Learn Windows the easy way, no jargon

Using |
Windows 8.1



http://www.allitebooks.org

For your convenience Apress has placed some of the front
matter material after the index. Please use the Bookmarks
and Contents at a Glance links to access them.

Apress®

vww allitebooks.conl



http://www.allitebooks.org

Contents at a Glance

About the Author v
Acknowledgments Vi

Introduction Vii

CHAPTER 1: Setting Up Windows 8
CHAPTER 2: Getting to Know Windows
CHAPTER 3: Setting Up Users
CHAPTER 4: Setting Up Printers
CHAPTER 5: Setting Up Internet
CHAPTER 6: Common Tasks

CHAPTER 7: Computer Maintenance

[vww allitebooks.cond



http://www.allitebooks.org

Introduction

Using Windows 8.1 introduces you to the new verson of Microsoft Windows and is designed
to help beginners and enthusiast users who want to get up and running quickly and make
better use of their computers.

Windows 8.1 is a major update from Windows XP, Vista, and Windows 7 and has
some radical changes—from the introduction to the Start screen to the desktop and Charms
Bar. We explore the fundamentals in this book. Love them or hate them, they're here to stay,
so | will do my best to guide you through using your computer with Windows 8.1.

This book has been especially written in a step-by-step fashion using photography
and screen prints to illustrate the steps as clearly and concisely as possible.

I hope this book is helpful to you.

vii
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CHAPTER 1

Setting Up Windows 8

Most PCs will be running some version of Microsoft Windows.

>

Windows 8
Windows 8 is the latest version of Windows produced by Microsoft and is
intended for use on personal computers, such as home and business

desktops, laptops, tablets, and media center PCs.

There are significant changes to the operating system, including a new
touch-friendly interface with a new Start screen featuring a grid of
applications offered with the system. These grid tiles dynamically update.

The Start screen replaces the Start menu of earlier Windows versions,
putting more emphasis on touch-screen input.
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CHAPTER 1 " SETTING UP WINDOWS 8

Windows 8 provides more integration with online services and introduces a
new Windows Store, which is where different apps can be downloaded.
Free and paid apps are available through the Windows Store. These apps
are optimized for touch-screen environments and have a smaller scope in
relation to desktop applications.

Windows 8 is available in four versions.

Windows RT is a version of Windows 8 designed specifically for mobile
devices such as tablets.

Windows 8 is intended for home users and is most likely installed on your
new laptop or PC.

Windows 8 Pro is aimed toward enthusiast users and professional
environments such as offices, schools, and colleges.

Windows 8 Enterprise is aimed toward larger business environments and
large offices.
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CHAPTER 1 " SETTING UP WINDOWS 8

Hardware Setup

First, place your machine on a firm desk and insert the battery.

Plug power cord into the side of your laptop or desktop and press the Power
button. | will be using my laptop for this example.
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CHAPTER 1 " SETTING UP WINDOWS 8

USB ports, which you will no doubt come across, let you connect mice,
printers, scanners, cameras, and any other accessories you can think of to
your computer quickly and easily.

You usually have some USB ports on the back of your machine; these are
good for connecting devices you can leave permanently plugged in.

You will also find some USB ports on the front of your machine, which are
good for connecting removable media such as external hard disks and USB
memory sticks.

Laptops will have USB ports on the sides of the machine.
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Upgrading to Windows 8.1

When upgrading from Windows 8, Windows 8 Pro, Windows RT, and any
Windows 8.1 Preview versions, the process is the same.

Before you start it is a good idea to make sure all your files, photographs,
and music files are backed up onto an external hard disk.

Launch the Windows Store and click "Update to Windows 8.1 for free,"
which should be on the main page as you launch the Windows Store.

5

Thursday

If it isn't on the Store page, you can search for it using the search field on
the top right of your screen.
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CHAPTER 1 " SETTING UP WINDOWS 8

windows 8.1 update

All categories v All prices v Sort by relevance v
On the screen that follows click Download.

Store

Update Windows

The update will begin to download and will install itself in the background,
allowing you to keep working in other programs in the meantime. This
process is automated and will take some time depending on the speed of
your computer and your Internet connection.

Once the download is complete click Restart Now to begin installation. This
may take a while.
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CHAPTER 1 " SETTING UP WINDOWS 8

Your PC needs to restart

The computer may reboot a few times while it updates itself.

Starting Windows 8 for the First Time

Once the update is installed and your computer has rebooted, you will be
guided through a process similar to the one below, which will allow you to
choose some configurations and settings.

Step 1 - Pick a language

As shown in the following screen, you have several choices.

Your display language

Pick the language that you'll want to see and use the most on this computer.

Step 2 — Agree to the license agreement

Once you read the terms, click Accept.
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Step 3 — Personalize your copy of Windows 8
Pick a color —I like blue.

PC name — This is useful if you have more than one PC in the house. Good
strategy is to name the PC according to either who is using it or what room
it’s in. I'm going to go with KW-Laptop, because | am using Windows 8 on
my laptop. Other examples are ClairesLaptop, PC-Study, PC-livingroom, and
so on.

Step 4 — Set up your wireless Internet

Windows 8 will automatically scan for nearby wireless routers. It is just a
matter of finding the name of yours in the list. The name of your wireless
Internet is called the SSID and will be written on the back of your router.

CRWIEIEES

Go online now so you can finish setting up your PC. if you're not sure which network to choose, ask the
knows the network name and password.

3Wireless-Adapter-6784

TALKTALK-11B6FC

SSID: i
Neework Key: 12

3MobileWiFi-ca79 s Gk b

SKY08B48

SKY21C29

SKY3N39

SKYD5915

SKY1623C

SKY76394

Connect to a hidden wireless network

nnect to a wireless network later
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Step 5 — Configure your settings

| would go with express settings. This allows Windows 8 to configure the
settings for you.

© Settings

ss settings
smise the following settings or choose express settings. If you choose express settings, your PC will
Ity send info to Microsoft and wilk:

. ratically install important and recommended updates.

«  Help to protect your PC from unsafe files and websites.

. urn on Do Not Track in Internet Explorer.

- Help inprove Microsoft software, services and location services by sending us information.

= Check online for solutions to problems.

- Let apps give you personalised content based on your PC's location, name and account picture.
Turn on sharing and connect to devices on this network.
Country or region: United Kingdom; Keyboard layout United Kingdom.

Step 6 — Create a Microsoft account

Click Microsoft Account and follow the instructions on screen. A Microsoft
account gives you access to email, the Windows Store, and a lot more than
a local account does.



CHAPTER 1 " SETTING UP WINDOWS 8

Sign in to your PC

Microsoft account

Signing in to PCs with your email address lets you:
« Download apps from Windows Store,
Get your online content in Microsoft applications automatically.

Make your PCs look and feel the same by synchronising settings online, like your hruur:ev favourites and history,
languages and sign-in info for the services you care about. (Some info will be sent to Microsoft, but you can
change this later.)

Local account

Signing in with a local account means:
You have to create a usemname and account for each PC you use.
You'll need a Microsoft account to download apps, but you can set it up later.
Your settings won't be synced across the PCs that you use.

—
Microsoft account

Transferring Files

Now that we’re all up and running with Windows 8, you can transfer files
from your old machine.

On Your Old Computer

First, connect the external drive to one of the USB ports on your old
computer.

10
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If transferring from Windows 7, click on Start and type "Easy Transfer."
Under the Programs heading on the search results, click Windows Easy
Transfer.

Programs (2)

“a Win Tran:
[ Wind‘ Far Tesmefor Donacks
A Transfers files and settings from one computer to anot

- See more results

1casytransferi X | Shutdown | » |

Once Windows Easy Transfer has opened, you will see a screen telling you
what Windows Easy Transfer does and what files it transfers. Click Next.

11
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- p—— ot
B Windons e —

Welcome to Windows Easy Transfer

Windows Easy Transfer lets you copy files and settings from one computer to another. No
information is deleted from your old computer.

You can transfer:

* Useraccounts *  E-mail

* Documents * Internet favorites
*  Music * Videos

* Pictures * And more

When the transfer is done, you'll see a list of what was transferred, programs you might want to
install on your new computer, and links to other programs that you might want to download.

Tip: If you're upgrading this computer to Windows 7, think of "old computer” as referring to your
"old version of Windows" and "new computer” as referring to your "new version of Windows."

.

You will need to choose how you want to transfer your files across to your
new computer. | recommend using an external hard disk with at least
500GB of space.

12
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G @&  Windows Easy Tran

What do you want to use to transfer items to your new computer?

An Easy Transfer cable
@ [ already have an Easy Transfer cable to transfer files from one computer to

ancther. ul

A network
= Transfer files from cne computer to another using a network connection.

|
- An external hard disk or USB flash drive
v Create an Easy Transfer file. Choose this if you are using Windows Easy
Transfer to upgrade this computer to Windows 7. ]

How do [ choose?

Click on "An external hard disk or USB flash drive."

Next, you need to specify which computer you are using: your old computer
or your new computer. Since this machine has all your data on it, it would
be your old machine, so click "This is my old computer."

-

Os def“ﬂ'!;f:____L_

Which computer are you using now?

< This is my new computer
Iwant to transfer files and settings to this computer.

= This is my old computer
I want to transfer files and settings from this computer.

13
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First, select the users whose files you want to transfer to your new machine
by clicking the check boxes on the left-hand side, as shown in the following
screen.

@ W&  Windows Easy Trans

Choose what to trans
Click to uncheck if

you don't want to transfer
10 new machine You can transfer files and sett

] Admir
= Cus

This is my username and
contains all the files, photos,

music, etc. that | want to transfer User
to my new machine e 23,
o "‘4.
——
Share

If you are upgrading to Windows 8, you should not transfer any Windows or
Program settings, as this can cause compatibility problems.

To remove these options, click on the Customize link under your user name.
From the following popup menu, make sure every option is selected except
Program Settings and Windows Settings.

14
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@ @ Windows Easy Transfer

Choose what to transfer from this computer

You can transfer files and settings in these user accounts.

w| Admin
E ; 15.0 GB Selected (Default selections)
A Customize
User o
_J €' @) Documents 14.2 GB

m

v
¥| Music 51.6 M8
Share @ Pictures 1.8 G8
Lo o . >
7| Videos 372.7 MB

Program Settings 0 b...
1] Windows Settings 0 bytes

Sansmhleu:r 481G8 |
|

Advanced

Click Next.

In the "Save your files and settings" screen | recommend leaving the
password field blank, as adding a password can complicate things later on
when you copy the files to your new computer. Click Save.

15
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-— P

-

@ & Windows Easy Transfer - . .
Save your files and settings for transfer

Your files and settings will be saved in an Easy Transfer file. You can enter a password to protect
this file. Remember your password because you will need to enter it on your new computer.

If you don't want to use a password, leave the password box blank and click Save.

Password:

Confirm Password:

In the next screen, select a location where you wish to save your files. This
should be your external hard drive. You will find it listed under the
Computer section if you scroll down the left-hand pane of the dialog box.

16
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CHAPTER 1
-
W& Save your Easy Transfer file ﬂ
@uvL_, » Computer » Data(Z:) » -I‘,H D Z pe)
Organize v New folder b @
d’W Music = Name Date modified Type
Pictures
= Software 08/02/20131307  File folder
B videos
4N Computer

@ Local Disk (C:)
«= Removable Disk i
«= Removable Disk |

= Removable Disk | =

Removable Disk |
[4 s Data (Z:) » )

Q‘ﬂ Network

- 4

m

== File name: Windows Easy Transfer - Items from old computer :}

Save as type: [Easy Transfer File

“ Hide Folders

Click on the drive letter associated with the external drive. In this case it is

the Z: drive.

As a guideline, unless you have renamed it, the drive is usually identified by

the manufacturer’s name. For example, mine is from Data Pacific, so it’s

called Data. The drive letters are not the same on every machine.

Once you have done that click Save.

Your files will now be saved to the external hard drive, which could take a

while.

17
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- - - “
= -
() @ Windows Easy Transfer

Saving files and settings...

Do not use your computer until the items have been saved.

Admin F
’]z ’ Not selected for save
User
.’ Saving 23.6 GB
i

Shared Items

»

.

-

Easy Transfer file size: 23.6 GB

When the data is saved, click Next to close Windows Easy Transfer. Then
unplug your external drive.

18
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. MalR\Windows Easyalransfer

Your transfer file is complete

Open Windows Easy Transfer on your new computer

You've saved the items you want to transfer in a special transfer file named:
Windows Easy Transfer - [tems from old computer. MIG
Here's where it's saved:

Write down the location where you saved your transfer file because you'll need to open it on your
new computer. If you're upgrading this computer to Windows 7, open the file when your upgrade
is complete.

On Your New Computer

Plug your external drive into your new computer.

From the Start screen, click your desktop tile, then click the File Explorer
icon on your taskbar at the bottom

19
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In the File Explorer window, go to the This PC heading and look for your
external drive. Find and double click on the file "Windows Easy Transfer —
Items from old computer.mig."

Data Backup (I:)

Share

» ThisPC » Data Backup (i) v &

i SkyDriv
WSy vt s Windows Easy Transfer - ltems from old computer.mig

«3 Homegroup

4B This PC
u Desktop External Hard drive -
- ng“n'::‘ same name as on old Double click to open
B Music system where you saved
L Pictures your data files

g Videos

cu;e

Libraries

i Network
Jitems  1item selected 0 bytes

: _ SE X
el &= Fil 4 [F] = & 6 )

Make sure your user name is checked and then click Transfer.

20



Choose what to transfer to this PC

options.

You can transfer files and settings in these user accounts from your old PC. To choose how you want
the user accounts on your old PC to get transferred to user accounts on your new PC, click Advanced

CHAPTER 1 " SETTING UP WINDOWS 8

User
@ | 26GB Selected (Default Selections)
Customize

Easy Transfer file size: 665 KB
Advanced Options

Again, this could take a while. Once your files have finished transferring, you

will see the following screen. Click Close.

21
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@ ‘Windows Easy Transfer

Your transfer is complete

Use these Windows Easy Transfer Reports to help you see what was transferred and to see what
programs you might want to install on your new computer,

To see this information later, click the Start button and search for Windows Easy Transfer Reports.

< See what was transferred

See a list of programs you might want to install on your new
computer

>

Now that we have our files from our old computer, we can get to know
Windows 8 a little better.

22



CHAPTER 2

Getting to Know Windows

The Start Screen

Once you have logged on, you will be greeted with the Start screen. The
Start screen is made up of an arrangement of colorful tiles, with each tile
representing an application. You click (or tap) the tile to run the app.

=
— ; / “‘\\\\‘
P Y o ~ 4 User Account - the
/. Cobndar= Internet ( user who i curently
good for Explorer- use logged on

forbrowamg

k
s the web

appomtment

" Email and
messages

(

/ Photos -

{ keep all
your photo

A\, abumshere

" Desktop Tile
Clxck to go to
your desktop

s

Bing Maps -
great for

/ Weather -
/ gves youa

Installed
Apps - such
as word
\_ Photoshop ex:

\ fmdmg dmmg

f great weather N\ daections

Charms Bar. For
\ report for

vour area

quick access to tools,
£g search for a file

[
[ (move mouse to top
nght comer or for
touch, swipe m from
the nght edge of your
screens)
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CHAPTER 2 " GETTING TO KNOW WINDOWS

A Closer Look at the Start Screen

You can view all applications by moving your mouse to the bottom of the
screen. A small "down" arrow will appear.

The Start screen also has some hidden menus—the Recently Opened Apps
menu on the top left reveals all apps that are currently open.

The top-right corner reveals the Charms Bar for settings and options.

Move your
mouseto this
comer and
you get the
chamms bar

/ Move your
mouse to this
comer to
reveal open

apps

N\

Move your mouse to the
bottom to reveal ths icon.
Chck to see all apps mstalled

¢ ErRERENEQ >

] #

e = 4
= - -
" - 7]
a [ L]
] v -
o] a 3
A - -
= ™
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CHAPTER 2 ' GETTING TO KNOW WINDOWS

The Desktop

The desktop is where all your apps, such as Microsoft Word and Adobe
Photoshop, run and allow you to work.

The desktop hasn’t really changed much since the initial release of Windows

8. There are a few tweaks to the Library window (shown here) as well as the
addition of a Start button.

SkyDrive: Docs stored
on skydrive. drag and
drop documents here to
save them 1o your
skydrive so you can
access them wherever
you go

Libraries:
Documents, music,
photos and videos

stored locally on
your PC

System Tray:
syslem messages
and settings

Start Button -
Allows youto go
back to the start
screen

Libraries Explorer - this is
where you will find your
documents, music, pictures
and videos you have created

or taken

Taskbar - you will
find open apps and
shortcuts to apps

on here

To get back to the Start screen from the desktop, press the Windows key on
your keyboard. This is usually in the bottom row. Another option is to click
the Start button on the left-hand side of the screen.

25
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For Diehard Desktop Fans

Specifically aimed at point-and-click desktop users, Windows 8.1 allows you
to boot directly to the desktop and to change the way the Start screen acts
to make it less intrusive.

Here's how. Make your way to your desktop and right click on an empty
area of the taskbar, then click Properties. Next select the Navigation tab.

e

&L Taskbar and Navigation properties

Toskter (8300 mp Lats | Toobars
Cornes Aarvgabon
¥ When [ pont to the upper night comer, show the charms

[ When [ cick e upper 4 cormer, switch between my recent 00

v Repiace Command Promot with Windows PowerShel n the meny
* when [ nght-ckak the lower 4eft corner or press Windows key +X

Start reen
@Mw instead of Start when I sign

("] Show my desitop badiground on Start
r— Abways show Start on my man deplay when | prefs the Windows
= logo key
[ Show the Acps view auf 10 automatically load up your
desktop instead of the start

Sexch everynhere ng

200 v screen when you turn on

Cascade windows P uter tick this b
o e ( :L‘:tdedmwm te\  your computer tick this box

Show windows sde by side

Show the desktop Right click here on taskbar

Tk Uomita where there are no icons

¥ Lock the taskbar
Properties
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Another feature | find useful is "Show the Apps view automatically when |
go to start."

L
i

aw
-r
-

= s
B
o -
|
&
.

]

l@ll’-ﬁﬂlo

If you tick this box, your Start screen will appear as a list of apps. This is
useful if you have a lot of applications installed.

The rest of the options on this tab do not provide any real benefit and are
best left as they are.

The Taskbar

The taskbar shows applications that are currently open. It can also be used
for pinning shortcuts to favorite applications, such as Internet Explorer, for
quick access.

On the right-hand side of the taskbar is the area known as the system tray.
The system tray contains miniature icons for easy access to system
functions such as the printer, volume, clock, and any system messages or
alerts. Click on an icon to view and access the details and controls.
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Wi-Fi - wireless
networks - is
used when you
want to connect
your machine 1o
a wireless

network

there are
updates or
system alerts

S 1616
:mh;:::? 4 29/01/2013

System Volume -

can be used 1o Reveal Deskiop-
adust the useful if you
volume if have lots of
Iistening to apps open and
music of

want to see
icons on your
desktop

watching DVDs

Charms

Charms is a new feature introduced in Windows 8 that gives you access to
Search, Share, Start, Devices, and Settings.

Move the mouse to the upper-right corner of your screen to see the

charms. When the charms appear, move up or down the edge to click the
one you want.
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Find and open an application

Share links, photos, or file. Useful for finding
and documents with your friends apps and files quickly
and social networks from the
app currently open.

List available devices, e.g., printers,
projectors, etc

Open the Windows 8 Start Menu

View settings such as battery monitor,
volume, brightness, shutdown computer.
In Settings you'll also find More
PC Settings at the bottom of the menu,
which will give you all available settings
that can be adjusted

The Snap Feature

A feature | find helpful in windows 8 is the ability to snap different
applications side by side as you are working. Thus, you could have Microsoft
Word running on one side of your screen and Internet Explorer running next
toit.

EDIrCy  planet eann
Flanet F 2t Fpaodes - C P Franet P Gracovery Chanre Flaret Fac Move

3 810 000 rewns
Click and drag
downwards
S 2 i

Son by flest match
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Drag the window to the left-hand side of the screen until the black screen
divider appears, then release your mouse.

=l

S R EDaes At A L P RGeS e

Scthy Deat match Moot woes P e

Screen Divider

Click your mouse in the very bottom-left corner of the screen to get back to
the Start screen, then click on the other application you want. For example,
Microsoft Word, as shown in the following screen.
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§ y AN S
BTl s 2-A- [EE=

2 3 O T KRR 5 T 1

Planet Earth

vret from the Sun is unique
support life.

Water covers 71% of the surface. Its atmosphere is 77% nitrogen and 21% oxygen,
with traces of other gases. White clouds of water vapor hide much of Earth's surface

_‘l‘

This can be done with any Windows application. It makes working with two
different applications easier as you no longer have to toggle between them.

You can see in the following example a bit of research on Planet Earth using
online encyclopedias and Microsoft Word side by side.

WerdPad does not suppert all of the festures of they decument s format. Some tontent might be messng or dsplayed
improparly.

4O I I N AN I T O T T

Planet Earth

Sun

Set kb0 19 405651 8 £ N8 8 SR LA SalENe Caled I
Hoon wsd & e M Wrgest panet 1 e Sour Sysem Ears datance
from e Sun 1 148,600,680 vm.

5 simosghere & 7T niregen and 21%
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Setting Up Users

Adding a New User

On the Start screen activate the Charms Bar and select Settings.

From the Settings charm select "Change PC settings." Then click "Accounts,"
followed by "Other accounts."

33
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Settings

® Ac

Your account
ign-in options

Other accounts

Xl i)

Avnilable

In the screen that appears click "Add an account."

(© Accounts Manage other accounts

+ Add an account
Your account
. H Kevin Wilson
Sign-in options
kevin.wilson
Other accounts Kevin Wilson
kevwils1
User
Local Account

Set up an account for assigned access

Once on the "Create a Microsoft account" page, enter the required
information: first and last name, email address, password, and
country/region. Then click Next.
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(® Create a Microsoft account

On the "Add security info" page add your date of birth and gender, country
code, a phone number (optional at time of writing), and an alternate email
address. Then click Next.

Finally, type the random characters displayed on the screen. This is done to

stop Internet robots from creating email accounts and sending out
unsolicited email. Click Next.
35



CHAPTER 3 " SETTING UP USERS

(®© Communication preferences

Once the account is confirmed, click Finish.

Set Up a Microsoft Account Online
You can also sign up online if you prefer by going to http://signup.live.com.

Aready have & M & socount! If you use Hetmall SiyOvive Xbax LIVE and want 10 clasm & new emad sddre treer

Who are you!

~

How would you e 10 ugn in?

Fill out the form and click "I accept."
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Where are you from?

R

Help un make wre youre not a robot

[ rtes thae (Pawpiteny that .l

ERiLe &SP

Change to Microsoft Account on Your PC

If you set up your PC without a Microsoft account, you can change it to
either a Microsoft account or a local account.

A Microsoft account is set up on Microsoft’s servers and allows you access
to SkyDrive, email, Microsoft Office, and the app store. A local account is
only accessible on your PC—and nowhere else—so you wouldn’t be able to
use SkyDrive or email on another computer.

To set up your Microsoft account, activate the Charms Bar by moving your
mouse to the top right corner of your screen. Click Settings.
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On the screen that appears, click "Change PC settings," as in shown the
following pane on the left.

In the middle pane, click Accounts, then click "Your account" in the right
pane.

Settings

38



CHAPTER 3 " SETTING UP USERS

Then click "Connect to a Microsoft account" in the following screen.

In the "Sign in with a Microsoft account" dialog box, type in your Windows
Live ID and Gmail, Yahoo, or Hotmail email address, and then click Next.

H Note: If you don’t have a Microsoft account already, tap or click "Don’t have an
account?" and then follow the instructions. Or sign up online if you prefer (see "Setting
Up Microsoft Account Online" section).

As a security precaution, you will be asked for a security code, which will be
emailed to the email address you used when you created your Microsoft
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account, as shown in the following screen.

Help us protect your info

Click Next. This will send an email to your address.

Go check your email and copy the code. The email will look like the
following message.

Microsoft account security code
Hi,
Thanks for helping us verify your Microsoft account (kevwils1(

@e is your code: 4339584 >

If you didn't request this code, we recommend that you go to
change your password.

Thanks,
The Microsoft account team

Once you have the code, enter it on the Microsoft account screen and click
Next.
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Click Next until you're done. You can now log in with the email address and
password you entered in the above procedure.
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CHAPTER 4

Setting Up Printers

Printers come in all different types, sizes, and makes. It isn’t possible to

cover them all in this guide, but | will attempt to go over the basics that

seem to work for most printers.

There are essentially two types of printers: laser and inkjet.

Laser Printers

A laser printer uses a laser to project an image of the page to be printed

onto an electrically charged rotating drum. The drum is then coated in toner

and burned onto the page. These printers are usually used for high-speed

printing of high-quality documents.

Imaging
Drum

Beam

RIP
Image Buffer
-— 3
o - - 1

[\ /) Laser
A ‘\r | Scanning
P Mirror

SAMSUNG

The laser printer uses toner cartridges for black and three color cartridges,

one for each primary color (yellow, cyan, and magenta). These cartridges
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can be expensive. Laser printers are good if you do a lot of printing, such as
if you run a business, have an office full of computers, or have a large family
that all want to print things out from their laptops.

Inkjet Printers

Inkjet printers create a digital image by firing droplets of ink onto paper.

These printers can be good for everyday use for printing short documents or
a photograph on photopaper.

These printers use a black ink cartridge and a color cartridge and are usually
aimed at home users. They are cheaper than laser printers and are good if
you want to print photographs, a letter, and so forth.
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Installation

Most printers connect to your computer using USB. Setup isn’t always the
same for each printer, so referring to the setup instructions that come with
the printer is a good idea.

To set up printers in Windows 8, insert the setup disk that comes with the
printer into your DVD drive; the disk should run and guide you through the
process.

| found it best to install the setup disk first, then connect the printer to the
USB port.
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Accessing Installed Printers

Printing from desktop applications in Windows 8, such as Microsoft Word,
works the same as it did in previous versions of Windows, so there is no
need to detail it here. However, printing from Windows 8 Metro apps is a
little different than in earlier version of Windows, although the process
works fine once you get used to it. Let's look at that now. From the Charms
Bar, move your mouse pointer to the top-right corner of the screen and
select Devices.

Select your printer from the list. Click on the name of the printer that you
wish to use.

From the selected printer's Settings screen you can change the various
settings, such as number of copies and orientation. Click the Print button to
print.
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Setting Up Internet

There are two main types of Internet connection: ADSL and Cable. ADSL, or
digital subscriber line (DSL), enables fast data transmission over copper
telephone lines. Cable Internet provides Internet access using coaxial cable.
Most cable companies offer this with their television subscriptions.

ADSL

Nowadays, most computers access the Internet using Wi-Fi (wireless
Internet). To use Wi-Fi you'll need to sign up with an Internet service
provider (ISP), such as AT&T. Typically the ISP will send you a router, as
shown in the following picture.

This usually plugs into your phone line using a filter. This type of connection
to the Internet over the phone line is known as ADSL.
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Cable Internet

Cable Internet provides Internet access using coaxial cable, which was
developed to carry television signals, instead of copper telephone cables,
which are used in ADSL. All cable subscribers in a neighborhood connect to a
cable company’s central office.
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Connection to Connection to
v
Computer
J ¢
{

Connection to
Computer

3 H‘ 7
“ Wall plate from
cable company

Following is an image of the back of a cable modem. Your computer
connects to the modem using the Ethernet port via an Ethernet cable. Your
Internet connection from the cable company connects to the cable port.

A lot of companies offer broadband Internet access with their TV packages.
They send you a cable modem that provides Wi-Fi access in addition to a
"hard-connection" option via the USB port.
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Setting Up Wi-Fi on Your Computer

The router or modem has a code on the side that you enter into your
computer to access the Internet.

If your modem is hard wired, just plug the Ethernet cable into your laptop;
you don’t need to set up the Wi-Fi unless your cable modem has Wi-Fi
capability.

SSID: lighthonsshame

Network Key: 1234
Channel: Auto

The SSID is the name of your network. This will have been preset by your
ISP. The Network Key is a password that is used to secure your network so
no one else nearby can access your Wi-Fi.

Once your router is set up and plugged in, and your ISP has given you the
green light, you can connect your computer to your Wi-Fi.

Activate the Charms Bar and click Settings.
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Click the Wi-Fiicon, which is circled in the following screen.

Settings

This displays all the SSIDs of nearby Wi-Fi routers. Select the one that
matches the SSID on the back of your router, making sure Connect
Automatically is selected, then click Connect.
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(© Networks
Flight mode

off [i]

WiFi

lighthousehome

Connect automatically

| p—

SSID: lighthousshame D-Link
Network Key: [ .
O o

TALKTALK-11B6FC r 1@
| ¢

IWireless-Adapter-6784

3MobileWiFi-ca79

SKY45326

G h 2

r

If you are having problems, contact your ISP tech support line. The details
should be in the package they sent to you.

You are now ready to browse the Internet.
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Common Tasks

Finding Applications

Most common applications can be found on the Start screen.

Move your mouse to the very bottom of the screen until the downward
pointing arrow appears, then click on it to reveal all the installed
applications on your computer.
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xg Exc

InfoPath Designer
! Iﬂ 2003

| lﬂ InfoPath Filler 2013

Adobe Extension

Get Involves
M2 LS

Lynec 2013

S Weather s LRF viewer 64bit Lync Recording
(o - L 3 Manager

User Manual

Language

A quick way to find applications is to activate the Charms Bar by moving
your mouse to the top right-hand corner of the screen. Then, in the bar that
appears, click Search.

Sydney,

You can search different types of things on your computer; for example,
applications such as Word or Media Player, Disk Defragment, or Windows
Update. You can also search for more specific things, such as documents,
letters, photos, and so on by clicking the dropdown box that says Everything
and changing it to Settings.
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Search

Everywhere
L J|
Everywhere

Settings
Files
Web images

Web videos

Finding Files

There are a number of different ways you can find your files in Windows 8.
You can use the search feature or you can browse through your files on the
desktop.

Searching for Files

On your Start screen, type in the name of the file you are looking for.
Windows will return search results down the right-hand side.
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Files in Desktop

Click here and
change to

You can also find files when you are on your desktop using File Explorer. To

open File Explorer, click the icon on the bottom left of the following screen.

Paste

[& Paste shortcut

# 50 Favorites
Il Desktop
ebock
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Calibre Library
& Downloads
. Recent places
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gduisic
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Notice the Libraries folder in the window that appears (circled in the lower
left-hand side). Your libraries will be grouped into subfolders: Documents,
Music, Pictures, and Videos. It's good practice to save your files in the
appropriate folders. For example, Word documents in the Documents
folder, pictures and photos in the Pictures folder, etc.

Quick Search the Internet

You can even use the search tool on the Charms Bar to search using the Bing
search engine. For example, if | wanted to find websites and images about
computers, | would type "computer" into the search box. At the bottom
right of the following screen you will see some suggested web searches.
Click on the one that closely matches your search query.

Search

Red Stripe Deals

=

- 3

- -
L1 @ Nut evten mey heve o longer
(= e i

Dow ¥ 15,821.51 6826
FTSE 100 A 6,529.80 3156
NIKKEI 225 A 15,299.86 +122.37

If you scroll across your screen, you will see a list of images and websites for
your keyword search.
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Computer - Wikipedia, the free Computer - Simple English Wikipedia,
encyclopedia the f clopedia

This makes using Windows 8 on a touch screen easier.

Burning CD/DVDs

Insert a blank DVD or CD and select "With a CD/DVD player."
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How do you want to use this disc?

Disc title: | data files I

() Like a USB flash drive

Save, edit, and delete files on the disc anytime. The disc will
work on computers running Windows XP or later. (Live File

System)
(@) With a CD/DVD player

and individual files can't be edited or
removed after burning. The disc will also work on most
computers. (Mastered)

Which one should | choose?

| Next | Cancel ]

Once you have set up your disk, drag the files and folders you want to burn
to the disk to the DVD drive in your File Explorer window.
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Picture Tools

Home Share View Manage ~ 9
['_"]" I 1 = - lect all
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Copy Paste e v New Properties
[ Paste shorteut | UD Copyto ™ | ElRename folie v @ History 5% Invert selection

Clipboard Organize New Open Select
@ * 1 L. » Libraries » Pictures » South Africa 2009 v & Search South Africa 2009 el
" ; [ =l - ] AT o T A
W Favorites P1010792 P1010793 P101079%4 P1010795
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¥ Documents
J Music
=/ Pictures
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P1010797

3 Homegroup

P1010802 P1010803
ri#
P1010804 P1010806 P1010807 v

123 items 8 items selected 184 MB

To burn the data to the disk, right click on the DVD drive in the File Explorer
window and select "Burn to disc" from the menu.

Library Tools | Music Tools

Home Share View Manage Play o] ﬁ
G £ cut x i‘p [y J g Open - [ setectan
i Copy path L e Ll A Edit Select none
Copy Paste 0 Lol New Properties " A
% AMD VISION Engine Control folder - € tistory 57 Invert selection
Cliy New Open Select
Expand
@ = v & Search Music o
Open AutoPlay...
> St Favorite o e window ng artists  Album s Title
Pin to Start ent Orch... Classical Relaxation Consolation 3
3 Libranies | p [ent Orch... Classical Relaxation CanoninD
<) Documy T ]
b & Music | Delete temporary files
o - - ed files in Acrobat.
> [ Videos L] ine supported files in Acrobat...
Format...
l‘ Homegr¢ Eject
Copy
4% Comput(
b il Local O . !
v s
> &4 DvD -
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Burning Audio CDs

Burning audio CDs can be done from media player. From the Charms Bar go
to Search and type "media."

Search

Once in Media Player click on the Burn tab. You can now click and drag
tracks to the Burn tab to create a playlist.

Consolstion2 [l o

Videos
wd Pictures
Blank Dise (E)

T kevwils 1 @hotmail.c:

Classical Relaxation 00:46 ¥ o - l4e “ PR 40 - Retrieving media info for: Classical Relaxation 85

Once your disk is full or you have the number of tracks you want, click Start
Burn to create your CD.

() tbrary » Music + Anist + Luminescent Orchestra Play Burn Syne

Organize =  Swesm +  Create playlist ~ . £ =] @ [ Sunbum | Clear s P

g . " v = g
= Playlists Classical Relaxation Canon in D = b & -

inescent Orchestra + -
Artist

Album
Genre Burn list
d Videos Disc

= Pictures
Blank Disc (E)
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Scanning Documents

By default Windows uses Windows Fax and Scan to scan documents. There
are other apps available that are bundled with scanners and available for
purchase, but for simplicity | am going to use Windows Fax and Scan.
Activate the Charms Bar, go to Search, and type "scan."

Welcome to

W_indpws* Fax and Scan

wr documents

FAX: You can send and receive faxed documents on your computer without using a fax
machine. You can also print, e-mail, or save a copy of your faxes.

To get started

1. Connectapho our computer

’7_“ ¥ your computer needs an external modem, connect the phone to the modem, and th odem to

:sm SUF Compute -
rem 5 oo o ged

Nl DN = SESEITTE-

Plug your scanner in. If this is the first time, Windows 8 will try to

automatically install it.
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Installing CanoScan

Please wait while Setup instolls necessary files on your system. This may take

- B several minutes.

If it fails to install, run the software that comes with the scanner; see the
manufacturer's website for more information. To scan a document, click

New Scan.

File Edit View Tools Document Help

| [ SenderName Subject Start Time Pages Size Caller ID Fax Account
| B Microsoft Fax and Sca.. Welcometo Wind...  24/04/2013 13:23:18 1 1KB Microsoft ]

You will find all your scans in your Scanned Documents folder in your
Documents library. This can be accessed from your desktop.
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Library Tools
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Il Desktop Calibre Library
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Printing Documents

There is a difference between printing from Metro apps and Windows 8
applications. Let's review both now.

Printing in Windows 8 Metro

Printing from Windows 8 Metro apps are a little different than Windows 8,
but the process works fine once you get used to it. From within the
application you want to print from (in this example | want to print a web
page from Internet Explorer), activate the Charms Bar by moving your
mouse pointer to the top right corner of the screen and select Devices.

64



CHAPTER 6 " COMMON TASKS
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Select your printer from the list. Click on the name of the printer that you

wish to use. A settings screen for your printer appears, where you can
change the number of copies, print orientation, color mode, and other
settings.

st here. For the company, see Cor TIoITotEES == Orientation

rammed to carry out a finite set of| EEEEEETEEEERS = Portrait b

uter can solve more than one king
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Color

'een 1940 and 1345 in the United
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o mobile devicas, and mobile co
Infunmation Aye and are whal nx
ayers to fighter aircraft and from t¢

Click on the Print button to print.
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Printing in Windows 8

Printing from desktop Windows 8 applications, such as Word, works the
same as it does in previous versions of Windows.

File -> Print
®
Print
Pt m Computer Training Series
©omputer Netwnabs

oo o

Uploading Files from Digital Cameras

Plug in your camera using the USB cable. As soon as you plug in for the first
time, a message will appear on the top right of the screen asking you what
to do with the device you have just plugged in. Tap or click it.
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Once you click on it, click "Import photos and videos."

Choose what to do with this device

Copy pictures to your computer
‘ m Errport photos a@
Open device to view files
@ Take no action

Note: You will only have to do this the first time you plug your camera into your
computer. When you plug your camera in again you will go straight to the photo app.

Select the photos you want by clicking on them, then type in the name of
the album in which you want to group your photos. This could be Wedding
or Birthday. Then click Import.

67



CHAPTER 6 "' COMMON TASKS

Removable Disk (E:)

s

Once you are done importing, click Open Folder. Here you will be able to
see the photos you just imported.

Done!

To access your photos at any time, click Photos app on the Start screen.
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Start

Maps

Activate the Charms Bar and select Search. In the search field type the place
you are looking for. Make sure you click Maps to tell Windows to search in

Bing Maps.
Crosby 159 1Y :
=, Kirkby
. Aintree Know
Litherland Racecourse s
s}
Bootle \
Liverpool K
B oy
® P m o
LAYV Liverpool
©) - Poo ey
Mareton £
Hoylake -
Wirral : Rock 4
Waet Kirbu Birkenhead %‘A Allerton

Right click on the map to reveal the options bar. On map style you can select
street map or satellite map (aerial view). | find the aerial view to be more
descriptive when finding directions.
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-
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Moreton
- \

Haylake -
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/ oc .‘"
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Right click on the map and select Directions. Enter your current location and
destination.
Q Route Liverpool, United Kingdom 1 0lkm

A .
56.4 km, 54 min Leave AS0S3 / Leeds Street Tum left on to AS038 / Vaushall Directions
i ; towards AS038 / Vauxhall Road €] Roxd

M iiveipeol Unied Kinason > |0

Bl Manchester, United Kingdom

Hit Enter, and Bing Maps will bring up a route, shown at the top of the

screen and indicated by a blue line on the map.

Calendar

To access Calendar click on it from the Start screen.
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Once Calendar has started, it will show you the current month; it also shows
public holidays.

February 2013

2

Groundhog Day

Lincoin's Birthday Valentine's Day

To add an appointment, double click on the day in the month and fill in the
fields as shown below. Then click Save when done.

71



CHAPTER 6 "' COMMON TASKS

Details Coffee with claire Q()
When I _._ ._-._}
12 Tuesday ~ | February v 2013 v
Start
n v 00 w
Howlong
1 hour v
Where
[ Costd %

Calendar

To move to previous or next month, move your pointer over to the top left
or right to reveal the arrows

OFebruary 2013 Q)

Using Internet Explorer

On your Start screen tap or click Internet Explorer.
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Trending
Transher deadine day

Backham to PSG
Lindsay Lohan

In the URL address bar below, type the name of the thing you are looking
for. For example, I'm looking for the Amazon website. So | will type
"Amazon" into the address bar.

ou Search Images Maps Play YouTube News Gmail Drve Calendar More -

Google Search Fm Fesling Lucky

[Address Bar - type whatJ

you are looking for here

As you start to type, Internet Explorer will try to find the website. You can
see below that Internet Explorer has found Amazon’s website. Just click or
tap on the result, and it will take you to the website.
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When browsing the web, Internet Explorer may hide your address bar. You
can get it back by clicking on the three dots on the bottom right of the
screen, circled below.

Adding a Site to Favorites

To add the site to Favorites, find your address bar by clicking on the three
dots on the bottom right-hand side of the previous screen. Internet Explorer
hides this bar when you are not using it.

Click the star icon, shown in the following screen. This will reveal your
Favorites panel.

@ t luminescentmedia.co.uk
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Then click the Add to Favorites icon, circled in the following screen.

Where i my
Recent fems go.

@ n luminescentmedia.co.uk

m New folder

You can access your Favorites by clicking the three dots on the bottom right
of your screen to reveal the address bar.

Then click a favorite site (circled below) to go straight to the website.
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Using Email

When you first set up an account in Windows 8 you'll be offered the chance
to log in with your Windows Live ID. If you don't have one, it's worth setting
one up.

From the Start screen, click on the Mail icon.

Qutiook 2013

xg

[

The left pane in the following screen shows your account's inbox, drafts, and
so on. The middle pane shows a list of messages corresponding to the box
selected in the left-hand pane. The right pane displays the full email
message that you selected in the middle pane.
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Hotmail Team s

Getting started with Hotmal 08:55 =
Hotmail @ @ @

Drafts
Sent items.
ez Windows Live- vy | :ﬁ\
juni “ . “

- < Hotmail ~

Deleted items &
The efficient way to do email

Here are some tips to get you started:

Go beyond the basics

If you want to add other email accounts—perhaps you have a Google mail
or Yahoo mail account—you can do this.

You can add a new account with the Settings charm. Sweep a finger inwards
from the right side of the screen or move the mouse pointer to the top right
corner of the screen. Then choose Settings.

Hotmail Team

'
Hotmail Getting started with Hotmail ] (;) @;) (

Drafts p

Sent items
Outbox

e Windows Live-
: ~ Hotmail

Deleted items

A [
- - § -
W

The efficient way to do email

Here are some tips to get you started

Go beyond the basics

il . Saturday
il 1 O JI 5 2 February

Next, choose Accounts.
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Hotmail Team b4
Getting started with Hotmail 0955

Hotmail Settings

_ 02 Foruary 2

Windows Live- v
~! Hotmail
Deleted items The efficient

Here are some tips to get you sf

Go beyond the basics

A new pane will appear. Tap or click Add an Account and enter the details
for a new email account.

Hotmail Team L4
Getting started with Hotmail omss
Hotmail (® Accounts
Hobmal
=1
Drafts
Sent items

Windows Live~

~< Hotmail

el

-
“

Deleted items
The efficient |

Here are some tips to get you st

Go beyond the basics

ak

Pick the account type. You can choose between Hotmail, Google, Yahoo,
and Exchange, depending on the type of email you want.
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(®© Add an account

Hotmail Team

Ex |
ting started with H "”'f”
. Windows Live: SRR O oo
-~ H s “
~=| Hotmail = R
The afficient E

Here are some tips to get you st gy [

ax feel like home, choose a thy

+ Make

Go beyond the basics

Now just type in your email address and password for the account you want
to add and click Connect. You can repeat this process to add more accounts.

If you want to delete an account, just tap and hold, or click and hold on it,

and a Delete option will appear.

Sending an Email

To send a new email message click Send New Message.

Hotmail

Send new Reply to
message message

Delete
message
. WindowsLive- _ vy |
=~ Hotmail =
The efficient wary to do email

Here are some tips to get you started:
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Fill in the email address and type your message. Once you are done, click
Send Message.

Recipient’s
email

Add address from Send
your contacts list message

Family Safety

Keeping your kids safe while using the Internet is an ongoing concern for
parents. With Windows 8, you can monitor what your kids are doing, no
matter where they use their PC. To do this you have to create a Windows
user account for each child and check the box to turn on Family Safety.
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Add a user

Let this person know that they’ll need to be connected 1o the Internet 1o sign in for the first time.

. clairewilson@hotmail.co.uk

Is this a child’s account? Tum on Family Safety to get reports of their PC use.

This enables parents to review weekly reports that tell you what your child
is up to. You'll also be able to make sure children aren’t associating with

online predators.

After creating a new account with Family Safety turned on, you'll
automatically be taken to the Family Safety setup section in the Control

Panel.
& Family Safety - olER
- =35 - T & » Control Pznel » User Accounts and Far‘ml“. Safety » Fam\l‘, Safety ~
o
Control Panel Home =

Choose a user and set up Family Safety

Rating Systems Use Family Safety to get reports on your kids' PC activities, choose what they
see online and set time limits, application restrictions and more. You can
manage these settings on this PC or on the Family Safety website.

clairewilson@hotmail.co.uk
Standard user - Family Safety on
Password protected

kevwils 1@hotmail.co.uk
Standard user
Password protected

Kevin Wilson
PC administrator
Password protected

333

If you want to apply Family Safety to someone who isn't in this list, create a ne
- nt for them to use.
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Click on the user account you want to configure.

On the Configure screen you can select settings to filter and monitor web
activity, set time limits, and even restrict which applications the user can
access.

So, for example, homework hour could allow use of Microsoft Office apps
such as Word and not allow use of Internet, email, etc.

« = 4 & « User Accounts and Family Safety » Family Safety » User Settings v & earch Control Panel p
Control Panel H (2]
ontrol Panel Home g . .
Set up how dairewilson@hotmail.co.uk will use the PC
Accounts to Monitor Family Safety: Current settings:
®) On, enforce current scttings 3 2
¢ Vv o clairewilson@hotm...
Standard user
Activity reporting Password protected
® On, collect information about PC usage
Off H View activity reports

Windows settings:
NO—— Web filtering: Allow all
Web filtering
0 Control the websites that clairewilson@hotmail.co.uk can  Time limits: Off

access online Game restrictions: Off

Time limits

e - Application restrictions: Off
Control when clairewilson@hotmail.co.uk can use the PC e

@  Windows Store and game restrictions
% Control by rating or title

App restrictions

CE Control which applications are allowed on your PC

Web filtering allows you to restrict websites and downloads. You can allow
or block specific websites. You can filter websites by enabling the strict
mode for SafeSearch, which filters out adult content from search engines
such as Google.

Time limits allow you to set a time allowances.

Windows Store and game restrictions allows you to control which apps and
games the user can use based on Entertainment Software Rating Board
ratings, or you can block certain games specifically.

App restrictions lets you control which apps and programs the user can use.
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Using SkyDrive

SkyDrive, not to be confused with SkyDrive Pro, is a free file-hosting service
that allows users to upload and sync files to cloud storage and then access
them from a web browser. It also allows users to keep the files private,
share them with contacts, or make the files public. Publicly shared files do
not require a Microsoft account to access.

To access your SkyDrive in a web browser go to:

skydrive.live.com

&& SkyOrive

Micsosoht accoum What's thaT
Kevwiis 1 @hotmail.co.
Ty -

Keep me signed in

Don't have 3 Micrasoft account? Sign up now

#  Tems  Prwscy & Cookies Help Centre  Fendtiack

Once logged on you can access documents, pictures, and your public area.

¢ + O
& SyDrve | v (Dcesev (F)uposd

Files
Recent docs
Shared

PCs

83



CHAPTER 6 "' COMMON TASKS

In your documents area you can actually use a web-based version of
Microsoft Word 2013 to edit your document and save it back to your
SkyDrive.

This is word web app running in intemet explorer. You can edit documents and save directly o you
skydrive

If you are using Windows 8, you can access these files and upload others to
SkyDrive by using the SkyDrive app on your Start screen.

Calendar Internet Explorer

SkyDrive

Click in the documents section to find your files.
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Kevin's SkyDrive ~

When you open them up they will load directly into your installation of
Microsoft Word 2013.

¥ e . ocumen! - Word LI N R
I v mseT  DesoN  PAGELAVOUT  REFERENCES  MALNGS  REVIEW  VIEW K Wiion =
) CoilBoty | <A & M- B E-E-E- &4 q rios
i (Body ) | AaBbCcDe AaBbCCDC AaBE AaBl AGBOCCDN A0BOCCDY | g o
’ . B Y- x WA 3 e | TNwmal | TMoSpac.. Hes . o e

HEADINGS  PAGES RS

You-can-edit-doc ave-directly-to-you:

skydrive®

If Word asks you to log in, enter your Microsoft Account email address and

password.

Saving onto SkyDrive is the same as if you were saving the file to your
computer. Just select SkyDrive from the options in the Save As screen in
Office.
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Save As
™
Kevin Wilson's SkyDrive
oot &  Kevin Wilson's SkyDrive a a J
Recent Folders
Save
] Computer @ Documents -
St - Kevin Wilson's SkyDrive = Documents
@ Kevin Wilson's SkyDrive
Print + Add a Place
Share
Enpost Browse
Close
& Get SkyDs d d tak " x
Leam Mo
Account
Optio

Organizing Your Music

Music app links in with your Windows account so you can buy any albums or
tracks you want.
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The Music app also automatically scans your computer for any music and
adds it to your Music library.

Buying Songs and Albums

You can buy songs or albums by your favorite artist right from the Music
app.

To buy an album or song, type the name of the artist into the search field on
the left-hand side of the screen. Click Full Catalogue to view all the albums
in the music store that correspond with your search term.
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Music on Music for sale
your PC in music store

2 Xbox Music (€) Results for " classical favourites*
( P i ctecton .,

Ao

Favourites Classical Music
Various Artists Various Artist

To buy any of the albums, click on an album cover. Then in the screen that
appears, click "Buy album for...," as shown circled in the screen.
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I+ Import playlists

6 Jesu joy

CHAPTER 6

Favourites

ONONO)]

1. (Allegro)

Habanera

3 1. Molto allegro (Excerpt)

Variation 18

Minuet from String Quintet in E, 02.13, No.5

f man's desiring

1. Adagio sostenuto

8 Dance of the Hours

Liebesfreud

Hungarian Dance No.5 in G minor

Gloria all Egitto

COMMON TASKS

The album songs will download to your computer to the Collection folder,

located on the left-hand side of the screen.

Playing Music

To access your songs, click Collection. This lists all the albums on your

computer. Then double click one of the album covers on the right.
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Show music
by song

Show music
by artist

Show music
by album

Collection

Albums 477 all music v By date added

4 Collection P All done! We've added the music from this PC.

s Want to hear this PC's music on other devices?

p to learn more about music in the doud.
The Ultimate The Star The Story
Collection - Album

I+ Import pi

The King:

King 3 The Definitive The Earth The Coming The Chronicles

To play the album, click the Play icon circled the following screen. Or to play
a specific track, double click the track name.
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Silence

@@O

1 Beautiful One

3 Consuming Fire

4 Giver of Life

5 Whole World in His Hands

o

Beauty of Your Peace

7 Name Above All Names

8 When Tears Fall

8 When the Tears Fall

9 Nothing in This World

10 Joy in This Place

Copying Songs from a CD to Your PC

If you want to copy music from a CD onto your computer, use Windows
Media Player. Open the Search charm.

Enter Windows Media Player into the search field and then tap or click
Windows Media Player in the results on the left-hand side.
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Search

B

Napster - Listen . Windows Media Player

A\

to music

———i

Wasabi beef and bok

Insert an audio CD into the CD drive. Select the check boxes next to the
songs you want to rip, and then tap or click Rip CD.

) & Autuman Peagle © ~

» [ W= -
Qegance *  Stream - Create phndest = L e Fpumngp « \ ¢ P8
¥
Fae
o Dloderty - Ltumn Poople 2 Ast e Peogie 324
o J3 Mhusis . ey Gptevary P 2 Camton 4y
Annt Meinafar " | R o | ullatvy an
Alum d') Xm0 P a Crazy Wonds 2
[re— | ¥ 3 Heviess Jrun 3
H velecs 8 Moy iars) Sohy an
i Pxtan ¥ 1 Clev
Astumn Peogie (D) 72 o ok Loshong o by + 1)
") " Pewt aw

. A -] Who Krnows Where The Teme Goes  Ad)
T lene (aguils
B Tobyd (aguils)

¥ 0 .e u . '™ - 1

When your songs have been copied, you can find and play them in the
Music app.
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Videos and DVDs

You can watch movies, TV programs, and other videos on your computer.
Some are free and some you must pay for. You can buy movies or rent them
and have them streamed directly to your computer.

To go to the movie store click Video on the Start screen.

Start

You can browse the store or, if you are searching for a specific genre or
movie/TV show title, click the Search icon and type in your desired title, as
shown below.

@ Xbox video

In the search field that appears, enter the film title or TV program you are

looking for.

Search for movies, TV shows, or your own videos
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To buy, rent, or watch them just click the image. From here click Rent to
watch the entire movie or click Play Trailer to watch just the trailer.

Q @ Ff.ent: @ Play trailer
@ Switch to SD

2013, Action/Adventure, Drama, Sc

Playing DVDs

If you like watching DVDs on your PC, you’ll have to download a free player
as Windows 8 can't play DVD videos out of the box. The best-supported
player is VLC Media Player, which plays back DVDs and CDs along with a
range of other file types.

Just go to their website and click Download: www.videolan.org.

=m Download VLC

When prompted with your download, click Run and follow the instructions.

Using Microsoft App Store

The app store allows you to download and install apps. It has both free and
paid apps.

94


http://www.videolan.org/

CHAPTER 6 " COMMON TASKS

Opening App Store

You can start the app store by clicking or tapping the tile on the Start
screen.

Once the store opens, you can browse through the top paid apps, top free

apps, or new releases, or, if you are searching for a specific app, activate
your Charms Bar and select Search.

Browse the App Store

On the main screen you can scroll left and right to view the top-rated apps
in different categories, such as entertainment, photos, music, sports, news,
etc.

These are broken down into sections for the top 100 apps you have to pay
for, top 100 free apps, and apps that have just been released.

Search the App Store

If you are searching for a specific app, activate the Charms Bar and select
Search.
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In the search field, enter a word describing the type of app you are looking
for. In this example, | am looking for graphics apps to edit my photographs.

Search

Store

graphics

Apps

Settings

Bing

Finance

Internet Explorer

To see details on the app, click its icon.

Turtle Graphics Sprite Store
Education Productivity
Free

i) Top 10 graphic novels Logo for Windows8

Books & Reference % % % % 7 Education
Free Free
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From here you will see a write up describing the app, the price, and some
screen shots so you can see what the app looks like.

Free

Turtle Graphics

nstall an app, you agree to the Terms of Use

and any additional terms

p has permission to us

PC that might affect

|

Description wee

Downloading an App

To download an app, select the app you want; in this example | am going to
download Google Search from the top 100 free apps.

© Top free wap

o
Wi i & & Tools
L e

T ——————— -
a— == Microsoft Solitaire Collection
% % % 7  Social @-’ ok
Free Free

After selecting the app you want, the app store will show you the app
details screen telling you about the app with descriptions, system
requirements, and reviews.
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© Google Search

3
* ok kK x

4766 ratings

Fraa

‘Whnen you install an app, you agree to the Terms of Use
and any additional terms.

This app has permission to use:
Your location

Your microphone

Your Internet connection

Category: Tools
Downiload size: 3.22 MB
Age rating: 12+
Publisher: Google Inc
Copyright © Google 2012

Overview Deta Reviews

L4 ] !

Description
The Google Search app for Windows 8 - 3 fun, fast and familiar way to search the world's information
on Windows 8 devices.

Features

Google Search box - Type your search right from the app home screen, 50 you can find the answers
you need more quickly

Voice Search - Use your microphone to ask Google anything and see the answer instantly

Read mor

Learn more

Google Search support

Additional terms

Report app to Microsoft

Click the Install button. You may be asked for your Microsoft Account email

and password.

Once the app is installed it will appear on your Start screen.

Click the app icon to run the app.

98

vww allitebooks.conl



http://www.allitebooks.org

CHAPTER 6 " COMMON TASKS

€ Google wuopical fish “ ’ Sign i o

ﬂ. i M ter AQ
mmmew . wwwioleys-fish
Fish Tropical Fish
Live Aquatics Online 014
Tropical Fish Buy Online Huge Ras rdoc
Types Of Tropical Fish
Buy Tropical Fish Online! The Largest Online Tropical Fish Store Tropleal Fish

K/tropical-fish,

Buy tropicat fish for sa Tropical Fish Photos
T 1+ F

Images for tropical fish - Report image-
M
B

Connecting to Projectors

Open the Charms Bar, select Devices, then click Second Screen.

Devices Second screen
Desktop

Nothing can be sent from the desktop.

[:? Second screen

screen only
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From there, you have the following options:

e  PCScreen Only. This disables the projector so the
information is only seen on the PC’s monitor.

e Duplicate PC Screen on Projector. Everything you do on the
monitor will be duplicated on the projected screen.

e Extend PC Screen onto Projector. The projector acts as an
extension of your PC screen rather than just a duplicate. This
allows you to move windows from the PC’s screen to the
projector screen and vice versa.

e Second Screen Only. This disables the PC’s monitor so the
display only appears on the projected screen.

Keyboard Shortcuts

Windows 8 was designed with both tablet and PC users in mind. While
touchscreen users can swipe and tap their way through the new interface,
those who prefer the traditional PC setup might find the system a bit
awkward to navigate. Fortunately, keyboard shortcuts make it a bit easier to
navigate without a touch screen.

To close an app, hold down Alt, press F4.

To get back to the Start screen, press the Windows key.
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[T
.?I

Here are some common shortcuts to keep in mind:
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2 + star typing Search your PC

=+ W Open the Search charm to search settings
m+z Show the commands available in the app
%8 + spacebar Switch input language and keyboard layout
8 + Cirl + spacebar Change to previously selected input
i% +Tab Cycle through open apps
82+ Ctrl+ Tab Cycle through open apps and snap them as they are cycled
%8 + Shift + Tab Cycle through open apps in reverse order
= +PyUp Move the Start screen and apps to the monitor on the left
i2 +P3Dn Move the Start screen and apps to the monitor on the right
28 + Shift + Period (*.7) Snaps apps to the left
22 + Period (") Snaps apps to the right
Esc Stop or exit the current task
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;|meM
+ Shift + M
;=P
|+R
mT
LY
22 + Shit+V
|ma+x

m+F1

22 + Up arrow
28 + Down arrow
58 + plus ("+7) or minus (*-7)
Alt + F4
Alt + Enter
Control + C
Control + X
Control + V
Control +Y
Control + Z
F1
F2
F3
F4
F5

Hot Corners
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Lock your PC or switch users
Minimize all windows
Restore minimized windows on the desktop
Choose a presentation display mood
Open the Run dialogue box
Cycle through apps on the taskbar
Cycle through notifications
Cycle through notifications in reverse order
Open the Quick Link menu
Open Windows Help and Support
Maximize the desktop window
Minimize the desktop window
Zoom in or out using Magnifier
Close the active item, or exit the active app
Display properties for the selected item
Copy the selected item
Cut the selected item
Paste the selected item
Redo an action
Undo an action
Display Help
Rename the selected item
Search for a file or folder
Display the address bar list in the File Explorer

Refresh the active window

Windows 8 makes use of what it calls hotspots. These can be accessed by
moving the pointer to various corners of the screen to reveal certain tools.
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Reveal recent
apps

Reveal charms
bar

Publisher 2013

Word 2002
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Computer Maintenance

Regular computer maintenance will extend its life. Let’s review some of the
better options available and practices to adhere to.

Anti-Virus Software

A lot of this software comes pre-installed on the machine you buy and is
offered on a subscription basis, so you have to pay to update the software.

Buying this software for home computers isn’t necessary these days, as
there are options available on the Internet that are just as good. Plus
Windows 8 comes with its own version of anti-virus protection called
Windows Defender. Microsoft Security Essentials is another option and is
free to download and use on a home computer. Note that if you are running
Windows 8, you don’t need to install Security Essentials.

Open your web browser and go to the Security Essentials website:
www.microsoft.com/en-gh/security/pc-security/mse.aspx

There you can download and run the installation. Simply follow the
instructions on screen.
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Microsof

Saf-ety & Security Centre

Computer Secunty. Digital Privacy. and Oniine Sataty

Home | Security | Privacy | Family Safety | Resources

Home > Securily > Help protect your PC with Microsoft Security Essentials
PC Security Safety procucts and sm. Vituses and ather matware Get onine swpport
Security scanners. tools. and safety guidelines for your PC Malware Removal Took Firewalls Security Updates.

laptop, or mobile device

Iwant to... HEIp protect yuur PC with Microsoft Securlty Essentials

ew, free consumer anti-malware solution for y omputer. It helps protect against viruses, spyware,

Get a security update, tool, and other malicious software. It's available a: a no cost download for Windows. vf‘ sru and higher, Windows Vista and Windows 7.

or scan
4  Download Microsoft Sccurity Esscatials

‘Why should I download Micresoft Security Essentials?

+ Comprehencive protection—Microunft Security Frsential haipt fefend your computer AGRINET SPYWArs, Virutes, worms

Trojans, and other malicious software.

3 + Easy to get. casy to use—B:
| require billing or parzonal int
| + Pratect my kids from online stays sutomatically up-to-date with be latest protection technology and signature updates.

risks « Quiet Protection—Microsoft Security Essentials doesn't get in your way. It runs quietly in the background and schedules a scar
when your computer is most likely ide. You only sec alerts when you need to take action.
+ Protect my computer
Microsott ‘.vecunty Essentials security status

+ Protect myself from scams Microsoh Security Essentials hat a ciean, simale home pAge That shows the security C1ats of your Computer
+ Protect my personal Py e — oo
Information

When you click Download you will get a prompt similar to the one below;
make sure you click Run.

Do you want to run or save mseinstallexe (10.5 MB) from mse.diservice.microsoft.com? Run Save |~ Cancel

Then follow the instructions on the screen.

Backing Up

If you have ever lost data because of a computer glitch or crash, you know
how frustrating it can be. We all need a good backup strategy. I’'m going to
go through the strategy that has worked well for me over the years.

First of all, go buy yourself a good external hard disk. This is a small device
that plugs into a USB port on your computer. The following image shows a
typical specification for an external hard disk.
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At least USB2.0.
Go for USB2.0 if
your machine is
older

Capacity

Interface

Transfer Rate

Size

Weight

Make sure it
matches your
version of
Windows.

05 Required

Plug your external drive into an open USB port. Activate Charms Bar, select
PC Settings, and click Update & Recovery. Then select File History.

PC settings

(© Update & recovery »

PC & devices
Accounts Windows Update
SkyDrive File History

Search & apps Recovery

Privacy

Network

lime & language

Ease of Access

Update & recovery

To activate file history click “Select a drive,” shown in the screen below.
Make sure you have your external drive plugged in.
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date & recovery A File History

cuments, Music, Pictures
or damaged

Windows Update

File History

Recovery Back up your personal files on this PC to

No usable drives were found. To tum File History on. connect a drive.
Select a drive

Your files haven't been backed up

Restore Files

To restore files click Restore Personal Files. Go to your desktop and activate
the Charms Bar, then select Control Panel. Select “Save backup copies of
your files with File History.”

B Control Panel - olEN

T &8 » Control Panel » v

Adjust your computer’s settings : Catecory ~

System and Security 1 User Accounts and Family Safety

W & set up Family Safety for any use
em
~a._  Network and Internet ‘5 S
i ) G Clock, Language, and Region
are and Sound . angu

-~
Hardw

/
i*—- Programs @
| Uninstall a program

nd fix prob Appearance and Personalization

Click Restore Personal Files on the left-hand side of the window that
appears. Use the left and right arrows at the bottom to navigate to the date
backed up when you know your file was still okay.
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Then, in the library section, double click on the folder the file was in (e.g.,
Pictures if you lost a photo).

Y

(3 = 1T Home v\o Search All P K &

24 April 2013 11:08 | 2of2

4 File folder (3)
E N A
Contacts Desktop Favorites
4 Library (4)

L L8 8
< < | <& B
Documents Music Pir--— - Videos

Pictures
7items

Select the photo and, to restore it, click the green button at the bottom of
the window.

(+) * T Home\Pictures

24 April 2013 11:08 | 2of 2

m AR E?En.n-:.

3673666 0802290005 1137702855 a2 aDstDA! aficald  africansun  amazon

4250754a_ e set

medium

= b

androm  animal bg .mm- by  APOSTLES  attsticker backofcase big$ biomedia  bookflyer  BookCover
55685 BW
_100

@ 2 B 7 B Ll

BookCover BookCover book-flyer  cablesarch  cakepop-cli  cakepop-cli  cakesatho card celiphonen  ceramicchi

810 Color_  &x10_Color_ part-5 pat-5  mewebsite etwork ps v

S33items 1 item selected 835 KB

14 rl

Restore to oniginal location.

Flash Drives and Memory Sticks

Also as an extra line of defense, important files can be saved onto a flash
drive or memory stick like any of the ones shown here.
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These devices don’t hold as much data as an external hard disk but can be
useful to hold important documents or photos. They can hold 1GB to 64GB.

These devices are also great for moving files to another computer. For
example, if you have a photograph or document you want to load onto a
friend’s computer.

Windows Update

Windows Update usually automatically downloads and installs all updates
available for Windows.

® Upd:
® Upc

Windows Update

Windows Update
File History

File History
Recovery

Click Check Now to force Windows to update. Or you can click View Details

to see what updates have already been installed.
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(© Update & recovery » Windows Update

You're set to automatically install updates.

Windows Update

We found new updates
for newer updates.

today, and we'll install them for you soon. Well continue to check daily
File History

View details

Recovery

Check now

View your update history

Choose how updates get installed

This automatic installation can sometimes be a nuisance if you are working
and Windows wants to download and install updates, so | set it to manual
install so | can decide when to install updates. If you don’t want to worry
about it, | would leave it on auto.

If you want to change the settings, go to your desktop, activate the Charms
Bar, and select Control Panel. Select System and Security, then select “Turn
automatic updating on or off.”

L {;

X L

® & F

To prevent Windows from automatically installing updates, select
“Download updates but let me choose whether to install them.”
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Important updates

‘ Check for updates but let me choose whether to download and install them v
Install updates automatically (recommended)
Download updates but let me choose whether to install them
HOLIl Check for updates but let me choose whether to download and install them
&I‘)Iever check for updates (not recommended)

Windows will now download all available updates, but it will ask you when
it’s convenient to install them.

Disk Defragmentation

Data is saved in blocks, called clusters, on the surface of the disk. When a
computer saves your file, it writes the data to the next empty cluster on the
disk, even if the clusters are not adjacent. This allows faster performance,
and usually the disk is spinning fast enough that this has little effect on the
time it takes to open the file.

N |

Each color
represents
partof a
different file

Fragmented Files Defragmented Fies

However, as more and more files are created, saved, deleted, or changed,
the data becomes fragmented across the surface of a disk, and it takes
longer to access. This can cause problems when launching software
(because it will often load many different files as it launches), so bad
fragmentation just makes every operation on the computer take longer.
Eventually, fragmentation can cause applications to crash, hang, or even
corrupt the data.

112



CHAPTER 7 © ' COMPUTER MAINTENANCE

To defragment the disk in Windows 8, activate Search and type
"defragment." Make sure you click Settings to tell Windows to search in the
system apps, as shown in the following screen.

Settlﬂgs Result defragment

Select the drive your system is installed on; this is usually C. Click Optimize.

You can optimize your drives to help your computer run more efficiently, or analyze them to 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 status
() Hard disk drive 24/04/2013 12:35 OK (0% fragmented)
caData (D) Hard disk drive Never run OK (0% fragmented)
@ System Reserved Hard disk drive 23/04/2013 16:14 OK (0% fragmented)
% Analyze % Optimize

Scheduled optimization

On % Change settings
Drives are being optimized automatically.

Frequency: Weekly

Close

This will start defragmenting your disk.
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You can optimize your drives to help your computer run mere efficiently, or analyze them to 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 status
2 Hard disk drive Running... 0% analyzed
caData (D) Hard disk drive Never run OK (0% fragmented)
a System Reserved Hard disk drive 23/04/2013 16:14 OK (0% fragmented)

Stop
Scheduled optimization
On Change settings
Drives are being optimized automatically.
Frequency: Weekly
Close

Manually Checking Hard Drive for Errors

In Windows 8, Microsoft changed the way we fix corruptions so as to
minimize the downtime due to disk checks.

A new file system was introduced, called ReFS, which does not require a
manual disk check to repair corruptions.

From the desktop click the File Explorer icon on the taskbar, right click on
Local Disk, click Properties, select Tools tab, click Check, then click Scan
Drive.
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Disk Clean-Up

Over time, Windows gets clogged up with temporary files from browsing the
Internet, installing and un-installing software, and general everyday usage.

Open up Search and type "cleanup," making sure you select Settings to tell
Windows to search in System Utilities. Click "Free up disk space by deleting
unnecessary files."

Settings
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Select the drive you want to clean up.
Drives:

e

In the window that appears, you can see a list of all the different files and
caches. It is safe to select all these for clearing. Once you are done, click OK,
and Windows will clear out all those old files.

Disk Cleanup | More Options

e Youzan use Disk Cleanup to free up to 146 NB of disk
space on (C)).

Eica to delete:

ll~

748 KB
Obytes
145 MB
me B

Total amount of disk space you gain: 146 MB
Description
Downloaded Program Files are ActiveX controls and Java applets
downloaded automatically from the Intemet when you view certain

pages. They are temporarily stored in the Downloaded Program
Files folder on your hard disk.

=y The Disk Cleanup wtiity is cleaning up unnecessary files
e Onyour machine.

How does Dick Cleanup work?

" dive (C).
m—

Cleaning: System archived Windows Emor Reporting Files

Automatic Maintenance

Windows 8 introduces a new feature that allows you to schedule and run
Automatic Maintenance on your computer, such as security updating and
scanning, Windows software updates, disk defragmentation, disk volume
errors, system diagnostics, etc.
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(© = 1 ¥, ControlPanel » System and Security » Action Center v &
Control Panel Home
Review recent messages and resolve problems

Change Action Center settings No issues have been detected by Acticn Center.

# Change User Account Control

=g Security )
# Change Windows SmartScreen
settings Maintenance O]

View archived messages
" . Chzck for solutions to problem repcrts On
View performance information

Check for solutiope | View reliabil ty history

Automatic Maintenance Currently not monitored

urn on messages about Automatic Maintenance

HomeGroup You belong to a homegroup

View homegroup settings

File History Off
File History ic off
Turn on
S Drive status OK

File History All drives are working properly.

Windows Jpdate

Windows drogram Device software No action needed

Compatibility Troubleshooter

Start-Up Programs

Hit control-alt-delete on your keyboard and select Task Manager from the

menu.
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Click More Details if you don’t see the following screen. Click on the Startup
tab. Most of these programs can be disabled with the exception of your
sound, video, and network devices.

File Options View
| Processes | Performance 1 App history Startup | Users | Details [ Services |
Name Publisher Status . Startup impact
@3 NVIDIA nView Wizard, Versio... NVIDIA Corporation Enabled Medium
> @ CodeMeter Control Center (2) WIBU-SYSTEMS AG Enabled High
€ TunesHelper Apple Inc. Disabled None
_| Program Disabled None
€ Updater Web Solution Mart Disabled None
X DivX Update Disabled None
PE QuickFinder Index Scheduler ~ Corel Corporation Disabled None
() QuickTime Task Apple Inc. Disabled None
[»7] Apple Push Apple Inc. Disabled None
m AcroTray Adobe Systems Inc. Disabled None
[#7] Adobe Acrobat SpeedLaunc... Adobe Systems Incorpor... Disabled None
n Adobe Reader and Acrobat ...  Adobe Systems Incorpor... Disabled None
Adobe CS6 Service Manager  Adobe Systems Incorpor... Disabled None
[®7] SwitchBoard Server (32 bit) Adobe Systems Incorpor... Disabled None
_| Program Disabled None
[® Microsoft Lync Microsoft Corporation Disabled None
(%) Fewer details Disable

You will also see the startup impact, which shows how much the program
slows the machine down. These are the programs that show up in your

system tray on the bottom right-hand side of your screen. As you can see
below, this system is quite clean—only essential icons appear in the tray.
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0 W ‘_,

Customize... Recycle Bip

- - 11:15
B 3l € a1

System Recovery

Windows 8.1 has a feature called Update & Recovery to help you maintain
your machine and recover your system if it should fail.

From your Charms Bar, select Settings and Change Computer Settings. Then
click Update & Recovery, as shown below.

(© Update & recovery »
PC settings

Windows Update

DC & devices
PC & device File History

Recovery

SkyDrive

Search & apps

Privacy

Network

Time & language

Ease of Access

Update & recovery

From the screen that appears you can choose a number of options, mainly
the first two.
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Use to reinstall
Windows 8 without
deleting your personal
files

Completely wipe
computer and reinstall
Windows from
scratch

Don't bother with this one, if
your computer has failed you
won't be seeing this screen -
boot with recovery drive (see
next section)

Create a Recovery Drive

To create a recovery drive go to your desktop and activate the Charms Bar,
then select Control Panel. From Control Panel select "Save backup copies of
your files with file history," and in the window that appears click Recovery
on the bottom left.
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Control Panel Home

Restore personal files
Select drive

Exclude folders
Advanced settings

See also

Windows 7 File Recovery
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@ @ ~ 1 '€ « System and Security » File History

Keep a history of y«
File History saves copies
F File History is o

Copy files from: libra
Copy files to:

Click "Create a recovery drive." Then select "Create a system repair disc with

CD or DVD."
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3 Recovery -
* * 1 & « AlControl Panel ltems » Recovery v & - srel Pane p

Control Panel Home "
Advanced recovery tools

- II“I Illtsh of reset your PC, of to troubleshoot problems, even when

R cant start.

¢ (&) ca Recovery Drive

Connect a USB flash drive

The derve must be able to hold at least 256 MB, and everythung on the drrve will be deleted

Select 2 CO/DVD drive and insert 3 blank @i into the drive

A yitem repdir Jisc Can be used 1o Boot your computer. It a1 containg
Windows system recovery 1ools that can help you recover Windows from 3
1e0OUS SITOT Of restore your computer from a system image

Drive s CO Drive pt)

Creating disc

o

Insert a DVD into your DVD burner and click Create Disc. You can also use a

USB stick if you prefer or if you don't have a DVD burner.

You will be able to start Windows with this disc if your computer fails.

Keep Your Computer Physically Clean

After constant use, your computer can get pretty dirty—dust on the
monitor, grime and grease on the keyboard and mouse. It is good practice
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to keep all these components clean. We will take a look at some strategies
and cleaning materials for cleaning different components.

Cleaning Keyboards

To clean your keyboard, unplug it from the computer, use a paper towel
dabbed with rubbing alcohol (or diluted hand soap) and run the paper towel

over the keys to remove all the dirt.

To clear dirt from in between the keys, a can of compressed air is a good
method.

Cleaning Computer Mice

First, unplug your mouse from the computer. Older mice have a ball inside
that tracks the movement; you can remove the ball by twisting the cover
ring counter-clockwise.
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Remove the ball and, with rubbing alcohol, rub it to remove dirt and grease.
Also clean the little rollers inside with your paper towel.

Put the cover back on and plug your mouse back in.

Newer mice are known as optical mice and do not have track balls. Cleaning
these is much simpler. Unplug your mouse. Wipe the optical window with a
paper towel and alcohol, as shown here.

Cleaning Your Monitor

Modern LCD screens can be quite fragile on the surface, so take care when
cleaning the screen.
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First, unplug the monitor from the main power and, with a soft cloth
dampened with some diluted hand soap, start to gently wipe the surface,
making sure you remove dust and finger marks.

Dealing with Spills

If you spill liquid on a keyboard, the best thing | found to do is to quickly
shut down the computer, disconnect the keyboard, and hold it upside down
over a sink and allow the liquid to drain.

If the liquid is a fizzy drink, tea, or coffee, you will need to hold the keyboard
on its side under warm running water to rinse off the sticky liquid.

At this point, the keyboard may not be repairable, but rinsing the sticky
liquid off is the only chance for it to be usable again.

You will need to let the keyboard dry thoroughly for a few days before
plugging it back in. After this kind of accident some keys may stick. This can
be difficult to repair, depending on how bad the spill was. Fortunately,
keyboards are cheap nowadays.

The best way to avoid this situation is to keep drinks away from the
computer area.
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