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C omputers for consumers have come
a long way in just 25 years or so.
They're now at the heart of the way many
people communicate, socialize, shop, and
learn. They provide useful tools for track-
ing information, organizing finances,
and being creative.

During the rapid growth of the personal
computer, you might have been too busy
to jump in and explore all computers
have to offer, but you now realize how
useful and fun working with a computer
can be — and you've decided to opt for
a laptop.

This book helps you get going with your
laptop quickly and painlessly.

About This Book

This book is specifically written for
mature people like you, folks who are rel-
atively new to using a computer and want
to discover the basics of buying a laptop,
working with software, and getting on the
Internet. In writing this book, I've tried to
take into account the types of activities
that might interest a 50+-year-old citizen
discovering computers for the first time.

| “*roduc’rion

Conventions used in this book

This book uses certain conventions to
help you find your way around:

w= \When you have to type something in a
text box, | put it in bold type. Whenever
| mention a website address, | put it in
another font, 1ike this. If you are
reading this on an e-reader or tablet,
you can click the links to access the web-
sites. Figure references are also in bold
to help you find them.

w= For menu commands, | use the & symbol
to separate menu choices. For example,
choose Toolse>Internet Options. The =
symbol is just my way of saying “Open
the Tools menu and then click Internet
Options.”

w= Callouts for figures draw your attention to
an action you need to perform. In some
cases, points of inferest in a figure might
be circled. The text tells you what to look
for; the circle makes it easy to find.

®

Tip icons point out insights or
helpful suggestions related to
tasks in the step list.
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Foolish Assumptions

This book is organized by sets of tasks. These tasks start from the very
beginning, assume you know little about computers, and guide you
through the most basic steps in easy-to-understand language. Because |
assume you're new to laptops, the book provides explanations or
definitions of technical terms to help you out.

All computers are run by software called an operating system, such as
Windows. Because Microsoft Windows-based personal computers
(PCs) are the most common type, the book focuses on Windows 8.1
functionality.

Why You Need This Book

Working with computers can be a daunting prospect to people who
are coming to them later in life. You may have used computers to
e-mail in your job or write a report, but you feel that your grandchildren
run rings around you when it comes to the many uses of technology.
But fear not: recent research refutes the adage that you can’t teach an
old dog new tricks. With the simple step-by-step approach of this
book, even the technophobic can get up to speed with a laptop.

You can work through this book from beginning to end or simply
open up a chapter to solve a problem or help you learn a new skill
whenever you need it. The steps in each task get you where you want
to go quickly, without a lot of technical explanation. In no time, you'll
start picking up the skills you need to become a confident laptop user.

How This Book Is Organized

This book is conveniently divided into several handy parts to help you
find what you need.
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Part I: First Steps with Your Laptop: If you need to
buy a laptop or get started with the basics of using a
computer, this part is for you. These chapters help
you understand how a laptop differs from a desktop
computer and the benefits of laptop portability. You
get to explore the different specifications, styles, and
price ranges for laptops and discover how to set up
your laptop out of the box, including hooking it up
to a printer. There’s even a chapter on the important
topic of power management so you can maximize
the battery life of your laptop.

Part II: Exploring Windows: These chapters provide
information for exploring the Windows Start screen
and Desktop when you first turn on your computer
and customizing Windows to work the way you
want it to. You get advice on using accessibility
features that make using a laptop easier for those
with vision, hearing, or dexterity challenges and
discover how to set up printers and scanners. Finally,
I provide information on using the Help system
that’s part of Windows.

Part III: Having Fun and Getting Things Done:

Introduction

Here’s where you start working with that new laptop.

First, I cover how to work with applications and the
files you create with them. Then, discover what you
can do with pre-installed apps to get the latest
weather, news, sports scores, and finance news and
to connect with people. Chapters in this part also
introduce you to built-in Windows applications you
can use to work with digital photos and listen to
music.
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w= Part [V: Exploring the Internet: It’s time to get
online! The chapters in this part help you understand
what the Internet is and what tools and functions it
makes available to you. Find out how to explore the
Internet with a web browser; how to stay in touch
with people via e-mail, instant messaging, chat, and
blogs, and even how to make Internet phone calls.
You work with SkyDrive, Microsoft’s popular file
sharing site. I also introduce you to the social web,
provide an overview of social networking sites such
as Facebook, introduce microblogging with such
services as Twitter, look at sharing videos, and even
offer guidelines for safely communicating and dating
online.

w= Part V: Taking Care of Your Laptop: Now that you
have a laptop, you have certain responsibilities
toward it (just like having a child or puppy). In this
case, you need to protect your laptop from theft and
protect the data on your computer, which you can
do using Windows 8.1 and Internet Explorer 11
tools. In addition, you need to perform some routine
maintenance tasks to keep your hard drive uncluttered
and virus-free.

Beyond the Book

You can find additional features of this book online. Visit the web to

find these extras:

w= Cheat Sheet: Go to www.dummies.com/cheat
sheet/laptopsforseniors to find this book’s
online Cheat Sheet, a collection of handy tips for
your reference. This book’s Cheat Sheet offers a
checklist to use when shopping for a laptop, a table
of Windows 8.1 keystroke shortcuts, a list of
useful websites for you to check out, and care and
maintenance tips for your laptop.


www.dummies.com/cheatsheet/laptopsforseniors
www.dummies.com/cheatsheet/laptopsforseniors

Introduction

w= Dummies.com online articles: To see online articles
related to this book, check out www . dummies. com/
extras/laptopsforseniors. Here you can find
more information about accessories for your laptop,
how to customize the Internet Explorer toolbar, tips
for creating strong passwords for your online
accounts and computer, and how to pin items to the
Start screen in Windows 8.1.

w= Updates: Technology changes all the time, and
therefore tech books sometimes have updates. You
can find updates for this book at www.dummies.
com/extras/laptopsforseniors.

Get Going!

Whether you need to start from square one and buy yourself a laptop
or you're ready to just start enjoying the tools and toys your current
laptop makes available, it’s time to get going, get online, and get

laptop-savvy.


www.dummies.com/extras/laptopsforseniors
www.dummies.com/extras/laptopsforseniors
www.dummies.com/extras/laptopsforseniors
www.dummies.com/extras/laptopsforseniors
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Discovering
the Laptop
Advantage

Laptop computers started as very expensive
options for those who travelled for busi-
ness and were willing to carry almost ten
pounds of machine to be able to use a com-
puter on the road.

Move forward in time, and you'll find that lap-
tops have become a much more affordable,
portable, and ubiquitous option that many are
choosing as their only computer, whether they
travel much or not. If you're thinking about
joining the laptop revolution, it’s time you
understand the advantages a laptop can offer.

In this chapter, I introduce you to the key dif-
ferences between a desktop computer and a
laptop, the computing opportunities your lap-
top offers, and the different styles of laptops
available.

| “*ap’rer
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Understand the Difference between a Desktop and Laptop

The fact is that when it comes to performing computing tasks, a desk-
top and laptop are pretty much identical. They both have an operating
system such as Windows 8.1 or Mac OS X. They both contain a hard
drive where you store data and computer chips that process data, and
they both run software and access the Internet.

Where a desktop and laptop differ is their physical appearance, size,
and weight. Here’s a rundown of the key differences:

w= Appearance: A desktop computer is typically encased
in a tower, into which you plug a separate monitor,
keyboard, and mouse. (Some newer models have the
brains of the computer incorporated into a monitor
base.) A laptop has all its parts in one unit, as shown
in Figure 1-1. The central processing unit (CPU) —
chips, monitor, keyboard, and touchpad (a laptop
version of a mouse) — all fit in one compact package
that includes slots called ports for plugging in other
devices (called peripherals), such as a little toggle that
acts as a transmitter for a wireless mouse or printer.

w= Power source: A laptop contains a battery that you
charge by plugging it into a wall outlet. You can run
the laptop off of a charged battery or plug the laptop
into a wall outlet so battery charge isn't a concern.

w= Portability: Having a battery and coming in a more
compact package makes a laptop more portable
(although some larger models are a bit hefty to tote
around); a desktop stays put on a desktop as a rule.

w= Extras: Very small laptops might not include a CD/
DVD drive and therefore require an external drive,
like the one shown in Figure 1-2, to be attached.

10
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Tablets versus laptops

What's the difference between a laptop and tablet? Tablets, also called slates,
are more like a hefty pad than a computer. There is no keyboard and no
mouse. Instead, you tap the screen to make choices and enter text. The onscreen
keyboard is still smaller than a laptop keyboard, but there are physical key-
board and mouse accessories that you can use with tablets to make input (typ-
ing text and commands) easier. Tablets also have super battery life at as much
as 10 hours — almost @ month in standby mode (when you're not actually using
them). Tablets connect to the Internet using either Wi-Fi or 3G technologies (Wi-
Fi is a network that is in close proximity to you; 3G is what your cellphone uses
to connect virtually anywhere). 3G models require that you pay for your con-
nection time.

Tablets, which are coming out from many manufacturers to compete with the
iPad as of this writing, weigh about 1.5 pounds (more or less), and were first
planned as devices for consuming media (watching videos and listening to
music, to you and me). Whether used to read eBooks, play games such as
Scrabble, browse the Internet, play music, or watch movies, these devices have
proven incredibly popular. The big surprise since the launch of the iPad has
been how big a hit tablets are with business and educational groups.
Applications (called apps) range from credit card readers for retail businesses
to eReaders such as Kindle and reasonably robust productivity tools such as
word processors and spreadsheets.

However, tablets are pretty darn small. If you want a computing solution that's
comfortable to work on at a desk for a few hours and pretty easy to take on
the road, a laptop still has some advantages over a tablet.

Understand Different Types of Laptops

Today, there are several types of laptop that vary by size and weight,
functionality, and the way you enter information into them. Here are
some options available to you:

12
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The garden-variety laptop (also referred to as a note-
book computer) runs around 5-8 pounds and has a
monitor size ranging from about 13 inches to 16 or
so. It's portable and can handle most computing
tasks. Multimedia/gaming laptops are laptops that have
more sophisticated graphics and sound cards.

Desktop replacements are laptops with more heft. They
might weigh more than 10 pounds and have larger
monitors (perhaps as big as 20 inches). Their key-
boards are roomier as well. However, although they
aren’t too difficult to move around your home, they
aren’'t meant to be as portable as other types of laptops.

Ultrabooks are thinner, lightweight laptops that have
lower-power processors for longer battery life.
Whereas laptops usually weigh in at about 4 to 7
pounds, ultrabooks (see Figure 1-3) weigh a mere 3
pounds or so and their screens come in at around 12
to 15 inches. Of course, their light weight has trad-
eoffs, mainly in the form of a smaller keyboard, no
DVD drive, and a heftier price point.

You may be wondering about netbooks, very small,
inexpensive laptops that came out around 2007.
Netbooks had less powerful processors than most
laptops and very small keyboards. By 2009, netbooks
had grown to become essentially small laptops, using
the Windows 7 Starter operating system (still a bit
limited compared to the full Windows 7). Netbooks
are still around, but have pretty much been upstaged
by ultrabooks and by tablet computers such as iPad
or Microsoft’s Surface that provide the same func-
tionality in an even sleeker package at a similar price.

Many people own both a laptop and a tablet. If you
decide to buy a tablet and choose an iPad, you might
want to check out my book iPad For Seniors For
Dummies, 5th Edition (John Wiley & Sons, Inc.).

13
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Figure 1-3

Explore All You Can Do with Vour Laptop

Your laptop is a computer in a smaller package, so you can perform all
the typical computing tasks with it. If you've never owned a computer
of any type, your laptop purchase will open up a world of activities.
Even if you're buying your laptop just to do e-mail (I hear this a lot
from seniors!), do yourself a favor and explore a few other computing
tasks that your laptop will allow you to do, such as these:

w= Run software programs to accomplish everyday
tasks. Utilize word processors to write letters or cre-
ate flyers, spreadsheet software to organize your
finances or household inventory, or photo-imaging
software to work with your snapshots.

w=» Work with financial activities. From storing your
checkbook and credit card records to doing your taxes,

14
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a computer can help you gain control over your
finances. You can manage your investing, pay bills,
and do your banking. Performing financial activities
online can be very safe if you know the ins and outs
of staying safe online (described in Chapter 21), and
working online can be incredibly convenient, with
your accounts available 24/7.

Keep in touch with friends and family. The Internet
makes it possible to communicate with other people
via e-mail; share video images using webcams (tiny,
inexpensive video cameras that capture and send your
images to another computer); and make phone calls
using a technology called VoIP (Voice over Internet
Protocol) that uses your laptop and Internet connec-
tion to place calls. You can also chat with others by
typing and sending messages using a technology
called instant messaging. These messages are exchanged
in real time so that you and your grandchild, for
example, can see and reply to text immediately. Part
IV of this book explains these topics in more detail.

Research any topic from the comfort of your
home. Online, you can find many reputable web-
sites that give you information on anything from
expert medical advice to the best travel deals. You
can read news from around the corner or around the
world. You can visit government websites to find out
information about your taxes, Social Security, and
more, or even go to entertainment sites to look up
your local television listings.

Create greeting cards, letters, or home inventories.
Whether you're organizing your holiday card list or
figuring out a monthly budget, computer programs
can help. For example, Figure 1-4 shows the Hallmark
greeting card site with lots of options for creating elec-
tronic cards to send to your friends’ e-mail inboxes.

15
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Figure 1-4

w= Pursue hobbies such as genealogy or sports. You
can research your favorite teams online or connect
with people who have the same interests. The online
world is full of special-interest chat groups where
you can discuss your interests with others.

w= Play interactive games with others over the Internet.
You can play everything from shuffleboard to poker
or action games in virtual worlds.

w= Share and create photos, drawings, and videos. If
you have a digital camera or mobile phone with a
camera, you can transfer photos to your laptop
(doing this is called uploading) or copy photos off the
Internet and share them in e-mails or use them to
create your own artwork. If you're artistically
inclined, you can create digital drawings. Many

16
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popular websites make sharing digital movies easy,
too. If you have a digital video camera and editing
software, you can use editing tools to make a movie
and share it with others. Steven Spielberg, look out!

w= Shop online and compare products easily, day or
night. You can shop for anything from a garden
shed to travel deals or a new camera. Using handy
online features, you can easily compare prices from
several stores or read customer product reviews.
Websites such as www.nextag. com list product
prices from a variety of vendors on one web page, as
shown in Figure 1-5, so you can find the best deals.
Beyond the convenience, all this information can
help you save money.
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Appreciate the Portability Factor

Because your laptop is portable, you can move it around your house
or around town with relative ease. What does this portability allow
you to do?

w= You can access your e-mail account from anywhere to
stay in touch with others or get work done away from
home or the office. You can also store documents
online so that you can access them from anywhere.

w= [se public hotspots — locations that provide access to
the Internet, such as airports and Internet cafés — to
go online. For example, some hotels today provide
Wi-Fi access free of charge, so you can work on your
laptop from the lobby or your room.

w= FEven if you're staying in town, it might be fun to take
your laptop to a local café and putter while sipping
a latte.

Check your laptop battery-life specifications. Recently,
@ one laptop was shipped from Lenovo with a 30-hour
battery life, but some still offer only about 2 hours. If
you plan to use your laptop for an extended time
away from a power source, be sure you've charged
your battery (find out more about this in Chapter 4),
and keep an eye on it. You could lose some work
if you haven’t saved it and the battery power runs out.

18
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If you've never owned a laptop and now face
purchasing one for the first time, deciding
what model to get can be a somewhat daunt-
ing experience. There are lots of technical terms
to figure out, various pieces of hardware (the
physical pieces of your laptop, such as the
monitor and keyboard) to become familiar
with, and software (the programs that serve as
the brains of the computer, helping you create
documents and play games, for example) that
you need to understand.

In this chapter, I introduce you to the world
of activities your new laptop makes available
to you, and I provide the information you
need to choose just the right laptop for you.
Remember as you read through this chapter
that figuring out what you want to do with
your laptop is an important step in determin-
ing which laptop you should buy. You have to
consider how much money you want to spend,
how you'll connect your laptop to the Internet,
and how much power and performance you'll
require from your laptop.

Getready to...

w= Understand Hardware and
Software .......oovveeeeeee 20

= Select a Type of Laptop ....... 22

w= Choose a Version of

w= Defermine a Price Range ..... 26
w= Select Monitor Features ....... 28
w= Opt for Longer Battery Life ... 29
w=» Choose an Optical Drive ..... 30

w= Understand Processor
Speed and Memory ............ 31

w= Determine How You'll
Connect to the Internet......... 33

w= Buy a Customized Laptop .... 34
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Understand Hardware and Software

20

Your computing experience is made up of interactions with hardware
and software. The hardware is all the tangible computer equipment,
such as the body of your laptop containing the hard drive, keyboard,
and touchpad for pointing at and clicking on items onscreen. The soft-
ware is what makes the hardware work or lets you get things done,
such as writing documents with Microsoft Word or playing a Solitaire
game. Think of the hardware as being like your television set, and
think of the software as being like the shows that you watch on it.

The hardware on your laptop consists of

w= A central processing unit (CPU), which is the very
small, very high-tech semiconductor chip (integrated
circuit) that acts as the brains of your computer. The
CPU is stored in your laptop along with the other
nuts and bolts of your computer.

w= A monitor, which displays images on its screen simi-
lar to the way your TV screen displays programs.
Your computer monitor shows you, for example, the
Microsoft Windows 8.1 Desktop, a video you watch
at an online entertainment site, or a document in a
software program. Today, some laptops sport touch-
screen monitors, which allow you to use your finger
on the screen to provide input to the computer.

w= A keyboard, which is similar to a typewriter keyboard.
In addition to typing words and numbers, you can
use a keyboard to give the computer commands such
as selecting text or objects, copying, and pasting.

w= A touchpad, which you also use to give your com-
puter commands, but this little device offers a more
tactile way to provide input. You move your laptop
cursor on the screen by using a built-in pointing
device, which might be in the form of a touchpad or a
small button. Slide your fingertip around the touchpad.
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This moves a pointer around onscreen. You position
this pointer on an onscreen button or menu name,
for example, and then click the left or side of your
touchpad, which causes an action. You can also tap
and drag your fingertip to select text or an object to
perform an action on it (such as deleting a file or
making a line of text bold). You also have the option
of attaching a physical wireless mouse to your laptop;
a small transmitter which you place in a USB port on
your laptop enables the mouse input.

w= A webcam and speakers, and probably a micro-
phone, are likely to be built in to your laptop. A
webcam allows you to produce video images you can
share during video phone calls and instant messag-
ing sessions. Speakers play back sounds, and a built-
in microphone allows you to record audio files.

w= Ports to attach peripherals, such as a printer or scan-
ner. Your laptop comes with slots (called ports) where
you plug in various peripherals (additional hardware).
The type of port you'll use most often is called a USB
port; it's a small slot useful for plugging in small sticks
called flash drives on which you can store data, or
devices that typically today sport a USB connector
(such as digital cameras and smartphones).

Software (also known as programs or applications) is installed on your
laptop hard drive, which resides in the laptop casing. Here are a few
basics about software:

w= You use software to get your work done, run enter-
tainment programs, and browse the Internet. For
example, Quicken is a financial-management pro-
gram you can use to balance your checkbook or keep
track of your home inventory for insurance purposes.

w= Some programs come preinstalled on your laptop;
you can buy and install other programs as you
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need them. Computers have to have an operating
system installed to be of any use at all because an
operating system runs all the other programs. Also,
some programs are included with your operating
system — such as WordPad, a simple word process-
ing program, which comes with Windows 8.1. But
you're not limited to pre-installed software. You can
purchase other software or download free software
programs from the Internet. For example, you can
find Skype (a free program that enables you to make
online phone calls using your laptop) in the Windows
Store or on the Internet and install it on your laptop
yourself.

w= You can uninstall programs you no longer need.
Uninstalling unwanted programs helps to free up
some space on your laptop, which helps it perform
better.

w= Software programs called utilities exist to keep
your laptop in shape. An antivirus program is an
example of a utility used to spot and erase computer
viruses from your system. Your operating system (such
as Windows 8.1, the operating system on which the
steps in this book are based) also includes some util-
ities, such as Disk Cleanup to free up wasted space
on your hard drive or the Windows Defender pro-
gram. Windows Defender protects your laptop from
unwanted intrusion by malicious programs called
spyware. See Part V for details about using utilities.

Select a Type of Laptop

Just as there are many styles of shoes or mobile phones, you can find
several styles of laptops. Some are smaller and more portable, whereas
others are essentially desktop replacements with large screens and a bit
of heft. Some use different operating systems to make everything run,
and some excel at certain functions such as working with graphics or

22
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playing games. This task explains some features you should consider
when choosing a laptop.

2

mp

Operating system (OS): An OS is the software that
allows you to start and shut down your computer
and work with all the other software programs, man-
age files, and connect to the Internet. Windows is
probably the most common computer operating sys-
tem, and this book focuses mainly on its features.

However, Mac laptops from Apple are also very pop-
ular. These use Apple-specific software including the
Mac operating system, and many software applications
written for Windows are also available for the Mac. You
can also set up your Mac to run the Windows operating
system, which gives you the best of both worlds.

Some computers run on a freely available operating
system called Linux, which has functionality similar
to Windows. Chromebooks from Google use the
Linux-based Chrome operating system and come
pre-loaded with lots of Google apps.

Computer design: A laptop is a portable computer,
weighing anywhere from two to ten pounds. The thin-
nest and lightest ones (as light as two pounds) are called
ultrabooks. Touchscreen laptops allow you to write on the
screen with a special stylus, or use an onscreen keyboard.
The monitor, keyboard, and touchpad are built in to a
laptop. Note that if the monitor is damaged, you have to
pay quite a bit to have it repaired, or you can hook it up
to an external monitor.

Figure 2-1 shows (from left to right) a laptop and
ultrabook. Laptops are perfect if you want to use your
computer mainly away from home or you have little
space in your home for a larger computer. Consider
their design and weight when purchasing a laptop.
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Figure 2-1

w= Pictures and sound: If you work with a lot of visual

@ @.

elements (for example, photographs, home movies,
or computer games), consider a laptop that has a
good graphics card. Games often involve sound, so a
high-end sound card might also be useful. Laptops
with more sophisticated sound and image capabili-
ties are often referred to as gaming or multimedia
models, and they typically require a large-capacity
hard drive to handle these functions. Because the
capabilities of these cards change all the time, I don’t
give you exact specifications for what'’s considered
high-end; instead, ask the person you're buying the
laptop from whether the system can handle sophisti-
cated sound and graphics.

One clue that the model has better support for
higher-end graphics is if it has a discrete (that is, a
card separate from the CPU) graphics card versus
one built in to the CPU (called integrated graphics).

Tablets such as iPad and Kindle Fire HD and
Microsoft Surface offer many computing capabilities,
such as reading and working on simple documents,
connecting to the Internet to send and receive e-mail,
playing games, listening to music, and so on. However,
they have relatively small touchscreens (with a touch-
screen, you provide input with your finger or a stylus),
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onscreen keyboards, which can be a bit challenging to
use, no mouse, and often less in the way of file-man-
agement capabilities. If you just want to browse the
web, read e-mail, listen to music, and play games, a
tablet could be a way to go. If you want a broader
range of capabilities with a larger screen size and can
handle toting around a machine that weighs a few
pounds, a laptop is the way to go. Many people have
both a laptop and a tablet, and it’s easy to share files
and settings between them. They do complement each
other nicely if that approach fits your budget.

Choose a Version of Windows

As mentioned in an earlier task, your laptop’s operating system (soft-
ware that runs all the programs and organizes the data on your com-
puter) will be one of your first choices. This book focuses on computers
running the current version of Windows, which is called Windows 8.1.
Windows 8 and 8.1 have been a radical departure from previous
Windows operating systems, so if you opt for an earlier version of
Windows, such as Windows 7, you would need to buy the Windows 7
edition of this book.

Windows 8.1 comes in two different versions for home and small
business users. The two versions of Windows 8.1 are

w=  Windows 8.1: Includes entertainment tools such as
Windows Media Center for playing music and movies.
If you want to do more than look at photos, you'll
find that this version of Windows 8.1 is good at work-
ing with design and image manipulation programs
such as Photoshop. Also, if you choose a laptop, be
aware that Windows 8.1 includes great features for
managing the battery power of your computer. If
you consider yourself primarily a home user, you
should consider this version of Windows 8.1.
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w= Windows 8.1 Enterprise: Is great for small busi-
nesses or if you work from home. This version of
Windows has ultimate security features and you can
also use a Media Pack add-on with this version to get
richer multimedia features.

Determine a Price Range

26

You can buy a laptop for anywhere from about U.S. $299 to $5,000 or
more, depending on your budget and computing needs. You may start
with a base model, but extras such as a larger monitor or higher-end
graphics card can soon add hundreds to the base price.

You can shop in a retail store for a laptop or shop online using a
friend’s computer (and perhaps get his help if you're brand new to
using a computer). Consider researching different models and prices
online and using that information to negotiate your purchase in the
store if you prefer shopping at the mall. Be aware, however, that most
retail stores have a small selection compared to all you can find online
on a website such as Newegg (www .newegg . com).

Buying a laptop can be confusing, but here are some guidelines to
help you find a laptop at the price that’s right for you:

w= Determine how often you will use your computer. If
you'll be working on it eight hours a day running a
home business, you will need a better-quality laptop
to withstand the use and provide good performance.
If you turn on the computer once or twice a week, it
doesn’t have to be the priciest model in the shop.

w= Consider the features that you need. Do you want
(or have room for) a heftier laptop with an 18-inch
monitor? Do you need the laptop to run very fast
and run several programs at once, or do you need to
store tons of data? (Computer speed and storage are
covered later in this chapter.) Understand what you
need before you buy. Each feature or upgrade adds
to your laptop’s price.


http://www.newegg.com

2

2
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Shop wisely. If you shop around, you'll find that the
price for the same laptop model can vary by hun-
dreds of dollars at different stores. See if your mem-
berships in organizations such as AAA, AARP, or
Costco make you eligible for better deals. Consider
shipping costs if you buy online, and keep in mind
that many stores charge a restocking fee if you return
a laptop you aren’t happy with. Some stores offer
only a short time period in which you can return a
laptop, such as 14 days.

Buying used or refurbished is an option, though
new laptops have reached such a low price point
that this might not save you much. In addition,
technology goes out of date so quickly that you
might be disappointed with buying an older model
which might not support newer software or periph-
eral devices such as Bluetooth headphones. Instead,
consider going to a company that produces custom-
ized, non-name-brand laptops at lower prices —
perhaps even your local computer repair shop. You
might be surprised at the bargains you can find (but
make sure you're dealing with reputable people
before buying).

Online auctions such as eBay are a source of new
or slightly used laptops at a low price. However, be
sure you're dealing with a reputable store or person
by checking reviews that others have posted about
them or contacting the Better Business Bureau. Be
careful not to pay by check (this gives a complete
stranger your bank account number), but instead use
the auction site’s tools to have a third party such as
PayPal handle the money until the goods are deliv-
ered in the condition promised. Check the auction
site for guidance on staying safe when buying auc-
tioned goods.

Chapter 2: Buying a Laptop
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Some websites, such as Epinions (www.epinions.

@ com), allow you to compare several models of
laptops side by side. Others such as Nextag (www .
nextag.com) allow you to compare prices on a par-
ticular model from multiple stores. For helpful com-
puter reviews, visit sites such as CNET (www. cnet.
com) or Epinions.

Select Monitor Features

28

Monitors are the window to your computer’s contents. A good moni-
tor (also known as a screen) can make your computing time easier on
your eyes. The crisper the image, the more impressive the display of
your vacation photos or that video of your last golf game will be.

Consider these factors when choosing your laptop:

w= Size: Monitors for the average laptop user come in
several sizes, from tiny 9-inch screens on smaller lap-
tops to 28-inch screens on desktop replacement
models. Laptops with larger screens are typically
more expensive. A laptop with a larger monitor takes
up more space on your desk than a laptop with a
smaller monitor.

w= Image quality: The quality can vary greatly. You will
see terms such as LCD (liquid crystal display; also
referred to as flat panel), flat screen, brightness, and
resolution.

Look for a laptop with an LCD monitor, preferably
with a screen (see Figure 2-2) that reduces glare.

w= Resolution: A monitor’s resolution represents the
number of pixels that form the images you see on
the screen. The higher the resolution, the crisper the
image. You should look for a laptop that can provide
at least a 1,024 x 768 pixel resolution.


http://www.epinions.com/
http://www.epinions.com/
http://www.nextag.com/
http://www.nextag.com/
http://www.cnet.com/
http://www.cnet.com/

Chapter 2: Buying a Laptop

Figure 2-2

w= Touchscreen technology: Windows 8.1 provides
support for using a touchscreen interface, which
allows you to use your fingers to provide input by
tapping or swiping on the screen itself. If you opt for
a touchscreen device, you can still use your keyboard
and mouse to provide input, but touchscreen tech-
nology can add a wow factor when performing tasks
such as using painting software, browsing the web,
or flipping the pages in an electronic book (e-book).

Opt for Longer Battery Life

Because you're likely to use your laptop away from home now and
then, the amount of time it retains a battery charge can be important.
Though many laptops still only last a couple of hours on one charge,
newer models are beginning to offer battery lives of six to ten hours
and technologies to extend battery life even more are evolving at a
rapid pace.

The most popular type of battery for laptops today is
Lithium Ion (LiON). Nickel Metal Hydride (NiMH)

is an older technology with much less capacity.

Check the battery life rating when looking at a laptop and decide if
you might need more hours, for example, to use the laptop on a long
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airplane flight, if the power goes out for hours in your area during
storms, or for other situations when power just won’t be available.

Choose an Optical Drive

30

You've probably played a movie from a DVD from your local video
store or from services such as Netflix. Laptops can also read data from
or play movies or music from DVDs or store data on them (called
burning). Your laptop is likely to come with an optical drive, which is a
small drawer that pops out, allowing you to place a DVD in a tray,
push the drawer back into the laptop, and access the contents of the
DVD. If you buy a software program, it may come on a CD or DVD,
so you also need this drive to install software. However, very small
laptops such as ultrabooks have no DVD drives to keep their size and
weight down. In that case, you can buy an external DVD drive and
plug it into a port on your laptop.

When you buy a laptop with a built-in DVD drive or use an external
drive, keep these things in mind about optical drives:

w= DVDs versus CDs: DVDs have virtually replaced
CDs as the computer storage medium of choice, but
you might still find a CD floating around with music
or data on it that you need to read. For that reason,
you might want a DVD/CD combo drive.

w= DVD drives: DVD drives are rated as read (R), write
(W), or read-writable (RW). A readable DVD drive
only allows you to only look at data on your discs,
but not save data to them. A writeable DVD drive
allows you to save data (or images, or music) to
discs. A read-writeable DVD drive lets you both read
and write to DVDs.

w= DVD standards: In the earliest days of DVDs,
there were two different standards, + and -. Some
drives could play DVDs formatted + but not those
formatted -, for example. Today, you should look
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for a DVD drive that is specified as +/- so that it
can deal with any DVD you throw at it.

w= Blu-ray discs: If you want to be able to play the lat-
est optical discs, get a laptop with a Blu-ray player.
Blu-ray is a great medium for storing and playing
back feature-length movies because it can store
50GB, which is the size of most movies.

a laptop, if it doesn’t come with recovery discs, is to
burn recovery discs you can use if you have to restore
the laptop to its factory settings. You might need to
do this, for example, if a virus corrupts your system
data. Your laptop should offer this as an option
when you first start it, but if it doesn't, check your
laptop help system or the manufacturer’s website to
find out how to burn recovery discs, which allow you
to return your system to factory settings if you have a
major crash.

@ So much can be done from the Internet today, such

@ One of the first things you should do when you buy

as downloading and installing software and stream-
ing video movies, that many people can do without a
DVD drive. Check out Chapter 18 for more about
working with online services and programs.

Understand Processor Speed and Memory

Your laptop contains a processor stored on a computer chip. The
speed at which your laptop runs programs or completes tasks is deter-
mined in great measure by your computer processor speed. Processor
speed is measured in gigahertz (GHz). The higher this measurement,
the faster the processor. I won't quote the speed you should look for
because these chips are constantly getting smaller and more powerful.
However, when you shop, you probably shouldn’t consider anything
lower than 2 GHz. Higher numbers give the best performance. Factor
that into your decision, depending on your needs.
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In addition, computers have a certain amount of storage capacity for
running programs and storing data. You'll see specifications for RAM
and hard-drive data storage capacity when you go laptop shopping.
Again, the specific numbers will change, so the rule of thumb is to
look for a laptop with higher RAM numbers if you feel you need more
storage capacity.

w= RAM is the memory needed to simply access and
run programs. RAM chips come in different types,
including DRAM, SDRAM, and the latest version,
DDR2. Look for a minimum of 1 gigabyte (GB) of
RAM for everyday computing.

m= RAM chips are rated by access speed, which relates
to how quickly a request for data from your sys-
tem can be completed. You might see RAM speed
measured in megahertz (MHz). Today, 800 MHz
could be considered an acceptable access speed. Note
that there are two common RAM types — SRAM and
DRAM, with DRAM being the more efficient.

w= Your hard drive has a certain capacity for data
storage measured in gigabytes (GB). These days,
you should probably look for a minimum of a
250GB hard drive, but hard drives can come with a
range of huge capacities, with the largest being mea-
sured in terabytes (TB, measured in thousands of

gigabytes).

w= Your laptop requires some RAM to run the operat-
ing system. Windows 8.1 requires 1GB of main mem-
ory for a 32-bit system and 2GB for a 64-bit system. It
also requires 16GB of hard drive space for a 32-bit
system and 20GB for a 64-bit system. Check your
computer user guide to find out which system you
have.

w= Your processor has multiple cores. Most processors
today are multiple-core processors, such as the i3, i5,
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and i7 processor lines from Intel. Multiple core means
that two or more processors are involved in reading
and executing software instructions as you use your
laptop. Those with two processors are called dual-
core, those with four processors are called quad-core,
and processors with six cores are referred to as hexa-
core. The bottom line with cores is that the more you
have, the faster your laptop can process instructions
because all the cores can be working at once, making
multitasking possible. (Multitasking is when you're
running several programs at once, for example, play-
ing music, downloading files from the Internet, run-
ning an antivirus scan, and working in a word
processor — all at the same time.)

Determine How You’ll Connect to the Internet

You have to decide how you’ll connect to the Internet. You can use a
dial-up connection over a standard phone line or pay a fee to get a
broadband connection such as DSL. (Check with AARP to find out if
they offer discounted connections in your area.) However, if you want
a wireless connection that picks up a signal in range of a wireless
home network, or have a laptop and want to access certain public net-
works called hotspots, you have to be sure to buy a laptop with wire-
less capabilities (and luckily, most new model laptops have these).
Here’s how these connections work:

w= Dial-up: If you intend to use a dial-up connection
(that is, connect over your phone line), your laptop
has to have a dial-up modem either built in or in an
external model. Dial-up connections can be very
slow, and while you're using them you can’t use your
phone to make or receive calls. I discourage using
dial-up unless you absolutely have to.

w= Wireless: These connections require that you have a
laptop equipped with wireless capability. You can
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access the Internet wirelessly through a wireless net-
work set up in your home, or when you're near a
wireless hotspot (a place that offers wireless service),
and many hotspots are available at public places
such as hotels, airports, and restaurants. You can also
subscribe to a Wireless Wide Area Network (WWAN)
service from a mobile phone provider to tap into its
connection, or use a technology called tethering to
connect via your smartphone’s 3G or 4G connection.
Check laptop models to be sure they are wireless-
enabled. There are various techy standards for wire-
less, such as 802.11a, b, or g. The very latest standard
to look for is 802.11n, which delivers better wireless
performance.

w= Broadband: These connections typically come
through a DSL (digital subscriber line) or cable
modem in your home. In both cases, you pay a fee
to a provider, which might be your phone company
or cable company. DSL works over your phone line
but doesn’t prohibit you from using the phone when
you're online. Cable runs over your cable TV line
and is a bit faster than DSL, although connections
can be less dependable. Both are considered always-
on connections, meaning that you don’t have to wait
to dial up to a phone connection or connect to a
wireless network — you're always connected.

See Chapter 16 for more about setting up your
Internet connection.

Buy a Customized Laptop

You can buy prepackaged laptops online or in an electronics store. An
alternative is to buy a customized laptop. Companies such as Toshiba
(see Figure 2-3) and Gateway offer customized laptops. When you buy
the laptop, you can pick and choose various features, and the provider
will build the system for you.
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Select Processor (what's this?) I Laptop Summary N
(@ Intel® Core™ i3-2348M Processor (3M Cache, 2.30 GHz)
= *This processor requires 1333MHz memary. ~
Specifications = customized
() Intel® Core™ i3-3120M Processor (2.50GHz, 3ME L3 Gache) [add $50.00]
z 4 = *This processor requires 1600MHz memory.
| e i ité = Intel® Core™ i3-2348M Processor (3M Cache,
” ﬁ () Intel® Core™ i5-3230M Processor (3M Cache, up to 3.20 GHz) with [add $150.00) 2.30 GHz)
— ~ Intel® Turbo Boost Technology g
§ - “This processor requires 1600MHz memoary. Windows &
= 6GB DDR3 1333MHz SDRAM
() Intel® Core™ i7-36300M Processor (6M Cache. up to 3.40 GHz) with [add $250.00) (4096MB+2042MB)
~ Intel® Turbo Boost Technology . i
“This pracessor requires 1600MHz memary. 500GB HDD (5400rpm, Serial ATA)
= DVD SuperMulti drive (+/-R Double Layer)
= Wi-Fi® Wireless networking (202.11b/g/n) with
Select Microsoft Operating System (what's this?) Bluetooth® (v4.0)
() Windows & = 1 month frial for new Office 365 customers
. () Windows & Pro [add §99.99] = Norien™ Internet Security 2013 (30-day trial
- subscription)
() SAVE $50.00° Windows® 7 Professional (84-bit) with recovery [add $49.99] v
~ media for Windows & Pro = 1 Year Standard Limited Warranty (1 Year on
Laptap Price as Configured $529.99
Select Memory (what's this?) Accessories Total $0.00
(") 2GB DDR3 1333MHz SDRAM (2048MBx1) [FREE] Extended Service Plan Total: $0.00
= =For use with Intel@ Core™ i3.2348M Processor only.
Your Total: $529.99
(") 4GB DDR3 1333MHz SDRAM (4096MBx1) [add $50.00] affer expires 5/13/13
= For use with Intei® Cors™ i3-23480 Processor only.
(@ SAVE $100.00° 6GB DDR3 1333MHz SDRAM
= {4095MB+2045ME) 7
“For use with Intel® Core™ [3-2345M Processor only. Aég '.?,m‘; ggslTn?fMngT .
(") SAVE $100.00° 5GE DDR3 1333MHz SDRAM (4096MEx2) [add $50.00] This product will be custom built for you.
= *For use wilh Intel® Core™ i3-2348M Processor only.
Estimated Ship Date from Toshiba
. is 05/22/2013.
() 4GB DDR3 1800MHz (4GB X 1) [add $50.00]
~ SFor use with Intel Core™ [3-3120M, intsl® Cors™ i5-3230M, or Lenin Mo ®
intel® Care™ i7-3630QM processors. v
S — _— <

Figure 2-3

Here are some of the variables you'll be asked about when you purchase
a customized system, many of which are discussed in this chapter:

w= Type and speed of processor

w=  Amount of RAM or hard drive capacity

w= [nstalled software, such as a productivity suite like

2

2

2

1=

2

Microsoft Office or Microsoft Works, or a premium
version of an operating system

More sophisticated graphics or sound cards

Peripherals such as a printer or the addition of a
wireless mouse

Larger or higher-end monitor
Wireless capability

Warranty and technical support
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These choices can add to your final price, so be sure you need an
option before you select it. Most of these companies provide explana-
tions of each item to help you decide.
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Setting Up Your
Laptop

A fter you unpack your new laptop, you may
need help getting it set up. Here I cover

the basics: installing and charging your laptop
battery; turning the computer on and off; set-
ting up and logging on to Windows 8.1; mas-
tering the basic use of your touchpad,
becoming familiar with some basic keystroke
shortcuts, and, if you have a touchscreen,
learning to use it.

Next, you can set up the date and time in your
computer’s internal clock so they match your
time zone, and you can apply daylight saving
time settings. Finally, you get to work with
your user accounts. Windows allows you to
create multiple user accounts; each account
saves certain settings and allows you to control
each user’s files and folders separately. When a
user logs on with a particular user account, it’s
like accessing a unique personal computer.

Here, then, are the procedures that you can fol-
low to get going with your laptop and
Windows 8.1.

| “*op’rer

Getready to...

w= |nstall and Charge
the Battery.........cccccovvenenne. 38

= Log on to Windows 8.1 ...... 39
w= Login to the Desktop............ 41
w= Use the Mouse.................... 42
w= \Work with a Touchscreen .... 43
w= Use Function Keys............... 45
w= Use Keyboard Shortcuts....... 46
w= Set the Date and Time ......... 46

w= Create a New User
Account ....oooveiiiiiiiieei 48

w= Switch User Accounts .......... 50

w=» Change the User Account
TYPE oo 51

w= Shut Down Your Laptop........ 52
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Install and Charge the Battery

Your laptop comes with a battery that you should insert and charge
when you first take the laptop out of the box. The battery is a rectan-
gular affair (similar to the one shown in Figure 3-1) that slips into the
bottom of your laptop.

your battery is not accessible; if yours is one of those,
you don't have to insert a battery; just plug the tablet
in to charge the battery.

@ Note that tablet models are typically sealed so that

Figure 3-1

It's a good idea to charge your battery completely when you first plug
it in, which could take several hours. Follow these instructions to do
that:

1. Locate the plug in your laptop packaging. (It's usually a
two-piece cable; one half of the cable has a large, boxy
transformer on one end that plugs in to the other half.)
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2. Plug one end of the cable into a wall outlet and the other
into the round power connection port on your laptop.
Your user’s manual should indicate where this connec-
tion is located (usually on the back or near the back of
the right or left side of the laptop).

3. When you turn your laptop on (see the next task), you'll
find a small icon on the Windows Desktop screen in the
taskbar (usually called the Battery Meter icon) that looks
like a standard battery with a plug next to it. Click this
Battery Meter icon to see whether the battery is charged
to 100 percent of its capacity. (If you aren’t yet sure how
to move around the screen and click, see the upcoming
task, “Use the Mouse”.)

This icon changes to just a battery (no plug) when the
computer isn't plugged in; this battery icon indicates visu-
ally how much charge your battery has left before it drains.

Log on to Windows 8.1

When you turn on your laptop, it takes a few moments to load the
files it needs to run your operating system. If this is the first time
you've started up a brand-new Windows 8.1 computer, you might be
asked to make certain simple choices to set it up. If the computer has
been used before (perhaps you bought it used, or the person in the
store showed you how to start it up and make some settings), you
won't see the setup screens; instead, you'll be taken to a user sign-in
screen. At that point, if a password has been set for your account,
you'll have to type it in; if not, you'll just click a user icon to sign on
and go to the Windows Start screen. Here are the steps to turn on your
laptop and log on to Windows:

1. With your laptop set up, next time you want to use it
start by pressing the power button on your computer to
begin the Windows 8.1 start-up sequence.

2. In the resulting Windows 8.1 Welcome screen, click the
screen to reveal the sign-in screen.
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Enter your password or PIN, if you've set one. (If you
haven’t set up the password-protection feature for more
than one user, you're taken directly to the Windows 8.1
Start screen when you turn on your computer unless
you've set your computer up to login directly to the
Desktop. (The Start screen and Desktop are two alternate
views of your computer’s contents. If you have more than
one user, you have to choose the one you want to login
as.) Windows 8.1 verifies your password and displays the
Windows 8.1 Start screen, as shown in Figure 3-2.

see Chapter 23. After you set up more than one user,
before you get to the password screen, you have to
click the icon for the user you wish to log on as.

E s For more on adding and changing user passwords,
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Login to the Desktop

By default, when you login to a Windows 8.1 computer, the Start
screen appears. If you prefer to use the Desktop interface of Windows
8.1, which is more familiar to users of Windows 7 and earlier versions,
you might want to set up your laptop to log in to the Desktop.

1. Log in to Windows 8.1 and click the Desktop tile to go to
the Desktop interface.

2. Right-click the taskbar and click Properties on the pop-up
menu that appears.

3. Click the Navigation tab (see Figure 3-3).

4. Click the check box labeled Go to the Desktop Instead of
Start When I Sign In.

5. Click OK.

Taskbar | Mavigation | Jump Lists | Toolbars

Corner navigakion

When I point to the upper-right corner, show the charms

when I click the upper-left corner, switch between my recent apps

Replace Command Prompt with “Windows Powershell in the menu
when I right-click the lower-left corner or press Windows key+2

Start screen
[ Go ta the desktop instead of Start when I sign in
[] Shows my deskbop background on Start

0 Always show Start on my main display when I press the Windows
logo key

[]5haw the apps view automatically when T go to Start

Search everywhere instead of just my apps when I search From the
Apps view

0 List deskkop apps first in the Apps view when it’s sorted by
cakeqory

Figure 3-3
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Use the Mouse

42

Unlike using a typewriter, which uses only a keyboard to enter text
into documents, with a non-touchscreen computer, you use both a
keyboard and a mouse to enter text and give commands to the com-
puter. On a laptop, the mouse device is in the form of a touchpad, a
flat rectangle beneath the keyboard which you maneuver by tapping or
sliding your forefinger on the pad. On a very few models, the mouse
comes in the form of a touch button located somewhere near the cen-
ter of the keyboard; if you have such a model, check your owner’s
manual for more about using a touch button.

Though you might have used a keyboard before, a mouse might be
new to you, and frankly, it takes a little getting used to. In effect, when
you move your finger on the touchpad, a corresponding mouse
pointer (a small arrow symbol) moves around your computer screen.
You control the actions of that pointer by using the right and left side
of the touchpad.

Here are the main functions of a mouse and how to control them:

w= Click: When people say “click,” they mean that you
should press and release the left side of the touchpad.

Clicking has a variety of uses. You can click while
you're in a document to move the insertion point, a
little line that indicates where your next action will
take place. For example, in a letter you're writing,
you might click in front of a word you already typed
and then type another word to insert it. Clicking is
also used in various windows to select check boxes
or radio buttons (also called option buttons) to turn
features on or off or to select an object such as a pic-
ture or table in your document.

w= Right-click: If you click the right side of the touch-
pad, Windows displays a shortcut menu that’s spe-
cific to the item you clicked. For example, if you
right-click a picture, the menu that appears gives you
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options for working with the picture. If you right-
click the Windows Desktop, the menu that appears
lets you choose commands that display a different
view or change Desktop properties.

w= Click and drag: To click and drag, you press and
continue to hold down the left side of the touchpad
and then move your finger to another location (this
is the dragging motion). For instance, you can click
in a document and drag your finger up, down, right,
or left to highlight contents of your document. This
highlighted text is selected, meaning that any action
you perform, such as pressing the Delete key on your
keyboard or clicking a button for bold formatting, is
performed on the selected text.

w= Scroll: Many touchpads allow you to swipe down
the right side with your finger to scroll through a
document or website on your screen. Just swipe
down to move through pages going forward, or
swipe up to move backward in your document.

Note that many users of laptops like to use a wireless mouse instead
of the touchpad to provide input to their computers. With a wireless
mouse, you move the physical mouse around your desktop with your
hand and click the right or left side to perform actions described
above. There is typically a scroll wheel in the middle of a wireless
mouse you can use to scroll through a document. You can buy a wire-
less mouse at any office supply store, plug the small transmitter into a
USB port of your laptop, and then use the mouse instead of the touch-
pad. Throughout this book, when I say mouse, you can assume that
either your built-in touchpad or a wireless mouse will work with the
steps provided.

Work with a Touchscreen

Although most people don’t have touchscreen computers today,
Windows 8.1 was designed to work with this form of input, so I want
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to give you an overview of how to use a touchscreen laptop with
Windows 8.1.

With a touchscreen laptop, touching the screen with your finger
replaces a mouse click. You can tap the screen to select something, to
activate features with buttons, and to make a field active so you can
type content. Windows 8.1 also offers an onscreen keyboard that
touchscreen users can work with to enter text with the tap of a finger.

You can also use your finger to swipe to the right, left, up, or down to
move from one page to another (for example, from one web page to

another or from one photo to the next in the Gallery app) or to move
up or down on a page. Table 3-1 provides some common gestures and

what they're used for.

Table 3-1

Touchscreen Gestures for Windows 8.1

Gesture

Result

Swipe up or down.

Move up or down on a web page or swipe down from the top
edge to close an app.

Swipe left or right.

Move to the right or left; for example, you can swipe left or
right on the Start screen to display more app tiles.

Swipe the right

edge of the screen.

Display the Charms bar.

Pinch to zoom in
or out.

Zoom in or out on a page or the Start screen.

Tap.

Select an item.

Rightclick, which
involves pressing
and holding down
the screen.

Hold screen until a small pop-up appears and then lift your fin-
ger to reveal the context-specific menu.

Double-tap near
the bottom of the
screen.

Display the Desktop taskbar.
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Windows 8.1 also offers some gestures you can make with your fin-
gers, such as moving your fingers apart and then pinching them
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together to minimize elements on your screen, or swiping down from
the top of the screen to close an app. If you do own a touchscreen and
want to learn more, visit http://windows .microsoft.com/
en-US/windows-8/touch-swipe-tap-beyond for more
information.

Use the Function Keys

On a laptop computer, you might find that in order to save space,
some shortcut functions, such as muting sound or brightening your
screen, are accessible by using function keys. Here are the basics of
function keys:

w= Function keys run across the top of your laptop key-
board, labeled F1, F2, and so on.

w= You'll find a key labeled Fn (for Function) near the
bottom of your keyboard.

w= By pressing and holding down the Function key (Fn)
and a numbered function key (F1, for example), you
can perform actions such as controlling your built-in
speaker’s volume.

w= The functions assigned to your laptop’s keys vary
depending on the model and manufacturer. Check
your user’s manual to find out the specific functions
assigned to your keyboard.

You'll typically find small icons on your function

@ keys that give you a clue about what the keys do. For
example, pressing both the function key that has a
little light bulb icon and the up arrow key will proba-
bly brighten your screen. Pressing a function key with
double, right-pointing arrows (like those you see on
a music player) may move you to the next track on
an audio DVD.
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Use Keyboard Shortcuts

A keyboard shortcut refers to a key or combination of keys that you press
and hold to perform an action. Many shortcuts involve the Windows
key (it's the one near the left bottom corner of your keyboard that sports
the Windows logo). For example, you can press and hold the Windows
key plus C (Win+C) to display the Charms in Windows 8.1.

In Windows 8.1, keyboard shortcuts can be very helpful to those who
don't have a touchscreen computer. Table 3-2 lists some handy short-
cuts to know.

Table 3-2 Common Windows 8.1 Keyboard Shortcuts
Key(s) Result

Windows key Displays the Start screen.

Win+B Displays the Desktop.

Win+C Displays the Charms bar.

Win+E Displays Windows Explorer.

Win+F Displays the Files search field.

Win+| Displays the Seftings panel.

Win+L Displays the Lock screen.

Alt+D Displays the Address field in Internet Explorer 11.
Win+Tab Displays recently used apps.

Set the Date and Time

1. The calendar and clock on your computer keep good
time, but you might have to provide the correct date and
time for your location. Press Win+I to display the Settings
panel of the Charms bar.

2. In the Settings panel, click Change PC Settings.

3. In the PC Settings panel, click Time & Language (see
Figure 3-4).
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© Time & language A Date and time

10:05 PM, Saturday, July 13, 2013

Date & time
Set time automatically

on

Region & language

Change date and time

Change

Time zane

(UTC-08:00) Pacific Time (US & Canada) W

Adjust for daylight saving time automatically

On [ |

Date and time formats
First day of week Sunday

Short date: TN3/2013

Long date: Saturday, July 13, 2013
Short time: 10:05 PM

Long time: 10:05:51 PM

Figure 3-4

4. Click the Time Zone field in the right panel and then
choose a time zone from the drop-down list.

5. If you want to, click the Adjust for Daylight Saving Time
Automatically On/Off button to turn this feature on or off.

Press the Windows key on your keyboard to return to the
Start screen.

cursor to the bottom right or top right corner of the

@ Another way to display the Charms is to move your
Start screen or Desktop.

If you want to set the date and time manually, you
can use the Windows 8.1 Desktop Control Panel.
This panel is similar to the Control Panel you may
have used in previous versions of Windows. On the
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Start screen, click the All Apps button and begin typ-
ing the words Control Panel. Click the Control Panel
app that appears in the search results. Click Clock,
Language, and Region, and then click the Set the
Time and Date link to open the Date and Time dia-
log box and make settings.

Create a New User Account

I. You must have administrator status to create new users.
Press Win+I to display the Settings panel.

2. Click Change PC Settings.

3. In the PC Settings screen shown in Figure 3-5, click
Accounts and then click Other Accounts.

PC settings

PC & devices
Accounts
SkyDrive

Search & apps
Privacy

Network

Time & language
Ease of Access

Update & recovery

Figure 3-5
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Top settings

N

Account picture

PIN

Other accounts

o
Picture password
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4. Click the Add a User button. In the next screen, shown in
Figure 3-6, enter the user’s Microsoft e-mail address
(such as a Microsoft Hotmail account ending in @msn.
com, @live.com, @hotmail.com, and accounts in the
most recent version of Microsoft mail, Outlook.com). By
providing this account information, you make it easy to
sync settings, files, and apps (programs such as the
Weather or Calendar app) among different devices.

If the person doesn’t have such an account, click the Sign
Up For A New Email Address link under the Email address
field and follow instructions to create an account; or if the
person doesn’t want to use such an account, click the Sign
In Without A Microsoft Account link at the bottom of the
page and then click the Local Account button on the
screen that appears and fill in the user information.

Enter the e-mail address here

Add a user

What email address vrould this person like to use to sign in to Windows? (If you know the email
address they use to s gn in to Microsoft services, enter it here.)

X

When you sign in to Windows with a Microsoft account, you can:
» Download apps from Windows Store.
+ Get your online content in Microsoft apps automatically.

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

Figure 3-6



Part I: First Steps with Your Laptop

5. After you've entered account information in Step 4, click
Next.

6. On the next screen, click Finish.

istrative privileges is logged in, she can make changes
to the user account in the Accounts panel of PC
Settings, such as assigning a password. See Chapter
23 for information about setting and changing user
passwords.

@ After you create an account, when a user with admin-

7. If you prefer, you can log in with a four-digit PIN in
place of a traditional password. This makes it quicker to
sign in. When you've logged in as the user for whom you
want to set a PIN, follow the first two steps of the previ-
ous task. In the Accounts section of PC Settings, click
Sign-in Options in the left panel, and then, under PIN,
click the Change button, enter the current password,
enter a four-digit PIN and verify it, and then click OK.

puter, which helps you save and access specific user
settings and provides privacy for each user’s files with
passwords.

@ You can set up several user accounts for your com-

Switch User Accounts
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1. To change to another user account after you've logged in,
you can click the logged in user’s name in the upper right
corner of the Start screen and choose Sign Out.

Alternatively, you can click the Power button in the
Settings screen and then click Sleep (see Figure 3-7).
Windows 8.1 logs off.
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Sleep
Update and shut down

Update and restart

Figure 3-7

2. Drag the welcome screen that appears upward.

3. Click the username you want to log in with, type the
Y 8 yp
password, and press Enter to go to the Windows Start
screen.

Change the User Account Type

1. Only users with administrator status can create and make
changes to user accounts. You set the type of account
(administrator or standard user) for the logged-in user in
the Desktop Control Panel. From the Desktop, press
Win+I and then click Control Panel.

2. Click User Accounts and Family Safety.

3. Click User Accounts (see Figure 3-8).

Click this option
|

2 User fccounts and Family Safety -

3—) = 4 8, » Control Panel » User &ccounts find Family Safety v ¢ Search Contral Panel -l
File Edit Wiew Tools Help
Control Panel Home

User Accounts

&) [+ " - -
System snd Security % @) Change account type | B Remove user accounts

Network and Intemet Q%’ Family Safety
&b 5

Hardware and Sound | @ Set up Family Safety for any user

Programs |T-‘rﬂ Credential Manager
* User Accounts and Family '@1‘ Manage Web Credentials Manage Windows Credentials
Safety

Appearance and
Personalization

Clock, Language, and Region

Ease of Access

Figure 3-8
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4. Click Change Your Account Type and enter an adminis-
trator password if requested.

5. Select the type of account you want to create in the
screen shown in Figure 3-9:

e Standard: A standard user can access his own
account, but can’t make the changes to user
account settings that an administrator can.

¢ Administrator: An administrator can do things
such as creating and changing accounts and install-
ing programs.

Select the account type here

9, Change Your Account Type - b

i_(-) - T SL« User ccounts b Change Your Sccount Type v & Search Control Panel -l

File Edit] View Tools Help

Select your new account type

Nancy Muir
! Administrator
Password protected

You can't change your account type because you have the anly administrator account on this PC. You must
make another user an administrator before you can change your account.
Standard

Standard accounts can use most software and change system settings that don't affect other users orthe
security of this PC.

(@ Administrator
Administrators have complete control over the PC. They can change any settings and access all of the files
and programs stored on the PC,

Why is a standard account recommended?

Change Account Type Cancel

Figure 3-9

6. Click the Change Account Type button and then close the
Control Panel.

Shut Down Your Laptop

1. With a Windows 8.1 laptop, you can simply close the lid
to put the computer to sleep, saving power and returning
you to where you left off when you open the lid and sign
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in again. To turn off your laptop completely, you need to
initiate a shutdown sequence in your operating system
instead of simply turning off the power. Press Win+I to
open the Settings panel.

2. Click the Power button (refer to Figure 3-7). If you prefer
to stop your computer running but not turn the power
off, click Sleep (or simply close the lid of your laptop). If
you want to reboot (turn off and turn back on) your
computer, choose Update and Restart. To shut the power
off, click Shut Down.

turn it off in a couple of ways. Press Ctrl+Alt+Delete
twice in a row, or press the power button on your
CPU and hold it until the computer shuts down.

Don't simply turn off your laptop at the power
source by pressing the power button. Some processes
could be running and Windows might not start up
properly the next time you turn it on if you don’t fol-
low the proper shutdown procedure by pressing
Win+], clicking the Power button, and choosing Shut

Down from the menu that appears.

@ If your laptop freezes up for some reason, you can
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Managing Power IIRGoter

One of the big differences between a desktop
computer and your laptop is that your laptop
can run off of a battery. Battery life, or the length
of time it takes your laptop battery to run out of
juice, is getting better all the time — some
recent laptop batteries get as many as 9 hours
on one charge. A recent comparison by Laptop
Magazine found very few models that stayed the
course for as many as 20 hours. Consider avoid-
ing laptops that get as little as a couple of hours
of battery life.

For that reason, it's important that you under-
stand some tools that Windows 8.1 provides to
help you manage your laptop power, including
these:

w= Choosing a power plan, which has preset
timings for actions such as dimming your
screen or putting your computer to sleep.

w= Creating a customized power plan by
choosing settings you want.

w= Adjusting settings for your display that
deal with the screen brightness (a brighter
screen uses more power), how frequently
your screen automatically dims to save
battery charge, and so on.

Getready to...

w= Choose a Power Plan..........

w= Create a Customized
Power Plan..............ccccvvn.

w= Adjust Display Settings ........

w=> Change How Quickly the
Computer Goes fo Sleep......

w= Define Power Button
Functions.......coovvveiiieniinn..,



Part I: First Steps with Your Laptop

w= Changing how much time lapses before your laptop
automatically goes to sleep — a state that uses mini-
mal power but keeps the currently open documents
and programs active (and quickly available to you).

w= Defining power button functionality gives you some
control over what happens when you press the lap-
top’s power button or close the lid.

Choose a Power Plan

56

1.

2.

3.

4.

From the Desktop, press Win+I to open the Settings
panel of the Charm bar and then click Control Panel.

In the Control Panel window that appears, click
Hardware and Sound=>Power Options.

In the Power Options window that appears (see Figure
4-1), click the radio button next to a plan to select it. Note
that there might be a laptop manufacturer’s power plan
among your selections; for a High Performance plan, you
can click the arrow to the right of Show Additional Plans.
The Power Saver plan (in Figure 4-1, this is listed in the
Plans Shown on the Battery Meter section) causes your
computer to go to sleep more frequently and dims the
screen brightness. A higher-performance setting will never
put the computer to sleep and will have a brighter screen
setting. If you run your laptop on a battery frequently, the
Power Saver plan is your best bet.

Click the Close button to close the window.

down or putting your laptop to sleep. See Chapter 3

@ There are several options you can use for shutting

for more about these.
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The recommended plan

_

@ - 4t @ v Contrdl Panel » Hardware and Sound » Power Options v & Search Cantral Panel yel

(]

Control Panel Home .
Choose or customize a power plan

Require a password on wakep A power plan is a collection of hardware and system settings (like display brightness, sleep, etc.) that
manages how your computer uses power. Tell me more sbout power plans
Choose what the power
buttons do Plans shown on the battery meter
ghoose what closing the lid * (@ Balanced (recommended) Change plan settings
oes

Automatically balances performance with energy consumption on capable hardware,
Create a power plan

2 Choose when to turn off the * () Power saver Change plan settings
display Saves energy by reducing your computer's perfarmance where possible.
W Change when the computer
sleeps Show additional plans O]
See also

Personalization

Windows Mobility Center

User Accounts Streen brightness: © U 6k

The Power Saver plan
Figure 4-1

Create a Customized Power Plan

1. If the preset power plans don’t appeal to you, you can
modify one and save it as your own customized power
plan. From the Control Panel, click Hardware and
Sound=>Power Options.

2. In the Power Options window that appears, click the
Create a Power Plan link on the left side.

3. In the Create a Power Plan window that appears (shown
in Figure 4-2), select the preset plan that is closest to
what you want to create.

4. Enter a name for the plan in the Plan Name text box and
click Next.
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Select a power plan to customize

= Create a Power Plan = =

© +| T % « Power Options » Create a Power Plan v & Search Contral Panel o

Create a power plan

Start with an existing plan and give it a name.

(@) Balanced (recommended)
Automatically balances performance with energy consumption on capable hardware.

() Power saver
Saves energy by reducing your computer’s performance where possible,

(") High performance
Favors performance, but may use more energy.

My Custom Plan 1

Enter a name for the customized plan
Figure 4-2

5. In the Edit Plan Settings window that appears (see Figure
4-3), make settings for how the laptop power functions
when plugged in or running off the battery. (See the next
two tasks in this chapter for information about changing
display settings and changing how quickly the computer
goes to sleep.)

6. Click Create to create your new plan. Windows returns
you to the Power Options window with your new plan
added to the list of power plans.

plugged in, your laptop could get warm to the touch,
even though it has an internal fan. Consider unplug-
ging your laptop occasionally to run off of battery
power, or buying a laptop cooler, a pad with a fan
inside that dispels heat from your laptop when you
place it on the pad.

@ If you choose to run your laptop with the power cord
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© ~ 4 3 « PowerOptions » Edit Plan Settings v ¢ | Search Contral Panel »

Change settings for the plan: My Custom Plan 1
Choose the sleep and display settings that you want your computer to use.

j On battery A9 Pluggedin
‘@ Dim the display: ‘2 minutes v‘ |5mmutas v|
Y Turn off the display: ‘Smmutﬁ v‘ |10 minutes V|
% Putthe computer to sleep: ‘15mmut5 v‘ |30m|nutes v|
“2f Adjust plan brightness: ° U E- U o3

Make your plan settings here
Figure 4-3

Adjust Display Settings

1. From the Control Panel, choose Hardware and Sound.
The Hardware and Sound window appears.

2. Click the Power Options link.

3. Find the selected power plan. (There’s a dot in the radio
button to the left of it.) To the right of the selected power
plan, click the Change Plan Settings link.

4. In the Edit Plan Settings window that appears (shown in
Figure 4-4), modify any of the following display settings
to control the laptop when it’s running on the battery and
you haven't used it for a time — keeping in mind that the
longer your screen stays on, the more power it uses:

e Turn Off the Display: Sets the time interval after
which the screen goes black.
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e Put the Computer to Sleep: Indicates the time
interval after which the computer sleeps. See the
next task for more on this option.

¢ Adjust Plan Brightness: Adjusts the preset screen

brightness; a less-bright screen saves power.

5. Click the Save Changes button to close the Edit Plan
Settings window and save your new settings.

® +~ 4 % <« Power Options » Edit Plan Settings

Change settings for the plan: Balanced
Choose the sleep and display settings that you want your computer to use.

"o Adjust plan brightness: o % o

Change advanced power settings

Restore default settings for this plan

& Tum off the display: 5 minutes ~ 10 minutes

W Putthe computerto sleep: | 15 minutes v | |30 minutes

v & Search Control Panel

j On battery A9 Pluggedin

]

p

N

Save changes

Cancel

Figure 4-4

Modify
your settings
here

You can adjust many settings for screen brightness and
modify your power plan in the Mobility Center, a kind
of control panel for many common settings such as
brightness, volume, and your power plan. From the
Control Panel, choose Hardware and Sound, and then
click the Windows Mobility Center link.

You can also use the Brightness setting in the Settings

panel that you access from the Charm bar to quickly

adjust brightness. Just press Win+I, and then click
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Brightness. Use the slider to make the screen brighter
or dimmer.

Change How Quickly the Computer Goes to Sleep

1. The third option in the Edit Plan Settings window you
saw in the previous task deals with putting your com-
puter to sleep. After a certain period of inactivity, your
computer goes to sleep, which can save battery power. To
change this setting, from the Control Panel, choose
Hardware and Sound. The window shown in Figure 4-5

appears.

.

Centrol Panel Home

System and Security
Metwork and Internet
Hardware and Sound
Pragrams

User Accounts and Family
Safety

Appearance and
Personalization

Clack, Language, and Region

Ease of Access

e

E ]

-
o7
@ * 1 @ » Control Panel » Hardware and Sound » v &

Devices and Printers
Add a device | Advanced printer setup
Change Windows To Go startup options

Mouse

AutoPlay

Change default settings for media or devices

Sound

Adjust system volume | Change system sounds

Power Options
Change battery settings
Require a password when the computer wakes
Adjust screen brightness

Display
Make text and other items larger or smaller

How to correct monitor flicker (refresh rate)

Windows Mobility Center
Adjust commanly used mobility settings

Play CDs or other media automatically

Change what the power buttons do
Change when the computer sleeps

Adjust screen resolgtion

Adjust settings befor

Search Cantral Panel yel

~

& Device Manager

Manage audic devices

giving a presentation

Figure 4-5

Click this option

2. In the Power Options section, click the Change When the
Computer Sleeps link.

3. In the Edit Plan Settings window that appears (see Figure
4-6), find the Put the Computer to Sleep field and click
the arrow in the field in the On Battery column.
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4. From the drop-down list, select another setting for when
the computer automatically puts itself to sleep. A smaller
interval saves battery power, but it might disrupt your
work. So choose a setting according to your preferences.

Click to change settings

® +~ 4 % <« Power Options » Edit Plan Settings v ¢ | Search Contral Panel y]

Change settings for the plan: Balanced
Choose the sleep and display settings that you want your coriputer to use.

j On battery A9 Pluggedin
& Tum off the display: ‘ 5 minutes v |‘H} minutes v|
W Putthe computerto sleep: | 15 minutes M |30 minutes V|
1 minute
“or Adjust plan brightness: g::::::z o D =
3 minutes
10 minutes
Change advanced power settings |20 minutes
25 minutes
Restore default settings for this plz 30 minutes
45 minutes
1 hour
2 hours Save changes
3 hours
4 hours
5 hours
Mever

Figure 4-6

5. Click the Save Changes button to save the new setting.

settings for your computer through PC Settings if you
prefer. Press Win+I from either the Desktop or Start
screen and click Change PC Settings=>PC & Devices
Power & Sleep. Use the Brightness, Screen, and Sleep
settings there to control whether to have your device
automatically adjust screen brightness, and how long
to delay before turning the screen off or putting the
PC to sleep.

@ You can adjust the Brightness, Screen off, and Sleep
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Define Power Button Functions

1. You can control what happens when you press the Power
button, close the computer lid, or press the Sleep button
(if your laptop offers one). From the Control Panel,
choose Hardware and Sound. The Hardware and Sound
window appears.

2. In the Power Options section, click the Choose What the
Power Button Does link.

3. In the System Settings window that appears (see Figure
4-7), click the When I Press the Power Button or When I
Close the Lid fields in the On Battery column. The
options that appear include

e Do Nothing: Does nothing. You guessed that,
right?

e Sleep: Essentially pauses your computer, leaving
your open programs and documents intact, held in
your computer memory. When you awaken your
computer, it comes back almost immediately,
ready for you to work. Sleep draws a small amount
of power.

e Hibernate: Saves open programs and documents
on your computer hard drive and then turns off
your computer so you're not using any power. If
you'll be away from your computer for a while but
want to return to the items you had opened before
quickly, Hibernate is a good choice. Hibernate is
usually the default action when you close a laptop
lid. Hibernate requires you to log on again when
you revive your computer by pressing Enter, click-
ing the power button, or using your mouse.
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e Shut Down: Closes any open programs and powers
down your computer. You have to turn the power
on again to use it — no programs or documents are
open when you turn the laptop on again.

s X

© + 1 %« Hardware and Sound » Power Options » Systern Settings v o Search Contral Panel o

Define power buttons and turn on password protection

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

‘Q Change settings that are currently unavailable

Power button and lid settings

j On battery 9 Pluggedin C hOOSG

@ When | press the power button: | Sleep v Sleep v - yO.U r
opfions

fb When | close the lid: Sleep v Sleep v here

Password protection on wakeup

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

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

Shutdown settings

+| Turn on fast startup (recommended) v

Save changes Cancel

Figure 4-7

For security, consider using the Require a Password
setting in the System Settings window (scroll down
to find this setting in the window shown in Figure
4-7) to require that a password be entered to access
your computer.

You can also use the System Settings window to
define the power button functions that apply when
you have your laptop plugged in to a power source.
These are listed in the column to the right of the bat-
tery power settings.
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Getting Around
Windows 8. T

Wndows has always used a desktop meta-
phor for the main Windows screen, a

place where you can access all the tools you
use to get your work done. However, starting
with Windows 8, Microsoft delivered both a
Desktop and a Start screen interface (the inter-
face is simply what you see on the screen), and
you can use either one to complete most of the
tasks you need to do. This dual interface,
which also exists in Windows 8.1, helps users
of earlier versions of Windows to fall back on
the more familiar Desktop as they learn their
way around the Start screen.

This chapter is an introduction to the things
you can do from the Desktop and Start screen
and how these two interfaces differ. Along the
way, you discover the Charms bar, accessible
from either interface and used for accessing
various settings, and how to view open apps.
You discover how to work with the new inte-
grated Search feature from the Start screen and
what the Desktop Start button allows you to
do. You also encounter the Recycle Bin
accessed through the Desktop; this is where
you place deleted files and folders. Finally, you
find out how to work with Desktop Windows,
create a Desktop shortcut, and close a Desktop
program window.
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Understand Changes in Windows 8 and 8.1

68

Figure 5-1

Beginning with Windows 8 and continuing with Windows 8.1,
Microsoft reinvented its operating system. Though these versions share
many features that may be new to you, 8.1 brought along its own
changes, which I review here.

Beginning with features common to both versions of the operating
system, the Start screen (see Figure 5-1) is made up of small boxes
called tiles that represent apps such as Weather, Music, and Mail. The
Start screen is a command center for organizing your computer work.
You can add or remove tiles to access the apps you use most often.
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The Start screen is also designed to work well with touchscreen
devices, such as touchscreen laptops, because it's graphical in nature.
You tap a tile with your finger, and an app opens without you having
to select from a menu or list. But you can also easily use a mouse and
keyboard to get things done on the Start screen.
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You can toggle back and forth from the Start screen to the Desktop
(see Figure 5-2). On the Desktop, a taskbar offers settings for items
such as your computer’s date and time, as well as shortcuts to Internet
Explorer and File Explorer. If you've used previous versions of
Windows, you're familiar with the Desktop. Windows 8.1 added a
Start button to the Desktop. Clicking it takes you to the Start screen;
right-clicking it produces a menu of commands that allow you to go
to Control Panel, Task Manager, or to manage devices and network
connections, and much more. Although it's not like the Windows 7
Start button, it does provide access to some functions that were harder
to find in Windows 8.

The taskbar

Figure 5-2
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In addition to pressing the Start button on the Desktop to go to the
Start screen, you can move back and forth between the Start screen

and Desktop at any time by pressing the Windows key on your key-
board. If you press this key from within an app, you go to the Start
screen.

Work with the Start Screen

1. If the Start screen isn’t displayed, press the Windows key
on your keyboard to display it.

2. Click the Weather tile (see Figure 5-3); the Weather app
opens.

Figure 5-3

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

4. Hover your mouse over the bottom of the screen and on
the scroll bar that appears, click the right arrow to scroll
to the right and view more apps (see Figure 5-4).

5. Click the left arrow at the bottom of the screen to scroll
to the left. You can also simply click on the bar within
the scrollbar and drag it right or left to move from side to
side of the screen.

6. Move your mouse over the top-left corner of the screen
to see thumbnails of open apps (see Figure 5-5).
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Display the Charms Bar

1. The Charms bar provides another way to go to the Start
screen, the integrated Search feature, and various settings
for your computer. Move your mouse to the top- or
bottom-right corner of the screen to display the Charms
bar or press Win+C (see Figure 5-6).

Figure 5-6
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2. Click the Settings charm to display some of the most
commonly accessed settings, such as Volume and Power
(see Figure 5-7).

Settings

Jesktop
Control Panel
Personalization
PC info

Help

Dt

IIIII I‘ ’) :o"
30

myqwestd779 Brightness C ommon |y
accessed
= (b setftings

Notifications Power Keyboard

Change PC settings

Figure 5-7

3. Move your mouse to the top- or bottom-right corner of
the screen again and click the Start charm to display the
Start screen.
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Search for Files, Settings, and Apps

74

I. Windows 8.1 has an integrated search feature that you
access by simply typing on the Start screen. Typing part
of the name of any file, setting, or app brings up the
Search screen and any search results. This is the easiest
way to open an app that doesn’t have a dedicated tile on
the Start screen. If you type a topic such as Winter
Olympics and click it in the results, you get a full search
of articles, images, websites, apps, and more that you can
browse to your heart’s content. With the Start screen dis-
played, begin to type air.

2. On the Search screen that appears (see Figure 5-8), click
Air France and scroll through the results, which may
range from a Wikipedia entry about Air France to articles
from the Air France Magazine and travel discount offers.

3. Press the Windows key to go to the Start screen and type
firewall. This time, click Windows Firewall in the results
(see Figure 5-9) to go to the Windows Firewall settings in
the Control Panel.

4. Press the Windows key on your keyboard to return to the
Start screen.

apps (those designed to be accessed through tiles on
the Start screen) open full-screen. To test this out,
type taskbar from the Start screen and then click
Taskbar and Navigation. The Taskbar and Navigation
Properties dialog box appears on the Desktop.

@ Desktop apps open in the Desktop, and Windows 8.1
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Search Search
Everywhere - Everywhere ~

air firewall

c Airplane mode — &, Windows Firewall

__4#, Allow an app through Windows

. Firewall
airtran

airline tickets
firewall

air force portal
firewall settings

airbus a350
firewall software

airbnb
firewall test

air canada
firewall protection
airg
firewall error code 0x80070424

air france
firewall hardware

firewall keeps turning off

Figure 5-8 Figure 5-9

View All Apps

1. On the Start screen, click the downward arrow shaped All
Apps button in the lower left corner (you may need to
move your mouse on the screen for it to appear).
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2. Click on the horizontal scrollbar and drag to the right to
view more apps (see Figure 5-10).

3. Enter an app name in the Search field to narrow down to
a smaller list of apps.

4. Click the app to open it.
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Click and drag to view more apps

Figure 5-10
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View Open Apps

1. Move your mouse to the upper-left corner of the Start
screen till a thumbnail of an app appears.

2. Drag your mouse down the left edge of the screen to see
all open apps (see Figure 5-11).

Figure 5-11

3. Click to open the item whose thumbnail appears to the
right of the mouse cursor. The app opens.

The Open Apps feature also works from the Desktop.
When you display recently opened apps from the
Desktop or Start screen, you see a Start Screen
thumbnail at the bottom of the display that you can

7
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click to go to the Start screen and hide the open apps
display. You can also right-click this Start button to
access more commands.

With open apps displayed, you can also right-click an
app and then click the Close command on the menu
that appears to close the app.

Pin Items to the Desktop Taskbar

1. If you use certain programs often, you might want to pin
them to the jump list area, which is on the left end of the
taskbar (see Figure 5-12), for easy access. To open any of
these items, click its icon. The window for that program
opens.

= e | v s < R T

Click any icon to open its item

Figure 5-12

2. To close the window, click the Close button in the top-
right corner (with an X on it).

3. To pin additional items to the taskbar, right-click an
application on the Desktop and then choose Pin to
Taskbar. You can also drag a Desktop icon to the taskbar.

task, “Create a Desktop Shortcut,” later in this

@ If you want help creating a Desktop shortcut, see the
chapter.

click a blank area of the taskbar and choose
Properties. Click the Toolbars tab to display it. Click
the check box for any of the additional items listed
there, such as a browser address bar or links.

@ You can add other functions to the taskbar. Right-
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Explore the Desktop

You can use various elements of the Desktop to open or manage files,
access Windows settings, go online, and more. Figure 5-13 shows the
Desktop and some of the elements on it, including the following:

w= The taskbar displays frequently used programs such
as Internet Explorer and File Explorer. It also shows

currently open programs; you can click an icon to
switch programs.

The Recycle Bin

; 1042PM
L e

The taskbar
The notification area
Figure 5-13
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The right end of the taskbar, which is called the noti-
fication area, contains many commonly used func-
tions such as the computer date and time settings,
the network connections icon, and the icon to con-
trol system volume.

The Recycle Bin holds recently deleted items. It will
empty itself when it reaches its maximum size
(which you can modify by right-clicking the Recycle
Bin and choosing Properties), or you empty it manu-
ally. Check out the task “Empty the Recycle Bin”
later in this chapter for more about this.

Desktop shortcuts are icons that reside on the
Desktop and provide a shortcut to opening a soft-
ware program or file, much like tiles on the Start
screen. Your computer usually comes with some
shortcuts, such as the Recycle Bin and a browser
shortcut, but you can also add or delete shortcuts.
Double-click a Desktop shortcut to launch the asso-
ciated program. See the “Create a Desktop Shortcut”
task later in this chapter.

You might be familiar with a set of apps called
Gadgets (available in versions of Windows earlier
than Windows 8) that you can access from the
Desktop. Unfortunately Gadgets are gone, giving way
to the brave new world of apps.

The Desktop is always there as you open Desktop program windows
to get your work done. If you make a program window as big as it can
be (maximize it by clicking the Maximize button in the top-right cor-
ner, to the left of the Close button), you won't see the Desktop, but
you can go back to the Desktop at any time by shrinking a window
(minimizing it by clicking the Minimize button in the top-right cor-
ner) or closing the window (clicking the X button in the top-right cor-
ner). You can also press Alt+Tab simultaneously and choose the
Desktop from the open program icons in the window that appears.
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Use the Start Button

The Start button in versions of Windows prior to Windows 8 displayed
a panel with recently used applications, commonly used items such as
the Control Panel, and shortcuts to folders such as Documents. In
Windows 8.1 the Start button returned, but with different functional-
ity and options.

From the Desktop, move your mouse towards the bot-
tom of the screen and, on the taskbar that appears, click
the Start button in the lower-left corner to go to the Start
screen.

2. Click the Desktop tile to return to the Desktop.

Drag your mouse towards the bottom of the screen to
display the taskbar and right-click the Start button.

From the menu that appears (see Figure 5-14), click a
command to open an app such as Task Manager or
Control Panel, to go directly to settings such as device
Manager or Network Connections, to run a search or a
program, or to access commands to shut down your
computer.

Programs and Features
Maobility Center

Poweer Options

Event Vieuver

System

Device Manager
Metweork Connections
Disk Management
Computer Managerment
Windows PowrerShell
Wi¥indows PowerShell (Admin)

Task Manager
Cantrol Panel
File Explorer
Search

Run

Shut down 3

Desktop

Figure 5-14
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Arrange Icons on the Desktop

1. Right-click the Desktop and choose View from the result-
ing shortcut menu; be sure that Auto Arrange Icons isn’t
selected, as shown in Figure 5-15. If it is selected, dese-
lect it before proceeding to the next step.

2. Right-click the Windows Desktop. From the resulting
shortcut menu, choose Sort By, and then click the criteria
for sorting your Desktop shortcuts (see Figure 5-16).

3. You can also click any icon and drag it to another location
on the Desktop — for example, to separate your favorite
game from other Desktop icons so you can find it easily.

Wieu »
Sort by »|[o ] Medium icons

Refresh Srnall icons

Large icons

Paste Auto arrange icons
Paste shortout Alignicons to grid

Undo Rename Ctrl+Z Showr desktop icans
Graphics Properties...

Graphics Options

Make sure this isn’t selected

Figure 5-15
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View

Sort by Mame
Refresh Size

i [tern type
Date modified

Paste shortcut

Undo Renarne
Graphics Properties..,
Graphics Options
(E

Screen resolution

Personalize

Figure 5-16

If you've rearranged your Desktop by moving items
hither, thither, and yon and you want your icons in

orderly rows along the left side of your Desktop,
snap them into place with the Auto Arrange feature.
Right-click the Desktop and then choose Viewt>Auto
Arrange Icons.

Icons, Medium Icons, or Small Icons in the View sub-

@ Use the shortcut menu in Step 1 and choose Large
menu to change the size of Desktop icons.

Empty the Recycle Bin

When you throw away junk mail, it’s still in the house — it’s just in
the wastebasket instead of on your desk. That's the idea behind the
Windows Recycle Bin. Your old files sit there, and you can retrieve
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them until you empty it — or until it reaches its size limit and
Windows dumps a few files.

—
.

Right-click the Recycle Bin icon on the Windows Desktop
and choose Empty Recycle Bin from the menu that
appears (see Figure 5-17).

Open
Pin to Start
Empty Recyele B ~€—— Click this option

Create shortcut

=

Rename

Properties

Figure 5-17

2. In the confirmation dialog box that appears (see Figure
5-18), click Yes. A progress dialog box appears, indicating
the contents are being deleted. Remember: After you empty
the Recycle Bin, all files that were in it are unavailable to
you.

by performing the preceding steps, you can retrieve
them from the Recycle Bin by double-clicking the
Recycle Bin Desktop icon. Select the item you want
to retrieve and then click the Restore the Selected
Items link on the Manage tab of the Recycle Bin
ribbon.

@ Up until the moment you permanently delete items

g Areyousure youwant to permanently delete these 3 items?

Yes

Figure 5-18

clicking it and choosing Properties. In the dialog box
that appears, you can change the maximum size for
the Recycle Bin and whether to immediately delete

@ You can modify the Recycle Bin properties by right-
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files you move to the Recycle Bin. You can also dese-
lect the option of having a confirmation dialog box
appear when you delete Recycle Bin contents.

Resize Window's

1. When you open a Desktop application window, it can be
maximized to fill the whole screen, restored down to a
smaller window, or minimized to an icon on the taskbar.
With a Desktop application such as Word or WordPad
open and maximized, click the Restore Down button (the
icon showing two overlapping windows) in the top-right
corner of the program window (see Figure 5-19). The
window reduces in size.

u The Restore Down button
Figure 5-19

2. To enlarge a window that has been restored down, to
again fill the screen, click the Maximize button. (Note:
This button is in the same location as the Restore Down
button; this button changes its name to one or the other,
depending on whether you have the screen reduced in
size or maximized. A ScreenTip identifies the button
when you rest your mouse pointer on it.)

3. Click the Minimize button (it’s to the left of the Restore
Down/Maximize button and looks like a dash or under-
line) to minimize the window to an icon on the taskbar.
To open the window again, just click the taskbar icon.

dow. If you reduce a window in size, you can then
click and hold the title bar to drag the window
around the Desktop, which is one way to view more
than one window on your laptop screen at the same
time. You can also click and drag the corners of a
reduced window to resize it to any size you want.

@ With a window maximized, you can’t move the win-
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Find a File or Open an Application with File Explorer

1. File Explorer is a program you can use to find a file or
folder by navigating through an outline of folders and
subfolders. It's a great way to look for files on your com-
puter. From the Desktop, click the File Explorer button
on the taskbar (it looks like a set of folders).

2. In the resulting File Explorer window (shown in Figure
5-20), double-click a folder in the main window or in
the list along the left side to open the folder.

Double<lick a folder to open it
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Figure 5-20

3. The folder’s contents are displayed. If necessary, open a
series of folders in this manner until you locate the file
you want.

4. When you find the file you want, double-click it to open it.

®

To see different perspectives and information about
files in File Explorer, click the View tab and choose
one of the following options: Extra Large Icons, Large
Icons, Medium Icons, or Small Icons for graphical
displays, or choose Details to show details such as
the last date files were modified.
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Switch between Programs

1. Open two or more programs. The last program that you
open is the active program.

2. Press Alt+Tab to reveal all open programs and press Tab
to cycle from one open application window to another,
as shown in Figure 5-21.

Untitled - Paint

Press the Tab key to select another open application in this list
Figure 5-21

3. Release the Alt key, and Windows 8 switches to which-
ever program is selected. To switch back to the last pro-
gram that was active, simply press Alt+Tab, and that
program becomes the active program once again.

All open programs also appear as items on the
Windows 8.1 Desktop taskbar. Just click any running
program on the taskbar to display that window and
make it the active program. If the taskbar isn’t visible,
move your mouse towards the bottom of the
Desktop to display it.

Create a Desktop Shortcut

1. Shortcuts are handy little icons you can put on the
Desktop for quick access to items you use on a frequent
basis. (See the earlier task, “Explore the Desktop,” for an
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introduction to shortcuts.) To create a new shortcut, first
click the File Explorer icon on the taskbar.

Locate a file or folder and then right-click and choose
Create Shortcut, as shown in Figure 5-22. A correspond-
ing item labelled “shortcut” appears in the list of files

and folders.

e

Open

Open file location
Pin to Start

Rur as administrator
Scan with &G

Pin to Taskbar

Send to 3

Cut
Copy

Create shortcut F

Delete

Rename

Properties

Figure 5-22

— Select this option

3. Click and drag the shortcut that appears to the Desktop
(see Figure 5-23). Double-click the icon to open the file

or folder.

~€———+ Double<click to use the new shortcut

=+ Move to Desktop

Figure 5-23

®
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Another method for sending a shortcut to the
Desktop is to select the file or folder in File Explorer,
and then with the Home tab displayed, click the

Copy to item in the Organize tools and choose

Desktop.
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@ To restore your Desktop to its original shortcuts,

right-click the Desktop and choose Personalize. Click
the Change Desktop Icons link to the left. In the
Desktop Icon Setting dialog box that appears, click
the Restore Default button, which returns to the orig-
inal Desktop shortcuts set up on your computer
when you bought it.

right-clicking the Desktop, choosing New, and then
choosing an item to place there, such as a text docu-
ment, bitmap image, or contact. Then double-click
the shortcut that appears and begin working on the
new file in the associated application.

@ You can create a shortcut for a brand-new item by

Snap Apps

You can use a feature called snapping to display an open application
reduced in size, which is useful for showing two windows, such as a
browser and word processor, side by side. You can also snap an open
but reduced in size app upward to restore it to full-screen view.

You can snap windows using either your touchscreen or a mouse.
Open an app by clicking the All Apps button on the Start screen and
clicking the app in the search results. To snap an open app using your
touchscreen, simply do one of two things:

w= Press your finger on the top of an app displayed full
screen and swipe it to the right or left side of your
screen; it reduces in size and moves to that side.

w= Or, press your finger on a reduced app window at
the top and snap it upward; it is restored to a full-
screen display.

To snap using your mouse, follow the same procedures, but use your
mouse cursor rather than your finger. Press your left mouse button on
the top of an app window and quickly drag to the right, left, or
upward, depending on what result you want to achieve.
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Setting Up Your
Display

ou chose your designer Day Planner, paper

clip holder, and solid maple inbox for your
real-world desktop, right? Why shouldn’t the
Windows Desktop and Start screen give you
the same flexibility to make things look the
way you like? After all, these are the main work
areas of Windows, spaces that you traverse
many, many times in a typical day. Take it
from somebody who spends many hours in
front of a computer: Customizing your laptop
interface can pay off in increased productivity
as well as decreased eyestrain.

The Desktop and Start screen each offer their
own customization options. To customize their
appearance, you can do the following:

w= Set up the Desktop, Start screen, and lock
screen to display background images and
colors.

m= Set up the Start screen to use the Desktop
background, providing a more cohesive
look to your computing environment.

w= [Ise screen saver settings to switch from
the tasks you work on every day to a
pretty animation when you've stopped
working for a time.

| “*op’rer

Getready to...

w= Customize Windows'
Appearance .............cccoue.... 92

w= Set Your Screen’s Resolution ...93

w= Change the Start Screen
Background and Color ........ 95

w= Use the Desktop Background
on the Start Screen.............. 96

w= Change the Lock Screen
Picture ....ooooiiiiiii 97

w= Change Your Account Picture ... 98

w=» Change the Desktop
Background...................... 100

w=» Choose a Desktop Theme.... 102
w= Set Up a Screen Saver ...... 104
w=> Set Lock Screen Apps........ 106
w= Rearrange Tiles................. 107
w=> Name Tile Groups ............ 108

wab Resize Tiles .vvvvvvviniiii, 109
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w= You can modify your screen resolution setting, which
controls the visual crispness of the images your screen
displays. (See Chapter 7 for more about resolution
settings that help those with visual challenges.)

w= Resize and rearrange tiles on the Start screen, and
name groups of tiles to organize them in a way that
makes sense to you.

Customize Windows’ Appearance

When you take your computer out of the box, Windows comes with
certain preset, or default, settings such as the appearance of the
Desktop and a color scheme for items you see on your screen. During
the setup process, you have an opportunity to choose a color scheme
for your computer. After setup, here are some of the things you can
change about the Windows environment and why you might want to
change them:

m= Desktop and Start screen backgrounds: As you
work with your computer, you might find that
changing the appearance of various elements on
your screen not only makes it more pleasant to look
at, but also helps you see the text and images more
easily. You can change the graphic that’s shown as
the Desktop background, even displaying your own
picture there, or choose from several preset back-
ground patterns for the Start screen. You can also set
up the Start screen to automatically use the Desktop
pattern you choose.

w= Screen resolution: You can adjust your screen reso-
lution to not only affect the crispness of images on
your screen but also cause the items on your screen
to appear larger, which could help you if you have
visual challenges. (See Chapter 7 for more about
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Windows features that help people with visual, hear-
ing, or dexterity challenges.)

w= Themes: Windows has built-in Desktop themes that
you can apply quickly. Themes save sets of elements
that include menu appearance, background colors or
patterns, screen savers, and even mouse cursors and
system sounds. If you choose a theme and then mod-
ify the way your computer looks in some way — for
example, by changing the color scheme — that change
overrides the setting in the theme you last applied.

w= Screen savers: These animations appear after your
computer has remained inactive for a specified time.
In the early days of personal computers, screen sav-
ers helped to keep your monitor from burning out
from constant use. Today, people use screen savers to
automatically conceal what they're doing from pass-
ersby or just to enjoy the pretty picture when they
take a break.

Set Vour Screen’s Resolution

1. Changing screen resolution can make items onscreen eas-
ier to see. From the Desktop, right-click the Start button
and then click Control Panel in the menu that appears.

2. Click the Adjust Screen Resolution link under Appearance
and Personalization.

3. In the resulting Screen Resolution window, click the
arrow to the right of the Resolution field.

4. Use the slider (as shown in Figure 6-1) to select a higher
or lower resolution. You can also change the orientation
of your display by making a choice in the Orientation
drop-down list (located just below the Resolution option).
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= Screen Resolution =
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Use the slider to set screen resolution
Figure 6-1

5. Click OK to accept the new screen resolution and then
click the Close button to close the window.

Higher resolutions, such as 1400 x 1250, produce
smaller, crisper images. Lower resolutions, such as
800 x 600, produce larger, somewhat jagged images.
The upside of higher resolution is that more fits on
your screen; the downside is that words and graphics
are smaller and so can be harder to see.

The Advanced Settings link in the Screen Resolution
window displays another dialog box where you can
work with color management and monitor settings.

Remember that you can also use your View settings
in most software programs to get a larger or smaller
view of your documents without having to change
your screen’s resolution.
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Change the Start Screen Background and Color

1. Windows 8.1 offers several preset background patterns
and color sets you can choose from the PC Settings. Press
Win+I and then click Personalize.

2. Click on a background (see Figure 6-2).

(© Personalize

Background color

Accent color

Figure 6-2

3. Click to modify the background color or accent color.
Click a background.

4. Click anywhere on the Start screen to close the
Personalize panel.
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Staring at a screen, especially smaller laptop screens,
can be hard on the eyes. Some colors are easier on
the eyes than others. For example, green is more rest-
ful to look at than purple. Choose a color scheme
that's pleasant to look at and easy on the eyes!

Use the Desktop Background on the Start Screen

1. If you want a more cohesive look in your computing
environment, consider using the Desktop background on
the Start screen. Once you make this setting, if you
change the Desktop background it will be reflected on
the Start screen. From the Desktop, right-click on the
taskbar and choose Properties.

2. Click the Navigation tab (see Figure 6-3).

3. Select the Show My Desktop Background on Start
check box.

4. Click OK.

Taskbar | Mavigation | Jump Lists | Toolbars

Carner navigation

[#]%¢hen I paint to the upper-right corner, show the charms

[] wehen T dlick the upper-left comer, switch betwesn my recent apps

Replace Command Prompt with Wwindows PowerShell in the menu
when I right-click the lower-left corner or press Windows key+

Start screen

[ ]G0 to the deskkop instead of Start when 1 sign in

["]5hows ey deskiop hackground on Start

D.C\Iways show Start on my main display when I press the Windows
logo key

["]5hows the Apps view automatically when I oo to Start

Search everywhere instead of just my apps when I search from the
Apps view

DLlst deskkop apps first in the Apps view when it's sorted by
category
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Change the Lock Screen Picture

1. You can choose a Windows 8.1 picture for your lock
screen (the screen that appears when your computer goes
to sleep) or use one of your own pictures for the lock
screen background. Press Win+I and then click the
Change PC Settings link.

2. Click Lock Screen (see Figure 6-4).

3. Click one of the pictures displayed, or click Browse to
choose another picture.

4. 1f you chose to browse for one of your own pictures,
from the Pictures folder that's displayed, click a picture to
use. If the picture is located in another folder, click the
Go Up link to browse other folders.

PC settings

PC & devices
Accounts
SkyDrive

Search & apps
Privacy

Network

Time & language
Ease of Access

Update & recovery

Figure 6-4

Lock screen

& "
Account picture Picture password

Password
A strong password helps keep your account more secure

Change

PIN

Other accounts
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5. Click the Choose Image button.

keep running when your lock screen appears. On the
Lock Screen tab, scroll down and click one of the
plus signs to display the apps that are available to
display, such as Weather or Mail.

@ You can also choose a few apps that you want to

Change Your Account Picture

1. Windows 8.1 allows you to assign a unique picture to
each user account you create. When you perform these
steps, you should be logged in as the user for whom you
want to change the account picture; see Chapter 3 for
more about this procedure. Press Win+I and then click
the Change PC Settings link.

2. Click Accounts (see Figure 6-5).

(®© Accounts Nancy Muir Boysen
page’@live.com
Disconnect

Your account .
More account settings online

Sign-in options

Account picture

Other accounts

Create an account picture

E Camera
E People

Figure 6-5
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3. At this point, you can do one of two things:

¢ Click the Browse button and choose a picture
from the files that appear (see Figure 6-6); click
the Go Up link to explore other folders on your
computer. Click the picture and then click the
Choose Image button to apply it to the active
account.

e Click the Camera button and, in the Camera app
that opens (see Figure 6-7), snap a picture of a
person or object near your computer’'s webcam (a
built-in camera device). Click the screen to take
the picture, and then click the OK button to apply
it to the active account.

F| |eS ™  Pictures

DY Nname v

i

Camera Roll

Cancel

Figure 6-6
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Figure 6-7

front- and a rear-facing camera to give you more
options for taking pictures of objects around you.
While in the Camera app, just click the Change
Camera button to do this, if your computer has two
cameras.

@ Many computers allow you to switch between a

Change the Desktop Background

1. You can display a picture or color that appeals to you on
your Desktop. Right-click the Desktop and choose
Personalize from the shortcut menu.

2. In the resulting Personalization window, click the
Desktop Background link to display the Desktop
Background dialog box, shown in Figure 6-8.
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® ~ 4 & « Personalization » Desktop Background v & Search Contral Panel p

Choose your desktop background
Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: |WindowsDesktopBa:kgrounds v|| Browse... |

Select all Clear all
TR .
" = il
e

Picture position: Change picture every:

B Sominkes  v] [1shuffe
gyl Fill ~

[#] When using battery power, pause the slide show to save power

~

s m-

Save changes | ‘ Cancel

Figure 6-8

3. Select a category of Desktop background options from
the Picture Location drop-down menu (see Figure 6-9)
and then click the image from the background preview
list that you want to use. The background is previewed
on your Desktop.

4. Click the arrow on the Picture Position list and choose a
position for the picture from the thumbnails displayed
there. For example, you can have the image fill the entire

screen or tile multiple copies of the image across the screen.

5. Click the Change Picture Every setting to have the Desktop
background change at a regular interval of your choosing.

6. Click Save Changes to apply the settings and close the
dialog box, and then close the Personalization window.

If you apply a Desktop theme (see the next task), you

@ overwrite whatever Desktop settings you've made in
this task. If you apply a Desktop theme and then go
back and make Desktop settings, you replace the

Chapter 6: Setting Up Your Display
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theme's settings. However, making changes is easy
and keeps your Desktop interesting, so play around
with themes and Desktop backgrounds all you like!

Select a category of background options

©

+ 1 B« Personslization » Desktop fackground v & | | SearchContral Panel )

‘Windows Desktop Backgrounds
P\ctures Library

Picture position: Change picture every:

N . 30 minutes ~ | []Shuffle
| GImy Fill v

When using battery power, pause the slide show to save power

Figure 6-9

Choose a Desktop Theme

1. Themes apply several color and image settings at once.
Right-click the Desktop and choose Personalize. The
Personalization window opens.

2. In the resulting Personalization window, shown in
Figure 6-10, click to select a theme. Theme categories
include the following:

e My Themes: Uses whatever settings you have and
saves them with that name.

e Windows Default Themes: Offers you the default
Windows theme and themes related to Nature,
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Landscapes, Light Auras, and your country of

residence.

o

Control Panel Home

Change desktop icons

Change mouse pointers

See also
Display
Taskbar and Navigation

Ease of Access Center

© « 4 & « Appearance and Personalization » Persanalization v| @& | Search Contral Panel

Change the visuals and sounds on your computer

Click a theme to change the desktop background, coler, sounds, and screen saver all at once,
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My Themes (2)

Wil ot

Unsaved Theme Synced Theme

Get more themes enline
Windaows Default Themes (3)

F =

Windaws Earth Flawvers

1
<

-

= & 2 6

Desktop Background Color Sounds Screen Saver

Slide Show Automatic Windows Default MNaone

Figure 6-10

3. Click the Close button to close the dialog box.

Themes save sets of elements that include menu
appearance, background colors or patterns, screen
savers, and even mouse cursors and sounds. If you
modify any of these individually — for example, by
changing the screen saver to another one — that
change overrides the setting in the theme you last
applied.

You can save custom themes. Simply apply a theme,
make any changes to it you like using the various
Appearance and Personalization settings options, and
then in the Personalization dialog box, right-click the
Unsaved Theme and then select Save Theme from the
menu that appears. In the resulting dialog box, give
your new theme a name and click Save. It will now
appear on the My Themes list with that name.
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Set Up a Screen Saver

104

1. If you want an animated sequence to appear when your
computer isn't in use for a period of time to protect your
data from prying eyes, set up a screen saver. Right-click
the Desktop and choose Personalize. In the resulting
Personalization window, click the Screen Saver button to
display the Screen Saver Settings dialog box, as shown in
Figure 6-11.

Screen Saver

Screen saver

(Mone) v| Settings.. Prewiew

Wifait: 1 zl rinutes ] On resurne, display logon screen

Powrer managernent

Conserve energy or maximize perforrance by adjusting display
brightness and other power settings,

Change power settings

Cancel

igure 6-11

2. From the Screen Saver drop-down list, choose a screen
saver.

3. Use the arrows in the Wait xx Minutes text box to set the
number of inactivity minutes that Windows 8.1 waits
before displaying the screen saver.
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4. Click the Preview button to take a peek at your screen
saver of choice (see Figure 6-12). When you're happy
with your settings, click to stop the preview, and then
click OK.

5. Click the Close button in the Personalization window to
close it.

users because they take their computers into public
places. To avoid having the people at the next table
in a café or the next seat in an airplane from seeing
your personal information, set a screen saver to come
on after a brief time of inactivity.

@ A screen saver can be particularly useful to laptop

Figure 6-12
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Set Lock Screen Apps

106

1. If you like, you can put some apps on your Lock screen
so that you can see, for example, the date and time or
weather without having to log on to Windows first.

2. Press Win+I and then click Change PC Settings.

3. Click PC & Devices, and then click Lock Screen on the

left (see Figure 6-13).

4. The available Lock Screen apps are Alarms, Mail, or
Calendar. You can click a plus sign (+) button and add
Facebook Touch, which isn’t displayed by default.

(© PC & devices

Lock screen

Display

Bluetooth

Devices

Mouse & touchpad

Typing

Corners & edges

Power & sleep

AutoPlay

PC info

Figure 6-13

FraisUay, JUly 29

Background

LCREER

Slide show

Play a slide show on the lock screen

off

Lock screen apps

Choose apps to run in the background and show quick status and notifications, even
when your screen is locked

+ + + +

Choose an app to display detailed status

Choose an app to show alarms

+
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To remove an app from display on the Lock screen,
click it in the Personalize settings and choose Don’t
Show Quick Status Here.

Rearrange Tiles

1. If you pin your favorite app to the Start screen and
always have to scroll to find it, you might want to move
it nearer to the left side of the Start screen. Conversely, if
there’s an app you only use occasionally, you might want
to shift it to the right. To move a tile on the Start screen,
right-click the Start screen and then click Customize in
the toolbar that appears.

2. Click on a tile and drag it to another location on the
screen (see Figure 6-14).

3. When the tile is at the location you want, release the mouse.

Nancy

Muir Boysen

Figure 6-14
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Name Tile Groups

1. If you like, you can name groups of tiles to help you find
the tiles you need more easily. Right-click the Start screen
and then click Customize in the toolbar that appears.

2. Click on any bar labeled Name Group.

3. Type a name for the group (see Figure 6-15) and then
click anywhere outside the name bar to save the name.
You can also click in a bar to which you've assigned a
name and type a new one to change it.

4. Press Escape on your keyboard to return to the Start
screen.

Start

Basics]

i ~

W‘“\

.:-?‘1

Figure 6-15
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Resize Tiles

1. Most tiles allow you to display them in a larger or
smaller size; some even offer small, medium, wide, and
large settings. This can be especially handy with laptops
that have smaller screens when you want to fit more on
the Start screen. To show you how this works, right-click
the Weather tile.

2. In the settings that appear along the bottom of the screen
(see Figure 6-16), click Resize, and then click Small from
the list that appears. If you had clicked on a smaller tile
whose size can be customized, you would click the Larger
setting to change it.

Nancy

Muir Boysen

Name g

A

® ®

Unpin from Start Uninstall

Click to resize

Figure 6-16
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®
®

If there are tiles on your Start screen that you seldom
use, you can remove them. Right-click a tile and then
click the Unpin from Start button from the tools that
appear.

You can also right-click the Start screen and then
click the Customize button. Click any tile and com-
mands appear that you can use to make changes to
any number of tiles. To exit the Customize screen so
that clicking on tiles opens individual apps, press the
Escape button on your keyboard.



Getting Help
with Uision,
Hearing, and
Dexterity
Challenges

Although Windows knows how to do a lot of
things right out of the box, when it comes
to being more accessible to each person using it,
it has to be taught how to behave. For example,
if you have a vision challenge that requires
special help or a larger cursor, or you have diffi-
culty using a keyboard, Windows depends on
you to make settings that customize its behav-
ior. This is good news for you because the abil-
ity to customize Windows gives you a lot of
flexibility in how you interact with it.

Here’s what you can do to customize Windows
accessibility:

w= Control features that help visually chal-
lenged users work with a laptop, such as
setting a higher screen contrast, using the
Narrator feature to read the onscreen text
aloud, or increasing the size of text
onscreen.

| “*ap’rer

Getready to...

w= Use Tools for the Visually

Challenged .........c.coven.. 112
w= Replace Sounds with

Visual Cues..........ccooeuen. 115
= Make Text Larger

or Smaller........ccoocevininnn, 117
= Set Up Speech

Recognition ..........ccccevnee. 119
= Modify How Your

Keyboard Works .............. 122
w= Use the Onscreen

Keyboard Feature ............. 124
w= Set Up Keyboard

Repeat Rates .................... 126
w= Customize Touchpad

Behavior ..........ccccevveinnan. 128
w= Change the Cursor............ 130
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w= Work with the Speech Recognition feature, which
allows you to input data into a document using
speech rather than a keyboard or mouse.

w= Modify the touchpad functionality, change the
mouse cursor to sport a certain look, or make your
cursor easier to view as it moves around your screen.

w= Work with keyboard settings that make input easier
for those who are challenged by physical conditions
such as carpal tunnel syndrome or arthritis.

Although this chapter uses mostly settings in the Control Panel, many
Ease of Access settings can also be made using the PC Settings accessed
from the Start screen Charm bar.

Use Tools for the Visually Challenged

1. You can set up Windows to use higher screen contrast to
make things easier to see, read descriptions to you rather
than make you read text, and more. From the Desktop,
press Win+I and then click Control Panel.

2. In the Control Panel window, click the Optimize Visual
Display link under the Ease of Access tools.

3. In the resulting Make the Computer Easier to See dialog
box (as shown in Figure 7-1), select the check boxes for
features you want to use:

e High Contrast: Turn on the Higher Contrast When
Alt+Left Shift+Print Screen Is Pressed setting. High
contrast is a color scheme that increases the dark-
ness of darker elements and the lightness of lighter
elements so it’s easier for your eyes to distinguish
one from the other. You can also choose to have a
warning message appear when you turn this set-
ting on, or play a sound when it’s turned off or on.
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]

Make the computer easier to see

e

®©

* 1 @ » Control Panel » Ease of &ccess » Ease of Access Center » Make the computer easier to see v & Search Contral Panel

Make the computer easier to see
When you select these tools, they will automatically start each time you sign in.

High Contrast
Choose a High Contrast theme
[¥] Turn on or off High Contrast when Ieft ALT + left SHIFT + PRINT SCREEN is pressed
When using keyboard shortcuts to turn Esse of Access settings on:
[ Display a waming message when tuming a setting on
[#] Make 5 sound when turning a setting on or off

Hear text and descriptions read aloud
[[]Turn on Marrator
Narrator reads aloud any text on the screen. You will need speakers.
] Turn on Audio Description

Hear descriptions of what's happening in videos (when available).
Meake things en the screen larger
Change the size of text and icons

[] Turn on Magnifier

Magnifier zooms in anywhere on the screen, and makes everything in that area larger. You can move
Magnifier around, lock it in one place, or resize it.

Make things on the screen easier to see
Adjust the color and transparency of the window borders

Fine tune display effects

[] Make the focus rectangle thicker

Set the thickness of the blinking cursor: |1 v preview: [T ]
[] Turn off all unnecessary animations (when possible)

["1Remove hackarnund imanes fwhere availahle)

oK Cancel Apply

bl

and Dexterity Challenges
- a E‘

”

Figure 7-1

You can also go to the PC Settings from the Start
Screen Charm bar (Win+I=>Change PC Settings) and
click Ease of Access. In the Ease of Access panel, you
can click the Highlight the Cursor setting to turn on
this feature that helps you see the cursor on your
screen.

e Hear Text and Descriptions Read Aloud: You can
turn on a Narrator feature that reads onscreen text
or an Audio Description feature to describe what's
happening in video programs.

You can also go to the PC Settings from the Charm
bar to access a setting that allows you to turn the
Narrator on or off, or set Narrator to start automati-
cally when you start your computer. You can also
choose a voice style, speed, and pitch in these settings.
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e Make Things on the Screen Larger: If you click
Turn on Magnifier, there will be two cursors dis-
played onscreen. One cursor appears in the
Magnifier window, where everything is shown
enlarged, and one appears in whatever is showing
on your laptop (for example, your Desktop or an
open application). You can maneuver either cursor
to work in your document. (They're both active, so
it does take some getting used to.)

¢ Make Things On the Screen Easier to See: Here's
where you make settings that adjust onscreen con-
trast to make things easier to see, enlarge the size
of the blinking cursor (see Figure 7-2), and get rid
of distracting animations and backgrounds.

@ Make the computer easier to see - a

© = 4 @ » Contral Panel » Ease of Access b Ease of Access Center b Make the computer easier to see v ¢ Search Contral Panel P

~
Make the computer easier to see
When you select these tools, they will automatically start each time you sign in.
High Contrast
Choose a High Contrast theme
[¥]Turn on or off High Contrast when left ALT + left SHIFT + PRINT SCREEN is pressed
When using keyboard shortcuts to turn Ease of Access settings on:
Display a warning message when turning a setting on
Make a sound when turning a setting on or off

Hear text and descriptions read aloud
[]Turn on Narratar

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

[]Turm on Audio Description 2
Hear descriptions of what's happening mi able).
5
Make things on the screen larger H
Change the size of text and icons 7
5
[JTurn on Magnifier 8
10
Magnifier z00ms in anywhere on the scré ;¢ rything in that area larger. You can move
Magnifier around, lock it in one place, or| 13
13
Make things on the screen easier to see 14
15
Adjust the color and transparency of the wirl 5
Fine tune display effects 17
18
[] Make the focus rectangle thicker 19
20
Set the thickness of the blinking cursor: |1 v Preview: [T ]
[JTumn off all unnecessary animations (when possible]
[1Remove hacknrnund imanes fwhere available) ad
oK Cancel Apply

Set the size of the mouse cursor

Figure 7-2
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4. When you finish making your settings, click OK to
apply them and then click the Close button to close the
dialog box.

text is hard to read, don’t run out and buy a new
laptop. It's possible to connect your laptop to a
standalone monitor using a port on the side of the
computer (called a VGA port). If you mainly use your
laptop at home, this may be a less expensive way to
upgrade your screen to a larger size. Consult your
laptop manual for instructions on how to hook up to
a separate monitor.

@ If you bought a laptop with a smaller screen and find

Replace Sounds with Uisual Cues

1. Sometimes Windows alerts you to events with sounds. If
you have hearing challenges, you might prefer to get
visual cues. From the Control Panel, choose Ease of
Access and then click the Replace Sounds with Visual
Cues link.

2. In the resulting Use Text or Visual Alternatives for Sounds
window (see Figure 7-3), adjust any of the following
settings:

e Select the Turn on Visual Notifications for Sounds
(Sound Sentry) option so that Windows gives you
a visual alert when a sound plays.

e Choose a warning setting for visual notifications.
These warnings allow you to choose which portion
of your screen flashes to alert you to an event.

e To control text captions for any spoken words,
select Turn on Text Captions for Spoken Dialog
(When Available). Note: This isn't available with
some applications.

115



Part lI: Exploring Windows

116

€

Use text or visual ives for sounds

a}

©

- 1T '@' » Control Panel » Ease of Access » Ease of Access Center » Use text arvizual alternatives for sounds v & Search Contral Panel

Use text or visual alternatives for sounds
When you select these tools, they will automatically start each time you sign in.

Use visusl cues instead of sounds
[] Turn on visual notifications for sounds (Sound Sentry)
Choose visual warning

() None
(@ Flash active caption bar

) Flash active window
) Flash desktop

[7] Tum on text captions for speken dialog (when available)
Secalso

Audio Devices and Sound Themes

Learn about additional assistive technologies online

oK Cancel Apply

Figure 7-3

3. To save the new settings, click OK, and then click the

Close button to close the window.

Visual cues are useful if you're hard of hearing and
don’t always pick up system sounds that play to alert
you to error messages or a device disconnect, but the
setting may annoy other users of your laptop. After
the setting is turned on, it is active until you go back
to the Use Text or Visual Alternatives for Sounds win-
dow and turn it off.

This may seem obvious, but if you're hard of hearing,
you may want to simply increase the volume of the
sound coming out of your speakers. You can modify
your system volume by pressing Win+I from the Start
screen, and then clicking the Volume button and
using the slider that appears to adjust volume up or
down. Most laptop keyboards also offer special
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Make
1.

2.

volume keys you can click to quickly adjust system
sounds.

Text Larger or Smaller

You can change the size of items and/or text on the
Desktop. From the Control Panel, choose Appearance
and Personalization. In the resulting window under the
Display options, click Make Text and Other Items Larger
or Smaller.

In the resulting Display window (see Figure 7-4), under
the Change the Size of All Items heading, click and drag
the slider to set the size of text you prefer. Smaller is the
default, but you can expand text size to 125 percent with
the Medium setting and 200 percent using the Larger
setting.

Drag to change text size

®

®

« 4 B Control Panel » Appedrance and Personalization + Display v & Search Control Panel y=l

Control Panel H - .
enirelransiome Changd the size of all items

Make textland other items on the desktop smaller and larger. To temporarily enlarge just part of the

Adjust resolution
screen, yagthe Magnifier tool.

Adjust brightness
Calibrat: |
altbrate cotor Smaller Larger
Change display settings
Project to a second screen

Adjust ClearType text

[[]Let me choose one scaling level for all my displays

Change only the text size
Instead of changing the size of everything on the desktop, change only the text size for a specific item,

Title bars w11 | []Bold

See also L Can't change the size of items on this display. Apply
Personalization

Devices and Printers

Figure 7-4
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3. If you only want to change the size of text on your
screen, in the Change Only the Text Size section, click the
box on the left to choose where the text size should be
changed (for example Title Bars, Menus, or Tooltips) and
then use the Font Size drop-down menu to choose the
size your prefer.

4. Click Apply and then click the Close button to close the
window. You'll see the results (see Figure 7-5, which
shows the Larger setting for all items applied) next time
you log on to Windows.

Open
Pin to Start

_ Empty Recycle Bin
Create shortcut
Rename

Properties

-
4l calculator — Dn

View Edit Help

0

[ 718 ][ 9 Jlosulluns)
[ 415 ][ 6 Jlumallue]
KN ER(EN==
I (=

Internet Explorer
e | p 450 PM
/é E Calculator < 5 Ll

3/29/2013
Figure 7-5
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Set Up Speech Recognition

1. If you have dexterity challenges from a condition such as
arthritis, you might prefer to speak commands using a
technology called speech recognition rather than type
them. If your laptop doesn’t have a built-in microphone
(most do), plug a headset with a microphone into your
laptop headset ports (see your owner’s manual if you're
not sure where they're located).

2. From the Control Panel, choose Ease of AccesstoStart
Speech Recognition.

3. The Welcome to Speech Recognition message appears;
click Next to continue. (Note: If you've used Speech
Recognition before, this message does not appear.)

4. In the resulting Set Up Speech Recognition dialog box (as
shown in Figure 7-6), select the type of microphone that
you're using and then click Next. The next screen tells
you how to place and use the microphone for optimum
results. Read the message and click Next.

5. In the dialog box that appears (see Figure 7-7), read the
sample sentence aloud to help train Speech Recognition
to your voice. When you're done, click Next. A dialog box
appears, telling you that your microphone is now set up.
Click Next.

During the Speech Recognition setup procedure,
you are given the option of printing out commonly

used commands. It’s a good idea to do this, as speech
commands aren’t always second nature!
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What type of microphone is Microphone (High Definition Audio Device)?

(®) Headset Microphone
Best suited for speech recognition, you wear this on your head.

(") Desktop Microphone
These microphones sit on the desk.

(") Other
Such as array microphones and microphones built into other devices,

Figure 7-6

Adjust the volume of Microphone (High Definition Audio Device)

Read the following sentences aloud in a natural speaking voice:
"Peter dictates to his computer. He prefers it to typing, and particularly
prefers it to pen and paper.”

Mote: After reading this, you can proceed to the next page.

Figure 7-7
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6. In the resulting dialog box, choose whether to enable or
disable document review, which allows Windows to review
your documents and e-mail to help it recognize the way
you typically phrase things. Click Next.

7. In the next dialog box, choose either Manual Activation
mode, where you can use a mouse, pen, or keyboard to
turn the feature on; or Voice Activation mode, which is
useful if you have difficulty manipulating devices because
of conditions such as arthritis or a hand injury. Click Next.

8. In the resulting screen, if you wish to view and/or print a
list of speech recognition commands, click the View
Reference Sheet button and read about or print reference
information, and then click the Close button to close
that window. Click Next to proceed.

9. In the resulting dialog box, either leave the default setting
of running speech recognition selected when you start
up, or click the Run Speech Recognition at Startup check
box to disable this feature. Click Next.

10. The final dialog box informs you that you can now con-
trol the laptop by voice, and it offers you a Start Tutorial
button to help you practice voice commands. Click that
button, or click Skip Tutorial to skip the tutorial and
leave the Speech Recognition setup.

11. The Speech Recognition control panel appears. (See
Figure 7-8.) Say “Start listening” to activate the feature if
you used voice activation in Step 7, or click the Start
Speech Recognition button (it looks like a microphone)
if you chose manual activation in Step 7. You can now
begin using spoken commands to work with your laptop.

on the Speech Recognition Control Panel. To start
the Speech Recognition feature again, from the
Control Panel choose Ease of Access and then click

@ To stop Speech Recognition, click the Close button
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the Start Speech Recognition link. To learn more
about Speech Recognition commands, click Speech
Recognition from the Ease of Access panel and then
click the Take Speech Tutorial link in the Speech
Recognition Options window.

The Speech Recognition control panel

Configure your Speech Recognition experience @

1& Start Speech Recognition
7

" Start using your v,
Set up microph =

Set up your compi

-
A

Take Speech Tutorial

®  Learn to use your computer with speech. Learn basic commands and dictation.

a Train your computer to better understand you
Read text to your computer to improve your computer's ability to understand your voice. Doing this
isn't necessary, but can help improve dictation accuracy.

, ; Openthe Speech Reference Card

View and print a list of commen commands to keep with you so you always know what to say.

I youwould like to learn more about speech related tools and support from Microsoft, please visit the Microsoft Speech Online Community.

Figure 7-8

Modify How Your Keyboard Works

1. If your hands are a bit stiff with age or you have carpal
tunnel problems, you might look into changing how
your keyboard works. From the Control Panel, choose
Ease of Access and then click the Change How Your
Keyboard Works link.

2. In the resulting Make the Keyboard Easier to Use dialog
box (see Figure 7-9), make any of these settings:

e Turn on Mouse Keys: Select this option to control
your cursor by entering keyboard commands. If
you turn on this setting, click the Set Up Mouse
Keys link to specify settings for this feature.

¢ Turn on Sticky Keys: Select this option to enable
keystroke combinations (such as Ctrl+Alt+Delete) to
be pressed one at a time, rather than simultaneously.

122



Chapter 7: Getting Help with Vision, Hearing, and Dexterity Challenges

&) Make the keyboard easier to use - d
® ~ 4 @ + Control Panel » Easeof Access » Ease of Access Center » Make the keyboard easier to use v| ¢ | | Search Control Panel P
”
Make the keyboard easier to use
When you select these tools, they will automatically start each time you sign in.
Control the mouse with the keyboard
"] Turn on Mouse Keys
Use the numeric keypad to move the mouse around the screen,
Set up Mouse Keys
Make it easier to type
["] Turn on Sticky Keys
Press keyboard shortcuts (such as CTRL+ALT+DEL) one key at a time.,
Set up Sticky Keys
[ Turn on Toggle Keys
Hear a tone when you press CAPS LOCK, NUM LOCK, or SCROLL LOCK.
[#] Turn on Teggle Keys by holding down the NUM LOCK key for 5 seconds
[[]Turn on Filter Keys
Ignore or slow down brief or repeated keystrokes and adjust keyboard repeat rates.
Set up Filter Keys
Make it easier to use keyboard shortcuts
[[]Underline keyboard shortcuts and access keys
Make it easier to manage windows
[[]Prevent windows from being automatically arranged when moved to the edge of the screen
See also
Add a Dvorak keyboard and change other keyboard input settings
Keyboard settings
Lanem sl addifinnal arrickise tnchnnlnmios anline e
0K Cancel Apply

Figure 7-9

e Turn on Toggle Keys: You can set up Windows to
play a sound when you press Caps Lock, Num
Lock, or Scroll Lock (which I do all the time by
mistake!).

e Turn on Filter Keys: If you sometimes press a key
very lightly or press it so hard that it activates
twice, you can use this setting to adjust repeat rates
to adjust for that. Use the Set Up Filter Keys link to
fine-tune settings if you make this choice.

e Make It Easier to Use Keyboard Shortcuts: To
have Windows underline keyboard shortcuts and
access keys wherever these shortcuts appear, click
this setting.
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e Make It Easier to Manage Windows: If you want
to avoid windows shifting automatically when you
move them to the edge of your screen, use this
setting.

3. To save the new settings, click OK, and then click the
Close button to close the Ease of Access Center.

Technologies Online link at the bottom of the key-
board settings window to go to the Microsoft website
and discover add-on and third-party programs that
might help you if you have a visual, hearing, or
input-related challenge.

@ You can click the Learn about Additional Assistive

buy a laptop, it’s important to try different keyboards
to see whether one works better for you than another.
See Chapter 2 for more about selecting the right laptop.

@ Keyboards all have their own unique feel. When you

Use the Onscreen Keyboard Feature

1. Some people have problems pressing the keys on a regu-
lar keyboard. If you have a touchscreen laptop, there’s
often a handy onscreen keyboard feature that appears
when you tap in a text entry area that you can tap with
your fingers. If you have a non-touchscreen laptop,
Windows offers its own onscreen keyboard you can use
by clicking its (virtual) keys with your mouse. To use the
onscreen keyboard, from the Control Panel, choose Ease
of Access.

2. In the resulting window, click the Ease of Access Center
link to open the Ease of Access Center window. (See
Figure 7-10.)
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Click this link

(& Ease of Access Center - a
:(-:l - 1 '@" » Control Panel » Ease of Access » Ease of Access Cnter v O Search Control Panel y-]
o~
Control Panel Heme

Make your computer easier tq use

'?:g' Change sign-in settings E
Quick access to commion tools

You can use the tools in this sectio§ to help you get started.

Windows can read and scan this lis] automatically. Press the SPACEBAR to select the highlighted tool.

[] Always read this section aloud [¥] Always scan this section
B start Magnifierv * Start Narrator
Al
= | Start On-Screen P Set up High Contrast
-
Keyboard

Not sure where to start? Get recommendations to make your computer easier to use

Explore all settings
When you select these settings, they will automatically start each time you sign in.

Use the computer without a display

ik

Optimize for blindness

Make the computer easier to see
Optimize visual display

Set up altemative input devices

Make the mouse easier to use

a Use the computer without a mouse or keyboard

Adjust settings for the mouse or other pointing devices

Make the keyboard easier to use
Adijust settings for the keyboard

l

Use text or visual alternatives for sounds

Set up altematives for sounds

S Mabe it sacier tn focns on tacks

Figure 7-10

3. Click Start On-Screen Keyboard. The onscreen keyboard
appears. (See Figure 7-11.)

On-Screen Keyboard - =

Home PgUp Nav
End PgDn  Mv Up

. Enter Insert Pause MvDn

’ Shift PrtScn  Scrlk

Alt Ctrl < > B  Options Help Fade

Figure 7-11
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4. Open a document in any application where you can
enter text, and then click the keys on the onscreen key-
board with your mouse to make entries. (If you have a
tablet with a touchscreen and Windows 8.1 operating
system, tap the keyboard with your finger.)

To use keystroke combinations (such as Ctrl+Z), click

@ the first key (in this case, Ctrl), and then click the
second key (Z). You don’t have to hold down the
first key as you do with a regular keyboard.

5. To change settings, such as how you select keys (Typing
Mode) or the font used to label keys (Font), click the
Options key on the onscreen keyboard. Choose any one
of the options shown in the Options dialog box and
click OK.

6. Click the Close button on the onscreen keyboard to
remove it from your screen.

key after you hover your pointer over it for a pre-
defined period of time (x number of seconds). If you
have arthritis or some other condition that makes
clicking difficult, this option can help you enter text.
Click the Hover over Keys item in the Options dialog
box and use the slider to set how long you have to
hover before a key is activated.

@ The Ease of Access settings in the PC Settings screen

@ You can set up the Hover typing mode to activate a

offer a setting that has Windows activate keys on a
touchscreen keyboard whenever you remove your fin-
gers from the physical keyboard. Press Win+I=>Change
PC Settings=>Ease of Access to reach this setting.

Set Up Keyboard Repeat Rates
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1. Adjusting your keyboard settings might make it easier for
you to type, and it can be helpful to people with
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dexterity challenges. To see your options, in the Control
Panel, begin to type keyboard in the Search field. In the
resulting window, click the Keyboard category link.

2. In the Keyboard Properties dialog box that appears, click
the Speed tab (see Figure 7-12) and drag the sliders to
adjust the two Character Repeat settings, which do the
following:

e Repeat Delay: Affects the amount of time it takes
before a typed character is typed again when you
hold down a key.

e Repeat Rate: Adjusts how quickly a character
repeats when you hold down a key after the first
repeat character appears.

tings work in action, click in the text box below the two

@ If you want to see how the Character Repeat rate set-
settings and hold down a key to see a demonstration.

~- Keyboard Properties il bl (=5
Speed | Hardware
Character repeat

1 Repeat delay:
"
Long | I iShort

BRepeat mte:
Slowe |‘J Fast

Click here and hold down a key to test repeat rate:

Cursor blink rate

None |‘J Fast

Figure 7-12
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3. Drag the slider in the Cursor Blink Rate section. This

affects how fast cursors, such as the insertion line that
appears in text, blinks.

4. Click OK to save and apply changes and close the dialog

box. Click the Close button to close the Control Panel
window.

because of arthritis or a hand injury), you might find
that you can adjust these settings to make it easier for
you to get your work done. For example, if you can’t
pick up your finger quickly from a key, a slower
repeat rate might save you from typing more
instances of a character than you'd intended. This is
especially helpful for laptops with smaller keyboards,
such as netbooks.

@ If you have trouble with motion (for example,

Customize Touchpad Behavior
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1. To avoid having to click your touchpad too often, you

can use your keyboard to move the cursor instead of
moving your mouse with your hand, or you can activate
a window by hovering your mouse over it rather than
clicking. From the Control Panel, choose Ease of Access
and then click the Change How Your Mouse Works link.
The Make the Mouse Easier to Use dialog box opens (as
shown in Figure 7-13).

2. To use the numeric keypad to move your cursor on your

screen, choose the Turn on Mouse Keys setting. If you
turn this feature on, click Set Up Mouse Keys to fine-tune
its behavior.

3. Select the Activate a Window by Hovering Over It with the

Mouse check box to enable this (pretty self-explanatory!)
feature.
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(&) Make the mouse easier to use - o

® +~ 1 @ » ControlPanel » Ease of Access » Ease of Access Center » Make the mouse easier to use w| ¢ | | Search Control Panel P

Make the mouse easier to use
‘When you select these tools, they will automatically start each time you sign in.

Mouse pointers

Change the color and size of mouse pointers.

(® Regular () Regular Black & (C) Regular H
White [% I I Inverting
() Large White [% I (0) Large Black k I (O Large ﬁ
Inverting
() Extra Large :[ (") Extra Large I () Extra Large
White Black Inverting

Control the mouse with the keyboard

[ Turn on Mouse Keys

Use the numeric keypad to move the mouse around the screen.
Set up Mouse Keys
Make it easier to manage windows
[[] Activate a window by hovering over it with the mouse
[]Prevent windows from being automatically arranged when moved to the edge of the screen
Seealso

Mouse settings

Learn about additional assistive technologies online

0K Cancel Apply

Figure 7-13

4. Click OK to save the new settings and then click the
Close button to close the Ease of Access Center.

If you're left-handed, click the Mouse Settings link
in the Make the Mouse Easier to Use window; then,
on the Buttons tab, use the Left-handed button to
make the right mouse button handle all the usual
left-button functions, such as clicking and dragging,
and the left button handle the typical right-button
functions, such as displaying shortcut menus. This
helps left-handed people use the mouse more easily.
If you use your computer a lot, it’s also recommend
that you swap these settings occasionally to avoid
carpal tunnel issues.
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®

®

®

If you want to modify the behavior of the pointer,
from the Control Panel, choose Hardware and
Sound=>Mouse (under Devices and Printers). In the
Mouse Properties dialog box that appears, click the
Pointer Options tab to set the pointer speed (how
quickly you can drag the pointer around your
screen), activate the Snap To feature that automati-
cally moves the cursor to the default choice in a dia-
log box, or modify the little trails that appear when
you drag the pointer.

Although some laptop keyboards have separate num-
ber pads, many have them embedded in the regular
keyboard to save space. Using these embedded keys
requires that you press the Fn key on the keyboard
and then the letter key where the number you want
is embedded. (The numbers are usually included on
the key in a different color, such as red or blue.)

If your touchpad isn’t working well for you, consider
buying a wireless mouse, similar to the one you use
with your desktop computer. You simply plug a trans-
mitter into a USB port on your laptop, and the mouse
is active. When using a standard mouse you might
want to invest in a mouse pad with a wrist rest to
reduce strain that can lead to carpal tunnel syndrome.

Change the Cursor
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1. Having trouble finding the mouse cursor on your screen?
You might want to enlarge it or change its shape. From
the Control Panel, choose Ease of Access and then click
Change How Your Mouse Works. In the resulting Make
the Mouse Easier to Use dialog box, click the Mouse
Settings link.
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2. In the resulting Mouse Properties dialog box, on the
Pointers tab, as shown in Figure 7-14, click to select a
pointer, such as Normal Select, and then click the Browse
button. (Note: This dialog box may have slightly different
tabs depending on your mouse model features.) In the
Browse dialog box that appears, click an alternate cursor
and then click Open.

| Buttons| Poirkers | Painter Options I wheel I Hardware|

Scheme

|W’ind0ws Default [zpstem scheme] W | l}

Customize:

Mormal Select

Help Select I} 9

wharking In Blackground L\\y‘o

Busy o
_|_

Precision Select v

|:|Enab|e poirter shadaw | Uze Default | | Browsze. .. |

| Ok, || Cancel | Apply

Figure 7-14

3. Click Apply to use the new pointer setting and then click
the Close button to close the Mouse Properties dialog box.

Be careful not to change the cursor to another stan-
@ dard cursor (for example, changing the Normal Select
cursor to the Busy hourglass cursor). This could
prove slightly confusing for you and completely baf-
fling to anybody else who works on your laptop. If
you make a choice and decide it was a mistake, click

131



Part lI: Exploring Windows

132

®

the Use Default button on the Pointers tab in the
Mouse Properties dialog box to return a selected
cursor to its default choice.

You can also choose the color and size of mouse
pointers in the Make the Mouse Easier to Use dialog
box. A large white or extra large black cursor might
be more visible to you, depending on the color
scheme you've applied to Windows 8.1.



Setting Up
Printers and
Scanners

A laptop is a great place to store data,
images, and other digital information.

Often you need to print that data in the form
of documents or change printed text into elec-
tronic files you can work with on your laptop.
Here are a few key ways to do just that, as dis-
cussed in this chapter:

w= Printers allow you to create hard copies (a
fancy term for printouts) of your files on
paper, transparencies, or whatever stock
your printer can accommodate. To use a
printer, you have to install software —
called a printer driver — and use certain
settings to tell your laptop how to find
the printer and what to print.

m= You use a scanner to create electronic
files from hard copies of newspaper clip-
pings, your birth certificate, driver’s
license, pictures, or whatever will fit into/
onto your scanner. You can then work
with the electronic files, send them to
others as e-mail attachments, or print
them. Scanners also require that you
install a driver that comes with your
scanning machine.

| “*op’rer

Getready to...

wa |nstall a Printer..................
w= Set Up a Wireless Printer...
w Set a Default Printer ..........
w= Set Printer Preferences.......

w= View Currently
Installed Printers................

w= Remove a Printer...............
w= |nstall a Scanner...............

w=> Modify Scanner Settings ....
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Install a Printer

Read the instructions that came with your printer. Some printers
require that you manually install software before connecting them, but
others install the needed software automatically and can be connected
right away. After reading the instructions, turn on your laptop and
then follow the option that fits your needs:

w= [f your printer is a Plug and Play device, connect it
and power it on; Windows installs what it needs
automatically.

w= [nsert the disc that came with the device and follow
the onscreen instructions.

w= [f you have a wireless printer, connect it to your lap-
top and then open the Control Panel (from the
Desktop, press Win+I and then click Control Panel
on the Settings panel). Click the Add a Device link in
the Hardware and Sound category in the Control
Panel window. Windows searches for any newly con-
nected devices; when it finds one, follow the instruc-
tions to install it.

Note: In the step that follows the one where you
name the printer, you can indicate whether you want
to share the printer on your network. You can select
the Do Not Share This Printer option to prevent oth-
ers from using the printer, or you can select the
Share Name option and enter a printer name to
share the printer on your network. This means that
others who belong to your network can see and
select this printer to print their documents.

If none of those options is suitable, follow these steps:
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1. From the Control Panel, choose Hardware and Sound.

2. In the Hardware and Sound window that appears, click
the Advanced Printer Setup under Devices and Printers.

3. Click the link The Printer That I Want Isn't Listed. In the
resulting Add Printer window (the first of a series of
windows that will guide you through a task) shown in
Figure 8-1, click the Add a Local Printer or Network
Printer with Manual Settings radio button and click Next.

Find a printer by other options

() Select a shared printer by name

Example: Vwoomputernamelprintername or
httpeffcomputername/printers/printernarne/.printer

() Add a printer using a TCP/IP address or hastname
() &dd a Bluetaath, wireless ar netwark discoverable printer

(@ Add a local printer or network printer with manual settings

Select this option and click Next
Figure 8-1

4. In the Choose a Printer Port dialog box shown in
Figure 8-2, click the down arrow on the Use an Existing
Port field and select a port, or just use the recommended
port setting that Windows selects for you. Click Next.
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Select a printer port

@ = Add Printer
Choose a printer port
A printer port is  type of connection that allows your computeNgdxchange information with a
printer.
® Use an existing port: [1PTL: Printer porty M -
) Create 3 new port:
Local Port

Figure 8-2

5. In the Install the Printer Driver dialog box, shown in
Figure 8-3, choose a manufacturer and then choose a
printer. You then have two options:

e If you have the manufacturer’s disc, insert it in the
appropriate CD or DVD drive now and click the
Have Disk button. Click Next.

e [f you don’t have the manufacturer’s disc, click the
Windows Update button to see a list of printer
drivers that you can download from the Microsoft
website. Click Next.

6. In the resulting Type a Printer Name dialog box (see
Figure 8-4), enter a printer name. Click Next.

7. In the resulting dialog box, click Finish to complete the
Add Printer Wizard.

printer. These lightweight (five pounds or less) units
don't offer the best print quality, but for quick, on-
the-fly printing, they can be useful. See Chapter 2 for
more about buying laptop accessories.

@ If you need to print on the go, consider a portable
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Choose a manufacturer  Then choose a printer

x|
@ = Add Printer
Install the printef driver
./ Chooseyofr printer from the list. Click Windows Update to see more models.
<4
To install tife driver from an installation CD, click Have Disk.
Iv
Manufacturer || Printers =
Brother || Bt Brother DCP-116C [
Canen ¥ Brother DCP-117C
Epson S Brother DCP-128C
Fuji Xerox = Brother DCP-129C
R T [Ekna o nen sane e
[ This driver is digitally signed. [ windowsUpdate | [ HaveDisk. |
Tell me why driver signing is important
.
Figure 8-3
Enter a name for your printer
==

@ = Add Printer

Type a printer name

Printer name: v

This printer will be installed with the Brother DCP-129C driver.

Figure 8-4

Set Up a Wireless Printer

A wireless printer connects to your laptop either through a technology
called Bluetooth, which requires devices to be next to each other or, if
you have access to a wireless network, using Wi-Fi (available to devices
within 50 to 100 feet or so). Here’s a rundown of things you should
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be aware of when setting up your laptop to connect to a wireless

printer:

1=y

nmp

nmp

nmp

nmp

If you run into a problem, check your wireless printer’s instructions

Bluetooth and Wi-Fi are short-range wireless connec-
tions (meaning you have to be near the printer to
connect to it).

To use a Bluetooth-based wireless printer, you may
have to connect a Bluetooth transmitter to a USB
port on your laptop. This transmitter is a small
device about the size of a stick of gum that transmits
a signal to your printer. If you have a Wi-Fi-enabled
laptop, you can skip this step.

You should run through the procedure in the previ-
ous task to set up the printer in Windows Control
Panel and install any required drivers. After you click
Advanced Printer Setup in the Hardware and Sound
window, click the The Printer That I Want Isn’t Listed
link, and then choose Add a Bluetooth, Wireless, or
Network Printer in the first dialog box that appears
and follow the instructions.

The Add a Printer wizard walks you through the pro-
cess of pairing your laptop and printer; you may need
a passcode (provided with your printer) for this.

After you've installed the printer, you should be able
to print just as you would with any other kind of
printer, but without the hassle of extra wires littering
your desk.

for help.



print directly from your iPhone, iPad, or iPod touch
device. See your printer’s user manual to find out
whether your model has this capability and how to
use it.

E s If you own a printer with Air-Print capability, you can

Set a Default Printer

1. You can set up a default printer that will be used every
time you print so that you don’t have to select a printer
each time. From the Control Panel, choose Hardware and
Sound.

2. Click Devices and Printers. In the resulting Devices and
Printers window, the current default printer is indicated
by a check mark (as shown in Figure 8-5).

il (= [ES
@uvk-;g » Control Panel » Hardware and Sound + Devices and Printers . +[ 3| [ Search Devices and Printers ~|
File Edit View Tools Help
Addadevice  Add a printer 2~ @
Devices (5)
\ — <= y
o - i
CNFT129 Generic Monitor  Mierosoft eHome Microsoft OWNER-PC
Remote Control  Wireless Optical
Keyboard keys Mouse® 100
Printers and Faxes (5)
/ =1 o/ ]
=7 pir S =5
Brother Z HP Deskjet FA00 _ Microsoft XPS Snaglt9
pceassc | seres Document Wite;
10 items
-
=y )
10 items

The default printer is checked
Figure 8-5

3. Right-click any printer that isn't set as the default and
choose Set as Default Printer from the shortcut menu, as
shown in Figure 8-6.

Chapter 8: Setting Up Printers and Scanners
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(€) (3) - 1t @ » ControlPanel + Hardware and Sound » Devices and Printers » v| ¢ | | SearchDevicesand Printers o
Add a device Add a printer See what's printing Manage default printers Print server properties Remove device = - @

4 Devices (2)

Eee Slate Logitech®
Unifying Receiver

4 Multimedia Devices (5)

NANCY MNANCY: NANCY: touchscreen TOUCHSCREEN
page7@live.com:  page7@live.com:

* Set as default printer ) Fax Microsoft XPS Send To Snagit 11

Printing preferences Document Writer OneNote 2013

4 Printers (6)

Open
Open in new window

Printer properties
Create shortcut

) Remove device

Troubleshoot

Properties State: @ Default Description:  The Device Stage(TM) for Canon MG2200 series Version 1.6.01
Manufacturer: CAMON INC, Category:  Printer; Scanner
Model: MG2200 series Status: 0 document(s) in queue

— Choose Set As Default Printer
Figure 8-6

4. Click the Close button in the Devices and Printers win-
dow to save the new settings.

To modify printing properties that are available for
your particular printer model (for example, whether
the printer prints in draft or high-quality mode, or
whether it uses color or only black and white), right-
click a printer in the Devices and Printers window
(refer to Figure 8-6) and choose Printing Preferences.
This same dialog box is available from most com-
mon Windows-based software programs, such as
Microsoft Word or Excel, by selecting the Print com-
mand and then clicking the Properties button in the
Print dialog box.
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If you right-click the printer that is already set as the

@ default, you'll find that the Set as Default Printer
command will not be available on the shortcut menu
mentioned in Step 3.

Set Printer Preferences

1. Your printer might offer you a choice of capabilities —
such as printing in color or black and white, printing in
draft quality (which uses less ink), or high quality (which
produces a darker, crisper image). To modify these set-
tings for all documents you print, from the Control Panel
choose View Devices and Printers (in the Hardware and
Sound group).

2. In the resulting Devices and Printers window, any print-
ers you have installed are listed. Right-click a printer and
then choose Printing Preferences.

3. In the Printing Preferences dialog box that appears (as
shown in Figure 8-7), click any of the tabs to display var-
ious settings, such as Color or Paper. (See Figure 8-8.)
Note that different printers might display different
choices and different tabs in this dialog box, but com-
mon settings include the following:

e Color/Grayscale: If you have a color printer, you
have the option of printing in color or not. The
grayscale option uses only black ink. When print-
ing a draft of a color document, you can extend
the life of your color ink cartridge (which is more
expensive to replace or refill than the black one)
by printing in grayscale.

¢ Quality: If you want, you can print in fast or draft
quality (these settings might have different names
depending on your manufacturer) to save ink, or
you can print in a higher or best quality for your
finished documents. Some printers offer a dpi
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(dots per inch) setting for quality — the higher the
dpi setting, the better the quality.

e Paper Source: If you have a printer with more than
one paper tray, you can select which tray to use for
printing. For example, you might have 8 /> x 11
paper (letter sized) in one tray and 8 > x 14 (legal
sized) in another.

e Paper Size: Choose the size of paper or envelope
you're printing to. In many cases, this option dis-
plays a preview that shows you which way to
insert the paper. A preview can be especially handy
if you're printing to envelopes or label sheets and
need help figuring out how to insert them in your
printer.

Click a tab to see different settings

% Quick Setup | E3 Main | £Z Page Setup | i Maintenancel

Commonly U zed Settings
B Standard LI
E& Phato Printing
Business Document

Paper Saving
7 Cuanlmmn

[ Preview before printing
Additional Features
[] Duplex Printing (Marual)
[ Borderless Printing
[ Grayscale Printing
[] Fast [Speed Priority)

Media Twpe: Printer Paper Size:
| Plain Paper W | | Letter B8.5"%11" 22¢28cm

Orientation: (®) Portrait () Landzcape
Print Quality: Paper Source:

| Standard W | | Frant Tray

Copies:

] dslways Print with Current Settings
Aol

Figure 8-7
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= HP Deskjet F4100 series Printing Preferences ==

| Advanced | Printing Shortouts | Features | Color | Sarvicss |

Colar Optians

() Print i grapscale

High quality

[ Shaw preview before printing

A
o
Click OK to save settings
Figure 8-8

4. Click the OK button to close the dialog box and save set-
tings and then click the Close button to close other open
Control Panel windows.

The settings in the Printing Preferences dialog box

@ might differ slightly depending on your printer
model; color printers offer different options from
black and white ones, for example.

task will become your default settings for all the
printing you do. However, when you're printing a
document from within a program, such as Microsoft
Word, the Print dialog box you display gives you the
opportunity to change the printer settings for that
document only. See Chapter 11 for information
about printing a document.

@ The settings you make using the procedure in this
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View Currently Installed Printers

144

1. Over time, you might install multiple printers; in which
case, you might want to remind yourself of the capabili-
ties of each or view the documents you have sent to be
printed. To view the printers you have installed and view
any documents currently in line for printing, from the
Control Panel, choose View Devices and Printers under

Hardware and Sound.

2, In the resulting Devices and Printers window (see Figure
8-9), a list of installed printers and fax machines appears.

-
e

4 Devices (2)

Eee Slate

Legitech®
Unifying Receiver

B

=

NANCY:
page?@live.com:

4 Multimedia Devices (5)

~
NANCY

"

NANCY:
page7@live.com:

Canon MG2200 Fax
series

4 Printers (6)

Black Beauty

Canon MG2200 series Manufacturer:  CANON INC,
Model: MG2200 series
Description:  The Device Stage(TM)...

—

touchscreen

——

TOUCHSCREEN

Microsoft XPS Send To Snagit 11
Document Writer OneNote 2013
Category: Printer; Scanner

Status: 0 document(s) in queue

X
@ @ - 4 E_@ + Control Panel » Hardware and Sound » Devices and Printers AN ) Search Devices and Printers 2
Add a device Add a printer Start scan See what's printing Manage default printers Print server properties Remove device = - (7]

The number of documents in queue to print

Figure 8-9




If a printer has documents in its print queue, the number
of documents is listed at the bottom of the window. If
you want more detail about the documents or want to
cancel a print job, select the printer and click the See
What's Printing button at the top of the window. In the
window that appears, click a document and choose
Documentr>Cancel to stop the printing, if you want.
Click the Close button to return to the Devices and
Printers window.

3. You can right-click any printer to display a list of options
and then choose Properties to see details about that
printer, such as which port it's plugged into or whether it
can print color copies (see Figure 8-10).

%) HP Deskjet F4100 series Properties =]

§i HP Deskjet F4100 series

Drevice Information

Manufacturer Unavailable

Model HP Deskjet F4100 series
Model number:  1navalable

Categories; Printer

D escription: Unavailable

Device Tasks

T wiew tasks for this device, right-click the icon for the deviee in
Devicas and Prinkers

Figure 8-10

4. Click the Close button (the red X in the upper-right cor-
ner) to close the Devices and Printers window.

Remove a Printer

1. Over time, you might upgrade to a new printer and toss
the old one (recycling it appropriately, of course). When

Chapter 8: Setting Up Printers and Scanners
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you do, you might want to also remove the older printer
driver from your laptop so that your Printers window
isn't cluttered with printers that you don’t use anymore.
To remove a printer, from the Control Panel, click View
Devices and Printers (in the Hardware and Sound group).

2. In the resulting Devices and Printers window, right-click
a printer and choose Remove Device (as shown in
Figure 8-11). (Or you can select the printer and click
the Remove Device button at the top of the window.)

3. In the Remove Device dialog box that appears, click Yes;
the Devices and Printers window closes, and your printer
is removed from the printer list.

(©) (3) = 1t &+ ControlPanel + Hardware and Sound » Devices and Printers v| ¢ | | Search Devices and Printers @
Add a device Add a printer Start scan See what's printing Manage default printers Print server properties Remove device = v [7]

4 Devices (2)

Open

Open in new window
See what's printing
Set as default printer
Printing preferences s

Printer properties

Start scan @

Scan profiles...

@ Scan properties

Create shortcut = - —_
MNANCY: touchscreen TOUCHSCREEN
@ Remove device m:  page7@live.com:
Troubleshoot
Properties
Black Beauty Fax Microsoft XPS Send To Snagit 11

Document Writer OneNote 2013

Canon MG22Q0 series Manufacturer:  CANON INC. Category: Printer; Scanner
Model: MG2200 series Status: 0 document(s) in queue

Description: The Device Stage(TM)...

Click Remove Device
Figure 8-11
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installed printers; if it was the default printer,

E s If you remove a printer, it's removed from the list of

Windows makes another printer you have installed
the default printer. You can no longer print to the
removed printer, unless you install it again. See the
task, “Install a Printer,” if you decide you want to
print to that printer again.

Install a Scanner

1.

Before you can scan documents into your laptop creating
electronic versions of them, you need to install the scan-
ner driver so that your scanner and laptop can communi-
cate. Start by connecting the scanner to your laptop’s USB
port. (See your scanner manual for information about
how it connects to your laptop.)

2. Turn the scanner on. Some scanners use Plug and Play, a

technology that Windows uses to recognize equipment,
install it automatically, and set it up.

If your scanner is Plug and Play-enabled, Windows 8.1
shows a Found New Hardware message on the taskbar
notification area (in the lower-right corner of the
Desktop) or near the top of the Start screen. Most Plug
and Play devices will install automatically; then the mes-
sage changes to indicate that the installation is complete,
and that’s all you have to do.

If that doesn’t happen, either you're not using a Plug and
Play device or Windows doesn’t have the driver for that
device. Click the Found New Hardware message to
proceed.

In the resulting Found New Hardware Wizard (this starts
only if you don’t permit Windows 8.1 to connect auto-
matically to Windows Update), click Yes, This Time Only
and then click Next.

Chapter 8: Setting Up Printers and Scanners
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4. 1f you have a DVD for the scanner, insert it in your CD/

DVD drive and click Next. Windows 8.1 searches for your
scanner driver software and installs it.

5. Display the Control Panel. In the Search box, type scan-

ners. Windows returns a set of links. Click the View
Scanners and Cameras link. In the resulting Scanners and
Cameras window, click the Add Device button.

6. In the resulting Scanner and Camera Installation Wizard

window, click Next. In the next screen of the wizard (see
Figure 8-12), click your scanner’s manufacturer in the list
on the left and then click the model in the list on the right.

Select a manufacturer Then select a model

Scanner and Camera Installation lNizard “

Which scanner ¢r camera do you want to install?

= Select thelmanufacturer and rodel of your device, If wou Hawve an installation disk, click Hawve

Tsn  Disk.

Manufacturer Y Model Y 2

Dell Sl Lewrmark 6500 Series
Kyocera ol Lexrnark Prod000 Series
ol Lexrnark Pro5500 Series
Herox ol Lexrnark Pro710 Series
v
(T T S
is driver is digitally signed, ave Disk..,
[ This driver is digitally signed Hawve Disk

Tell e why driver sighing is irmportant

< Back Cancel

Figure 8-12

7. Follow the wizard directions for the model of scanner

you chose in Step 6. Note whether you have a manufac-
turer’s disc (a CD- or DVD-ROM) for your scanner; if you
don't have a disc, Windows will help you download soft-
ware from the Internet. When you reach the end of the
wizard, click Finish to complete the installation.
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Modify Scanner Settings

1. After you install a scanner, you might want to take a look
at or change its default settings — for example, whether
you usually want to scan in color or grayscale. To do so,
from the Control Panel, click View Devices and Printers
under Hardware and Sound.

2. In the resulting Control Panel window, right-click your
scanner and choose Properties (see Figure 8-13).

3. In the resulting dialog box, review the settings, which
might include (depending on your scanner model) color
management for fine-tuning the way colors are scanned
and resolution settings that control how detailed a scan
is performed. (The higher the resolution, the crisper and
cleaner your electronic document, but the more time it
might take to scan.)

fyou do not see your device in the list, make sure it is connected to the cormputer and turned
on, then choose Refresh,

Scanners and Cameras

resh || '@'AddDevice... || Scan Profiles || '@'Properties |

Click a scanner Then click Scan Profiles

Figure 8-13

149



Part lI: Exploring Windows

150

4. Click OK to save any changed settings and then click the
Close button twice to close the Devices and Printers
window.

®

When you're ready to run a scan, you place the item
to be scanned in your scanner. Depending on your
model, the item may be placed on a flat “bed” with
a hinged cover or fed through a tray. Check your
scanner manual for the specific procedure to initiate
a scan (for example, clicking a Scan or Start button).
After you begin the scan, your laptop automatically
detects it and displays a dialog box that shows

you the scan progress and allows you to view and
save the scanned item.



Getting Help

W ith so many Windows features, you're

bound to run into something that doesn't

work right or isn't easy to figure out (or that
this book doesn't cover). That's when you need
to call on the resources that Microsoft provides
to help you out.

Through the Help and Support Center, you can
get help in various ways, including the following:

2

2

2

Access information that's stored in the
Help and Support database. You can
access this information whether you're
online or not. Logically enough, a data-
base contains data; in this case, it con-
tains information about Windows 8.1,
organized by topic. You can search for or
browse through topics using a powerful
search mechanism to find articles by key-
words such as printer or e-mail.

Read helpful articles. You can take
advantage of several articles that provide
insight into working with the Start screen
and useful Help & How-To articles on
the Windows website.

Search Microsoft Answers. Microsoft
offers a way to search answers in the
Windows Forum to see if somebody else
has had a similar problem. You can also
ask a question yourself. A Microsoft
employee responds and gives you advice
when you post a question.

| “*op’rer

Getready to...
w= Search Windows Help

and Support......c.cceeeinn 152
w=> Get Help Getting Started

with Windows 8.1............ 154
w= Find Help on Featured Topics

in Help and Support.......... 156

w= Get Answers from the
Windows Community ........ 157

w= Switch between Online
and Offline Help............... 160

w= Connect to Remote
Assistance ..........ccoveevnnn.... 161
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w= Invite someone to help you through Remote Assistance. Get help from
another person by using the Windows 8.1 Remote Assistance feature.

Search Windows Help and Support

1. The Help and Support window provides access to a vari-
ety of topics. Begin to type help from the Start screen and
then click Help and Support in the results to display it
(see Figure 9-1).

2. Click in the Search field, enter a search term, and click
the Search button (the button with a drawing that looks
like a magnifying glass).

Type “help” here

Search
Everywhere -~

LTS & Tips|

| Help & Tips

m Help and Support
e/

" Windows Firewall

=== ‘Windows Defender

" Desktop Internet Explorer Store
help

Posh Hair
Tomorrow: 10:30 AM
helping hands

Monday

Sports help.im.com

/\ help wanted

Figure 9-1
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3. In the resulting screen shown in Figure 9-2, click an arti-
cle to narrow your search or open an article, depending
on the topic.

4. Click the Close button to close the Windows Help and
Support window.

If your search contains one, click a Troubleshoot
item (as shown in Figure 9-2) to get a step-by-step
walkthrough of possible solutions to common prob-
lems. Some troubleshooting topics will even run a
check on your laptop to attempt to find a solution
specific to your computer. In addition, you may
encounter some video links that take you to step-by-
step video instruction.

o

@ Windows Help and Support =

| networking X E ~

Help home | Browse help | Contact support

Search results for "networking" (8)
Show results from: Internet Connections

Troubleshooter | Find and fix problems with connecting to the Internet or
Windows (8) . ! P 9

to websites.

Network Adapter

Troubleshooter | Find and fix problems with wireless and other network
adapters.

Why can't | connect to a network?

Learn how to solve some common problems with connecting to a network,
including problems with network adapters, airplane mode, cables, security
keys, updates, drivers, and more.

Troubleshoot problems in Windows

Leamn how to access and use troubleshooters that can automatically fix
common problems with your PC.

Add a device or PC to a netwark

Leamn how to connect computers and devices to your network once you
have set it up.

Why can't | connect to the Internet?

Leamn how to solve common problems with broadband and dial-up Internet
connections.
W

Wi A Charb i Cattinar fneliding enfa madm

@ Online Help = @, 100 -

Figure 9-2
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clicking the Browse Help link in the Windows Help
and Support window to display a list of major topics.
Those topics may also give you some ideas for good
search terms to continue your search.

E ; If you don't find what you need with Search, consider

Get Help Getting Started with Windows 8.1

If you need a basic tutorial on how to use Windows 8.1, consider
using the Getting Started section of the Windows website. Here you
can find videos, blogs, and articles to help you get started. Press the
Windows key to display the Start screen.

1. Begin to type help from the Start screen and then click
Help and Support in the results to display it.

2. Click the Get Started link (see Figure 9-3).

Click to get started

Search E

Help home | Browse help | Contact support

More to explore

¥ Check out what's possible
3 Get started . thrFugh the vwde?s and
i artidles on the Windows
website.

Ask a question or read
answers to questions on the
g Microsoft Community website.

= Security, privacy, &

accounts

Create strong passwords, run through our security checklist, protect your PC
from viruses, and more.

@ Online Help ~ 100%

Figure 9-3
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3. Click the Get to Know Windows link (see Figure 9-4) to
read the introductory tutorial.

Chapter 9: Getting Help

@ Windows Help and Support - d E‘
© @ &
A
Search E
Help home | Browse help | Contact support
Get started
+ Get to know Windows

Learn about new features in Windows: the Search, Share, Start, Devices, and Settings charms, app commands,

switching through open apps, and snapping apps.

Touch: swipe, tap. and beyond

Learn about Windows gestures and touch interactions.

Mouse and keyboard: What's new

Learn about using the mouse and keyboard shortcuts with new features in Windows.

Where is the Start menu?

Learn how to use the Start screen to access apps, contacts, and websites.

How to search in Windows

Leamn how to search for apps, settings, and files using the Search charm.

Install a program

Add apps and programs to your PC from Windows Store, an installation disc, the Intemnet, or from a network.

Add, remove, and manage your devices and printers

Learn how to add, view, and manage devices connected to your PC, and troubleshoot one that isn't working

properly.

Tips for fixing common sound problems

Learn how to fix common sound problems on your PC, speakers, or other external audio device.

What if a device isn’t installed properly?

Leamn how Windows tries to install devices for you, and what to do if that doesn't work. W
@ Online Help ~ @ 100% -

Click to read a Windows tutorial
Figure 9-4

Another way to get to some of these options is to
simply go to http://windows.microsoft.com
and select from the choices presented there.

Don't forget that you can reduce the size of the Help
and Support windows by clicking the Restore Down
button in the upper right corner, immediately to the
left of the Close button labeled X. This is helpful
because you can display the help information along-
side Windows settings to help you troubleshoot the
topic with Help displayed.
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When you first arrive at the Get Started page shown
in Figure 9-4, take a moment to explore other links
to read blogs or get more information on specific
issues such as How to Search in Windows 8.1 and

Touch: Swipe, Tap, and Beyond.

Find Help on Featured Topics in Help and Support

156

1. Because the Start screen offers an entirely new dynamic for
Windows users, Microsoft built in three help topics to get
you going. Begin to type help from the Start screen and
then click Help and Support in the results to display it.

2. Click Help.

3. Click the second or third topic link in the Help panel (see
Figure 9-5) after the Get Started topic (in this example
Internet & Networking or Security, Privacy, & Accounts).

@ Online Help

Help home | Browse help | Contact support

More to explore

~ Check out what's possible
> Get started 'y through the videos and

i articles on the Windows
website.

Ask a question or read
answers to questions on the

- Security, privacy, &

accounts

Create strong passwords, run through our security checklist, protect your PC
from viruses, and more.

Microsoft Community website.

© e 8 &
‘ Search E

1003 ~

Figure 9-5
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4. Scroll through the articles that appear (see Figure 9-6). If
you want to, click any links in the article to display related
information.

© e
| Search E

Help home | Browse help | Contact support

da
1

Security, privacy, & accounts

Security checklist for Windows
Help make your PC more secure by using features like Windows Defender and Windows Firewall, installing
important updates, and backing up your files.

Create a user account
Learn how to create Microsoft accounts and local user accounts to easily share a PC with other people, while
keeping your info more secure.

How can | help protect my PC from viruses?
Learn about Windows Firewall, Windows updates, antivirus pregrams, and other ways you can help prevent
malicious software from running on your PC.

Why use Windows Defender?
Learn how Windows Defender helps protect your PC against malicious software like viruses, spyware, and other
potentially unwanted software.

@ Online Help = @, 100% ~

Figure 9-6

Get Answers from the Windows Community

1. If you want to see how other Windows users have solved
a problem, you can visit the Windows Forum and read
posted messages and the solutions suggested by Microsoft
and others. You can also post your own questions. Begin
typing help on the Start screen and then click Help and
Support to open the Windows Help and Support win-
dow; then click the Microsoft Community Website link.
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2. On the web page shown in Figure 9-7, click in the Search
field and enter a search term. Click the Search button to
search for all answers.

Enter a search term

B httpfanswers microsoft.comfer O ~ €& B2 Windows - Microsoft Com.., %

i - v [ mm v Pagev Safetyv Toolsv @+ [ 0L B

B2 Microsoft signin
@ Search the Community Post to the Community

Community —— , < 78

Home Categories Getting Started FAQ Additional Support

Windows

Discussions Wikis B

Sort: Helpful vVotes | Me Too Votes | Replies | Latest + |Views

Filter by
@ Al
@ Apply selected filters to refresh results

Answered

Unanswered

Category :

Windows

Windows Version :
Windows 8.1 Preview

Windows Topic and Apps :

show all

v
Figure 9-7

3. Click the title of a question that relates to your question
and read the answers (see Figure 9-8).

4. To ask your own question, click the Post to the
Community radio button above the Search field (refer
to Figure 9-7).

5. Enter a question and then press Enter.
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- o

b@T hitpy/fsnswersmicrosoficom/er O~ © || B2 internet connection - Mira... % || o 5.7 £

fi~ B v @ v Pagev Safetyv Tools v @+ [ W 6 £

B2 Microsoft signin
. @ Search the Community Post to the Community
Community - :
internet connection P -‘
Home Categories Getting Started FAQ Additional Support

Windows

Results from Microsoft Community Results from Microsoft Support

SEARCHED: Windows 3 >  Windows 8.1 Preview £

Filter by Internet Connection Problem only when installing Windows 8.1 Preview
Original Title: Internet Connection Problem | have downloaded the preview but when | go to install it keeps telling me it can't
+/ Questions connect to try later. Everything else is working online ok. What's the

Y Question | v Answered | 1 replies | Last reply June 27, 2013
+/ Discussions

| Wiki Articles Having problems maintaining internet connection
Since | downloaded windows 8.1 preview | have had a lot of problems maintaining an internet connection. Sometimes | have to
disconnect and reconnect my internet several times within a span of 30
WY Question | P 1 Need Answer | 1 replies | Last reply July 17, 2013

no internet connection w-fi or tether
I had internet this morning now | can not get a connection
¥ Question | + Answered | 1 replies | Last reply June 28, 2013

Loss of internet connection

Every couple of minutes | loose my intemet connection and Have to turn my wifi off and on to fix the problem, this has been
happening every since the 8.1 update. Is there a more permanent solution?

¥ Question | P 2 Need Answer | 2 replies | Last reply June 30, 2013

[ http://answers. microsoft.com/en-us/windows/forum/windowse_l_pr-networking/having-pr... }-1 preview

Figure 9-8

6. On the following page, scroll through to see if somebody
else has posted a similar question; if not, click the Create
button (see Figure 9-9) at the bottom of the page and
enter a more detailed description of your problem or
question. You may have to sign up if you haven’t used
this site before, accepting the rules of conduct.

7. Change the title for your question if you wish. Click the
Category field to choose an appropriate forum (the appro-
priate area of the Community for your question), the
Windows Version field to choose Windows 8.1, and the
Windows Topic and Apps field and choose the appropriate
topic for your question from the drop-down list.

8. If you want to get an e-mail when somebody responds to
your question, be sure the Notify Me When Someone
Responds to This Post check box is selected. If this isn’t
selected, you'll have to return to the forum and check to
see if any answers have been posted.
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=B
b@ RS httpitfanswers microsoft.com/er O & H B7 internet connectivity issues .. ‘ | YA
i - + [ @ v Pagev Safetyr Tookv @~ @ M & O
+f Questions works for about 5 minutes and thJen it drops it again. Mind';fou‘ 1 T A

- Question | F 7 Meed Answer | 13 replies | Last reply July 24, 2013
«f Discussions
/| Wiki Articles Wifi keeps going limited connectivity Intel Centrino Advanced N-6205
Hi All, I'm seeing some issues regarding Wifi going limited to no connectivity when heavy network traffic begins or shortly there
after. Disabling and re-enabling brings the adapter back to life.
- Question | ¥ 1 Need Answer | 1 replies | Last reply June 30, 2013

Intermittent disconnection from internet after upgrading to 8.1?
Does anyone have an issue with intermittent disconnection from internet after upgrading to 8.1?
- Question | * 2 Meed Answer | 4 replies | Last reply July 12, 2013

Rss feed issues IE 11

In Internet Explorer 11 the RSS feed system no longer works. Firstly | have it set to update every hour, but the only way to get it
update is to manually updated by right clicking in the feeds tab and

- Question | * 1 Meed Answer | 3 replies | Last reply July 16, 2013

Windows 8.1 Wifi Issues

| recently upgraded to the Windows 8.1 beta and am having only one major issue. My Ethernet works perfectly but my WiFi seems to
be having issues. The issue is that my computer requires to be

- Question | * 6 Meed Answer | 20 replies | Last reply July 21, 2013

() Previous  Page 1 Next (3)

Create your own question or discussion ?

@ English Microsoft Community Code of Conduct Microsoft Community Feedback Micosoft
Trademarks Privacy & Cockies Terms of Use @ 2013 Midrosoft

Click to post a new question

Figure 9-9
9. Click the Submit button.

It's a good idea to roam around the forum for a bit
before you post a question to see if it's been addressed
before. If you post a question that's been answered
several times before, you not only waste your time and
the time of others, but you may find yourself the
recipient of a bit of razzing by regulars to the forum.

Switch between Online and Offline Help

1. Much of the help and support you get from Microsoft for
Windows these days is driven by their online content. If
you don't have an Internet connection but you need
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help, you do have an option. If you switch to Offline
Help, you can work with the help system database built
into Windows 8.1, though it may not be as up to date as
the online help. Begin to type help from the Start screen
and then click Help & Support in the results.

2. In the Windows Help and Support window shown in
Figure 9-10, click Online Help in the lower-left corner.

Figure 9-10

3. Click Get Offline Help.

4. Enter a term in the Search field and click the Search
button.

5. Click a topic to read more about it.

Online search engines are also a good way to get
help from sources outside of Microsoft. Just open

your browser (begin typing your browser name such
as Mozilla Firefox from the Start screen and click on
it in the results or click the Internet Explorer tile on
the Start screen), go to a search engine such as
Google (www.google.com) or Bing (www.bing.
com), and enter your question. Results may range
from advertisements for products or services to infor-
mational sites, blogs, or discussion forums where
other users offer suggestions.

Connect to Remote Assistance

Remote Assistance can be a wonderful feature for new computer users
because it allows you to permit somebody else to view or take control
of your laptop from her own computer no matter where she is. You
can contact that person by phone or e-mail, for example, and ask for
help. Then, you can send an invitation using Windows 8.1 Help.
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When that person accepts the invitation, you can give her permission
to access your system. Be aware that by doing so you give the person
access to all your files, so be sure this is somebody you trust. When
that person is connected, she can either advise you about your prob-
lem or actually make changes to your laptop to fix the problem for
you. To use Remote Assistance, you and the other person first have to
have Windows 8.1 and an Internet connection.

1. From the Desktop, press Win+I and click Control Panel.

2. Click System and Security and then under the heading
System, click Allow Remote Access.

3. On the Remote tab of the System Properties dialog box
that’s displayed (see Figure 9-11), select the Allow
Remote Assistance Connections to This Computer check
box, and then click OK.

System Properties “

Computer Mame | Hardware | Advanced | System Protection | Femate
Remate Assistance

Allows Remate Azsistance connections to this computer

‘what happens when | enable Bemote Assistance?

Advanced...

Remate Desktop

Chaoze an aption, and then specify wha can connect.
() Don't allow remate connections ta this computer
(@) Allows remate connections to this computer

Allow connections only from computers running Remote
Dresktop with Metwork Level Authentication [recommended)

Select this option

Help me choose Select Users...

Figure 9-11

4. Enter the search term remote assistance in the Control
Panel Search field.
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5. Click the Invite Someone to Connect to Your PC and
Help You, or Offer to Help Someone Else link.

6. On the window that appears, shown in Figure 9-12, click
the Invite Someone You Trust to Help You link. If
Windows Firewall or a third-party firewall is active, you
may have to disable that feature to allow remote access
to your laptop.

Click this option

Do you wanf to ask for or offer help?

Weindowes Remofe &ssistance connects tiwvo computers so that one person can help troubleshoot or fix
problerns on the other person's cormputer,

< Invite someone you trust to help you
Your helper can view your screen and share control of your computer.

< Help someone who has invited you
Respond to a request for assistance from another person.

Privacy statement

igure 9-12

7. On the page that appears, shown in Figure 9-13, you can
choose to use your e-mail to invite somebody to help
you. You have three options:

e Click the Save This Invitation as a File option and
follow the instructions to save it as a file; then you
can attach the file to a message using your web-
based e-mail program.
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e (Click the Use E-mail to Send an Invitation option
to use a pre-configured e-mail program to send an
e-mail. In the e-mail form that appears, enter an
address and additional message content, if you
like, and send the e-mail.

e Click Use Easy Connect to get a step-by-step wiz-
ard to help you with the remote assistance process.

'@ #L Windows Remote Assistance

How do you want to invite your trusted helper?

You can create an invitation and send it to your helper, You can also use Easy Connect to simplify
connections to your helper,

= Save this invitation as a file
You can send this invitation as an attachment if you use web-based email.

2 Use email to send an invitation

If you use a compatible email program this will start the email program and attach the invitation
file.

= Use Easy Connect
Use this option if Easy Connect is also available to your helper.

Cancel

Figure 9-13

8. In the Windows Remote Assistance window, as shown in
Figure 9-14, note the provided password and provide it
to your remote helper. When that person makes an
incoming connection, use the tools there to adjust set-
tings, chat, send a file, or pause, cancel, or stop sharing.

9. When you're finished, click the Close button to close the
Windows Remote Assistance window.

Remember that it's up to you to let the recipient
know the password — it isn't included in your e-mail
unless you add it in the e-mail message.
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:Q“} Settings Troubleshoot @ Help

Tell your helper the Easy Connect password

WPJKENFNKEGQ € The password is

If wour helper can't use Easy Connect, you can save this invitation as a file, Iocqted here

@ Waiting for incorning connection..,

igure 9-14

If you no longer want to use Remote Assistance, it’s a
good idea to return to the System window of Control
Panel and, in the Allow Remote Access dialog box,
uncheck Allow Remote Assistance Connection to This
Computer on the Remote tab.
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Working with
Software
Programs and

Apps

ou may think of Windows 8.1 as a set of

useful accessories, such as a music player
and a weather app to keep you out of the rain,
but Windows 8.1 is first and foremost an oper-
ating system. Windows 8.1’s main purpose is
to enable you to run and manage other soft-
ware programs and apps, from programs that
manage your finances to a great animated
bingo app. By using the best methods for
accessing and running programs and apps with
Windows 8.1, you save time; setting up
Windows 8.1 in the way that works best for
you can make your life easier.

In this chapter, you explore several simple and
very handy techniques for launching and mov-
ing information between applications. You go
through step-by-step procedures ranging from
setting program defaults to removing programs
when you no longer need them.

| “*opter

Getready to...

w= Install a Program............... 170
w= Launch a Program............. 171

= Access Settings Specific
to a Program or App......... 173

w= Move Information
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w= Set Program Defaults.......... 176
w= Remove a Program............ 178
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Install a Program

170

Your laptop came with Windows 8.1 or another operating system
installed, as well as several other programs. For example, Windows
computers usually have the Microsoft browser, Internet Explorer, pre-
installed, as well as apps for accessing e-mail, weather, news, and more.

These pre-installed programs get you started, but you're likely to want
to install other programs such as games or a financial management
program such as Quicken.

Today you buy software in a couple of ways: You can buy a packaged
product, which includes a CD or DVD disc, or you can buy software
online and download it directly to your laptop. There are also apps
you can use in the cloud (that is, you use them from an online source
without ever installing them on your computer).

Assuming you either buy a CD/DVD or download and install the pro-
gram, here’s how the installation process varies, based on which
option you choose:

If you buy a boxed product, you simply take out the disc, insert it into
the CD/DVD drive of your laptop (or an external DVD drive), and
then follow the onscreen instructions. If no instructions appear, you
should open File Explorer (click the File Explorer icon on the
Desktop), locate your CD/DVD drive on the computer, and double-
click the program name. This should launch a wizard (a set of instruc-
tions that walk you through the steps) for the installation. If your
laptop doesn’t have a CD/DVD drive, as many smaller, lighter ones
don't, you can plug in an external CD/DVD drive using a USB port;
these are not that expensive and will come in very handy.

If you purchase software online at a store such as Amazon (www .
amazon.com) or Newegg (www .newegg.com/), or from a software
manufacturer’s site, you simply click the appropriate button to buy the
product, follow directions to pay for it, and then download the prod-
uct. Typically during this process you will see a dialog box that asks if
you want to save or run the program. Running it should start the
installation. If you want to buy an app through the Windows Store,


http://www.amazon.com
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simply click the Store tile on the Start screen. In the page that appears,
enter an app name in the Search For Apps field and click the Search
button. Click on an app and buy it (see Chapters 14 and 15 for more
about buying items from the Windows Store).

Launch a Program

I. Launch a program by using any of the following
methods:

e Click a tile on the Start screen. (For more about
pinning apps to the Start screen, see Chapter 5.)

e Click the All Apps button on the Start screen. This
displays a list of apps arranged in categories such as
Windows Accessories and Windows Ease of Access
(as shown in Figure 10-1). Click an app to open it.

me v
T.’ Food & Drink Kaspersky Now People

E Fresh Paint Mail Photos

=== Galactic Reign we  Maps == Pinball FX2
Error

Calculator Games Microsoft Mahjong PuzzleTouch™

Calendar Health & Fitness icr Ny Reader

Camera Help & Tips Microsoft Solitaire Reading List
- Collection

Desktol HP Printer Control Music Scan
[=] P=ee O
f Facebook Touch |E| Hulu Plus 5 SkyDrive

/l,,i Finance e Intermnet Explorer " SkyDrive
U a

@®
Figure 10-1
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e Double-click a program shortcut icon on the
Desktop (see Figure 10-2).

¢ Click an item on the Desktop taskbar. The taskbar
should display by default; if it doesn’t, move your
mouse cursor to the bottom of the screen to dis-
play it, and then click an icon on the taskbar (as
shown in Figure 10-2). See Chapter 5 for more
about working with the taskbar.

2. When the application opens, if it's a game, play it; if it's a
spreadsheet, enter numbers into it; if it’s your e-mail pro-
gram, start deleting junk mail . . . you get the idea.

See Chapter 12 for more about working with pre-
installed apps in Windows 8.1.

Program shortcut icons

11:16 PM

L e w e

ltems on the taskbar

Figure 10-2
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Access Settings Specific to a Program or App

When you have an app open and use the Settings selection on the
Charm bar (press Win+I to display the Settings), the settings that you
see are typically specific to that app. For example, if you open SkyDrive,
display the Settings panel, and then click Options, you get settings for
your SkyDrive account and storage options (see Figure 10-3).

Settings

Options

Permissions

I‘:)
30

2 O

Notifications Power Keyboard

Change PC settings

Figure 10-3

If, on the other hand, you open the Weather app and go to Settings
through the Charm bar, the Options choice allows you to clear
Weather search history.
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These app specific settings only relate to Start Screen
apps, not Desktop apps such as Word or Excel.

Move Information between Programs

174

1. Click the Desktop tile on the Start screen.

2. Click the File Explorer icon in the taskbar to open it.

3. Browse and open documents

in two programs (see the

previous section “Launch a Program” for more about
opening applications). Right-click the taskbar on
the Windows Desktop (see Figure 10-4) and choose

Show Windows Side by Side.
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4. 1f you don't need one of the active programs displayed,
click the Minimize button in the program window so
that just the program you're working with appears.

5. Select the information that you want to move (for exam-
ple click and drag your mouse to highlight text or num-
bers, or click on a graphical object in a document), and
then click the selected content and, using your mouse,
drag it to the other document window (see Figure 10-5).

6. Release your mouse, and the information is copied to the
document in the destination window.
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Figure 10-5
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paste keystroke shortcuts to take information from
one application and move it or place a copy of it into
a document in another application. To do this, first
click and drag over the information in a document,
and then press Ctrl+X to cut or Ctrl+C to copy the
item. Click in the destination document where you
want to place the item and press Ctrl+V. Alternately,
you can right-click content and choose Cut, Copy, or
Paste commands from the menu that appears.

E ; You can also use simple cut-and-paste or copy-and-

Remember, dragging content won't work between

@ every type of program. For example, you can’t click
and drag an open picture in Paint into the Windows
Calendar. It will most dependably work when drag-
ging text or objects from one Office or other standard
word-processing, presentation, database, or spread-
sheet program to another.

Set Program Defaults

1. To make working with files easier, you may want to con-
trol which programs are used to open files of different
types. From the Desktop, press Win+I and click Control
Panel in the Settings panel that appears.

2. Click Programs and, in the resulting Programs window
shown in Figure 10-6, click the Set Your Default Programs
link in the Default Programs section to see specifics about
the programs that are set as defaults.

3. In the resulting Set Default Programs window, click a
program in the list on the left (see Figure 10-7) and then
click the Set This Program as Default option. You can
also click Choose Defaults for this Program and select
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specific file types (such as the JPEG graphics file format
or DOCX Word 2013 file format) to open in this pro-
gram; click OK after you've made these selections.

Click here

@ * 1 + Control Panel » Programs v G Search Control P 9

Control Panel Home e

E&ﬂ Programs and Features
4 /

P — Uninstall a program @Tlfm Windows featus on or off | View installed updates

Run pregrams made for previous versions of Wigdows | How to install a program

Metwork and Internet

Hardware and Sound @ Default Programs
Change default settings for media or devices | Make a file type always open in a specific program
Set your default programs

.

Programs

User Accounts and Family
Safety

Appearance and
Personalization

Clock, Language, and Region

Ease of Access

Figure 10-6
4. Click OK to save your settings.

You can also choose which devices to use by default
to play media such as movies or audio files by select-
ing Change Default Settings for Media or Devices in
the Programs window you opened in Step 2 earlier.
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=] Set Default Programs - g
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Figure 10-7

Remove a Program

1. If you don’t need a program, removing it may help your
laptop’s performance, which can get bogged down when
your hard drive is too cluttered. From the Control Panel,
click Uninstall a Program (under the Programs category).

2. In the resulting Programs and Features window, shown
in Figure 10-8, click a program and then click the
Uninstall (or sometimes this is labeled Uninstall/
Change) button that appears. Although some programs
will display their own uninstall screen, in most cases, a
confirmation dialog box appears (see Figure 10-9).
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= x
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Figure 10-8

Do you want to completely rermove the selected application and all of its features?

Figure 10-9

3. If you're sure that you want to remove the program, click
Yes in the confirmation dialog box. A progress bar shows
the status of the procedure; it disappears when the pro-
gram has been removed.
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4. Click the Close button to close the Program and Features
window.

®

With some programs that include multiple applica-
tions, such as Microsoft Office, you get both an
Uninstall and a Change option in Step 2. That's
because you might want to remove only one pro-
gram, not the whole shooting match. For example,
you might decide that you have no earthly use for
Access but can’t let a day go by without using Excel
and Word — so why not free up some hard drive
space and send Access packing? If you want to mod-
ify a program in this way, click the Change button
rather than the Uninstall button in Step 2 of this
task. The dialog box that appears allows you to select
the programs that you want to install or uninstall or
even open the original installation screen from your
software program.

If you click the Change or Uninstall button, some
programs will simply be removed with no further
input from you. Be sure that you don't need a pro-
gram before you remove it, that you have the original
software on disc, or that you have a product key for
software you downloaded from the Internet so you
can reinstall it should you need it again.



Working with
Files and Folders

If you've ever worked in an office, even the
supposedly “paperless” office of today, you
remember the metal filing cabinets and manila
file folders holding paper documents.

With a computer, you still organize the work
you do every day in files and folders, but with
a computer, the metal and cardboard have
been dropped in favor of electronic bits and
bytes. Files are the individual documents that
you save from within applications, such as
Word and Excel, and you use folders and sub-
folders to organize several files into groups or
categories, such as by project or by year.

In this chapter, you find out how to organize
and work with files and folders, including

w= Finding your way around files and fold-
ers: This includes tasks such as locating
and opening files and folders.

w= Manipulating files and folders: These
tasks cover moving, renaming, deleting,
and printing a file.

w= Squeezing a file’s contents: This involves
creating a compressed folder to reduce a
large file to a more manageable size.
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w= Sharing files: You can easily print a hard copy or
share a file as an e-mail attachment.

w= Backing up files and folders: To avoid losing valu-
able data, you should know how to make backup
copies of your files and folders on a recordable CD/
DVD or USB stick (also called a flash drive, this is a
small, stick-shaped storage device that slots right into
a USB port on your laptop). DVDs are a newer tech-
nology than CDs and allow you to save more data
on a single disc. The USB stick is small and more
portable, and for those who have laptops with no
CD/DVD drive, are the ideal way to store data.

Understand How Windows Organizes Data

182

When you work in a software program, such as a word processor, you
save your document as a file. Files can be saved to your laptop hard
drive, removable storage media such as USB flash drives (which are
small plastic “sticks” that you slot into your laptop), or to recordable
CDs or DVDs (small, flat discs you insert into a disc drive on your

laptop).

You can organize files by placing them in folders. The Windows oper-
ating system helps you to organize files and folders in the following
ways:

w= Take advantage of predefined folders. Windows
sets up some folders for you. For example, the first
time you start Windows 8, you find folder libraries
for Documents, Pictures, Videos, and Music already
set up on your laptop. You can see them listed in
File Explorer (click the File Explorer button in the
Desktop taskbar), as shown in Figure 11-1.

The Documents folder is a good place to store letters,
presentations for your community group, household
budgets, and so on. The Pictures folder is where you

store picture files, which you may transfer from a
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digital camera or scanner, receive in an e-mail mes-
sage from a friend or family member, or download
from the Internet. Similarly, the Videos folder is a
good place to put files from your camcorder or video
files shared with you, and the Music folder is where
you place tunes you download, rip from a DVD, or
transfer from a music player.

wg 9781118711057 C... ~ [z q) Ll 4

Click to open File Explorer
Figure 11-1

w= Create your own folders. You can create any num-
ber of folders and give each one a name that identi-
fies the types of files you'll store in it. For example,
you might create a folder called Digital Scrapbook if
you use your laptop to create scrapbooks, or a folder
called Taxes where you save e-mailed receipts for
purchases and electronic tax-filing information. The
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task “Create a Desktop Shortcut” in Chapter 5
explains how to create a shortcut to a folder that you
place on your Desktop, or pin a tile shortcut to the
Start screen.

w= Place folders within folders to further organize
files. A folder you place within another folder is
called a subfolder. For example, in your Documents
folder, you might have a subfolder called Holiday
Card List that contains your yearly holiday newsletter
and address lists. In my Pictures folder, I organize
the picture files by creating subfolders that begin
with the year and then a description of the event or
subject, such as Home Garden Project, 2013 Christmas,
2011 San Francisco Trip, Family Reunion, Pet Photos,
and so on. In Figure 11-2, you can see subfolders
and files stored within the Pictures folder.
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L X|=Db | () = ) = z=
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& Downloads S
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€ Network

Figure 11-2
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w= Move files and folders from one place to another.
Being able to move files and folders is helpful if you
decide it’s time to reorganize information on your
laptop. For example, when you start using your lap-
top, you might save all your documents to your
Documents folder. That's okay for a while, but in
time, you might have dozens of documents saved in
that one folder. To make your files easier to locate,
you can create subfolders by topic and move files
into them.

Access Open Files

1. You may often have several files open at one time. If
you're working on several files, Windows offers a shortcut
to viewing what's open and going to the file you want to
work on. From the Start screen, move your mouse cursor
to the top left corner of the screen. Currently open files
and active apps appear.

2. Slide your mouse down the left side to reveal other open
files or apps (see Figure 11-3).

3. When you find the item you want, click on it to make it
the active file.

When you are working in an application such as
Excel, you can open the most recently used files by
choosing File>Open and choosing the file you want
to work with from a list of recent files.
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Currently open files and apps
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Figure 11-3

Locate Files and Folders Using Start Screen Search

I. Can't remember what you named a folder or where on
your laptop or storage media you saved it? You can use
the great Start Screen Search feature. Open the Start
screen (press the Win key on your keyboard if you have
the Desktop displayed).

2. Begin to type the file name and a Search window appears
(see Figure 11-4).

3. Click the file in the results to open it.

186



Chapter 11: Working with Files and Folders

Begin typing your search

Search

Everywhere

Galactic Reign

Gym Music
Play music

AutoPlay

Group similar windows on the
taskbar

51503

lady gaga

Figure 11-4

Search for a File with File Explorer

1. You can also use File Explorer to locate files and folders
in a hierarchical listing. From the Desktop, click the File
Explorer icon in the taskbar (see Figure 11-5).
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w a 9781118711057 C..

Click the File Explorer icon
Figure 11-5

2. In the File Explorer window, click on Favorites, Libraries,
or Computer; the item to be searched changes in
the Search field based on what you've selected. (See
Figure 11-6.)

188



Chapter 11: Working with Files and Folders

Hame Share Wiew
= L 1 7< =]
1 M| Copy path <‘~:j R
Copy Paste _ Move Copy | Delete Rename  Mew
[2] Paste shorteut g . B Al
Clipboard Organize
@ * 1 & » Libraries
451 Favorites “i Decuments
B Desktop < Library
4 Downloads
“Zl Recent places i‘.l Pictures
—p Library

4 - Libraries
13 @ Documents

3 J) Music
b [&5] Pictures

B8 Videos

4 8 Computer
[ g Local Disk (C3)

3 ‘h! Network

@New item

:a Easy access ~

Meww

P Music
Library

~

Videos
Library
7 Y

g CpeEn

A Edit
Properties —
5 History

Open

Search Libraries

Select a file to preview.

~ 9

Click to search Libraries

Figure 11

-6

3. Enter a term in the Search field.

4. In the results that appear (see Figure 11-7), double-click
an item to view it.

To view recent searches you've performed, click the
Recent Searches button on the Search tab of File
Explorer’s toolbar that appears when you perform a
search. To save search results so you can view them
later, click the Save Search button, enter a name for
the search in the dialog box that appears, and then

click Save.
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Double-click an item to view it
Figure 11-7

Use the settings in the Refine area of the Search tab
of the toolbar to set criteria on which your searches
will be based such as the kind or size of file, or the
date the file was last modified.

Move a File or Folder

1. Sometimes you save a file or folder in one place but, in
reorganizing your work, decide you want to move the
item to another location. To do so, from the Desktop,
click the File Explorer icon.

2. In File Explorer, double-click a folder or series of folders to
locate the file that you want to move. (See Figure 11-8.)
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Figure 11-8
3. Take one of the following actions:

e Click and drag the file or folder to another folder
in the Navigation pane on the left side of the win-
dow. If you have more than one item to move,
click on the first item and then, pressing the Shift
key on your keyboard, click on an adjacent item,
or, pressing the Ctrl key, click on non-adjacent
items in a list of files or folders. If you right-click
and drag, you are offered the options of moving,
copying, or creating a shortcut to the item when
you place it via the shortcut menu that appears.

¢ Right-click the file(s) and choose Send To. Then
choose from the options shown in the submenu
that appears (as shown in Figure 11-9); these
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192

options may vary slightly depending on the type
of file you choose and what software you have
installed.

e With a file or files selected, Click the Move to but-
ton in the Organize group of tools on the Home
tab, and then either choose a location from the list
that appears or click Choose Location and then
choose any location, such as your Desktop or a
USB drive.
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Figure 11-9

4. Click the Close button in the upper-right corner of File
Explorer to close it.

If you change your mind about moving an item

using the right-click-and-drag method, you can click

Cancel on the shortcut menu that appears.




If you want to create a copy of a file or folder in

another location on your laptop, right-click the item
and choose Copy. Use File Explorer to navigate to the
location where you want to place a copy, right-click,

and choose Paste or press Ctrl+V.

Rename a File or Folder

1. You may want to change the name of a file or folder to
update it or make it more easily identifiable from other

files or folders. Locate the file that you want to rename
by using File Explorer. (On the Desktop, click the File

Explorer icon on the taskbar, and then browse to find the

file you want to rename.)

2, Right-click the file and choose Rename. (See Figure 11-10.)
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Figure 11-10

Select Rename
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3. The filename is now available for editing. Type a new
name, and then click anywhere outside the filename to
save the file with its new name.

another file located in the same folder. To give a file
the same name as another, cut it from its current
location, paste it into another folder, and then follow
the procedure in this task. Or open the file and save
it to a new location with the same name, which cre-
ates a copy. Be careful, though: Two files with the
same name can cause confusion when you search for
files. If at all possible, use unique filenames.

Delete a File or Folder

1. If you don't need a file or folder anymore, you can clear
up clutter on your laptop by deleting it. Locate the file or
folder by using File Explorer. (Click the File Explorer icon
on the Desktop, and then browse or search to locate the
file you want to delete.)

@ You can’t rename a file to have the same name as

2. In File Explorer, right-click the file or folder that you
want to delete and then choose Delete from the shortcut
menu, as shown in Figure 11-11. (Or you can simply
click the file to select it and then press the Delete key.)

really gone. It's removed to the Recycle Bin. Windows
periodically purges older files from this folder, but
you might still be able to retrieve recently deleted
files and folders from it. To try to restore a deleted
file or folder, double-click the Recycle Bin icon on
the Desktop. Right-click the file or folder and choose
Restore. Windows restores the file to wherever it was
when you deleted it.

@ When you delete a file or folder in Windows, it's not
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Figure 11-11

Compress a File or Folder

1. To shrink the storage size of a file, or of all the files in a
folder, you can compress the file(s). This is often helpful
when you're sending an item as an attachment to an
e-mail message. Locate the files or folders that you want
to compress by using File Explorer.

2. (Optional) In File Explorer, you can do the following (as
shown in Figure 11-12) to select multiple items:
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e Select a series of files or folders. Click a file or
folder, press and hold Shift to select a series of
items listed consecutively in the folder, and click
the final item.

¢ Select nonconsecutive items. Press the Ctrl key
and click the items.
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=a X cut . [ mew item = [ open = FH selectan
20 ke 7 X =0 N,
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Figure 11-12

3. Right-click the selected item(s). In the resulting shortcut
menu (see Figure 11-13), choose Send To> Compressed
(Zipped) Folder. A new compressed folder appears below
the last selected file in the File Explorer list. The folder
icon is named after the last file you selected in the series,
but it's open for editing. Type a new name or click out-
side the item to accept the default name.
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Figure 11-13

Another method for creating a zipped folder contain-
ing multiple files is to select the files in File Explorer,
click the Share tab, and then click the Zip icon in the
ribbon of tools.

You might want to subsequently rename a com-
pressed folder with a name other than the one that
Windows automatically assigns to it. See the task

“Rename a File or Folder,” earlier in this chapter to
find out just how to do that.
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Add a File to Vour Favorites List

198

1. The Favorites feature in the Start menu offers another
quick way to access frequently used items. Locate the files
or folders that you want to add to the Favorites list by
using File Explorer. (Click the File Explorer icon in the
taskbar of the Desktop.)

2. In File Explorer, click a file or folder and drag it to any of
the Favorites folders in the Navigation pane on the left.
(See Figure 11-14.) The file or folder is added to your
Favorites.

Adding a file to the Favorites list
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Understand File Storage Options

You may want to save copies of your files somewhere other than your
laptop’s hard drive. You might, for example, want to keep a copy of
your work just in case you lose your laptop or the hard drive fails. Or,
you may want to copy a file onto a DVD so you can hand it on to a
friend to read or work on.

You have four main options for storing your files:

wep  Utilize a USB stick: You can purchase a USB stick
(also called a flash drive) to store your files on. These
are about the dimensions of a couple of sticks of
gum (though designs vary — some are very tiny).
You insert the stick into a USB port on your laptop
(most laptops have three or four of these). Then you
can use File Explorer (or the Finder on a Mac) to
copy files from your computer onto the USB stick.

w= [Use a CD or DVD to store files, if your laptop has
a CD/DVD slot: Some laptops, especially smaller
ones like ultrabooks, don’t have a CD/DVD drive,
but many laptops do. Slip a disc into your laptop
just as you would a music CD or DVD, and copy
files to it (see the next task for detailed steps).

m= Attach an external hard drive to your laptop: You
can buy what amounts to a second hard drive and
attach it to your laptop to store and retrieve files.
This will run you around $50-$100, depending on
the model and storage capacity.

w= Store files online: Today you can use an online ser-
vice such as Windows SkyDrive (www . skydrive.
com) or Dropbox (www . dropbox . com) to store
your files online, usually for free. The handy thing
about this option is that you can then easily access
your files from anywhere without carrying a storage
device. It's also a great way to share files (for exam-
ple, photos or a set of meeting minutes) with others.
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Back Up Files to a Read/Writable CD/DVD or USB Stick

1. In the event that your laptop is damaged or loses data,
you'd be fortunate to have a copy safely tucked away.
Storing data on a USB stick or CD or DVD disk is a pop-
ular choice. If your laptop doesn’t have a CD/DVD drive
built in, you'll have to use a USB stick or purchase an
external CD/DVD drive and connect it to your laptop to
perform these steps. Place a USB stick in a USB port, or
place a blank writable CD-R/RW (read/writable) or
DVD-R/RW in your CD-RW or DVD-RW drive and then
choose click the File Explorer icon on the Desktop and
click to select a folder such as Documents or Pictures.

2. In the resulting Documents or Pictures window, select all
the files that you want to copy to disc.

3. Right-click the files that you want and then choose Copy
(see Figure 11-15).

4. Click the USB, CD-R/RW, or DVD-RW drive in the
Computer category in the left pane, right-click, and then
click Paste.

5. Click the Close button to close the File Explorer window.

An alternate method to send files to a disc is to click
the Burn to Disc button in the Send group on the

Share tab.

If you want to back up the entire contents of a folder,

@ such as the Document folder, you can just click the
Documents folder itself in Step 2 and follow the rest
of the steps.

Save Backup Copies of Your Files with File History
link in the Control Panel. Using File History, you can
set up Windows to regularly back up to any drive.

@ You can also back up to a specified drive by using the

200



Chapter 11: Working with Files and Folders

Remember that in addition specifying a drive to back
up to, you have to turn File History on.
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Using Windows
8.1 Built-in Apps

Several preinstalled apps in Windows 8.1 let
you tap into the power of the Internet right
from your Start screen. All provide tools as well
as information that is current when you are
connected to the Internet. Also, all are repre-
sented by a tile on the Start screen whenever
you log into Windows.

Note that several apps such as Music, Video,
Maps, and SkyDrive are covered in other chap-
ters in this book. In this chapter you get a
quick tour of the rest of the preinstalled apps
including News, Finance, Weather, Sports,
People, and Calendar.

Get up to Speed with the News App

The News app tile typically previews a heading
or photo from a current story, but you can rec-
ognize it by the word News in the lower left
corner of the tile, as shown in Figure 12-1.
Although the last displayed story may appear if
you click the tile while not connected to the
Internet, you won't get much further. This app
needs an Internet connection to be of value.

| “*opter

Getready to...

w= Get up to Speed with
the News App........ccccv.... 205

= Manage Your Money
with the Finance App ........ 206

w> Get the Weather Report..... 207

w= Follow Your Team with

the Sports App .vevevveenne 210
w= Find Contacts with the

People App.....c.ccvevvennenne. 212
w= Stay on Schedule with

the Calendar App............. 214
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News

Figure 12-1

1. After you click the News tile on the Start screen, you see
the hottest story. Scroll to the right and you see the Get
Started tools (see Figure 12-2) that help you learn how
to follow stories to keep current, how to customize what
news you want to get on the Start screen, and how to

add a section dedicated to a topic or source on your

home screen.

BING NEWS
GET STARTED

Stay up-to-date with the
best news sources, all in
one place

Take a tour
Find out how to follow stories that
matter to you.

Customize your news
Get the news you care about on the
home screen.

Add a section
Add a news topic or source on your
home screen

Close

Remove this panel. Head to Next
Steps for more content and Help
tips.

TOP STORIES >

—. i'{‘.‘_}'}mﬁp.

In Mexican Pill, a Texas
Option for an Abortion

The New York Times

2 hours ago
With requirements that may shut down
most abortion clinics in Texas, advocates
say women may turn to “abortion pills”
without medical supervision.

Reactions to Zimmerman verd

A jury in Sanford, Fla., on Saturday
George Zimmerman not guilty of

second-degree murder in the shoot
death of Trayvon Martin.

Health care void fills immigra
debate

Lr Chicago Tribune
8 hours ago

Asiana flight attendants make
news with bravery

Associated Press
AP

Dreamliner fire classified as
serious; no sign of battery iss

4 Reuters
¥ 5 hours ago

The Get Started tools
Figure 12-2
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2. Scroll further to the right using the horizontal scroll bar
and you get Top Stories, a list of Sources (such as Reuters
and The Wall Street Journal) that you can click to go to
those websites, and news categories such as World News,
Technology and Science, and Entertainment.

3. Click any story that sounds of interest and it’s displayed
(see Figure 12-3).

4. Use the arrows on the middle of the right and left sides
to move to the next or previous page or story, and click
the arrow in a circle in the top left corner to go back to
the News app home screen.

Click to go to the News home screen

LISA LEFF

Asiana flight
attendants make
news with
bravery

SAN FRANCISCO — Before Asiana Flight 214
crash-landed in San Francisco, the last time the
Korean airlines’ flight attendants made news it was
over an effort by their union earlier this year to get
the dress code updated so female attendants
could wear trousers.

Now, with half of the 12-person cabin crew having
suffered injuries in the accident and the remaining
attendants receiving praise for displaying heroism

AP ASSOCIATED PRESS

Figure 12-3
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If you right-click the News app screen, you can click

@ the Customize button to get tools for customizing
the app by featuring the sources, topics, or categories
of news that you use most.

Manage Your Money with the Finance app

1. If you're connected to the Internet the Finance app tile
typically shows the current stock market values and
sometimes just an optimistic logo of graph lines topped
by an ascending arrow plus the word Finance in the
lower left corner (see Figure 12-4).

i

Finance

Figure 12-4

2. Click the Finance tile and you see a current article from
Bing Finance as well as the latest Dow, NASDAQ), and
S&P numbers from services such as TheStreet.com.

3. Scroll to the right and click a Get Started tool that offers a
tour of Finance features and a tool to set up your stock
watch list so you can quickly check items of interest from
the Finance home screen.

4. Scroll further right and you can view charts (see
Figure 12-5) and articles about the world of finance. At
the far right is a set of Tools including a Mortgage
Calculator, Currency Converter, and Retirement Planner.
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Last Updated 11:05 PM. BATS real time data — Disclaimer. Market data by Morningstar

<

Figure 12-5

Get the Weather Report

The Weather app allows you to set one or more cities for quick access
to local weather information. This includes information on wind, visi-
bility, humidity, and barometer readings. You get this information
from several services such as Bing Weather, AccuWeather, and Foreca.

1. Click the Weather tile on the Start screen (it sports the
word Weather in the lower left corner and information
about today’s weather from your default location, as
shown in Figure 12-6).
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Figure 12-6

2. 1f the small arrow button in the lower right corner points
up, click it to display more information from other
weather services, as shown in Figure 12-7. Click this but-
ton again to hide information from services other than
Bing Weather.

3. Scroll to the right to see information such as maps, his-
torical weather patterns, and an hourly forecast.

RENTON, WA
BING WEATHER

o

Clear

Feels Like 68°
wDT

NNW 7 mph

Foreca

o -]
76°/54 o g
Mostly Clear 8% 2% s
0%

B/ 558
Cleavr

g B haid

Figure 12-7

4. Right-click to display the tools shown in Figure 12-8.
You can use the Change Home button on the bottom left
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to set the current location as your Weather home page.
On the bottom right, tools allow you to display weather
for your current location (if you're connected to the
Internet so the Weather app can find you), or change
readings to Celsius.

5. The buttons on the top shown in Figure 12-8 allow you
to add and display other locations for weather, display
weather at locations around the globe, or return to your
default location at the Weather Home page.

2 Yy 3

WEATHER MAPS SKI RESORTS WORLD WEATHER

03"

Clear

Feels Like 68°
WDT 57%

NNW 7 mph

o o
® 76°/54 e 15
3 Mostly Clear $18% 2% e
80%

(-] o
7S /55 B /58T oy B2/SA°
Clear $14% 2%
0%

Set current location as See weather of current location
your Weather home page

Figure 12-8

screen, click Places, and then click another saved

E s To switch between locations, right-click the Weather
location on the page that appears.
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Follow Your Team with the Sports App

You can spot the Sports app tile on the Start screen by the winner’s cup
icon, as shown in Figure 12-9. Clicking this displays Bing Sports, which
includes a tool for tracking your favorite sports, top sports stories, a list
of headlines, favorite sports, and a constantly updated scoreboard. In
addition, there are videos and slide shows for your sporting pleasure.

Figure 12-9

1. Click the Sports app tile on the Start screen. A top
story appears with Get Started tools to the right (see
Figure 12-10).

BI NG SPORTS ; Enter a team or player name
4

GET STARTED

‘ Follow the teams and
= sports you care about

with Bing Sports

Take a tour
Learn all about our rich content,
schedules and scores

Add your favorite sports
Get easy access to the sports you
follow

7 \ N =
3 . - Close
L I ' ‘ U M I\ Remove this panel. Head to Next

Steps for more sports and help

PADRES e

ASSOCIATED PRESS

Tim Lincecum throws his first career no-hitter, a 13-strikout gem saved by Hunter
Pence's diving catch in the eighth inning of San Francisco's 9-0 win over San Diego.

®

Figure 12-10
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2. Right-click anywhere on the screen to display a set of
tools for various sports associations such as the NFL and
NBA. Click the arrow next to one of these to display a list
of options including schedule, leading players, and
standings (see Figure 12-11).

Click arrows to see options

Take a tour
Learn all about our rich content,
schedules and scores

Add your favorite sports
Get easy access to the sports you
follow

c C - jY \ = | 3 “ Close
L I N E U M = \ Remoave this panel. Head to Next
-/ Steps for more sports and help

content
ASSOCIATED PRESS

Tim Lincecum throws his first career no-hitter, a 13-strikout gem saved by Hunter
Pence's diving catch in the eighth inning of San Francisco's 9-0 win over San Diego.

Figure 12-11

3. Click the screen again and then use the horizontal scroll
bar to view categories of information such as the score-
board, top stories, headlines, and more.

display the Get Started section, click the Add Your
Favorite Sports tool, or scroll to the right to the
Favorite Teams section and click the button with a +
symbol, enter your team’s name, and click Add.

@ To add a sport to your Favorites, scroll to the right to
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Find Contacts with the People App

The People app is a combination address book and contact manage-
ment app. It also provides you with access to your social networking
accounts such as Facebook and Twitter.

You access the People app via the People tile on the Start screen,
which sports a small icon of the head and shoulders of two “people”
along with rotating pictures of your contacts from social networking
sites, if you are logged in with an account that has social networking
set up. When logged into an account, any contacts you have set up in
that account, such as e-mail or Facebook, are imported into the People
app automatically.

1. Click the People tile on the Start screen. In the top right
corner, you see icons for any accounts you are connected
to such as a Microsoft Live account or Facebook (see
Figure 12-12).

Connected to BE = &

Figure 12-12

2. Right-click and then click the New Contact button in the
bottom right corner to add a contact.

3. Enter that person’s details such as their name, company,
e-mail address, phone numbers, and address, and then
click the Save button to save that person’s information
(see Figure 12-13). Click the Back button to go back to
the People Home page.
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Enter the information... ...click to Save

Y

New contact ©

Account Email Address
Personal Address
Live b @
| nickinelson@gqueets.com| X |
@ Email Other info
Name
@ Other info
First name
Phi
— | Nick L
Mobile
+
_stname 360-555-0707
Nelson
@ Phone
Company
Queets, Int’l
@ Name

<
Figure 12-13

4. Click a contact in the list of contacts on the right to
display contact details. From this screen, shown in
Figure 12-14, you can send an instant message, call a
phone, or send e-mail if you have stored that informa-
tion for the contact.

area to read the latest postings by your friends on

@ From the People home page, click the What's New
social networking sites.
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© Nicki Nelson

Contact info >

Q Send message
360-555-0707 (SMS)

Call mohbile
360-555-0707

Send email
nickinelson@queets.com

Live

Figure 12-14

Stay on Schedule with the Calendar App

You can use the Calendar app to stay on schedule. Click the Calendar
app tile on the Start screen (it contains, logically enough, a little calen-
dar icon), and you can save information about various events and
appointments. Those items generate an e-mail to remind you when
the event is imminent.

1. Click the Calendar tile on the Start screen.
2. Right-click anywhere on the screen to display the toolbar

shown in Figure 12-15. Click on a view: Day, Work
Week, Week, or Month.
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® ® 0 @

Day Work week Week Month

Figure 12-15

3. Right-click anywhere on the screen again and then click
the New button to create a new event.

4. In the form that appears (see Figure 12-16), enter the
details about the appointment and then click the Save
button to save the item to your calendar.

Enter event details... then click to save

@ . My Calendar Bike Ride

page’ @live.com

When —_—
Call Bud to remind him,

August v 16 Friday v 2013 v

Start

9 et 00 v AM v

How long

2 hours v

Where

Larry Scott Trail

Who

Invite people

Show more

Figure 12-16
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5. To edit an event saved to the Calendar app, simply click
it. The entry form shown in Figure 12-16 opens for you
to enter and save edits or delete the item.

Calendar display, click the arrow buttons to the right

@ To quickly scroll forward or backward in time in the
and left at the top of the calendar display.
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Hitting the Road
with Your Laptop

wo preinstalled apps in Windows 8.1 take

full advantage of your laptop’s portability.
When you want to take a business trip, visit
family, or just hit the road for a vacation, you
can use the Maps app to help you plan your
route. You can also use the Travel app to find
information about destinations from Paris to
Niagara Falls, check on flights and buy tickets,
and even find a hotel.

In this chapter, I give you ideas for using the
Maps and Travel apps to plan your travel.
Don’t forget to bring your laptop along for the
ride to get updates and more to help you enjoy
the journey.

Use the Maps App

Most mapping applications make use of infor-
mation about your location whenever you're
connected to the Internet to provide directions,
updates on traffic, and even listings of local
restaurants, gas stations, and more.

The Maps app is preinstalled with Windows 8.1,
so you will find a tile for it on the Windows
Start screen.

| “*opter

Getready to...

w=> Use the Maps App............ 217
w= Set Your Location.............. 218
wm> Show Traffic..................... 219
w= Get Directions .................. 220
w=> Use the Travel App ........... 222
w= Find a Flight..................... 223
w= Explore Destinations........... 226
w= Find a Hotel .................... 227



Part lll: Having Fun and Getting Things Done

Set Your Location

When you first click the Maps app tile on the Start screen, you will see
a message (see Figure 13-1) asking you if Maps can use your location.
If you click the Block button, Maps can only estimate your location, so
directions and traffic information may be less exact. If you click the
Allow button, Maps can use your location to provide more specific
maps, but you are then allowing a remote service to pinpoint your
location.

If children use your laptop, allowing a service to pinpoint your loca-
tion could also allow people to find them. However, for most folks,
allowing use of your location for a service such as Maps is pretty safe,
so you can click Allow to continue. The map that appears will be spe-
cific to your location.

Can Maps use your location?

Figure 13-1
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Show Traffic

1. After you open Maps, right-click and a toolbar appears
along the bottom of your screen (see Figure 13-2). Click
the My Location button to zoom in on your location.

FAVORITES
= Fort Worden State Park
d§$‘
A
P
& E: st
&
&
f‘ < o
<
p T ¥
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s
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Add a pin Show traffic Map style My location Directions Find

Click to zoom in on your location

Figure 13-2

2. Right-click to display the toolbar and click the Show
Traffic button. Traffic alerts such as those shown in
Figure 13-3 appear.
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Click on an alert for details

Figure 13-3

3. Click an alert to display information about its severity,
start time, and estimated end time (refer to Figure 13-3).

You can right-click anywhere on the map and then
click the Search tool to get a list of categories such as
Eat & Drink, Hotels, and Banks. Click a category to
display a list of nearby locations on the left side. You
can then click a location and use buttons to access that
business’s website or place a call to them using Skype.

Get Directions

1. With the Maps app open, right-click and then then click
the Directions button. A Directions panel appears (see

Figure 13-4).
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Enter a starting point
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Figure 13-4

2. Enter a start point in the field labeled A.

3. Enter a destination address in the field labeled B and
click the arrow on the right side of that field.

4. If you are offered a few choices of start point or destina-
tion, click the correct one, and then click one of three
icons: Drive (a car), Transit (a bus), or Walking (a per-
son) to get directions for that mode of transportation
(see Figure 13-5).

When you open the Directions panel, click the
Options button (refer to Figure 13-4) to choose to
avoid highways or tolls.
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Driving directions

Lake Cowichan My location

MNeah Bay, WA
Route 1 Rim Carmanah ¢ b
2 117.5 mi, 2 hr 51 min @ palarl . Walbean
- 1 ark-yves P | =
Coast il ﬁ g t
A My location
1. Depart Harrison St toward Franklin P Options
St
I\ 4 We found 1 more result for Neah
0.2 mi laxa Bay, WA:
r 2. Turn right onto Washington 5t i

1 Neah Bay
0.4 mi

I 3. Bear right onto WA-20 / E Sims Way
Pass Shell in 1.3 mi

4.3 mi
r 4. Turn right to stay on WA-20
Pass Shell on the leftin 1.5 mi

7.7 mi
I 5. Bear right onto US-101

Quinault Indian
Reservation
19.5 mi
|t 6. Keepstraight onto US101W ¥ =
umptulips

Figure 13-5

Use the Travel App

The Travel app uses the Bing Travel database to offer you information
about travel destinations including current weather, maps, currency
exchange, photos, restaurants and hotels, nearby attractions, and
travel-booking services for flights and hotels.

The Travel app is preinstalled with Windows 8.1, and you access it
from a tile on the Start screen. That tile sometimes shows text and
sometimes a picture of a destination, but you can recognize it by the

little suitcase icon when no picture is showing, or by the word Travel
in the lower left corner of the tile (see Figure 13-6).
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Travel

Figure 13-6

Find a Flight

1. Click the Travel tile on the Start screen.

2. Right-click the screen to display the tools shown in
Figure 13-7.

Click here

BEST OF WEB

Figure 13-7
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3. Click the Flights button. In the screen that appears (see
Figure 13-8), enter information about departing and des-
tination airports; if a suggested match appears below this
field, click on it.

(€ FLIGHTS
SEARCH PANORAMAS

FLIGHTS

-==IE=- = SCHEDULE ® STATUS

ROUND-TRIP

FROM

Seattle, Washington - Seattle/Tacoma International Airport O

TO

Madrid, Spain - Barajas Airport O

S L]
DEPART RETURN Abu Dhabi International Airp

Dhabi, United Arab Emirates

CABIN PASSENGERS

! zault ’

SEARCH FLIGHTS ®
Palma Airport - Majorca, Spa

Figure 13-8

4. Continue by entering departure and return dates using
the pop-up calendars that appear when you click in those
fields; enter class such as Economy or First Class from the
choices that appear when you click the Cabin field; and
enter the number of people flying in the Passengers field.

5. Click the Search Flights button. In the list that appears,
click a flight to see more details (see Figure 13-9).
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PRICE PER PERSON, INCLUDING TAXES AND FEES. RATES BY [STSQSL.50S

@ SEATTLE, WASHINGTON (SEA) TO VANCOUVER, BRITISH COLUMBIA, CANA...

PRICE : Show All ¥  AIRLINE : Show All ¥ DEPART : Show All * RETURN : Show All ¥  STOPS : Show All ~

SEA 5:20PM * YVR 6:08 PM 48 min - A
$369 AIR CANADA @

YVR 2:55PM % SEA 345PM 50 min -

SEA &10PM # YVR 9:00PM 50 min -
$369 > Tlisbia =Ty

YVR 830PM % SEA 9:20PM 50 min -

SEA 3:30PM * YVR 419PM 49 min =
$369 b 7Tl

YVR 11:09AM 3 SEA 12:00 PM 51 min =

SEA 2:220PM 3% YVR 3:08 PM 48 min -
$369 AIR CANADA @®

YVR 2:55PM 3 SEA 3:45PM 50 min -

SEA 410PM * YVR 4:58PM 48 mi -
$369 unITEDR] mn

YVR 805AM = SEA 858 AM 53 min -

SEA &10PM 2 YVR ©:00PM 50 min -
$369 s Ty

YVR 855AM = SEA 947 AM 52 min -

SEA 7:10PM # YVR T7:58PM 48 mi -
$369 UNITEDR] mn

YVR 405PM = SEA 455PM 50 min -

v
SEA  A410DM A VUR  A52DM 48 min _

Click a flight to see details
Figure 13-9

6. When you find the flight you want, click the Book but-

ton. In the window that appears, you can click the flight

to go to a partner’s website (such as American Airlines)
to complete the transaction.

For help in planning your trip, click Best of Web in
the tools shown in Figure 13-7. This displays brief
descriptions and links to everything from Matador
Network travel hub to GORP, which matches you
with the right national park. There are even links to
tutorials on packing efficiently and the U.S.
Department of State travel information site.
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Explore Destinations

1. Click the Travel tile on the Start screen and right-click to
display the toolbar shown in Figure 13-7.

2. Click the Destinations button to display top travel desti-
nations (see Figure 13-10) and click on one.

(€©) DESTINATIONS

REGION: Show All ~

TOP TRIPS

Paris, France Rome, Italy Chicago, lllinois

Barcelona, Spain Venice, Italy Montreal, Quebec, Canada

Figure 13-10

3. Use the horizontal scroll bar that appears when you move
your mouse near the bottom of the screen to view a
description, map, currency exchange, weather, Bing offers
of the day, and information about attractions, hotels, res-
taurants, how to plan a trip, and nearby destinations. You
can also use the Find Flights and Find Hotels tiles to buy
tickets and book reservations (see Figure 13-11).
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(€) MONTREAL
OVERVIEW

Somehow Montréal knows she’s the most eclectic of
Canada's cities: The island metropolis hosts international
gigs like the Jazz Fest, delights culinary crowds with her
French-Canadian cuisine, and struts her Eurc-heritage
along the historic streets of the newly revitalized Vieux-
Montréal. Impressively bilingual in English and French,
Montréal’s global mix is a diverse microplanet of Scottish,
Chinese, Haitian, Arabic, Jewish, Italian, Portuguese,
Filipino, and Greek immigrants, just to name a few. All this
is wrapped up in a vibrant arts and culture scene and
energized by an exuberant university community. Things
to Do. Hop on a public BIXI bike and wind your way up
Mont Royal, the central landmark where Montréal gets her
name, then enjoy a leisurely picnic by Beaver Lake. If
you're smart, you packed a Schwartz's smoked-meat
sandwich in your basket. Then make your way down to the
Old Port for some rollerblading along the canal, stopping
by a microbrasserie en route to sampling Québec's
famous local ales. Unwind with a relaxing body.

CONTENTS

Frommer's Favorite Experiences
Best Dining Bets

Best Hotel Bets

The Best Family Attractions
The Best Luxury Hotels

Search destinations
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Find flights and hotels

Figure 13-11

Check out the Panorama pictures, which you can
view by scrolling to the right on the Travel home
screen. Click one of these and the image appears.
Click on the screen and drag to the left, right, up, or
down to get a 360-degree view of your surroundings.
Right-click to display tools that allow you to search
for nearby hotels or flights to the destination.

Find a Hotel

1. Click the Travel tile on the Start screen, right-click, and

then click the Hotels button.
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2. In the screen that appears (see Figure 13-12), enter a city,
and then choose a check-in and check-out date using the
pop-up calendars that appear when you click in each of
those fields.

Enter check-in and check-out dates

(€ HOTELS

SEARCH PANORAMAS
HOTELS

ary

Madrid, Spain

CHECK-IN CHECK-oUT

6/8/2013 6/21/2013

ROOMS GUESTS

I

Marriott's Shadow Ridge I-TH

SEARCH HOTELS @
Palm Desert, CA

Figure 13-12

3. Enter the number of Rooms and Guests in those fields,
and then click Search Hotels. In the results that appear,
click the hotel that interests you to view more informa-
tion (see Figure 13-13).
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PRICE PER NIGHT, INCLUDING TAXES AND FEES. RATES BY {SLINSLIN.

@ VANCOUVER, BRITISH COLUMBIA, CANADA 8/3/201...

PRICE: Show All ~ HOTEL CLASS: Show All * AMENITIES: Show All ~ Search by name or addre:

Days Inn - Vancouver Metro $—]25 * * Y 2 g

2075 Kingsway, Vancouver, B... 212 Reviews
604-876-5531

Howard Jo_hnson Hotel Van... $—134 * * S o ' =841

1176 Granville St, Vancouver,...
256 Reviews
(604) 688-8701

Loden Hotel $337 Kk k k ¥ BOOOEOEE .

1177 Melville 5t, Vancouver,...
885 Reviews
1-604-6695060

|

Vancouver Mar_rioﬂ: Pinnac... $304 * * * * e ' = 1

1128 West Hastings Street, V...
+1 604-684-1128

614 Reviews

Coast Plaza Hotel And Suites $275 * * * * * ' +H H

1763 Comox Street, Vancouv... N
396 Reviews
+1 520 760 5595

n Wedgewood Hotel And Spa $385 * * * * e ooooo = i

845 Hornby Street, Vancouve... 471 Rewi
EVIEWS
+1604 689 7777 v

Figure 13-13

4. Scroll to the right to view information, photos, reviews,
and more. Click the Book From button in the top right
corner to get a list of travel services such as Kayak and
Expedia through which you can book the room.

5. Click the offer you prefer, and you are taken to that ser-
vice's site where you can book your room.

When you view a destination, you can click the Add
to Favorites button. When you return to the Travel
Home page, you'll see them listed under Favorites.
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Getting Visual
with Windows
Media Player and

the Uideo and
Camera Apps

Fne world has discovered that it’s fun and
easy to share photos online, and that’s

why everybody is in on the digital image craze.
Most people today have access to a digital cam-
era (even if only on their cellphones) and have
started manipulating and swapping photos like
crazy, both online and off.

But today your phone, tablet, and computer
not only let you upload and view pictures: You
can use a built-in camera and the Windows 8.1
Camera app to take your own pictures or
record videos and play them back. You can
also buy videos (movies and TV shows, for
example) and play them on your laptop.

In this chapter, you discover how to buy and
play video, including movies and TV shows. I
also give you some guidelines for uploading
photos and videos from your digital camera,
and explain how to view and share your visual
treasures.

| “*ap’rer

Getready to...
= Work with Media

Software .......ooveveeee

w= Buy Video Content at

the Windows Store ..........

w= Play Movies with

Windows Media Player-....

w= Upload Photos from

Your Digital Camera ........

w= Take Pictures and Videos
with the Windows 8.1

Camera App ....cvveevvvrennne.

w= View a Digital Image

in the Photos App ............

w= Share a Photo..................

w= Run a Slide Show

in PhotoS ...

w= \Watch Movies Online ......
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Work with Media Software

Your computer is a doorway into viewing and playing a media-rich
world full of music, digital photos, and video. It also provides you
with all kinds of possibilities for working with media.

Windows 8.1 has a useful media player built right into it: Windows
Media Player. The Photos app provides another option for viewing
photos. In addition, the Camera and Video apps, both newly arrived
in Windows 8, help you create and view photos and video.

Here’s what you can do with each of these programs:

w= Windows Media Player: Is just what its name sug-
gests: As you see in Figure 14-1, it's a program you
can use to play music, watch movies, or view photos.
It also offers handy tools to create playlists (custom-
ized lists of music you can build and play) and set
up libraries of media to keep things organized. You
can even burn media to a DVD so you can play it on
your DVD player or another computer.

c Windows Media Player = =
@Q ¥ Library » Music » All music Play Burn Syne
Organize = Stream = v [searcn s @ 2 et

Alburn Title ~
B Maney Muir I; RockiPop — a :p‘_.m:w.
[N Playlists Unknown Year % P
@, Arist — 7.6 GB free of 14.9 GB

David Bowie

=) Album
=) B g Best Of Bowie (1 COV @  Under Pressure - fwith ..,
2 @ David Bowie Sync list
E \;‘dm !b' Alt/Punk
|=] Pictures OW'E
2002
> L HP 165w

Dragitems here

] < Sty T Sestia P NGt o to create alist to sync to'HP
[ Other Libraries " o V165w,
avid Bowie
b Mlegrs (allegra-ped o
Lee (allegra-
[ Lee Gallegra-pc) ¥ e

Dead Can Dance

Inta The Labytinth Yulunga (Spirit Dancer)
Dead Can Dance The Ubiguitous Mr. Lov..,
AltfPunk Towards the Within

1003

w0 {ies {@] sri) & —@ D) & Updatecomplete 2%

Figure 14-1
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w= Photos app: Enables you to view digital photos; it

opens automatically when you double-click a photo

(as shown in Figure 14-2) in File Explorer and
when you click the Photos tile on the Start screen.
You can also share photos from within the Photos
app by e-mail or by uploading to the SkyDrive file-
sharing site.

Picture Tools
Home Share e Manage ~ 0
=n X cut ?‘ = U [ Mew item + ™ [ig open - BH selectal
| W] Copy path ‘\:j - \ -‘aEasyaccess' # Edit Select none
Copy  Paste  _ Mowe  Copy Delete Rename Mew Properties — . o .
[2] Paste shortcut. to ta - falder - 5 History 5% Invert selection
Clipbioard Organize Mew Open Seledt
@ + P . v ThisPC » Pictures » Camera Roll AN ) Search Carmera Rall »

I b Desktop 2

& | Docurments
b b Music
4 2| Pictures 1

I J) Camera Roll hollywood picture 000 picture001 picture002 picture003

o Carli's Wedding
|\ Dungeness 21
I 0 Pictures
1 Puhlic Pictures
1 Yosemnite 2011
3 videos
Iy Local Disk (C2)
A oy HP w1630 (D3
. FilesfarNancy
& Laptaps 2013
. Music

o Pictures

)

)
bl
)

3

5 items B=

Figure 14-2

w= Video app: Takes you to the Windows Store (see
Figure 14-3), where you can find TV shows and
movies to buy and play on your computer or tablet.

w= Camera app: Allows anybody who has a computer

with a built-in or external camera or webcam to take

photos and record videos.
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ﬁ Signed in

2 Xbox video

spotlight

Explore Xbox Video Beware the Batman Xbox SmartGlass The Wire Complete...

Figure 14-3

Buy UVideo Content at the Windows Store

1. The Windows Store offers a wonderful selection of con-
tent that you can buy or rent and play on your computer.
Purchasing video involves making your selection and
providing payment information to make your purchase.
To shop for video, you use the Video app, which you
access through a tile on the Start screen. Click the Video
app tile to get started.

2. Click a featured title in the Windows Store or click the
Movies or TV Store link above the featured listings and
choose a category of movie to locate the one you want
and then click on it.
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3. Click the Buy button shown in Figure 14-4. (If you
wanted to rent the movie, you'd click the Rent button at
this point.) Depending on whether you're signed into your
Microsoft account, you may be prompted to enter your
password and asked whether you want to be asked for
your password whenever you make a purchase; click Next.

4. In the screen that appears (see Figure 14-5), if you
haven’t provided payment information to Microsoft
before, click Change Payment Options and add a credit
card. Click Next. If you're renting, you may be asked to
choose a viewing option, such as HD or SD, download or
streaming, and click Next.

5. Click the Confirm button. In the screen that appears, click
Done; your purchase downloads to your Video library.

Click to buy a movie

© Mud (+Bonus)

movie details cast

. 4 MOVIE+ @ Bulsl' GPEE @ Play trailer EE;L;\Ilichols
DL e e ad " BONUS

2013, Action/Adventure, Drama, Lionsgate,
PG-13, 2 hr 14 min

Actors

Jacob Lofland

Including bonus featurette "Southern _

Character: The Cast of Mud. MUD is a Matthew McConaughey
timeless adventure about two boys, Ellis

and his best friend Neckbone, who find a Reese Witherspoon
mysterious man named Mud
(McConaughey) hiding out on a deserted
island in the Mississippi. Mud tells the boys
fantastic stories about his life, including
how he killed a man in Texas and that Tye Sheridan
vengeful bounty hunters are coming to get

him. He says he is planning to meet and

escape with the love of his life, Juniper

(Witherspoon), who is waiting for him in

town. Skeptical but intrigued, Ellis and

Neckbone agree to help him. But it isn't

long until Mud's tall tales come to life, and

their small town is besieged by bounty

hunters out for blood.

Sam Shepard

Figure 14-4
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Add credit card info

Bu $13.99 plus tax

=
& MOVIE+
BONUS Allegra Clarkson

WSA Visa: ****9543

Expires on: 10/16

Change Payment Options

Sorry, you don't have enough points for this. Add points to your account while on
your Xbox 360 console or on Xbox.com. More.

To pay using your credit card, select Confirm.

This transaction is subject to the Xbox LIVE Terms of Use. You will be charged at
this time. No Refunds. The content might not be available for re-download in the
future.

Mud (+Bonus)

2013

Rating: PG-12

Audio: English

5D Download and Stream

1.50 GB

Figure 14-5

the video on the Start screen. When the Search results

@ To find videos you want, just start typing the name of
appear, click the video to view more details or buy it.

Play Movies with Windows Media Player

1. From the Start screen, begin typing Windows Media
Player. Click the app name in the results that appear. If
this is your first time using the player, you may be
prompted to select Recommended settings.

2. Click the Maximize button in the resulting Media Player
window. (Maximize is in the upper-right corner of the
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window, next to the X-shaped Close button, represented
by a square icon.)

3. Click Videos in the navigation pane to the left.

4. In the window listing video files, double-click the movie
you want to play (as shown in Figure 14-6).

[l Windows Media Player - a
—

@U » Library » Videos » Al Videos Play Bumn e
Organize =  Strearn = Create playlist = B + [search R 'lﬂ'
Title Length Release year Genre Actors Rating Size Parental rating
Ep Mancy Andersan ~

(el Playlists
4 JJ Music
0, Artist
. | Beech-Nut Baby Food, |} | General Foods: Grawvy
(© Album 19505 (drmbb05324) - ... Train Dog Food, 1960..
(&) Genre 59 zeconds 59 seconds
(=] Pictures
> & D
[ Other Libraries
My Wifes Relations -
| Hasbroi Weebles Tree . .
House, 19705 (drmbba... bt/ favery: ke
30 g 22 rinutes
seconds 1022
Puost: Crispy Critters | wideoQ0
Cereal, 19605 (dmbhbd... 6 secands
28 seconds Unrated
P — v
- — )
LY &) (ies |@| rel) b —& ) ==y

Double<lick a video to play it
Figure 14-6

5. Use the tools at the bottom of the screen shown in
Figure 14-7 to do the following (if they disappear dur-
ing playback, just move your mouse or tap your touch
screen, if you have one, to display them again):
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¢ Adjust the volume of any soundtrack by clicking
and dragging the slider left (to make it softer) or
right (to make it louder). Click the megaphone-
shaped volume icon to mute the sound (and click
it again to turn the sound back on).

¢ Pause the playback by clicking the round Play/
Pause button in the center of the toolbar.

e Stop the playback by clicking the square-shaped
Stop button to the left of the Pause/Play button.

e Skip to the next or previous segment of the
movie by clicking the arrow buttons to the left or
right of the Pause button.

Move to next or previous segment

"¢ o i ki 0 —@

Play/Pause

Drag to adjust volume
Figure 14-7

6. Click the Close button to close Media Player.

tent. Just click the Video tile on the Start screen,
locate the video in the My Videos section, scroll

to the left, and click to play it. The playback controls
are almost identical to those discussed for Windows
Media Player. This also works in playing movie trail-
ers when you have a video selection’s details
displayed.

@ You can also use the Video app to play video con-
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Upload Photos from Your Digital Camera

Uploading photos from a camera to your computer is a simple pro-
cess, but it helps to understand what'’s involved. (This is similar to the
process you can use to upload movies from a camcorder — in both
cases, check your manual for details.) Here are some highlights:

w= Making the connection: Uploading photos from a
digital camera to a computer requires that you con-
nect the camera to a USB port on your computer
using a USB cable that typically comes with the cam-
era. Power on the camera or change its setting to a
playback mode as instructed by your user’s manual.

w= Installing software: Digital cameras also typically
come with software that makes uploading photos to
your computer easy. Install the software and then fol-
low the easy-to-use instructions to upload photos. If
you're missing such software, you can simply connect
your camera to your computer and use File Explorer
to locate the camera device on your computer and
copy and paste photo files into a folder on your hard
drive. (Chapter 11 tells you how to use File Explorer.)

w= Printing straight from the camera: Digital cameras
save photos onto a memory card, and many printers
include a slot where you can insert the memory card
from the camera and print directly from it without
having to first upload pictures. Some cameras also
connect directly to printers. However, if you want to
keep a copy of the photo and clear up space in your
camera’s memory, you should upload the photos to
your computer or an external storage medium such
as a DVD or USB stick even if you can print without
uploading.
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Take Pictures and Uideos with
the Windows 8.1 Camera App

240

1. The Camera app was new with Windows 8. If your laptop
has a camera (in the case of a computer, what you have
may be a webcam), you can use the Camera app features
to take both still photos and videos. Click the Camera
app tile on the Start screen.

2. Aim your laptop towards your subject matter and click the
Camera button (see Figure 14-8). The photo is captured.

” .

lf.' i "
J.
\ (O BE—— Camera

Figure 14-8

3. Click the Video button to record a video.

4. Click the Video button again to stop recording.

When you take a photo, you can right-click on the pic-

@ ture. Buttons then appear that you can use to open the
picture in an app such as windows Photo Viewer or
delete it. If you take multiple pictures, use the arrows
that appear when you move your mouse to the sides
of the screen to scroll through the photos.

To adjust photo resolution or make settings for audio

@ recordings when you're recording a video, right-click
and then click the Exposure button to use a slider to
adjust exposure brightness.
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View a Digital Image in the Photos App

1. To peruse your photos and open them in the Photos app,
click the Photos tile on the Start screen.

2. In the Photos app, double-click a photo library to display
files within it. Double-click a photo to view it.

¢ You can then right-click the photo and use the tools
shown in Figure 14-9 to do any of the following:

e

Delete

Slide show

Figure 14-9

e The Delete button deletes the selected image.

e Click the Open With button to use another pro-
gram, such as Paint, to edit the photo.
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e Click the Set As button to set the image as your
lock screen image, the image background for the
Photos app tile, or as an app background.

e Click the Slide Show button to run a slide show (a
topic covered later in this chapter).

e Use the Rotate button to rotate the image 90
degrees at a time.

e Use the Crop button to display handles you can
drag to crop to a portion of the Image.

e Click the Edit button to make changes to the photo.

You can also press Win+I and then click the Options link to choose
whether to shuffle photos on the Photos tile or not (see Figure 14-10).

(© Options

Shuffle photas on the Photos tile
on ~€—Turn
shuffle
on
here

-, ‘-J"l‘ SV Ay

Figure 14-10
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Share a Photo

1. Click the Photos app tile on the Start screen. Locate a
photo you want to share and then press Win+C.

2. Click the Share charm (see Figure 14-11) for more shar-
ing options in Photos. Click Mail.

Click for sharing options

il . Tuesday
il 94,] July 30

Figure 14-11

3. In the e-mail form that appears (see Figure 14-12), enter
an e-mail address or addresses, subject, and a message.

4. Click the Send button. An e-mail is sent from your
default e-mail with your photo attached.
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© Mail

<l Nancy Muir Boysen

page7@live.com
To

majorhuggins@outlook.com

Willow

Just adopted him. Isn’t he a beaut?

Sent from Windows Mail

Figure 14-12

SkyDrive link, if available, rather than Mail to
upload it to your SkyDrive account and share it
with the recipient. See Chapter 18 for more about
using the SkyDrive file-sharing service.

@ If your photo is large, consider clicking the

Run a Slide Show in Photos

1. You can use Photos to play a slide show, which contin-
ues until you stop it. Click the Photos tile on the Start
screen and click a photo album or library to open it.

2. Right-click and click the Slide Show button shown in
Figure 14-13.
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® & ® @

Delete Open witl

Slide show

Click to start a slide show
Figure 14-13

3. Click anywhere on the screen to stop the slide show.

Watch Movies Online

If you have an Internet connection, you can watch movies on your
laptop using an online video sharing service such as YouTube or any
of several free or paid movie sites such as Netflix and Hulu.

When you watch movies online, you're using a technology called
streaming. The movie isn't downloaded to your laptop; rather, bits of
the video are streamed to your computer over your Internet connec-
tion. When you play a trailer in the Video app, you are also stream-
ing video.
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246

The plus side of video streaming is that you can watch videos — many
of which are free — without overloading your laptop’s memory. The
negative side is that, depending on your Internet connection, stream-
ing can be less than smooth than playing a movie from a DVD. If
you've tried watching a video online and gotten a message that the
video is buffering (assembling content to show you), you know what

I mean.

Try out YouTube (www.youtube.com) and Hulu (www.hulu.com)
as a starting point. YouTube content is contributed by companies and
people who want to share their shorter video clips, from the guy next
door to movie studios and news stations. Hulu offers many movies
and TV shows for free, or you can get a paid subscription to access
more content. Either service will give you a taste of how well your con-
nection will deliver video to your laptop. Just go to their websites, use
the search feature to find a video, and then double-click a video to

play it.

video content to its Amazon Prime membership. If
you pay the yearly fee for Amazon Prime ($79 as of
this writing), it gives you unlimited second-day free
shipping on anything you buy on the site and free
video content. If you buy much at all each year from
the online retailer, this works out to be a great deal.

@ Amazon.com recently added a lot of free instant


http://www.youtube.com
http://www.hulu.com

Playing Music
in Windows 8.1

Music is the universal language, and your
laptop opens up many opportunities for

appreciating it. Your laptop makes it possible
for you to listen to your favorite music, down-
load music from the Internet, play audio CDs
and DVDs, and organize your music by creat-
ing playlists. You can also save (or burn, in
computer lingo) music tracks to a CD/DVD or
portable music device such as the hugely popu-
lar iPod.

With a sound card installed and speakers
attached, you can set up your speakers and
adjust volume, and then use Windows media
programs to play music, manage your music
library, burn tracks to a CD/DVD and use the
Music app to buy music.

Set Up Speakers

1. Attach speakers to your laptop by plug-
ging them into the appropriate connection
(often labeled with a little megaphone or
speaker symbol) on your CPU, laptop,

Or monitor.

| “*opter

19

Getready to...
w> Set Up Speakers................ 247

w= Adjust System Volume ....... 249

w=> Make Settings for

Ripping Music .................. 251
w= Find Music with Windows 8.1's

Integrated Search.............. 254
w= Buy Music from the

Windows Store................. 256
w= Create a Playlist ............... 257

w= Burn Music to a CD/DVD....259
w= Sync with a Music Device ...261

w= Play Music with Windows
Media Player.................... 262
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2. From the Desktop, press Win+I, and then click Control
Panel in the top of the Settings panel.

3. Click Hardware and Sound; then click the Manage Audio
Devices link (under the Sound category).

4. In the resulting Sound dialog box (see Figure 15-1),
double-click the Speakers item and then click the
Properties button.

Playback | Recording | Sounds | Communications|

Select a playback device below to modify its settings:

Speakers
. High Definition Audia Device < ClICk fhiS item...

Default Device

Set Defautt [ then click Properties

| oK || Cancel | Apply

igure 15-1

5. In the resulting Speakers Properties dialog box, click the
Levels tab, shown in Figure 15-2, and then use the
Speakers/Headphone slider to adjust the speaker volume.
Note: If you see a small red X on the speaker button, click
it to activate the speakers.

6. Click the Balance button. In the resulting Balance dialog
box, use the L(eft) and R(ight) sliders to adjust the bal-
ance of sounds between the two speakers.
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al Speakers Properties x|

General | Levels | Erhancements | Advanced

SpeakersfHeadphone

2 22 Balance

Click and drag the slider

Figure 15-2

7. Click OK three times to close all the open dialog boxes
and save the new settings.

calls, check out the Communications tab of the
Sound dialog box. Here you can make a setting to
have Windows automatically adjust sounds to mini-
mize background noise.

@ If you use your laptop to make or receive phone

Adjust System Volume

1. You can set the master system volume for your laptop
to be louder or softer. From the Control Panel, click
Hardware and Sound.

2. Click the Adjust System Volume link under Sound to dis-
play the Volume Mixer dialog box (shown in Figure 15-3).
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Device Applications

a L]

Speakers Systern Sounds

Move the sliders to adjust volume
Figure 15-3

3. Make any of the following settings:

e Move the Device slider to adjust the system’s
speaker volume up and down.

e For sounds played by Windows, such as a sound
when you close an application (called system
sounds), adjust the volume by moving the System
Sounds slider.

¢ To mute either the main or application volume,
click the speaker icon beneath either slider so that
a red circle with a slash through indicating “no”
appears.

4. Click the Close button twice.

ume of your default sound device. Click the Volume

@ Here's a handy shortcut for quickly adjusting the vol-
button (which looks like a little gray speaker) in the
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notification area on the right side of the taskbar. To
adjust the volume, use the slider on the Volume pop-
up that appears, or click the Mute Speakers button to
turn off sounds temporarily.

Today, many laptop keyboards include volume con-
trols and a mute button to control sounds from your
computer. Some even include buttons to play, pause,
and stop audio playback. Having these buttons and
other controls at your fingertips can be worth a little
extra in the price of your keyboard.

If you're using your laptop in a public place such as
an Internet café and want to listen to music as you
work, consider carrying a set of lightweight head-
phones with you and attach them to your laptop
using the round headphone port. You can play your
music or audio book as loud as you like and not dis-
turb those around you.

Make Settings for Ripping Music

1. If your laptop has a CD/DVD drive and you place a CD/
DVD in that drive, Windows Media Player will ask if you
want to rip the music from the disc to your laptop. Doing
so stores all the tracks on your laptop. To control how
ripping works, begin clicking the All Apps button on the
Start screen and locating and clicking Windows Media
Player in the list of apps. Click the Organize button and
choose Options.

2. Click the Rip Music tab to display it.

3. In the Options dialog box (see Figure 15-4), you can
make the following settings:
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Click to change where music is stored

Options “
Library Plug-inz Frivacy Security etwork
Flayer Rip Music Devices Bumn Perfgmance

& Specify where music is stored and change rip settings,

v
Rip music ko this lacation
CiiUsersiapape_0004Music
File Mame. ..
Rip settings
Farmat:
Windows Media Audio v
[ Copy pratect music Learn shouk copy protection

[CIRip CO automatically

[CEject O after ripping

Audio guality:
Smallest Eest
Size Quality

Uses about 56 ME per CD {128 Kbps).

1] 3 Cancel Apply Help

Figure 15-4

¢ Click the Change button to change the location
where ripped music is stored; the default location
is your Music folder.

e (Click the File Name button to choose the informa-
tion to include in the filenames for music that is
ripped to your laptop (see Figure 15-5).

e Choose the audio format to use by clicking the
Format drop-down list on the Rip Music tab.

e Many audio files are copyright protected. If you
have permission to copy and distribute the music,
you may not want to choose the Copy Protect
Music check box; however, if you're downloading
music you paid for and therefore should not give
away copies of, you should ethically choose to
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copy-protect music so that Windows prompts you
or others using your laptop to download media
rights or purchase another copy of the music when
you copy it to another location.

Check to select which info
is included in filenames

Set file naming convention to use when ripping music,
%

Options

Select the details you want to include in file narmes.
Click Mowve Up or Move Down to arrange the detail order,

towe Up
] &lbum
Track number
Song title
[] Genre
[] Bit rate

Separator: | (Space)

Previews:
01 Sample Song Mame Mhda

Cancel

Figure 15-5

e If you don’t want to be prompted to rip music
from CD/DVDs you insert in your drive, but
instead want all music ripped automatically, select
the Rip CD Automatically check box.

e [f you want the CD/DVD to eject automatically
after ripping is complete, select the Eject CD after
Ripping check box.

4. When you finish making settings, click the OK button to
save them and close the Options dialog box.
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5. When you insert an audio CD/DVD in your internal or
external drive if you haven't selected the Rip CD auto-
matically option in the Options dialog box, Windows
Media Player asks if you want to rip that music. Click Yes
and the music is ripped into your Music library.

Use the Audio Quality slider to adjust the quality of

@ the ripped music. The smallest size file will save
space on your laptop by compressing the file, but
this causes a loss of audio quality. The Best Quality
provides optimum sound, but these files can be
rather large. The choice is yours based on your tastes
and your computer’s capacity!

consider buying your music online and downloading
it to your computer. With services such as Amazon.
com’s Cloud Player or Apple’s iTunes, any music you
buy can be stored online so you can play it from any
computing device. See the task “Buy Music from the
Windows Store” for more details about buying music
online.

@ If you don't have a CD/DVD drive in your laptop,

Find Music with Windows 8.1’s Integrated Search

1. Windows 8.1's integrated search feature provides a great
way to search for new music. From the Start screen, begin
to type an artist name or song title.

2. In the search results, you can press Enter to see a variety
of information about the search topic that may include
images, articles, and music, or click a result such as “Lady
Gaga songs” to narrow your search. Results appear as
shown in Figure 15-6.
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(®© Results for "lady gaga” 2

Songs

Mar 28, 1986 (age 27) - New @ Poker Face

York
Bom @ Just Dance (feat. Colb...
@ Paparazzi

@ Lovegame
Play top songs _
Xbaox Music Eh, Eh (Nothing Else ...
Re_:éT_ about ctall requirec @ Starstruck (feat. Space...
Kpedia (Install requirea

Pop

Lady Gaga

Figure 15-6

3. Scroll to the far right and click an album or song in the
Windows Store results to view more details about tracks
and artist, to play it using the Music app player, or to
buy it (see Figure 15-7). Note that some results may
take you to YouTube, an artist’'s web site, or sights such
as MTV.

The Music app lets you search the Windows Store for
music selections you can buy.
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..

S s 4 Stone Free
results for Jlml ?“ ,“f’ . Experience Hendrix: The Best Of Jimi Hendrix by The Jimi He...

Electric Ladyland

The Jimi Hendrix Experience, 1967, Rock, Legacy Recordings

1:02

Still Raining, Still Dreaming
425

@ Preview House Burning Down

4:33
@ Buy album

All Along The Watcht... @ @
Explore artist 4:01 Preview Buy song

Voodoo Child (Slight Return)
5:13

Get unlimited music with

Xbox Music Pass!

5‘ Bold As Love

Expe ce Hendrix: The

Figure 15-7

Buy Music from the Windows Store

1. Purchasing music involves making your selection and
providing payment information to make your purchase.
Click the Music app tile on the Start screen. Click on a
music selection to display details about it, and then click
the Shopping Cart button. Depending on whether you're
signed into your Microsoft account, you may be
prompted to enter your password and asked whether you
want to be asked for your password whenever you make
a purchase. Click Next.

2. In the screen that appears (see Figure 15-8), if you haven't
provided payment information to Microsoft before, click
Change Payment Options and add a credit card.
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3. Click the Confirm button. In the screen that appears,
click Done. Your purchase downloads.

_

(e Confirm Purchase

Buy $9.99 plus tax
Allegra Clarkson

VISA visa: #2130

Expires on: 10/17

Change Payment Options Use Microsoft Points

This transaction is subject to the Xbox LIVE Terms of Use. You will be charged at
this time. No Refunds.
Robert Johnson

The Complete Recordings (41
Tracks)

41 songs

1990

Albums (25)

Figure 15-8

Create a Playlist

1. A playlist is a saved set of music tracks you can create
yourself — like a personal music album. From the Start
screen, begin to type Windows Media Player and then
click the Windows Media Player app when it appears in
the results.

2. Click a Library in the Navigation pane on the left and
then click the Create Playlist button. A new playlist
appears in the Navigation pane. Type a name for the
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playlist, and then click anywhere outside the playlist to
save the name.

3. Click a category (for example, Music) to display libraries,
and then click a library in the left pane; the library con-
tents appear (see Figure 15-9). Click an item and then
drag it to the new playlist in the Navigation pane. Repeat
this step to locate additional titles to add to the playlist.

Click a library

o Windows Media Player -9
@\_,/ b Library b Music b Atist b Play Burn
Organize =  Strearn v Creste playlist = AR r— P+ @ [ sevelist
Alburn artist Count Length Rating
Bl Mancy Muir & Unsaved list
4 (k| Playlists b
& Hame e Neoifemo
Jalv F ) Ewian MacGregar . Ewan !
[l July Farvorites 1 Song MacGregor/Micole K.,
4 J2 Music 2 minutes 15ong
3 star average 4 miinutes Ewan MacGregor/Micole Kidman | Unsaved fist
&) Blbum
&) Genre
= Videos
|| Pictures Exile Drag items here
1 SD_”H to create a playlist
3 minutes
[ Other Libraries 3 star average or
[ Lee (allegra-pc) Play farvorites
> [ Allegra (allegra-pc) from "All music',
Foster The Peaple Fugazi
2 Songs 15ong
8 minutes 2 minutes
3 star average 3 star average
Fugees
2 Zongs
8 minutes
3 star average
G
o 0 iterns
@ 0O ] \.@j i W —& I Update complete

Figure 15-9

4. To play a playlist, click it in the Library pane and then
click the Play button at the bottom of the screen.

5. You can organize playlists by clicking the Organize button
(see Figure 15-10) and then choosing Sort By. In the
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submenu that appears, sort by features such as title, artist,
or release date.

Click here

and then here

@ W Librad » Playlists » Gym Music Play Bum Toc
Qrganize »|  Stregn » » B= v [search o | @ 2 sartsymnc Clearlist mah g
Manage libratigs 2 Length  Confributing artist
Anply media rrnation changes -. LY 654
I o
Sort by v s Title «_4 = )
Customize navigation pane.., Alburn artist o 13.3 GB free of 14.9 GB
Layout 3 Al
Options.. Release date Syne list
i Date taken Chango - Oza Matli 428 |~
& Wideas 3 sl Rating Eva - Ozo Matli 3:00
=l Pictures Ci i File name | Grieve - Peter Gabriel 210
4 [, HP 185w ] e Seven Below - Phish 231
& Sync status L T Seven Below - Phish g31
3 Music WalLuleley ) Mock Song - Phish 429
= Widens sl Mack Sang - Phish 429
|=] Pictures o Fasc!nat!on S Learning to Fly - Pink Floyd 527
0 el Siadk Wish You Were Here - Fink Floyd 449
¥ Other Libraries gj zllc:;r:_soor\zzw Hey You - Pink Floyd 438
Finally Mowving - Pretty Lights 438
1] L3 Anather One Bites The Dust 3135
() 7 Creep - Radiohead 355
(LD QRS Trouble - Fay Lahiontagne 203
W1 Sip Gila Copter - Revalting Cocks 6:02
13 Under Pressure - {wit.. " v
v o pedfGhrr) » —o—) =

Figure 15-10

You can also right-click a playlist in the Library pane
and choose Play to play it or choose Delete to delete
the list, although the original tracks that were added
to the list still exist.

Burn Music to a CD/DVD

1. Saving music files to a storage medium such as a CD or
DVD is referred to as burning. You might burn music to a
disc so you can take it to a party or another computer
location. If your laptop has a CD/DVD drive, insert a
blank CD or DVD suitable for storing audio files in
your drive.
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2. Open Windows Media Player, click the Burn tab, and
then click one or more songs, albums, or playlists in the
middle of the screen and drag them to the Burn pane on
the right (see Figure 15-11).

o]

Windows Media Player

@U v Library » Music b Artist »

Organize *  Strearn »  Create playlist =

Album artist
a || Playlists

[kl Home

[l July Favorites G

Play Burn

a3 [ 5earch
Count Length Rating

3 star average

a I Music
H, Artist
() Alburm
& Genre
B Wideas
=) Pictures

[ Other Libraries
[ Lee (allegra-pc)

> [ Allegra tallegra-pc) .
¥

Jimi Hendrix Experience The Jimi Hendrix
1Song
2 rninutes

3 star average

Experience
2 Songs
9 minutes

Gaelic Storm The Golden Palominos
15ong 2 Zongs

9 minutes 3 rinutes

1 star average 3 star average

yel "n@ @) Startburn Clear list

€D Drive (D:)
_—: ﬁ Audio CD

= - L
- J’V Insert a blank CD

~

Fugazi
Current Disc
O ‘aiting Room

53

=+ Add to Burn list

Figure 15-11

Songs placed in the Burn pane

3. Click Start Burn in the right side of the screen. Windows
Media Player begins to burn the items to the disc. The
Status column for the first song title reads Writing to
Disc and changes to Complete when the track is copied.

4. When the burn is complete, your disc is ejected (although
you can change this option by clicking the Burn Options
button (a small button on the top right of the Burn tab)
and choosing Eject Disc After Burning to deselect it).

sharing services and then copy them to CD/DVD and

@ If you swap music online through various music-

pass them around to your friends, always do a virus
check on the files before handing them off. Also, be
sure you have the legal right to download and swap
that music with others.
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@ Note that optical discs come in different types, includ-

ing CD-R (readable), CD-RW(read/writable), DVD+,
DVD-, and DVD+/-. You must be sure your optical
drive is compatible with the disc type you're using or
you can’t burn the disc successfully. Check your laptop
user manual or the manufacturer’s site to see what disc
format it takes and check the disc packaging for the
format before you buy!

Sync with a Music Device

1. If you have a portable music player, you can sync it to
your laptop to transfer music files to it. Connect a device
to your laptop and open Windows Media Player.

2. Click the Sync tab; a Device Setup dialog box appears
(see Figure 15-12).

ol Windows Media Player - Device Setup
a Device Setup
Major's Music (3.6 GB) Configure Sync

MName ywour device:

Major's Music

When you click Finish, your device will be updated to mirror your Windows hMedia Player librany, In
the future, the device will be updated whenewver you connect it to your computer,

What are my options with sync?

< Back Cancel

Figure 15-12
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3. Name the device and click Finish. The device is now
synced with Windows Media Player and will be automat-
ically updated whenever you connect it to your laptop.

tab displayed, simply drag items to the right pane. If
your device is connected, or the next time you connect
it, the items are copied onto the device automatically.

If you want to be sure that the sync is progressing,
click the Sync Options button (it's on the far right of

the top of the Sync tab and looks like a little box with
a check mark in it) and choose View Sync Status.

@ To add items to be synced to a device, with the Sync

Play Music with Windows Media Player

1. Open Windows Media Player clicking the All Apps but-
ton on the Start screen, and then scrolling to the right
and then clicking Windows Media Player in the list of
apps that appears.

2. Click the Library button and then double-click Music or
Playlists to display a library like the one shown in Figure
15-13. Double-click an album or playlist to open it; the
song titles are displayed in the right pane.

3. Use the buttons on the bottom of the Player window (as
shown in Figure 15-14) to do the following:

e Click a track, and then click the Play button to
play it. When a song is playing, this button
changes to the Pause button.

¢ Click the Stop button to stop playback.

e Click the Next or Previous button to move to the
next or previous track in an album or playlist.
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e Use the Mute and Volume controls to pump the
sound up or down without having to modify the

Windows volume settings.

Click a library

Chapter 15: Playing Music in Windows 8.1

® Windows Media Player -a
@U v Library » Music » Artist » Play Burn Sync
Organize > Stream w  Create playlist = g -~ [ Search P | @ [ Savelist P~ =@
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B Mancy Muir Py Unsaved list
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[¢] Hame
o Ewan MacGregor Ewan I
[ R Foeies 1 3Song hMacGregor/Micole Ki...
a7 Music 3 minutes 1 Song
5, Artist 3 star average d minutes Ewan MacGregor/Micole Kidman i Unsaved fist Y
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) Genre
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i gaing to create a playlist
. 3 minutes
[ Other Libraries 3 star average a
Lﬁ" Lee (sllegra-pc) Play fawvorites
> [f Allegrs Gallegra-pe) fram '8l music'.
3
Foster The People Fugazi
? Songs 1 Song
B rminutes 2 minutes
3 star average 3 star average
Fugees
2 Songs
B rminutes
3 star average
G
v Oitemns
L G] (i ] —S , Update complete =1
P p
L { i

Figure 15-13
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Shuffle List
Figure 15-14

Stop

Previous Next Volume
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Tired of the order in which your tracks play? You can
@ use the List Options button (the button looks like a
box with a down arrow near the top on the far right
on the Play pane) and choose Shuffle List to have
Windows Media Player move around the tracks on
your album randomly. Click this button again (it
sports wavy arrows) to turn the shuffle feature off.

and Previous buttons, you can double-click a track in
the track list in the Media Player window. This can be
much quicker if you want to jump several tracks
ahead or behind of the currently playing track.

@ To jump to another track, rather than using the Next
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Understanding
Internet Basics

M any people buy a laptop mainly to tap
into the wonderful opportunities the
Internet offers. You can use the Internet to
check stock quotes, play interactive games with
others, and file your taxes, for example. For
seniors especially, the Internet can provide
wonderful ways to keep in touch with family
and friends located around the country or on
the other side of the world via e-mail, video
phone calls, or instant messaging. You can
share photos of your grandchildren or connect
with others who share your hobbies or
interests.

But before you begin all those wonderful activ-
ities, it helps to understand some basics about
the Internet and how it works.

This chapter helps you to understand what the
Internet and World Wide Web are, as well as
providing some basics about connecting to the
Internet and navigating it.

| “*opter
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Understand What the Internet Is

268

The Internet, links, the web . . . people and the media bounce around
many online-related terms these days, and folks sometimes use them
incorrectly. Your first step in getting familiar with the Internet is to
understand what some of these terms mean.

Here's a list of common Internet-related terms:

w= The Internet is a large network of computers that con-
tains information and technology tools that can be
accessed by anybody with an Internet connection.
(See the next task for information about Internet
connections.)

w= Residing on that network of computers is a huge set
of documents, which form the World Wide Web, usu-
ally referred to as just the web.

w= The web includes websites, which are made up of col-
lections of web pages, just as a book is made up of
chapters that contain individual pages. Websites can
be informational and/or host communication tools
such as chats or discussion boards that allow people to
“talk” via text messages. They may also provide
entrance to an online retail business where you can
shop, or allow you to share files with others or use
software applications without having to install them
on your computer.

w= You can buy, bid for, or sell a wide variety of items
in an entire online marketplace referred to as the
world of e-commerce.

w= To get around online, you use a software program
called a browser. There are many browsers available,
and they're free. Internet Explorer is Microsoft’s
browser; others include Mozilla Firefox, Google
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Chrome, and Opera. Browsers offer tools to help you
navigate from website to website and from one web
page to another.

w= When you open a website, you might see colored
text or graphics that represent hyperlinks, also referred
to as links. You can click links using your mouse to
move from place to place within a web page, on a
website, or between web documents. Figure 16-1
shows some hyperlinks indicated by highlighted text
(such as Start Searching Apps) or graphics (such as
the Music and Games buttons).

Examples of hyperlinks

What apps do we have?

Want to know exactly what apps we have in the Windows Store? Search our current
catalog of apps.

Start searching apps <

jom

Right out of the box, Windows & comes with apps to do all the basics and a lot E
more. There are apps to stay in touch, save your files to the cloud, and keep track of

your photos and videos in new and easy ways.
SkyDrive

Learn more l
i Bing

Figure 16-1
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text. A text link is identifiable by colored text, and it’s
usually underlined. After you click a link, it usually
changes color to show that you've followed the link.

E ; A link can be a graphic (such as a company logo) or

Explore Different Types of Internet Connections

Before you can connect to the Internet for the first time, you have to
have certain hardware in place and choose your Internet service provider
(also referred to as an ISP or simply a provider). An ISP is a company
that owns dedicated computers (called servers) that you use to access
the Internet. ISPs charge a monthly fee for this service.

In the past, you could sign up with an ISP such as Microsoft's MSN to
get dial-up access (that is, access via your regular phone line) to the
Internet. Today, many people pay to access the Internet through their
telephone or cable-television provider, whose connections are much
faster than a dial-up connection.

You can choose the type of connection you want to use to go online.
Depending on the type of connection you want, you'll go to a differ-
ent company for the service. For example, a DSL connection might
come through your phone company, whereas a cable connection is
available through your cable-TV company.

Wireless connections provide a convenient and sometimes free way to
go online when you travel with your laptop. You can use them for free
at Wi-Fi hotspots such as an Internet cafe, or you can subscribe to a
wireless network so that you can pick up Wi-Fi signals as you roam.

nection from a 3G or 4G-enabled cellphone if they
are out of range of a network, although this usually
involves paying an additional fee to your cellphone
company for a personal hotspot.

@ Some laptops and tablet devices can pick up a con-

Not every type of connection is necessarily available in every area, so
check with phone, cable, and small Internet providers in your town to
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find out your options and costs. (Some offer discounts to AARP mem-
bers, for example.)

Here are the most common types of connections:

w= Dial-up connections: With a dial-up connection,
you plug your laptop into a phone line at home or
at a hotel room or friend’s house to connect to the
Internet, entering a phone number that’s provided
by your ISP. This is the slowest connection method,
but it’s relatively inexpensive. Your dial-up Internet
provider will give you local access numbers, which you
use to go online. Using these local access numbers,
you won't incur long distance charges for your con-
nection. However, with this type of connection, you
can’t use a phone line for phone calls while you're
connected to the Internet, so it's no longer a very
popular way to connect.

w= Digital Subscriber Line: DSL also uses a phone line,
but your phone is available to you to make calls
even when you're connected to the Internet. DSL is a
form of broadband communication, which may use
phone lines and fiber-optic cables for transmission.
You have to subscribe to a broadband service (check
with your phone company) and pay a monthly fee
for access.

w= Cable: You can go through your local cable company
to get your Internet service via the cable that brings
your TV programming rather than your phone line.
This is another type of broadband service, and it’s
also faster than a dial-up connection. Check with
your cable company for monthly fees.

w= Satellite: Especially in rural areas, satellite Internet
providers may be your only option. This requires that
you install a satellite dish. BlueDish and Comcast are
two providers of satellite connections to check into.
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w= Wireless hotspots: If you take a wireless-enabled
laptop computer with you on a trip, you can piggy-
back on a connection somebody else has made. You
will find wireless hotspots in many public places,
such as airports, cafes, and hotels. If you're in range
of such a hotspot, your laptop usually finds the con-
nection automatically, making Internet service avail-
able to you for free or for a fee. You may need to ask
the folks at the hotspot for a password to log in.

Internet connections have different speeds that depend partially on
your laptop’s capabilities and partially on the connection you get from
your provider. Before you choose a provider, it's important to under-

stand how faster connection speeds can benefit you:

w= Faster speeds allow you to send data faster (for
example, to upload a photo to a photo sharing site).
In addition, web pages and images display faster.

m= Dial-up connection speeds run at the low end, about
56 kilobits per second, or Kbps. Most broadband
connections today are around 500 to 600 Kbps. If
you have a slower connection, a file might take min-
utes to upload (for example, a file you're attaching to
an e-mail). This same operation might take only sec-
onds at a higher speed.

Depending on your type of connection, you'll need different

hardware:

w= A broadband connection uses an Ethernet cable and a
modem, which your provider should make available,
as well as a connection to your phone or cable line.

w= Some laptops come with a built-in modem for dial-
up connections (though these are being left out
more and more as people move to wireless connec-
tions) or are enabled for wireless service. If you
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choose a broadband connection, your phone or
cable company provides you with an external
modem and wireless router (usually for a price).
Remember, however, that you can’t use this connec-
tion when you travel with your laptop.

w= [f you have a laptop that doesn’t have a built-in wire-
less modem, you can add this hardware by buying a
wireless CardBus adapter PC card at any office sup-
ply or computer store. This card enables a laptop to
pick up wireless signals.

Many providers offer free or low-cost setup when you
open a new account. If you're not technical by nature,

@ consider taking advantage of this when you sign up.

If you fly with your laptop, you may not be able to
connect to the Internet during the flight. Also, it's
important to remember that during takeoff and land-
ing, you'll be asked to turn off electronics so that
they don't interfere with air traffic communications.
Be alert to the announcement if you intend to use
your laptop on the plane. Some tablet computers and
smartphones come with an Airport setting that dis-
ables any disruptive communications while in flight.

Set Up an Internet Connection

1. The first step in going online is to set up a connection in
Windows so that you can access the Internet. From the
Desktop, press Win+I to display the Settings, and then
click Control Panel.

2. Click Network and Internet and in the resulting window,
click Network and Sharing Center.

3. In the resulting Network and Sharing Center window (see
Figure 16-2), click the Set Up a New Connection or
Network link.
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Network and Sharing Center

E—) - 1 E_E » Control Panel » MNetwork and Internet » Network and Sharing Center AN Search Control Panel

View your basic network information and set up connections
Control Panel Home

View your active networks
Change adapter settings

Change advanced sharing myqwestd779 Access type: Internet
settings Public netwark Connections: il Wi-Fi (myquest3779)

Change your networking settings

+ ﬁ. Set up a new connection or network
=

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

Troubleshoot problems

Diagnose and repair network problems, or get troubleshooting infermation.

See also
HomeGroup
Internet Options

Windows Firewall

Click here
Figure 16-2

4. In the Choose a Connection Option window, click Next to
accept the default option of creating a new Internet con-
nection. If you are already connected to the Internet, a
window appears; click Set Up A New Connection Anyway.

5. In the resulting dialog box, click your connection. (These
steps follow the selection of Broadband. Other options
could include Dial Up.)

6. In the resulting dialog box, as shown in Figure 16-3, enter
your username, password, and connection name (if you
want to assign one) and then click Connect. Windows
detects the connection automatically, and the Network
and Sharing Center appears with your connection listed.
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(===
@ ¢ty Connect to the Internet

Type the information from your Internet service provider (ISP)
User name: Julie)
Password: .............l

Show characters

Rermember this password
Connection name: Broadband Connection
') Allow other people to use this connection

This option allows anyone with access to this computer to use this connection,
Idon't have an ISP
Connect ] | Cancel

Figure 16-3

don't need to follow the preceding steps. Just pop
that DVD into your DVD-ROM drive, and in no time,
a window appears that gives you the steps to follow
to get set up.

@ In many cases, if you have a disc from your ISP, you

Compare Popular Browsers

A browser is a program that you use to navigate around the Internet.
Popular browsers include Internet Explorer from Microsoft, Firefox
from Mozilla, Opera from Opera Software, Chrome from Google, and
Safari from Apple.

Most browsers have similar features and all are free. Internet Explorer
is preinstalled on Windows-based laptops, but you can download any
browser by going to its associated website (see Chapter 17 for more
about browsing to websites). You can install and use multiple brows-
ers if you like. Here are some features to consider when choosing a
browser:
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w= Safety features: Browsing the web can be dangerous;
certain sites will attempt to download dangerous
programs such as viruses to your computer. Even if
you have an antivirus program installed on your
computer, choose a browser with robust security and
privacy features. An advisor feature that ranks sites
based on their safety record when they appear in
search results is a good feature to have.

w= Favorites and Bookmarking: The ability to save
links to sites you like to visit often is very useful. Just
about every browser has Favorites and Bookmarking
features, and some also provide a feature such as IE's
Frequent page, which appears whenever you open a
new tab. It provides icons for accessing your most-
often visited sites.

m= Tabs: Browsers that use tabs allow you to open more
than one site at a time so you can jump back and forth
among them or open an additional site easily. Most of
the current browsers use the tab approach, but an older
version of a browser may not. Don’t worry, you can
always update a browser by going to the browser cre-
ator’s site and downloading the latest version.

Navigate the Web
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1. You need to learn how to get around the web using a
browser such as the popular Internet Explorer (IE) from
Microsoft. If you have Windows 8 or 8.1, you can actually
access two different versions of IE depending on whether
you open it from the Start Screen or Desktop. You open IE
from the Desktop by clicking the Internet Explorer tile.
Open IE Desktop by clicking the Internet Explorer icon in
the Windows Taskbar.

2. In the Desktop IE, enter a web address in the Address
bar, as shown in Figure 16-4, and then press Enter.
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Enter a web address here

-5
bo‘n http:/fmsn.com ! 2= || [ ‘ | ni 5.9 2%

i - v [ dm v Pagew Safetyv Tookw @~ MO G OF

Eluke 3.3m M Follow @MSN

msn\¥ ong [

news sports entertainment money autos living health msnNOW

Ad Feedback

land, WA f Kidnapped ‘ — Whitlock:
s Ohio women LeBron mulls

kept diaries ‘an\ union bid

follow

g 70°
J 72° f 56°

Mostly Cloudy + Gay marriages begin Thursday in - Judge reportedly orders Dwyane
Minnesota and Rhode Island Wade to turn over kids to ex-wife

Figure 16-4

3. On the resulting web site, click a link (short for hyperlink;
a link takes you to another online page or document),
display another page on the site using navigation tools
on the page (such as an About Us or Contact Us link
common on most retail sites), or enter another address
in the address bar to proceed to another page.

A text link is identifiable by colored text, usually blue.
After you click a link, it usually changes to another
color (such as purple) to show that it's been followed.

4. Click the Back button to move back to the first page that
you visited. Click the Forward button to go forward to
the second page that you visited.
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5. Click the down-pointing arrow at the far right of the
Address bar to display a list of sites that you visited
recently, as shown in Figure 16-5. Click a site in this list
to go there.

Click a site to visit ~ Click to see recently visited sites

* —
hgr ey ooy 28 [T | | w

& 5 http:/faearsmsn.com/ Shift + Enter
it /Facebook.com/

+ http:/fhulu.com/ Ellke 33m W Follow @MSN A

it funmsoutube, com

hitp:sfauthormiley.com/
el leTlaled web search
istory

MSH

x
NE  Amazon.com: Online Shopping for Electronics, Apparel, Comput..  |3UTOS |\V|ﬁ9 health msnNOW
CMM.com - Breaking Mews, LS., World, Weather, Entertainment ...

Fawntites v

Hotrmail - page 7live.com - Windows Live
Wiark beta

| Ade

Pe rfecw‘[

Bainbridge Is-
land, WA

§ Kidnapped Whitlock:
Ohic women ¢ '. LeBron mulls
kept diaries b“-f\ union bid

Mostly Cloudy + Gay marriages begin Thursday in + Judge reportedly orders Dwyane
Minnesota and Rhode Island Wade to turn over kids to ex-wife v

L 70°

72° / 56°

Figure 16-5

The Refresh and Stop buttons that appear on the right
end of the Address bar are useful for navigating sites.
Clicking the Refresh button (it’s a circle with an arrow
at the end) redisplays the current page. This is espe-
cially useful if a page updates information frequently,
such as on a stock market site. You can also use the
Refresh button if a page doesn’t load correctly; it
might load correctly when refreshed. Clicking the Stop
button (an X shape that appears when a site is load-
ing) stops a page you've begun to access from appear-
ing. If you made a mistake entering the address, or if
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the page is taking longer than you'd like to load, click
the Stop button to halt the process.

Use Tabs in Browsers

1. Tabs allow you to have several web pages open at once
and easily switch among them. With Desktop Internet
Explorer open, click New Tab (the smallest, blank tab on
the far right side of the tabs).

2. When the new tab appears, your most frequently visited
sites are displayed (see Figure 16-6). You can click on a
frequent site, or enter a URL in the Address bar and press
Enter. The web site opens in that tab. You can then click
other tabs to switch among open sites.

A new tab
=

@|5‘ £ - o) ‘@Newtab ' | | 1) o
B v [0 é=h v Pagev Safety~ Toolsw @@~ [B0R

Frequent

6 g 0 o

(1) Facebook Outlook - (R ¥ahoo! Search - Web start screen fag -

page?@live.com Search Microsoft Windows
— —
: o! o 0
Windows - Microsoft Yahoo! YouTube World's aldest man Washington State

Cormunity credits his longevity t... Ferries Vehicle Reser...

HERO <

Discover other sites you might like Hide sites

Reopen last session Start InPrivate Browsing

Figure 16-6
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3. You can return to a page by clicking that page’s tab,
thumbnail, or name in the drop-down list (see Figure
16-7) that you display by clicking the arrow in the
Address bar.

Click x to close a tab

|
@@|3| £ - ¢ [y |3 vautuoe | @ Newtab g s

B~ http:/ A msn,comy Shift + Enter ‘
httpi#ffacebook.comy

http:/fhulu.com,/

httpifnwyoutube.com/

http:ffauthorailey.com/

Histary A
RASH
Amazon,com: Online Shopping for Electronics, Apparel, Comput..
CMM.com - Breaking Mews, LLS,, World, Weather, Entertainment .., 6.’
Favorites hd
’ . . . Yahoo! Search - Web start screen fag -
Hotrnail - page7@live.com - YWindows Live Search Microsoft Windows
Wark beta
[E] | 2dd —

| | -
= o! (> o
Windows - Microzoft ‘Yahoo! YouTube World's oldest man Washington State
Community credits his longevity t... Ferries Vehicle Reser..,
—-— —-— —-— —-— —-—
HERO =

Dizcover other sites you might like Hide sites

Reopen last session Start InPrivate Browsing

Figure 16-7

4. Close an active tab by clicking the Close button on the
right side of the tab.

If you use the Start Screen version of IE, right-click
and then click the Add button (with a + mark in a
circle) at the bottom of the screen to add a tab. The
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black area at the bottom of the screen shows any cur-
rently open tabs and you can enter a new URL to add
a tab.

You can also press Ctrl+T to open a new tab in either
@ version of Internet Explorer. Also, if you want to keep

one tab open and close all others, right-click the tab

you want to keep open and choose Close Other Tabs.

Set Up a Home Page

1. Your home page(s) appears automatically every time you
log on to the Internet, so choose one or a few sites that
you go to often for this setting. Open Desktop Internet
Explorer and click the Tools icon in the upper right cor-
ner. Then choose Internet Options from the resulting
menu.

2. In the resulting Internet Options dialog box, on the
General tab, enter a website address to use as your
home page, as shown in Figure 16-8, and then click
OK. Note that you can enter several home pages that
will appear on different tabs every time you open IE, as
shown in Figure 16-8.

Alternatively, click one of the following preset option
buttons shown in Figure 16-8:

e Use Current: Sets whatever page is currently dis-
played in the browser window as your home page.

e Use Default: This setting sends you to the MSN
web page.

e Use New Tab: If you're a minimalist, this setting is
for you. No web page displays; you just see the
Frequent blank tab.
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Enter home page addresses here

eneral Security | Privacy | Content | Connections | Programs | Adwanced

Horne page
/’ To create home page tabs, type each address on its own line.
. '3
1 httpdfnnnan.msn,comg

http/fAnannie.google,.comy
httpd e youtube, comf

Use current Use default Use new kab

Skarktup

() 5kart with tabs fram theflast session

Internet Sptions ?

(®) Start with home page
Tabs

Change how webpages are displayved in tabs, Tabs

Browsing history

Delete temporary files, history, cookies, saved passwords, and web
form information.

[ Delete browsing histary on exit

Delete, .. Settings
Appearance

Colars Languages Fonts Accessibility

Figure 16-8

Click to use
current page
as home page

3. Click the Home button (see Figure 16-9) on the IE tool-
bar (it looks like a little house) to go to your home page.

@@ﬂ] httpi//tmsn.com,’ p-e H [] hASH

| E Google

Figure 16-9

- o
|nYouTube ‘ ﬂ? R

Click to go to your home page

If you want to have more than one home page, you
can create multiple home-page tabs that appear
onscreen when you click the Home button. Click the
arrow on the Home button and choose Add or
Change Home Page. In the Add or Change Home
Page dialog box that appears, click the Add This Web
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Page to Your Home Page Tabs radio button, and then
click Yes. Display other sites and repeat this proce-
dure to add all the home-page tabs you want.

To remove one home page when you have set up
multiple home pages, click the Home Page button,
choose Remove, and then choose a particular home
page or choose Remove All from the submenu that
appears.
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Browsing the
Web with
Internet Explorer

browser is a program that you can use to

move from one web page to another, but
you can also use it to perform searches for
information and images. Most browsers, such
as Internet Explorer (IE) and Mozilla Firefox,
are available for free. Macintosh computers
come with a browser called Safari preinstalled
with the operating system.

Chapter 16 introduces browser basics, such as
how to go directly to a site when you know the
web address, how to use the Back and Forward
buttons to move among sites you've visited,
and how to set up the home page that opens
automatically when you launch your browser.

In this chapter, you discover the ins and outs of
using the Desktop version of Internet Explorer
(Desktop IE) and the Start screen version.

Using IE, you can

w= Navigate all around the web. Use the IE
navigation features to go back to places
you've been (via the Favorites and
History features), work with tabs to move
among several open websites, and use a
search engine to find new places to visit.

| “*op’rer
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m= Customize your web-browsing experience. You can
modify what tools are available to you on Internet
Explorer toolbars to make your work online easier.

w= Subscribe to RSS feeds. You can request that a site
alert you when it adds new content, so that you can
stay up to date on news or opinions from various
sources.

w= Print content from web pages. When you find what
you want online, such as an image or article, just use
IE’s Print feature to generate a hard copy.

Understand Differences between the Two Versions of IE

With Windows 8, Microsoft also introduced two new versions of
Internet Explorer 11: the first you access through the Start screen and
the other you access through the Desktop. Here’s how they differ:

m= Start screen IE: This version was designed along the
lines of Windows 8/8.1: a less-cluttered screen (see
Figure 17-1); no drop-down menus and dialog
boxes for making settings, just a few simple buttons
and an address field along the bottom of the screen;
tabs you can display showing thumbnails of recently
visited sites; and Internet Options you can manage
from the Settings charm. You may have to right-click
the screen to display the address field and tabs.

w= Desktop IE: More familiar to users of previous ver-
sions of IE, Desktop IE 11 offers an address field
across the top of the screen, toolbars with drop-
down menus such as File and Favorites, as well as
tools for going to your home page and changing
safety and other settings (see Figure 17-2).

This chapter focuses on Desktop IE.
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Search the Web Using Desktop IE

1. You can use words and phrases to search for information
on the web using a search engine no matter which
browser you use. In this example, you'll use Desktop IE
and Google, a popular search engine. From the Desktop,
click the Internet Explorer icon in the taskbar and type
www . google.com in the address bar and press Enter.

2. Type a search term in the search box and then click the
Google Search button.

3. In the search results that appear (see Figure 17-3), you
can click a link to go to that web page. If you don't see
the link that you need, click and drag the scroll bar to
view more results.

=]
e@“’—g hspfurw gosgle.como: O = @ C || [ Miaris Mitchell - Gosle Se.. | | ok IE
fa - < [ dm v Pagew Safetyw Toolsv @v S0 O ) O

+You Search Images Maps Play YouTube News Gmail Drive Calendar More -

- Marna Mitchell m
Web Images Maps Shopping News More + Search tools o]
About 54,000,000 results (0.17 seconds

Maria Mitchell - Wikipedia, the free encyclopedia
en.wikipedia.org/wiki/Maria_Mitchell ~

Maria Mitchell (August 1, 1818 — June 28, 1889) (pron: ma-RY-ah) was an American
astronomer, who in 1847, by using a telescope, discovered a comet which ...

Early years - Comet discovery - Career - Efforts

Maria Mitchell Association

www.mariamitchell.org/ ~

The Nantucket Maria Mitchell Association promotes the legacy of astronomer Maria .
Mitchell and the exploration, education and enjoyment of Nantucket's land, ... Morejimages

This Month in Physics History: Maria Mitchell Discovers a Comet . :
www_aps.org/publications/apsnews/200610/history.cfm + Maria Mitchell
Maria Mitchell, the first female professional astronomer in the United States, became Astronomer
instantly famous in October 1847, when she was the first to discover and ...

Maria Mitchell was an American

Maria Mitchell - Unitarian Universalist Association astronomer, who in 1847, by using a
telescope, discovered a comet which as a

\.'m-v.v25 .uua,nrgf‘uuhs.*duubf‘ar‘ticlesa’mariam\tchell html ~ ‘ result became known as the "Miss
Maria Mitchell (August 1, 1818-June 28, 1889), the first American woman astronomer, Mitchell's Comet”. Wikipedia
was the first professor of Astronomy at Vassar College and the first director ...

Born: August 1, 1818, Nantucket, MA

Maria Mitchell Quotes - BralnijpGle - Died: June 28, 1889, Lynn, MA
www.brainyquote.com/quotes/authors/m/maria_mitchell. html ~ )
Enjoy the best Maria Mitchell Quotes at BrainyQuote. Quotations by Maria Mitchell Discovered: C/1847 T1
American Scientist, Born August 1, 1818. Share with your friends Siblings: Phebe Mitchell Kendall
Books: Something on My Mind: Poems, v

Maria Mitchell - Vassar College Encyclopedia - Vassar College Maria Mitchell: Life | etters and Journals
Figure 17-3
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4. Click the cog-shaped Options button near the top-right
corner of the Google search screen (refer to Figure 17-3),
and then click Advanced Search to change Search
parameters.

5. In the resulting Advanced Search page, shown in
Figure 17-4, modify the following parameters:

¢ Find Web Pages With: These options let you nar-
row the way words or phrases are searched; for
example, you can find matches for only the exact
wording you enter or enter words that you want to
exclude from your results. For example, you could
search flu and specify you don’t want results that
involve swine flu.

e Then Narrow Your Results By: Here you can
select language and region. You can also limit
results based on when information on the site was
last updated, if you're looking for the most current
information on the subject you're searching. You
can specify a site address and where on the page
to search. You can also adjust safety settings for
your search by using the SafeSearch drop-down
list, or adjust the reading level, file type, and usage
rights settings (in other words, any copyrights that
prohibit you from reusing content).

When you're done with the settings, click the Advanced Search button
to run the search again with the new criteria.

®

Knowing how search engines work can save you
time. For example, if you search by entering golden
retriever, you typically get sites that contain both
words or either word. If you put a plus sign between
these two keywords (golden+retriever), you get only
sites that contain both words.
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Advanced Search

Find pages with...

all these words flu
this exact word or phrase:

any of these words:

none of these words: swine

numbers ranging from: to

Then narrow your results by ...

language: any language
Find pages in the language you select.
region: any region
Find pages published in a parficular region
last update: anytime
Find pages updated within the time you specify
site or domain: edu,.org »
‘Search one site (like wikipedie.org ) or limit your results to
a domain like _edu, _org or _gov
terms appearing: anywhere in the page

Figure 17-4

Find Content on a Web Page

290

1. With Desktop Internet Explorer open, enter a URL in the

address field, and press Enter. Click the Edit menu on the
IE toolbar (if this doesn’t appear on your screen, right-
click in the toolbar area and click Menu bar to display it)
and choose Find on this Page.

2. In the resulting Find toolbar that appears on the top of

the page, as shown in Figure 17-5, enter the word that
you want to search for. As you type, all instances of the
word on the page are highlighted.

3. Click the Next button to the right of the Find field and

you move from one highlighted instance of the word to
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the next (see Figure 17-6). If you want to move to a pre-
vious instance, click the Previous button.

Enter a search term here

!
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WIKIPEDIA Maria Mitchell

The Free Encyclopedia From Wikipedia, the free encyclopedia
B Maria Mitchell {August 1, 1818 — June 28, 1889) (pron: ma-RY-ah) was an American o
gan: patsge astronomer, who in 1847, by using a telescope, discovered a comet which as a result Maria Mitchell
onten

became known as the "Miss Mitchell's Comet”. She won a gold medal prize for her
discovery which was pi d to her by King Frederick VIl of BEATIENS. The medal said
“Mot in vain do we watch the setting and rising of the stars™. Mitchell was the first American
woman to work as a professional astronomer. !

Featured content

Current events
Random arficle
Donate to Wikipedia

Wikimedia Shop One of ten children, she was raised in the Quaker religion but later adopted Unitarianism. !

M
~ Interaction

Help Contents [hide]
About Wikipedia 1 Early years
Community porial 2 Comet discovery Maria Mitchell, painting by H. Dasell, 1851
Recent changes 3 Career Bomn August 1, 1818
Contact page 4 Efforts Nantuckel, Massachusetis
Died June 28, 1389 (aged 70)
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Figure 17-5

4. When you're done searching on a page, click the Close
button at the left end of the Find on this Page toolbar.

Many websites have a Search This Site feature that
allows you to search not only the displayed web page
but all web pages on a website, or to search by
department or category of item in an online store.
Look for a Search text box and make sure that it
searches the site — and not the entire Internet.
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Figure 17-6

Add a Website to Favorites

1. If there’s a site you intend to revisit, you may want to
save it to IE’s Favorites folder so you can easily go there
again. To use this feature, open IE from the Desktop,
enter the URL of a website that you want to add to your
Favorites list, and then press Enter.

2. Click the Favorites button (a star near the top-right cor-
ner of the browser screen) to display the Favorites pane.

3. In the resulting Add a Favorite dialog box, shown in
Figure 17-7, modify the name of the Favorite listing to
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something easily recognizable. If you wish, choose
another folder or create a folder to store the Favorite in.

Add a Favorite “

Add a Favorite

M Add thiz webpage as a favorite. To access pour favorites, visit the
Farvorites Center.

Marme: wWikipedia, the free encyclopedial

Createin: |57 Favorites v | Mew folder

Add Cancel

Figure 17-7

4, Click the Add button to add the site.

When you want to return to the site, click the Favorites button and
then click the name of the site from the list that's displayed (see
Figure 17-8).

|E| Add to favorites |

Favorites Feeds History
‘ Favorites Bar

mBing

@ Discover Bing

2 EFTPS online

0 Musicnotes.com

W Wikipedia, the free encyclopedia

Turn on Suggested Sites...

Figure 17-8 293
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®
®

Regularly cleaning out your Favorites list is a good
idea — after all, do you really need the sites that you
used to plan last year’s vacation? With the Favorites
Center displayed, right-click any item and then
choose Delete or Rename to modify the Favorites
listing.

You can keep the Favorites Center as a side pane in
Internet Explorer by displaying it and then clicking
the Pin the Favorites Center button (it has a left-
facing green arrow on it and is located in the top-left
corner of the pane).

Organize Favorites

1. You can organize favorites into folders to make them eas-
ier to find. With Internet Explorer open from the Desktop,
click the Favorites button to open the Favorites pane. Click
the arrow on the right of the Add to Favorites button and
then choose Organize Favorites.

2. In the resulting Organize Favorites dialog box (see Figure
17-9), click New Folder to create a new folder to store
items in and give it a name, or click an item in the
Favorites list and then click Move, Rename, or Delete to
organize or clean up your favorites list.

3. When you finish organizing your Favorites, click Close.

®
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If you create new folders in these steps, you need to
manually transfer files into those folders. To do this,
just display the Favorites Center and click and drag a
file listed there into a folder.
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| Favorites Bar
EBing
_eerazy.ﬂ.unt Furl
“f Yarn Harlot

I Ravelry
Project Gutenberg - free ebooks
.63 Old Book llustrations

Click this button

Y
\

|ﬂeanlder|| Move... || Rename || Delete.. |

Close

igure 17-9

View Your Browsing History

1. If you went to a site recently and want to return there
again but can’t remember the name, you might check
your browsing history to find it. In the Desktop Internet
Explorer application, click the Favorites button and then
click the History tab to display the History pane (see
Figure 17-10).
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|E| Add to favorites |«
_ _ History
Favaorites Feeds History &—
[rrortss_[ross | tab
Wiew By Date v

TH] 3 Wieeks Ago
TH] 2 Wieeks Ago
T Last Week
T Manday

T Tuesday

Turn en Suggested Sites...

Figure 17-10

2. Click the down-arrow on the View By button (see
Figure 17-11) and select a sort method:

¢ View By Date: Sort favorites by date visited.

e View By Site: Sort alphabetically by site name.

¢ View By Most Visited: Sort with the sites visited
most at the top of and those visited least at the

bottom of the list.

e View By Order Visited Today: Sort by the order in
which you visited sites today.



|E| Add to favorites | ¥ CliCk 1,0

Favarites Feeds Histary Select a
Wiew By Date v sort

method

Wiewr By Site
Wiewr By Most Wisited
Wiews By Order Visited Today

Search History
THTERday

THl Tuesday
TH Taday

Turn on Suggested Sites...

Figure 17-11

3. In the History pane, you can click to drill down to sites
or pages on a particular site visited on a particular day
and then click an item to go to it. The History pane
closes.

You can also choose the arrow on the right of the
Address bar to display sites you've visited.

tab to display a search box you can use to search for

@ Choose Search History on the menu on the History
sites you've visited.

Chapter 17: Browsing the Web with Internet Explorer
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Customize the Internet Explorer Toolbar

298

1. You can customize the toolbars that offer common com-
mands in IE 11 so that the commands you use most
often are included. Open IE from the Desktop and be
sure the Command bar is displayed (if it’s not, right-click
in the toolbar area and click to select Command bar in
the list that appears).

2. Click the Tools button on the right side of the Command
bar, choose Toolbars, and then choose Customize. The
Customize Toolbar dialog box (shown in Figure 17-12)

appears.
Customize Toolbar “
Available toolbar buttars: Current toolbar butkons:
Cloze
| Separator Toolz Ew—
X - - egel
é} Text size l@l Help
a’% Encoding Add > _,fs‘.lﬂ Send to OneMote
/7 Edit [T, OneMote Linkked Notes
& Cut Femove | [) Skype Click to Cal
“z Copy (F Lync Click to Cal Mave Up
|:| Paste
Full screen Move Down
< <

Figure 17-12

3. Click a tool on the left and then click the Add button to
add it to the toolbar.

4. To remove a tool from the toolbar, click a tool on the

right and then click the Remove button.

5. When you're finished, click Close to save your new tool-
bar settings. The new tools appear (see Figure 17-13);
click the double-arrow button on the right of the toolbar
to display any tools that IE can’t fit onscreen.
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|ﬁv|§3v Sl s v Pagev Safetyw Toolsv @v [0 O F - A4 LB EHERLD QRS SEE B ﬂ

Click to see more tools
Figure 17-13

in the Customize Toolbar dialog box to rearrange the
order in which tools appear on the toolbar. To reset
the toolbar to defaults, click the Reset button in that
same dialog box.

@ You can use the Move Up and Move Down buttons

If you want to add some space between tools on the

@ toolbar so they're easier to see, click the Separator
item in the Available Toolbar Buttons list and add it
before or after a tool button.

Print a Web Page

1. If a web page includes a link or button to print or display
a print version of a page, click that and follow the
instructions.

2. 1f the page doesn't include a link for printing, click the
Print button on the Desktop IE toolbar or press Ctrl+P
on your keyboard.

3. In the resulting Print dialog box, decide how much of the
document you want to print (All, Selected content, or a
range of pages) in the Page Range area, as shown in
Figure 17-14.

numbers in the Pages text box of the Print dialog box
doesn’t mean much when printing a web page — the
whole document might print because web pages
aren’t divided into pages as word-processing program
documents are.

@ Note that choosing Current Page or entering page
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= Print

General | Options

Select Printer
ﬁ_.'.]Add Printer Hewlett-Packard HP |
i Canon MG2200 series E@Microsof’t){PS Cocurr
= Fax =0 Send To OneMote 207
< >
Status: Offline Frint ta file | Preferences
Location:
Comment: Find Printer...
Page Range
o Murnber of copies; |1
Selection Current Page

(®) Pages: Collate

Enter either a single page number or a single
page range. For example, 512

11 212l 33

Figure 17-14

4. Click the up arrow in the Number of Copies text box to
print multiple copies. If you want to collate multiple cop-
ies, select the Collate check box.

5. After you adjust all settings as needed, click Print.

Enter a Web Site Address Using Start Screen IE

1. The version of Internet Explorer you access from the Start
screen looks and behaves a bit differently from Desktop
IE. To open Start screen IE, click the Internet Explorer tile
on the Start screen.

2. Right-click to display the tabs and address bar at the bot-
tom of the screen (see Figure 17-15).

3. Enter a website URL in the Address bar and press Enter.
The page is displayed.

Tools button (shaped like a wrench) to the far right

@ To go the displayed site in Desktop IE, click the Page
of the Address bar and choose View On the Desktop.
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Figure 17-15

Navigate among Pages

1. With Start screen IE open, right-click and enter a URL in
the Address bar.

2. Click the left-facing arrow to the left of the Address field
to go back to the previous page (see Figure 17-16).

3. Move your mouse over the right side of the web page and
an arrow appears in the middle of the page on that side
(see Figure 17-16).

4. Click the right-facing arrow in the middle of the page to
move to the next page. You can use the previous and next
arrows in the Address bar and on the sides of the dis-
played page interchangeably to move to previously
viewed pages.

Chapter 17: Browsing the Web with Internet Explorer
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huffingtonpost.com YouTube X huffingtonpost.com

@ http://www. huffingtonpost.com/thenewswire/

Figure 17-16

Display Tabs

1. With Start screen IE open, right-click to display the tabs
shown in Figure 17-17.

huffingtonpost.com YouTube X huffingtonpost.com

@ http://www. huffingtonpost.com/thenewswire/ @ @ @ @

Figure 17-17

2. Click the New Tab button on the far right (it’s shaped
like a big plus sign).

3. In the field that opens, enter the URL of the site you
want to open on a new tab and press Enter, or click a site
from the Pinned, Frequent, or Favorite items displayed
above the field. The site is opened in a new tab. To move
among tabs, right-click and then click on the tab you
want to view.

InPrivate browsing is a feature that prevents IE from
saving data about your browsing habits. To turn on
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the InPrivate browsing feature, right-click and then
click the Tab Tools button on the right, which sports
three dots. Select New InPrivate Tab from the menu
that appears. To turn off In Private browsing, display
the tabs and click the close button on the InPrivate tab
to close it and the feature.

Use Start Screen IE Settings

1. When you are working in an app such as Internet
Explorer, the Settings you access from the Windows 8.1
Charm bar are specific to that app. With the Start screen
IE open, press Win+C to open the Charm bar.

2. Click Settings and then click Options in the list of set-
tings that appears.

3. In the panel that appears (see Figure 17-18), make selec-
tions for the following settings:

Appearance: Use the On/Off slider to always show
the address bar and tabs, and the Zoom feature to
enlarge or reduce the size of pages in your
browser.

Home Pages: Click the Customize button here to
choose your IE home pages.

History: Click the Select button here to control
what browsing data you want to retain or delete
from your laptop.

Passwords: Turn on this feature to be able to go to
the next page on a website; information will be
sent to Microsoft if you turn this feature on so that
they can “improve” your browsing experience.

Phone Numbers: Turn this setting on to be able to
call phone numbers you find on a web site.
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e Fonts and Encoding: With this on, IE adjusts for
text on a web page that doesn’t seem to be in your
preferred language.

Appearance

Always show address bar and tabs

off

Zoom 100%

Home pages
Choose which sites to load on
Internet Explorer startup.

Customize

History

Select browsing data (such as cookies
and history} you want to delete from
your PC.

Select

Passwords b

FiguTe 17-18
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Working in
the Cloud

ou may have heard the term cloud bandied

about. The term comes from the world of
computer networks, where certain functionality
isn’t installed on computers but resides on the
network itself, in the so-called cloud, where it
can be accessed by individual computers.

Today, definition of the term has broadened

to include functionality that resides on the
Internet. If you can get work done without using
an installed piece of software — or if you store
and share photos online or work with an e-mail
service such as Gmail or Outlook — you're
working in the cloud. The cloud is especially
useful to you if you travel with your laptop as
you can store content online and access it wher-
ever you are (if you have an Internet connec-
tion) without having to carry it on a USB stick,
DVD, or store it on your hard drive.

| “*opter
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In this chapter, you discover the types of applications you might use in
the cloud, saving you the cost and effort of buying and installing soft-
ware. In addition, I explore two Windows 8.1 features that help you
access your own data in the cloud: Sync and SkyDrive. Sync allows you
to share the settings you've made in Windows 8.1 on one computer
with other Windows 8.1 computers. SkyDrive is a file-sharing service
that has been around a while, but with Windows 8.1, sharing files
from your laptop with others or with yourself on another computer is
more seamless than ever.

Use Applications Online

306

Certain apps, such as Maps and People, are built into Windows 8.1.
You may purchase or download and install other apps, such as Fresh
Paint or Angry Birds, or applications such as Microsoft Word or
Excel. Although these apps and applications may connect to the
Internet to get information — such as the latest traffic info or soft-
ware help files — the software itself is installed on your laptop.

Today, you have the option of using software in the cloud, meaning
that you never install the software on your laptop but simply make
use of it online. Here are some examples you can explore:

= Google Docs via Google Drive: This service offers
the ability to view, copy, comment, and print your
uploaded files (available at www.docs.google.
comy; see Figure 18-1). This feature is compatible
with popular office software such as Microsoft Word
and PowerPoint as well as graphics file formats such
as PNG or JPEG.

w= E-mail clients: When you log into Gmail or into
Outlook.com to work with your Microsoft e-mail
accounts such as Hotmail, you're using the software
in the cloud. In addition, some e-mail clients which
access various email accounts, such as Outlook,
connect with file-sharing sites so that, rather than


http://www.docs.google.com
http://www.docs.google.com
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attaching files to e-mail messages, you are given the
option of uploading and sharing them on the file
sharing site. Windows Live Hotmail using SkyDrive is
one example of this scenario.

LS & https:idrive.google.com/Taut O = @ © || & Wy Drive - Google Drive x

f3r v Page~ Safetyw Tools~ @+ & [E & € @ b= -

+wegajane Search Images Maps Play YouTube MNews Gmail Drive Calendar More
GOUgI.e “ wegajane [ | + n -
Drive St | =] (8-
Meet your Drive Then, go for a spin
3 - Folder r Drive is the home for all your files. ‘ . . = Explore the left hand navigation.
th Google Drive for your PC, you e + Create Google Docs and more.
1 sync files from your computer to L.
é Document  Drive. « See files at a glance with the new grid view.

» Get the Google Drive mobile app.

re

Spreadsheet
TITLE OWNER LAST MODIFIED
é e s 2011.zip me Apr3 me
om
s 2012zip me Apr 3 me
n Drawing $ 2013.zip me Apr3 me

Connect more apps

1% full
Manage & >

Figure 18-1

m= Photo-sharing sites: Sites such as Flickr (www .
flickr.com), shown in Figure 18-2, allow you to
upload and download photos to them without ever
installing an app on your computer. A variation on
this is a site such as Viewbook (www.viewbook.
com), where you can create an online portfolio of art
samples or business presentations, for example, to
share with others.
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fllc‘(r_meaHoD! The Tour Sign Up Explore Upload Find photos, people, or groups Q Sign In

. -

The all new
flickr iPhone
app is here.
. . £ Download on the
€ A _
i " 3 2
A o
& by MaBg
Upload Discover Share
More ways to get your photos online. See what's going on in your world. Your photos are everywhere you are.
Multiple ways to upload your photos to Keep up with your friends and share your Upload your photos once te Flickr, then easily
Flickr—through the web, your mobile device, stories with comments & notes. Add rich and safely share them through Facebook,
email or your favorite photo applications. information like tags, locations & people Twitter, email, blogs and more.

@ u http:/fwww. flickr.com/ @ ® @

Figure 18-2

w= Financial applications: You might use a site such as
Portfolio Monkey (www.portfoliomonkey.com)
to maintain an online portfolio of investments and
generate charts to help you keep track of trends.
You can also use online versions of popular money-
management programs, such as Intuit’s free online
service Mint (www.mint . com), through which you
can access your data from any computer or mobile
device.

Add Files to SkyDrive

1. You can easily add files to SkyDrive at any time to back
them up or share them with others. Click the SkyDrive
tile on the Start screen.
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2. Click a folder, such as Documents (see Figure 18-3), and
then in the list of sub-folders and files that appears, click
a folder or file and it opens.

SkyDrive ~

alpaca]
7/26/2013

This is your cloud
storage

Save files to SkyDrive to get to them
from any device.

Learn more online

Figure 18-3

3. Right-click the screen, then click the Add Items button in
the toolbar.

4. Locate the folder where the file you want to upload is
placed (see Figure 18-4). (If you don't see the file you
need, scroll down in the list of folders on the left, click
the Go Up button, or click the down-arrow to the right
of the SkyDrive header; more folders are displayed.)

5. Click a file.

6. Click Open.
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Click file to open it

Th|S PC ~  Documents

by name v  Select all

Custom Office Templates Setup.X86.en-US_0365HomePr...
7/8/2013 12:28 PM 7 } AM

Laptops 2013
7/31/2013 11:10 PM

Remote Assistance Logs
7/29/2013 11:15 PM

Snagit
771212013 11227 AM

Cancel

Figure 18-4

free storage is limited to 7 gigabytes (GB). First, find
the file in SkyDrive that you want to delete, and
right-click it. Click Delete. In the pop-up menu that
appears, click Delete.

Shavre Files Using SkyDrive

1. SkyDrive allows you to upload and share files with oth-
ers. With Windows 8.1, you can share larger files such as
videos and photos via SkyDrive as you're working with
the Mail app. Sharing files online can be easier than
sending them as attachments because e-mail programs
typically limit how much data you can send at one time.

@ You may want to delete a file from SkyDrive, as the
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You can share items from within apps such as Camera
(assuming you have a camera built into your laptop,
which most computers today have). Click the Camera tile
on the Start screen.

2. Click the camera button to take a picture.

3. Return to Start screen, click the SkyDrive tile, and click to
display a photo.

4, Press Win+C, and then click Share. You can choose a
sharing options on the right such as posting to Facebook
or sending via Mail (options may vary depending on
other settings in Windows; see Figure 18-5).

Share

‘1 photo v

u Mail

Figure 18-5
5. Click Send E-mail.
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6. Enter the e-mail address for the person you're sharing
with.

7. Enter a message if you like, use the check boxes below
the message to set whether the recipient can edit the con-
tent and whether those accessing content have to sign in,
and then click Share.

8. Now when your recipient opens his e-mail account, he
can click the link to view the item on SkyDrive.

After you've shared something using SkyDrive, you
can view the contents of SkyDrive by clicking the

SkyDrive tile on the Start screen.

Create a New SkyDrive Folder

1. You can keep your shared files in order by placing them
in folders on SkyDrive. After you've placed content in
folders, you can then share those folders with others.
This ability to share individual folders gives you a mea-
sure of security, as you don’t have to share access to your
entire body of SkyDrive content with anybody. Click the
Internet Explorer tile on the Start screen.

2. Right-click to display the Address field (see Figure 18-6).
Type https://skydrive.live.com and press Enter.

@ https://skydrive.live.com/ & Microsoft Cor... @ @ @

Figure 18-6

3. Click the Create button and then click Folder and enter a
name for the new folder.

When you click the SkyDrive tile on the Start screen,
you see folders of content stored online. When you

go to the SkyDrive site by entering www . skydrive.
com into any browser’s address field, you have more
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options for displaying your content by criteria such
as name, date modified, and with whom your folders
are shared.

Share a SkyDrive Folder with Others

1. SkyDrive’s purpose is to allow you to share files with oth-
ers, but you can only share folders from SkyDrive if you
go to the site online (rather than using the SkyDrive tile
on your Start screen). Sharing can involve allowing oth-
ers to view content, or granting permission to edit it.
Open SkyDrive in a browser (www . skydrive.com) and
then click Files to display the Files list (see Figure 18-7).

Chapter 18: Working in the Cloud

B o

Click files
@ SkyDrive | v @ Create v ® Upload Bl 2% Nancy MuirBoysen B
Search SkyDrive jel Files Nancy's SkyDrive Sort by: Name v
Files
Recent docs
All photos
Shared Documents 9 Pictures
PCs
Flip
Rlancyehib Windows 8 Plain & Simple
touchscreen Projects 9 Shared 3 Worksoft
44.6 GB available
Recycle bin
Manage storage
Get SkyDrive apps © 2013 Microsoft  Terms  Privacy & cockies  Developers  Reportabuse  English (United States)

Figure 18-7
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2. Right-click a folder.
3. Choose Sharing. A warning may appear about sharing

and your privacy; click Share this Folder to proceed. Enter
an e-mail address (see Figure 18-8).

Enter an email address

Share Send a link tq['Chapter 11" in email

Send email To

postto B ¥ [ majerhuggins@outlook.com

Get alink

Help me choose Good reading!

Permissions
This folder is not shared

~| Recipients can edit
Require everyone who accesses this to sign in

Figure 18-8

4. You can enter a note, although this is optional.

5. If you don’t want to allow the person you're sharing with
to edit files, deselect the Recipients Can Edit check box.

6. Click Send.

When you share a word-processing file with another

person on SkyDrive and grant permission to edit it,

she can edit it in a Word Web App (a cloud version of

Microsoft Word) or open the document in Microsoft
314 Word on her computer.



Turn On the Sync Feature

1. You can use the Sync feature to share your PC settings
among Windows 8.1 devices so you don’t have to redo
the settings on each device. To sync, you have to turn on
the sync feature. With the Sync feature turned on, sign
into your Windows Live account on another device, and
all your settings will be synced from the cloud. To begin,

press Win+l.

2. Click Change PC Settings, and then click SkyDriver>Sync

Settings.

3. Click the Sync Settings on This PC On/Off button (see

Figure 18-9).

(© SkyDrive

Storage space
Files

Sync settings

Figure 18-9

Turn this switch on
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Sync

You can sync P settings across all your devices using SkyDrive. (You can still back up
settings that yoy don’t sync)

Sync settings ofthis PC
On

Back up settings that aren't synced

on L |

Personalization settings

Start screen
My Start screen tiles and tile layout

on (=

Appearance

My colors, background, lock screen, and account picture
on [y

Desktop personalization

My themes, taskbar, high contrast, and more

on (=

App settings

Installed Apps

Anne inctallad an mw DCg
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and settings for apps that you buy from the Windows

E ; Syncing works only with Windows 8 or 8.1 settings
Store.

Choose Which Settings You Want to Sync

316

1. When you turn on syncing, you can choose what you
want to share. For example, you can share language
preferences, passwords, or Ease of Access settings — it's
up to you. To set up what you want to sync, begin by
pressing Win+1.

2. Click Change PC Settings.
3. Click SkyDriver>Sync Settings.

4. Click the On/Off buttons for the various settings you want
to share such as Personalization or App settings (refer to
Figure 18-9). With Sync turned on, selected settings are
synced automatically among Windows 8.1 devices.

time — for example on a Windows 8.1 tablet with

3G — go to Sync Settings in the PC Settings and click
the On/Off button under Sync and Back Up Settings
over Metered Internet Connections. You might want
to keep the next item, Sync and Back Up Settings over
Metered Connections Even When I'm Roaming, off, as
syncing settings while roaming can cost you a lot.

@ If you're charged for data or Internet connection



Staying Safe
While Online

If you're using your laptop to go online,
you're probably enjoying all the Internet has
to offer. But going online also brings with it
some risks. If you understand those risks, you
can learn to avoid most of them and stay rela-
tively safe online.

In this chapter, you discover some of the risks
and safety nets that you can take advantage of
to avoid risk, starting with these points:

w= [Understand what risks exist. Some risks
are human, in the form of online preda-
tors wanting to steal your money or abuse
you emotionally; other risks come from
technology, such as computer viruses. For
the former, you can use the same com-
mon sense you use when interacting
offline to stay much safer. For the latter,
there are tools and browser settings to
protect you.

w= Be aware of what information you share.
Abuses such as identity theft occur most
often when you or somebody you know
shares information about you that’s
nobody’s business. Find out how to spot
who is exposing information (including
you) and what information to keep pri-
vate, and you’'ll become much safer
online.

| “*opter
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w= Avoid scams and undesirable content. You can use
the Internet Explorer Family Safety settings to limit
the online locations that you can visit so that you
don't encounter sites you consider undesirable. You
can also find out how to spot various e-mail scams
and fraud so that you don’t become a victim.

w= Create safe passwords. Passwords don’t have to be
hard to remember — just hard to guess. I provide
some guidance in this chapter about creating pass-
words that are hard to crack.

Understand Technology Risks on the Internet

318

When you buy a car, it has certain safety features built in. Sometimes
after you drive it off the lot, you might find that the manufacturer
slipped up and either recalls your car or requests that you go to the
dealer’s service department for replacement of a faulty part.

Your laptop is similar to your car in terms of the need for safety. It
comes with an operating system (such as Microsoft Windows) built in,
and that operating system has security features. Sometimes new flaws
or threats to that operating system emerge after it’s installed. You need
to download and install regular updates to keep your computer secure.

As you use your laptop, you're exposing it to dangerous conditions and
situations that you have to guard against. Threats to your laptop security
can come from a file you copy from a disc you insert into your laptop,
but most of the time, the danger is that you'll download a harmful pro-
gram from the Internet. These downloads can happen when you click a
link, open an attachment in an e-mail, or download a piece of software
without realizing that malware (malicious software) is attached to it.

You need to be aware of these three main types of malware:

w= A virus is a little program that some nasty person
thought up to spread around the Internet and infect
computers. A virus can do a variety of things, but typi-
cally, it attacks your data, deleting files, scrambling



data, or making changes to your system settings that
cause your laptop to grind to a halt.

w=p  Spyware consists of programs that help somebody
track what you do with your laptop. Some spyware
simply helps companies you do business with track
your activities so that they can figure out how to sell
things to you; other spyware is used for more insidi-
ous purposes, such as stealing your passwords.

w=  Adware is the computer equivalent of telemarketing
phone calls at dinner time. After adware is down-
loaded onto your laptop, you'll see annoying pop-up
windows trying to sell things or tempt you to illicit
sites all day long. Beyond the annoyance, adware can
quickly clog up your laptop. Your laptop’s perfor-
mance slows down, and it’s hard to get anything
done at all.

To protect your information and your laptop from these various types

of malware, you can do several things:

w= You can buy and install an antivirus, anti-spyware,
or anti-adware program. It’s critical that you install
an antivirus program, such as those from McAfee,
Symantec, AVG Free (see Figure 19-1), or Trend
Micro, or the freely downloadable AVG Free. People
are coming up with new viruses every day, so it’s also
important that you update the software regularly with
the latest virus definitions. Many antivirus programs
are purchased by yearly subscription, which gives you
access to regularly updated virus definitions that the
company constantly makes available throughout the
year with the click of a button. Also, be sure to run a
scan of your laptop on a regular basis. For conve-
nience, you can use settings in the software to set up
automatic updates and scans. Consult your program'’s
Help tool for instructions on how to use these
features.

Chapter 19: Staying Safe While Online
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‘ AVG. | Free Downloads For Mobile Company Support ( Q,

AVG AntiVirus FREE 2013
NEW! Essential Protection. Free and easy to
use.

* Award-winning virus protection
®» Faster smarter scan DOWNLOAD

= Free phone support

Other Products Special Offer

AVG Internet Security 2013 - \\‘ AVG PCTuneUp® AVG AntiVirus FREE for

3 Ultimate Protection, Protects PC | » Peak performance for your PC. Android™ Smartphones

S lonlnslidentity ,.,L.L > Essential protection for your
maobile.

AVG Recent Awards
|

Figure 19-1

w= Install a program that combines tools for detecting
adware and spyware. Windows 7, 8, and 8.1 have a
built-in program, Windows Defender, which includes
an anti-spyware feature. (I cover Windows Defender
tools later in this chapter.) If you don’t have Windows
7, 8, or 8.1, you can purchase programs such as
Spyware Doctor from PC Tools (www.pctools.com)
or download free tools such as Spybot (http://
spybot-download.net) or Spyware Terminator
(www . spywareterminator.com).

w= [Ise Windows 8.1 tools to keep Windows up-to-
date with security features and fixes to security
problems. You can also turn on a firewall, which is
a feature that stops other people or programs from
accessing your laptop over an Internet connection
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without your permission. I cover firewalls in
Chapter 23.

w= Use privacy and security features of your browser,
such as the SmartScreen Filter, Tracking Protection,
and InPrivate Browsing features in Internet Explorer
9,10, and 11.

another type of security concern. Because you carry
your laptop with you, it is exposed to potential theft
or loss. See Chapter 23 for more about protecting
laptops while travelling.

Download Files Safely

1. Open a website that contains downloadable files (such as
www . adobe . com, which offers its popular Adobe Flash
add-on and Adobe Reader program for free). Typically,
websites offer a Download button or link that initiates a
file download.

@ Laptop users who travel with their laptops face

2. Click the appropriate link to proceed. Windows might
display a dialog box asking your permission to proceed
with the download; click Yes.

3. In the toolbar that appears along the bottom of the
screen, as shown in Figure 19-2, choose either option:

e Click Run to download the file to a temporary
folder. You can run a software installation pro-
gram, for example. However, beware: If you run a
program you download from the Internet, you
could be introducing dangerous viruses to your
system. You might want to set up an antivirus pro-
gram to scan files before downloading them.

e Click Save to save the file to your hard drive. In
the Save As dialog box, select the folder on your
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laptop or removable storage media (a USB flash
drive, for example) where you want to save the
file. If you're downloading software, you need to
locate the downloaded file and click it to run the
installation.

Do you want to run or save install_reader10_en_aih.exe (377 KB) from aihdownload.adobe.com? Run Save - Cancel

Figure 19-2

®
®

®

If you're worried that a particular file might be unsafe
to download — for example, if it’s from an unknown
source or it's an executable (a file that executes a pro-
cedure and whose name ends with . exe) file type,
which could contain a virus — click Cancel in the
File Download dialog box.

If a particular file will take a long time to download
(some can take 20 minutes or more), you may have
to babysit it. If your laptop goes into standby mode,
it could pause the download. If your laptop automat-
ically downloads Windows updates, it may cause
your laptop to restart automatically as well, cancel-
ling or halting your download. Check in periodically
to keep things moving along.

Make sure you choose a folder that’s easy for you to
remember and return to later when you need the file.
If you're downloading software, you need to locate
the downloaded file (in whichever folder you saved
it) and double-click it to install it.

Turn on InPrivate Browsing and Filtering

322

1. InPrivate Browsing is a feature that stops Internet
Explorer version 9, 10, or 11 from saving information
about your browsing session, such as cookies that form a
record of your activities on some sites and your browsing
history. InPrivate Filtering allows you to block or allow
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activity from sites that are automatically collecting infor-
mation about your browsing habits. InPrivate Browsing
is turned off by default. To activate InPrivate for your
browsing session, first open IE from the Start Screen.

2. Right-click a blank spot on the desktop and then click the
Tab Tools button (with three dots on it) in the tab area
shown in Figure 19-3.
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Your Amazon.com = Today's Deals Gift Cards Sell Help

Shop by T Hello. Sign in Try 0 Wish

Department Soarch | Your Account Prime -\.-.,Cart List

Amazon Instant Video  Prime Instant Video ~ Most Popular  Video Finder ~ Getfing Starled  Your Video Library ~ Your Watchlist GetHelp DVD & Bluray  Seftings & Devices

This Season Now Available'in iHiD »Watch now in HD

Walking Dead Season 3, Ep. 13 "Arrow amaz
on the Doorpost” cd “~~~—Tinstant video
e e e e A 5,527

Buy this episode

I ffort t ent deaths, Rick and th
n an effort to prevent any more deaths, Rick and the

Governor meet to come up with a peace treaty.

-~ ) Buy Season 3
Directed by: David Boyd

(9 1-cicksz09 |
Runtime: 44 minutes b :
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Add Seasop ta Watchli
Network: AMC

New InPrivate tab
This season is also available in HD
Reopen closed tab

Video Editor - YouTube Login — Serif X InPrivate  Amazon.co...

ﬂlnﬁivate http://www.amazon.com/gp/product/BOOBS4AUEVS @ @

Click the Tab Tools button

Figure 19-3

3. Choose New InPrivate Tab. A message appears, telling
you that InPrivate Browsing is on.

4. To surf the web privately, click in the Address bar and do
one of the following: Type a web address, click a
Frequent tile, or click a Pinned tile.
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5. To turn InPrivate Browsing off, right-click to display tabs,
and then click the Close button on the InPrivate tab to
close it, as shown in Figure 19-4.

Video Editor - YouTube X Legin — Serif

H'n"-iwte http://www.amazon.com/gp/product/BO0BS4UEVS @ @

Figure 19-4

like to clear your browsing history manually from
time to time, with IE open, press Win+I and click
Options. In the History section, click Select and then
click to choose what you want to delete. Finally, click
the Delete button to delete selected items.

@ If you don't want to use InPrivate Browsing but would

Use SmartScreen Filtering

When you activate SmartScreen Filter, you allow Microsoft to check its
database for any information on the websites you visit. Microsoft
alerts you if any of those websites are known to generate phishing
scams or download malware to visitors’ computers. SmartScreen Filter
is on by default; if it has been turned off, to turn SmartScreen Filter
on, open IE from the Desktop (click the Desktop tile from the Start
screen if you are not in Desktop and then click the Internet Explorer
button in the taskbar) and then follow these steps:

1. Click the Safety menu, and then choose SmartScreen
Filter>Turn On SmartScreen filter. In the confirmation
dialog box that appears (shown in Figure 19-5),
click OK.
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=

Microsoft SmartScreen Filter ==

Help make your browser more

SmartScreen Filker is designed to warn you if the website you are visiting is
impersonating another website or contains threats to wour computer,
What is SmartScreen Filber?

@ (@ Turn on SmartScreen Filter {recommended)

Some website addresses will be sent ko Microsoft to be checked, Information
received will not be used ta personally identify wou.

@' (71 Turn off SmartScreen Filter

‘website addresses will not be sent to Microsoft unless you choose to check
thermn,

Read the Internet Explorer Privacy Skatement online,

Figure 19-5

2. To use SmartScreen Filter, go to a website you want to
check. Click the Safety menu, hover your mouse over the
SmartScreen Filter command and choose Check This
Website. Click OK to authorize the check.

3. The SmartScreen Filter window appears, indicating
whether it found any threats. Click the OK button to
close the message.

Once turned on, SmartScreen Filter automatically
checks websites and will generate a message if you
visit one that has reported problems. Keep in mind,
however, that this information is updated only peri-
odically; if you have concerns about a particular site,
use the procedure given here to check the latest infor-
mation about the website.

Change Privacy Settings

1. You can modify how Internet Explorer 11 deals with pri-
vacy settings to keep information about your browsing
habits or identity safer. From the Desktop, press Win+I
and click the Control Panel app in the panel that appears.
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2. Click Network and Internet, and then click Internet
Options.

3. In the Internet Properties dialog box, click the Privacy
tab, as shown in Figure 19-6.

Privacy tab
|
= + Internet Properties ?
Y

General | Security | Privacy | Content | Connections | Programs | Advanced

Settings

Select a setting for the Internet zone,
Medium

- Blocks third-party cookies that do not have a compact
privacy policy

- Blocks third-party cookies that save information that can
be used to contact you without your explicit consent

- Restricts first-party cookies that save information that
can be used to contact you without wour implicit consent

Sites Import Advanced Default
Lacation
O Neve_r allow t-\._lebsites to request your Clear Sites
phyysical location
Pop-up Blocker
Turn on Pop-up Blocker Settings

InPrivate

Disable toolbars and extensions when InPrivate Browsing starts

Figure 19-6

4. Drag the slider up or down to make different levels of
security settings.

5. Read the choices and select a setting that suits you.

6. Click the Sites button to specify sites to always or never
allow the use of cookies. In the resulting Per Site Privacy
Actions dialog box (as shown in Figure 19-7), enter a site
in the Address of Website field and click either Block or
Allow.
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‘= Per Site Privacy Actions “

Manage Sites

?._ “Y'ou can specify which websites are always or never allowed to use
_'d; cookies, regardiess of their privacy policy.

Type the exact address of the website you want to manage, and then click Allow
or Block.

To remaove a site from the list of managed sites, select the name of the website

and click the Remove bk Enter a website here

Address of website:

[ ' | [ Block

Allow

Managed websites:

Daormain Setting Remave
blng..com Always Allow Pemove al
stealinyerpasswords. com Always Block

yahoo.com Alwaps Sllow

oK

Figure 19-7

7. Click OK and then click OK in the remaining dialog box
to save your new settings.

The default setting, Medium, is probably a good bet for
most people. To restore the default setting, click the
Default button on the Internet Options dialog box’s
Privacy tab or drag the slider to Medium.

You can also use pop-up blocker settings on the

@ Privacy tab to specify which pop-up windows to
allow or block. Just click the Settings button, enter a
website name, and then click Add to allow pop-ups
from that site.

Understand Information Exposure

Many people think that if they aren’t active online, their information
isn’t exposed. But you aren’t the only one sharing your information.
Consider how those in your life might expose your information:
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w= Employers: Many employers share information
about employees. Consider carefully how much
information you're comfortable with sharing
through, for instance, an employee bio posted on
your company website. How much information
should be visible to other employees on your
intranet? When you attend a conference, is the
attendee list shown in online conference documents?
And even if you're retired, there may still be informa-
tion about you on your former employer’s website.
Review the site to determine if it reveals more than
you'd like it to — and ask your employer to take
down or alter the information if needed.

w= Government agencies: Some agencies post personal
information, such as documents concerning your
home purchase and property tax (see Figure 19-8),
on publicly available websites. Government agencies
may also post birth, marriage, and death certificates,
and these documents may contain your Social
Security Number, loan number, copies of your signa-
ture, and so on. You should check government
records carefully to see if private information is
posted — if it is, demand that it be removed.

‘& Treasurer - Excise Tax Affidavit Search - Windows Internet Explorer [E=H[ e
7
@Uv ‘g hitp://www.co.jefferson.wa,us/treasurer/PropertyTaxSearch.asp v| ] |‘1»‘ X ‘ ‘E-"' Live Search o~
Tip Favorites | 9% @] Suggested Sites ~ 8] Web Slice Gallery =
= = _—
@ Treasurer - Excise Tax Affidavit Search M- v [Z] @ v Pagev Safetyv Tools~ (@~

fterson County

. WeatherStation ”__ Database Tools [} Maps = @ Webcam

| Home * County Info = Departments - Search
Property Tax Search

Search by Parcel Number

If you know your parcel number, enter it below then click search. You will be redirected
to the Tax Information Page for this parcel,

Parcel Number: SEARCH

Search by House Number and Street Name

m

Figure 19-8
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Family members and friends: They may write about
you in their blogs or social networking sites or men-
tion you on revealing special-interest sites, such as
those focused on genealogy.

Clubs and organizations: Organizations with whom
you volunteer, the church you attend, and profes-
sional associations you belong to may reveal facts
such as your address, age, income bracket, and how
much money you've donated.

Newspapers: If you've been featured in a newspaper
article, you may be surprised to find the story, along
with a picture of you or information about your
work, activities, or family, by doing a simple online
search. If you're interviewed, ask for the chance to
review the information that the newspaper will
include, and be sure that you're comfortable with
exposing that information.

Online directories: Services such as www.white
pages . com, shown in Figure 19-9, or www . any

who . com list your landline phone number and
address, unless you specifically request that these be
removed. You may be charged a small fee associated
with removing your information — a so-called privacy
tax — but you may find the cost worthwhile. Online
directories often include the names of members of
your family, your e-mail address, the value of your
home, your neighbors’ names and the values of their
homes, an online mapping tool to provide a view of
your home, driving directions to your home, and your
age. The record may also include previous addresses,
schools you've attended, and links for people to run
background checks on you. A smart con person can
use all that information to convince you that he’s a
friend of a friend or even a relative in distress who
needs money.

Chapter 19: Staying Safe While Online
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Figure 19-9

sources, you'll need to check back periodically to see if
your information has again been put online — if it
has, contact the company or go through their removal
process again.

@ Because services get new information from many

er's address line; chances are that you'll get an online
directory listing with your address and phone number
(although this doesn’t work for cellphone numbers).

@ Try entering your home phone number in any brows-

Keep Vour Information Private

Sharing personal information with friends and family enriches your
relationships and helps you build new ones. The key is to avoid
sharing information with the wrong people and shady companies —
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because exposing your personal information online is one of your big-
gest risks, just as it is in the real world.

Criminals come in all flavors, but the more savvy ones collect infor-
mation online in a very systematic way. Each bit of information is like
another piece of a puzzle that, over time, collects to form a very clear
picture of your life. And be aware that after criminals collect and orga-
nize the information, they never throw it away because they may be
able to use it many times over.

Fortunately, information exposure is a risk you have a great deal of
control over. Before sharing information such as your date of birth,
make sure that you're comfortable with how the recipient will use it.
Consider the following points regarding the types of information you
might be asked for:

w= Address and phone number: Abuse of this informa-
tion results in you receiving increased telemarketing
calls and junk mail. Although less common, this
information may also increase a scammer’s ability to
steal your identity and make your home a more
interesting target for break-ins.

w= Names of husband/wife, father, and mother
(including mother’s maiden name), siblings, chil-
dren, and grandchildren: This information is very
interesting to criminals, who can use it to gain your
confidence and then scam you, or use it to guess
your passwords or secret question answers, which
often include family members’ names. This informa-
tion may also expose additional family members to
ID theft, fraud, and personal harm.

w= Information about your car: Limit access to license
plate numbers; VINs (vehicle identification num-
bers); registration information; make, model, and
title number of your car; your insurance carrier’s
name, coverage limits, loan information, and driver’s
license number. The key criminal abuse of this
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information includes car theft (or theft of parts of
the car) and insurance fraud. The type of car you
drive may also indicate your financial status, and
that adds one more piece of information to the pool
of data criminals collect about you.

Information about work history: In the hands of
criminals, your work history can be very useful for
“authenticating” the fraudsters and convincing peo-
ple and organizations to provide them with more
about your financial records or identity.

Information about your credit status: This informa-
tion can be abused in so many ways that any time
you're asked to provide this online, your answer
should be no. Don’t fall for the temptation to check
your credit scores for free through sites that aren't
guaranteed as being reputable. Another frequent
abuse of credit information is found in free mortgage
calculators that ask you to put in all kinds of per-
sonal information in order for them to determine
what credit you qualify for.

Many people set automatic responders in their e-mail
letting people know when they'll be away from their
offices. This is really helpful for colleagues, but exer-
cise caution and limit who you provide the informa-
tion to. Leaving a message that says, “Gone 11/2-
11/12. I'm taking the family to Hawaii for ten days,”
may make you a prime target for burglary. And you'll
probably never make the connection between the
information you exposed and the offline crime.

You may need to show your work history, and so
may post your résumé on Internet job or business
networking sites. Be selective about where you post
this information, create a separate e-mail account to
list on the résumé, and tell what kinds of work
you've done rather than give specifics about which



companies and what dates. Interested, legitimate
employers can then contact you privately, and you
won't have given away your life history to the world.
After you've landed the job, take down your résumé.
Think of it as risk management — when you need a
job, the risk of information exposure is less vital than
the need to get the job, but make that info private
again when it’s served its purpose.

Spot Phishing Scams and Other E-mail Fraud

As in the offline world, the Internet has a criminal element. These cyber-
criminals use Internet tools to commit the same crimes they've always
committed, from robbing you to misusing your good name and finan-
cial information. Know how to spot the types of scams that occur
online, and you'll go a long way toward steering clear of Internet crime.

Before you click a link that comes in a forwarded e-mail message or

forward a message to others, ask yourself:

=)

1=

Is the information legitimate? Sites such as www .
truthorfiction.com, www. snopes.com (see
Figure 19-10), or http: //urbanlegends.about.
com can help you discover if an e-mail is a scam.

Does a message ask you to click links in the e-mail
(see Figure 19-11) or instant message? If you're
unsure whether a message is genuinely from a com-
pany or bank that you use, call them, using the num-
ber from a past statement or the phone book.
Remember: Don't call a phone number in the e-mail;
it could be fake. To visit a company’s or bank’s web-
site, type the address in yourself if you know it or
use your own bookmark rather than clicking a link.
If the website is new to you, search for the company
using a search engine and use that link to visit its
site. Don't click the link in an e-mail, or you may
land on a site that looks right — but is, in reality,
just a good fake.
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w= Does the e-mail have a photo or video to down-
load? If so, exercise caution. If you know the person
who sent the photo or video, it's probably fine to
download, but if the photo or video has been for-
warded several times and you don’t know the person
who sent it originally, be careful. It may deliver a virus
or other type of malware to your laptop.

In addition to asking yourself these questions, also remember the
following:

w= If you decide to forward (or send) e-mail to a
group, always put their e-mail addresses on the Bcc:
(or Blind Carbon Copy) line. This keeps everyone's
e-mail safe from fraud and scams.

w= Think before you click. Doing so will help save you
and others from scams, fraud, hoaxes, and malware.
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Keeping In
Touch via Mail

A n e-mail program is a tool you can use to
send messages to others. These messages
are delivered to the recipient’s e-mail inbox,
usually within seconds. You can attach files to
e-mail messages and even put images within
the message body. You can get an e-mail
account through your Internet provider or
through sites such as Yahoo! and Microsoft
Live Hotmail. These accounts are typically free.

When you have one or more e-mail accounts,
you can set them up in the Mail app in
Windows 8.1, and then use that app to send
and receive e-mail for all your Windows Live
Hotmail, Outlook, AOL, Yahoo!, and Gmail
accounts in one place. Mail uses the informa-
tion you store in the People app for address-
ing your e-mails, and it can sync contacts
from your individual e-mail accounts to
People if you choose.
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If you prefer, you can instead use your provider’s
e-mail interface in your Internet browser. Some of

these programs provide more tools for working with
e-mail, such as more sophisticated tools to format
message text or add a signature (for example, your
company name and phone number) to every mes-
sage you send. Check out www.gmail .com to sign
in and see the Google interface you'll be using if you
get a Google account, for example.

To make your e-mailing life easier, this chapter takes a look at these
tasks:

w= Choose an e-mail provider. Find out how to locate
e-mail providers and what types of features they offer.

w= Set up your e-mail accounts in the Mail app. Make
settings to access your Windows Live Hotmail or
other e-mail account from within the Mail app so
you can check all your messages in one place. This is
useful if you use both work and home e-mail
accounts, for example.

w= Receive, send, and forward messages. Deal with the
ins and outs of receiving and sending e-mail.

w= Make settings for each account. Set up how often
content is downloaded, and whether to sync your
e-mail, contacts, and calendar information from each
account.

Set Up an Internet-Based E-mail Account

Your Internet service provider (ISP) — whether that’s your cable or
phone company, or a small local provider — probably offers you a
free e-mail account along with your service. You can also get free
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accounts from many online sources, such as Yahoo!, AOL, Gmail, and
Windows Live Mail. Note that the Mail app in Windows 8.1 is cur-
rently set up to work with Windows Live Hotmail, Outlook, AOL,
Yahoo!, and Gmail accounts — as well as Microsoft Exchange
accounts, which are typically business accounts such as your company

might provide.

Here are some tips for getting your own e-mail account:

2

2

n=p

Using e-mail accounts provided by an ISP: Check
with your ISP to see whether an e-mail account
comes with your connection service. If it does, your
ISP should provide instructions on how to choose an
e-mail alias (that's the name on your account, such as
SusieXYzZ@aol.com) and password, and instruc-
tions on how to sign into the account.

Searching for an e-mail provider: If your ISP
doesn't offer e-mail, or you prefer to use another ser-
vice because of the features it offers, use your brows-
er’s search engine to find out what's available. Don't
use the search term free e-mail because results for any
search with the word free included are much more
likely to return sites that will download bad pro-
grams such as viruses and spyware onto your laptop.
Besides, just about all e-mail accounts today are free.
Alternatively, you can go directly to services such as
Yahoo!, AOL, or Gmail by entering their addresses in
your browser’s address field (for example, www .
gmail.com).

Finding out about features: E-mail accounts come
with certain features that you should be aware of. For
example, each account includes a certain amount of
storage for your saved messages. (Look for one that
provides 10 gigabytes or more.) The account should
also include an easy-to-use address book feature to

Chapter 20: Keeping In Touch via Mail
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save your contacts’ information. Some services pro-
vide better formatting tools for text, as well as calen-
dar and to-do list features.

Whatever service you use, make sure it has good
junk-mail filtering to protect you from unwanted
e-mails. You should be able to modify junk-mail fil-
ter settings so that the service places messages from
certain senders or with certain content in a junk-mail
folder, where you can review the messages with cau-
tion or delete them.

w= Signing up for an e-mail account: When you find
an e-mail account you want to use, sign up (usually
there will be a Sign Up or Get An Account button or
link to click) by providing your name and other con-
tact information and selecting a username and pass-
word. The username is your e-mail address, in the
form of UserName@service. com, where the ser-
vice is, for example, Yahoo!, Windows Live Hotmail,
or AOL. Some usernames might be taken, so have a
few options in mind.

w= Making sure your username is a safe one: If possi-
ble don’t use your full name, your location, age, or
other personal information. Such personal identifiers
might help scam artists or predators find out more
about you than you want them to know.

Set Up Accounts in Mail
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1. You can set up the Windows 8.1 Mail app to manage
Hotmail and other accounts so you can receive all your
e-mail messages in one place. Click the Mail tile on the
Start screen.
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2. Press Win+I and click the Accounts link shown in
Figure 20-1.

Settings

Accounts

Options
Help

About
Permissions

Rate and review

L3

aill ) O
40

myqwestd779 Brightness

Notifications Power Keyboard

Change PC settings

Figure 20-1

3. Click the Add an Account link shown in Figure 20-2.
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Figure 20-2

Click to add an account

4. Click a provider option as shown in Figure 20-3.

(© Add an account ¥

Hotmail
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Outlook
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Google

Connect
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Figure 20-3
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5. In the resulting window (see Figure 20-4), enter the
account address and your password and click Connect.

Add your Google account

Enter the information below to connect to your Google account.

Email address

nancyanderson@gmail.com

Password

I T |

|

Enter your info... and click Connect
Figure 20-4

6. Mail takes a moment to set up the account. Click the
account in the list of accounts on the left side of the Mail
screen to open its inbox and view messages.

Get to Know Mail

Mail (see Figure 20-5) may look a bit different from other e-mail pro-
grams that use menus and tools to take actions such as deleting an
e-mail, creating a new e-mail, and so on. Mail has a sparser, cleaner
interface in line with the whole Windows 8.1 approach. You have a list
of e-mail accounts and a list of folders for the selected account on the
left. Some typical folders are your Inbox, where most incoming mail
appears; your Outbox, where items you send that haven’t completed
sending sit; your Drafts folder, where drafts of e-mails are saved ready to
be sent; and your Sent folder, where copies of sent e-mails are stored.
You can set up any other folders in your original e-mail program such as
Hotmail or Gmail, because you can't set these up in Mail.
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Figure 20-5

The section on the left displays inbox content, and the right portion of
the screen shows the contents of a selected message in the Inbox or
other folder whose contents are in the middle column of the screen
(see Figure 20-6).

To move a message from your inbox, right-click it
and then click the Move button on the toolbar that
appears. Click a folder, and the message is moved
there.

When you access Windows Live Mail and many of

the other online e-mail services, you're using a pro-
gram that’s hosted online, rather than software on

your laptop. That makes it easy to access your mail
from any computer because your messages and
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folders are kept online. If you use an e-mail client
such as Outlook to access your e-mail accounts, the
client software and your downloaded messages are
stored on your laptop. Outlook.com is an online ver-
sion of Outlook and can be accessed from anywhere.

@Livelnbox @ @

All~ pe) )
Principle Gallery 7/18/2013 113 PM
Skype to Allegra C.
Ready to get started wit...  Jul 19

July News: New Art Edition
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Skype Ooma (mu-

Try Skype's premium f...  Jul15
Principle Gallery
TOMORROW: LIVE MUS Jul 10 P R I N C ] P L E

Principle Gallery ;
Second Thursday: LIVE ...  Jul2 (J A I— L E R Y

Principle Gallery

June News: Live Musi... Jun 19

Nancy Muir g
$o, how'd it go?? Sep 17

Nancy Muir !

One more important th...  Sep 13

Nancy Muir

Computers FS FD 3e —- ... Sep 13

Nancy Muir 3
Using Windows Stor Sep 13

Nancy Muir 2
Music Sep 12

.
Figure 20-6

Open Mail and Receive Messages
1. Click the Mail tile on the Start screen.

2. Click the account you want to read mail from, and the con-
tents of the inbox are displayed, as shown in Figure 20-7.
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Click a message here
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... and see its contents here
Figure 20-7

3. Click a message, and its contents appear on the right side
of the screen. Use the scroll bar on the right to move
through the message contents.

4. If the message has an attachment, you'll see a paper clip
symbol (refer to Figure 20-8) next to it in the inbox. Click
to display the message and then click the attachment
thumbnail. Choose one of the following from the menu
that appears:
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e Open: The file opens in the app that Windows 8.1
associates it with.

e Open With: Use this option when you want to
choose which program in which the attachment
opens.

e Save: Windows 8.1 opens the associated library
(such as Pictures for an image), where you can enter
a name and click Save to save the file in that library.

This message has an attachment

Nancy Muir

| Chapter 22

Figure 20-8

If your mail doesn’t come through, it's probably

@ because your e-mail provider’s servers are experienc-
ing technical problems. Just wait a little while. If you
still can’t get mail, make sure your connection to the
Internet is active. Mail may show your Inbox, but if
you've lost your connection, it can’t receive new
messages.

Note that if an e-mail has a little exclamation point

@ next to it in your Inbox, somebody has flagged it
as urgent. It's usually best to check out those
e-mails first.

Create and Send E-mail

1. Creating e-mail is as simple as filling out a few fields in a
form. Open Mail and click the account from which you
want to send the e-mail.

2. Click the New button (it's in the upper-right corner with a +
symbol). See Figure 20-9.
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Click to create a new message

%@

Figure 20-9

3. Type the e-mail address of the recipient(s) in the To field. If
you want to send a courtesy copy of the message to other
people enter addresses in the Cc field, or to send a blind
copy, click the Show More link and enter an address(es) in
the Bcc field. You can also choose a priority for the message
by clicking the Priority field and making your selection.

4. Click in the Add a Subject field (in Figure 20-10 this is
the field at the top on the right) and type a concise yet
descriptive subject.

5. Click in the message pane beneath the subject and type
your message (see Figure 20-10).

®
®

Don't press Enter at the end of a line when typing a
message. Mail and most e-mail programs have an
automatic text-wrap feature that does this for you. Do
be concise. If you have lots to say, consider sending a
letter by snail mail or overnight delivery. Most people
tire of reading text onscreen after a short while.

Keep e-mail etiquette in mind as you type. For exam-
ple, don't type in ALL CAPITAL LETTERS. This is
called shouting, which is considered rude. Do be
polite even if you're really, really angry. Your message
could be forwarded to just about anybody, just about

anywhere, and you don’t want to get a reputation as
a hothead.
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Type your subject here  Type your message here
|

To

Allegra C. Y o @ @ .
allegrgWZM@lwe.com ~ Add a su bJeL*J[ @

= Add a message H
| MNancy Muir |

Cc

Show more

Sent from Windows Mail

Figure 20-10

6. When you finish typing your message, click the Send but-

ton.

®

The message is on its way!

Remember that when you're creating an e-mail, you
can address it using a stored address in the People
app. Click the To, CC, or BCC link in the address
area and the People app appears. You can then select
a contact(s) from there and click the Add button.
Mail also allows you to just begin to type a stored
contact in an address field (To, Bcc, or Cc), and it
provides a list of likely options as you type. Just
click the correct name when it appears in the list

to enter it.
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Send an Attachment

1. It's very convenient to be able to attach a document or
image file to an e-mail that the recipient can open and
view on his end. To do this, open Mail and click your
e-mail account. Click New to create a new e-mail mes-
sage, address it, and enter a subject.

2. Click the Attachments icon (it's shaped like a paperclip)
at the top of the page (see Figure 20-11).

3. The This PC library appears. Locate the file or files that
you want using the Go Up link if necessary and click to
select it (or them).

Click to attach files

@(g)

Figure 20-11

4. Click the Attach button. A thumbnail of the attached file
appears in the message body (see Figure 20-12) indicat-
ing that it’s uploaded. If you have other attachments you
want to make from other folders on your laptop, you can
click the Attachments link again and repeat the previous
steps as many times as you like to add more attachments.

5. Click the Send button to send the message and
attachment.

while you're creating it, just click the Close button
(it's in the top-right corner with an X in it) and
choose Save Draft or Delete.

@ If you change your mind about sending a message
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A thumbnail of attachment

aright o ® ®
allegrai234@live.com M |d Wg ht O”
To
MNancy Muir
Cc jr
1file attached
Probably time to get some sleep, eh?
Show more
Sent from Windows Mail
.
Figure 20-12

Read a Message

1. When you receive an e-mail, your next step is usually to
read it. Click an e-mail message in your Inbox. Unread
messages are in bold and messages you've read are
unbolded.

2. Click in the message body and use the scroll bar in the

message window to scroll down through the message and
read it (see Figure 20-13).
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@ Live Inbox

All~

Skype

Ready to get started wit...

Principle Gallery

July News: New Art Editi_..

Skype

Try Skype’s premium fea..

Principle Gallery
TOMORROW: LIVE MUS

Jo)

Jul 19

Jul 15

Jul 10

® & ©

Dear Friends,

‘We have a refreshing group of new works to show you and some upcoming
events you won't want to miss! Take a break from the heat wave and enjoy some
great art!

Face Off Il Save the Date!

Principle Gallery Friday
Second Thursday: LIVE ...  Jul2 August 16th

L 6pm-gpm
Principle Gallery pm-9p
June News: Live Music ... Jun 19

Rachel Constantine,

Nancy Muir 3 Cindy Procious

5o, how'd it go?? Sep 17 Terry Strickland,

; and Mia
Nancy Muir !
One more important th...  Sep 13 Bergeron return to face
} off in a live portrait
Nancy Muir _— : . . .
, Y S ESEDE , painting demonstration. See how each artist depicts the same model with
Computers FS FD 3e - Sep 12
their own unique style of painting.

Nancy Muir J

Using Windows Stor Sep 13

LI 5 =2y The ladies will paint in 20-minute sessions and answer audience questions
Nancy Muir 2 during breaks. The demonstration will be a blast and all four paintings will

Music Sep 12 be available for purchase!

.
Figure 20-13

3. If you want to delete the message, simply click the Trash
button in the top-right corner. If you want to save it, right-
click and click the Move icon to move it into a folder, or
just leave it in your inbox.

If you'd like to save an attachment to a storage disc
or your hard drive, right-click the thumbnail of it in
the message, click Save, and then choose the location

to save the file to.

When you're travelling around with a laptop and
reading e-mails, remember that people can look over
your shoulder. If you're reading or writing sensitive
information, consider displaying it when you get to
the privacy of your home.




Reply to a Message
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1. If you receive an e-mail and want to send a message
back, use the Reply feature. Open the message you want
to reply to, click the Respond button, and then select one
of the following reply options, as shown in Figure 20-14:

e Reply: Send the reply to only the author.

e Reply All: Send a reply to the author as well as to
everyone who received the original message.

Respond button

@ Live Inbox

Y
® 0 O

. Repl
James Huggins v {ames Hugg}lnsh R i
A chapter for the road 5:39 PM EEFW“‘?E" 9 2012 539 PM Reply all
0: major huggins
James Huggins U} Forward
New Boat oTEM A chapter for the road
SiEIEE THE SPELL OF BELGIUM
Your Gmail address, ma. 5:07 PM
.
Figure 20-14

2. In the resulting e-mail form (see Figure 20-15), enter any
additional recipient(s) in the To and/or Cc text boxes; to
send a blind copy, you can click Show More to display
the Bec field. Type your message in the message window.

Enter recipients here

H major huggins , RE: New Boat @ ®
majorhuggins@live.com
To
Hey, | know that guy! He's my dentist. (And a good one, too.)
James Huggins ©)
Sent from Windows Mail
Cc
From: James Huggins
| ] @ Sent: September 9, 2012 5:17 PM
To: majorhuggins@live.com
Subject: New Boat
Show more
.
Figure 20-15
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3. Click the Send button to send the reply.

Forward E-mail

1. To share an e-mail you receive with others, use the
Forward feature. Open the e-mail message that you want
to forward in Mail.

2. Click the Respond button, and then click Forward.

3. In the message that appears with FW: added to the begin-
ning of the subject line, enter a new recipient(s) in the To
and/or Cc and Bcc fields, and then enter any message that
you want to include in the message window, as shown in
the example in Figure 20-16.

Enter your message here

H major huggins FW: New Boat @ ®

majorhuggins@live.com

To

knutsonhuggins@live.com @

Cc

@

1file attached  Send using SkyDrive instead
Show more

Here's the boat... | think it's a Yankee one-Design?‘

Sent from Windows Mail

From: James Huggins

Sent: September 9, 2012 5:17 PM
To: majorhuggins@live.com
Subject: New Boat

This is the beat | had admired at the Wooden Boat Festival. | think owner's name is Scharf... a heck
of a nice guy.

Figure 20-16

4. Click Send to forward the message.
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Change Account Settings in Mail

1. Each account that you set up in Mail has its own settings.
Click the Mail tile on the Start screen.

2. From within Mail, press Win+I, and then click Accounts
in the Settings panel (see Figure 20-17).

Settings

tion
Accounts

Options
Help

About
Permissions

Rate and review

L]
I‘a) -0
40

Brightness

2 O

Notifications Power Keyboard

Change PC seftings

Figure 20-17
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3. Click the account for which you want to change settings.
In the panel displayed in Figure 20-18, you can make the
following changes:

Download New E-mail. You can click this field
and, from the drop-down list that appears, choose
to download content when a message arrives or
every 15, 30, or 60 minutes. If you prefer, you can
choose to download items manually by clicking
the Manual option here.

Download E-mail From. This is a handy setting if
you're away from Mail for a while and have been
checking messages in your browser. If so, you may
not want to download a month'’s worth of messages
you've already read, so choose another setting from
this drop-down list, such as The Last 3 Days.

Content to Sync. Syncing involves having certain
actions and content delivery or deletions coordi-
nated among different accounts. You can choose
to download various items, depending on your
e-mail provider, such as e-mail, contacts, or calen-
dar appointments using this command.

Automatically Download External Images. Turn
this setting off if you're concerned about the con-
tent of images and prefer that you manually down-
load them rather than having them automatically
downloaded.

Use an E-mail Signature. To automatically add a
signature such as your name and phone number
to every e-mail you send, click this field so it reads
Yes and then use the text box below the setting to
enter the signature you want to use.

Show E-mail Notifications for This Account. If
you want Windows 8.1 to notify you when e-mail



arrives, turn this on. To activate this, you must

also check Mail in the list of apps from which

you can get notifications in the Search & Apps
Notifications area of PC Settings (see Figure 20-19).

e Remove Account. If you decide you don’t want
Mail to access an account anymore, click the
Remove Account button. For the account you use
to log in to Windows 8.1, you'll have to do this
procedure though the PC Settings window (press
Win+I and then click Change PC Settings).

(© Live

Account name

K

| Live

Download new email

As items arrive

Download email from

Any time

Content to sync
V| Email

Automatically download external
images

on

Use an email signature

Yes (=E

Sent from Windows Mail

Preferred email address

allegral1234@Ilive.com

Chapter 20: Keeping In Touch via Mail

Figure 20-18
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~
@© Search & apps Show natifications from these apps
Alarms On
Search
Calendar on [ |
Share
n Games On -
Notifications
FpaEs E Internet Explorer On -
Defaults E Mail On [ | +
Music On
W
News on [ |
Photos On -
Scan On -
Sound Recorder On
Store On
I videa On v

Turn on Mail notifications here

Figure 20-19
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Connecting with
People Online

Fne Internet is a great place to find people
with similar interests and share
information.

You'll find discussion boards, blogs, and chat
features on a wide variety of sites, with people
sharing information from news to recipes.
There are some great senior chat rooms for
making friends, and many sites allow you to
create new chat rooms on topics that interest
you at any time.

Another great way to use the Internet to com-
municate is by making calls using services such
as Skype, and even using your laptop’s web
camera (called a webcam) to make video calls
where you and the other person can see each
other as you talk.

You can use handy event planning sites to
schedule your next meeting, send greeting
cards in electronic form, and more.

In this chapter, I look at some ways you can
share information with others online, and I tell
you how to do so safely.

| “*opter

Getready to...

w= Use Discussion Boards

and Blogs ........cccccevinin, 260
w= Participate in Chat ............ 262
= Use Webcams.................. 264
w= Use Skype to Make

Calls Online....c.covveuinn. 266
w= Schedule Events................. 269

w= Send E-greeting Cards....... 270

w= Share Content

with Others ..........vvvvvn... 272
w=» Recommend a Site
to Others .....covvvveeeeenn... 273
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Use Discussion Boards and Blogs

360

—
)

3.

A discussion board, also sometimes referred to as a forum, is a place where
you can post written messages, pictures, and videos on a topic. Others can
reply to you, and you can reply to their postings. In a variation on discus-
sion boards, you'll find blogs (short for web logs) everywhere you turn,
and you can also post your comments about blog entries.

Discussion boards and blogs are asynchronous, which means that you
post a message (just as you might on a bulletin board at the grocery
store) and wait for a response. Somebody might read it that hour — or
ten days or several weeks after you make the posting. In other words,
the response isn’t instantaneous, and the message isn't usually directed
to a specific individual.

You can find a discussion board or blog about darn near every topic
under the sun, and the information on them can be tremendously help-
ful when you're looking for answers. They're also a great way to share
your expertise — whether you chime in on how to remove an ink stain,
provide history trivia about button styles on military uniforms, or
announce the latest breakthroughs in your given field. Postings are
likely to stay on the site for years for people to reference, so be aware
that what you read there may be up to date or not that current.

To try out a discussion board, enter this URL in your
browser address field: http://answers.microsoft.
com/en-us/. (Note that some discussion boards require
that you become a member with a username and that you
sign in before you can post comments. If you want to post
a reply in Step 4, you will first have to join the site.)

Click a topic area, such as Internet Explorer (see Figure
21-1), to see discussion subtopics. Continue to click on
subtopics until you get to a discussion of interest and
then read the original posting and any responses.

When you click a posting that has replies, you'll see that
the replies are organized in chronological order (see
Figure 21-2). You can review the various participants’
comments as they add their ideas to the conversation.


http://answers.microsoft.com/en-us/
http://answers.microsoft.com/en-us/
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[l v [ @ v Pagev Safetyv Tookv @~ [ 0H &
Welcome to the Microsoft ~
Community
Connect with customers and experts to get
answers, share tips and find solutions.
About The Browse the Categories Top Contributors
Communlty [ Bing Office :j Content Creator
7 o s Mahesh Babu G
Finding answers. Sharing ideas. Internet Explorer Surface IndOWS \rites Great Content
Solving problems. Whatever your
goals, the Microsoft Community is Microsoft account,  Virus and Malware Content Curat
here to help you get more out of your | Outlook.com, i . L?:nR-T-n urator
technology. : Windows
SkyD[lVe Knows Helpful Content
Need help? Browse our community- Windows Phone
approved wiki articles, or post a MSN i )
question and our community . Xbox Music [ JFirst Answer
members can help you understand Office for Mac L3 ‘i" daf'Ch"
the problem with advice or step by- —_— = 2 Rising Star
step instructions. Have an idea or
opinion? Start a discussion. Qur
Community is hear to listen, help, and
share -- join us!
. - L
Explore other Microsoft Communities

Choose a topic
Figure 21-1

4. To reply to a posting yourself, first click the posting (refer
to Figure 21-2), and then click the Reply link, enter your
comments, and click Submit.

With any site where users share information, you can
stay safer if you know how to sidestep some abuses,
including data mining (gathering your personal infor-
mation for commercial or criminal intent), social engi-
neering ploys that try to gain your trust and access to
your money, ID theft scams, and so forth. Throughout
this chapter, I provide safety tips, but remember that if
you're careful to protect your privacy, you can enjoy
socializing online with little worry.
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Click to reply to a message

B2 httpy/fanswers microsoft.com/er O v & | BE How ta disable zoom in int,., X

1 v [ = v Pagew Safetyw Tookv @+ IR 5 O

. ~
All Replies (8) N0
i Rohit Siddegowda replied on February 1, 2013 - n LD:TO‘:NS helpiul

Support Engineer ‘Community Star

Hi Gerald,

Thank you for contacting Microsoft Community.

‘Were there any changes made an the computer prior to the issue?

I would suggest you to refer to the section *“To zoom on a webpage using Internet Explorer for the
desktop” in the following article and try to set Custom value:

http://windows.microsoft.com/en-IN/internet-explorer/ie-accessibilty-options#ie=ie-10

Hope this helps. If you have any further issues on the computer, please post your question regarding
Windows with complete information and we will be happy to help you.

+ Reply | Replywith quote | Reportabuse -

. - Found this helpful
- GeraldRakoczy replied on February 2, 2013 « n Me Too

| G In reply to Rohit Siddegowda post on February 1, 2013

Thanks for the reply. | was able to solve my problem by turning the "gestures” feature off on my mouse pad.
Jemy

Reply | Replywithquote | Reportabuse - v

Figure 21-2

Participate in Chat

A chat room is an online space where groups of people can talk back
and forth via text, audio, web camera, or a combination of media. (See
Figure 21-3, which shows a web site that links to hundreds of chat
rooms.) In chat, you're having a conversation with one or more peo-
ple in real time (without delay, as you experience with a discussion
board), and your entire conversation appears in the chat window.
Here are some characteristics of chat that you should know about:

w= When the chat is over, unless you save a copy, the
conversation is typically gone.
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m= Several people can interact at once, although this can
take getting used to as you try to follow what others
are saying and jump in with your own comments.

w= When you find a chat you want to participate in, sign
up to get a screen name, and then you simply enter
the chat room, enter your comment, and submit it.
Your comment shows up in the stream of comments,
and others may — or may not — reply to it.

B httpsffwmne paltalk.com/ D = C || & Free Video Chat, 5000+ Vid.., %

- [ @ v Pagev Safetyw Tookv @~ [ 0H &

[ ] Video Chat Rooms, Group Video Calls,
’ . Friendly Video Community, Mobile. DOLUnIO(]d F|
| 't Works with Windows, Mac, Android, i0S and Kindlc
| more than video chat Features + Members Chat Rooms Mobile

l : | = = Thousands of Video Chat

‘» .' \ - Welcome to the largest online vid
s room community. Explore thousa

video chat rooms and meet mill
fergie_a his* ' n
um?m knaw me...always an angel 1 fnendly members.

e R el
natesze cOugh C h

e

o A
oy G

Whiger
ramean % €30 0 hella how a1 yeu
Earsaan 33 ki o

e @ s _ ‘ ; Download, It’s Free

Members Online Now:

§ - = Feeling adventurous? Try our lates!

£ >

Figure 21-3

When you're talking to someone in a chat room with
multiple people, if the site offers the option, you
could invite him to enter a private chat room, which
keeps the rest of the folks who wandered into the

363



Part IV: Exploring the Internet

chat room out of your conversation. Also, others can
invite you into private chat rooms. Be careful who
you interact with in this way, and be sure you under-
stand the motivations for making your conversation
private. This may be entirely reasonable, or it may be
that you're dealing with someone with suspect
motivations.

site’s Terms of Use, privacy, and monitoring and
abuse reporting procedures to understand the safety
protections in place before joining a conversation.
Some sites are well monitored for signs of abusive
content or interactions; others have no monitoring at
all. If you don't like the terms, find a different site.

@ Warning: Before you get started, check out the web-

Use Webcams

Webcams are small video cameras you can use to transmit your picture
to somebody in an online conversation or meeting. They are relatively
inexpensive, and most laptops now come with webcams embedded in
their lids. (See Figure 21-4.) You can use a webcam with apps like
Skype to make calls over the Internet, or other apps to have face-to-
face live meetings.

Each computer manufacturer includes a software program to use with
your built-in webcam or you can find another online, such as
CyberLink YouCam (www.cyberlink.com/products/youcam).
Some software even allows you to record, edit, and post video to video
sharing sites such as YouTube (www.youtube. com).

When you use instant messaging software or join an online meeting,
your webcam is likely to begin displaying video automatically. Use the
tools in that program to control your webcam.

A webcam can be a great way to communicate with friends and family,
but it can quickly become risky when you use it for conversations with
strangers.

364


http://www.cyberlink.com/products/youcam
http://www.youtube.com

Chapter 21: Connecting with People Online

A webcam

Y

TOSHIBA

Figure 21-4

2

2

1=

Giving your image away, especially one that may
show your emotional reactions to a stranger’s state-
ments in real-time, simply reveals too much infor-
mation that can put you at risk.

If you use a webcam to meet with someone you
don’t know online, they may expose you to behavior
you'd rather not see.

Note that webcams can also be high-jacked and
turned on remotely. This allows predators to view and
listen to individuals without their knowledge. When
you aren’t using your webcam, consider turning it

off — or disconnecting it, if it isn’t a built-in model.

Warning: Teens in particular struggle to use good
judgment when using webcams. If you have grand-
children or other children in your care, realize that
normal inhibitions seem to fall away when they
aren’t physically present with the person they're
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speaking to — and many expose themselves, figura-
tively and literally. In addition to having a conversa-
tion about appropriate webcam use with children
and teens, it may be wise to limit access to webcams.

Use Skype to Make Calls Online

366

Skype is a popular site for making phone calls using your Internet con-
nection and a technology called VoiP (Voice over Internet Protocol).
There are several benefits to using Skype to make phone calls,
including

w= Calls to other users of Skype are absolutely free, even
it the other person is located around the world from
you. If you call landlines or mobile phones, you still
get low rates for your calls using credits that you
purchase.

w= You can use the video feature of Skype along with a
webcam to make video calls to others. This is an
awesome way to keep in touch with the grandkids or
other friends in distant places.

w= You can store contact information for others and call
them with a click.

w= [f you're not at your computer when a call comes in,
you can set up a voicemail feature to take messages.

Skype comes preinstalled by manufacturers on some computers. If
there is no Skype tile on your Start screen, from the Start Screen,
type Skype, and then click on the Store category. In the results, click
on Skype, and then on the next page, click Install.

To get set up to use Skype, follow these steps:

1. Click the All Apps button on the Start screen and then click
the Skype app on the list of apps.
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2. On the following screen, Allow or Block Skype from
using your webcam and microphone; allowing it enables
you to make video calls.

3. On the next screen, click Allow or Don't Allow to let
Skype run in the background so you can get notifications
on the lock screen and open it quickly.

4. On the screen shown in Figure 21-5, click the New to
Skype button to sign in (this sign-in will be based on the
Microsoft account with which you signed into Windows
8.1). On the following screen, click to select whether
Skype can contact you by e-mail or SMS or not, and then
click the I Agree - Join Skype button to accept the terms.

Already using Skype? New to Skype?

Merge with your exis| Skype account to access your Welcome! It's quick and easy to join.
credit and all your contacts

| have a Skype account I'm new to Skype

Signed in with Microsoft account nancyanderson1234@outlook.com.

Figure 21-5
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5. The Skype main screen appears (see Figure 21-6). When
you have saved people as contacts, their names appear
along the right side. Click a contact, and then click the
phone button that appears on the screen to call that person.

6. 1f you don't have any saved contacts or want to call a dif-
ferent person, click the Call Phones button at the top of

the screen shown in Figure 21-6.

7. In the following screen shown in Figure 21-7, click the
numerical pad to enter a number to call. Note that if you
need to buy Skype Credit to make a call, you can do that
from this screen by clicking the Buy Skype Credit or Get a
Subscription links, depending on what type of plan you

prefer.
Click to call
@ call phones invisible
recent favorites
Hi Nancy Muir
Boysen,
Welcome to the new,
fast and beautiful
Skype for Windows 8.
Your messages and call history will appear Keep all your favorite people together.

here, so you can easily carry on the
conversaton.

Use the 'plus’ button above to add
favorites.

Figure 21-6
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@ dial a number

recent
E=  United States +1 ~ pay as you go
from 2.3¢/min
2.6¢ incl. VAT
1 2 3 .
ABC DEF buy Skype Credit
5 6
GHI JKL MNO pay monthly Your call hista
from 1.2¢/min
144 incl. VAT
7 8 9 get a subscription
PQRS UV WXYZ

Figure 21-7

cams in your computers, you can click the Video Call
button instead of the Call button to initiate a call
where you will then see the other person as you talk.

Although using Skype is relatively simple, there is
much more you can discover, such as how to purchase

credit to call non-Skype members and more. For help
with these tasks, consider buying a book such as Skype
For Dummies by Loren Abdulezar, Susan Abdulezar,
and Howard Dammond (John Wiley & Sons, Inc.).

@ If you and the person you're calling both have web-

Schedule Events

You know what an annoyance it can be to schedule a meeting or
party? You e-mail or call a few people to see if they're available. One
person can make it, but another can’t. You leave phone messages for
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two other people who you don’t hear back from. Then you reschedule
the event only to find that two people you never heard back from are
out of town that day.

Today you can use online event planning sites such as Evite (www .
evite.com) or Doodle (www.doodle.com), shown in Figure 21-8,
to plan events by sending out electronic invitations that offer recipi-
ents a range of dates and times. The invitees let you know when they
can come, and the service helps you to easily identify the best time
and date for your event.

<

DOOdle GROUP SCHEDULING  1:1 SCHEDULING CREATE USER-ACCOUNT | SIGNIN

Doodle simplifies scheduling

Find a date for a meeting 2x faster

Schedule an event or View example

August 7, 2013 v

Figure 21-8

Most of these services are free, and you can use handy views such as
calendars and tables to help you organize your various events.

Send E-greeting Cards
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Who among us hasn't had the experience of suddenly realizing a dear
friend or relative’s birthday is tomorrow and we forgot to get and mail a
card? The Internet to the rescue: You can now use online greeting card ser-
vices to send fun e-cards that include animation and music. The conve-
nient part is that your greeting can get to recipients at the very last minute.
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Visit sites such as www.hallmark.com (shown in Figure 21-9) and
www.123greetings.com to check out what they have to offer.
Some of these sites are free; some offer a few free cards but charge you
a yearly fee to access their full range of cards.

i/ =
= o At
_H(M SHOP EXPLORE OUR STORES MUY HALLMARK i X Searc

ADD PHOTOS anbd
your worps

Show a much-loved mom just how
much she’s appreciated with our new

Intricate
cut-out designs

laser-cut cards.

SHOP PERSONALIZED (ARDS —

Figure 21-9

When you use some sites that are entirely free, you run
a greater risk of downloading viruses or having adver-
tising placed on your cards. The yearly subscriptions to
legitimate sites are very low, allowing you to send out
as many greetings as you like for the entire year, so
you might consider spending the money to use one.

Most online greeting card sites offer easy instructions on how to use
them, but you typically follow these steps in a similar order:

1. Search the site to find a card.

2. Personalize the card with a greeting and select certain for-

matting for text.
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3. Preview the card.
4. Enter the recipient’s e-mail address.

5. Send the card on its way. The recipient gets an e-mail
notification with a link to click to view the card.

Share Content with Others

Windows 8.1 apps allow you to share various types of content with
others via e-mail or several social networking services.

For example, if you display your Collection from the Music app — or
you're searching the web and find an interesting site — press Win+C
to display the Charms bar, click the Share charm, and then click either
Mail or People (see Figure 21-10).

Click either Mail or People to share

Share

I Can Has Cheezburger? - Cats - Cats v

| Can Has ROFLrazzi FAIL Blog Memebase [T Geek Universe

Animals  Celebrity Fails & Wins Trending Funny  Gamers & Geeks Lolcats n Funny Pictures
Mail

g | Can Has Cheezburger?

BURGER | olcats n Funny Pictures s People

H Follow | .. Submit | ¢ Create

Reading List
Bookmark for later

Cats e

. Yammer Feed

What"s Hot on | Can Has Cheez

- g
Well Played, Hoomin Have You Ever Heard This Little Owl Loves

Snuggle Buddies Favorite

@ http://icanhas.cheezburger.com/tag/Cats

Figure 21-10

372



Chapter 21: Connecting with People Online

Clicking Mail allows you to forward the item (a music file or a web
link, for example) via e-mail. Clicking People lets you view Facebook
or Twitter contacts and post the info or link to them on one of those
services.

Recommend a Site to Others

A phenomenon called social bookmarking allows you to share your likes
and dislikes for online sites and content with others. Web sites that
sport icons from services such as Digg, StumbleUpon, Delicious, and
Diigo provide a way for you to report your opinion about articles, vid-
eos, and more.

Figure 21-11 shows one site with several social bookmarking icons on
display. Services such as Facebook and Twitter also allow you to rate
content by posting a comment on their sites.

Social media icons

m comments EdRecommend 3.1k 832 Print

Bookmark & Share X

Email 4 Newsvine

8 Cicadas on the rise: Bug fans and Duwean  &om
= scientists get ready for the big bu

[ Digg & Reddit
Tumbir Mere... (338)

©AddThis  Seffings Privacy [

Slideshow: Return of the cicada

Figure 21-11
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When you click any of these icons, you're taken to a web page where
you can sign in to an account or open a new account with a service. You
can then type your comment in to whatever form that service provides,
such as the one from StumbleUpon shown in Figure 21-12. With social
sites such as Facebook and Twitter, you can share a comment and link
with your Facebook friends or those following you on Twitter.

& ~ | Siumble 7

estumbIeUponv HOME PROFILE FOLLOW  SHARES

wegajane ¥

recommended activity tfrending lists

Recommended Pages in Your Interests
EE M T
F E—

Throwback Thursdays:

Betchiest Trends of the =
90s = s g
: D2k 70 Cutie Baby Animals
- Rl Bring You a Good Mood |
The...
+t2e ‘ , menshealth.com v
i Currently browsing 70 Cutie Baby

Figure 21-12



Getting Involved
in the Social Net

In this chapter, I look at the world of the

social net. Social networking sites such as
Facebook are a great way for you to connect
with others and share your thoughts, your

images, and your activities.

If you're new to social networking, this chapter
gives you an overview of what it’s all about,
shows you the different types of services avail-
able, and even takes you through the signup
process on one popular social networking site.
In addition, I provide some advice on online
dating services and image-sharing sites (which
are discussed in more detail in Chapter 18).

Overview of Collaborative and
Social Networking Sites

Although you may think kids are the most
active group using social networking, statistics
prove that isn't the case. In fact, people 35-54
years old make up a large segment of social
networkers.

There are several types of sites where people
collaborate or communicate socially. As you
explore this new social world, the following
definitions may be useful:

| “*opter

22

Getready to...

w= QOverview of Collaborative
and Social Networking

SIteS o 375
w=» Compare Popular

SErVICeS .ovvvveeiiiiieiiiien, 377
w= Sign Up for a Social

Networking Service........... 378
w= Create a Profile ................ 381
w= |nvite Friends ................... 383

w= See How Online
Dating Works.................... 385

w= Select a Dating Service...... 386
w= Explore Twitter.................. 388

w= Get Involved in Video
and Photo Sharing ............ 389
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w=  Wiki: A website that allows anyone visiting to contrib-
ute (add, edit, or remove) content. Wikipedia, for
example, is a virtual encyclopedia built by users pro-
viding information in their areas of expertise. Because
of the ease of collaboration, wikis are often used
when developing group projects or sharing informa-
tion collaboratively. Wikipedia (http://en.
wikipedia.org) is shown in Figure 22-1.

o & Login/ create account
T
.{
i o
0. - Search Q
Y w W Main Page Discussion Read View source View history 77"
ool
WIKIPEDIA o
‘The Free Encyclopedia Welcome to Wikipedia, * Alls + History + Society
the free encyclopedia that anyone can edit « Biography « Mathematics = Technology
Main page 3,649,216 articles in English « Geography + Science = All portals
Contents
Featured content Today's featured article In the news
Current events
Random article Edward Elgar (1857-1934) was an English composer. + Sepp Blatter (pictured) is re-elected
Donate to Wikipedia Among his best-known compositions are orchestral works President of FIFA amid corruption
~ Interaction such as the Enigma Variations, the Pomp and Circumstance allegations within association football's
Help Marches, concertos for violin and cello, and two symphonies. world governing body
About Wikipedia He also composed choral works, including The Dream of » One of the largest outbreaks of E. coli
Community portal Gerontius, chamber music and songs. He was appointed ever recorded strikes Germany and several other European
Master of the King's Musick in 1924. Although his works are countries
Recent changes - .
TR E regarded as quintessentially English, most of his musical influences were not » Germany permanently closes eight nuclear plants and
" from England but from continental Europe. A self-taught Catholic composer announces plans to abandon nuclear power by 2022
» Toolbox from a poor background, he nevertheless married the daughter of a senior » President of Abkhazia Sergei Bagapsh dies from
} Printexport British army officer. He struggled to achieve success until his forties, when his complications of surgery in Moscow.
Enigma Variations proved immediately popular. His following work, The Dream « In auto racing, Sebastian Vettel wins the Monaco Grand
— LEELS of Gerontius (1900) remains a core repertory work in Britain and elsewhere. Priv and Dan Wheldon wine the lndi lis 500

Figure 22-1

w= Blog: An online journal (blog is short for web log)
that may be entirely private, open to select friends or
family, or available to the general public. You can
usually adjust your blog settings to restrict visitors
from commenting on your blog entries, if you'd like.

w= Social networking site: This type of website (see

Figure 22-2) allows people to build and maintain an
online web page and create networks of people that
they're somehow connected to — their friends, work
associates, and/or other members with similar inter-
ests. Most social networking sites also host blogs and
have social networking functions that allow people to
view information about others (in the form of mem-

g ber profiles), post photos, and contact each other.
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Welcome Guest Login or Signup FLASHCHAT | BOOKMARK | LANGUAGE: |[Sgel=N{VE)] :

My Boomer Place

For seasoned travellers of the 50's, 60's and 70's

HOME GALLERY BROWSE BLOGS FORUM GROUPS MUSIC VIDEDS GAMES SIGNUP

Username: | |

Password: | |

[~ Remember Me

[ Register Now ] [ Lost Your P rd ]

[ RESEND ACTIVATION EMAIL ]

| Welcomeé tg
My Boomer Place

Welcome to My Boomer Place where you can create your own little
pieca of internet real estate. A place to goof off with your friends, meet
new paople, show off all the stuff you've just spent the best part of
your life collecting. Read stories or write your own for others to read.
Show off your pictures. Join a group of voice your opinions in a forum.

We are not Seniors but Seasoned Travelers who are still on the
i Fa Tl aaT=1r

Figure 22-2

w= Social journaling sites: Sites such as Twitter
(http://twitter.com) allow people to go online
with short notes (fewer than 140 characters) that are
typically about what they’re doing or thinking at the
moment. Many companies and celebrities are now
tweeting, as the act of posting comments on Twitter is
referred to. You can follow individuals on Twitter so
you're always informed if somebody you're a fan of
makes a post.

Compare Popular Services

Many social networking sites are general in nature and attract a wide
variety of users, such as Facebook, Bebo, or Myspace. Facebook, which
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was begun by some students at Harvard as a college student-only site,
has become today’s most popular social site, and many seniors use its
features to blog, exchange virtual “gifts,” and post photos. Other social
networking sites revolve around particular interests or age groups. For
example, LinkedIn (www.1linkedin.com) is aimed at those who
want to network with a focus on their careers, and SeniorPeopleMeet
(www . seniorpeoplemeet.com) is a social site for seniors.

There are also sites that provide social networking features that are
focused around issues such as grief and healthcare, and sites that host
politics- or consumer-oriented discussions.

social websites at http://social-networking-
websites-review. toptenreviews.com/. You
can find out handy information such as which sites
have mostly under 18 users, which have stronger pri-
vacy settings, and which allow you to share videos,
music, and other types of contents with others.

@ Visit TopTenReviews for a detailed comparison of

Sign Up for a Social Networking Setvice

378

Here’s where you can walk through the signup process for Facebook,
one of the most popular social networking sites, to see the kinds of
information they ask for. Follow these instructions to get your
Facebook account:

1. Type this URL into your browser address line: www .

facebook. com.

2. In the signup form that appears (see Figure 22-3), enter

your name, e-mail address, a password, your birthdate,
gender, and then click Sign Up.

Note that the site requires your birthdate so that Facebook
can provide certain safeguards for accounts of younger
children, but you can choose to hide this information
from others later if you don’t want it displayed.
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Sign Up
Connect with friends and the It's free and always will be.
world around you on Facebook. R R
Your Email

—  See photos and updates from friends in News Feed.
Re-enter Email

—_— Share what’s new in your life on your Timeline. New Password
— Birthday:
i { i . . . Why do I need to provid
Find more of what you're looking for with Graph Search. Month:[w| | Day:[v] || Year:[w| bmld;}'? need to provide my

~
T

O Female C Male

By dicking Sign Up, you agree to our Terms and that you have
read our Data Use Policy, induding our Cookie Use.

EEEETE <

Create a Page for a celebrity, band or business.

Enter your info... ...then click here
Figure 22-3

3. On the screen that appears (see Figure 22-4), you can click
Find Friends to have Facebook search for contacts in your
e-mail account address book and invite them to be your
friends, or click Skip This Step to continue creating your
account. In this case, click Skip This Step.

4. In the next screen, enter profile information that you can
choose to have visible to others or not. Details you can
enter here include your schools, employers, current city
of residence, and hometown.

5. Click Save and Continue.
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facebook . Nancy Anderson @z % [l
Step 1 Step 2 Step 3
Find your friends Profile Information Profile Picture
Are your friends already on Facebook?
Many of your friends may already be here. Searching your email account is the fastest way to find your friends on
Facebook. See how it works.
M Gmail
“Your Email:
S A—
54 windows Live Hotmail Find Friends
a! Yahoo! Find Friends
Other Email Service Find Friends
Skip this step
Facebook stores your contact list for you so that we can help youJreach more people and connect
© friends. Learn more.
v
Click to find friends in your email address book
.
Figure 22-4

6. On the next screen (see Figure 22-5), click Upload a
Photo or Take a Photo if you'd like a picture associated
with your account. If you have a photo on your com-
puter you'd like to use, click Upload a Photo and, in the
form that appears, click the Browse button to display File
Explorer. Locate the picture and then click Open.

7. Click the Save & Continue button. Your account is now
set up. On the following screen, you can locate friends,

check privacy settings, or find individuals
might have a Facebook account.

you know who

the top right of

your page at any time and then choose Privacy
Settings to manage settings for who can access infor-

@ Click the cog-shaped Options icon at

mation you post on your page.
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Click to access Privacy Settings

facebook

.NancyAmlersun e = [

Step 1 Step 2 Step 3
Find your friends Profile Information Profile Picture

Set your profile picture

+ Upload a Photo
From your computer
OoR

Take a Photo

With your webcam
_ Profile pictures and cover photos are public. Jou can control the audience for other photos you
“  upload to Facebook.

About  Create Ad Create Page Developers Careers Privacy Cookies  Terms Help
W

Upload a photo...— ...or take one with your webcam

Figure 22-5

Create a Profile

When signing up for a service, understand what is required informa-
tion and what is optional. You should clearly understand why a web
service needs any of your personally identifiable information and how
they may use that information — before providing it. Consider care-

fully the questions that sites ask users to answer in creating or modify-
ing a profile.

Warning: Accepting a social networking service’s

default settings may expose more information than
you intend.
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Follow these steps to create a profile in Facebook (there are similar
steps for adding to your profile in other popular social networking
sites):

1. After creating an account (see the previous task), log in to
Facebook by going to www . facebook . com. Enter your
screen name or e-mail address and password and click
the Log In button.

2. Click the Edit Profile link below your name in the upper
left corner. If you've entered Profile information before,
this button may be called Update Info.

3. Click the Edit button in a section such as Living or
Contact info (see Figure 22-6), make changes to that sec-
tion of your profile, and then click Done Editing.

Click on Edit button to edit that section

.rlancvnndersun Find Friends Hone @& # ~

facebook Search for people, places and things

1] Add a Cover

Nancy Anderson

+ Add Profile Picture
Timeline About Friends Photos More v

L About
Work and Education Living «
Where have you warked? A~
Add Your Current City
Where did you go to college? A~
Where did you go to high school? a- Add Your Homet
‘'our Hometown
Relationships and Family
Basic Information
Add Your Relationships Birthday February 10, 1944

Gender Female 1 Chat

Figure 22-6
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4. Continue to enter information, being sure to click the
Done Editing button to save any changes in each section
as you go.

5. Click Save to save all changes.

Invite Friends

1. Having logged in to your Facebook account, with your
home page displayed, click Friends.

2. Click find Friends, and in the page that appears, shown in
Figure 22-7, click the Add Friend button next to a sug-
gested Facebook member’s name, or enter a name and any
information you have for somebody else you know such
as high school or hometown, and then click the Add
Friend button for that person in the results that appear.

Click to add friend

Search for people, places and things Q . Mancy Anderson  Find Fricnds Home g # ~

facebook

Karen Kinsler Mullins
# Kingsport, Tennessee

+1 Add Friend

R iyle Jindra

4 Friend, Nebrask
riend, Nebraska 41 Add Friend

® | Jim Perry

BN = WVU-Parkersh
o~ e 4 Add Friend

LeRoy Swails

& Geneva High School, Geneva, NE
eneva High Schoal, Geneva A T

b 2 Zack Mullins
@ F-16 Crew Chief at United States Air F
‘ rew Chief at Uni es Air Force Ey—
-
|

+1 Add Friend

19 Chat

Figure 22-7
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To view people who have sent you friend requests, click
the Friend Requests icon at the top (it looks like two sil-
houettes) and on the list that appears, click the Add Friend
button to add that person as a friend.

3. The Add Friend button changes to read Friend Request
Sent (see Figure 22-8).

Your friend receives an invitation in her e-mail inbox; by
clicking a link in the invitation, she becomes your friend
on Facebook.

facebook Search for people, places and things Q . Mancy Anderson Find Friends Home @&z #% ~

Myrtis Wilmoth

- +1 Add Friend

Allegra Clarkson (Allegra Nelson)
+1 Friend Request Sent

41 Add Friend

Bruce R. Bryson
)
41 Add Friend

M @ Volunteer Outreach Administration at AF Wing

41 Add Friend

y Amber Linde
\ 41 Add Friend
* 5

Kenneth Wilmoth
41 Add Friend

TERRRN

1# Chat

Figure 22-8

Display a list of friends by clicking your name on
your home page and clicking the Friends tab.
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See How Online Dating Works

Many seniors are making connections with others via online dating
services. In fact, finding a possible partner online can be a good way to
gradually get to know somebody (and make sure he or she is right for
you) before you meet in person. If you've been wondering if this route
could be for you, here’s how you can jump into the world of online
dating:

2

1=

2

1=

=)

2

Choose a reputable dating site. (See the next task.)

Sign up and provide information about your likes,
dislikes, preferences, and so on. This often takes the
form of a self-guided interview process.

Create and modify your profile to both avoid expos-
ing too much personal information and ensure that
you're sending the right message about yourself to
prospective dates.

Use search features on the site (see Figure 22-9) to
find people who interest you and send them mes-
sages or invitations to view your profile.

You'll get messages from other members of the site, to
which you can respond (or not). Use the site’s chat
and e-mail features to interact with potential dates.
You may also be able to read comments about the
person from others who've dated him or her, if the
site offers that feature.

When you're comfortable with the person and feel
there might be a spark, decide whether you want to
meet the person offline.
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SeniorPeopleMeet.com

An QurTime Community
M Home |

I Search | I'm Interested

See Singles in Your Areal  Try Match.com s

| @ Notifications

A People Media site v

Figure 22-9

Formal dating sites aren’t the only places that people
meet online, but they typically have the best privacy
safeguards in place. Many dating sites screen partici-
pants and provide strong reporting measures that are
missing on other types of sites, so be particularly care-
ful if you're trying to find love on general interest sites.
If you want to interact with people you meet on other
sites, you should provide your own safeguards. Create
a separate e-mail account (so you can remain anony-
mous and abandon the e-mail address if needed).
Take your time getting to know someone first before
connecting in person.

Select a Dating Service

Select your online dating service carefully:
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Inbox
Inbox Search Profiles
Messages (0)
Who Viewed Me? Basic Search
Who Fave'd Me? frs
Who Flirted With Me? o
Likes My Photos? Locafion: Zip Code [63361 Select Age to View Singles
FE A, P oL B in Bremerton
Today’s Matches Click here 1o search by stale ——
View Today's Matches s uew | Show Only I Any 1 Greeting 1 video ® @ ® @)
| Brofiles With: O 9 C €
Search Options ] Photos O Audio [ Personality Test 30-39 40-4% 50-59 60+
Search Profiles Display ® i
Thumbnails © Galle .com
I'm Interested oy match.con
» o N
Keyword Search See More Like Him See More Like Him
Community Advanced Search show options
Live Chat
Wha's Online Now
Today's Birthdays
‘Who I Like
My Flirts
My Favorites
Who | Viewed
Photos | Like
What's New?
Success Stories
Safety Tips
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w= ook for an established, popular site with plenty of
members and a philosophy that matches your own.

w= Review the site’s policy regarding your privacy and
its procedures for screening members. Make sure
you're comfortable with these.

w= [Ise a service that provides an e-mail system that you
can use for contacting other members only (some-
times called private messaging). By using the site’s
e-mail rather than your own e-mail address, you can
maintain your privacy.

w=  Some sites, such as http://saferdates.com,
shown in Figure 22-10, offer stronger levels of
authenticating members. Safer Dates, for example,
uses fingerprint identification and screening to make
you more confident that you know who you're inter-
acting with.

Home | Login | Register | About Us | Advertise | Press | Contact Us Al

S’mgt’dl/ D“@E{% Best 5 Dating Sites 2013
’ www.Consumer-Rankings.com/Dating E
Compare our Top Dating Picks. Find Out Which Site we Ranked #1. AdChoices [

Your Safer Relationship Resource

BACKGROUND CHECKS BLOG BOOKS DATING FORUMS NEWS RADIO RELATIONSHIPS SAFETY SHOPPING

Search: _ [Tl s Select category E » Subscribe to Posts » Subscribe to Comments
News  SaferintheCity ~Dateldeas DafingTips | SafetyTips  InvesiDATE e sal e Dates \
Follow us and get instant updates! “

‘-| The Best PI’OPOSBI Ever Enter your email address... Go
| [ February 5, 2012 - Leave a Comment
|

i'?' P ES U7 Happy Valentine's Day! Thank you HSN for sharing this video. What a perfect g | You
E Valentine’s Day gift. Try keeping a dry eye while watching this unique wedding Tube| m

proposal on live TV. Congratulations Kristin and Mike! Read More —
More Subscription Options ==

- Account Login
@‘ lama: |Man |z| seeking |woman E Bl m
i F ages: [18[x] and[98[x] > RIS
4 e

News Investi ME.
The Best Proposal Ever -

Happy Valenfine's Day! Thank you HSN for sharing this video. What a perfect
Valentine's Day gift. Try keeping a dry eye while watching this unique wedding Background Checks
b

. = proposal on live TV. Congratulations Kristin and Mike!

Figure 22-10
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wm Visit a site such as www.onlinedatingsites.net
for comparisons of sites. Whether you choose a
senior-specific dating site such as www.datingfor
seniors.com/ or a general-population site such as
www . match. com, reading reviews about the sites
ahead of time will help you make the best choice.

ing, but if you try a site and experience an unpleasant
incident involving another member, report it and
make sure the service follows through to enforce its
policies. If it doesn't, find another service.

@ Most people have good experiences with online dat-

Explore Twitter

388

Twitter (http://twitter.com) is a microblogging service, which
means you can share your thoughts with others in text, but with a
limit of 140 characters. When you join Twitter, you can create a profile
and gain followers who can read your postings (see Figure 22-11).
You can also follow others. It's an interesting way to get quick updates
on what your friends or family members are doing, or to follow a pub-
lic figure or celebrity’s activities and thoughts.

You can also set up Twitter on your mobile phone and get notifica-
tions when people you're following post new messages, called tweets.
You can include location information with your tweets, share photos
and videos, and include links so your followers can go to another
site to read more detailed information than the limited characters
allowed in a tiny tweet. If you follow news or informational sites,
you can also stay up-to-date with hot news items using Twitter on
your phone.
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£) Home (@) Connect F Discover Q ™~ = A
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Expand
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ﬂ Follow Retweeted by The Walking Dead AMC

View photo

f&) norman reedus wwwhigba . " - . o
F4 rolow 27 Dentistry Tweet (. Dentisiry Tweet 8h
i Marshifield Dentist Launches Groundbreaking Cavity Prevention
G ProgramThat ... - Dentistry 1Q divr it/3KjiD6

Browse categories - Find friends Retweeted by Dental Health Blog

Expand
Trends - Change Dr. Ron D. Wilson (\Wilson_Oriho Sh
#Sa'driac°”tj9°per° E It's clear to see the difference with #Invisalign goo.gliYcveB
#CristinaSabia l——— Retweeted by Dental Health Blog
#ReasonsWeCantBeTogether Expand
#QueCadaCaprilistaTengaUnMillonDeSeguidores
#AnittaNoFantastico K/ ] Beauty Dental (- bdentalchicago 6h
Turris { /) Read our latest blog po§t. Can | Eat AﬁerrTeelh Whitening? If you
Timerman - are considering professional teeth whitening ... bit.ly/ZJGsB6
Happy Cinco de Mayo Retweeted by Dental Health Blog v
Datey Donls Expand

Figure 22-11

Get Involved in Video and Photo Sharing

The ability to share photos and videos online is a wonderful way to

connect to others. You can use services such as YouTube (www.you

tube.com), Flickr (www. f1ickr.com), or PhotoBucket (http://
photobucket . com), or you can simply share your images on your
social networking page.

See Chapter 18 to read the steps you can follow to
share photo and video files using Microsoft's SkyDrive
sharing service.

Do be cautious about what images you share if your page isn't totally
private. It's easy to copy images from the web and distribute them
widely, so if you wouldn’t want anybody in your life to see a particular
image, don’t post it.
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Part V

aking Care of
Your Laptop

O WebWarene :

REMOTE MONITORING SOFTWARE

Home WebWatcher ~ WebWatcher Mobile Laptop Cop For Business FAQs aUy ‘NUWI‘

Exclusively for PC Customer Support 24/7/365

E I Laptop Cop/or PC
The ULTIMATE laptop anti-theft solution. Geolocate, Retrieve, Delete, and

Lock Down your Windows laptop remotely!

S, -Absutcom
o Y & WINNER! o ok ok e
ey
e
< >
web Visitwww . dummies.com/extras/laptopsforseniors forinstructions on how to

P33 -1 Pinawebsite to the Start screen in Windows 8.
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Laptop Security
and Safety

our laptop contains software and files that
can be damaged in several different ways.

One major source of damage is from malicious
attacks that are delivered via the Internet. Some
people create programs called viruses that are
specifically designed to get onto your laptop’s
hard drive and destroy or scramble data.

Companies might download adware to your
laptop, which causes pop-up ads to appear,
slowing down your laptop’s performance.

Spyware is another form of malicious software
that you might inadvertently download by
clicking a link or opening a file attachment;
spyware sits on your laptop and tracks your
activities, whether for use by a legitimate com-
pany in selling you products or by a criminal
element seeking to steal your identity.

Microsoft provides security features within
Windows 8 that help to keep your laptop and
information safe, whether you're at home or
travelling.

In this chapter, I introduce you to the major
concepts of laptop security, including how to

| “*opter
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SECUrity woveevieiiieciec
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w= Run Windows Update ......

w= Set Up Trusted and

Restricted Websites ..........

w= Enable the Windows

Firewall....oooeeeeeeeeeeeeee

w=» Change Your Laptop

Password .......oooeevvvviiinnn

w= Allow Firewall Exceptions....

w=» Use a Lock to

Deter Thieves.........cooen.....
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w= [Understand laptop security and why you need it.

w= Run periodic updates to Windows that install secu-
rity solutions and patches to the software (patches fix
security problems).

w= Enable a firewall, which is a security feature that
keeps your laptop safe from outsiders and helps you
avoid several kinds of attacks on your data.

w= Change the Windows password to protect your lap-
top from others accessing it.

w= Protect yourself against spyware.

w= [Ise devices such as a laptop lock or fingerprint
reader to keep bad guys away from your laptop.

w= Protect your laptop from physical damage.

w= Find your laptop or protect the data on it from
thieves if it's lost or stolen.

Understand Laptop Security

Every day you carry around a wallet full of cash and credit cards, and
you take certain measures to protect its contents. Your computer also
contains valuable items in the form of data, and it’s just as important
that you protect it from thieves and damage.

Your laptop comes with an operating system (such as Microsoft
Windows) built in, and that operating system has security features that
protect your data. Sometimes that operating system has flaws or new
threats appear, and you need to get updates to it to keep your laptop
secure. (I tell you more about that in the next two tasks.)

In addition, as you use your laptop, you're exposing it to dangerous
conditions and situations that you have to guard against.
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Some files contain programs that threaten your laptop security. Such
files may get transferred to your laptop when you copy them from a
disc you insert into your laptop, but most of the time, the danger is
from a program that is downloaded from the Internet. These down-
loads can happen without your knowledge when you click a link or
open an attachment in an e-mail; or you may download a legitimate
piece of software without realizing that another program is attached to
it. Downloads can also happen when you click on a link or image in
that cute kitty picture e-mail that got forwarded to you and several

dozen others.

There are three main types of dangerous programs (collectively called

malware) you should be aware of:

2

[T 2

A virus is a little program that some nasty person
thought up to spread around the Internet and infect
computers. A virus can do a variety of things, but
typically it attacks your data, deleting files, scram-
bling data, or making changes to your system set-
tings that cause your laptop to grind to a halt.

Spyware consists of programs whose main purpose
in life is to track activities on your laptop. Some spy-
ware simply helps companies you do business with
to track what you do online so they can figure out
how to sell you things; other spyware is used for
more insidious purposes, such as stealing your
passwords.

w=  Adware is the computer equivalent of telemarketing

phone calls at dinner time. After adware is down-
loaded onto your laptop, you'll get annoying pop-up
windows trying to sell you things all day long.
Beyond the annoyance, adware can quickly prolifer-
ate, slowing down your laptop’s performance until
it'’s hard to get anything done at all.
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w= Buy and install an antivirus, antispyware, or anti-

adware program. Programs such as McAfee Antivirus,
Norton Antivirus from Symantec (see Figure 23-1), or
the freely downloadable AVG Free from Grisoft can
help prevent the downloading of malicious files.
These types of programs can also detect files that have
somehow gotten through and delete them for you.
Remember that after you install such a program, you
have to download regular updates to it to handle new
threats, and you need to run scans on your system to

To protect your information and your laptop from these various types
of malware, you can do several things:

catch items that might have snuck through. Many
antivirus programs are purchased by yearly subscrip-
tion, which gives you access to updated virus defini-
tions that the company constantly gathers throughout

the year.

fbreat Deals from Norton

f Norton Welcome Shop Products

by Symantec

g—==+=— Norton™
! {m AntiVirus

anm Basic protection that stops

i I viruses and spyware

-~ |

[] Include Norton Virus Removal Assurance

Y 54090
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Upgrades & Renewals Mac Security
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by Symaniec

i INTERMET Advanced virus and intemet

! protection anywhere online
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Norton 360
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Compare Features
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21 FREE 24/7 Technical Support
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Internet Security

Norton 360

v v

Figure 23-1

Ultimate virus protection — with




Chapter 23: Laptop Security and Safety

w= Some other programs, such as Spyware Doctor
from PC Tools, combine tools for detecting adware
and spyware. Windows 8 has a built-in program,
Windows Defender, that includes an antispyware
feature.

w= Use Windows tools to keep Windows up to date with
security features and fixes to security problems.

w= Turn on a firewall, which is a feature that stops
other people or programs from accessing your lap-
top without your permission.

The last two features of Windows are covered in this chapter.

Understand Windows Update Options

When a new operating system such as Windows 8 is released, it has
been thoroughly tested; however, when the product is in general use,
the manufacturer finds a few problems or security gaps that it couldn’t
anticipate. For that reason, companies such as Microsoft release
updates to their software, both to fix those problems and deal with
new threats to laptops that appeared after the software release.

Windows Update is a tool you can use to make sure your laptop has
the most up-to-date security measures in place. You can set Windows
Update from the Control Panel by choosing System and Security=>
Windows Updatec>Change Settings. In the resulting dialog box (see
Figure 23-2), click the Important Updates drop-down list and you find
these settings:

w= Install Updates Automatically: With this setting,
Windows Update starts at a time of day you specify,
but your laptop must be on for it to work. If you've
turned off your laptop, the automatic update will
start when you next turn on your laptop, and it
might shut down your laptop in the middle of your
work to reboot (turn off and then on) and complete
the installation.
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Change settings - B

'E‘) = 1 W « Windows Update » Change settings v | G Search Control Panel -]

Choose your Windows Update settings

When your PC is online, Windows can automatically check for important updates and install them using these
settings. When new updates are available, you can also choose to install them when you shut down your PC,

Important updates

I@' Install updates automatically (recommended) ~
-

Install updates automatically (recommended)
Download updates but let me choose whether to install them

Check for updates but let me choose whether to download and install them

a metered

Mever check for updates [not recommended)
Updates will be automatically installed during the maintenance window.

Recommended updates

Give me recommended updates the same way | receive important updates
Microsoft Update

Give me updates for other Microsoft products when | update Windows

Mote: Windows Update might update itself automatically first when checking for other updates. Read our
privacy statement online.

& ok Cancel

Figure 23-2

nmp

1=y

Iy

Download Updates But Let Me Choose Whether to
Install Them: You can set up Windows Update to
download updates and have Windows notify you
(through a little pop-up message on your taskbar)
when they're available. You get to decide when the
updates are installed and when your laptop reboots
to complete the installation. This is my preferred set-
ting because I have control and won’t be caught
unaware by a sudden laptop reboot.

Check for Updates But Let Me Choose Whether to
Download and Install Them: With this setting, you
neither download nor install updates until you say
so, but Windows notifies you that new updates are
available.

Never Check for Updates: You can stop Windows
from checking for updates and check for them your-
self, manually. (See the following task for instruc-
tions.) This puts your laptop at a bit more risk
because you may neglect to download important
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updates, but it’s useful for you to know how to per-
form a manual update if you discover a new update
such as a new printer driver or language pack is
available that you need.

Run Windows Update
1. Press Win+I and click Change PC Settings.
2. In the PC Settings window, click Update & Recovery.

3. In the resulting window, as shown in Figure 23-3, click
the Check Now link to see all updates.

Click to see updates

(© Update & recovery # Windows Update

You're set to automatically install updates.

Windows Update

There aren't any updates to download automatically, but you can install other updates.
o We'll continue to check daily for newer updates.
File History

View details

* Check now

Recovery

View your update history

Choose how updates get installed

Figure 23-3
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4. In the following window, which shows the available
updates (see Figure 23-4), click to select available critical
or optional updates that you want to install. Then click
the Install button.

1 important update

Visual Studio 2008
Security Update for Microsoft Visual C++ 2008 Service Pack 1 Redis...

Choose important updates to install, or install optional updates.

Figure 23-4

5. A window appears, showing the progress of your installa-
tion. When the installation is complete, you might get a
message telling you that it's a good idea to restart your
computer to complete the installation. Click Restart Now.

®
®

You can make settings for Windows Update by click-
ing the Choose How Updates Get Installed link in
the window shown in Figure 23-3. If you leave the
setting for Windows Update to Never Check for
Updates, it's very important that you perform a man-
ual update on a regular basis.

Running Windows Update on a regular basis — either
automatically or manually — ensures that you get the
latest security updates to the operating system. It's a
good idea to stay current with those updates to avoid
the latest threats.

Set Up Trusted and Restricted Websites

1. You can set up Internet Explorer to recognize websites
you trust — and those to which you don’t want Internet
Explorer to take you or anybody else who uses your lap-
top. Click the Internet Explorer icon in the Desktop
taskbar to start your browser.
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2. Choose Toolst>Internet Options.

3. In the Internet Options dialog box (see Figure 23-5),

click the Security tab.

Internet Options ?

Gereral  Serurity < damr—emiEm——Smmentor—F romra— e

Select a zone to view or change security settings.

@ & /o

Local intranet  Trusted sites  Restricked
sites

Internet

" Sik
@ This zome is For Internet websites, e

except those listed in trusted and
restricted zanes,

Security level For this zone
Allowed levels for this zone: Medium to High
Medium-high
- Appropriate for most websites
- Prompts before downloading potentially unsafe

content
- Unsigned ActiveX contrals will nat be downloaded

Enable Protected Mode (requires restarting Internst Explorer)

Custorn level,., Default level

Reset all zones ko default level

Figure 23-5

4. Click the Trusted Sites icon and then click the Sites

button.

5. In the resulting Trusted Sites dialog box, enter a URL
(website address) in the Add This Web Site to the Zone
text box for a website you want to allow your laptop to

access.

If you wish to allow any locations for particular compa-
nies, such as Microsoft, you can use a wildcard (a character
that tells the computer to trust all sites that include that
word in the URL). Figure 23-6 shows the asterisk (*) wild-

card in use in the Websites field.
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Click this tab
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Trusted sites “

& You can add and remove websites From this zone, All websites in
L '/' this zone will use the zone's security settings,

Add this website to the zone:

- : - Enter a URL here

Websites:

hktps: [ #*. microsaft.com Remave

[ Rrequire server verification (https:) For all sikes in this zone

Close

Figure 23-6

6. Click Add to add the site to the list of websites.

7. Repeat Steps 3-6 to add more sites.

8. When you're done, click Close and then click OK to close
the Internet Options dialog box.

9. To designate sites that you don’t want your laptop to
access, repeat Steps 1-8, clicking the Restricted Sites icon
rather than Trusted Sites in Step 4 to designate sites that
you don't want your laptop to access.

®
®

In the Trusted Sites dialog box, if the Require Server
Verification (https:) for All Sites in This Zone check
box is selected, any trusted site you add must use the
https prefix, which indicates that the site has a
secure connection that can protect you during online
payment transactions.

You can establish a Privacy setting on the Privacy tab
of the Internet Options dialog box to control which
sites are allowed to download cookies to your laptop.
Cookies are tiny files that a site uses to track your
online activity and recognize you when you return to
the site. Some sites need to use cookies to allow you
to use your account — and that’s fine — but other sites
may use cookies to track (and even sell information



about) your online activities that could put you at

risk. Trusted sites are ones that you allow to download

cookies to your laptop even though the privacy set-
ting you have made might not allow other sites to
do so. Restricted sites, on the other hand, can never
download cookies to your laptop, no matter what
your privacy setting is.

Enable the Windows Firewall

1. A firewall keeps outsiders from accessing your laptop via
an Internet connection. Right-click the Start button on
the Desktop and then click on Control Panel in the
menu that appears.

2. Click System and Security=>Windows Firewall.

3. In the Windows Firewall window that appears (see
Figure 23-7), check that the Windows Firewall is marked
as On. If it isn't, click the Turn Windows Firewall On or
Off link in the left pane of the window.

Make sure this is set to On

"

Windows Firewall

|

File Edit ‘iew Tools Help

Control Panel Home
Allow an app or feature
through Windouws Firewall
#) Change notification settings

& Turn Windows Firewall an or
off

) Restore defaults
) Advanced settings

Troubleshoot my network

See also

Action Center

Network and Sharing Center

®© = 4 @ » ContralPanel » System and Security » Windows Firewall

Help protect your PC with Windows Fireyra

Windows Firewall can help prevent hackers or maliciglis software from gaining access to your PC

through the Intemet or a network,

. ‘-@ Private networks

Networks at home or work where you know and tryhe people and devices on the network

Windows Firewall state: On

Incoming connections:

v & Search Control Panel K

Block all connections to apps that are not on the

list of allowed apps

Active private networks: &

Notification state:
app

. ‘@ Guest or public networks

myqwestd77a

Netify me when Windows Firewall blocks a new

Connected @

Not connected @

Figure 23-7
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4. In the resulting Customize Settings window (see
Figure 23-8), select the Turn on Windows Firewall radio
button for Private Networks (such as your home net-
work) and/or Public Networks (such as in a coffee shop)
and then click OK.

It's always a good idea to have the firewall turned on
when you go online using a public “hot spot” con-
nection, such as at an Internet café. If you have a
home network, you may already have a firewall
active in the router (a piece of equipment used to set
up the network), so the Windows firewall setting
could be optional in that situation.

Turn either/both of these options on

_

© T @ <« Windows Firewall » Custamize Settings v ¢ | Search Cantrol Panel y-]

File  Edit | View Tools Help

Customize settings for each type of network
You can modify the firewall settings for each type of network that you use.
Private network settings
(®) Turn on Windows Firewall
[[] Block all incoming connections, including those in the list of allowed apps
Motify me when Windows Firewall blocks a new app
@ () Turn off Windows Firewall (not recommended)

Public network settings

(@) Turn on Windows Firewall
[[]Block all incoming connections, including those in the list of allowed apps
MNotify me when Windows Firewall blocks a new app

@ (") Turn off Windows Firewall (not recommended)

corce

Figure 23-8
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5. Click the Close button to close Windows Security Center
and the Control Panel.

A firewall is a program that protects your laptop from
the outside world. This is generally a good thing. If

you have set up a Virtual Private Network (VPN),
often used by corporations, that you connect your
laptop to, be aware that using a firewall with a VPN
results in your being unable to share files and use
some other VPN features.

their own firewall protection and may display a mes-
sage asking whether you want to switch. Check their
features against Windows and then decide, but usu-
ally most firewall features are comparable. The
important thing is to have one activated.

@ Antivirus and security software programs may offer

Change Your Laptop Password

1. If you log into Windows using an online account, your
password is the password associated with your Windows
Live account. If you set up a local account not associated
with an online account, you create a password when you
set up the account. To change a password, press Win+I,
click Change PC Settings, and then click Accounts.

2. In the Accounts panel, shown in Figure 23-9, click the
Sign-In Options, and then click the Change button under
Password. You may be asked to enter your current pass-
word to proceed.
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Click here ...and then here

(®© Accounts Password

A strong password helps keep your account more secure

Your account Change

Sign-in options

Picture password

Other accounts
Sign in to your PC using a favorite photo

Add

PIN

Sign in quickly with a four-digit number
Change Remove

Password policy

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

Change <

Figure 23-9

3. In the Change Your Microsoft Account Password screen,
shown in Figure 23-10, enter your current password, and
then enter the new password and confirm it.

4. Click Next.

5. Click Finish.

PIN Sign-in Settings in the PC User Settings to assign a
four character PIN for logging into your account,
rather than a password. PIN’s are typically shorter than
passwords (four characters), so they save you time if
you log on and off Windows throughout the day.

@ You can use a similar procedure by clicking Change
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Enter your old password here

Enter your new password in both of these fields

Change your Microsofi account passwaord
4. Nancy Muir Boysen
— page7@livz.com

Old password

New password

Reenter password

Cancel

Figure 23-10

After you create a password, you can go to the PC
Settings window and change it at any time by clicking
Accounts=>Sign-in Optionse>Change.

Allow Firewall Exceptions

1. When you have a firewall active, you can allow certain
programs to communicate through that firewall. For
example, you might want to allow live apps such as
Weather or Video to send information or content to your
computer. Right-click the Start button on the Desktop
and then click Control Panel in the menu that appears.
Click System and Security.
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2. In the resulting System and Security window (see Figure
23-11), click Allow an App through Windows Firewall.

Click here

® ~ 4 ® + Control Panel » System and Security » v ¢ | Search Control Panel P
~
Control Panel H .
oo fanslrome Action Center
o System and Security Review your computer's status and re.so\ve suEs
@ Change User Account Control settings \Qif Troubleshoot commen computer problems
Network and Internet
Hardware and Sound ‘ Wlndl.]WS Firewall . §
Check firewall status | Allow an app through Windows Firewall
Programs
User Accounts and Family @I‘ S_YStem
Safety View amount of RAM and processor speed | ) Allow remote access
Appearance and Launch remote assistance | See the name of this computer
Personalization Windows Update
Clock, Language, and Region m Turn automatic updating on or off | Check for updates | Install optional updates
Ease of Access View update history
\@ Power Options
Change battery settings | Require a password when the computer wakes
Change what the power buttons do Change when the computer sleeps
J{L File History
X Q‘_\. Save backup copies of your files with File History | Restore your files with File History
r:@ BitLocker Drive Encryption
Manage BitLocker
=7 Storage Spaces
(= Manage Storage Spaces
‘| Work Folders
L Manage Work Folders
= Add features to Windows 8.1 Preview v

Figure 23-11

3. In the Allowed Apps window that appears (see Figure
23-12), click the Change Settings button, and then select
the check boxes for apps on your computer that you
want to allow to communicate over the Internet without
being stopped by Firewall.

4. Click the Private and Public check boxes to narrow down
whether you want only networks that are secure to allow
this communication, or both secure and public and non-
secure networks to do so.
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@ Allowed apps - oIEN|

® ~ 4 @ < System and Security » Windows Firenall » Allowed apps v & Search Contral Panel p

File Edit ‘“iew Tools Help

Allow apps to communicate through Windows Firewall
To add, change, or remove allowed apps and ports, click Change settings.

What are the risks of allowing an app to communicate? Change settings

Allowed apps and features:

Name Private  Public *
™ Bing

R i cnchache - Coten et Uses HTID) 001 ]
[ BranchCache - Hosted Cache Client {Uses HTTPS)
O BranchCache - Hasted Cache Server (Uses HTTPS)
[ BranchCache - Peer Discovery (Uses WSD)

[ Connect to a Network Projector

] Core Networking

[ Distributed Transaction Coordinator

File and Printer Sharing

M Finance

] Fresh Paint

] Games

O
O

EEEEO0OROO0OO0
EEEO0ROOOO

v

Details... Remove

Allow another app...

OK Cancel

Figure 23-12

5. Click OK.

If you allow apps to communicate across your fire-
wall, it’s very important that you do have antivirus
and antispyware software installed on your laptop —
and that you run updates to them on a regular basis.
These types of programs help you avoid download-
ing malware to your laptop that could bother you
with advertising pop-ups, slow your laptop’s perfor-
mance, damage computer files, or even track your
keystrokes as you type to steal your identity. If you
don’t want to pay for an antispyware program, con-
sider a free solution such as Spyware Terminator
(www . spywareterminator.com/).

Use a Lock to Deter Thieves

When you travel with your laptop, you may have to leave it alone for a
few moments now and then — perhaps in a cubicle in a branch office
or a table at an Internet café while you step away to grab your latte.
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When that happens, a lock that you clip to your laptop (usually on the
back or side, identified by a lock icon) and wrap around a table or desk
leg might make you feel more secure. These are similar to the lock you
use to keep your bicycle safe as you wander into a store or gym.

Don't count on a laptop lock to keep your laptop safe during a lengthy
absence. They are relatively easy to circumvent. But for a short period
of time in a non-high-risk area, they can be useful.

Locks are relatively cheap, from about $5 to $30 or so. They're also usu-
ally pretty easy to tuck into a laptop case without adding much bulk.

Utilize a Fingerprint Reader

Fingerprint readers use biometric technology that identifies you by a
unique physical characteristic. Here’s what you should know about
laptop fingerprint readers:

w= Many laptops include a built-in fingerprint reader for
security. This is useful to keep anybody but you from
accessing data on your laptop because your finger-
print is unique. See your manual for instructions on
using the reader.

ger to draw your password. Windows 8 has a picture
password feature that works with touchscreen laptops
and tablets. You enter onscreen gestures on a picture
to log in to Windows. See Chapter 6 for more about
using this feature.

@ An option to using your fingerprint is using your fin-

w= If your laptop doesn’t have a built-in fingerprint
reader, you can buy an external model such as the
Microsoft Fingerprint Reader. These come in a wide
price range (from about $40 to $200), but they are

relatively portable. Figure 23-13 shows one such
device from Eikon.
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/

od

Figure 23-13

w= Some fingerprint readers allow you to log in to your

laptop by simply swiping your finger over the reader,
and some can also store passwords for your online
accounts. Laptops or tablets with a touchscreen may
allow you to press your finger to the screen to read
your fingerprint.

Protect Your Laptop from Damage

Here are a few tips for protecting your laptop from physical damage
or recouping some losses if damage does occur:

1=

2

A well-made laptop case is really a must when mov-
ing about with your laptop. It helps to protect the
laptop if you drop it and protect it from things fall-
ing on it. Look for one with both good padding and
pockets for storing USB sticks and cords and DVDs, a
power cord, and possibly a fingerprint reader or lock.

Your laptop screen is one of its biggest vulnerabili-
ties. If it gets scratched or damaged in some way,
short of attaching an external monitor (which
doesn’t do you much good if you're on a plane),
your laptop is pretty much a goner. You can buy a
fairly low-cost screen protector, a thin sheet of plastic
that you place across your monitor that can help pre-
vent scratches and, as a bonus, keep your screen
from picking up dust or smudges.
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w= Because you can’t prevent each and every possible
disaster, always back up your data (copy it to storage
other than your laptop’s hard drive) so you don’t
lose it — and consider getting insurance for your
laptop. If your homeowner’s policy doesn’t already
cover it, companies such as Safeware offer special
laptop insurance against damage and theft. If your
laptop is essential to your work or hobby, or if you
travel with it a great deal, you might want to get an
insurance quote to see whether coverage is within
your budget.

Use a Service to Find a Lost Laptop
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Laptops are lost or stolen on a frighteningly regular basis. The biggest
concern, aside from having to buy a new laptop (which may or may
not be covered by your insurance), is what a thief might do with the
data on the laptop. Stored passwords for financial and retail shopping
accounts could be used to steal your identity or run up debt in your
name.

Luckily there are software applications such as LaptopCop (www .
webwatcher.com/laptop-cop.html) (see Figure 23-14) and
CompuTrace (www.absolute.com/en/products/absolute-
computrace.com), as well as free software such as Adeona (http://
adeona.cs.washington.edu) or LaptopLock (www. thelaptop
lock.com) that you can install on your laptop. Adeona, for instance,
transmits regular messages as to your laptop’s location as long as it’s
connected to the Internet. Other options offer a central service that
tracks your laptop’s whereabouts.


http://www.webwatcher.com/laptop-cop.html
http://www.webwatcher.com/laptop-cop.html
http://www.absolute.com/en/products/absolute-computrace.com
http://www.absolute.com/en/products/absolute-computrace.com
http://adeona.cs.washington.edu/
http://adeona.cs.washington.edu/
http://www.thelaptoplock.com
http://www.thelaptoplock.com
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Figure 23-14

Using these programs and services, you can do several things, depend-
ing on software features — including these:

w= Pinpointing where your laptop is whenever it con-
nects to the Internet

w= Remotely disabling the computer, deleting files from
it, or locking out any would-be user

w= [ssuing a warning to the thief that the computer is
now protected and useless

w= Observing what activities the thief is performing on
your computer in real time
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Maintaining
Windows

Fnat wonderful laptop that you've spent your
hard-earned money on doesn’t mean a
thing if the software driving it goes flooey. If
any programs cause your system to crash (that
is, it freezes up and you have to take drastic
measures to revive it), you can try a few differ-
ent approaches. You can also make an effort to
keep your system in good shape to help you
avoid those crashes.

In this chapter, you find out how to take good
care of your programs and operating system in
these ways:

w= When a program crashes, you can simply
shut that program down by using the
Windows Task Manager. This utility
keeps track of all the programs and pro-
cesses that are running on your laptop.

w= [f you have problems and Windows isn't
responding, sometimes it helps to restart
in Safe Mode, which requires that Windows
load only basic files and drivers. Restarting
in Safe Mode often allows you to trouble-
shoot what's going on, and you can restart
Windows in its regular mode after the
problem is solved.

Getready to...

w= Shut Down a Nonresponsive

Application ..........cccce..

w Create a System

Restore Point...................
w= Restore Your Laptop .........
= Refresh Your Laptop .........
w= Reset Your Laptop ............
w= Defragment a Hard Drive...

w= Free Disk Space...............

w= Delete Temporary Internet
Files by Using Internet

Explorer.......cccoevviniicnns

w= Schedule Maintenance

w= Troubleshoot Software

Problems........ccooovveeeeenn
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w= [se the System Restore feature to first create a system
restore point (a point in time when your settings and
programs all seem to be humming along just fine),
and then restore Windows to those settings when
trouble hits.

w= You can clean up your system to delete unused files,
free up disk space, and schedule maintenance tasks.

w= If you need a little help, you might run a trouble-
shooting program to help you figure out a problem
you're experiencing with a program. These walk you
through several possible solutions and sometimes
solve the problem for you.

Shut Down a Nonresponsive Application

416

1. If your laptop freezes and won't let you proceed with
what you were doing, press Ctrl+Alt+Del.

2. In the Windows screen that appears, click Task Manager.

3. In the resulting Task Manager dialog box, click More
Details and then click the Processes tab (see Figure 24-1).

4. Click on a task (typically the last app you were working
in when Windows crashed), and then click the End Task
button.

5. The app shuts down. Click the Close button to close Task
Manager.

Manager, you might need to press and hold your
laptop’s power button to shut down. You may, or
may not, have lost documents you were working in
at the time of your computer crash. Note that some

@ If pressing Ctrl+Alt+Del doesn’t bring up the Task
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applications use an AutoSave feature that keeps an
interim version of the document that you were
working in — you might be able to save some of
your work by opening the app and choosing to save
that last version. Other programs don’t have such a
safety net, and you simply lose whatever changes
you made to your document since the last time you
saved it. The moral? Save, and save often.

Click the Processes tab

I Task Manager = =
File YOptions  Wiew
Processes | Performance | App history | Startup | Users | Details | Services
- 19% 31% 1% 0%
Name Status CPU Memory Disk Network
A
Apps (6)
[:; Internet Explorer 0% 190.8 MB 0 MB/s 0 Mbps
& SkyDrive 0% 20.1 MB 0 MB/s 0 Mbps
Skype (32 bit) 0% 50.0MB 0 MBfs DMbps
> Kz} Skype (32 bit) (2) 17.7% 241.9 MB 0.1 MB/s 0.3 Mbps
> Bf Snagit Editor (32 bit) 0.1% 26.8 MB 0 MB/s 0 Mbps
> {7l Task Manager 0% 8.6MB 0 MB/s 0 Mbps

Background processes (23)

> [27] AdminService Application 0% 0.9 MB 0 MB/s 0 Mbps
Adobe® Flash® Player Utility 0% 21 MB 0 MB/s 0 Mbps
(2] COM Surrogate 0% 3.3 MB 0 MB/s 0 Mbps
[27 Device Association Framewaork .. 0% 49MB 0 MB/s 0 Mbps
[ hkemd Module 0% 1.0 MB 0 MB/s 0 Mbps
[27] Host Process for Setting Synchr... 0% 20MB 0 MB{s OMbps
@ Fewer details End task

Select any application
Figure 24-1

You may see a dialog box appear when an applica-
tion shuts down that asks if you want to report the
problem to Microsoft. If you say yes, information is
sent to Microsoft to help it provide advice or fix the
problem down the road.
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Create a System Restore Point

418

1. You can back up your system files, which creates a restore
point you can later use to return your laptop to earlier
settings if you begin to experience problems. Press Win+I
from the Desktop and then click Control Panel.

2. Click System and Security and in the resulting window,

click the System link.

3. In the System window, click the System Protection link in
the left panel. In the System Properties dialog box that
appears (see Figure 24-2) on the System Protection tab,

click the Create button.

System Properties

Computer Mame | Hardware | Advanced | System Protection | Remate

ﬂ Use system protection to undo unwanted system changes.

Sustem Festore

You can undo system changes by reverting

your computer bo a previous restore point. System Restore..

Praotection Settings

Awailable Drives Pratection

iy Local Disk (2] [System) On
Recovery uli3

Configure restore settings, manage disk space,

i Canfigure...
and delete restore points, onfigure

Create a restore paint right now for the drives that Create...

havwe system protection turmed on. (

Figure 24-2

Click this button

4. In the Create a Restore Point dialog box that appears,
enter a name to identify the restore point, such as the
current date or the name of a program you are about to

install, and click Create.



Chapter 24: Maintaining Windows

5. Windows displays a progress window. When the restore
point is created, the message shown in Figure 24-3
appears. Click Close to close the message box, click Close
to close the System Protection dialog box, and Close again
to close the Control Panel.

System Protection

o The restore point was created successfully.

Close

Figure 24-3

and make a few new settings in Windows, and when
things seem to be running just fine, create a system
restore point. It's good computer practice, just like
backing up your files, only you're backing up your set-
tings. Once a month or once every couple of months
works for most people, but if you frequently make
changes, create a system restore point more often.

@ Every once in a while, when you install some software

Restore Vour Laptop

1. From the Control Panel, click System and Security and
then click System on the following screen.

2. Click the System Protection link on the left side of the
window.

3. In the System Properties dialog box that appears, click
the System Protection tab and then click the System
Restore button, as shown in Figure 24-4.

4. In the System Restore window, click Next. In the window
that appears, shown in Figure 24-5, choose the date and
time of the restore point you want to restore to and then
click Next.
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| Computer Name I Hardware | Advanced | Swstem Protection | Bemote

@ Usze spstem protection to undo urwanted system changes.

System Festore

Y'ou can undo system changes by reverting
your computer bo & previous restore point.

System Restore. .. <|—

Protection Settings

Awailable Drives Pratection

&y Local Disk () [System) On
. Recovery Of

Configure restore settings, manage disk space,

and delete restore points.
Create a restore point right now for the drives that
have system protection turmed on.

Click this button

Restore your computer to the state it was in before the selected event

Current ktime zone: Pacific Daylight Time

Date and Tirme

Descripkion

Before Adobe Flash Update
Restore Operation

9(11/2012 11:08:06 PM
9fE(2012 2:25:59 PM

Type
Manual
Undo

Select a
restore point

|:| Show more restore points

Scan for affected programs

Figure 24-5
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5. Click the Finish button to start the restore.

6. A dialog box confirms that you want to run System
Restore and informs you that System Restore cannot be
interrupted and in most cases cannot be undone. Close
any open files or programs, and then click Yes to pro-
ceed. The system goes through a shutdown and restart
sequence.

©)

®

System Restore doesn’t get rid of files that you've
saved, so you don’t lose your Ph.D. dissertation.
System Restore simply reverts to Windows settings as
of the restore point. This can help if you or some
piece of installed software made a setting that is caus-
ing some conflict in your system that makes your
laptop sluggish or prone to crashes. If you're con-
cerned about what changes will happen, click the
Scan for Affected Programs button shown in the win-
dow displayed in Figure 24-6 before starting the
restore.

System Restore doesn’t always solve the problem.
Your very best bet is to be sure you create a set of
backup discs for your laptop when you buy it. If you
didn’t do that, and you can’t get things running right
again, contact your computer manufacturer. They
may be able to send you a set of recovery discs,
though they may charge a small fee. These discs
restore your laptop to its state when it left the factory,
and in this case you lose applications you installed
and documents you created, but you can get your
computer running again.
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Restore your computer to the state it was in before the selected event g _L-j
|

Current ktime zone: Pacific Daylight Time

Date and Time Descripkion
9112012 11:08:06 PM Before Adobe Flash Update
9/8/2012 2:25:59 PM Restore Operation

[]show more restore points | Scan for affected programs C | iCk fh iS buﬂ'on

< Back ” Next = || Cancel |

igure 24-6

Refresh Your Laptop

1. Refreshing your laptop is a way to get a sluggish device to
perform better by resetting your system files to default
settings, while leaving your personal files alone. Press
Win+I to display the Settings charm panel.

2, Click Change PC Settings, and then click Update &
Recovery.

3. In the left panel, click Recovery. Click the Get Started
button under the Refresh Your PC without Affecting Your
Files heading (see Figure 24-7).

4. A message appears explaining what will happen when
you run Refresh. Click Next to proceed.

5. On the next screen (see Figure 24-8), click Refresh to
proceed, or Cancel to cancel the Refresh. When the
Refresh is finished, a list of the apps that were removed
appears on your Desktop.
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Click here

(© Update & recovery » Refresh your PC without affecting your files

If your PC isn't running well, you can refresh it without losing your photos, music, videos,
and other personal files.

Windows Update

Get started
File History
Recavery Remove everything and reinstall Windows
If you want to recycle your PC or start over completely, you can reset it to its factory
settings.
Get started

Advanced startup

Start up from a device or disc (such as a USB drive or DVD), change your PC's firmware
settings, change Windows startup settings, or restore Windows from a system image. This
will restart your PC.

Restart now

Figure 24-7

(© Ready to refresh your PC

This will take a few minutes, and your PC will restart.

Figure 24-8
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Warning: Remember that using the Refresh proce-
dure retains apps you bought from the Windows
Store, but you lose apps you installed from other
sources, such as a DVD or an online site.

Reset Your Laptop

424

1. Where refreshing a PC resets system files to factory defaults

and retains all your files and some apps, resetting your PC
not only resets system files, it gets rid of all the personal
files and apps that you installed. Resetting is for those
times when nothing else has gotten your laptop working
again. To begin, press Win+I and click the Change PC
Settings link.

2. Click Update & Recovery and click Recovery.

3. Click the Get Started button under the Remove

Everything and Reinstall Windows setting.

4. On the next screen, shown in Figure 24-9, read the

description of what Reset will do, and then click Next.

Reset your PC

Here's what will happen:

+ All your personal files and apps will be removed.
« Your PC settings will be changed back to their defaults.

Cancel

Figure 24-9

5. On the following screen, shown in Figure 24-10, choose

which drive to remove files from: only the drive where
Windows is installed or all drives.
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(© Your PC has more than one drive

Do you want to remove all files from all drives?

Only the drive where Windows is installed

Figure 24-10

6. On the following screen, choose either a thorough or
quick reset.

7. On the following Ready to Reset Your PC screen, if you're
positive you want to proceed, click the Reset button.

Warning: The Reset procedure is a somewhat drastic
step that removes any apps you installed and any
files you saved. Remember, you can back out of

the Reset procedure at any time up until you hit the
Reset button. Just click Cancel.

Defragment a Hard Drive

1. To clean up files on your hard drive, from the Control Panel,
choose System and Security and then click Defragment and
Optimize Your Drives in the Administrative Tools window.

2. In the resulting Optimize Drives window (see Figure
24-11), to the left of the Optimize button is the Analyze
button. Use this to check whether your disk requires
defragmenting. When the analysis is complete, click the
Optimize button. A notation appears (see Figure 24-12)
showing the progress of defragmenting your drive.
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Click this button...

You can aptimize yaur drives to help your computer run mare efficiently, or analyze them 4

find out if they need to be
optimized. Only drives on or connected to your computer are shown,
Status
Drive Media type Last run

Current staty

a Recovery Hard disk drive

83072012 206 A OK (054 fragrjented)

| @An’aly’ze | | ®0pt\‘m\ze ‘

Scheduled optimization

On

@Change sttings
Drives are being optimized automatically.

Frequency: Weekly

e

then click this button
Figure 24-11

*ou can aptimize your drives to help your computer run mare efficiently, or analyze them ta find out if they need ta be
optimized. Only drives on or connected to your computer are shown,

Status

Drive Media type Lastrun Current status

a(c:) Hard disk drive Running.., Pass 4 3% defragmented
a Recovery Hard disk drive

8/30/2012 B0BAM  OK (0% fragmented)

Analyze all Optimize all

Scheduled pptimization

On

Change settings
Drives are being optimized automatically.

Frequency: Weekly

Close

Figure 24-12
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3. When the defragmenting process is complete, the Optimize
Drives window shows that your drive no longer requires
defragmenting. Click Close to close the window and then
close the Control Panel.

you have energy-saving features active (such as a
screen saver), they could cause the defragmenter to
stop and start all over again. Try running your defrag
overnight while you're happily dreaming of much
more interesting things. You can also set up the pro-
cedure to run automatically at a preset period of
time, such as once every two weeks by using the
Change Settings button in the Disk Defragmenter
window and choosing a frequency in the dialog box
that appears.

@ Warning: Disk defragmenting could take a while. If

Free Disk Space

1. To run a process that cleans unused files and fragments
of data off of your hard drive to free up space, open the
Control Panel.

2. Click System and Security and then click Administrative
Tools.

3. Double-click Disk Cleanup. In the Disk Cleanup for
Windows dialog box that appears (see Figure 24-13),
click the files you want to delete and click OK. A message
asks you to confirm that you want to delete this material.
Click the Delete Files button.
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Disk Cleanup for {C) “

i

Dizgk Cleanup
-, “fou canuse Disk Cleanup to free up to 446 MEB of disk
- space an [C:].
Files to delete:
] Downloaded Pragram Files 0 bytes Y
=) Temporary Internet Files 217 MB
%31 fffire webpages 283IKE
] é Recycle Bin (0 bytes
1] Setup Log Files 1M.2KE o
Total amount of disk space you gain: 217 MB
Description

Downloaded Program Files are Activeld controls and Java applets
downloaded automatically from the Internet when pou view certain
pages. They are temporarily stored in the Downloaded Program
Files folder on your hard disk.

'&' Clean up system files Wiew Files

How does Disk Cleanup work?

Cancel

Figure 24-13

4. The resulting dialog box, shown in Figure 24-14, shows
the Disk Cleanup progress.

Disk Cleanup “

- The Dizgk Cleanup utility iz cleaning up unnecessary files
e oOnyour maching.

Cleaning up drive [C:].

Cleaning:  Downloaded Program Files

Figure 24-14

Click the View Files button in the Disk Cleanup dialog
box to see more details about the files that Windows
proposes to delete, including the size of the files and
when they were created or last accessed.

Delete Temporary Internet Files by Using Internet Explorer

1. When you roam the Internet, various files may be down-
loaded to your laptop to temporarily allow you to access
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sites or services. To clear these away, first open Internet
Explorer from the Desktop.

2. In the upper-right corner, choose Tools=>Internet Options.

3. On the General tab of the resulting Internet Options dia-
log box (see Figure 24-15), click the Delete button in the
Browsing History section.

General |Security | Prirvacy | Content | Connections | Programs | Advanced

Home page

b To create home page tabs, type each address on its own line.

Ly

| Use current || Use default || Use new kab

Skartup

() akart with tabs Fram the lask session
(®) 5tart with home page
Tabs

Change how webpages are displaved in tabs,

Browsing history

Delete temporary files, history, cookies, saved passwords, and web

Form information. v Click this button

[ Delete browsing histary an exit

| Delete. .. | | Settings |

Appearance

Colors || Languages || Fonts || Accessibility |

| OF | | Cancel | Apply

Figure 24-15

4. In the resulting Delete Browsing History dialog box,
shown in Figure 24-16, click the Temporary Internet Files
and Website Files check box to select it if it's not already
selected. Be sure other check boxes such as History are
deselected if you want to keep them. Click Delete.

5. A confirmation message asks whether you want to delete
the files. Click Yes. Click OK to close the Internet Options
dialog box.
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Temporary Internet files can be deleted when you
run Disk Cleanup (see that task earlier in this chap-
ter), but the process that I describe here allows you
to delete them without having to make choices about
deleting other files on your system.

Make sure this box is checked

Delete Browsing Historny “

[¥| Preserve Favorites website data

Keep cookies and temporary Internet Files that enable your Favorite
websites ta retain preferences and display Faster,

Temporary Internet files and website files
Copies of webpages, images, and media that are saved For Faster
viewing,

Cookies and website data
Files or databases stored on your computer by websites to save
preferences or improve website performance,

History
List of websites you have visited,

["Ipownload History
List of Files you have downloaded.

[IForm data
Saved information that yvou have kyped into forms,

[]rasswords
Saved passwords that are automatically filed in when vaou sign in
to a website you've previously visited,

[ Tracking Protection, ActiveX Filtering and Do Mot Track
A list of websites excluded from filkering, data used by Tracking

Protection to detect where sites might: automatically be sharing details
about your visit, and exceptions to Do Mot Track requests,

About deleting browsing hiskory Delete
Figure 24-16

Schedule Maintenance Tasks

1. From the Control Panel, click System and Security and
then click Schedule Tasks in the Administrative Tools
window.

2. In the resulting Task Scheduler dialog box, shown in
Figure 24-17, choose Action=>Create Task.
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Click this option

Task Scheduler (Localy =

Ct*(ttu Another Computer.,.
Crede Basic Task., any fa02 & P Actions
Create Task..,
Import Task.., eduler - ‘
Display All Running Tasks ~
N e Task Scheduler to create and manage 'g
Enable All Tasks History sks that your computer will carny out
. . Iy at the times you specify. To begin, ®
AT Service Account Configuration TEmE i e AR mem,
Refresh ored in folders in the Task Scheduler
ienar vk merFrr A AneraHnn AR an e
Help ‘ &

Connectto Another C..,
Create Basic Task...
Create Task...

Impart Task...

Display &ll Running Ta..,

Enable All Tasks History

Figure 24-17

3. In the resulting Create Task dialog box on the General

tab (see Figure 24-18), enter a task name a

nd descrip-

tion. Choose when to run the task (either only when you

are logged on or whether you're logged on

General |Triggers | Actions I Conditions | Settings|

or not).

Marne: |Disk Cleanup

Location: %

Authar: MNANCY\MNancy

Description: | Weekly disk cleanup,

Security options

When running the task, use the following user account:

(®) Run only when user is logged on
() Runwhether user is logged on or not
Do not store password, The task will only hawe access to local computer resources,

[] Ruri with highest privileges

NANCY\Nancy Change User or Group...

[[] Hidden Configure for: | Windows 8

igure 24-18

4. Click the Triggers tab and then click New. I

n the New

Trigger dialog box, choose a criteria in the Begin the Task
drop-down list and use the settings to specify how often

Chapter 24: Maintaining Windows

Enter a
name and
description
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to perform the task as well as when and at what time of
day to begin. Click OK.

5. Click the Actions tab and then click New. In the New
Action dialog box, choose the action that will occur from
the Action drop-down list. These include starting a pro-
gram, sending an e-mail, or displaying a message.
Depending on what you choose here, different action
dialog boxes appear. For example, if you want to send an
e-mail, you get an e-mail form to fill in. Click OK.

6. If you want to set conditions in addition to those that
trigger the action and those that control whether it
should occur, click the Conditions tab of the Create Task
dialog box and choose from the options there such as
starting the task when the computer has been idle for a
time or only if the laptop isn’t running on a battery.

7. Click the Settings tab and make settings that control how
the task runs (on demand, restart if the task fails, and so
on). Click OK.

8. After you complete all settings, click OK to save the task
and click the Close button to close the Task Scheduler
dialog box.

new task, you can choose the Create Basic Task item
from the Action menu in the task Scheduler dialog
box. This walks you through the most basic and min-
imal settings you can make to create a new task.

@ If you like a more wizard-like interface for building a

Troubleshoot Software Problems

432

1. If you can't figure out why you're having problems with a
piece of software, from the Control Panel, click Find and
Fix Problems (under System and Security).
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2. In the resulting Troubleshooting window (see Figure
24-19), click Programs.

Click to troubleshoot programs

L Troubleshooting - B

.:(__-) ~ 4 [# « &l Control Panel ltems + [lroubleshooting v & Search Troubleshooting p-l

(2]

Control Panel Home
Troubleshpbot computer problems

View all Click on a tagk to automatically troubleshoot and fix common computer problems. To view more
troubleshongkat. click on a category or use the Search box.

View history

Change settings Programs

Get help from a friend Run programs made for previous versions of Windows

Hardware and Sound

) Configure a device | Usea printer | @) Troubleshoot audio recording
) Troubleshoot audio playback

Network and Internet
Connect to the Internet | Access shared files and folders on other computers

System and Security

Fix problems with Windows Update | Run maintenance tasks ‘@' Improve power usage

See also
Action Center
Help and Support

Recovery

Figure 24-19

3. In the resulting Troubleshooting Problems-Programs
window, choose what you want to troubleshoot:

e Network allows you to troubleshoot a connection
to the Internet.

e Web Browser helps you figure out problems you
may be having with the Internet Explorer browser.

e Programs is a good choice if you have an older pro-
gram that doesn’t seem to be functioning well with
this version of Windows. Program compatibility is a
common cause of problems running software.
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e Printing allows you to find out why you're having
difficulty with your printer, including checking for
the correct printer driver software.

e Media Player troubleshooting can be used to pin-
point problems with general settings, media files,
or playing DVDs.

4. Follow the sequence of instructions for the item you
selected to let Windows help you resolve your problem
(see Figure 24-20).

permission for the troubleshooter to perform an
action, so it's a good idea to run the troubleshooting
wizard through an administrator-level user account.
See Chapter 3 for more about user accounts and
administrators.

@ In some cases, you'll be asked for administrator

Reset default Windows Media Player settings

If you have manually configured some settings, they will be reset to default.

2 Apply this fix

= Skip this fix
Continue troubleshooting without applying this fix.

Privacy statement

igure 24-20
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® Symbols and Numerics ®

+/- DVD drives, 30-31
3G networks, 270

4G networks, 270
32-bit system, 32
64-bit system, 32
802.11 standards, 34

o/ o

access speed, RAM, 32
accessibility features
cursors, changing, 130-132
keyboard repeat rates, setting,
126-128
keyboards, modifying, 122-124
onscreen keyboard feature, 124-126
overview, 111-112
Speech Recognition, 119-122
text size, setting, 117-118
touchpad behavior, customizing,
128-130
visual aids, 112-115
visual cues, replacing sounds with,
115-117
Add Printer window, 135
address book. See People app
Adeona, 412
Administrator account, 51, 52
Advanced Search page, 289
adware, 319, 393, 395
Airport setting, 273

Air-Print capability, 139
Amazon website, 170, 246
anti-adware programs, 319-320, 396
anti-spyware programs, 319-320,
396, 409
antivirus programs, 22, 276,
319-320, 396
AOL, 339
applications. See programs
appointments, using Calendar app
for, 214-216
apps. See also specific apps by name
buying from Windows Store,
170-171
cloud, using in, 306-308
copying information between,
175-176
defaults, setting, 176-178
downloading, 321-322
installing, 170-171
launching, 171-172
Lock screen, adding to, 106-107
for media, 232-233
nonresponsive, shutting down,
416-417
open, viewing, 77-78
opening from Start screen, 70, 74
overview, 169
rearranging on Start screen, 107
resizing tiles for, 109-110
settings for specific, accessing,
173-174
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apps (continued)
snapping, 89
for tablets, 12
thumbnails of open, 70-71
tile groups, naming, 108
troubleshooting problems with,
432-434
uninstalling, 178-180
viewing all, 75-76
assistive technologies. See
accessibility features
attachments, e-mail, 346-347,
350-351
audio. See sound
Audio Description feature, 113
audio formats, for ripped music, 252
Audio Quality slider, 254
Auto Arrange Icons option, 82-83
automatic responders to e-mail, 332
AVG Free, 319, 396

o e

Back button, web browser, 277
backgrounds
customizing appearance of, 92-93
Desktop, 100-102
Desktop, using on Start screen, 96
Desktop themes, 102-103
Start screen, 95-96
backing up data, 182, 200-201, 412
Balance dialog box, 248
batteries
charging, 38-39
customized power plans, creating,
57-59
installing, 38-39
life of, 29-30
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monitoring charge of, 18, 39
overview, 10
power plans for, 56-57
for tablets, 12
Battery Meter icon, 39
Best of Web tool, 225
Bing, 161
biometric technology, 410-411
blogs, 360-362, 376
Bluetooth printers, 137-139
Blu-ray discs, 31
bookmarking websites, 276
brightness, screen, 45, 60, 62
broadband Internet connections,
271-273
Browse Help link, 154
browsers. See also Internet Explorer
comparing, 275-276
history, viewing, 295-297
Home pages, setting up, 281-283
overview, 268-269
tabs, using, 279-281
buffering, 246
Burn to Disc button, 200
burning
DVDs, 30
music, 259-261
recovery discs, 31
with Windows Media Player, 232
buying
music on Windows Store, 255-257
software, 170
videos on Windows Store, 233-236
buying laptops
battery life, 29-30
customized, 34-36
hardware basics, 20-21
Internet capabilities, 33-34
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memory, 31-33

monitors, comparing features of,
28-29

optical drives, 30-31

overview, 19

price range, 26-28

processor speed, 31-33

software basics, 21-22

type of laptop, selecting, 22-25

Windows, choosing version of,
25-26

o o

cable Internet connections, 270, 271
cable modems, 34
Calendar app, 214-216
Camera app
overview, 231
pictures, taking with, 240
sharing photos via SkyDrive,
311-312
videos, recording with, 240
cameras. See also webcams
printing from, 239
uploading photos from, 239
canceling print jobs, 145
cases for laptops, 411
CDs
backing up content on, 182,
200-201
burning music to, 259-261
versus DVDs, 30
ripping music from, 251-254
software, installing from, 170
storing files on, 199
types of, 261
central processing unit (CPU), 10, 20

Character Repeat rate settings,
126-128
charging batteries, 10, 38-39
Charms bar
brightness settings, accessing
from, 60
displaying, 47, 72-73
Ease of Access panel, accessing, 113
gesture for displaying on
touchscreen, 44
keyboard shortcut for, 46
settings for specific apps, accessing,
173-174
Start screen IE settings, 303-304
chats, 17, 268, 362-364
Cheat Sheet, 4
chips, 10, 20, 31-33
Chromebooks, 23
clearing browsing history, 324
click and drag action, 43
clicking action, 42
cloud, 305-306. See also SkyDrive,
Windows
CNET website, 28
Color option, for printers, 141
colors, choosing for Start screen
background, 95-96
Command bar, 298
communicating over Internet
blogs, 360-362
chat rooms, 362-364
discussion boards, 360-362
e-greeting cards, 370-372
event planning, 369-370
overview, 359
recommending websites, 373-374
sharing content with others,
372-373
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communicating over Internet (continued)
Skype, calling with, 366-369
webcams, using, 364-366
Communications tab, Sound dialog
box, 249
compressing files, 181, 195-197
CompuTrace, 412
contacts. See People app
contextual menus, 42-44
Control Panel
accessibility features, for hearing
impaired, 115-117
accessibility features, for visually
impaired, 112-115
currently installed printers, viewing,
144-145
customized power plans, creating,
57-59
date and time settings, 47-48
default printer, setting, 139-141
default programs, setting, 176-178
display settings, adjusting, 59-61
[E privacy settings, 325-327
Internet connections, setting up,
273-275
power plans, choosing, 56-57
Remote Assistance feature, 162-165
scanner settings, 149-150
screen resolution, setting, 93-94
sleep settings, 61-62
speakers, setting up, 248-249
Speech Recognition feature,
119-122
system volume, adjusting, 249-251
uninstalling programs, 178-180
user accounts, changing type of, 51
cookies, blocking, 322, 326, 402-403
coolers, laptop, 58
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copy-and-paste keyboard
shortcuts, 176
copying
files and folders, 193
music, 260
between programs, 175-176
syncing music devices, 261-262
copyright protection, 252-253
CPU (central processing unit), 10, 20
credit status, keeping private, 332
cropping photos, Photos app, 242
currently installed printers, viewing,
144-145
cursors, changing, 130-132
custom themes, 103
Customize Toolbar dialog box,
298-299
customized laptops, 34-36
customized power plans, 57-59
customizing IE toolbar, 298-299
cut-and-paste keyboard shortcuts,
176

o)) o

data mining, 361
Date and Time dialog box, 48
dates, setting, 46-48
dating online, 385-388
daylight savings time adjustments, 47
default printers

removing, 145-146

setting, 139-141
default programs, setting, 176-178
Defender, Windows, 22, 320
defragmenting hard drives, 425-427
deleting

e-mail, 352

e-mail accounts, 357
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Favorite websites from list, 294
files and folders, 194
files from SkyDrive, 310
files in Recycle Bin, 83-85
photos, Photos app, 241
playlists, 259
temporary files, 428-430
Desktop. See also File Explorer
background, 92, 96, 100-102
Battery Meter icon, 39
File Explorer, finding files with, 86
general discussion, 79-80
icons on, arranging, 82-83
launching programs from, 172
logging on to, 41
Open Apps feature, 77-78
pinning items to taskbar, 78
Recycle Bin, emptying, 83-85
resizing windows, 85
screen resolution, setting, 93-94
screen savers, 93, 104-105
setting as default, 41
shortcuts, creating, 87-89
Start button, 81
switching between programs, 87
taskbar, displaying, 44
text size, setting, 117-118
themes, 93, 102-103
toggling to Start screen from, 69
desktop computers versus laptops, 10
Desktop IE (Internet Explorer)
browsing history, viewing, 295-297
Favorites, 292-294
finding content on web pages,
290-292
opening pages from Start screen IE
in, 300-301

printing web pages, 299-300
versus Start screen IE, 286-287
toolbar, customizing, 298-299
web searches, 288-290
destinations, exploring in Travel app,
226-227
Devices and Printers window,
144-145
dial-up Internet connections, 33,
270-272
digital cameras
printing from, 239
uploading photos from, 239
Digital Subscriber Line (DSL)
connections, 33, 270, 271
directions, Maps app, 220-221
directories, online, 329-330
discrete graphics card, 24
discussion boards, 268, 360-362
Disk Cleanup, 22, 427-428
display
accessibility features for visually
impaired, 112-115
customizing appearance of, 92-93
Desktop background, 96, 100-102
Desktop themes, 102-103
Lock screen, 97-98, 106-107
overview, 91-92
resizing tiles, 109-110
screen resolution, setting, 93-94
screen savers, 104-105
settings, adjusting, 59-61
tile groups, naming, 108
tiles, rearranging on Start screen, 107
document review, 121
Documents folder, 182
Doodle, 370
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downloading
files safely, 321-322
Internet connection speeds, 272
Mail app settings for, 356
music, 254
software, 22
dragging
copying content between open
programs, 175-176
moving files and folders by, 191
windows, 85
drivers
printer, 133, 136, 145-146
scanner, 133
Dropbox, 199
DSL (Digital Subscriber Line)
connections, 33, 270-271
dual-core processors, 33
DVDs
backing up content on, 182,
200-201
burning content to, 232, 259-261
Internet connections, setting up
from, 275
optical drives, 30-31
ripping music from, 251-254
for scanners, 148
software, installing from, 170
storing files on, 199
types of, 261

of o

Fase of Access Center, 113, 124-126.

See also accessibility features
eBay, 27
e-commerce, 18, 268
Edit Plan Settings window, 58-60
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editing
files in cloud, 314
photos, 241-242
e-greeting cards, 370-372
802.11 standards, 34
ejecting CDs after ripping, 253
e-mail. See also Mail app
accessing, 18
automatic responders to, 332
in cloud, 306
etiquette, 348
fraud, 333-335
invitations for Remote Assistance,
sending by, 163-164
Microsoft e-mail addresses for user
accounts, 49
online dating, precautions with use
of, 387
overview, 15, 337
phishing scams, 333-335
photos, sending from Photos app,
233, 243-244
sending from People app, 213
setting up Internet-based accounts,
338-340
embedded keys, 130
Epinions website, 28
eReaders, 12
Ethernet cables, 272
etiquette, e-mail, 348
event planning websites, 369-370
events, using Calendar app for
scheduling, 214-216
Evite, 370
exposure brightness, adjusting in
Camera app, 240
external DVD drives, 30
external hard drives, 10-11, 199
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Facebook
inviting friends, 383-384
overview, 377-378
People app, 212-214
profiles, creating, 381-383
signing up for, 378-381
Family Safety settings, IE, 318
fans for laptops, 58
Favorites
Desktop IE, 292-294
Internet browsers, 276
Sports app, 211
Travel app, 229
Favorites Center, pinning to IE, 294
Favorites List, adding files to, 198
File Explorer
deleting files and folders, 194
Favorites List, adding files to, 198
finding files with, 86
moving files and folders, 190-193
renaming files and folders, 193-194
searching for files and folders with,
187-190
selecting multiple files in, 195-196
File History, 200-201
filenames, 193-194, 252
files
backing up, 200-201
compressing, 195-197
default programs for, setting,
176-178
deleting, 194
Desktop shortcuts for, creating,
87-89
downloading safely, 321-322
editing in cloud, 314

Favorites List, adding to, 198
File Explorer, finding with, 86
moving, 185, 190-193
open, accessing, 185
organizational structure, 182-185
overview, 181-182
Recycle Bin, emptying, 83-85
renaming, 193-194
searching for, in Start screen, 186
searching for, with File Explorer,
187-190
sharing with SkyDrive, 310-312
storage options, 199
temporary, deleting, 428-430
uploading to SkyDrive, 308-309
Filter Keys, 123
Finance app, 206-207
financial activities, 14-15, 21,
206-207, 308
financial applications, 308
Find toolbar, Desktop IE, 290-292
ﬁngerprint readers, 410-411
Firewall, Windows. See Windows
Firewall
firewalls. See also Windows Firewall
allowing exceptions through,
407-409
disabling for Remote Assistance
feature, 163
overview, 320-321
flash drives
backing up content on, 182,
200-201
overview, 21
storing files on, 199
flat panels, 28
Flickr, 307, 389
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flights
Airport setting for Internet
connections, 273
finding with Travel app,
223-225, 227
Fn key, 45, 130
folders
backing up, 200-201
compressing, 195-197
creating, 183-184
deleting, 194
Mail app, 343-344
moving, 185, 190-193
organizational structure, 182-185
overview, 181-182
predefined, 182-183
renaming, 193-194
searching for, in Start screen, 186
searching for, with File Explorer,
187-190
SkyDrive, creating new, 312-313
SkyDrive, sharing, 313-314
storage options, 199
subfolders, 184
force quits, 53
Forum, Windows, 151, 157-160
forums, 360-362
Forward button, web browser, 277
forwarding e-mail, 354
Found New Hardware Wizard, 147
4G networks, 270
friends, inviting in Facebook,
383-384
front-facing cameras, switching
between rear-facing and, 100
function keys, 45, 130
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Gadgets, 80

gaming, 17, 24

gaming laptops, 13, 24

Gateway, 34

Get to Know Windows link, 155
Getting Started section, 154-156
gigahertz (GHz), 31

Gmail, 306, 338-339

Google, 161

Google Chrome, 268-269

Google Chromebooks, 23

Google Docs via Google Drive, 306
Google search engine, 288-290
GORP, 225

graphics cards, 24

Grayscale option, for printers, 141
greeting cards, 15-16, 370-372
groups of tiles, naming, 108

ol o

Hallmark greeting card site, 15-16
hard copies, 133
hard drives
defragmenting, 425-427
desktop computers versus laptops,
10
Disk Cleanup, 427-428
external, 10-11, 199
hardware, 19-21. See also specific
hardware by name
Hardware and Sound window, 59
headphones, 251
hearing impaired, accessibility
features for, 115-117
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Help and Support Center
featured topics, 156-157
Getting Started section, 154-156
online and offline help, switching
between, 160-161
overview, 151-152
Remote Assistance feature, 161-165
searching in, 152-154
size of window, reducing, 155
Windows Forum, 157-160
hexa-core processors, 33
Hibernate option, 63
High Contrast setting, 112
Highlight the Cursor setting, 113
history
clearing, 324
Desktop IE, 295-297
Start screen IE, 303
Home pages, setting up, 281-283, 303
hotels
Maps app, 220
Travel app, 226-229
Hotmail, 306
hotspots, public, 18, 34, 270,
272,404
Hover typing mode, 126
Hulu, 245-246
hyperlinks, 269-270, 277, 333

o] e
icons on Desktop, arranging, 82-83
IE. See Internet Explorer
image quality, 28
images
on Lock Screen, changing, 97-98
screen resolution, setting, 94
Inbox, Mail app, 343-344

information exposure, 327-330
InPrivate Browsing feature, IE,
322-324
InPrivate Filtering feature, IE,
322-324
insertion point, 42
Install the Printer Driver dialog
box, 136
installing
batteries, 38-39
camera software, 239
printers, 134-137
programs, 170-171
scanners, 147-148
software from Internet, 31
Windows Updates, 397-400
instant messaging, 15, 213
insurance for laptops, 412
integrated circuits. See chips
integrated graphics, 24
integrated search feature, finding
music with, 254-255
Internet. See also communicating over
Internet; SkyDrive, Windows;
social networking
browsers, comparing, 275-276
buying software on, 170
clearing browsing history, 324
communication over, 15
connections to, setting up, 273-275
connections to, types of, 270-273
defined, 268
downloading files safely, 321-322
downloading music, 254
e-mail based on, 338-340
financial activities on, 14-15
Help topics on, 156-157, 161
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Internet (continued)

Home pages, setting up, 281-283

information exposure, 327-330

installing software from, 31

laptops, selecting based on
capabilities, 33-34

movies, watching on, 245-246

navigating web, 276-279

overview, 267

privacy, 330-333

searching specific websites, 290-292

storing files on, 199

tablets, connecting to, 12

tabs in browsers, using, 279-281

technology risks on, 318-320

terms related to, 268-270

web searches, 288-290

Windows Forum, 157-160

Internet Explorer (IE)

browsing history, viewing, 295-297

Desktop versus Start screen,
286-287

Family Safety settings, 318

Favorites, 292-294

finding content on web pages,
290-292

Home pages, setting up, 281-283

InPrivate Browsing feature, 322-324

InPrivate Filtering feature, 322-324

navigating web with, 276-279

overview, 268, 275, 285-286

printing web pages, 299-300

privacy settings, 325-327

restricted sites, setting up, 400-403

SmartScreen Filter, 324-325

tabs, displaying, 302-303

temporary files, deleting, 428-430
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toolbar, customizing, 298-299
trusted sites, setting up, 400-403
web searches, 288-290
web site addresses, entering on Start
screen, 300-301
Internet Options dialog box, 281-282
Internet Properties dialog box, 326
Internet service provider (ISP), 270,
338-339
invitations for Remote Assistance,
sending, 163
iPads, 13, 24-25
ISP (Internet service provider), 270,
338-339

o]o

junk-mail filtering, 340

o o

keyboard shortcuts, 46, 123, 176
keyboards
accessibility features for, 122-124
common shortcuts, 46
function keys, 45
general discussion, 20
onscreen keyboard feature, 124-126
repeat rates, setting, 126-128
volume controls, 116-117, 251
Kindle, 12
Kindle Fire HD, 24-25

o/ o

laptop cases, 411
laptop coolers, 58
LaptopCop, 412
LaptopLock, 412
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laptops
computing tasks, 14-17
versus desktop computers, 10
insurance for, 412
locking, 409-410
lost, finding, 412-413
overview, 9
portability of, 18
protecting from damage, 411-412
versus tablets, 12, 24-25
types of, 12-13
LCD (liquid crystal display), 28
left-handed mouse settings, 129
LinkedIn, 378
links, 269-270, 277, 333
Linux, 23
liquid crystal display (LCD), 28
Lithium Ion (LiON) batteries, 29
local access numbers, 271
locations
Maps app, 218
Weather app, 208-209
Lock screen, 97-98, 106-107
locking laptops, 409-410
logging off, 50
logging on
Desktop interface, 41
with PINs, 50
to Windows, 39-40
lost laptops, 321, 412-413

o o

Mac laptops, 23

Magnifier feature, 114

Mail app
account settings, changing, 355-358
accounts, setting up, 340-343

attachments, sending, 350-351
creating and sending e-mail,
347-349
forwarding messages, 354
general discussion, 343-345
opening mail, 345-347
overview, 337
reading mail, 351-352
receiving mail, 345-347
replying to messages, 353-354
malware (malicious software)
InPrivate Browsing feature, 322-324
InPrivate Filtering feature, 322-324
protecting against, 319-320
SmartScreen Filter for, 324-325
types of, 318-319, 395
Manual Activation mode, Speech
Recognition feature, 121
Maps app
directions, 220-221
location, setting, 218
overview, 217
traffic alerts, 219-220
Matador Network travel hub, 225
maximizing program windows, 80, 85
McAfee Antivirus, 319, 396
media. See also specific media by name
default programs for, setting,
176-178
overview, 231
programs for, 232-233
tablets, watching on, 12
Media Pack add-on, 26
media player. See Windows Media
Player
megahertz (MHz), 32
memory, 31-33
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microphones, 21, 119-122
Microsoft Community Website
link, 157
Microsoft e-mail address, 49
Microsoft Fingerprint Reader, 410
Microsoft Live accounts, 212-214
Microsoft Surface, 13, 24-25
Microsoft Windows. See Windows,
Microsoft
Microsoft Windows 8.1. See Windows
8.1, Microsoft
Microsoft Windows 8.1 Enterprise, 26
minimizing program windows, 80, 85
Mint, 308
Mobility Center, 60
modems, 272
monitors
comparing features of, 28-29
connecting laptops to larger, 115
general discussion, 20
overview, 10
touchscreen laptops, 23
mouse
cursors, changing, 130-132
customizing behavior of, 128-130
functions of, 42-43
overview, 21
size of cursor, setting, 114
snapping apps with, 89
wireless, 130
Mouse Keys, 122, 128
movies
buying on Windows Store, 233-236
free content on Amazon.com, 246
playing with Windows Media
Player, 236-238
watching online, 245-246
moving files and folders, 190-193
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Mozilla Firefox, 268
multimedia laptops, 13, 24
multiple-core processors, 32-33
multitasking, 33
music
burning, 259-261
buying on Windows Store, 256-257
default programs for, setting,
176-178
integrated search feature, finding
with, 254-255
overview, 247
playlists, creating, 257-259
ripping, 251-254
speakers, setting up, 247-249
syncing devices, 261-262
system volume, adjusting, 249-251
Windows Media Player, 232,
262-264
Music app, 255-257
Music folder, 183, 252
muting volume, 250

o\l o

naming
files and folders, 193-194
tile groups, 108
Narrator feature, 113
navigating web, 276-279
netbooks, 13
Netflix, 245
Network and Sharing Center, 273-275
networking, 156-157
Newegg website, 26, 170
News app, 203-206
Nextag website, 18, 28
Nickel Metal Hydride (NiMH)
batteries, 29
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nonresponsive applications, shutting
down, 416-417

Norton Antivirus, 396

notebook computers, 13

notification area, 79-80, 250-251

notifications, e-mail, 356-357

numbered function keys, 45

o () o

offline help, 160-161
online articles, 5
online auctions, buying laptops
on, 27
online dating, 385-388
online directories, 329-330
online gaming, 17
onscreen keyboard feature, 12, 44,
124-126
Open Apps feature, 77-78
open files, accessing, 185
Opera, 269
operating system (OS)
overview, 10, 22
RAM requirements, 32
types of, 23
utilities, 22
Windows versions, 25-26
optical discs, types of, 261
optical drives, 30-31
Organize Favorites dialog box, 294
OS. See operating system
Outlook, 306, 339, 344

opPoe

Panorama pictures, Travel app, 227
Paper Size option, for printers, 142
Paper Source option, for printers, 142

passwords
as access requirement, 64
for laptop, changing, 405-407
Remote Assistance feature, 164
Start screen IE settings, 303
strength of, 318
for user accounts, 40, 50
pausing
music, Windows Media Player, 262
video, Windows Media Player, 238
PayPal, 27
PC Settings panel
date and time settings, 46-48
sleep settings, 62
user accounts, creating, 48-50
People app, 212-214
peripherals, 10, 21
Personalization dialog box, 102-103
phishing scams, 333-335
phone calls
background noise, minimizing
in, 249
overview, 15
Skype, installing, 22
Start screen IE settings, 303
PhotoBucket, 389
photo-editing software, 14
photos
account pictures, changing, 98-100
Camera app, 240
graphics cards, selecting, 24
sharing, 17, 243-244, 307, 389
sharing via SkyDrive, 311-312
slide shows, 244-245
uploading from cameras, 239
viewing in Photos app, 241-242
Windows Media Player, 232

447



Laptops For Seniors For Dummies, 3rd Edition

Photos app

overview, 233

sharing photos in, 243-244

slide shows, 244-245

viewing photos in, 241-242
photo-sharing websites, 307
Photoshop, 25
Pictures folder, 182-183
pinching gesture, 44
pinning items taskbar, 78
PINs, logging in with, 50
pixel resolution, 28
playback controls

on keyboard, 251

Windows Media Player,

237-238, 262

playing music, 262-264
playlists, 232, 257-259
Plug and Play technology, 147
pointers, 21, 130
pop-up blocker settings, 327
portability of laptops, 10, 18
portable printers, 136
Portfolio Monkey, 308
ports

connecting laptops to larger

monitors, 115

general discussion, 21

power connection, 39

for printers, 135-136

USB, 21, 43, 147, 239

Power button, 39, 50, 53, 63-64

power connection port, 39

Power Options window, 56-59

power plans
choosing, 56-57
customized, 57-59
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display settings, adjusting, 59-61
overview, 55
Power Saver plan, 56-57
power source for laptops
customized power plans, creating,
57-59
display settings, adjusting, 59-61
overview, 10, 55-56
Power button functions, 63-64
power plans, choosing, 56-57
sleep settings, 61-62
predefined folders, 182-183
pre-installed software, 21-22, 170.
See also specific programs by name
price range for laptops, 26-28
Print dialog box, 143, 299-300
printer drivers, 133
printers
currently installed, viewing, 144-145
default, setting, 139-141
installing, 134-137
overview, 133
portable, 136
preferences, setting, 141-143
removing drivers, 145-146
wireless, setting up, 137-139
printing
from cameras, 239
canceling, 145
content from web pages, 286
web pages, 299-300
Printing Preferences dialog box,
140-143
privacy
avoiding information exposure,
330-333
Help topics on, 156-157
IE settings, 325-327
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Privacy tab, Internet Properties dialog
box, 326
private chat rooms, 363-364
private messaging, 387
processors, 13, 31-33
profiles on Facebook, creating,
381-383
programs
buying, 170
cloud, using in, 306-308
copying information between,
175-176
defaults, setting, 176-178
Desktop shortcuts for, creating,
87-89
downloading, 321-322
installing, 170-171
launching, 171-172
for media, 232-233
nonresponsive, shutting down,
416-417
overview, 169
pinning to Desktop taskbar, 78
settings for specific, accessing,
173-174
shortcuts for, 80
snapping, 89
switching between, 87
troubleshooting problems with,
432-434
uninstalling, 178-180
window size, adjusting, 80, 85
protecting laptops from damage,
411-412
public hotspots, 18, 34, 270, 272, 404

o () o
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quad-core processors, 33

quality of ripped music, adjusting, 254

Quality setting, for printers, 141

questions, posting on Windows
Forum, 158-160

Quicken, 21

o R e

RAM, 32-33
readable (R) DVD drive, 30
read-writeable (RW) DVD drive, 30
rear-facing cameras, switching
between front-facing and, 100
rebooting laptop, 53
Recent Searches button, File
Explorer, 189
recommending websites, 373-374
recovery discs, 31
Recycle Bin, 79, 80, 83-85, 194
Refresh button, web browser, 278
refreshing laptops, 422-424
refurbished laptops, buying, 27
reinstalling software, 180
Remote Assistance feature, 152,
161-165
Remove Device dialog box, 146
removing printer drivers, 145-146
renaming files and folders, 193-194
renting videos on Windows
Store, 234
repeat rates for keyboards, setting,
126-128
replying to e-mail, 353-354
resetting laptops, 424-425
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resolution
monitor, 28
scanner settings, 149
screen, 92-94
restocking fees, 27
Restore Down button, 85
restoring
files from Recycle Bin, 83-85, 194
original Desktop shortcuts, 87-89
restricted sites, setting up, 400-403
retail stores, shopping for laptops
at, 26
right-click action, 42-44
ripping music, 251-254
roaming, syncing settings while, 316
rotating photos, Photos app, 242
RSS feeds, subscribing to, 286
running programs, 170
RW (read-writeable) DVD drive, 30

oS e

Safe Mode, 415
Safer Dates, 387
safety. See security
satellite Internet connections, 271
Scanner and Camera Installation
Wizard window, 148
scanners
installing, 147-148
overview, 133
settings for, 149-150
using, 150
scheduling maintenance tasks,
430-432
screen protectors, 411
screen resolution, 92-94
Screen Saver Settings dialog box,
102-103
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screen savers, 93, 104-105
screens, brightening, 45
scrolling, 43, 70-71
search engines, 161
search feature, Windows 8.1, 74-75
Search This Site feature, 291
searches
in browsing history, 297
File Explorer, for files and folders,
187-190
Find feature for web pages, 290-292
in Help and Support Center,
152-154
for music, 254-255
Start screen, for files and folders, 186
for videos, Windows Store, 236
web, 288-290
security
chat rooms, 364
downloading files, 321-322
e-mail fraud, 333-335
ﬁngerprint readers, 410-411
firewalls, allowing exceptions
through, 407-409
general discussion, 394-397
Help topics on, 156-157
IE privacy settings, 325-327
information exposure, 327-330
InPrivate Browsing feature, IE,
322-324
InPrivate Filtering feature, IE,
322-324
Internet browser, 276
location information, 218
locking laptops, 409-410
lost laptops, finding, 412-413
overview, 317-318, 393-394
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passwords, setting as access
requirement, 64
passwords for laptop, changing,
405-407
phishing scams, 333-335
privacy, 330-333
protecting laptops from damage,
411-412
recovery discs, 31
restricted sites, setting up, 400-403
SmartScreen Filter, 324-325
technology risks on Internet,
318-320
trusted sites, setting up, 400-403
web searches, 289
webcam, 365-366
Windows Firewall, enabling,
403-405
Windows Update, 397-400
selecting multiple files, 195-196
Send To option, 191-192
SeniorPeopleMeet, 378
servers, 270
setting up laptops
batteries, installing and charging,
38-39
date, setting, 46-48
Desktop, logging on to, 41
function keys, 45
keyboard shortcuts, 46
mouse devices, using, 42-43
overview, 37
shutting down laptops, 52-53
switching user accounts, 50-51
time, setting, 46-48
touchscreens, working with, 43
user accounts, changing type of,
51-52

user accounts, creating, 48-50
Windows, logging on to, 39-40
Settings charm, 73
sharing
content over Internet, 372-373
information exposure, avoiding,
330-333
music, 260
photos, 243-244
printer settings, 134
shipping costs, 27
shopping online, 18, 26-28
shortcut menus, 42-43
shortcuts, Desktop
creating, 87-89
launching programs, 172
overview, 80
restoring original, 89
Show Windows Side by Side option,
175
shuffling
music, Windows Media Player, 264
photos, Photos app, 242
shutting down laptops, 52-53, 64
side by side option for windows, 175
signatures, e-mail, 356
signing out of user accounts, 50
64-bit system, 32
size
of laptops, 13
of monitors, 28
of tiles, adjusting, 109-110
SkyDrive, Windows
deleting files from, 310
files, adding to, 308-309
folders, creating new, 312-313
overview, 306
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SkyDrive, Windows (continued)
photos, uploading with Photos app,
233, 244
settings for, accessing, 173-174
sharing files with, 310-312
sharing folders, 313-314
storing files on, 199
Sync feature, 315-316
Skype, 22, 366-369
slates versus laptops, 12
Sleep option
Power button function, setting,
63-64
settings for, 61-62
shutting down laptops, 53
switching user accounts, 50
slide shows, 242, 244-245
SmartScreen Filter, 324-325
Snap To feature, 130
snapping apps, 89
social bookmarking, 373-374
social engineering, 361
social journaling websites, 377
social networking
comparing popular services, 377-378
information exposure, 329
inviting friends, 383-384
online dating, 385-388
overview, 375
People app, 212-214
photo sharing, 389
profiles, creating, 381-383
recommending websites, 373-374
signing up for services, 378-381
Twitter, 388
types of websites for, 375-377
video sharing, 389
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software. See also malware
basic tasks with, 14
buying, 170
camera, installing, 239
cloud, using in, 306-308
downloading, 321-322
general discussion, 21-22
installing, 170-171
media, 232-233
overview, 19, 20
preinstalled, 21-22
settings for, accessing, 173-174
troubleshooting problems with,
432-434
uninstalling, 22, 178-180
sorting
browsing history, 296
playlists, 258-259
sound
graphics cards, selecting, 24
replacing with visual cues, 115-117
speakers, 21, 247-249
Toggle Keys, 123
volume, adjusting, 116-117
Sound dialog box, 248-249
speakers, 21, 247-249
Speakers Properties dialog box, 248
special-interest chat groups, 17
Speech Recognition feature, 119-122
speeds of Internet connections, 272
sports, watching online, 17
Sports app, 210-211
spreadsheet software, 14
Spybot, 320
spyware, 22, 319, 393, 395, 409
Spyware Doctor from PC Tools,
320, 397
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Spyware Terminator, 320, 409
Standard user account, 52
Start menu, 69, 81, 198
Start screen
background, customizing, 92, 95-96
Desktop background, using on, 96
launching apps from, 171-172
logging on to Windows, 39-40
naming tile groups, 108
open apps, viewing, 77-78
open files, accessing, 185
overview, 68
rearranging tiles on, 107
removing tiles from, 110
resizing tiles, 109-110
search feature, 74-75
searching for files and folders, 186
settings for specific apps, accessing,
173-174
toggling to Desktop from, 69
viewing all apps, 75-76
working with, 70-71
Start screen IE
versus Desktop IE, 286-287
navigating web pages, 301-302
settings for, accessing, 303-304
tabs, displaying, 302-303
viewing pages in Desktop IE,
300-301
web site addresses, entering with,
300-301
Sticky Keys, 122
stock market app, 206-207
Stop button, web browser, 278-279
stopping
music, Windows Media Player, 262
video, Windows Media Player, 238
storage options for files, 199

Store, Windows. See Windows Store
streaming, 245-246
subfolders, 184
subscribing to RSS feeds, 286
Surface, Microsoft, 13, 24-25
swiping gestures, 44
switching

between front- and rear-facing

cameras, 100

between programs, 87

user accounts, 50-51
Symantec, 319
Sync feature, 306, 315-316
syncing

Mail app settings for, 356

music devices, 261-262
System Restore feature, 416, 418-421
System Settings window, 63-64
system volume, adjusting, 249-251

o e

tablets
Airport setting, 273
batteries in, 38-39
versus laptops, 12, 24-25
versus netbooks, 13
tabs, Internet browsers, 276,
279-281, 302-303
tap gesture, 44
Task Manager, Windows, 415-417
taskbar
general discussion, 79
launching programs from, 172
overview, 69
pinning items, 78
volume, adjusting in notification
area, 250-251
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Taskbar and Navigation properties, 41
technology risks on Internet, 318-320
temporary files, deleting, 428-430
tethering, 34
text links, 270, 277
text size, 117-118
theft of laptops, 321
themes, Desktop, 93, 102-103
32-bit system, 32
3G networks, 270
thumbnails of open apps, 70-71
tiles, Start screen
naming tile groups, 108
overview, 68
rearranging, 107
removing, 110
resizing, 109-110
time, setting, 46-48
Tip icons, 1
Toggle Keys, 123
toolbar, customizing in IE, 298-299
TopTenReviews, 378
Toshiba, 34-35
touchpads
customizing behavior of, 128-130
general discussion, 20-21
using, 42-43
touchscreen laptops, 23, 29,
43-45, 68
touchscreens
gestures for, 44
Help information on, 156
onscreen keyboard feature,
124-126
snapping apps with, 89
on tablets, 24-25
working with, 43-45
towers, 10
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traffic alerts, Maps app, 219-220
Travel app
destinations, exploring, 226-227
flights, finding, 223-225
general discussion, 222
hotels, finding with, 227-229
icon for, 222-223
overview, 217
Trend Micro, 319
troubleshooting
Remote Assistance feature, 161-165
software problems, 432-434
topics, 153
Windows Forum, 157-160
trusted sites, setting up, 400-403
tutorial on Windows 8.1, 154-156
Twitter, 212-214, 377, 388
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ultrabooks, 13-14, 23-24
uninstalling programs, 22, 178-180
Update, Windows, 397-400
Update and Restart option, 53
updating
browsers, 276
Windows OS, 318
uploading
files to SkyDrive, 308-309
Internet connection speeds, 272
photos, to SkyDrive, 244
photos from cameras, 239
usage rights settings, 289
USB ports
cameras, connecting, 239
overview, 21
scanners, connecting, 147
wireless mouse devices, 43
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USB sticks
backing up content on, 182,
200-201
storing files on, 199
used laptops, buying, 27
user accounts
changing type of, 51-52
creating, 48-50
Help topics on, 156-157
pictures for, changing, 98-100
switching, 50-51
user sign-in screen, 39
utilities, 22

o (/o

VGA port, 115
Video app
buying videos on Windows Store,
233-236
overview, 233
playing videos in, 238
videos
buying on Windows Store, 233-236
Camera app, 240
default programs for, setting,
176-178
free content on Amazon.com, 246
playing in Video app, 238
playing with Windows Media Player,
236-238
sharing, 17-18, 389
streaming, 31, 245-246
troubleshooting topics, 153
Windows Media Player, 232
Videos folder, 183
View settings, 94

Viewbook, 307
Virtual Private Network (VPN), 405
viruses
general discussion, 318-319
Internet browser safety, 276
overview, 393, 395
shared music, scanning for, 260
visual cues, replacing sounds with,
115-117
visually impaired, accessibility
features for, 112-115, 117-118
Voice Activation mode, Speech
Recognition feature, 121
VolIP (Voice over Internet
Protocol), 15
volume
adjusting, 116-117, 250-251
system volume, adjusting,
249-251
Windows Media Player controls for,
238, 263
Volume Mixer dialog box, 249-250
VPN (Virtual Private Network), 405

o/ o

W (writeable) DVD drive, 30
Weather app, 70-71, 207-209
web, 268. See also Internet
web pages
defined, 268
finding content on, 290-292
Home pages, setting up, 281-283
opening in browser tabs, 279-281
printing, 286, 299-300
Start screen IE, navigating with,
301-302
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webcams
communicating over, 364-366
overview, 15, 21
Skype, making calls with, 366-369
switching between front- and rear-
facing cameras, 100
taking pictures for user accounts,
99-100
websites
addresses, entering on Start screen
IE, 300-301
defined, 268
event planning, 369-370
Favorites, 292-294
photo-sharing, 307
recommending, 373-374
Search This Site feature, 291
weight of laptops, 13
Wi-Fi
general discussion, 270
hotspots, 18, 34, 270, 272, 404
printers connected with, 137-139
tablets, connecting to Internet
with, 12
Wikipedia, 376
wikis, 376
Windows, Microsoft. See also Windows
maintenance
Battery Meter icon, 39
Desktop, logging on to, 41
8 versus Windows 8.1, 68
logging on to, 39-40
0sS, 23
updating, 318
user accounts, creating, 48-50
version of, choosing, 25-26
Windows Default Themes, 102-103
Windows Defender, 22, 320
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Windows 8.1, Microsoft
changes in, 68
Charms bar, displaying, 72
Desktop, general discussion, 79-80
Desktop shortcuts, creating, 87-89
File Explorer, finding files with, 86
icons on Desktop, arranging, 82-83
integrated search feature, 254-255
keyboard shortcuts, 46
logging on to, 39-40
overview, 25, 67
pinning items to Desktop taskbar, 78
Recycle Bin, emptying, 83-85
resizing windows, 85
search feature, 74-75
snapping apps, 89
Start button, 81
Start screen, working with, 70-71
switching between programs, 87
touchscreen interface support, 29,
43-45
tutorial on how to use, 154-156
viewing all apps, 75-76
viewing open apps, 77-78
Windows 8.1 Enterprise, Microsoft, 26
Windows Firewall
allowing exceptions through,
407-409
disabling for Remote Assistance
feature, 163
enabling, 403-405
Windows Forum, 151, 157-160
Windows key, 46, 70
Windows Live Hotmail, 339
Windows maintenance
defragmenting hard drives, 425-427
Disk Cleanup, 427-428
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nonresponsive applications,
shutting down, 416-417
overview, 415-416
refreshing laptops, 422-424
resetting laptops, 424-425
scheduling maintenance tasks,
430-432
System Restore feature, 418-421
temporary files, deleting, 428-430
troubleshooting software problems,
432-434
Windows Media Center, 25
Windows Media Player
burning music to discs, 259-261
movies, playing with, 236-238
overview, 232
playing music, 262-264
playlists, creating, 257-259
ripping music, 251-254
syncing devices, 261-262
Windows SkyDrive. See SkyDrive,
Windows
Windows Start screen. See Start screen
Windows Store
apps, buying from, 170-171
music, buying from, 255-257
videos, buying from, 233-236
Windows Task Manager, 415-417

Windows Update, 397-400

wireless CardBus adapter PC card, 273

wireless Internet connections, 33-34,
270-273. See also Wi-Fi

wireless mouse, 43, 130

wireless printers, 134, 137-139

Wireless Wide Area Network
(WWAN), 34

word processors, 14, 22

Word Web App, 314

WordPad, 22

World Wide Web, 268. See also
Internet

writeable (W) DVD drive, 30

WWAN (Wireless Wide Area
Network), 34

° y °
Yahoo!, 339
YouTube, 245-246, 389

o o

Zip files, 195-197
zooming
gestures for, 44
on location, Maps app, 219
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