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Introduction

When purchasing a Windows 10 machine for the first time, it can be very exciting to see all
the new features the OS has to offer. Windows changed a lot with the jump to 10, and
even those who have decent experience with previous Windows versions may find it hard
to navigate the new iteration of the operating system.

Probably one of the first things you want to do with a new operating system is learn how to
change it to better suit your needs. Windows 10 is set up to work perfectly “out of the box,”
but there are a myriad of options and settings you can use to make the Windows 10
experience your own.

In the following chapters we’ll be exploring the multitude of options at your disposal as well
as how to access them. By the end of this guide you’ll know how to make Windows 10
your own, even if it means relearning how to do a few old tricks in the process.



Chapter 1. Users

Changing an Account’s Name

When you log into Windows 10 for the first time, it will ask you for your Microsoft account
credentials. If you enter them, your Microsoft account name will be used for your
machine’s account name. You also have the option to not tie your Microsoft account to
your computer and use a “local account” instead. Regardless of the way you set up the
account, you may want to change the name that appears on your account.

If you want to change the name you select to log in to (perhaps to designate a work-based
account), it’s very simple. However, it does depend on if your account was made on the
computer or if it was linked to your computer by your email.

If your account was made on the computer locally without a Microsoft login:

First, open the Control Panel by right-clicking the Start button and clicking “Control Panel”.

Command Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

Run

Shut down or sign out

Desktop

If you’re using Category view, click “User Accounts”, then the second User Accounts that
appears after.



System and Security : User Accounts
Review your computer's status m G Change accon}ﬁf type
Save backup copies of your files with File History
Backup and Restore (Windows 7) === Appearance and Personalization
Find and fix problems Change the theme
——
\‘ Network and Internet i Clock, Language, and Region
View network status and tasks / \/‘_ Add a language
* Choose homegroup and sharing options N Change input methods

Change date, time, or number formats
oy Hardware and Sound

¢ View devices and printers Ease of Access
Add a device @ Let Windows suggest settings

Adjust commonly used mobility settings Optimize visual display

Programs
[_‘JJ Uninstall a program

Adjust your computer's settings View by: Category -

X User Accounts

&« = v /4 8 > Control Panel * User Accounts *

Control Panel H
Sl s User Accounts

Sijstsii ahel Sealiity ) Change account type ¥> Remove user accounts

~ Credential Manager
Network and Internet Q] g
Hardware and Sound
Programs @ Mail (Microsoft Outlook 2016) (32-bit)
® User Accounts

Appearance and
Personalization

Clock, Language, and Region

Ease of Access

Manage Web Credentials =~ Manage Windows Credentials

If you're using the Large or Small icons view, click User Accounts.



=

@ Mail (Microsoft Outlook

Language 2016) (32-bit) «» Mouse

Personalization Phone and Modem \4; Power Options

RemoteApp and Desktop
Connections

Region .)“ ‘?"’ Security and Maintenance

Sync Center Q System

Storage Spaces

Troubleshooting % User Accou%ts E} Windows Defender
N

Work Folders

@ Bl AR

Click “Change Your Account Name”.

Panel » User Accounts * User Accounts

Make changes to your user account

Make changes to my account in PC settings

G Change your account Rame Simon Batt
J2 A Local Account

G Change your account type Password protected

¥ Manage another account

@ Change User Account Control settings

Type the name you want, and click “Change Name”.



Type a new account name

Simon Batt
R Local Account
Password protected

Simon B

This name will appear on the Welcome screen and on the Start screen.

Change Name Cancel

Now when you log on, your account will display the name you just entered.
If you made an account by attaching an existing Windows account:

Click on the Start button, then click on the Settings cog on the left.

Camera

Candy Crush Soda Saga
New

Settings (&= Canon Inkjet Print Utility

l Canon MG3200 series

ﬁ;k

l Canon Utilities

D,'TJ Connect

Click on Accounts.



Settings

=

System
Display, notifications, apps
power

L
e

Time & language
Speech, region, date

Windows Settings

| Find a sett

-
ng

......

Devices
Bluetooth, printers, mouse

)
o

A

Ease of Access
Narrator, magnifier, high
contrast

Network & Internet
Wi-Fi, airplane mode, VPN

&

Privacy
Location, camera

#

Personalization
Background, lock screen,
colors

N
R_/
Update & security

Windows Update, recovery,
backup

L.

Accounts
Your accounts, email, sync,
work, family

You'll arrive on the Your info page. Here, click “Manage my Microsoft account”.

@ Home

Find a setting

Accounts

I &= Your info

0

= Email & app accounts

Sign-in options

Access work or school

Family & other people

Sync your settings

SIMON BATT

simon@sebatt.com
Administrator

Billing info, family settings, subscriptions, security settings, and

maore.

Manage my Microsoft acc@lnt

You need to verify your identity on this PC.
Verify

Sinn in with a lacal acraiint inctaad

This will open a web browser window and automatically direct you to your Microsoft
account. On this page, click “Edit name”.




BY Microsoft account | Home X | =+

& (O @ Microsoft Corporation (US) | https://account microsoft.com/?ref=settings&Platform=Windows10 d

=. Microsoft Store Products - Support

Account Your info Services & subscriptions Payment & billing - Devices Family Security & privacy

- - It looks as though there haven't been any purchases made f

Hello!

An app for you

Police Radio Scanner 5-0
= Edi %k ok
= Simon Batt it na@e Free*
EJ simon@sebatt.com Change password Scanner feeds are live mp3 streams broadcast from local vo

for Windows Store is here. Listen to Police Scanners in your

B3 Add a payment option radio frequencies and ...

Looking for your Microsoft email? View inbox Free® Not interested

Edit your name as you please, then click “Save”.

=. Microsoft Store - Products - Support Search Microsoft.com

Account Your info Services & subscriptions Payment & billing Devices Family Security 8 privacy

First name Surname

I Example| I | Name

Change picture




Changing an Account’s Picture

When you make an account, Windows 10 will either take the avatar associated with your
Microsoft account or give you a default picture if it can’t do that. If you want to change the
picture associated with your account, follow these steps.



First, click on Start, then click the Settings cog on the left.

Camera

Candy Crush Soda Saga
New

Settings (&= Canon Inkjet Print Utility

* l Canon MG3200 series

l Canon Utilities

D’E Connect

li\sk me anything

Now click Accounts.

Settings - O

Windows Settings

© Ed L.

Devices Network & Internet Personalization Accounts
Displa ns, apps, Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen Your accounts, email, sync
colors work, family
m rl N
= 7’
AT <~ R~/
Time & language Ease of Access Privacy Update & security
Speech, region, date Narrator, magnifier, high Location, camera Windows Update, recovery
contrast backup

Make sure you’re on the Your Info page on the left. Scroll down this page to the “Create
your picture” category.



EConnt: Billing info, family settings, subscriptions, security settings, and

more

B= i i
Your info Manage my Microsoft account

B2 Email & app accounts You need to verify your identity on this PC.

Verify
Sign-in options

Sign in with a local account instead
Access work or school

A, Family & other people Create your picture

@

Sync your settings @ Camera

B Browse for one
B3

Here, you have several options. Camera will allow you to take a photo using a webcam,
and “Browse for one” will allow you to choose an image from your computer. Either route
you take, the image you select will represent your account on the computer.
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Changing the Role of an Account

As well as setting up an account for each person using the computer, you can also set it
so that people have different levels of control over the computer and important files. This is
especially handy for if you have children who also want to use the computer, as you can
give them an account role that doesn’t allow them to modify important system files.

If this sounds like something you’d like to do, whether to edit your own roles or to set roles
for other people, follow these steps.

First, go to Start, then Settings.

Camera

Candy Crush Soda Saga

New

Settings (&= Canon Inkjet Print Utility

Canon MG3200 series

@R‘

l Canon Utilities

D’TJ Connect

lﬁ\sk me anything

Click Accounts.
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Settings

=

System
Display, notifications, apps
power

oW
A

Time & language
Speech, region, date

Windows Settings

Devices
Bluetooth, printers, mouse

il
—
N
el
Ease of Access
Narrator, magnifier, high
contrast

&

Network & Internet
Wi-Fi, airplane mode, VPN

&

Privacy
Location, camera

#

Personalization
Background, lock screen

colors

N
R_/
Update & security

Windows Update, recovery,
backup

oy

Accounts
Your accounts, email, sync
work, family

On the left, click “Family & Other people”.

Settings

%% Home

Your family

Find a setting

Accounts
A= Yourinfo
&= Email & app accounts

Sign-in options
Access work or school
Family & other peo'%le

Sync your settings

Add your family so everybody gets their own sign-in and desktop.
You can help kids stay safe with appropriate websites, time limits,
apps, and games.

- Add a family member
Learn more

Other people

Allow people who are not part of your family to sign in with their
own accounts. This won't add them to your family.

4 Add someone else to this PC

Elaine
Administrator - Local account

Change account type

Remove

12




This will bring up a window that displays all the users currently on the system. If you want
to change the role of an account, just click the “Change Account Type” button below the
user you want to modify.

Other people

Allow people who are not part of your family to sign in with their
own accounts. This won't add them to your family.

i Add someone else to this PC

Elaine
Administrator - Local account

Change acgount type Remove

In the window that appears select the kind of account you want this account to become,
then click OK.

A

Change account type

Change account type

Elaine
Local Account

Account type
Administrator

Standard User*

'9 T

Administrator - Local account

13
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Login Using PIN Instead Of Password

Do you find it a chore to log in with your password but don’t want to leave your computer
security-free? If you want, you can change your login to require a PIN code instead of a
password. If your machine is not already set up with a PIN, here’s how to set one

First, go to Start, then the Settings cog on the left.

Camera

Candy Crush Soda Saga

New

Settings Canon Inkjet Print Utility

Canon MG3200 series

gé\gk

Canon Utilities

Connect

From here, go to Accounts.

15



Settings

=

System
Display, notifications, apps
power

(L)

AT
Time & language
Speech, region, date

Windows Settings

Devices
Bluetooth, printers, mouse

)
o

T
Ease of Access

Narrator, magnifier, high
contrast

&

Network & Internet
Wi-Fi, airplane mode, VPN

&

Privacy
Location, camera

#

Personalization
Background, lock screen

colors

N
R_/
Update & security

Windows Update, recovery,
backup

oy

Accounts
Your accounts, email, sync
work, family

Click “Sign-In” Options on the left.

Settings

€% Home

Find a setting

Require sign-in

If you've been away, when should Windows require you to sign in again?

Accounts

A= Yourinfo

1 Email & app accounts

Sign-in options

b

Access work or school

A, Family & other pecple

Sync your settings

| When PC wakes up from sleep [

« Windows Hello

Sign in to Windows, apps and services by teaching Windows to recognize you.

Windows Hello isn't available on this device.

See how it works and find compatible devices.

Q\ Password

Change your account password

Change

Below PIN, click Add.

16



Windows Security X

Set up a PIN

Create a PIN to use in place of passwords. Having a PIN
makes it easier to sign in to your device, apps, and services.

DI

Confirm PIN

OK Cancel

This will allow you to set a PIN for your computer.

One thing to note about PIN codes is that they’re generally less secure than a strong
password. With passwords you can have lots of uppercase and lowercase letters,
numbers, and symbols in them, making them hard to crack.

A PIN being a four-digit combination, it means the system’s security strength is reduced as
a result. As such, only use PINs if you're not leaving your computer alone for long periods
of time in public places or if your machine does not contain very sensitive documents.

17



Chapter 2. Desktop

Changing the Desktop Image

When you first log in to Windows 10, you'll find that it has automatically given you a
Windows-themed image as the background for your desktop. While these pictures are
pretty interesting by themselves, you’ll probably want to change it to something that
reflects yourself and your tastes.

To change the Desktop image, first we have to access the Personalization window. This is
done by simply right-clicking on the Desktop itself (make sure you're not right-clicking a
file, folder, or the taskbar) and click Personalize.

~  Grapbhics Properties
¢ Configure Switchable Graphics

View
Sort by
Refresh

Paste
Paste shortcut

Undo Rename

Graphics Properties...
Graphics Options

New

B3 Display settings

=5

Personalize

On this new screen under Background, select Picture. You'll then be presented with a
selection of images to choose from. If you have an idea for an image you’d like, you can
tell Windows to use it by clicking “Browse” and selecting the image. Make sure the image
is approximately the same size as the screen or else it may look strange.

18



Settings

& Home Preview

Personalization
Sample Text

Background

R
Colors

Lock screen

Themes Background

Picture

Start

Taskbar Choose your picture

If you look under the Background drop-down menu, you may have seen another
interesting option; Slideshow. You can set it so that Windows goes through a series of
images for your background instead of just the one. To do this, put all the images you want
to have on your background into a folder. Then, click the Browse button under Choose
albums for your slideshow.
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Settings

9% Home

Find a setting

Personalization

Background

Colors

Lock screen

Themes

Start

Taskbar

Select the folder.

Background

Slideshow

Choose albums for your slideshow

= Saved Pictures

Browse
Ly

Change picture every

30 minutes v

Shuffle

@ off

Allow slideshow when on battery power

@ off

Choose a fit

Fill
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Select Folder X
A = * ThisPC * Pictures ?* v O  Search Pictures e
Organize - New folder =l o
4 Downloads i
= Documents
= Pictures
f@& OneDrive
; Camera Roll My background Saved Pictures
% This PC images
¥ Network V.
Folder: | My background images
Chooseth\is folder ‘ Cancel
bs™
I Themes

Below the Browse button are a few options you can change. These include a timer for
when the background changes to the next image, if the images are randomly selected, if
the slide show still occurs while on battery, and how you want the images to fill the screen.
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Settings

Background

@ Home Slideshow

Find a setting

e =ll-==5 for your slideshow

) - 1 minute
Personalization ickground images
10 minutes

Background 30 minutes

R~
Colors Thour
6 hours 2 every

Lock screen

1day <

Themes
Shuffle

Start ® ) off

Allow slideshow when on battery power

@ D off

Choose a fit

Taskbar

Fill

You now have a more exciting desktop background.
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Set Visual Theme

We can do a little better than just the background of the desktop, however. While setting a
background image can help personalise your computer a great deal, you can also tweak
how the Ul looks. You can even tell Windows 10 to change the colour of your Ul to match
the dominant colours of the background images you've just set, even if it's a slideshow.

While in the Personalize window, click the Colors option on the left.

Settings

3 Home

; : Sample T
Find a setting St

Personalization

Tl

Background

Bd
Colors

Accent color

o _HE EN
o FEEEEEEE
- EN TN
- Il Bl N
EEEEEEEE
EEEEEENN

Here you can set the options for the colors of your window. You can take your pick of the
selection of colors on offer, or you can tell Windows to look for accent colors in your
current desktop image and use that instead.
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@ Automatically pick an accent color from my background

Make Start, taskbar, and action center transparent

@ on
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Set Sound Theme

You’re not restricted to just visual customisation, however. Did you know you can also
change the sounds that Windows 10 plays during specific events? You can change and
set the sound your computer makes when it logs on, logs off, receives a new email,
presents an error, detects a critical-level battery, and many more things.

To access the sound settings, first right-click the Start button. Then click Control Panel.

Command Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

Run

Shut down or sign out

Desktop

If you view the Control Panel in Category view, click “Appearance and Personalization”,
then “Change sound effects” under Personalization.
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Adjust your computer's settings

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

Backup and Restore (Windows 7) 1

Find and fix problems

Network and Internet
View network status and tasks

Choose homegroup and sharing options

Hardware and Sound

View devices and printers

Add a device

Adjust commonly used mobility settings

Programs

Uninstall a program

View by: Category ~

User Accounts
G Change account type

Appearance and Perspnalization
Change the theme N

Clock, Language, and Region
Add a language
Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

g
)

A

Personalization
Change the theme

Change sound effects

Display

Make text and other items larger or smaller

Taskbar and Navigation

Navigation properties

Ease of Access Center

Accommodate low vision Use screen reader

File Explorer Options
Specify single- or double-click to open

Fonts

Preview, delete, or show and hide fonts

Turn on easy access keys

Change Font Settings

Change screen saver

Turn High Contrast on or off

Show hidden files and folders

Adjust ClearType text

If you view the Control Panel in Small/Large icons view, click Sound, then click the Sounds
tab in the window that appears.
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e o3& § P4 s

EH All Control Panel Items

~ 4 [E8 » Control Panel * All Control Panel ltems *

File Edit View Tools Help

Adjust your computer's settings

Fonts

Infrared

Internet Options

Mouse

Phone and Modem

Region

Speech Recognition

Tablet PC Settings

Windows Defender

W % | B«

-

& |

Free Fall Data Protection

Intel® HD Graphics

Keyboard

Network and Sharing
Center

Power Options

RemoteApp and Desktop
Connections

Storage Spaces

Taskbar and Navigation

Windows Firewall

>
o)

£y
o

SR @ é

HomeGroup

Intel® PROSet/Wireless
Tools

Language

Pen and Touch

Programs and Features

Security and Maintenance

Sync Center

Troubleshooting

Windows Mobility Center
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) Sound
Playback Recording Sounds Communications

A sound theme is a set of sounds applied to events in Windows and

programs. You can select an existing scheme or save one you have
modified.

Sound Scheme:

Windows Default Save As... Delete

To change sounds, click a program event in the following list and then

select a sound to apply. You can save the changes as a new sound
scheme.

Program Events:

DWindows

Asterisk

Calendar Reminder
Close Program
Critical Battery Alarm
Critical Stop

Default Beep

[] Play Windows Startup sound

>0unas:

(None) P Test

Cancel

In this window, in the bottom panel, you can select specific events related to computer
actions. Once an event is selected, use the Sounds drop-down box to select a default
sound to use, or click on “Browse...” if you have a sound file you'd like to use instead.
Remember that Windows 10 needs sounds to be in .wav file format for them to be usable.
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) Sound

Playback Recording Sounds  Communications

iy Browse for new Critical Battery Alarm sound. X

A sound theme is a set of sounds applied to even
programs. You can select an existing scheme or s + © 05(C) * Windows * Media v U Search Media »
modified.

Soind G Organize * New folder =- 1 @

Windows Default Save Lo Name Contributing ~

7 Quick access
To change sounds, click a program event in the fo Afternoon
select a sound to apply. You can save the change m Desktop

scheme, Calligraphy

4 Downloads

Program Events: Characters

= Documents Cityscape

T"‘_Wmdows .
& Pictures » Delta

l’: Asterisk
1] Calendar Reminder F OneDrive Factiual
Close Pregram
-7 Critical Battery Alarm
R’: Critical Stop ;
1] Default Beep File name:

D Play Windows Startup sound

Sounds:

Windows Foreground P Test

Cancel

Once you’ve set up the sounds as you like, make sure you click the “Save as...” button,
and save your theme with a name so you don’t lose your hard work.
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Theme Saving and Loading

Now that you have your system looking and sounding great, you may want to save all your
settings under a single theme so that you can save and load different themes on the fly.

To save a theme, right-click an empty spot on the desktop and click Personalize.

= Graphics Properties
*# Configure Switchable Graphics

View
Sort by
Refresh

Paste
Paste shortcut

Undo Rename

Graphics Properties...

Graphics Options

New

0 Display settings

==

Personalize

In the Personalization window, click Themes on the left, then “Theme Settings.”
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Settings

€8¢ Home

Themes

Find a setting

Personalization

~d  Background

Colors

28 Lock screen

& Themes

Theme setti{ngs
o

Related Settings

Advanced sound settings

Desktop icon settings

Mouse pointer settings

This takes you to a screen of themes. If you’ve already set your desktop image, visual,
and sound themes, don’t click any themes on this screen. Doing so will change the theme
you’ve set up to a different one. To save the theme you’ve set up, right-click the theme
called “Unsaved Theme” and click “Save Theme”.

H & personalization

File Edit View Tools Help
|
Control Panel Home
Change desktop icons
Change mouse pointers

Save theme
Save theme for sharing

Display
Taskbar and Navigation

Ease of Access Center

A &8 > control Panel > All Control Panel Items > Personalization

Change the visuals and sounds on your computer

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

| My Themes (1)

e

Unsaved Theme

Windows Default Themes (3)

Save theme

Get more themes online

o
-

Desktop Background

Slide Show

»

Color

Automatic

©

Screen Saver

Give your theme a name, then click Save.

31



B Perconalization
reiaUlilialiLa iUl
==

Save Theme As X

Theme name:

N

My Theme
Saye Cancel
N
= T [ TVTy TTTETITES (1)

Now your settings are all saved. You can now freely switch between themes or make new
ones without fear of losing your current one. If you change something and want to revert
back to the original theme, just come back here and click the theme again. To save any
changes you make to your theme, just repeat the above instructions again to save it.
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Change Folder Icon

Did you know that you can change the icon for a folder on your desktop? If you want to
make a specific folder stand out on your desktop, it's very simple to change how it
appears.

First, right click the folder, then click Properties.
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Open

Pin to Quick access

Share with

Restore previous versions

Include in library
Pin to Start

Norton Security
Send to

Cut

Copy

Create shortcut
Delete

Rename

Properties

From here, go to the Customize tab.
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My Folder Properties X

General Sharing Security Previous Versions CUS'[%T“ZG

What kind of folder do you want?

Optimize this folder for:

General items e

|:| Also apply this template to all subfolders

Folder pictures

Choose a file to show on this folder icon.

Choose File...

Restore Default

Folder icons

You can change the folder icon. If you change the icon, it will no
longer show a preview of the folder’s contents.

Change Icon...

OK Cancel Apply

In the Customize tab, find the section labelled Folder Icons and click “Change Icon...” from
it.
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My Folder Properties X

General Sharing Security Previous Versions Customize

What kind of folder do you want?

Optimize this folder for:

General items v

|:| Also apply this template to all subfolders

Folder pictures

Choose a file to show on this folder icon.

Choose File...

Restore Default

Folder icons

You can change the folder icon. If you change the icon, it will no
longer show a preview of the folder’'s contents.

Change Icon...%

OK Cancel Apply

Now you can select from a range of icons from Windows. If you have any custom Icon files
you want to use, you can select them using “Browse...”. Once done, click on OK in all the
windows.
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A e N T O N

Change Icon for My Folder Folder X

sl

3¢ Look for icons in this file:

VoSystemRoot%\System32\shell32.dll ‘ Browse...

J

Select an icon from the list below:

Eilna el MY

Restore Defaults OK Cancel
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Show File in Folder

If you want a reminder of what files are in what folder, you can set Windows 10 to show a
specific image file from within that folder. When you look at the folder as you browse your
computer, the folder preview will show the specific image that you've set.

To do this, right-click the folder and click Properties.
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Open

Pin to Quick access

Share with

Restore previous versions

Include in library
Pin to Start

Norton Security
Send to

Cut

Copy

Create shortcut
Delete

Rename

Properties

In this new window click the Customize tab at the top.
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My Folder Properties X

General Sharing Security Previous Versions CUS'[%T“ZG

What kind of folder do you want?

Optimize this folder for:

General items e

|:| Also apply this template to all subfolders

Folder pictures

Choose a file to show on this folder icon.

Choose File...

Restore Default

Folder icons

You can change the folder icon. If you change the icon, it will no
longer show a preview of the folder’s contents.

Change Icon...

OK Cancel Apply

In this tab find the Folder pictures category, and click the “Choose file...” button.
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My Folder Properties X

General Sharing Security Previous Versions Customize

What kind of folder do you want?

Optimize this folder for:

General items v

|:| Also apply this template to all subfolders

Folder pictures

Choose a file to show on this folder icon.

Choose File... RJ

Restore Default

Folder icons

You can change the folder icon. If you change the icon, it will no
longer show a preview of the folder’s contents.

Change lcon...

OK Cancel Apply

This will bring up the folder’s contents. Select the image you want to show in the folder’'s
icon, and click Open.

41



Browse X

1t < simon *» Desktop *> My Folder v O Search My Folder R
Organize - New folder =- [ @
m Desktop HE

4 Downloads

5 Documents . .
= Pictures >
Windows Logo
#& OneDrive
& This PC
v
File name: Windows Logo v Images b
OIPen Cancel
I/\,!l.

Date created: 10/27/2016 1:06 PM
Size: 13.8 KB
Files: Windows Logo
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Optimizing Folders

If you want, you can even optimize folders for specific file types, such as pictures or music.
What this means is that you can tell a folder to show the specific details you want to see
for your files and hide ones that are redundant and useless. For example, if you have a
folder full of music, you’ll probably want to see the track number, artist, and album name,
but probably aren’t so enthusiastic to see the date it was modified.

Here is an image folder we’re going to optimize in this example:

v % | My Folder
Home Share View

+ * My Folder
|:| MName

[J & windows Logo

# Quick access
m Desktop

+ Downloads

Documents

«= Pictures
#& OneDrive
= This PC

W Network

1item

14 KB

-

If you want to set your folder views to a specific template,

change and click Properties.
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right-click the folder you want to




Open

Pin to Quick access

Share with

Restore previous versions

Include in library
Pin to Start

Norton Security
Send to

Cut

Copy

Create shortcut
Delete

Rename

Properties

Click the Customize tab.

44




My Folder Properties

General Sharing Security Previous Versions CUS'[%T“ZG

What kind of folder do you want?

Optimize this folder for:

General items
.\ |:| Also apply this template to all subfolders

Folder pictures

Choose a file to show on this folder icon.

Choose File...

Restore Default

Folder icons

You can change the folder icon. If you change the icon, it will no
longer show a preview of the folder’s contents.

Change Icon...

OK Cancel Apply

Under the category called “What kind of folder do you want?” is a drop-down menu called

“Optimize this folder for”. Click this drop-down and select from a General, Documents,
Pictures, Music or Videos view.
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My Folder Properties

General Sharing Security Previous Versions Customize

What kind of folder do you want?

Optimize this folder for:

General items

General items k‘
Documents

Pictures

Music

Videos
Choose a file to show on this folder icon.

Choose File...

Restore Default

Folder icons

You can change the folder icon. If you change the icon, it will no
longer show a preview of the folder's contents.

Change Icon...

OK Cancel Apply
e o e 3]

If you want, you can check the box underneath this drop-down menu. This will also apply
this optimization to all folders within the one you’re changing the settings for at this time.
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My Folder Properties

General Sharing Security Previous Versions Customize

What kind of folder do you want?

Optimize this folder for:

Pictures N
Also app%this template to all subfolders
Folder pictures
Choose a file to show on this folder icon.
Choose File...
Restore Default
Folder icons
You can change the folder icon. If you change the icon, it will no
longer show a preview of the folder's contents.
Change Icon...
OK Cancel Apply

Now when you access the folder, it'll present your files in a format suited for what you

selected. Here is what the example folder looks like now that we’ve optimised it for
images.
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w = | My Folder
Home Share View

N * My Folder

o Quick access - -
m Desktop + . .

& Downloads
Windows Logo

41 Documents
= Pictures
#& OneDrive
= This PC

@ Network

1 item

v O

Search My Folder

o

I's now presented in a way where we can actually see the images in the preview, and the

redundant information has been removed.
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Chapter 3. Start Menu

Accessing the Start Menu Options

The Start menu that comes with Windows 10 is very interesting. It features something akin
to the Windows 8 Metro theme, except contained within the Start menu instead of being a
separate part of the operating system. It also comes with its fair share of options.

Since this chapter is all about customizing the Start menu, here’s how to access the
options so you're ready for the subchapters that follow this one.

First, click Start, then the Settings cog on the left.

Camera

Candy Crush Soda Saga
New

Settings Canon Inkjet Print Utility

Canon MG3200 series

Canon Utilities

Connect

Click Personalization.
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Settings

.

System

power

o
AT
Time & language
Speech, region, date

Display, natifications, apps,

Windows Settings

Devices
Bluetooth, printers, mouse

/l ?

o

1
\
Ease of Access

Narrator, magnifier, high

contrast

&

Network & Internet
Wi-Fi, airplane mode, VPN

&

Privacy

Location, camera

Z

Personalization
Background, logk screen,
colors™

Update & security
Windows Update, recovery,
backup

K

Accounts
Your accounts, email, sync,
work, family

Then click Start on the left side.

Settings

%2 Home

Find a setting

Personalization

~d Background

Colors

Cd Lock screen
& Themes

F8 Start

= Taskbar

Preview

Show more tiles

@D off

Sample Text

Occasionally show suggestions in Start

@D off

Show most used apps

@ D off

Show recently added apps

® ) off
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Add Room for More Tiles

If you get a lot of usage out of the Start menu, you may want to have more tiles to
customize. If this is something you’d want, then it’s very easy to tell Windows 10 to give
you more tiles to use.

First, access the Start Menu Options as per Chapter 3.1. When here, find the option for
Show more tiles, then turn it on.

Preview

Sample Text

Show more tiles

QOn

Occasionally show suggestions in Start
o

Now when you open the Start menu, you’ll see you have more room to play with.
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Play and

3D Builder
Get all your mail in one

place '." @ "-“

Calendar [~ Xbox Groove Music Movies & TV

bat Reader DC ﬂ Wash ? vgi @) a0k
59° 4
pms o 2 NETFLIX [ 508

Microsoft Edge ['Q"n\‘ﬁ‘imhg &

@rus
Don't sell your

g w company!

Skype Preview  Photos ‘Feuding relatives'
v armed with
; pitchforks brawl at
ﬁ funeral parlour m
News BB OneNote

Calculater

Calendar

=)

Canan Inkjet Print L
Canon MC

Canon Uniliti

Ask me anything
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Change the Size of the Start Menu

You may find that your Start menu is either too big or too small for your liking. Did you
know, however, that you can very freely change the size of the Start menu exactly like you
would a regular window? There are no clues to tip you off that the Start menu can be
resized in this way, so it’s very easy to miss this handy trick.

In order to resize the Start menu, open it. Then, put your cursor on one of its edges: the
top one if you want the menu to be taller or shorter or the right one if you want it to be
wider or thinner. Your cursor will turn into a double-headed arrow.

Life at a glance

3D Builder
Get all your mail in one

place

Access 2016 Calendar <]

Acrobat Reader DC n

Alarms & Clock

AMD Catalyst Control Center Microsoft Edge

@rus
Don't sell your

e w company!

@' Apple Software Update

EAletilitor Skype Preview Photos Twitter L 4

1) XBOX LIVE
Calendar

Camera ﬁ

Candy Crush Soda Saga Store
New

Play and explore
Canon Inkjet Print Utility

Canon MG3200 series

X )
Canon Utilities "‘ O -

Xbox Groove Music Movies & TV
R f@)B0x

a

Ask me anything (] ﬂ

Connect

Then, simply hold left-click and drag the Start menu in the direction you want it to go. Let
go once you’re happy with it.
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Life at a glance Play and explore

3D Builder

Get all your mail in one

place f;‘ @ "-“

Calendar [~} Groove Music Maovies & TV

Rerabat Ro-ule DC e n " NETFLIX L

Alarm

AMD C - Center Microsoft Edge

@rus
Don't sell your

g w company!

Skype Preview Photos Twitter v

Calculator

@

i7;

Calendar

ga

r::‘“] Connect

Ask me anything

The Start menu will now stay the size you set it, regardless of whether you close and re-
open it. Feel free to tweak it at any time should it prove troublesome.
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Customize What You See in the Start Menu

Of course, there’s a good chance that your Start menu doesn’t come with all the features
you may want from it. Thankfully, you have a wide selection of options to customise the
Start menu to better fit your needs. Let’s explore the options you have available when it
comes to modifying the content within Start.

First, access the Start Menu Settings as dictated in Chapter 3.1. If you look on this page,
you’ll see a lot of options for customising your Start menu such as showing the most-used
or recently-added apps.

Settings

B Home Preview
Find a setting o)
Personalization = Sample Text
d  Background —
Colors —_
Cd Lock screen
Show more tiles
Z Themes
@ on
I 5=l Start Occasionally show suggestions in Start
& Taskbar @ e
Show most used apps
@ O off
Show recently added apps
@ O off
Use Start full screen
@ O off
Show recently opened items in Jump Lists on Start or the taskbar
@ D off

Choose which folders appear on Start

The link at the very bottom called “Choose which folders appear on Start” will take you to a
different screen where Windows will show you a list of folders to choose from. You can
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check and uncheck these options to show or hide these specific folders from your Start
menu.
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Settings
% Choose which folders appear on Start

File Explorer

@) off

Settings

@ on

Documents
@) off

Downloads

@ D off

Music
@ off

Pictures

@ ) off v

Videos

@ off

HomeGroup

@) off

Network

@) off

Personal folder

@ D off

O Ask me anything
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Modify Tiles on Start Menu

Did you know that the tiles you see on the Start menu can be moved around? If you want
your Start menu to be organised in a specific way, this knowledge can be very useful to
help speed up accessing vital apps or folders.

When in the Start menu, you can freely move tiles around by holding left-click on a tile,
then dragging it to where you want. The tiles below where you drag the tiles will shift
around so you can better position your tile. When you let go, the tile settles where you let

go.

Life at a glance Play and explore

3D Builder

ntrol Center

Apple Software Update

Canon Utilities

Connect

Ask me anything

If a tile is too small or big for your liking, you can right-click it, click on Resize, and then
pick a different size. Tiles can go from Small to Large, and making a tile bigger may allow
it to display more information. If you notice a tile is missing some size options, it means the
tile isn’t compatible with that size.
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Life at a glance Play and explore

3D Builder
Get all your mail in one

place f;‘ @ "i‘

Calendar Groove Music Films 8 TV

AMD Catalyst Control Center Micresoft Edge

@jascnintheh...
FBI Dir just
informed me,

Yy Apple Software Update

Calculater

iy N
Calendar D Small
Camera m Medium

P Candy C Skype Preview Photos < v : Wide

. B e
Canon Inkjet Print Utility k
Canon MG3200 series

Canen Utilities

Connect

Ask me anything

If you have no interest in a tile whatsoever, you can right-click it and click Unpin from Start
to remove it from Start.

Life at a glance Play and explore

3D Builder
Get all your mail in one

place ';‘ @ “-“

Calendar ~] Groove Music Movies & TV

: Xbox
e n NETFLIX |
ontrol Center Microsoft Edge

date ?ﬂ':f! o Feudlng'relatlves o)
ﬁ company! armed with v
pitchforks brawl at 32‘7\

Calculator funeral parlour a1

) MECKLIVE

S NE

Skype Preview Photos ._ OneNote

Calendar

& Unpin from Start <
Resize

More

Uninstall

Connect

Ask me anything

Likewise, you can add things to the Start menu as a tile by right-clicking them and
selecting “Pin to Start”. This works for folders, so you can get quick access to popular
locations on your computer.
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Open
Pin to Quick access

Add to Windows Media Player list

Play with Windows Media Player

Cast to Device >

Share with >

Restore previous versions

Include in library >
Pin to Start %

Norton Security >
Send to >
Cut

Copy

Create shortcut
Delete

Rename

Properties
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Make Start Open in Full Screen

If you really enjoy the Start screen, you can make it occupy the entire screen when it’s
opened. To do this, go to the Start Menu Settings as dictated in Chapter 3.1, then find the
option that reads “Use Start full screen”. Click it to turn it on.

Settings

& Home Preview

’ Find a setting ”l

Personalization
Sample Text

Background

Colors

Cd  Lock screen

# Themes Show more tiles

@ on

Occasionally show suggestions in Start

= Taskbar @) off

Show most used apps

@ off

Show recently added apps

@) off

Use Start full screen

‘QOn

Show recently opened items in Jump Lists on Start or the taskbar

@ off

Choose which folders appear on Start

| 68 Start

Now when you click the Start menu it will occupy the entire screen, like the following
image.
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Windows 7 Style Menu (Manual)

Unfortunately, the recent move to a tile-based Start menu in Windows has not been well-
received by some. If you really dislike the tiles on the Start menu and want something
more akin to the Windows 7 Start menu, it's possible to create something that looks more
like the classic menu using the options within Windows 10.

To do this, clear out all the tiles in the Start menu. Unfortunately, there is no switch to
simply turn off every single tile, and if you try to resize the Start menu to hide all the tiles, it
“‘jams” before hiding the final column. This means that to have a tileless Start menu, you
have to right-click and select Unpin for each and every tile. Only then will Windows allow
your Start menu to look more like its classic counterparts.
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Most used Life at a glance

a Create USB Recovery

We speak Gmail
Get Started P

Feedback Hub Calendar

Maps

Pecple e w

Sticky Notes Microsoft Edge  Photos

i SR A NETFLIX

Skype Preview Twitter

8) XBOX LIVE

Access 2016 m

Acrobat Reader DC f Unpin kom Start
L

Alarms & Clock EE— Resize
AMD Catalyst Control Center Dell More

Apple Software Update

Most used
Create USB Recovery
Get Started
Feedback Hub
Maps
People

Sticky Notes

3D Builder

Access 2016

Acrobat Reader DC

Alarms & Clock

AMD Catalyst Control Center

Apple Software Update
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Play and explore

More ways
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Windows 7 Style Menu (Classic Shell)

If a reduced-down Windows 10 Start menu is not to your liking, you can replicate a
Windows 7 styled menu using a tool called Classic Shell. It's not an official Windows tool,
so you’ll have to download and install it from the website here (http://mte.gs/classicshell).

& Classic Shell - Start meru % 4 = a X

€ (O classicshellnet G Q search e +AQ

Classic Shell

Like Classic Shell on Facebook
to recalve news and power tips

What is Classic Shell? History

Classic Shell™ is free software that improves your productivity, enhances the usability of Windows and
‘empowers you to use the computer the way you like it. The main features are;

« Highly customizable start menu with multiple styles and skins

* Quick access to recent, frequently-used, or pinned programs

* Find programs, settings, files and documents

 Start button for Windows 7, Windows 8, Windows 8.1 and Windows 10

* Toolbar and status bar for Windows Explorer

® Caption and status bar for Internet Explorer
Classic Shell has been in active development for & years and has tens of millions of downloads
The latest stable version of Classic Shell is 4.3.0

Donate
Thank you for your support
Download latest varsian 43.0

Download translated versions n sl Shall dn FRoubiook [

Classic Shell on Sourceforge

Visit the Classic Shell farum to find custom menu skins and start buttons,

Download older versians

Download mirror at FossHub

News More news
Aug 2nd, 2016 - The Classic Shell download service was hacked
Here’s more Information about the hack: hitp://wwu.classicshell.net
JForum/viewtapic php?f=128t-6441

The current download link is safa_

Jul 30th, 2016 - General release 4.3.0 is out

It officlally supports the Anniversary Update for Windows 10. More
detalls here.

May 22nd, 2016 - Beta version 4.2.7 is out

'QFE fix for a crash bug in beta varsion 4.2.6 that affects 32-bit
‘Windows 10.

May 21st, 2016 - Beta version 4.2.6 Is out
It Improves support for Windows 10 Redstone, adds taskbar skinning,

menu animatiens, and many new features, More details here,

May 21st, 2016 - Released version 4.2.5c with updated security

certificate
f you are having i ling or

Classic Shell, please read this forum post.
Nov 14th, 2015 - General release 4.2.5 is out

It improves support for Windows 10 TH2 and adds mere transparency
settings for the skins. More details here.

Classic Start Menu See all features Classic Explorer See all features

wew mediafire.com/download,/ dbbil 746gavpi/ClassicShellSetup_4_3_D.exe

While installing this software, it will ask you what components of Classic Shell you want to
install. You can tell it not to install certain elements; just make sure the Start menu option
is set to be installed.
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http://mte.gs/classicshell

Classic Shell Setup

Custom Setup

Select the way you want features to be installed.

Click the icons in the tree below to change the way features will be installed.

= %ICIassic S.hell Classic Start Menu is a highly
= Classic Explorer customizable replacement for the
& Classic Start Menu] _ Windows start menu
Will be installed on local hard drive

| i9= Entire feature will be installed on local hard drive

341KB on

'* Entire feature will be unavailable

Create a start menu folder

Location: C:\Program Files\Classic Shell\ Browse...

Back

Cancel

Once installed, Classic Shell will open a readme so you can learn how to use it. It will also
open a window where you can select what style of Start menu you’d like. You can tick the
“Replace Start button” option to unlock several Start button designs for you to use.
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4 Settings for Classic Start Menu 4.3.0

Search settings []Show all settings

Start Menu Style  Basic Settings  Skin

Select the style for the start menu.

(® Classic style O Classic with two columns O Windows 7 style

By "
) e plarer

15] wincows baecia player

Select skin...

Replace%Start button Advanced button options...

@ Aero O Classic O Custom

@ ]

Pick image...

www.classicshell.net Cancel

If you click the Skin tab, you can select how the Start menu looks. Metro is Windows 10,
Aero looks like Windows 7, and Classic heralds back to the days of XP. Set the option to
the OS you want to emulate.
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& Settings for Classic Start Menu 4.3.0

/| Search settings []Show all settings

Start Menu Style Basic Settings  Skin

Skin: Windows Aero About this skin Reset skin
<No Skin>

iin oS

CapFu” Glass

Dsthetm
Dsthmoked Glass

Windows 8
“"Windows Aero
Dsm‘Wim:lows Basic

L Laroywindows XP Luna
[ 1rReduce glass color

[“IWhite sub-menus

www.classicshell.net Cancel

Once finished, click OK, and your Start menu will now look nearly identical to the older
Windows Start menus.

Mozilla
&) 1 Classic Start Menu Settings

Bl start Menu (Windows)

™ Programs
2 Apps
= Documents

B This PC
[s

[ Settings \Ehows the disk drives and hardware connected to this computer.

, Search

@ Help and Support

7/ Run...

¢ Log Off Simon Batt...

@ shut Down...

Q
£
o
Al
o
v
=
)
g
=
=

Search

Q@ O Ask me anything

You can always change how it looks by right-clicking the Start button and clicking Settings.
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== Classic Start Menu ==
Windows Explorer

Open

Open All Users

Settings %

Help

X Exit
' ASK Mne anymlng

If you want to get rid of Classic Shell, you can uninstall it as described in Chapter 7.3.

Windows 7 Style Menu (Creator’s Update)

With the Creator’s Update comes an easy new way to use a Start menu akin to Windows

7’s own. The update brought in a new option that allows you to separate the apps and the
tiles, so you can see one or the other and not both at the same time.

If you want to enable this option, click Start, then the Settings cog.
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Go to Personalization.

70



Settings - O X

Windows Settings

| S Z 2

System Devices Network & Internet Personalization Accounts
Display, notifications, apps, Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, logk screen, Your accounts, email, sync,
power colors™ work, family

-
. ( 1 » N
A+ s K_/
Time & language Ease of Access Privacy Update & security
Speech, region, date Narrator, magnifier, high Location, camera Windows Update, recovery,
contrast backup

On the left, click Start, then find the option “Show app list in Start menu” and turn it off.

Settings = O X

€2 Home Start

Find a setting R

Personalisation

Background

Colours

Show more tiles on Start

Cd Lock screen 0 On
# Themes Show app list in Start menu
Q [) Off
I a5 Start

Show recently added apps

E  Taskbar @ Off

This separates the Start menu into tiles and app mode. You can switch between the two
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by clicking on the options on the upper-left of the Start menu when it's open.

y. - URE

All apps

Access 2016

Acrobat Reader DC

Alarms & Clock

AMD Catalyst Control Center

Apple Software Update

[==]

Calculator

Calendar

Camera

Candy Crush Soda Saga
Canon Inkjet Print Utility

Canon MG3200 series

(I - | QP

P
¢
Z
=
e
O

Adding Folders (Creator’s Update)

Amongst the array of new features that came with the Creator’'s Update was the ability to
make folders in the tiles section of your Start menu. This is particularly handy if your Start
menu is cluttered and you want a bit more organisation!

To make a folder, first identify at least two apps in your Start menu’s app section you'd like
to put into a folder. Then click and hold the left mouse button over one of the apps you'd
like in the folder. You'll notice the other apps will “grey out.”
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Now, drag the app you're holding over an app you’d like it to share a folder with. Windows
allows you to preview the changes you’re about to make before you let go of your left
mouse button, so pay attention to the greyed out apps as you do this.

If you notice the app you're hovering over “jumps out the way,” Windows thinks you want
to reposition the apps rather than make a folder. If this happens, simply drag your app
back over the greyed out one, regardless of where it jumped to.

At one point you'll notice that the app you’re dragging the current app over will increase in
size a little. If you let go of the left mouse button at that point, Windows will make a folder
including these two apps.
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Life at a glance Play and explore
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Groove Music Films & TV
Acrobat Reader DC ﬂ

Alarms & Clock

AMD Catalyst Control Center v Microsoft Edge

@BBCSport
Manchester
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) Apple Software Update

Twitter W Wolld.gf Tank... A : OneNote

Canen Inkjet Print Utility

Canon MG3200 series

o o m B8 ®

If you'd like to add more apps, just drag them into the folder directly. No need to repeat the
above steps, as the folder has already been created.
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Chapter 4. The Taskbar

Prevent the Taskbar From Being Moved

The taskbar is the home of all your tasks. It lets you know what’s running as well as
system time, sound options, the Wi-Fi signal strength, and the Start button. While it does
its job perfectly well, you can opt to change where the taskbar sits. Some people like it
where it sits, however, and don’t want to change its location. If this is you, follow these
steps so you can avoid moving it around by accident.

First, right click the taskbar. Make sure you're right-clicking an empty space and not on an
icon or the Start button.

Toolbars

Cortana
Show Task View button
Show Windows Ink Workspace button

Show touch keyboard button

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop
Task Manager

Lock the taskbar

£X Settings

Click Lock the Taskbar.
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Show the desktop

Task Manager

Lock the taskbar

{X Settings

Now if you try to change the location of the taskbar, it will stay stuck where it currently is.
It's very useful if you like its current location and don’t want it accidentally moving.
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Change Location of Taskbar

What if you don’t like the current location of the taskbar? Thankfully, it's very easy to
change that as well. First, ensure that the taskbar is not already locked. You can check
whether it's locked or not using the instructions in Chapter 4.1. When you're sure it's
unlocked, follow these steps:

First, find an empty area of the taskbar. Click and hold the left mouse button on that spot.

Then, with the mouse button still held down, direct your cursor toward an edge of the
screen. You'll notice that the taskbar will follow you to the edge you're closest to.

When you're happy with the location dictated by your cursor, release the left mouse
button. The taskbar will stay in the location where you let go of the mouse button.

If you don’t want to perform this trick by accident in the future, you can lock the taskbar by
using the technique described in Chapter 4.1.
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Hide The Taskbar

If even a locked, correctly-positioned taskbar is too problematic for you, you can make it
so it hides when you’re not using it. To do this, right click on an empty space on the
taskbar, making sure you’re not right-clicking the Start button, software on the taskbar, or
any of the icons. Then click Settings.

Toolbars

Cortana
Show Task View button
Show Windows Ink Workspace button

" Show touch keyboard button

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop

Task Manager

Lock the taskbar

41X Settings

3

In the window that appears, turn on the option that reads “Automatically hide the taskbar in
desktop mode”. If you use tablet mode and want it to hide as well, feel free to turn that

option on tool.
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Settings

& Home Taskbar
Find a setting jel l Lock the taskbar
@) off
Personalization
Automatically hide the taskbar in desktop mode
P Background @ on
Colors Automatically hide the taskbar in tablet mode
@ off
8 Lock screen
Use small taskbar buttons
=# Themes @ off

Use Peek to preview the desktop when you move your mouse to
the Show desktop button at the end of the taskbar

I B Taskbar @ Off

Replace Command Prompt with Windows PowerShell in the menu
when | right-click the start button or press Windows key+X

@D off

Show badges on taskbar buttons

@ on

0
o

Start

o
il

The taskbar will now slide away when you're not using it. To make it appear again, just
hover your cursor where the taskbar ‘should’ be and it will reappear.
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Combine and Uncombine Icons

By default, the taskbar will show open applications and windows as small boxes. If you
want, you can change this so they show as bars instead. The benefit of this is that the box
will also include detail as to what is in each window. This can be handy if your taskbar
becomes cluttered with multiple identical icons, and you want to identify what each one
contains from a brief glance.

If this sounds like something you'd like, it's easy to set up. Right-click on the toolbar,
making sure you're not right-clicking on an icon or the Start button. Then click Settings.

Toolbars

Cortana
Show Task View button
Show Windows Ink Workspace button

" Show touch keyboard button

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop
Task Manager

Lock the taskbar

{X Settings

3

In this new window, scroll down until you see a drop-down box called “Combine taskbar
buttons”. Click on the drop-down to see its options.
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Settings
@ off

Use Peek to preview the desktop when you move your mouse to
the Show desktop button at the end of the taskbar

@D off

Replace Command Prompt with Windows PowerShell in the menu
when [ right-click the start button or press Windows key+X

%% Home

Find a setting P l

Personalization

B Background

@ off

Colars Show badges on taskbar buttons
0]

Cd Lock screen Q n

Taskbar location on screen
Z Themes T

‘ Bottom e
65 Start

Combine taskbar buttons

I &= Taskbar Always, hide labels

When taskbar is full

Never

elect which Icons appear on the taskbar

Turn system icons on or off

These options are as follows:
Always, hide labels: will always make icons appear on the taskbar as single boxes.

Never: will always make icons long boxes with some textual context of what each window
is.

When taskbar is full: this is identical to the “Never” option, but when the taskbar fills up, it
will swap to boxes instead.

Select the option you’'d like, and the taskbar will automatically match what you've clicked.
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Customise Color and Transparency (Creator’s Update)

Along with the above steps, you can also change the taskbar’s color and transparency. If
you have a color theme already set up and are annoyed the taskbar hasn’t followed suit, or
you’d just like a change in scenery, follow these steps.

First, click on Start, then the Settings cog.
Next, click on Personalization.

On the left click Colours. We touch upon this area in chapter 2.2 where we use the color
picker to change the desktop’s color scheme. This time, however, we’ll be focusing on the
taskbar. If you want to apply colour changes to the taskbar, simply scroll down to where it
says “Show accent colour on the following surfaces and tick the box that reads Start,
taskbar and action center.
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Settings o O X

B e Colours

Find a setting 2|

More options

Personalisation Transparency effects

@ on

Background

I il Show the accent colour on the following surfaces

m Start, taskbar and action centre

8 Lock screen
I:l Title bars
2 Themes
Choose your default app mode
&5 Start
(® Light
& Taskbar o Dark

Any colors selected will now show up on the taskbar. For instance, if we click this box with
a strong yellow colour selected, you can see the stark difference between an uncoloured
and coloured taskbar.
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& Settings = a X

% Home Colours
I .

Find a setting £

Windnwis colours

Yellow gold
Personalisation .......
Background " .......
ERTENEEN
Lock screen ........
Themes -.......
% Start ........

&= Taskbar

5]

&

+ Custom colour

You can also turn transparency on or off here. If you have windows underneath the
taskbar, transparency will allow you to see it through the bar. Turn this on or off as you see
fit.

&« Settings = O X

& Home Colours

Find a setting e

Custom colour
==

Personalisation
More options

Bd Background
Transparency effects

%On

La Lock screen i
8 Show the accent colour on the following surfaces

Z Themes ~ Start, taskbar and action centre

B0 Ciart I:I Title bars
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Chapter 5. Power Options and Screen Savers

Change Power Plan

To change how your machine uses its power, you can visit the Power Options screen to
modify settings. This is particularly good for laptop users who may want their laptop to
automatically go into a lower power state when they unplug the laptop from the mains.

To access this Power Options screen, press Start, then Settings.

Camera

Candy Crush Soda Saga
New

Canon Inkjet Print Utility
Canon MG3200 series
Canon Utilities

Connect

lﬁ\sk me anything

From here click System.
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=

System
Display, natifications, apps,
power

N
b

L
R

Time & language
Speech, region, date

Windows Settings

o

Devices
Bluetooth, printers, mouse

L
15
LY 4
-
Ease of Access
Narrator, magnifier, high
contrast

©

Network & Internet
Wi-Fi, airplane mode, VPN

-

Privacy
Location, camera

2

Accounts
Your accounts, email, sync,
waork, family

Z

Personalization
Background, lock screen,
colors

N
K/
Update & security

Windows Update, recovery,
backup

Then, on the left side, click “Power & Sleep”.

Settings

%% Home

| Find a setting

a

Screen

On battery power, turn off after

System

L Display

Apps & features

4l

Default apps
Notifications & actions
Power & sleep}
Battery

Storage

M4 offline maps

Tablet mode

I Multitasking

| 5 minutes

~ |

When plugged in, turn off after

| 10 minutes

> |

Sleep

On hattery power, PC goes to sleep after

| 15 minutes

v |

When plugged in, PC goes to sleep after

| 30 minutes ~ |

Related settings

Additional power settings

On this screen click “Additional power settings”.
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\,‘.f Power Options

1+ \.-.f * Control Panel * All Control Panel ltems * Power Options

File Edit View Tools Help

Control Panel Home ;
Choose or customize a power plan

Choose what the power A power plan is a collection of hardware and system settings (like display brightness, sleep, etc.) that
buttons do manages haw your computer uses power. Tell me more about power plans
Choose what closing the lid Plans shown on the battery meter
does
@ Dell Change plan settings

Create a power plan . . .
B : Automatically balances performance with energy consumption on capable hardware.

L. Choose when to turn off the

display () Power saver Change plan settings
\9 Change when the computer Saves energy by reducing your computer’s performance where possible.

sleeps
kd Dell Power Manager Lite Show additional plans

Here you can see all the different plans your machine can use in different situations.
Windows will come with some preset power plans, and sometimes your machine will have
some power plans included by your computer manufacturer.

If you want to change the plan, simply click the radio button on the plan you’d like to use. If
you’d like to edit the finer details of the plan you’re using, click “Change plan settings” on
the left to view the options you can toggle.
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Customize What the Power Button and Closing Laptop Lid Does

It may seem odd to learn that you can customize what happens when you press the
physical power button on your machine. It feels like the power button only shuts off the
computer, and that’s all it can do. While holding down the power button for a few seconds
will cause a computer to shut off its power, you can customize what happens when you
simply press it.

You can also change what your computer does when you close the lid on the laptop, but
this is only really useful for those who own a laptop specifically. If you own a desktop PC,
this option won’t be helpful whatsoever.

To set these options, first right-click the Start button and click Control Panel.

Command Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

Run

Shut down or sign out

Desktop

If you use Category View for Control Panel, first click System and Security, and then
Power Options.
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Adjust your computer's settings

System and Secu r@(
atus

Review your computer's

Save backup copies of your files with File History
Backup and Restore (Windows 7)

Find and fix problems

Network and Internet
\ View network status and tasks
Choose homegroup and sharing options

Hardware and Sound
4 View devices and printers
Add a device
Adjust commonly used mobility settings

Programs
[*l" Uninstall a program

View by: Cat

User Accounts
!;’ Change account type

Appearance and Personalization
Change the theme

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

@& System and Security

« v 4 W > Control Panel * System and Security

File Edit View Tools Help

Conttrol Panel H : ;
Sl Ll Security and Maintenance

o System and Security Review your computer's status and resolve issues
Troubleshoot commeon computer problems
Network and Internet

Hardware and Sound Windows Firewall

Programs

System

User Accounts

o & ¢

Appearance and

e See the name of this computer
Personalisation

Clock, Language and Region Power Ogtior‘lﬁi

-

Ease of Access

File History

Save backup copies of your files with File History

Yy

< Change User Account Control settings

Check firewall status  Allow an app through Windows Firewall

View amount of RAM and processor speed E;Allow remote access  Launch remote assistance

Change battery seﬁlgs Change what the power buttons do ~ Change when the computer sleeps

Restore your files with File History

}_fi. Back up and Restore (Windows 7)
“%”  Back up and Restore (Windows 7)  Restore files from backup

.
I

# Storage Spaces
Manage Storage Spaces

Work Folders
Manage Work Folders

a @

If you use Small or Large icon view, just find and click on Power Options.
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S All Control Panel Items

File Edit View Tools Help

Adjust your computer's settings

Fonts

Infrared

Internet Options

4 (‘nn >

Maouse

\

."‘" Phone and Modem
‘_L; Region
E§ Speech Recognition

‘ Tablet PC Settings

Ea Windows Defender

& = ~ 4 [ > Control Panel * All Control Panel Items *

Free Fall Data Protection

Intel® HD Graphics

Keyboard

Network and Sharing
Center

Power Options
[y
RemoteApp and Desktop

Connections

Storage Spaces

Taskbar and Mavigation

Windows Firewall

%

FEEECIE NN X))

HomeGroup

Intel® PROSet/Wireless
Tools

i
Language (}
Pen and Touch Eg
Programs and Features a
Security and Maintenance )
Sync Center %

£,

Windows Mobility Center g

Troubleshooting

v 0  Search Control Panel

View by: Large icons -
Indexing Optians

Intel® Rapid Storage
Technology

Mail (Microsoft Outlook
2016) (32-bit)

Personalization

Recovery

Sound

System

User Accounts

Work Folders

™ Computer

On the left you'll see two settings you can click on:

* Choose what the power buttons do
* Choose what closing the lid does.

They both go to the same window, so click either one.

& Power Options

File Edit View Tools Help

iControl Panel Home!

Choose whakthe power
ol
buttons do ™

Choose what closing the lid
does

Create a power plan

L. Choose when to turn off the
display

\9 Change when the computer
sleeps

kd Dell Power Manager Lite

« = v 5 \,j’ * Control Panel * All Control Panel Items * Power Options

Choose or customize a power plan

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 about power plans

Plans shown on the battery meter

@ Dell

Change plan settings

Automatically balances performance with energy consumption on capable hardware.

() Power saver

Change plan settings

Saves energy by reducing your computer's performance where possible.

Hide additional plans

(O Balanced (recommended)

Change plan settings

Automatically balances performance with energy consumption on capable hardware.

(O High performance

Favors performance, but may use more energy.

Change plan settings

Here you can select what you want your computer to do when certain buttons are pressed.

Your settings may look different if you don’t have a lid or a sleep button.
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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.

G Change settings that are currently unavailable

Power and sleep buttons and lid settings

j On battery ,-" Plugged in
@ When | press the power button:  Sleep v Sleep o
@ When | press the sleep button: Sleep ~  Sleep b
% When | close the lid: Sleep v Sleep 7

Shutdown settings

Turn on fast startup (recommended)
This helps start your PC faster after shutdown. Restart isn't affected. Learn More

Sleep
Show in Power menu.

Hibernate

Simply click the drop-down menu for each button you want to change and select what
you’d prefer it to do. Remember that you can set an option for both when the laptop is
plugged in and when it’s running on battery power.
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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.

G Change settings that are currently unavailable

Power and sleep buttons and lid settings

@ When | press the power button:

@ When | press the sleep button:
’(9 When | close the lid:

Shutdown settings

Turn on fast startup (recommended)

j On battery

Sleep

Do nothing
Sleep
Hibernate
Shut down

,-’ Plugged in
Sleep ¥

Sleep >

Turn off the display . Sleep ~

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

Sleep
Show in Power menu.

Hibernate
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Set and Change the Screen Saver

If you're interested in customising your screen saver, it's easy to find the settings and set
them to your needs. In order to do this we first need to access the Control Panel. Do this
by right clicking the Start button, then clicking Control Panel.

Command Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

Run

Shut down or sign out

Desktop

If you use Category View, first click on “Appearance and Personalization”, and then
Personalization.

Adjust your computer's settings View by: Category -

System and Security
Review your computer’s status

User Accounts

4

-\;Change account type
Save backup copies of your files with File History

Backup and Restore (Windows 7)

Appearance and Perspnalization

Find and fix problems Change the theme N

Network and Internet
View network status and tasks

Clock, Language, and Region
Add a language

P

Choose homegroup and sharing options Change input methods

. f’, Hardware and Sound Change date, time, or number formats
%1 View devices and printers Ease of Access
Add a device

Let Windows suggest settings

®

Adjust commonly used mobility settings Optimize visual display

~. Programs
[al Uninstall a program

94



h PersonaIiza’[iorﬁlj

Change the theme ™ Change sound effects =~ Change screen saver

h Display

Make text and other items larger or smaller

Taskbar and Navigation

Navigation properties

T
@; Ease of Access Center

Accommodate low vision ' Use screen reader ' Turn on easy access keys ~ Turn High Contrast on or off

File Explorer Options
Specify single- or double-click to open ' Show hidden files and folders

ses

Fonts
A Preview, delete, or show and hide fonts ' Change Font Settings = Adjust ClearType text

If you use Large or Small icon view, click on Personalization.

[=8 All Control Panel Items = [m}
= ~ /4~ EH * Control Panel * All Control Panel ltems * v 0  Search Control Panel

File Edit View Tools Help

Adjust your computer's settings View by: Large icons -

Yt, Back up and Restore

A inistrati 1 a
- Administrative Tools .0 AutoPlay é_)i’ (Windows 7) Colour Management

{EF Credential Manager Date and Time b Default Programs Dell Audio

Dell Power Manager Lite .# Device Manager > Devices and Printers Display

Ease of Access Centre * File Explorer Options File History Flash Player (32-bit)

Fonts Free Fall Data Protection HomeGroup Indexing Options

Intel® PROSet/Wireless Intel® Rapid Storage

% > @ K

U ASOOPHNT B &

“
%
Infrared E Intel® HD Graphics @ Tools Tochrolgy
Mail (Mi look
“.h Internet Options . Keyboard * Language 205‘1‘65“(‘13“;3;& o
ma  Network and Sharing ST
«» Mouse I._’ Cantre / Pen and Touch P_e_rﬂal\iﬂ_or‘;ﬂa
f?" Phone and Modem \,’ Power Options E:j'-' Programs and Features Recovery
R teA d Deskt i
9 Region *‘ SR A e b od Security and Maintenance 39 Sound

Connections

Then, click Screen Saver at the bottom right.
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B Screen Saver Settings
Screen Saver
L83
- ~ 4 & » Control Panel » All Control Panel v O Ssearch Control Panel »p

File Edit View Tools Help

Control Panel Home

Change the vi

Change desktop icons Click a theme to ch
Change mouse pointers ﬁ ~
ﬁ\ |
My Them Screen saver
(Mene) Setting Preview ,
Get more themes online
Windows Defaul : [ — X n
= []on resume, display logon screen
Power management
Conserve energy or maximize performance by adjusting display
brightness and other power settings.
Change power settings
Windows v

See als OK Cancel Apply i) } 3 |
Display h r] h’\»% L‘@

Taskb: d Navigati
asbar and g auan Desktop Background Color Sounds Screen Saver

Ease of Access Center

Harmaony Color 3 Windows Default Mone

0 items ™= Computer

On this screen, you can select a screen saver you'd like to use, change its settings (such
as adding text to specific screen savers), and set a timer for when the screen saver will
turn on.
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Chapter 6. Lock Screen and Screen Timeout

Accessing the Lock Screen Options

All of the instructions that are included within this chapter make use of the Lock Screen
options page. To avoid unnecessary repetition, here are the instructions for accessing the
page. From this window you’ll be able to follow all the instructions within this chapter.

To access the options, click Start, then the Settings cog on the left.

Camera

Candy Crush Soda Saga
New

Canon Inkjet Print Utility
Canon MG3200 series
Canon Utilities

Connect

lﬁ\sk me anything

Here click Personalization.
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Settings

Windows Settings

System Devices
Display, notifications, apps, Bluetooth, printers, mouse
power
() e |
M ! 4=

A? Moo

Time & language
Speech, region, date

Ease of Access
Narrator, magnifier, high

contrast

&

Network & Internet
Wi-Fi, airplane mode, VPN

&

Privacy

Location, camera

Z

Personalization
Background, logk screen,

colors™®

Update & security
Windows Update, recovery,

backup

K

Accounts
Your accounts, email, sync,
work, family

Click Lock Screen on the left.

Settings

53’:3 Home

| Find a setting re |

Personalization

B Background

Colors
I Cd  Lock screen
# Themes
B8  Start
= Taskbar

Preview

Background

Windows spotlight

Choose an app to show detailed status

X

Now you’re ready to follow the instructions mentioned within this chapter.
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Change Screen Timeout and Sleep Timers

You may have noticed that if you leave your computer alone for a period of time, it
automatically turns the screen off. Sometimes, if you leave it for long enough, the
computer will go into a sleep mode and will take a little while to resume operations again.

These are both good ways to save power, but you may want to alter the time at which they
turn off. Perhaps you want the timers to be shorter or longer, or perhaps you want to turn
off the timers altogether so your computer never goes into sleep mode automatically.

To change these timers, first access the Lock Screen settings as mentioned in Chapter
6.1. Then, find the option for “Screen timeout settings” near the bottom of this window and
click it.

Choose an app to show detailed status

X

Choose apps to show quick status

X X + 4+ + + o+

Show lock screen background picture on the sign-in screen

@ o

Cortana lock screen settings

Screen timeout settiq@s
I

Screen saver settings

This will take you to a new screen where you can change when the screen turns off and
when the computer goes into sleep mode. Click the drop-down menus for each setting to
change them. If you want to turn them off altogether, click “Never” at the very bottom of the
list.
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Sleep

Nin hattAarms mAvnAr DC """"‘: to Sleep after

25 minutes

30 minutes

45 minutes to sleep after
1 hour

2 hours

3 hours

4 hours

100




Set an Automatic Lock Screen After Screensaver

If you’re worried about people using your computer when you've left it unattended, you can
set up Windows so that it automatically locks the computer after a screensaver has been
interrupted. This means that anyone trying to use your PC while you're away will have to
use your password to access your computer.

To set an automatic lock screen, first access the options by following the instructions
mentioned in Chapter 6.1 Then, scroll down to the very bottom of this screen. You'll find an
option called Screen saver settings. Click this.

Show lock screen background picture on the sign-in screen

@ on

Cortana lock screen settings

Screen timeout settings

Screen saver settings

Here check the box for “On resume, display logon screen”.
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B Screen Saver Settings

ke

-  Screen Saver

Preview

brightness and other power settings.

Chance power settings

OK

Now, after a screensaver is interrupted, Windows will ask for login credentials.
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Screen saver
(None) ¥ Settings...
Wait; - minutes [~ Qn resume, display logon screen
g
2 Power management

Conserve energy or maximize performance by adjusting display

Cancel

Apply
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Set an Automatic Lock Screen After Sleep Mode

As well as after a screensaver, you can turn on the option to have the computer display
the lock screen after the computer has gone into sleep mode.

To activate this option, click on Start, then the Settings cog on the left.

Camera

Candy Crush Soda Saga

New

Settings (&= Canon Inkjet Print Utility

l Canon MG3200 series

ﬁgk

l Canon Utilities

D,'TJ Connect

lﬁ\sk me anything

Click on Accounts.

Settings — O X

Windows Settings

= ® v A

System Devices Network & Internet Personalization Accounts
Display, notifications, apps Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen Your accounts, email, sync
power colors work, family
Q) 1 N
7
AF - K
Time & language Ease of Access Privacy Update & security
Speech, region, date Narrator, magnifier, high Location, camera Windows Update, recovery
contrast backup
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Click Sign-In Options on the left.

Settings

€ Home Require sign-in

©

Find a setting

If you've been away, when should Windows require you to sign in again?
When PC wakes up from sleep

Accounts

A= Your info _— .
< Windows Hello

B Email & app accounts

Sign in to Windows, apps and services by teaching Windows to recognize you.
€, Sign-in options N

Windows Hello isn't available on this device.

B2 Access work or school

See how it works and find compatible devices.
A, Family & other people
- _ Q, Password
x_ Syncyour settings

Change your account password

Change

Here look for the category called “Require sign-in” In the drop-down box under this
category, set it to “When PC wakes up from sleep”.

Require sign-in
Never Windows require you to sign in again?

When PC wakes up from sleepj.
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Show App Status on Lock Screen

Lock screens don’t just keep trespassers out. You can also change the lock screen to
display app information, such as new mail or the weather forecast, so you can get vital
information from a quick glance at the lock screen.

First, access the Lock Screen window as mentioned in Chapter 6.1. Near the middle of this
page you'll find several app-based options to pick and choose from.

This includes Windows and Cortana giving you tips, selecting an app to give detailed
status, and choosing several apps to give quick and simple statuses. This is very useful if
you want to check mail or instant messages without unlocking the machine.

@ Home

| Find a setting

Bd  Background

&) Colors

I 8 Lock screen
#  Themes

Weather
9 Start

= Taskbar LR
Messaging

Skype Preview
Alarms & Clack

@{microsoftwindowscommunicationsapps_17.7369.40797.0_x64_ Bwekyb3dabbwe?ms-resource://microsoftwindowscommunicationsapps/hxcommintl/AppManifest_CalendarDesktop_DisplayName]

@{microsoft.windowscommunicationsapps_17.7369.40757 0_x64__Bwekyb3ddbbwe?ms-resource://microsoftwindowscommunicationsapps/hxcommintl/AppManifest_MailDesktop_DisplayName}

o

Store

£
L
[l
[
a
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Set Lock Screen Image or Slideshow

You can also change the picture shown on the lock screen or even set it up so that it goes
through a gallery of pictures. This means your computer will carry your identity even while
it's locked up tight.

First, access the Lock Screen window by following the instructions mentioned in Chapter
6.1. At the top of this window you’ll see the drop-down option called Background. From this
you can select if you want a standard picture, a slideshow, or what'’s called “Windows
Spotlight.”

Preview

Thursday, October 27

Background
Windows spotlight
2.

Picture

Slideshow

X

Picture allows you to choose from a range of pictures or browse for your own. Slideshow
will ask you to select a folder of images on your PC, and it will cycle through the images
within that folder. Windows Spotlight will feature a new set of images every day directly
from Windows. Pick the option you’d like to see, and it'll start displaying on your lock
screen.

Adding Dynamic Lock (Creator’s Update)

Dynamic Lock is a new feature within the Creator’'s Update that allows you to lock a PC via
Bluetooth. The idea is that you pair your phone or device with the computer before
activating Dynamic Lock. Afterward, should your phone leave the Bluetooth range
(perhaps because you've left to go to the store and took your phone), Windows waits for
thirty seconds before automatically locking your computer. This is especially good if you're
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always forgetting to lock your computer when you leave the house or office.

To add a dynamic lock, first ensure both your computer and your device have Bluetooth
enabled. Once done, pair your device with the computer. Consult your phone’s
manufacturer’s manual on how to do this on your phone. As for your PC, click Start, then
click the Settings cog.

Click Devices.

Settings

E

System

power

a

Accounts

work, family

Display, notifications,

Your accounts, email, sync,

Windows Settings

Devizes

Bluetooth, printers, mouse

L
e
Time & language
Speech, region, date

&

Network & Internet
WiFi, flight mode, VPN

&

Gaming
Game bar, DVR,

broadcasting, Game Mode

v

Personalisation
Background, lock screen,

colours

-~
1
7
T
Ease of Access

Narrator, magnifier, high
contrast

Go to “Bluetooth and Other Devices” and toggle Bluetooth on.
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Settings

£

Home

Bluetooth & other devices

F:n': a

setting

+ Add Bluetooth or other device

| =

=

Devices

Bluetooth & other devices

Printers & scanners

Mouse

Touchpad

Typing

Bluetooth

-?%On

Now discoverable as "DESKTOP-NLEDADC"

Other devices
ARIANA:

Not connected

Galaxy S6
Paired

Click the + symbol next to Add Bluetooth or other device.

- Settings

82 Home

Find a setting
g

Devices

I Bluetooth & other devices
Eh  Printers & scanners
0 Mouse

B  Touchpad

Click Bluetooth.

Bluetooth & other devices

+ Add Bluetooth or other device
h‘

Bluetooth

@ on

Now discoverable as “DESKTOP-NLEDADC"
Other devices

ARIANA:
Not connected
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Add a device
Add a device

Choose the kind of device that you want to add.

)B Bluetooth
Mice, keyboards, pens or ciher kinds of Bluetooth device

Wireless display or dock

Wireless monitors, TVs or PCs that use Miracast or wireless docks

Everything else
DLNA, DIAL, POS and more

Windows will begin looking for the device. Once found, it'll show up on the list.

Add a device

Add a device

Make sure that your device is turned on and discoverable. Select a device
below to connect.

D Galaxy S6

Click on the device to pair it. Windows may show you a PIN number and asks you if your
phone is showing the same number. If they both are, hit Connect on both devices.
Windows will then confirm the pairing.




Add a device

Your device is ready to go!

Galaxy S6

Paired

Once paired, go back to the main Settings screen. Click Accounts.

Click Sign-In options on the left, then scroll down to Dynamic Lock and tick the box that
reads “Allow Windows to detect when you're away and automatically lock the device”.

Settings

% Home Sign-in options
r Add
Find a setting je.
Accounts Dynamic lock
A= Your info Windows can use devices that are paired to your PC to know when
you're away.

= Email & app accounts
d Allow Windows to detect when you're away and automatically

I Q Sign-in options lock the device

B Access work or school Learn more

(e} - a A

Now, whenever you leave the computer with your phone, it'll automatically lock the
computer within 30 seconds of it leaving Bluetooth range.

110



Chapter 7. App Settings

Set Default Apps for Files

You may have noticed that when you open a file, such as a word document or music,
Windows 10 will open the file automatically using software either it has chosen or that you
have selected in the past. This can be infuriating, as if you’ve downloaded and installed
new software to handle those files, sometimes Windows 10 won’t use it and opt to
continue using the old software.

This is because Windows has set the old software as its “default app” for that specific file
type. As long as Windows believes the old software is the default one to use, it will
automatically keep using it unless you specifically use an ‘Open With..." command on the
right-click menu. Thankfully, we can change what Windows believes is a default app
ourselves, so we can select which app we want to open with which files.

The first way is by accessing the Control Panel. Right-click the Start button, then click
Control Panel.

Command Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

Run

Shut down or sign out

Desktop

If you're using Category View, click Programs, then Default Programs.
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Adjust your computer's settings View by: Category -

System and Security 1 User Accounts
Review your computer's status Q; Change account type
Save backup copies of your files with File History

Backup and Restore (Windows 7) Appearance and Personalization

Find and fix problems Change the theme

Network and Internet
\ View network status and tasks

Clock, Language, and Region
Add a language

Choose homegroup and sharing options Change input methods

] Hardware and Sound Change date, time, or number formats
4

% View devices and printers Ease of Access
Add a device

Let Windows suggest settings

Adjust commonly used mobility settings Optimize visual display

Prograr_rjs

s
(*JJ Uninstall a\@;mgram

{j] Programs
- v /& 4] » Control Panel » Programs

File Edit View Tools Help

Control Panel H
ontrotFanet Home Programs and Features

[‘] Uninstall a program !;Tum Windows features on or off ~ View installed updates

System and Security ) ) ; 4
Run programs made for previous versions of Windows  How to install a program

Network and Internet
Default Programs

Hardware and Sound
Change default settiﬁ-;l for media or devices ' Make a file type always open in a specific program

&

. P
Lt Lt Set your default programs
User Accounts

Appearance and
Persanalization

Clock, Language, and Region

Ease of Access

If you’re using Large or Small Icons View, click Default Programs.

112



[5 All Control Panel ltems =5 o b
~ v 4 EH * Control Panel * All Control Panel Items * v O  Search Control Panel »p
File Edit View Tools Help
Adjust your computer's settings View by: Large icons -
~
AT !

£~ Administrative Tools Hl "’ AutoPlay 2 mﬁﬁ;giz?fesmre ;'f.a Color Management

@l Credential Manager % Date and Time Default Programs b Dell Audio ‘
Z ger [ roun & |
u Dell Power Manager Lite .-,", Device Manager F> Devices and Printers :! Display |
@ Ease of Access Center File Explorer Options ¢ File History Flash Player (32-bit) |

A Fonts Free Fall Data Protection .‘ HomeGroup ‘_// Indexing Options
= ; Intel® PROSet/Wireless Intel® Rapid Storage
; ® @ ’

_f Infrared Intel® HD Graphics Tools @ Tachnology

[ E s Mail (Mi f

P Internet Options <. Keyboard E Language (} ;AOTIIL;TSISZSI?) Hmilonk

e Mouse g‘ Ele'::;firk sl / Pen and Touch % Personalization

e =
""‘ Phone and Modem \, Power Options (?j“ Programs and Features & Recovery
R ted d Deskt >
q Region ‘:‘ rinjﬁfian e3ap $ Security and Maintenance 2) Sound v
™ Computer

You'll be presented with the following screen.

LS

Choose the programs that Windows uses by default

.(; Set your default programs

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

Associate a file type or protocol with a program

Make a file type or protocol always open in a specific program.

- Change AutoPlay settings

Play CDs or other media automatically

| Set program access and computer defaults

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

Here you have two routes. Set your default programs allows you to select software from a
list, then either set it as the default option for all the file types it supports or pick the file

types individually.
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B | Set Default Programs
« v A B} » Control Panel > All Control Panel ltems * Default Programs * Set Default Programs

File Edit View Tools Help

Set your default programs

To set a program as the default for all file types and protocols it can open, click the program and then click Set as default.

Programs - o @ Access 2016

-BD Builder Microsoft Corporation
@ http://office.microsoft.com

nAdobe Acrobat Reader DC Build a professional app quickly to manage data.
@Alarms & Clock

EApp Installer

_® Camera
%Candy Crush Soda Saga
EConnect
EContact Support
[.]Cortana
Eexcel 2016
NFeedback Hub
1 File Explorer
@ Firefox
mGet Office

Get Started
EGroove Music
& Internet Explorer
() iTunes
[EAmaps
DMessag'\ng
nMicrosoﬂ account
@Microsoﬂ Edge

ﬂMicroso& family features This program has all its defaults
T . L L [T

Associate a file type or protocol with a program instead shows you a list of file extensions
and allows you to set what program opens those specific files.
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Set Associations

File Edit View Tools Help

Mo extension or protocol selected

Name

Extensions
386

= .3g2

= 3gp

Aap2

3gpp
g EN

a

n|& n

aa

|® aac

o .aax
Cac3

8 accda

acedb

3 .accde

o o
o

! acede
.accdr
.accdt
.accdu

o oo oo

accdw
.accft
acl
. .acrobatsecuritysettings
.ade
.adn
adp
.adt
adts

@nnn

@

Associate a file type or protocol with a specific program

a8

Description

Virtual device driver

352 File

3GP File

3GPP2 Audio/Video

3GPP File

3D Objact

A File

Audible Audio

AAC File

Audible Audio

AC3 File

Microsoft Access Add-in

Microsoft Access Database

Microsoft Access Signed Package
Microsoft Access ACCDE Database
Microsoft Access Runtime Application
Microsoft Access Template

Microsoft Access Add-in Data
Microsoft Access Web Application
Microsoft Access Template
AutoCorrect List File

Adobe Acrabat Security Settings Document
Microsoft Access Project Extension
Microsoft Access Blank Project Template
Microsoft Access Project

ADT File

ADNTS Fila

L v 4 i » Control Panel * All Control Panel Items * Default Programs * Set Associations

Click on an extension to view the program that currently opens it by default. To change the default program, click Change program.

Current Default

Unknown application
Movies & TV

Movies & TV
Windows Media Player
Movies & TV

3D Builder

Unknown application
iTunes

Groove Music

iTunes

Unknown application
Access 2016

Access 2016

Access 2016

Access 2016

Access 2016

Access 2016

Access 2016

Access 2016
Unknown application
Unknown application
Adobe Acrobat Reader DC
Access 2016

Access 2016

Access 2016

Graoove Music
Groove Music

The second way of changing the default apps is via the Settings menu. Open the Start
menu and click the Settings cog on the left.
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Camera

Candy Crush Soda Saga

New

Settings =

Canon Inkjet Print Utility

Canon MG3200 series

@k

l Canon Utilities

D’TJ Connect

Then click on System.

Windows Settings

=

L 2|
f 4
e
Ease of Access
Narrator, magnifier, high
contrast

Time & language

Speech, region, date

System Devices
Display, notifications, apps Bluetooth, printers, mouse
power

©

Network & Internet

Wi-Fi, airplane mode, VPN

-

Privacy
Location, camera

v

Personalization
Background, lock screen,

colors

Update & security
Windows Update, recovery,

backup

L

Accounts

te

Your accounts,

On the left click Default Apps.
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Settings

5 Home Choose default apps
Find a setting 0 Email
System o Choose a default
& Display
Maps
i Apps & features
9 Maps
i= Default apps i
I N
L] Notifications & actions Music player
" Power & sleep Groove Music

3 Battery

Photo viewer

E Photos

= Storage

M Offline maps

Here you can click on the different categories and set what programs you’d like to control
what kind of media and files.
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Change Which Drive New Files Are Saved To

When downloading certain file types, you may want to have them saved to a different drive
than the one Windows 10 is currently on. For example, you may have a secondary hard
drive where you'd prefer data to go, or you may want to save things to a memory stick. If
you want to change the default drive for files, it can be done very easily.

First, go to the Start menu and click the Settings cog on the left.

Camera

Candy Crush Soda Saga
New

Canon Inkjet Print Utility
Canon MG3200 series
Canon Utilities

Connect

Then, click System.
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=

System
Display, notifications, apps,
power

N
b

L
R

Time & language
Speech, region, date

Windows Settings

Devices
Bluetooth, printers, mouse

2
=i
\ 7
T
Ease of Access
Narrator, magnifier, high
contrast

©

Network & Internet
Wi-Fi, airplane mode, VPN

-

Privacy
Location, camera

2

Accounts
Your accounts, email, sync
work, family

Z

Personalization
Background, lock screen,
colors

N
K/
Update & security

Windows Update, recovery,
backup

Click on Storage on the left.

Settings

% Home Storage
| Find a setting pe | Choose a drive to see what's taking up space.
System um This PC (C)
- 58.8 GB used out of 931 GB
1 Display . =
= Appsiratures Save locations
i Default apps

Change where your apps, documents, music, pictures and videos
are saved by default.

il

Notifications & actions

New apps will save to:

O Power & sleep This PC (C) v
3 Battery
New documents will save to:
| = Storage » This PC (C)
M Offline maps New music will save to:

J' | mispc () v_]

L& Tablet mode

You can see how much you have left on your computer and can change the drive specific
file types are saved on. Set them to the drive you want them to be saved on.

119



Uninstall Software

While downloading and installing software is a great way to use your computer at its
absolute best, sometimes you tired of a piece of software. Perhaps the software came pre-
installed on the computer and you want to get rid of it. If you're interested in removing
software already installed, just follow these steps.

Right click the Start button, then click Control Panel.

Command Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

Run

Shut down or sign out

Desktop

In Category view, click “Uninstall a program”.
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Adjust your computer's settings View by: Category -

Review your computer's status

System and Security User Accounts
a !;Change account type

Save backup copies of your files with File History

Backup and Restore (Windows 7) =2z Appearance and Personalization
Find and fix problems | Change the theme

-

‘ Clock, Language, and Region

\‘ Network and Internet
Add a language

View network status and tasks

Choose homegroup and sharing options Change input methods

/ Hardware and Sound Change date, time, or number formats
4

¢
% View devices and printers Ease of Access
Add a device @ Let Windows suggest settings

Adjust commonly used mobility settings Optimize visual display

Programs

S
[‘I Uninstall a program
S

In Large or Small Icons view, click “Programs and Features”.

8 All Control Panel Items. - a x

=» ~ 4 EH » Control Panel > All Control Panel ltems v U  Search Control Panel P

File Edit View Tools Help

Adjust your computer's settings Viewby: Large icons -
i s 2 Y&, Back up and Restore
L 1 e a
£=  Administrative Tools F o AutoPlay > (Windows 7) Q Colour Management
ii’ Credential Manager Date and Time _b Default Programs @ Dell Audio
u Dell Power Manager Lite .-.‘J Device Manager 5> Devices and Printers E'] Display
@ Ease of Access Centre * File Explorer Options ¢ File History Pl Flash Player (32-bit)
A Fonts t Free Fall Data Protection 0‘ HomeGroup ‘,]/, Indexing Options
GE i Intel® PROSet/Wirel - Intel® Rapid St
_j? Infrared ‘ Intel® HD Graphics @ Tr;js Gl @ Tll-;noloa:_:;l:; ofage
“ Internet Options . Keyboard & Language (@ ;:;I:sgtqalgfigﬂ sty
mm  Network and Sharing i s
«g» Mouse (Y it / Pen and Touch 5 Personalisation
,/-“ Phone and Modem \, Power Options [Ti" Programs and ,Fea,tur,eﬁ" (x Recovery
i RemoteApp and Desktop ;i i z
Y )
,“ Region ‘; PRl v" Security and Maintenance ) Sound

Select the program you want to get rid of, and click the Uninstall button.
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! Programs and Features
e ~ 4 1y * Control Panel * All Control Panel ltems * Programs and Features
File Edit View Tools Help
Control Panel Home "
Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair
!p Turn Windows features on or
i Organize *  Uninstall Change  Repair
o+
Name Uninstall this program. | Publisher Installed On  Size Version
Bl Adabe Acrobat Reader DC Adobe Systems Incorporated 10/11/2016 402 MB 15.020.20039
B Adabe Flash Player 23 NPAPI Adobe Systems Incorporated 10/27/2016 5.23 MB 23.0.0.205
%~ AMD Catalyst Install Manager Advanced Micro Devices, Inc. 11/4/2015 43.5 MB 8.0916.0
ﬁApple Application Support (32-bit) Apple Inc. /172016 152 MB 4.3.1
j@Apple Application Support (64-bit) Apple Inc T/7/2016 170 MB 4.3.1
¢ Apple Mobile Device Support Apple Inc 7/7/2016 43.0 MB 9.3.0.15
(@) apple Software Update Apple Inc 7/772016 491 MB 2.2.0.150
& Bonjour Apple Inc. /172016 3.28 MB 3.1.0.1
=P Canon |) Network Scanner Selector EX Canon Inc. 8/28/2016 10.4 MB
& Canon 1) Netwark Tool Canon Inc. 8/28/2016 311
E_ Canon |} Scan Utility Canon Inc. 8/28/2016 5.83 MB
% Canon MG3200 series MP Drivers Canon Inc. 8/28/2016 1.02
£ Classic Shell vaSoft 10/27/2016 13.1 MB 430
ﬂCyberLink Media Suite Essentials CyberLink Corp. 8/28/2016 131 MB 12
EDE” Customer Connect Dell Inc. 9/17/2016 194 MB 1.4.100
w#Dell Digital Delivery Dell Products, LP 11/4/2015 5.08 MB 3.1.1018.0
B Dell Foundation Services Dell Inc. 6/12/2016 20.7 MB 3.3.7200.0
mDeH Help & Support Dell Ine. 10/14/2016 6.37 MB 2.3.22.0
@Del\ Product Registration Dell Inc. 9/30/2016 15.1 MB 3.0.123.0
@ Dell SupportAssist Dell 10/2/2016 107 MB 1.3.6855.61
@ Dell SupportAssistAgent Dell 10/5/2016 21.6 MB 1.3.0.72
[kpell update Dell Inc. 11/11/2015 5.50 MB 1.7.1015.0
% Dropbox 20 GB Dropbox, Inc. 11/4/2015 495 MB 1.08.0
4 Intel(R) Dynamic Platform and Thermal Framework Intel Corporation B8/28/2016 13.1 MB 8.1.10600.147
glnleF(R] WiDi Intel Corporation 11/4/2015 78.5 MB 6.0.39.0
& Intel(R) Wireless Bluetooth(R) Intel Corporation 11/4/2015 7.58 MB 17.1.1524.1353
4 Intel® Graphics Driver Intel Corporation 8/28/2016 315 MB 10.18.154256
4 Intel® Management Engine Components Intel Corporation 8/28/2016 434 KB 11.0.0.1153
@Imeif\J PROSet/Wireless Software Intel Corporation 8/28/2016 209 MB 18.11.0
’: Dropbox, In... Product c('rs\.tl-'r 1.0.8.0
'?“ Size: 4.95 MB

This will remove the software from your system.
If you can’t find the software on the list, this may be due to a few reasons:

* Sometimes the program is listed differently on the list, such as Word being called
“Microsoft Word” on the list, meaning it will be found under M instead of W.

* Sometimes software you download and run doesn’t install and runs as an independent
.exe file at which point you don’t need to uninstall it - simply deleting the software’s files
and folders will suffice.
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Chapter 8: Cortana

Modify Content

Cortana is a new addition to Windows 10 which allows you to easily search for information
both online and on your computer. Cortana comes pre-installed with some settings set, but
it can be modified to better suit your needs. If you want to change the content in Cortana,
you can access the Cortana options so Cortana has more or less control over your data.
To change the details, first click on the Cortana bar on the lower left.

Get transit updates for your
commute?
| need your home address.

Get Cortana on your phone.
Then she can give you reminders and traffi...

Text the download link to your phone:

000-000-0000

Choose your phone OS or scan
the QR code.

GETITON
i’\ Google Play

Ask me anything

While open, click the three bars at the top, and then the Settings cog on the bottom left.
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— CORTANA

Home

Notebook

8 Settings

&  Feedback

E®  Ask me anything

This brings up a list of options you can toggle on and off, including allowing Cortana to
stay on when your computer is locked, what language Cortana uses, and if Cortana can
show you your web and search history.
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Enable/Disable “Getting to Know You”

When using Cortana, Windows 10 uses a feature called “Getting to Know You.” This is
hidden away within the Windows 10 privacy options, so you may or may not know that this
option is currently on. When on, Windows 10 will monitor what you type so that it can
deliver a better user experience to you. Some people, however, don'’t like the idea of
Windows monitoring what they type and want to disable this feature.

To do this, first click the Start button, then the Settings cog on the left.

Camera

Candy Crush Soda Saga

New

Settings Canon Inkjet Print Utility

Canon MG3200 series

gg):gk

Canon Utilities

Connect

Then, click the Privacy category.
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System

power

L
(e

Time & language
Speech, region, date

Display, notifications, apps,

Windows Settings

Devices
Bluetooth, printers, mouse

.
o

T

Ease of Access
Marrator, magnifier, high
contrast

© 4 K

Network & Internet Personalization Accounts
Wi-Fi, airplane mode, VPN Background, lock screen, Your accounts, email, sync,
colors work, family

- <

Privacy Update & security
Location, camera Windows Update, recovery,
S backup

On the left bar click the “Speech, inking & typing” option.

Settings

2 Home

Find a setting

0

Privacy

B General

A Location

Camera

(]

Microphone

a

Notifications

==
7

= Account info

£ Contacts

Calendar

Speech, inking, & typing

Getting to know you
Windows and Cortana can get to know your voice and writing to

make better suggestions for you. We'll collect info like speech and
handwriting patterns, and typing history.

Turning this off also turns off dictation and clears what this device
knows about you.

Get to know me

Manage cloud info
Go to Bing and manage personal info for all your devices
Learn more about speech, inking, and typing settings

Privacy Statement

You'll arrive at the “Getting to know you” section of the Privacy window. There is a brief
description of what this feature does, what it tracks, and why it tracks your data. It also
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comes with a button. If this feature is currently enabled, it will read “Stop getting to know
me”. Simply click this button, and Windows 10 will stop tracking your input. If the button
reads “Get to know me”, the feature is currently off.

& Home Getting to know you

| Find a setting w your voice and writing to

“ This will turn off dictation and will clear | X .
Il collect info like speech and

info on your device that Windows uses

Privacy to make better suggestions for you. o1

B G | n and clears what this device
enera

M Location Stop getting to know me

Bl Camera

Manage cloud info

i) Microphone
Go to Bing and manage personal info for all your devices

[1 Notifications Learn more about speech, inking, and typing settings
I Speech, inking, & typing Privacy Statement

= Accountinfo

£ Contacts
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Enable “Hey Cortana”

If you really enjoy using Cortana, you can turn on “Hey Cortana” for easier use. Hey
Cortana is a setting that allows Cortana to listen to your microphone at all times. When
Cortana hears you say the phrase “Hey Cortana,” it will automatically activate and prepare
itself for your request. This is especially useful if you use the voice features of Cortana a
lot.

If this sounds like something you’d like to activate, you can set it by clicking the Cortana
bar, then the Settings cog on the left.

= CORTANA
Home

Notebook

ders and traffi...

Settings

Feedback

Ask me anything

Find the option called “Hey Cortana”, and turn it on.
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Microphone
Make sure Cortana can hear me.

Hey Cortana
Let Cortana respond to “Hey Cortana”

@k On
I:l Keep my device from sleeping when it's

plugged in so | can always say "Hey
Cortana” (unless | turn it off myself)

Cortana uses more battery when this is on.

®) Respond when anyone says "Hey Cortana"

Lock screen
Use Cortana even when my device is locked.

® On

b'—\sk me anything

In order to make sure Cortana can hear you, click the “Get Started” link under Microphone
to set up Cortana to hear you. Then, when it’s all set up, saying “Hey Cortana” into the
microphone will activate Cortana. Be warned, however; this setting will mean Cortana will
drain your battery faster, as it's always listening for your voice. Be careful with this setting
when using a laptop.
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Settings

Microphone
Make sure Cortana can hear me.
Get started

Hey Cortana
Let Cortana respond to "Hey Cortana"

® On

I:l Keep my device from sleeping when it's

plugged in so | can always say "Hey
Cortana" (unless | turn it off myself)

Cortana uses more batte

®) Respond when anyone says "Hey Cortana”

Lock screen
Use Cortana even when my device is locked.

screen, choose Picture
ur background in

Ask me anything d

130



Remove Cortana From Taskbar

Not everyone will find use with Cortana, however. In fact, some people might find Cortana
a great nuisance. Thankfully, there’s a way to hide Cortana so it doesn’t get in your way
anymore.

To hide Cortana, right click an empty spot on the toolbar, making sure you don’t right-click
an icon or the Start button. On the menu that appears, mouse over the option that reads
Cortana.

Toolbars

Cortana k

Hidden

o Cottat it Show Task View button

o Semereniin Show Windows Ink Workspace button

” Show touch keyboard button

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop

Task Manager

Lock the taskbar

L¥ Settings

A small window will appear with several options. From here, select Hidden.
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Toolbars
e

Hidden Cortana

Shony Cortanaican Show Task View button

R Shanserchibog Show Windows Ink Workspace button

Show touch keyboard button
Cascade windows

Show windows stacked
Show windows side by side

Show the desktop
Task Manager

Lock the taskbar

1¥ Settings

Cortana will now no longer show itself on the taskbar.

Add Weekly/Monthly/Yearly Reminders (Creator’s Update)

New with the Creator’'s Update comes the ability to set advanced reminders for Cortana.
You can set these to occur every day, every week, every month, or even every year. If you
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struggle to remember important dates and times and need a little help, tell Cortana about
it, and you'll get a little reminder on your PC when the date and time comes around.

To make a reminder, click the Cortana icon. It should be on your taskbar if you haven'’t
hidden her. If you have, consult chapter 8.4 and undo the actions stated there.

Type “remind me” into the search box that appears. Cortana will automatically bring up an
option called “Set a reminder”. Click this option or press Enter.

D 5] Filters ~~

Best match

(vj remind me
Setareminder |

Search suggestions

£ remind me - See web results

L remind me[

Cortana will think for a little, then present you with a reminder screen. This is where you’re
going to type in the details of your reminder.
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|Remember to...

Person | Place| Of [ Time

Add a photo

remind me

“‘Remember to...” is where you write what you want to be reminded of. Person and
Location both require additional privacy options for Cortana to use but will give you the
added ability to set a person and a place in the reminder. Time gives you a few basic
options to choose from, but clicking “Another time...” gives you a lot more freedom.
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Remember to...

13:10

= 1

Every Sunday
Every Monday
Every Tuesday
Every Wednesday
Every Thursday Gancel
Every Friday

Every Saturdax

Every Month

M

oo m B8 ®

You can also add a photo to the reminder if you wish.

Once done, click Save, and Cortana will remind you the next time your specified date and
time comes up.

Snooze for

5 minutes




Chapter 9: System

Set Up Quick Actions

Windows 10 features the Quick Actions menu which allows you easy access to a selection
of pre-set actions, found by clicking the bottom-right of the screen on the speech bubble
icon.

ACTION CENTRE

You may find, however, that the selection given to you by Windows 10 to begin with is
lacking. If you want to add more actions or you have a good idea for an action you’d like,
you can change what appears using these steps.

First, click the Start button, then go to Settings.
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Settings =

@k
4

Camera

Candy Crush Soda Saga
New

Canon Inkjet Print Utility
Canon MG3200 series

Canon Utilities

D’TJ Connect

Click System.

=

System

power

L
e

Time & language

Speech, region, date

Display, notifications, apps

Windows Settings

o

Devices
Bluetooth, printers, mouse

Network & Internet

Wi-Fi, airplane mode, VPN

L
1y
L R
-
Ease of Access Privacy
Narrator, magnifier, high Location, camera

contrast

v

Personalization
Background, lock screen,

colors

Update & security
Windows Update, recovery,

backup

L

Accounts

Your accounts,

te

In System, click “Notifications & Actions”, then click “Add or remove quick actions”.
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SRR

B Home Quick actions

| Find a setting jel | Press and hold (or select) quick actions, then drag to rearrange
them. These quick actions appear in action center.

System
8 ) U e
L7 Display Tablet mode  Network Note All settings
B 2 B p) 2
i=  Apps & features
Airplane mode Location Quiet hours Brightness
i Default apps 3 =5 ¢ =2
Bluetooth VPN Battery saver  Project
I C‘ MNotifications & actions
=f
& Power & sleep Conhnect
= Battery Add or remove quick actions

= Storage

Notifications

@ Offline maps
Get notifications from apps and other senders

0 Tablet mode @ on

S mebifosticme ~m s ol epvmnin

This will bring you to a screen where you can toggle different options for what you'd like to
see on Quick Actions. Browse through them and see what kind of actions you’d like to add.
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53333 All settings
'@? Netwark
|: Cannect
£ Project

q) Battery saver
%> VPN

)B Bluetoath
-0 Brightness
E] Note

7 Wi-Fi

(2) Quiet hours
& Location

E-jlk Airplane mode

@ Tablet mode

& Add or remove quick actions

88880808 AARAABAAE
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Set Quick Folders

Do you find yourself constantly returning to certain folders on your computer? It can be
very annoying to constantly have to go through your file system to get at a specific folder.
If you find yourself constantly returning to a specific folder, it can be a lot easier to pin the
folder on the Explorer’s sidebar so you have instant access to it at any time you like.

To perform this useful action, first navigate to the folder you’d like to put onto the sidebar
and right-click it. On the menu that pops up, click “Pin to Quick access”.

Reader DC

Pin to Quick access N
Add to Windows Media Player/ﬁst
Play with Windows Media Player

Cast to Device >

Share with >
Restore previous versions
Include in library >
Pin to Start
Pin to Start menu (Classic Shell)

v Norton Security >

Send to >
Cut
Copy

Create shortcut
Delete

Rename

Properties

My Folder
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It will now appear on the side bar when Explorer is open, allowing you to click it at any
time to visit it.

Home Share View
A » Quick access ? v U &
~ Frequent folders (5)
~ 7 Quick access
m Desktop . Desktop Downloads E Documents
This PC This PC This PC
4 Downloads ¢ - 3 " M. =
“ Documents
Pictures My Folder
= Pict ; :
s remm This PC == This PC\Desktop
My Folder B
iy
f& OneDrive
5 This PC
¥ Network

If you want to remove folders from this bar, right click it in the sidebar and click “Unpin from
Quick access”.

r.]

= | File Explorer = a
Home Share View

4 3 * Quick access v U  Search Quick access

Frequent folders (5)

m Desktop Desktop Downloads Documents

This PC This PC - This PC
4 Downloads i - . * 4

¢ Documents
) Pictures My Folder
= Pictures

---- This PC == This PC\Desktop
My Falder X e,
Graphics Properties

¢ Configure Switchable Graphics

Open in new window

Unpin from Quick access

Jfm)
Share with s >
Restore previous versions
Include in library >
Pin to Start
Pin to Start menu (Classic Shell)

¥ Norton Security >
Send to >
Copy
New

Properties
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Change System Language

If you want your computer to use a different language by default, you can tell Windows 10
to change the language it uses by default to better suit your needs. The system will then
use the language you pick for everything, from system messages to menus.

If you want to change the language, first click the Start button, then the Settings cog on the
left.

Camera

Candy Crush Soda Saga

New

Canon Inkjet Print Utility
Canon MG3200 series
Canon Utilities

Connect

Click Time & Language.
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System

power

L
AF

; [
Time & language
Speech, region, date

Display, notifications, apps

Windows Settings

Devices
Bluetooth, printers, mouse

.
3

Ease of Access
Narrator, magnifier, high

K

Accounts

Z

Personalization
Background, lock screen,
colors work, family

Network & Internet
Wi-Fi, airplane mode, VPN

- Y

Update & security

Windows Update, recovery,

Privacy

Location, camera

contrast backup
Click Region & Language.
Settings
& Home Country or region
Find a setting jo] Windows and apps might use your country or region to give you

Time & language

Date & time

8 speech

I AF Region & language

local content

Your accounts, email, sync,

United Kingdom ~

Languages
You can type in any language you add to the list. Windows, apps

and websites will appear in the first language in the list that they
support

+ Add a language

(l'.\'_,_I English (United States)
AT Windows display language

Related settings

Additional date, time, & regional settings

You'll see all the language you can set the computer to. If you can’t see your language
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listed, click the “Add a language” button to add it. This may require a download.

Add a language

Afrikaans
Afrikaans

Zwjapbl

Armenian

Bawxopt
Bashkir

Brezhoneg
Breton

cwWy

Cherokee (Cherakes)
Cedtina

Crech

Dzongkha
Suomi

Finnish

Jaaonmgemo

Georgian

Hausa

Once done, click “Set as default”.

Shqip

Albanian

ST

Assamese

Euskara
Basque

Bbarapckm
Bulgarian

3L (fE)

Chinese (Simplified)

Dansk
Danish

English
English

Francais
French

Deutsch

German

Hawai'i

Els&ssisch
Alsatian

Asap6ajuaH anam
Azerbaijani (Cyrillic)

Benapyckan
Belarusian

[gheoo>

Burrmese

Chinese (Traditional)

(S35
Dari

Eesti
Estonian

Frysk

Frisian

EAANvIKG
Greek

nnMay
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Amharic

Azarbaycan dili
Azerbaijani (Latin)

BocaHckm
Bosnian (Cyrillic)

Catala
Catalan

Corsu
Corsican
et
Divehi
Faroyskt

Faroese

Fulah
Fulah

Kalaallisut
Greenlandic

sl

Arabic

qlsE

Bangla

Bosanski
Bosnian (Latin)

L_J..wLLAQLi W)JBS
Central Kurdish

Hrvatski

Craoatian

Nederlands
Dutch

Filipino

Filipino

Galego

Galician

gLl
Gujarati

Magyar




Settings

2 Home

| Find a setting pe |

Time & language
Date & time
I AF Region & language

Speech

[ (|

Country or region

Windows and apps might use your country or region to give you

local content

| United Kingdom

Languages

You can type in any language you add to the list. Windows, apps
and websites will appear in the first language in the list that they

support

i Add a language
(\ English (United States)
AT Windows display language

(\ English (United Kingdom)
AF

Language pack available

Set as defauit | Options

Related settings

Additional date, time, & regional settings

Remove
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Change keyboard language

This allows you to change the input from your typing, even if you don’t own a keyboard
with those specific inputs. It would be trickier to type with an actual keyboard of that
language, given all the keys will type different things than what’s shown on each key.
However, it’s still very useful if you want to type in different languages and don’t mind the
mild confusion.

To do this, click the Start button, then the Settings cog on the left.

Camera

Candy Crush Soda Saga

New

Canon Inkjet Print Utility

Canon MG3200 series

Canon Utilities

Connect

Click Time & Language.
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Windows Settings

= =
o
System Devices

Display, notifications, apps, Bluetooth, printers, mouse
power

2 ¢

7
-~
; [
Time & language Ease of Access
Speech, region, date Narrator, magnifier, high
contrast

& =4 K

Network & Internet Personalization Accounts
Wi-Fi, airplane mode, VPN Background, lock screen, Your accounts, email, sync,
colors work, family

o Y

Privacy Update & security
Location, camera Windows Update, recovery,
backup

After that click Region & Language.

Settings

¥ Home

Find a setting £

Time & language
Date & time
I AF Region & language

8 Speech

Country or region

Windows and apps might use your country or region to give you
local content

United Kingdom k<

Languages
You can type in any language you add to the list. Windows, apps

and websites will appear in the first language in the list that they
support

+ Add a language

(l'.\'___| English (United States)
AT Windows display language

Related settings

Additional date, time, & regional settings

Select the language you’re currently using on the right, then select Options.
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et

€ Home

| Find a setting

Time & language
Date & time
I &F Region & language

Speech

f (]

Country or region

Windows and apps might use your country or region to give you
local content

| United Kingdom i

Languages
You can type in any language you add to the list. Windows, apps
and websites will appear in the first language in the list that they
support

o Add a language

(D), English (United Kingdom)
A Will be display language after next sign-in

Set as default | Options Remove

(Y)., English (United States)
AF Windows display language

Click the button that says “Add a keyboard”.

- Settings

Handwriting

Speech
Settings

Keyboards
+ Add a keyboard

I

[ United Kingdom
QWERTY

Language options

% English (United Kingdom)

There are no handwriting options for this language
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Select the keyboard layout you want to add from the list.

Settings

Inuktitut - Latin
QWERTY

[,

Italian
QWERTY

&,

Italian (142)
QWERTY

(i

Japanese
QWERTY LS

[,

Korean
QWERTY

[,

Latin American
QWERTY 2

&,

Add a keyboard

+

United Kingdom
QWERTY

&,

Once a keyboard has been added, you can change your keyboard layout by holding down
the Windows key and pressing the Spacebar. This will bring up the keyboard selection
window. You can keep pressing the Spacebar to change the keyboard selection, then
release the Windows key once you've selected the keyboard you want.
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Change Computer Name

If you want, you can change the name of your computer so that it displays a more
identifiable name on networks. Usually computers come with quite generic names, so
calling your computer something like “Kitchen PC” or “John’s Laptop” can help distinguish
computers from one another on the network. Some networking devices, such as routers,
may even log connections using the computer name, making it easier to identify who is
who.

To set your computer’s name, right-click the Start button and click System.

Programs and Eeatures

Mobility Center

Power Options

Event Viewer

System

Device Manager
Network Connections
Disk Management
Computer Management

Command Prompt

You'll see a window containing some complicated system details. Don’t worry about these;
find and click “Change settings” on the far right.
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= System

— a X
4~ ™ > Control Panel > All Control Panel Items > System ~ ©  Search Control Panel 2
File Edit View Tools Help
Control Panel Home °

View basic information about your computer

% Device Manager Windows edition
¥Y Remote settings ;s
Windows 10 Home -- .
95 System protection ; ’ : : L) Wlnd ows 10
© 2016 Microsoft Corporation. All rights reserved.
Q’ Advanced system settings
System
Processor: Intel(R) Core(TM) i7-5500U CPU @ 2.40GHz 2.40 GHz
Installed memory (RAM):  16.0 GB =
System type: 64-bit Operating System, x64-based processor Support Information
Pen and Touch: Touch Support with 10 Touch Points
Computer name, demain, and workgroup settings
Computer name: DESKTOP-NLEDADC “-“J-F'_Cm‘,_:_f
Full computer name: DESKTOP-NLEDADC i

Computer description:

Workgroup: 'WORKGROUP

Windows activation

Windows is activated Read the Microsoft Software License Terms

E;'Change product key

A new window will appear with the Computer Name tab already selected. All you have to
do here is click the Change button.
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Computer Name Hardware Advanced System Protection Remote

Windows uses the following information to identify your computer on
the network.

Computer description:

For example: "Kitchen Computer" or "Mary's

Computer”.
Full computer name: DESKTOP-NLEDADC
Workgroup: WORKGROUP
o /i rd lomain or workgroup, click Network ID. ..
To rename this computer, click Change. Change...
e
OK Cancel Apply

Enter the name you’d like to give to your computer, then click OK. Make sure it doesn’t
contain special symbols or spaces, as Windows won’t accept the name otherwise
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You can change the name and workgroup membership of this
computer. You cannot join a computer running this edition of
Windows 10 to a domain.

Computer name:

StudyLaptop

Full computer name:
StudylLaptop

More...

Member of

Domain:

@ Workgroup:

WORKGROUP

OK M Cancel
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Chapter 10: Privacy

Accessing the Privacy Settings

All of the following instructions require opening the Privacy window to modify settings. In
order to access this window, follow these instructions.

First, click Start, then the Settings cog on the left.

Camera

Candy Crush Soda Saga
New

Canon Inkjet Print Utility
Canon MG3200 series
Canon Utilities

Connect

li\sk me anything

Click on the Privacy category.

154



=

System

power
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Time & language
Speech, region, date

Display, notifications, apps,

Windows Settings

Devices
Bluetooth, printers, mouse

.
o

T

Ease of Access
Narrator, magnifier, high
contrast

S

Network & Internet
Wi-Fi, airplane mode, VPN

-

Privacy
Location, camera

[

4

Personalization
Background, lock screen,
colors

£
R_/
Update & security

Windows Update, recovery,
backup

K

Accounts
Your accounts, email, sync,
work, family

This will bring up the Privacy settings that you’ll need for the following chapters.
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Allow/Forbid Location Services

When apps use your computer, sometimes they want to know your location. This may be
because they want to place you on a map or know your general location so they can give
you information on your local area. Some people find these services very useful, but
others don’t like the thought of their computer transmitting their location to apps.

If you want to turn this on or off, follow the steps dictated in Chapter 10.1. When in the
Privacy settings window, click Location.

Settings

%2 Home Location

If location is on, each person using this device can choose their
own location settings.

| Find a setting pe

Privacy
Location for this device is on

&  General Change

I A Location - If the location service is on, Windows, apps, and services can use

your location, but you can still turn off location for specific apps.

B Camera
Location service

d  Microphone Q On

L] Notifications If an app is using your location, you'll see this icon: ®

Speech, inking, & typing

General location

= Account info
Apps that cannot use my precise location can still use my general

location, such as city, zip code, or region.
£ Contacts H-2lp 9

You can click this Change button to bring up an option. This is the general switch for
allowing your computer to transmit your location details to apps. If you want apps to be
able to use your location to further enhance your services, set it to On. If you prefer to
keep your location hidden from apps so they can’t discover your location, set it to Off.
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8¢ Home

Location for this device

Find a settin
: @ o

n using this device can choose their

Privacy
n
8 General Change
I A Location If the location service is on, Windows, apps, and services can use
your location, but you can still turn off location for specific apps.
Camera

Location service
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Allow/Forbid Specific Apps from Knowing Your Location

The above chapter discussed how to turn all location services off so that no apps can
learn where you are. However, if you want only some apps to stop learning your location,
you can also tell Windows 10 to deny them specifically from your location. This allows you
to have control over what apps get to know where you are, so you can allow trusted apps
and deny apps you may be hesitant to give location data to.

To do this, access the general Privacy options as described in Chapter 10.1. On this
window ,click the Location category.

Scroll down on this new window. You'll see a list of apps, each with their own individual
switch. These switches control whether the app is able to use your location information in
their service. If there’s an app you particularly don’t want to access your location
information, simply change the switch so that it’s off. It will no longer learn your location.

metings

Privacy Statement

@ Home
[ Find a setting |  Choose apps that can use your precise
location
Privacy
App connector @ Off
3 General
C off
I‘L Location E amera @

[B Camera Cortana
Location history must be on for Cortana to

work
0 Microphone

Maps @ Off
[J Notifications v
Messaging @ Off

B Speech, inking, & typing

A= Account info E Microsoft Edge @ off

Sites still need permission

£ Contacts

News @ Off
Calendar

u Twitter i}g‘pn
D call history :
= Email n Weather @ Off
3 Messaging

Canfancina
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Set General Privacy Options

Windows 10 comes with some settings you can toggle that relate to your privacy. If you're
especially worried about how your data is being used by your computer and the apps
installed on it, it's worth having a look at the settings to ensure everything is okay.

To do this, first access the Privacy settings as stated in Chapter 10.1. Once this is done,
make sure that you're on the General category on the left. If you’re not, click General to go
there.

Settings

% Home Change privacy options

| Find a setting i | Let apps use my advertising ID for experiences across apps
(turning this off will reset your ID)

Privacy Q On

Turn on SmartScreen Filter to check web content (URLs) that
Windows Store apps use

8
M Location o On
[©

General

Send Microsoft info about how | write to help us improve typing

Camera and writing in the future
: @ o
& Microphone
Let websites provide locally relevant content by accessing my
L] Notifications language list
@ on
Speech, inking, & typing [

Let apps on my other devices open apps and continue experiences
on this device

@ on

A= Account info

£ Contacts
Let apps on my other devices use Bluetooth to open apps and
= continue experiences on this device
Calendar
@ D off
2 :
O Call history Manage my Microsoft advertising and other personalization info
& Email Privacy Statement

You'll see a few options at the top of this window. They’re a little confusing as to what
each one does, so let’s explore each one in turn.

+ Let apps use my advertising ID for experiences across apps: This will control
Windows telling apps what kind of ads you’d like to see. An advertising ID is a
general idea Windows gets of you and your habits so it can show you
advertisements tailored to your tastes.

« Turn on SmartScreen Filter to check web content (URLs) that Windows Store
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apps use: When you use apps on the Windows Store, the SmartScreen Filter built
into Windows will check if the URL is malicious or not. It does this by sending the
URL you’re trying to access to Microsoft for checking. If you don’t want this to
happen, turn this off. Be warned, though; this removes a layer of protection from
harmful URLs in Windows Store apps.

Send Microsoft info about how | write to help us improve typing and writing in
the future: This means that Microsoft will learn about how you type so that it can
better improve its services such as autocomplete. If this makes you feel uneasy,
turn it off.

Let websites provide locally relevant content by accessing my language list:
This allows websites you visit to check what language you've set your computer to
(see Chapter 9.3 about changing this). This means that websites will be able to
tailor its content and ads toward your language and country preferences.
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Chapter 11: Getting the Creator’s Update

Hopefully by the time you read this, your computer has already updated itself to the
Creator’'s Update. The Creator’'s Update is a free update given out by Microsoft to add
additional features to their operating system. You will notice, or may have already noticed,
that a few features in this guide are introduced as “from the Creator’s Update.” If you do
not have this update, the features marked as such won’t be on your system.

Thankfully, if you like the sound of these additional features, the Creator’s Update is totally
free to download. It’s also available regardless of if you're using 32- or 64-bit Windows, or
what edition you're using (Home, Business, Pro, etc.). Microsoft is doing its best to ensure
everyone gets the update, including putting it up on Windows Update for people to
download.

If you’re missing the update and would like to install it, there are a few ways you can get it
from Microsoft.

Through Windows Update

There’s a chance that the update is already waiting for you to download, but you just need
to tell your computer to check for Windows Updates first. You can do this by going to the
Windows Update section of Windows 10 and telling it to download.

To do this, click the Start button, then the Settings cog.

Click Update and Security.

Settings — ] b, ¢

Windows Settings

L O ® C -

Accounts Time & language Gaming Ease of Access Privacy
Your accounts, email, sync Speech, region, date Game bar, DVR, Narrator, magnifier, high Location, camera

work, family broadcasting, Game Mode contrast

=
R~/

Update & security
Windows Update, recovery

backup
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Under “Windows Update” click Check for Updates.

Settings — ] X

£ Home Windows Update

[ Find a setting °|  Update status

Update & security

] -
I = Windows Update Check for updates

¥ Windows Defender

@ Your device is up to date. Last checked: today, 13:28

Update history

T Backup

Update settinas

If your PC has located the Creator’s Update, it will allow you to download and install it
automatically through Windows Update.

Manually Download the Update

Even if Windows Updates doesn’t pick up the Creator’s Update for you to download, you
don’t have to admit defeat just yet. You can manually download the update from
Microsoft’s website, thus circumventing the need to wait for Microsoft to give it to you.

To do this, visit this website: https://www.microsoft.com/en-us/software-
download/windows10. If you visit it on an operating system that’s not Windows 10, you'll
only see the option to make a media creation tool to perform fresh installations of Windows
10 with. However, if you're using Windows 10, you’ll see an additional button at the top of
the page announcing the Creator’s Update and an “Update Now” button.
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u icrase Store, = Products ~ Support Search Microsoft.com © | simen

Software Download Office ~

Download Windows 10

Windaws 10 Creators Update now available

The Update Assistant can help you update ta the latest version of Windows 10. Te get started, click Update now.

Update now

Privacy

Create Windows 10 installation media

To get started, you will first need to have a licanse to install Windows 10. You can then downlead and run the
media creation tool. For more information on how to use the tool, see the instructions below.

Download tool now

Privacy

hetpyven micresaft. comyfwlink LinkiD= 709445

If you click this, you'll automatically initiate a download for a file that will update your
version of Windows 10 to the Creators Update. Run this file and go through the steps to
get the update without having to wait for Windows to give it to you!
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Chapter 12: Game Bar

New to Windows 10 in recent updates, the Game Bar is designed to help people create
videos and media based on video games. Let’s Plays, game streams, and mod creation
are all big niches in this current age, and Microsoft is arming its users with the tools they
need in order to hop into the world of gaming.

Previously, gamers had to download several third-party tools to perform different tasks:
one for taking screenshots quicker and easier than the Print Screen command, one for
recording gameplay, and so on. Microsoft aims to remove the dependency of using third-
party software by making these features native to Windows itself, so users can start
recording and broadcasting games the moment they fire up Windows for the first time. This
is the goal of the Game Bar, which is a highly convenient tool for the modern gamer.

The Game Bar is a hub for different tools you can use to get the most of your games. It
comes with a native screenshot and movie recording tool, so you can share moments and
gameplay with your friends. It can even capture video retroactively, so you’ll never miss
another great play again.

Enabling Game Bar

Before we get into what the Game Bar can do, we should make sure it's enabled first! To
do this we're going to need to make use of the new “Gaming” settings that came with the
Creator’s Update.

To start, click the Start button, then the Settings cog.

Click Gaming.
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Settings - ] X

Windows Settings

E / =
= “Id =
-] O =
System Devices Network & Internet Personalisation Apps
Display, notifications, Bluetooth, printers, mouse WiFi, flight mode, VPN Background, lock screen, Uninstall, defaults, optional
power colours features
S 2 (v g b
] 2
A-% \_ ./
-
Accounts Time & language Gaming Ease of Access Privacy
Your accounts, email, sync Speech, region, date Game bar, DVR, Narrator, magnifier, high Location, camera

work, family broadcasting, Game Mode contrast

On the left side click Game Bar. Find the option near the top, Record game clips,
screenshots, and broadcast using Game Bar, and toggle this option on.

Settings

€3 Home Game bar

Control how Game bar opens and recognises your game

Find a setting L

Record game clips, screenshots and broadcast using Game bar

Gaming qg On

I Game bar

Open the Game bar using this button on a controller: ‘@

EX Game DVR
Show Game bar when | play full-screen games Microsoft has

5 _ verified
" Broadcasting

Game Mode Keyboard shortcuts

Open the Game bar

Windows shortcut Win+G
| |

This will now allow you to use Game Bar in Windows 10. If you look near the bottom of this
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window, you'll see that there are various hotkeys already set up to support Game Bar.
You'll see that to open Game Bar, you can do so by pressing the Windows Key + G.

You can change this and other hotkeys if you’d like, but for the sake of this guide, it'll be
assumed all hotkeys are set to their default options, so be careful if you do!

Recording with Game Bar

Using the Game Bar you can record footage of your gameplay whenever you need to. This
saves the file in an .mp4 format which you can then upload directly to YouTube or import
into a video editing suite to make additional tweaks and changes before publishing it to the
Internet.

In order to start recording with Game Bair, first ensure that it’s active. You can do this by
booting up the game you want to record and then pressing the Game Bar hotkey (Win Key
+ G) on your keyboard. This should cause the Game Bar to come out of hiding. If it
doesn’t, the game you’re running may not support the Game Bar. It may also be that you
haven’t enabled Game Bar yet, at which point you need to consult chapter 12.1 and
ensure that it's enabled.

Micrascft Solitaire Callection = O *

Z  Microsoft Solitaire Collection

Classlc Solltalre =
2" Kiondike p Spic e FreeCell

Challenges Events

=,
o
uh-.
Event beginsin 23h, 19m
4 < b 4 5 M
O 28k
[C] 0 B =alendar

] Record mic
bl i)
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Once you’re sure the Game Bar is up and running, begin playing the game until you come
to the part you want to record. You can press Win + Alt + T to show the recording timer if
you want to see how long you’ll be recording for. Otherwise, press Win + Alt + R to start
recording. You'll know it has started because a recording bar appears at the top right. This
will have a button to stop the recording or mute/unmute your microphone and will also tell
you how long you’ve been recording for.

ol

Once done, press Win + Alt + R or the Stop button on the recording bar to stop recording
again.

While Game Bar is active, you can record in-game events that have just occurred, even if
you weren’t actively recording the game. This comes in handy if you want to record key
plays and moments in your games, but you don’t want to record every single game you

play.

Once you’ve performed a play that you want to record, pressing Win + Alt + G will activate
“Record That” which records a chunk of your past playtime. You can then open the video
file and see your play, even though you weren’t actively recording at the time it occurred.

Whichever method you choose, you can access your saved video files by either opening
the Xbox app or going to C:\Users\[Your Username]\Videos\Captures.

Taking Screenshots with Game Bar

If you don’t want to record a video but still want to share what’s on the screen, you can
perform a screenshot instead. Screenshots are snapshots of a moment in a game, which
is useful if you want to share a high score, character build, or latest in-game project with
your friends.
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To do this, first ensure Game Bar is enabled by pressing Win Key + G. If the Game Bar
appears, you're ready to take screenshots within your game. Now, simply play the game to
the point where you want to capture a moment. Then, press Win + Alt + Print Screen to
take a screenshot via Game Bar.

fa) Screenshot saved
Microsoft Solitaire Collection

Once you’re done taking screenshots and want to share them, you can get to your image
files by going to C:\Users\[Your Username]\Videos\Captures. Despite the fact you've
captured an image, Game Bar still saves them alongside the videos that Game Bar has
recorded. You can find all the screenshots you took in this location in a .png format ready
to be shared with the world or edited in an image manipulation program for further
tweaking.

Using Game Mode

New with Windows 10 Creator’s Update is the Game Mode. Game Mode aims to squeeze
as much performance as it can out of your computer by stopping other processes and
applications from hogging resources while you play a game. By doing this it frees up
processing power which can then be used by the game in question.

Game Mode can allow games to render with better framerates, as well as cut down on
loading times. If your computer struggles to keep a steady framerate with a game, it's
worth giving Game Mode a try to see if it can fix your issues.

To activate Game Mode, first ensure that Game Bar is enabled. If you're not sure, follow
the instructions in 12.1 to make sure. Then, click Start, followed by the Settings cog. Click
Gaming.

On the left side of the window that appears, click Game Mode, then Use Game Mode on
the right.
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- Settings

& Home Game Mode

Jo, [ With Game Mode, Windows 10 ensures you play your games with

Find a settin
‘ J the best possible experience.

Gaming Use Game Mode

@ o
Game bar :

Learn more about Game Mode

[ Game DVR _
Do you have a question?

& Broadcasting Get help

’ Game Mode
Make Windows better.

Click OK out of all windows. Boot the game you want to enable Game Mode in. See if you
can enable Game Bar in said game by pressing Win Key + G. If you can, you’ll be able to
activate Game Mode. With Game Bar active, press the Settings button on the Game Bar.

- r

Settings

[ ] Record mic

Click Use Game Mode for this game.
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General

Game Mode

With Game Mode, Windows 10 ensures that you play your
games with the best possible experience. Learn more

_.7* Use Game Mode for this game

Game DVR
__ Record game in the background

2 Show timer while | am recording

_ Show tips when | start a game
 Open Game bar using '@ on a controller

. Show Game bar when | play full-screen games Microsoft has
verified

Lgau more

(@ Restart your game(s) to see this change

Give us feedback

This will activate Game Mode. If your current game is supported by Game Mode, it should
bring your framerates up to a more manageabile level. If it doesn’t or it causes more
problems that it solves, you can turn it off by repeating the instructions above.
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Chapter 13: Night Light

Due to the fact that the light a monitor outputs tricks your brain into thinking it's still
daylight, people using computers into the late hours of the night may find it’s difficult to
sleep after signing off of the computer. This is because your mind is still in “daytime mode”
after seeing the “false sunlight” and isn’t ready for sleeping yet. If you've ever used a
program such as f.lux, you’ll know of software that dims the brightness of your monitor as
night approaches to help avoid this problem.

New to Windows 10 through the Creator’'s Update is the Night Light. It takes the monitor-
dimming software developed by third party companies and adds it into Windows 10 as a
native feature. If you find yourself using your computer into the late hours of the night, and
you suspect the monitor's ambient light is keeping you from sleeping properly, Night Light
may help you get a better night’s rest.

Activating Night Light
To turn Night Light on, do the following:

First, click the Start button, then the Settings cog.

In the menu that appears, click System.

Settings == ] X

Windows Settings

[ S # i=

Systenlﬂ Devices Network & Internet Personalisation Apps
Display, notifikations, Bluetooth, printers, mouse WiFi, flight mode, VPN Background, lock screen, Uninstall, defaults, optional

power colours features

L o ® Ca -

Accounts Time & language Gaming Ease of Access Privacy
Your accounts, email, sync Speech, region, date Game bar, DVR, Narrator, magnifier, high Location, camera

work, family sroadcasting, Game Mode contrast

When you arrive in the System window, you should automatically be on the Display
category. If not, click it to go there. Once in Display, a list of options will appear on the left.
Find the Night Light option and click it to turn it on.
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Settings

€2 Home DISp|ay
[ el a setting o Brightness and colour

Change brightness

System 4|

I [ Display Night light (off until 21:23)

o ‘?:\.
”‘=Rg On

[L] Notifications & actions

Night light settings

O  Power & sleep
Scale and layout

—3

Battery ChanAan tha cisa Af+Aavt AnRe A A AthAr iFAnAe
Now when you use the computer during the later hours, you should notice that the screen
gradually shifts toward a warmer colour. Due to the fact this influences the colours you see
on the screen, make sure that you disable this option if you want to perform colour-
sensitive actions on your computer such as digital painting or graphics design.

Setting The Night Light’s Schedule

While a night light is a very useful tool to have, it may need a bit of tweaking on your end
to get the most out of it. For instance, if you go to bed later than normal or you work a night
shift, you may be interested in setting the night light so it doesn’t begin to brighten up
before you go to bed. You'll want it to be at its darkest right when you shut off the PC, else
it will defeat the purpose of a night light entirely!

To solve this, let’s set the schedule at which the night light engages and disengages so it
better suits the time at which you go to bed. Click the “Night light Settings” option under
the night light switch.

You'll be taken to a new screen. Scroll down to Schedule to see all the options available to
you. Make sure the schedule night light option is turned on. Once turned on, you'll see that
you have two options: you can have the night light engage from sunset to sunrise, or you
can enter your own options with “set hours.” Click the latter.
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Settings

@ Night light settings

Colour temperature at night

Schedule

Schedule night light

@ on

O Sunset to sunrise

@ Set hours
3

Turn on

21 00

Turn off

Set the time you want the night light to engage and disengage. Night light will now work on
your terms so you can better suit it around your sleeping and computer usage schedules.
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2 Night light settings
Colour temperature at night
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20 45
21 | 00
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Setting the Temperature

Much like the schedule, you can also adjust the “temperature” the night light works with.
This refers to the amount of dimming the night light performs during its active hours. You
may want to play with this setting to get a feel for a good-looking night light. Ideally, you

want a temperature that strikes a balance between being bright enough to still be able to
read what's on the screen while dark enough to save your eyes from strain and help you
sleep at night.

To set the temperature of the night light, first click the night light settings option under the
night light toggle, if you have not already done so.

You'll find a bar which you can use to change the tone of the night light. The far left
indicates a heavily dimmed screen, while the far right has no effect at all. Try different
tones, and Windows 10 will show you what the tone looks like as you play with it. Once
you've found the ideal tone, simply leave the bar alone, and it'll use your setting the next
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time the night light turns on.

2 Night light settings

Colour temperature at night

',a
By

Schedule

Schedule night light

@ on

O Sunset to sunrise

@ Set hours
Turn on

21 00
Turn off

7 00
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Chapter 14: Premade Themes

Search for Premade Themes

Customizing your computer before the Creator’'s Update meant one of two routes: finding
and downloading a theme from a safe website on the internet or making it yourself using
images, sounds, and manually setting Ul colours. With the Creator’s Update, however,
Microsoft has added the ability for users to browse and purchase premade themes on the
Windows Store. This makes it very easy to personalise your computer without all the
hassle.

If you're interested in getting a premade theme, you can browse the Store to find one. To
do that, click the Start button, then the Settings cog. Click on Personalization.

Click on Themes on the left, then scroll down a little and find the link for “Get more
themes” in the Store.

Settings

& Home Themes

Ny R

Windows Default Windows Default

o

Find a setting

Use custom theme
Personalisation

Background
Apply a theme

Colours

ﬁ Get more themes in thﬁ Store

Ca Lock screen

I #  Themes
55 Start
&= Taskbar
City Lights by Talha My Theme My Theme
Tarig 0 images 0 images

17T iImages

You'll find a long list of themes that you can download.
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Home  Apps Games Music Films & TV R Search /D

Windows Themes

Put your personality into your Windows desktop. Explore dazzling wallpapers,
sounds, accent colours and more cool customisations.

26Creative Alaskan Landscapes Aucklands One Tree  Austin Botanical Australian Australian Shores by
ek by Kyle Waters Hill by lan Rushton  Garden by Amy... Landscapes by lan...  Anton Gorlin
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Frae Free Free Free Free

Bakehouse Beach Sunsets by Beautiful Blossoms  Beautiful Beauty of Britain 2 Beauty of Britain by
o Jash Sommers by Elena Yansupova Queensland by... by Sean Byrne Sean Byrne
Fres e e e e A dde ke b

Scroll through them and click on one that catches your interest. You can read about what
the theme has within it as well as view screenshots of the theme in question.

177



- Store = ) *

Home  Apps Games  Music  Films & TV & | search je

Australian Landscapes by lan Johnson

Microsoft Corporation

L 8 6 & ¢

Free

PEGI

+ This preduct is an extension for; Windows 10

Screenshots Description

Green fields, groves of trees, and other peaceful scenes in a free, 10-
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=
PC
People also like i3 Show all
Loaage - | VWIS S, [N R A =

Before deciding on a theme (especially if the theme comes with a price tag), make sure
you read all the details of the theme in question. Some will come with a wide array of
features such as sounds, a desktop image, and toolbar colours. Some will come with just
the background image. Make sure you know what you're getting should you decide to put
money down for a theme.

You can also scroll to the bottom of the page and read reviews left by users who had
downloaded this theme, so you can save yourself some time (and potentially money)
before you try a theme.
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Buying and Using Premade Themes

Once you’ve found a theme you want to use, it's time to acquire it. First, note if the theme
you’d like to install comes with a price tag. If it does, you’ll need to go through the
purchase process to give Microsoft a payment option if one isn’t set up already. Once
done, you can purchase the theme and download it to your computer.

Not all themes will come with a price tag, however. If you've fallen in love with a theme
that is listed as free, you can download it right away to your computer at no additional cost
to you. In this instance there will be a button that says Get. Simply click this button to
acquire the theme.
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Home Apps Games Music Films & TV 2 | Search

Australian Landscapes by lan Johnson

Microsoft Corporation
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Free

+ This product is an extension for: Windows 10
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Regardless of whether you pay for your theme or get it for free, once you've successfully
acquired a theme, Windows will download it for you.

Once it’s finished downloading, you may notice that your computer hasn’t updated itself to
the new theme you've just acquired. This is because you have to tell Windows to use the
theme you just downloaded.

Remember the theme window we opened to get to the Store? Return to this screen either
by manually going back or by clicking the Launch button on the theme’s store page after it
has finished downloading.

Home Apps Games Music  Films & TV A | search

Australian Landscapes by lan Johnson

Microsoft Corporation
L. 8.8 6 & ¢
This product is installed.

+ This product is an extension for: Windows 10

Once back in the theme screen, you'll see your theme has appeared under Apply a theme.
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If you want to save your current theme before you change, make sure to click the “Save
Theme” button before you change. Once ready, click the theme you’ve downloaded, and
your computer will automatically change to it.

You can download as many themes as you like and Windows will keep track of all of them
on this screen. Whenever you feel like a change of scenery, simply come back to this
screen and click the theme you want, or go back into the store and find new ones.
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Chapter 15: Windows Updates

Defer Updates Before Installing

Before the Creator's Update, Microsoft was quite tough on how people get their Windows
Updates. Unlike in earlier versions where people could defer, or even totally ignore,
Windows Updates as they saw fit, Microsoft took a firmer stance with Windows 10 by
having updates as mandatory rather than something you can opt out of. You could defer
updates, but usually only for a few days before it installed itself on your computer.

Users expressed their disappointment over this addition in Windows 10, as not everyone
wants to install updates so quickly. Updates can interfere with vital software and can even
cause computer problems in specific models. As such, users wanted to be able to delay
updates further and ensure the changes wouldn’t damage the PC before they allowed it to
install. Windows Creator’'s Update has changed this so you can defer updates, allowing
you better control over what gets installed onto your PC.

Before we get started, first note that this feature is not available in Windows 10 Home
Edition. Other editions, such as Business and Professional, should have this feature. If you
can't find the options to defer Windows Update, make sure you have the Creator’s Update
and that you're not running the Home Edition.

To defer updates, click the Start button, then the Settings cog.

Go to Update & Security.

Settings = ] X

Windows Settings

L O ® Ca -

Accounts Time & language Gaming Ease of Access Privacy
ch, region, date

work, family broadcasting, Game Mode contrast

Your accounts, email, sync S!)rm , regior Game bar, DVR Narrator, magn fier high Location, camera

Update & security
Windows Update, recovery
backup
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On the Windows Update category, in the main window, find Advanced Options and click it.

Update settings

We'll automatically download and install updates, except on metered con
may apply). In that case, we'll automatically download only those updates
Windows running smoothly.

Change active hours

Restart options

Advanced options

Looking for information about the latest updates?

Scroll down to where it says Choose when updates are installed. The settings here are
quite complicated, so let's break them down one by one:

4.

Choose when updates are installed

Choose the branch readiness level to determine when feature updates are installed. Current Branch means the update is
ready for most people, and Current Branch for Business means it’s ready for widespread use in organizations.

’ Current Branch ‘

A feature update includes new capabilities and improvements. It can be deferred for this many days:
0 v|
A quality update includes security improvements. It can be deferred for this many days:

|2 ~]

Pause Updates

Temporarily pause updates from being installed on this device for up to 35 days. When updates resume, this device will
need to get the latest updates before it can be paused again.

@D off

1. The top option is for setting the update branch of the computer. Current Branch will
update the system as soon as updates are available, while other options such as Current
Branch for Business will delay the updates for four months to allow businesses to adapt to
new updates without them breaking software compatibility. If you’re not sure what to pick,
stick with Current Branch.
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2. The feature update drop-down allows you to set how long feature updates are delayed.
Feature updates typically add new features to Windows 10 and are non-essential for the
security of the computer. You can delay these updates for up to 365 days.

3. The quality update drop-down works the same way as the feature update drop-down.
Unlike feature updates, quality updates deal with keeping the system’s performance and
security at a high. Because they’re so vital for the system’s use, you can only delay quality
updates for 30 days.

4. At the bottom is the Pause Updates switch. Once turned on, you won’t receive any
updates for 35 days. After the 35 days are up, however, Windows will go back to installing
updates automatically.

Set Active Hours

One early complaint of Windows 10 was how it unexpectedly restarted itself to install
updates. Coupled with the fact you couldn’t stop updates from occurring, and it results in a
frustrating problem where Windows 10 might download updates, install them, and
automatically restart the PC should you leave it alone for only a few minutes. Active Hours
tells Windows not to restart the PC or install updates during specific times, so you never
have to worry about an auto-restart.

To set your active hours, access the Windows Update window as in chapter 15.1. Then,
click on the link that says “Change Active Hours”.

Update settings

We'll automatically download and install updates, except on meter
may apply). In that case, we'll automatically download only those t
Windows running smoothly.

Change active hours

A

Restart options

Advanced options

Here you can set the times where you do not want Windows 10 to restart the computer.
Set this for when you’re doing important tasks such as work or gaming. Windows 10 will
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now defer the restart of the computer until after the active hours are over.

Active hours

Set active hours to let us know when you typically use this device. We
won't automatically restart it during active hours and we won't restart
without checking if you're using it.

Start time
8 00

End time (max 18 hours)

17 00
I
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Chapter 16: Touchpad Settings

Edit Touchpad Settings

If you’re using a laptop, there’s a good chance that you also have a trackpad. This allows
you to move the cursor using a pad built into the laptop itself. Your laptop may even come
with pre-set “gestures” where you move your fingers across the pad in specific ways to

activate or use features.

While useful to have on the move, it's definitely not to everyone’s tastes. For instance,
some people who use their laptops for gaming will want to disable the touchpad so they
don’t accidentally move the mouse while playing games. Perhaps you find yourself
accidentally clicking things as you're using the laptop’s keyboard.

If you want to change how the touchpad works, click on the Start button, then the Settings

cog. Click Devices.

On the left side click Touchpad.

Settings

8¢ Home

r
| Find a setting

Devices

£§

Bluetooth & other devices

Printers & scanners

S @

Mouse

il

Touchpad
Typing
o Pen & Windows Ink

® AutoPlay

f1 use

Touchpad

Your PC has a precision touchpad

Touchpad

@ on

Leave touchpad on when a mouse is connected

Change the cursor speed
Taps

Use taps to click, right-click and select. Turn down the sensitivity if
they are activated while you're typing

Touchpad sensitivity

| Medium sensitivity |

Tap with a single finger to single-click
Tap with two fingers to right-click

Tap twice and drag to multi-select

You’'ll see some basic options at the very top of this window. The top toggle disables and
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enables the touchpad entirely, so be careful with this option if the touchpad is your only
means of input!

If you use a mouse, you can tell Windows to disable the touchpad when it detects a
mouse. Alternatively, if you still use the touchpad while the mouse is in, you can tell
Windows to keep it on so you can use both. If you find the cursor is too slow or fast
depending on how far you move your finger on the touchpad, you can edit the sensitivity
here, too.

Edit Gestures

If you own a precision touchpad, you'll also see a wealth of advanced options has opened
itself up to you underneath the basic settings. If you’re unsure whether or not you have a
precision touchpad, Windows 10 will tell you at the top of the touchpad window under the
“Touchpad” title.

Touchpad

Jo " Your PC has a precision touchpad.

Touchpad

@ o

If you have one, scroll down the window to see all the options available to you. A lot of
them are simple on-off switches for pre-set gestures such as tapping the touchpad with
two fingers to represent a right click. They’re self-explanatory, so familiarise yourself with
each one and enable or disable them as you see fit.
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%3 Home TOUChpad

Find a setting pe Touchpad sensitivity

Medium sensitivity

Devices

; v T ith a single fi to single-click
&8 Bluetooth & other devices . ap With a singie finger to single-clic

a Tap with two fingers to right-click
Printers & scanners

Tap twice and drag to multi-select
O Mouse

Press the bottom right corner of the touchpad to right-click

I E2 Touchpad

Ty Scroll and zoom

B BonkiWindowsink Drag two fingers to scroll

®) AutoPlay Scrolling direction

[ Downwards motion scrolls up

8 use

Pinch to zoom

Near the very bottom of this window is an interesting feature: three-touch gestures. The
idea behind them is that you place three of your fingers on the touchpad — normally the
index, middle, and ring finger. You can then swipe them up, down, left, right, or tap on the
touchpad to activate pre-set functions.

If you want to use three-finger gestures, you can browse the pre-set gestures under the
Swipes dropdown.
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Touchpad

Swipes
Nothing
Switch apps and show desktop
Switch desktops and show desktop g

Change audio and volu%e

| ’ ‘ ) 4 NoL g

This will then give you a set of four gestures which you can use for different functions.

189



Settings

%! Home

Find a setting

Devices

B8 Bluetooth & other devices
%l Printers & scanners
(0 Mouse

I B  Touchpad

Typing

S

Pen & Windows Ink

5

AutoPlay

8 uss

Touchpad

Three-finger gestures

Swipes

Change audio and volume

T T Volume up

4 Volume down

€  Previous track

=2  Next track

Taps

Action Centre

Reset your touchpad

Reset touchpad settings and gestures to defaults

Racat

You can also set what happens when you tap three fingers against the touchpad.
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111

€ Previous track

Nothing —>  Next track
Search with Cortar 3

Action Centre

Play/pause

Middle mouse button

d

| o PRy e ST SR oo idelhes Soe 2 an 2 fae d sl ciss = deE. Sliadi sl

If you want more freedom over what each gesture does, scroll down to the very bottom of
the window and click “Advanced gesture configuration”.

Touchpad

Reset your touchpad

Reset touchpad settings and gestures to defaults

Reset

Related settings

Additional settings

Advanced gestjgnr]"e configuration

Do you have a question?
Get help
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You can choose which preset function you want on each gesture, including nothing
happening. Browse through them and set the gestures so you have your most-used
functions tied to a simple swipe.

Settings

% Advanced gesture configuration

Configure your three finger gestures

Taps

Action Centre v

Up

Volume up v

Forward navigation
Backward navigation
Snap window to the left
Snap window to the right
Maximise a window
Minimise a window

Next track

Previous track

Volume up
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Conclusion

As you’ve read, Windows 10 comes packed with a lot of features. From changing the
background image on your desktop to changing the level of privacy you want Cortana to
use, making the operating system your own. There are many options for you to experiment
with to better suit your needs.

Now that you know the ins and outs of the operating system, you can now go forth and
customize your Windows 10 experience to your heart's content. Happy customizing!
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