files, rebuild the search index, and even
change the search index location.

Em— Excluded Folders

Search will not look in the following folders, Add and remaove
falders to personalise your search axperience.
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Windows 10 can collect
search history from one or
more devices, to provide a much more personalised search
experience. If you prefer, you can disable search history, either
on a single device or across all of your connected Windows 10
devices. You can also clear existing search history.

Manage Search History
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If you having problems with
search (files not appearing in
results as expected, for example), you can run the indexing
troubleshooter. Open Settings > Search > Searching Windows
and scroll to the bottom. Run the troubleshooter, and then
select the problem you are having.
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Windows 10 now separates the search

field from the Cortana button. You
can further customise how search is displayed in the taskbar
if you wish. Right-click on the taskbar and highlight “Search”
from the action menu. You can choose Hide, Show Search
Icon or Show Search Box.
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m When web results are shown in the search panel,
you can scroll the list to see more (assuming there
are more than a few results) just like when viewing search
results in Bing or Google. You can further refine search results
shown, by using the web, images and videos tabs at the top.

1
b

1

§F
F
it

m For things like documents and photos on your

computer, the right panel will display information
about the file (when it was created and where it is stored), as
well as links to Open, Open File Location and Copy Full Path
to the file. Apps found in the store have an Install link.
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The search panel also includes a set of links to your
most used apps or software. These are displayed
along the top of the panel when it first opens, but are replaced
by search results as you begin to type. Clicking on any of these
app links will open the app directly from the panel.
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Search is linked to Timeline, so the search panel
also shows recent activities when first opened.

These include documents you have recently edited, web sites
and pages you have visited and app/games you have had
running. Click the “Open Timeline” link to do just that.
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You can access search settings from the Menu
button at the top right of the search panel.
This will also tell you which account is currently in use and
connected to search. Click the link to manage accounts,
including which email account will be searched here.
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Click on Search Settings to open the main

m settings app to the relevant section. Here you

can control Safe Search settings, cloud search content, and
your search history. You can also control what is searched
(all files, or just libraries and desktop) and choose to exclude
folders from search.
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p Using the Windows 10
Search Tools

Search and Cortana are no longer combined into one tool in Windows 10. Search now
has some additional tools and settings which help you find things both on and off your
computer. Added extras to search include recent activities and most used app links.

£

Click in the search field at the left of the taskbar
and the new search panel will pop up on screen.
You can now simply start typing your search term and watch
as the results are listed in the panel. The results will be split
into sections such as Documents, Apps, Photos and Web.

If you don’t want to display everything associated
with your typed search term, you can use the
tabs at the top of the search panel when it opens. These

let you filter results to just Apps, Documents, Emails, Web,
Folders, Music, People, Photos, Settings and Videos.
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m Results will display more information on the

right side of the search panel. For example, a
web search will display a list of search results from Bing.
Mouse-over any of the results in the list on the left, and then
click the right-pointing arrow that appears to see more info in
the search panel.
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If the app, setting, photo or document you are
looking for is highlighted at the top of the search
panel as you type, you can simply press Enter to open it. To
view a non-highlighted result or category, you can just click on
it to open it (open a web result in the browser, for example).
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CORTANA AND TIMELINE

In addition to resuming past activities

through Timeline, your personal digital 5

m,

J  Fevurd Troen pour other davicsd

assistant Cortana will suggest activities | T

you might want to resume to help you

stay productive as you switch between o .
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your phone, laptop, and other Cortana-
enabled devices. This experience is
powered by the same activities that
appear in Timeline,
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Getting Started

Use your PC normally. After a while, select the
new Task View icon in the taskbar; you can

also open Task View by pressing the Windows
logo key + Tab. Below your running apps, you'll
see past activities in the Timeline. If you have
more than one PC, try using Timeline on all of
them — you'll see the same activities no matter
which PC you're using,

Activity History

The new activity history settings page allows
you to control which accounts appear in
Timeline. This is most relevant for users with
multiple accounts, such as a personal Microsoft
account, and a work or school account.
Settings here also let you disable activity
collection and clear your activity history.

Annotated Scrollbar

Avery useful annotated scrollbar makes it
easy to get back to past activities in Timeline.
The scrollbar will change to display dates,
days or even times within a single day. You
can scroll the Timeline screen using the
arrow keys on the keyboard, or by clicking
and dragging on the scrollbar.

Activities

In Timeline, a user activity is the
combination of a specific app and a specific
piece of content you were working on at a
specific time. Each activity links right back
to a webpage, document, article, playlist,
or task, saving you time when you want to
resume that activity later.

All Activities

There’s also a way to see all the activities
that happened in a single day—just

select See all next to the date header. Your
activities will be organised into groups by
hour to help you find tasks you know you
worked on that moming, or whenever. And
if you can’t find the activity you're looking
for in the default view, search for it.
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View and Manage Your
Activities with Timeline

One of the most useful additions to the Windows 10 OS in the Spring Creators update is

Timeline. This handy feature allows you to easily get back to anything you were working on
previously, without having to have dozens of windows left open all over your computer. You

will only see the Timeline features when you click the Task View button if you have the

latest update installed.

New Desktop

Just as with the old version of
Task View, there is a button to

add extra virtual desktops. Virtual
desktops are essentially extra
workspaces, so for example you
can have one space with your
email and chat windows open,
and another where you're working
on a PowerPaoint presentation
without email distraction.

Task View

Timeline introduces a new way to
resume past activities you started
on the current PC, other Windows
PCs, and even i0S/Android devices.
The feature enhances Task View,
allowing you to switch between
currently running apps and past
activities, The default view of
Timeline shows snapshots of the
most relevant activities from earlier
in the day or a specific past date.

Earlier Today

The Earlier Today panel shows
the latest activities on your
Windows 10 PC. Documents you
have viewed, apps you have
opened, and websites you have
visited can all be displayed here
as a thumbnail image. Click on
any of the thumbnails to be taken
back to that app, document or
web page.
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Managing Your Notifications

You have a high level of control over how you are notified of things happening or requiring attention on your
Windows 10 computer. Let’s take a look at managing your notifications.

Motifications that are showing in the Action
Center will disappear after you have clicked on

Open the main Settings > Notifications & actions
and you can see several more ways to manage

them or actioned them. You can also remove them from your notifications and the Action Center. At the top you will
the panel by hovering your mouse pointer over them and see the panel for reviewing, adding and removing Quick
clicking the X that appears. Some notifications can be safely actions buttons (that appear in the Action Center). Available
ignored, but be wary about which. Quick actions will vary.
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Right-clicking on a notification heading in the
Action Center will bring up a small action menu

You will also see a few sliders that allow you to
control general notifications settings such as

allowing you to choose to turn off future notifications from that whether you get notifications from apps, notifications are
app or service, or make it a priority. You can also go directly shown on the lock screen of your PC and whether they are
from this action menu to the main notifications settings. shown when you are duplicating the screen.
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Below these are sliders to enable or disable
notifications for individual apps or services in

Right-clicking on the Action Center button will
bring up a small options menu, allowing you to

turn on/off Quiet hours (a period when no notifications are Windows 10. Click on the name of the app or the feature and
shown), whether app icons are shown in the Action Center a new screen will open, letting you fine-tune the notification
and whether the number of notifications is shown on the setting for each in much more detail (e.g. set the max number
Action Center button. of notifications to show).
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Manage Notifications
In Windows 10

If you’ve used a modern smartphone, you should be all too familiar with Notifications and
alerts. Windows 10 has embraced the use of similar notifications in a much bigger way
than older versions. Here’s how to manage those useful little pop-ups and alerts.

Viewing Notifications

Viewing your notifications is very straightforward, as they are all grouped together within the Action Center. You can
see when you have new notifications by the numbered badge that appears.

Some notifications can be interacted with in the
pop-up or in the Action Center. For example, after

Some notifications pop up in a small window
in the bottom right corner of the screen as they

arrive, others will simply arrive in the Action Center and installing an app such as Spotify, a notification will appear
display a badge on the Action Center button, again at the telling you that the installation was successful, and letting
bottom right of the screen. To see your active notifications, you launch the app or pin it to the Start menu straight away.

click the Action Center button.
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Notifications of events from the Calendar app will
always appear as a pop-up first and then appear

Notifications are displayed under relevant
headings and will be grouped together

accordingly. So if you have two different Calendar app in the Action Center. You have the option to interact with
notifications, find them grouped together under a calendar both, by snoozing the notification for a selectable period of
heading. Notifications that pop up a window will vanish after time. Doing this will remove it from notifications until it pops
a few seconds if you ignore them. up again later.
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Managing Your Folders

Once created, folders can be adapted and customised in a
whenever a new folder is added.

folder and the action menu appears. The exact options
that appear will depend on the apps or software you have
installed but can include scan for viruses, compress, shred,
zip and more.

You can manage a folder in a number of ways
without even opening it. Right-click on any
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m The standard (Windows 10) options in the folder

action menu include Pin to Quick Access, Open,
Share With, Pin to Start, Send To, Cut, Copy and Create
Shortcut. If there is a small arrow next to an option in the
menu, it means a further options menu will open when
rolled over.
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Open the folder and a whole range of further
options are available along the top of the new

window. You will see four main tabs along the top: File, Home,
Share and View. Each one of these, when clicked, will display
a different set of further options relevant to the section.
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number of ways. You can even change the defaulticon used

more confusing. Most casual computer users won't need to
use 90 per cent of the options in their day-to-day use but it
is worth understanding them anyway. Add a few files to the
folder and experiment.

Most of these options are self-explanatory, such
as copy, paste and select all but some are a little
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If you want to get really deep into managing
your folders, there are even more options to
explore. Open any folder and right-click anywhere inside
the main window. From the action menu that appears, click
Properties. Here you can manage all sort of things, from
security to icon style.
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m To change the icon style, that will change the
style of all folder icons, click the customise tab
and then click Change Icon at the bottom. Scroll to view all
of the available icons (downloaded icons can be accessed by
browsing), click on your preferred icon and click OK.
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Create and Manage
Desktop Folders

Despite all of the changes to the Windows OS, folders have remained as one of the core
tools for organising your files. Much more than just boxes to keep your photos or music
files in, folders can really help to improve how you use Windows 10 on a day-to-day basis.

Creating New Folders

It may sound too simple if you are a long time Windows user but here’s a look at how to create new folders on the

desktop and within other folders.

On the desktop, right-click and select New folder
from the action menu that appears. The familiar
yellow folder icon will then appear at that position on the
desktop (wherever you clicked), with the name automatically
set as ‘New folder’ but highlighted ready to change.
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You can leave the name as ‘New folder’ if you
wish. If you then create a second folder next to
the first, it will automatically be named ‘New folder (2)’. You
can rename a folder at any time by left-clicking on the title
once, or right-clicking and selecting Rename from the menu.

Double-click any folder to open it and view the
contents. You can move items into a folder by
selecting, dragging and dropping into an open folder or a
closed one. If the folder is closed, drag the selected items over
the top of it until the folder is highlighted, then release.

To delete a folder, right-click on it and select
Delete from the action menu. You can also click
and drag the folder to the Recycle Bin icon on your desktop.
Anything in the folder will also be placed in the recycle bin.
To move folders around the desktop, just click, drag and
drop them.
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File Explorer

m Also from This PC (you might know it as My Step 8 The Windows 8 Charm bar has been abandoned
Computer if you previously used an older version in Windows 10 and the functions for Windows

of Windows), you can access the Programs and Features Store apps are hidden away inside the apps themselves;
Control Panel area if you want to uninstall something. functions such as the Settings for the app itself and the
ability to Print or Share.
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m File Explorer’s Share tab also gets a new m If you've come from an earlier version of
treatment, with the Share logo (first introduced Windows, you might not be familiar with
with Windows 8’s Charm bar) now used for file sharing from OneDrive. It's Microsoft's cloud storage application and it's
all apps. You can choose to email a file straight from the File available right from File Explorer in Windows 10, so you can
Explorer window, add it to a zip file or share it with other access your files just as if they were on your own computer.
Windows users.
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Step 7 If you want to see what other options you have m On-screen notifications have changed in

for sharing - perhaps using the Windows Mail Windows 10. Unlike in Windows 8, where they

app - highlight the files you want to share, then click Share. A display in the top right of the screen, all notification action is
pop-up bar will appear on the left of the screen and will show now centred on the bottom right. There's also a place where
you the options you have to share that file(s) or folder(s). notifications reside after they've popped up.
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Learn How to
Navigate Windows 10

Here we’ll take you through the improvements to the general Windows 10 file browser.
Many features remain from Windows 7 and 8 (such as clicking in the far right of the

taskbar to minimise everything) and apps on the taskbar work the same.

What’s New in File Explorer?

File Explorer is a much undervalued part of Windows. And while it hasn’t fundamentally changed for several versions of
the operating system, Windows 10 introduces some interesting enhancements, which we’ll take you through here.

m The way you browse files in Windows 10 is m There are also new icons across all File
broadly similar to previous versions of Windows, Explorer views, while there are a lot more file
but File Explorer has been enhanced. The main Quick Access operations that you can access on the menu at the top
window shows you your most frequently used folders (after of the window (known as the ‘ribbon’ in Microsoft speak)
all, how many of us dip into more than five or ten folders in a without the need to use the right-click menu. This is to
day?) and also recent files. make it easier for PCs with touchscreens.

Sivas The sidebar also works on the same principle m This PC is similar to before, but the link to
and via a new Quick Access feature you can Control Panel has been replaced by the Settings
pin folders or files that you want to stick around. It will app, which you can now see on the menu bar. Although the
also show you Frequent folders too. You can pin things Control Panel is still present in the background of Windows
permanently onto Quick Access by right-clicking them and 10, Microsoft intends for you to use the new Settings app and
selecting Add to Quick Access. directs you there wherever possible.
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THE VIEW TAB SHOW LIBRARIES

The View tab in the File Explorer allows you to completely Your Libraries in Windows 10 are preset system folders that
change how the window looks, how files are displayed and are the default locations for your Camera Roll, Music, Saved
even whether each item has a permanent check box next to Pictures, Documents, Pictures and Videos. You can easily have
it. One of the most useful tools in the View tab is the Details these displayed in the File Explorer. Right-click on any free
Pane button. This switches the Preview Pane to show a list of area of the Navigation Pane and from the menu, click Show
file details instead. This is particularly useful if you are looking Libraries. You can then expand the list of libraries by clicking
at images. the small arrow.

Window Controls

Almost every window that opensin
Windows includes these controls. From left
- O X to right they are: Minimise, Maximise and
0 Close. Just below the standard window
' controls is a small arrow and a question
mark. The arrow is used to show and hide
the File Explorer toolbar, which is useful for
smaller displays. The question mark will,
P when clicked, open a help page.

Preview Pane

If the preview pane is enabled,
approximately a third of the File Explorer
window and indeed, any other folder that
you open will be reserved for a preview of
any selected files. Normally, only image,
html and text files will display a preview
in this pane. The preview pane can be
increased or decreased in size by clicking
and dragging the scroll bar to the left of it.

Folder View

The two buttons here let you choose
between viewing the contents of the folder
in a thumbnail format or alternatively, as a
list. When the folder items are displayed as
a list, you can choose to display a varying
amount of information, including date

last modified, file type and file size. Items
shown as a list will still display a preview in
the Preview Pane when selected.

pEveli-phato-302003 (1)Ljpeg

-

Folder Contents Pane

- When a folder is selected in the File

1 Location sidebar, its contents are shown

B o, - in the main pane. The contents of any
pexels-photo-410913.peg single folder may vary greatly of course but
Windows uses standard icons to show Word
documents, text files, various different
image formats and shortcuts to apps and
software. As you can see here, images will
usually be displayed as a thumbnail unless
view settings have been changed.

g
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Exploring the
Windows File Manager

-

The File Explorer is much the same as it was in previous versions of Windows but it is still
worth you exploring it. The File Explorer is one of the most overlooked tools in Windows but
if you want to be able to find your accumulated photos, music files, and word documents
without having to use Search, it is definitely something you should be familiar with.

SRR saved Pictures

File Explorer Toolbar | e —m——
L1 L] f gy Cul IF [ - PO RS Moo - [ Seleut o
This tabbed toolbar contains all [® =L e copy pa 4= X "'I N | M s
Fin | k Copy Fa . Move Copy  Delete Remame  Mew Progemies - Hor
of the tools you need to manage e e older T Hstory AR
the different files and folders you . Clipbard s =
can view. The main tab is Home, - o 4 B > ThisPC > Pichwes > Saved Pirnwes
which contains tools for pinning to
the Quick Access pane in the Start #r Quick access
menu, copying, pasting, moving i Deskiop ¢
and renaming files. Once you have % Downloads *
selected a file or folder in the main o Domunant: o
pane, the tools become active. = Pictures ¢
& Google Drive o
Radeon Rele o
-~ Currcnt Work o

Nan Eati on Pa ne - Fﬂld ers Essential Guide 26 - Galaxy M; agrculture-arable-cloude-countrytide |
» PC Enowdedge 21 Windows 10

4 treenshois

The left-hand sidebar contains a
list of different file folders on your

Wendows 10 Frves - TBC

computer. Clicking on any of the | 8 Onelirive
folders shown here will display 1@ © Ams
Documents A

the various files and folders
inside, in the main pane. The list

Email altachimenis pexels-photo.jpg pexels-photo-29021 jpg

is split into sections, including .
Quick Access/Recent, OneDrive L
and This PC. If you right-click on ® This PC

a blank area, you can choose to 3 3D Objects
show All Folders here. @ Desiaop

= Documeants

& Downloads pexels-photo- 168426 jpeg

g Murtat

Info Bar | = Pictures
B Videns

2. Local Disk (C;)

The thin bar along the bottom

of the File Explorer displays W Network

several bits of useful information. W DESKTOP-GAMOKMH g
If nothing in the main window ™ IANS-IMAC

is selected, the info bar shows W TECHNICOLOR

the total number of items in the
selected folder. Click on a file L
and the file size is also shown

here. If you select several files, :
th 2 num bEf 'Df items SEIECtEd is pexels-photo- 302083 jpeg pexets-photo-361223.peqg pexels-photo- 395839 jpeq

all selected items combined.
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A few apps and other software will be

pinned to the taskbar when you first use
your Windows 10 PC. You can add more as and when you
choose. To pin apps, right-click on the app icon anywhere you
see it (Start menu for example), click More and then Pin to
taskbar. Shortcuts can also be pinned.
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Quick access to various system tools,
including sound and network settings.
The exact icons that appear here will vary depending on your
system set up and apps installed. If we were using a laptop
here rather than a desktop, for example, a battery icon would
be in the notifications area.
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The Action Center gathers together all

your pop-up notifications from things
like the email app or Windows update. It also features Quick
Settings buttons for things like Wi-Fi. The Anniversary update
added notification badges, meaning you can see how many
unread notifications you have.
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Taskbar Tools
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Hovering over any open app icon in the taskbar
brings up a Peek preview of the window. If a movie
is playing, for example, you will see it playing here too. If you
mouse over the preview, the X icon appears so you can close
the window down directly from the taskbar should you wish to.
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The taskbar contains several unigue tools.
These can be shown or hidden as you
prefer. They include the People app, Task View, the Windows Ink
workspace and the Touch keyboard button. Right-click anywhere
on the taskbar and you can show or hide these tools in the menu
that appears.
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Right-clicking anything on the taskbar once
again brings up a context menu. Apps such
as Word and Excel feature jump lists, showing you recent files
that you can pin to the list using the drawing pin icon. What
appears in the jump list varies between apps, e.g. Edge will
show recent websites visited.
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How to Quickly
Switch Between Tasks

The taskbar not only gives you quick access to several key Windows 10 tools like Search and
Cortana, it can be further customised with pinned apps, system tools and settings. Making
full use of the taskbar can really improve how Windows 10 works for you.

Mastering the Windows 10 Taskbar

There are a lot more features and functions of the taskbar than may first meet the eye. Let’s take a look at how you
can discover and master them.

e lpa L EITREIRAGH A Clicking this, as you will no doubt m
know by now, opens the Start

Cortana is now separated from Windows search,
and is activated using the small circular button

menu. This is where you find all of the apps and software on next to the search box. It is now a more focused virtual assistant,
your computer listed, along with Live Tiles and system folders. allowing you to create reminders, lists and perform functions
Right-clicking on the Start menu button opens a different using voice, or one of the many Cortana-connected apps.

menu, containing links to system tools like Task Manager.
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“IsE(gep Rl 88 The Search box is integrated into the taskbar The icon next to the search bar is Task
in Windows 10, so it is always visible and View, which also includes Timeline. This is

e |'|:|"|'.!lcI e 1 iearch

available. Just click anywhere in the search box to begin using Windows 10's new way to switch between open apps and
it. If you prefer, you can hide the search box completely, or it's really rather good, providing you can get used to using it.
replace it with a search icon. Right-click on the taskbar to Click to open or alternatively you can open the Task View by
change between these. pressing the Windows Key + Tab.
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options in the action menu that appears. These include the
option to turn on Quiet hours, show/hide app icons and
show/hide the number of notifications on the button.

If you right-click on the actual Action Center
button in the taskbar, you will see some different
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In addition to being displayed in the Action
Center, notifications will create a pop-up window
that appears at the bottom right of your screen. Clicking on
these pop-up windows will also take you to the app that
cenerated the notification (the Calendar app for example).

Q Remember to...

iy cat oo
OT/D620719 12215

Snooze for

15 minutes
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When you're done with the notifications on the

Step 7
menu, you can click the Clear All button at the

top to dismiss them. In Settings = System > Notifications and
Actions, you can choose the Quick Actions that appear at the
top of the bottom panel in the Action Center.

Srtiing
@ Home MNotifications & actions
Fired i satlirg | Quick actions
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CA Tablet mode
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Action Center

A very useful addition to the Action Center is the

Quick actions panel at the bottom. This allows
you to quickly perform some key functions (or actions) such
as connecting to Wi-Fi. You can expand or collapse this bar by
clicking the relevant heading.

Dol irocolli b sl

The Quick actions panel contains the Tablet
mode button. Tablet mode automatically
prepares the desktop for use with a touchscreen and your
fingers; perfect if using Windows 10 on a touchscreen laptop
or tablet. Upon activation you will notice an instant change.

Whether you are on a Windows tablet or a laptop,
at some point you will probably need to shut
down the Wi-Fi and Bluetooth (on an aircraft for example).
Clicking Flight mode halts all wireless communication and
places an aeroplane icon in your notifications area.

L .-ﬂ 63

Tablet mode  Metwaork All sestings ht 1
D E: e
Foous mezict Blustacth WEN
=] S
Praject Connect

T @

Mearkry sharing  Might light

i

wwwbdmpublications.com 19



Managing Alerts
and Notifications

There have always been pop-up messages in Windows but now there is a centralised way
in which these are viewed and interacted with. Called the Action Center, it is designed to

work more like the notifications panel on a smartphone or tablet.

Exploring the Action Center

The new Action Center is a key interface element in Windows 10, providing you with access to Quick actions buttons
as well as the notifications and alerts.

m You can open the Action Center by clicking the Clicking on a notification will take you to the
speech bubble icon on the far-right of the taskbar

app that generated it. You can also interact with

or by pressing the Windows Key + A on your keyboard. If you certain notifications within the Action Center panel. On this
hover the mouse pointer over the Action Center button, it will screen, you can see that the Calendar notification allows you
tell you if you have any new notifications. to snooze it for various lengths of time.
) Cortana

Don't forget.
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You can also control whether or not an app
sends notifications, or whether notifications

= el This is what the Action Center looks like when you
click the button. Any notifications are grouped

by app, with a heading showing which app they are from. are prioritised, from within the panel. Right-click on the app
Notifications will remain in the panel until you actively heading when a notification arrives and choose the desired
dismiss them or action them (click through to the apps). option from the action menu that appears.
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m The Start menu now allows for the creation of
folders. This means that you can further organise
the menu by keeping related app icons in a single place.
To create a folder, simply click and drag an app icon over

another. The icon beneath will expand slightly. Drop the
dragged icon and the folder is created.

__ b~
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m On the left-hand side at the bottom, there’s a
list of key items, such as the Settings app and a

shortcut to the File Explorer. Click the power icon and you
can shut down or restart your PC. You can add more options

to this shortcut section in Settings = Personalisation = Start =
Choose which folders appear.

e = g i B # O = o M « 64 B B8O

Step 7 The final area of the Start menu is the apps and

software list. This displays all of the installed
apps and software on your computer (software which doesn’t
require installation to run won'’t be shown here). Scroll up
and down to view the full list and click the arrow next to apps
to see more options.

The Most Used section at the top of the list
enables you to access recently opened programs.
This will also show recently opened files, so if you have
Microsoft Word installed, simply go to the menu next to the

icon in the most used apps menu and you can instantly open
your recently worked upon files.

m Clicking on any of the headings (including the
individual letters) of the apps list will open an

A-Z selection menu. You can then quickly click on any of
the letters to skip directly to the listed apps that begin with

that letter, rather than having to scroll down through the
entire thing.

m Finally, Windows 10 also makes it easy to resize
the Start menu. Move the mouse to the edges
and resize handles will appear, so you can have it covering
half your screen or a much smaller proportion. You can even

set the Start menu to open full screen, by going to Settings =
Personalisation = Start.




Using the Main
Windows 10 Menu

The Start menu in Windows 10 is useful for much more than just displaying a list of your
apps and software. It includes Live Tiles, shortcuts to folders and settings, and you can
even create folders within the menu itself. Learning how to use the Start menu is a must.

Get to Grips with Start

Microsoft has completely redesigned the Start menu for a new era and it seems to be improved with every update to
the OS, so it takes a little getting used to at first. Here’s our tour of the new Start.

m You open the Start menu by clicking the Windows
icon in the bottom left of the desktop or by

pressing the Windows Key on your keyboard. The menu in
Windows 10 is a mix of the Windows 7 and 8 styles but works

better than either, with a list of apps on the left and Live Tiles

on the right.
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m The live tiles work in the same way as they did

in Windows 8. You can drag any of them around
the menu should you wish to reorder them. You can right-click
any file, folder or app in Windows 10 and select Pin to Start
toinclude it here. Once in the menu, click and drag to
rearrange tiles.
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You can right-click anything in the live tiles area
of the Start menu to bring up the tile menu. This
lets you resize, unpin and even turn the live tile into a static
tile. There are up to four different sizes of live tile: small,

medium, wide and large, giving you lots of ways to build the
perfect Start menu.

L d

Step 4 The tiles are split into groups. You can click the

headings on existing groups to rename them.
Dragging one of the tiles to the bottom of the menu, to an
unused area of the menu, enables you to create a new group.
A bar will appear at the bottom to indicate that a new group
will be created.
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PERSONALISATION

You can personalise the Start menu and taskbar in a
number of ways. Open the main settings and click on
Personalisation. In the Start section you will see sliders to
control whether you see recently added apps, most used
apps, etc. You can also set the Start menu to display in
full screen like it did in Windows &.1.

B amD : . g -
— Action Center Notifications

Ganaral
Notifications in the Action Center
- | range from security alerts and
system errors, to emails and
Facebook updates. If you are seeing
notifications here that you don’t
need, Twitter updates for example,
you can right-click the heading and
turn off notifications for that app.

Ganaral

Start Menu Tiles

Just as with Windows 8.1, the
tiles that appear in the Start
menu display information (when
appropriate) from the apps and
services they link to. You can
customise the look of the tiles
by right-clicking on them and
selecting an option from the
menu that appears. Tiles are now
automatically split into relevant
sections, e.g. Play and Explore.,

Quick Settings
Eopss ' The Quick Settings displayed here
v e " - will vary depending on the device
- p—— you are using. You will normally
a & see Wi-Fi, Note, All Settings,
Neswork Foom amis Bluetooth, Location and Quiet

Hours here at the very least. If the
Quick Settings menu is collapsed,
e, click the Expand button to show
the full menu. You can now
customise the Quick Settings
Taskbar (right) buttons shown in Settings = System
> Notifications and Actions.

The right-hand side of the taskbar contains several essential
Windows tools. Here you can check battery power (if using a
laptop), your Wi-Fi connection details, speaker volume and several
other things. You will also find the button to open the new Action
Center here. The Anniversary update added notification badges
here, so you can see unread notification amounts at a glance.
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Discover the Start Menu,
Taskbar and Action Center

The Start menu, taskbar and Action Center are likely to be three of the most used areas
of the Windows 10 interface for most people. There have been several additions and
improvements to these tools in the recent updates, making them even easier to use, so
let’s take a look at what you can do with these essential Windows tools.

All Apps List @ i
N

As you use Windows 10 and the various ! t
apps and software, a list of your most ]
used tools will appear here. This is B E:““
constantly updated as your use of o B i
the 0S evolves. At the top of the All -
Apps list is a Recently Added section, e
showing newly installed software and R
a Most Used section showing your ”Emmm?
favourite applications. Click either y
heading to open a jump to letter menu. 3 0

. Adiche Cresthve Cloud
Start Menu Folders =::::“::
If you pin apps to the Start menu, their :mﬂh:
icons will appear below the block of o it
tiles. You can now move these app ® [ wose
icons into folders within the Start 5 el
menu. To do this, click and drag one SRR
icon on top of another. If the bottom .
icon expands slightly rather than 3 e e om i

moving out of the way, drop the icon to
create the folder.

] cose

Cabnd
System Folders a .

i .

E Cinasry It Prind LSty
You can change the folders that appear @ Y o
in the bottom half of the Start menu, 0 [Jomin
depending on how you use Windows | [, .
10. Settings, Power and All Apps will = s
always be present in this part of the &
menu but everything else can be & [ vevsascoins
chosen in Settings = Personalisation. :_E‘:'_Tﬂ*“m —>
Search Bar Taskbar (left)
The search bar is always visible to the right of the Windows The taskbar contains shortcuts to many of the most
button, unless viewing an app or game in full screen mode. commonly used apps, including the Edge browser, App
Click in the Ask me Anything box and the search window will e Store and File Explorer. You can add any app to the taskbar
open. You can either type your search term or, if set up, use by right-clicking on the tile or app icon and selecting Pin to
the Mic to ask Cortana. When the search menu opens, it will taskbar from the menu. Right-clicking on the taskbar will
hopefully be prefilled with relevant information and links. also allow you to add different toolbars to it.
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Phone Sync Settings

A new addition with the Fall Creators
update is the ability to link your
Windows, Android or iO5 phone to
your PC and share documents, files
and data more easily between them
more easily. This section of the settings
lets you set up the phone sync, and
manage it afterwards.

Windows Settings

H Phone @ Metwork & Internet

fﬁ"T Tlime&Language ( N Ga!'nlng

Network & Internet Settings

If you are having problems with your
Interet connection, this is where
you should come to find details

and information. Everything from
Internet options to flight mode and
firewall settings can be found here.
Each section contains links to more
advanced options.

E_fg?l Personalsation
- LA e il i
il

7l Ease of Access

e ; o :
Privacy - Update & Security
i . e o i ”""—".-. Ficd Ipsdste T

Privacy Settings

The privacy settings contains sections
for all of the main areas where

Your privacy may be compromised,
including some which might not be
obvious at first. Click on each of the
section headings to see additional
settings and options.

Time & Language Settings

In addition to the obvious settings for
the time and date displayed on your
computer (having this information
correct is more important than many
think) this is where you come to
change the display and input language
for your computer.

Personalisation Settings

Nearly everything about the

way Windows looks can be
customised to some degree.
Personalisation settings include
options for changing the desktop
wallpaper, colours of menus and
windows, lock screen settings and
the theme management tools.

Ease of Access Settings

Previously called Accessibility, if
you have additional accessibility
needs to use a computer
efficiently, you can find lots of
settings here to make life easier,
From a narrator tool and screen
magnifier, to closed captioning
and mouse and keyboard
settings. You can even make the
cursor thicker and easier to see,

Gaming Settings

A new addition to the settings
with the recent update, here you
will find the newly added gaming
tools. These include a game
recorder (Game DVR), the tools
for broadcasting your games

and the Game Mode option. This
helps to optimise any games you
play on your PC.

Update and Security Settings

It is important to make sure

that your Windows computer

is up-to-date with all the latest
updates and revisions. Within this
settings menu, you can check to
see which updates are available
to download and install. You can
also create backups and recovery
discs here.
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Exploring the
Windows 10 Settings

Windows 10 settings are actually spread across a couple of different menus but the main
settings can be accessed by clicking the Start menu button, where you should see them
pinned in the folder list. If not you can search for ‘Settings’ using the Windows 10 search
bar. You can pin the settings icon to the taskbar or Start menu for easier access.

Settings
External Device Settings

This is where you come to manage all of your connected
devices, from printers and scanners to your mouse and

keyboard. Related settings are also found here, including |
Bluetooth and touchpad settings if you are using a laptop.

Main System Setting 1 System | E{-' Devices

Here you can find settings and options for things like
the Display, Notifications, Apps, Power and Storage.
The About section contains lots of information about o 8= Apps .Q\. Accounts
the hardware in your computer as well as the operating Uninstall, def '
system software version being used. e

/{} _Eearch. O Cortana

App Settings

This is where you can find details on all of the apps you
have installed on your Windows 10 computer. The main
list shows you the name, file size, developer and the
date it was installed (or updated). You can also set app
preferences here, so which apps are used to complete
certain tasks.

Search

Now that search and Cortana have been split apart,
there is a new group of settings for search. Here you
can control Safe Search settings, cloud search content,
and your search history. You can also control what is
searched (all files, or just libraries and desktop).

Cortana Settings Account Settings

Since the Fall Creators update you can access the Account settings contains all of the options you need for
Cortana settings through the main settings panel, rather managing your local Microsoft account. This includes the

than just through the Cortana sidebar. There are some secure sign-in options such as password, PIN and picture

new settings to find here since the update, including the password, as well as the new Dynamic Lock settings, workplace
ability to manage cloud search options. or school access settings and Microsoft Family settings.
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Child Account

m Click the Add a Child option in the new account The child’s account is now ready to be activated.
window and enter their email in the text box The message box informs you that you'll need to
section below. When you're ready, click on the Next button. respond to the email Microsoft has sent before they're able to
: log inin to the Windows 10 computer. Click the Close button
WiCRi Bocunt X when you're ready.
Micresoft scoout =

Add a child or an adult?

Enter the email address of the person you want to add. If they use Windows, Dffice, GDGd to 'EI'E"I
Outlook.com, OneDrive, Skype, or Xbox, enter the email address they use to sign in. i

You nwited anon.child 20008 mail.com to be added to your family as a child. Uniil they
(®) add a child accept the invite from thear email, they'll be able 1o log into this device without family

settings applied ta their account.
Eids are safer onlme wien they have ther own accouni

D Add an adult Let therm know they'll need to be connected to the internet the first time they log info
the device,

anon.child 2000 @mail.com|

The person | want to add doesn’t have an email address

m You'll now get the message that it's nota m Microsoft will send some emails to the child’s
Microsoft account, click the link to Create a account. One will be a Verification email, which
Microsoft Account. This will bring you to a new window with you, or your child, will need to click the link to activate the
the email address you've entered already filled in. Complete account. They need to log in to Microsoft online to complete
the relevant details and click the Next button to continue. the process. The other email will be an invitation to join the
family account, which you also need to Accept.
Let's create an account ail.com L = S
Windows, Office, Outlook.com, OneDrive, Skype, Xbox. They're all better and more _ :r = “:' e
personal when they sign in with their Microsoft account. Learn more = n",,:rw,: ok i
[ T T UL i1}
After you sign up, we'll send vou & mestage with a link I - © Wi || s onl ,
to verify this user name e Ve rlf)f your emad il address
ancn.child 2000 @mail.oom ::'r To Pl ST g TG WEriel 0% B00u L wol [uall ol 10 FPulell U Tl Vel BREE W posrs
o JEESSEEET
Get a new email address MR R eyt m
Linited Kingaorm — | .
Thi isticroac i aotteu ! Sais
lanuary 1|6 , 2000

Step 7 The next section details what level of search and m Using the child account to join the family will
send emails to you confirming the accepted

advertising Microsoft will allow to the account.

Obviously you can untick both boxes, or leave them as they invitation. Back at the Windows 10 Family & Other People
are, depending on what you want. However, for the sake of window, you can now click the child’s account and allow it
enhanced privacy, we recommend unticking both. Click Next to log in; or manage it via the Microsoft Family portal online,
when you're ready. which we’ll look at in the next tutorial.
N = : —
See what's most relevant to them e ckocud ot o I L N A "
Ve Samedy B Mesuh 5w Fromey e
Blake sure they see the search results, H‘\'Eﬂiﬂl‘lg_. and 'H'I-II'IQS t|"I'E']I'-1| like most when Eﬁ:ﬁ;ﬂ;:::ﬁm‘:::u _
Microsolt personalzes ther expenenoes by using thes preferences and karming from Your farniy
their data. Change these settings online and in some Microsoft products and services. it
. e Gttt e i el PR T | oo
. Enhance their onling expenences by letting Microsoft Advertising use their account i ) (A Ty
information. {They can change this setting at any time.)
h_— . . [ N |
B send them promotional offers from Microsoft. (They can unsubscribe at any time.) N
O prople ' ITrurunuri
B 2o e o i i Hag varh Bligrnd; lamdy heareiig

ger & v’




Setting Up
Parental Controls

If you’re sharing a Windows 10 computer with a child, or they have one for themselves,
then setting them up with their own account can be helpful. AWindows 10 child account
gives them freedom, whilst allowing you to set up certain restrictions.

Windows 10 Child Account

With a Windows 10 child account you're able to set up age restrictions and time limits and ensure they’re not visiting

sites or using apps they shouldn’t.

Start off by clicking the Windows Start button
and typing “account’. The first result that should

Step1

appear is Manage your account, if anything else appears, as
in you have some work labelled ‘account’ or such, then scroll
down until you find the Manage your account option.

Filters .~

5 O &

Best match

R: Manage your account
il system sethings

Search suggestions
ID aCC Las web result

Apps

Store

m You’ll now find yourself at the Windows 10 Settings

page, in the Accounts section portal. Notice there
are links down the left-hand side, look for the Family & Other
People link and click it to continue with the process.

-_h“ = "
’

B iions Your info

= e b &S achount

DAVID HAYWARD

T Sgnen opion
B o Wk oF Bl

Eell g e, damely @ Tangs, wolnaptom, seoanfy e ong, end
rramg

R, Famdy & ooher peooks

ar  Syve VAR DR

Ypng repedl 10 wpi iy i clerdity o e B

Create your picture

m You'll need to sign in with a Microsoft account for
this to work. If you've not already set up a main

Microsoft login account for Windows, you'll need to click the
Sign in with a Microsoft account option. Once done, you'll be

presented with the current family members who already have
M5 accounts.

B Home Farnily & other people

aar family

W) e Ao Paimely magrebery bo Sagn i 00 T PO Radedtr Cee
marage tmily setiings geline and e o sty o hel o ds
Y LA

+ P i [y Tk

e F i e d a0 Sy o

Oiher pecple

Bikowe pepop i whe are ok i ol yor lmil e LG i Wil e
o BCTRAETIE e mnt sl Hheem Bz wour By

=+ Rl gOrrepiied b 1O Tvg B

Have a guestion™

Next, click on the Add a Family Member link, by

the plus sign under the Your Family section. This
will launch a new pop-up window to create a new Microsoft

account. You need to make sure that your child has an

email address and that you or they can currently access it to
authenticate the process.

@ e Family & other people

Ve sl 4 £ ]

Add a child or an adult?
AR Wour i

Pmid P ermad o ol thee el poai it oo adil H ey s Wonios. T e
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During the initialisation process for Windows 10,
you will be asked to sign in using your Microsoft
account (you can also sign in with a Local Account). Microsoft
will then go and fetch any information connected to your
account, such as your profile picture, etc.

Make it yours

Yous Mivrosoll stoounl opssns wpr @ weor e of Lesaselils, Sigp i fue guwn persoricioed expseresse, Ledrn

graham_dancls@outlookcom

Mo acoount?

Once you've signed in using your Microsoft
account, you can configure it from within
Windows 10. Open the main Settings and choose Accounts.,
You can change options to do with the account itself here as
well as how often your computer should require you to sign in.

LT 'R S ) S

A

| é

DAID HAYWARD

Pl _

Tamig B i e

Bl el ek el e
—mr

Cregie youm phoiae
@ gy
D Besrer ' o

Clicking Manage your Account will take you to
your account page online. You may see an update
to your account terms and conditions when you do this for the
first time. Here you can see recent purchases, your devices,
personal info (plus payment info) and change your password.

e 1
L] + T s

Reoenn puschases

il Bt P i i i B

o e marmf gl rem

synchronise to your Microsoft account. Aside from several
other options, you can choose whether you want your stored
passwords to be synchronised using your account.

Back in Settings = Accounts = Sync your Settings,
you can tell your PC what details you want it to

Sync your settings

Sync your settings

Sync Windows settings o other devices using
LI5S, W rﬁlyrluﬂ.nurl.

RS Your info Hiow docs synicing work?

Sy sellings

@ o

B3 Email & app accounts

Ly Sign-in options

B i i o Individual sync settings

Themee

@ o

F,  Family & other people

w s SWTIC vOUr setlings

Services within Windows that use your Microsoft
account, such as Mail or the Windows Store, will
now automatically have your account details pre-filled. You

will be able to get access to your purchase history and more

via the individual apps.

Account yvou've added to this app

pupgSTé@le.co.uk
i oot il
S ok

Plamnar 50

Within Settings = Accounts you can also add

m family members to your PC, so they use their own

login and don’t have to share your account. You can specify
time limits and restrict the type of games that can be played.
You can even add people that aren’t in your family group.

Oithar |

=l ey e
EAE ACT)

Add a child or an adult?

Errer mes frue addipgs o T T e e I Tl B Wy L TR, -""'1'!.
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Setting Up a
Microsoft Account

A Microsoft account is an important part of using Windows 10. It gives you single sign in
access to all of the Microsoft and Windows 10 services, from Skype and Office to Outlook
and the Store. Setting one up should be the first thing you do in Windows 10.

Set Up and Configure Your Account

Microsoft prefers its users to have a single main account. Here we show you how to create one as well as look at any
other further settings you might need.

You can sign up for an account when you install or m In addition to Windows and Qutlook.com, you

initialise Windows 10 for the first time but you can can also use your account across all Microsoft

also create one at www.account.microsoft, com. This is also services including Xbox Live, Skype, Office and Bing, as well as
where you can customise your account settings, which we'll Windows-powered phones (your Contacts are automatically
come onto shortly. synchronised with your account too).

B® Microsoft A

Create account

P 0T acoDunt s 3 venid of Denedins

Messenger has moved to Skype

Fusdd cart more about Skype

Even if you think you don’t have a Microsoft
account, it's quite possible that you do have

You can create a Microsoft account with any
email address (you used to have to have an

one. Ever had a Hotmail or Qutlook.com address, or did you Outlook or Windows Live account). So even if you use Gmail,
use MSN or Windows Live Messenger? You can sign in with you can still get a Microsoft account. It's optional whether you
those same credentials. have a new Qutlook.com email account as well.
(1= hai Live fazdd L oY | RIS s riael SLEEECE ,.cl ‘-:_;'. ¥ Hl-'q_'
l'o comviimue, creale an Xbox profile L_;r_: 2 aCCOoOUnt. ."':".il |:':. :_"l:-"f__:ltr;lll’—'_
Shpn in 1o continue (o Gmall
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Essentials

Before you start exploring Contents
everything the new operating
system has to OffEI‘, take some 8 Setting Up a Microsoft Account

10 Setting Up Parental Controls

time to get things set up 12 Exploring the Windows 10 Settings

cnrrectly and make sure that 14 Discover the Start Menu, Taskbar and
you understand how to navigate Action Center
around the dESktﬂp. Here we 16 Using the Main Windows 10 Menu

take a look at the core elements 18 Managing ﬁ.ﬁalerts ar'l.d Notifications
20 How to Quickly Switch Between Tasks

of Windows 10 and *:IOW s kol 22 Exploring the Windows File Manager
use them more efficiently. 24 Learn How to Navigate Windows 10

26 Create and Manage Desktop Folders
28 Manage Notifications in Windows 10

30 View and Manage Your Activities
with Timeline

32 Using the Windows 10 Search Tools
35 Doing More with Cortana

38 Connecting Your PC to the Internet
40 Connect Your Phone to Your PC

42 Using the Focus Assist Tool
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The Complete

Windows 10
Manual

Welcome to The Complete Windows 10 Manual!

Inside you will find step-by-step guides designed to make getting the most
from your computer effortless, with something new to learn on every page.
From sending emails and chatting to Cortana, to customising the Start
Menu and scanning for malware, this book is filled with guides, tutorials and

tips that are perfect for anyone wanting to improve their understanding of
Windows 10.

No matter if you are a long-time PC user or a complete Windows novice
booting up your first laptop, there is something here for everyone! Including
some of the most important elements of Windows 10, and something
everyone who uses a computer online should know more about, the security
and privacy features.

So, what are you waiting for? Turn the page and start to build your
understanding of Windows 10!
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