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Windows10

THE COMPLETE GUIDE

Welcome to Windows 10 - The Complete Guide!

Inside you will find step-by-step guides designed to make getting the most
from your computer effortless, with something new to learn on every page.
From sending emails and chatting to Cortana, to customising the Start
Menu and scanning for malware, this book is filled with guides, tutorials and
tips that are perfect for anyone wanting to improve their understanding of
Windows 10.

No matter if you are a long-time PC user or a complete Windows novice
booting up your first laptop, there is something here for everyone! Including
some of the most important elements of Windows 10, and something
everyone who uses a computer online should know more about, the security
and privacy features.

So, what are you waiting for? Turn the page and start to build your
understanding of Windows 10!

| A ?Z

Russ Ware
Editor
Email: russ@bdmpublications.com

@bdmpubs 'i BDM Publications www.bdmpublications.com
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Essentials

Before you start exploring
everything the new operating
system has to offer, take some
time to get things set up
correctly and make sure that
you understand how to navigate
around the desktop. Here we
take a look at the core elements
of Windows 10 and how you can
use them more efficiently.
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Setting Up a
Microsoft Account

A Microsoft account is an important part of using Windows 10. It gives you single sign in
access to all of the Microsoft and Windows 10 services, from Skype and Office to Outlook
and the Store. Setting one up should be the first thing you do in Windows 10.

Set Up and Configure Your Account

Microsoft prefers its users to have a single main account. Here we show you how to create one as well as look at any

other further settings you might need.

also create one at www.account.microsoft. com. This is also
where you can customise your account settings, which we’ll
come onto shortly.

B Microsoft

Create account

Microsoft account opens a world of benefits.

Send me promotional emails from Microsoft

Even if you think you don’t have a Microsoft
account, it’s quite possible that you do have
one. Ever had a Hotmail or Outlook.com address, or did you
use MSN or Windows Live Messenger? You can sign in with
those same credentials.

@) mmow a0 owodd Ge  mennmes  Sowon O

By Ui this it you agree 1o the wse of cookies for analytcs, personslzed content and ads.

To continue, create an Xbox profile

Al

You can sign up for an account when you install or
initialise Windows 10 for the first time but you can

8 www.bdmpublications.com

In addition to Windows and Outlook.com, you
can also use your account across all Microsoft
services including Xbox Live, Skype, Office and Bing, as well as
Windows-powered phones (your Contacts are automatically
synchronised with your account too).

B3 Microsoft P

E8 windows Windows 10 Windows 8.1 Devices  Apps+games  Downloads  How-to

od  Get help

Messenger has moved to Skype

Find out mare about Skype

Was this page helpful? Share this page Like us on Facebook

You can create a Microsoft account with any
email address (you used to have to have an
Outlook or Windows Live account). So even if you use Gmail,
you can still get a Microsoft account. It’s optional whether you
have a new Outlook.com email account as well.

Go 3|k‘

One account. All of Google.

Sign in to continue to Gmail

Enter your emai



During the initialisation process for Windows 10,

you will be asked to sign in using your Microsoft
account (you can also sign in with a Local Account). Microsoft
will then go and fetch any information connected to your
account, such as your profile picture, etc.

Make it yours

Your Microsofl account opens up @ world of benefils. Sign in for your personalised experience. Leain

more.

graham_danicls@outlook.com

No accoun

Step 6 Once you've signed in using your Microsoft

account, you can configure it from within
Windows 10. Open the main Settings and choose Accounts.
You can change options to do with the account itself here as

well as how often your computer should require you to sign in.

T — G
Accounts

= ouree e
© el 8 wpp accounts
A Sgvineptons

B Access work or schock
A, Famiy & other peepie.

T sy you secings

DAVID HAYWARD

Create your picture
© oo
[ o

Step 7 Clicking Manage your Account will take you to

your account page online. You may see an update
to your account terms and conditions when you do this for the

first time. Here you can see recent purchases, your devices,
personal info (plus payment info) and change your password.

[T T [ TS [T ) [

i ar

Microsoft Rewards A3 Wi P by 7100 905 1 677 o . wareGgmal com.

Step 8 Back in Settings > Accounts > Sync your Settings,
you can tell your PC what details you want it to
synchronise to your Microsoft account. Aside from several

other options, you can choose whether you want your stored
passwords to be synchronised using your account.

& Home Sync your settings

[ Find a setting | Sync your settings

Sync Windows settings to other devices using
Accounts russ.ware@gmail.com.
RZ  Your info How does syncing work?

Sync settings

@@ o

2 Email & app accounts

Sign-in options
Individual sync settings

Theme

@ on

> _Svnc vour settinas e i

m Services within Windows that use your Microsoft

account, such as Mail or the Windows Store, will
now automatically have your account details pre-filled. You
will be able to get access to your purchase history and more
via the individual apps.

Account you've added to this app
o pugl976@live.co.uk
i Microsoft account
Sign out

Q
B3 Access work or school
A

Family & other people

Step 10 Within Settings > Accounts you can also add
family members to your PC, so they use their own
login and don’t have to share your account. You can specify

time limits and restrict the type of games that can be played.
You can even add people that aren’t in your family group.

Leam more

or school Other |

peophe Aoy p
. d Add a child or an adult?

Enter the email address of the person you want to add. I they use Windows, Office,
4+ A Outiookcom, OneDiive. Skype, of X, enler the email address they use 10 Sigh in.

stwpad O Acdachd

O Adean st

[ .
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Setting Up
Parental Controls

If you’re sharing a Windows 10 computer with a child, or they have one for themselves,
then setting them up with their own account can be helpful. AWindows 10 child account
gives them freedom, whilst allowing you to set up certain restrictions.

Windows 10 Child Account

With a Windows 10 child account you’re able to set up age restrictions and time limits and ensure they’re not visiting

sites or using apps they shouldn’t.

Start off by clicking the Windows Start button
and typing ‘account’ The first result that should
appear is Manage your account, if anything else appears, as
in you have some work labelled ‘account’ or such, then scroll
down until you find the Manage your account option.

= & 0O ©

Filters v

Best match
oy

— Manage your account
E a System settings

Search suggestions
/O acC - See web results

Apps

Store

You’ll now find yourself at the Windows 10 Settings
page, in the Accounts section portal. Notice there
are links down the left-hand side, look for the Family & Other
People link and click it to continue with the process.

@ Home Your info

3 Email & app accounts

S Sign-in options

DAVID HAYWARD

B Access work o school

Billing info, family settings, subscriptions, secunty settings, and
more

8, Family & other people

Z Sync your settings

Vou eed 16 verify your identity on ths PC

Create your picture

@ Camera
D Browse for one

10 www.bdmpublications.com

You'll need to sign in with a Microsoft account for
this to work. If you’ve not already set up a main
Microsoft login account for Windows, you'll need to click the
Sign in with a Microsoft account option. Once done, you’ll be
presented with the current family members who already have
MS accounts.

i = -8
© Home Family & other people
Your family
You can allow family members to $ign in o this PC. Adults can
manage family settings online and see recent activity to help kids
sy sate.
A Your info

Add a tamily member
£ Email & app accounts a5

e emmanayward Cantsignin

& sigavin options

B Access work or scnool

Other people

 Syme your settings

Allow people who are ot part of your family 16 $ign in with theie
omm accounts. This won't add them to your family

| Add someone else to this PC

Have a question?

Next, click on the Add a Family Member link, by
the plus sign under the Your Family section. This
will launch a new pop-up window to create a new Microsoft
account. You need to make sure that your child has an

email address and that you or they can currently access it to
authenticate the process.

@ Home Family & other people

Microselt acceunt x

Add a child or an adult?
A5 Your info
tex the email address of ¢

Ent it to #d. If they use Windows, Office,
Outlook.com, OneDrive, Sky,

the email address they use to sign in.

© Email & app accol
€ Sign-in options O Add a child

O 4dd an sdut
& Accessworkor ¢

Z Sync your settingy

[ R




Step 5 Click the Add a Child option in the new account
window and enter their email in the text box

section below. When you’re ready, click on the Next button.

Microsoft account

Add a child or an adult?

Enter the email address of the person you want to add. If they use Windows, Office,
Outlook.com, OneDrive, Skype, or Xbox, enter the email address they use to sign in.
® Add a child

Kids are safer online when they have their own account

O Add an aduilt

| anon child 2000@mail.com| X

The person | want to add doesn't have an email address

Sicla i You'll now get the message that it’s not a

Microsoft account, click the link to Create a
Microsoft Account. This will bring you to a new window with
the email address you’ve entered already filled in. Complete
the relevant details and click the Next button to continue.

Child Account

Step 8 The child’s account is now ready to be activated.
The message box informs you that you’ll need to
respond to the email Microsoft has sent before they’re able to

log inin to the Windows 10 computer. Click the Close button
when you’re ready.

Microsoft account X

Good to go!

You invited anon.child.2000@mail.com to be added to your family as a child. Until they
accept the invite from their email, they'll be able to log into this device without family
settings applied to their account.

Let them know they'll need to be connected to the internet the first time they log into
the device.

m Microsoft will send some emails to the child’s

account. One will be a Verification email, which
you, or your child, will need to click the link to activate the
account. They need to log in to Microsoft online to complete
the process. The other email will be an invitation to join the

family account, which you also need to Accept.

Let's create an account

Compose E-mall Delote | Spam || Reply » | Forward || Move =

Windows, Office, Outlook.com, OneDrive, Skype, Xbox. They're all better and more

personal when they sign in with their Microsoft account. Learn more 2 ;c:i,’:,:o r,t:, )
Unresd E-maits [
1 e e Microsoft account
After you sign up, we'll send you a message with a link [Srancssss B . .
to verify this user name. il Ve rlfy your email address

| anon.child.2000@mail.com

Drafts To finéh setting p this Microsoft account. we just need to make sure this emad address is yours.

oot Verify anon.child2000@mail.com

Get a new email address

Or you may be asked 1o enter the secunty code: 8559
I sssssssss I i ¥

1 you didn't malce this request. cick nere to cancel

I United Kingdom o I

Thanics.

The Microsoft account team

[ sanuary v][e  v][a00 ]

Step 7 The next section details what level of search and Step 10 Using the child account to join the family will
advertising Microsoft will allow to the account. send emails to you confirming the accepted

Obviously you can untick both boxes, or leave them as they invitation. Back at the Windows 10 Family & Other People
are, depending on what you want. However, for the sake of window, you can now click the child’s account and allow it
enhanced privacy, we recommend unticking both. Click Next to log in; or manage it via the Microsoft Family portal online,
when you’re ready. which we’ll look at in the next tutorial.
(S8 ¥ v v oy
See what's most relevant to them Facily 8 caher people - ROt #
Your fmiy EMcoh s~ P
Make sure they see the search results, advertising, and things they'll like most when :,,,._,,‘:,".:1',"_‘:,;“;‘.: e e
Microsoft personalizes their experiences by using their preferences and learning from Your family
their data. Change these settings online and in some Microsoft products and services. i e r——
. - s 1) sronchild 2000@malcom
Enhance their online experiences by letting Microsoft Advertising use their account | @ v e
information. (They can change this setting at any time.)
i (T @ oo
Send them promotional offers from Microsoft. (They can unsubscribe at any time.) i
Cther people ’ Emma Hapnard

Alow pasgie who 3ot part of yous iy 16 500 in wih thar
o sz, T w233 S 10 s iy,

[ 08 smeone san o 0B Help with MAcrosoft famy features

Mave a question”
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Exploring the
Windows 10 Settings

Windows 10 settings are actually spread across a couple of different menus but the main
settings can be accessed by clicking the Start menu button, where you should see them
pinned in the folder list. If not you can search for ‘Settings’ using the Windows 10 search
bar. You can pin the settings icon to the taskbar or Start menu for easier access.

Settings

External Device Settings

This is where you come to manage all of your connected
devices, from printers and scanners to your mouse and
keyboard. Related settings are also found here, including
Bluetooth and touchpad settings if you are using a laptop.

Main System Setting El Shien Devices
Here you can find settings and options for things like
the Display, Notifications, Apps, Power and Storage.
The About section contains lots of information about
the hardware in your computer as well as the operating
system software version being used.

E: Apps R Accounts
= Uninstall, defaults, optiona Your account

guage, permissior

/C) Search O Cortana

App Settings

This is where you can find details on all of the apps you
have installed on your Windows 10 computer. The main
list shows you the name, file size, developer and the
date it was installed (or updated). You can also set app
preferences here, so which apps are used to complete
certain tasks.

Search

Now that search and Cortana have been split apart,
there is a new group of settings for search. Here you
can control Safe Search settings, cloud search content,
and your search history. You can also control what is
searched (all files, or just libraries and desktop).

Cortana Settings Account Settings

Since the Fall Creators update you can access the Account settings contains all of the options you need for
Cortana settings through the main settings panel, rather managing your local Microsoft account. This includes the

than just through the Cortana sidebar. There are some secure sign-in options such as password, PIN and picture

new settings to find here since the update, including the password, as well as the new Dynamic Lock settings, workplace
ability to manage cloud search options. or school access settings and Microsoft Family settings.

12 www.bdmpublications.com



Phone Sync Settings

A new addition with the Fall Creators
update is the ability to link your
Windows, Android or iOS phone to
your PC and share documents, files
and data more easily between them

more easily. This section of the settings

lets you set up the phone sync, and
manage it afterwards.

Windows Settings

(] Prome e

g\_}: TimefS(Language @ C‘;ar‘nin? |

[9) Privacy

Privacy Settings

The privacy settings contains sections
for all of the main areas where

your privacy may be compromised,
including some which might not be
obvious at first. Click on each of the
section headings to see additional
settings and options.

Network & Internet Settings

If you are having problems with your
Internet connection, this is where
you should come to find details

and information. Everything from
Internet options to flight mode and
firewall settings can be found here.
Each section contains links to more
advanced options.

@ Network & Internet Ef Personalisation
light mode, VPN Backgrour ock e

1., Ease of Access
o e

- Update & Security

Time & Language Settings

In addition to the obvious settings for
the time and date displayed on your
computer (having this information
correct is more important than many
think) this is where you come to

change the display and input language

for your computer.

Personalisation Settings

Nearly everything about the

way Windows looks can be
customised to some degree.
Personalisation settings include
options for changing the desktop
wallpaper, colours of menus and
windows, lock screen settings and
the theme management tools.

Ease of Access Settings

Previously called Accessibility, if
you have additional accessibility
needs to use a computer
efficiently, you can find lots of
settings here to make life easier.
From a narrator tool and screen
magnifier, to closed captioning
and mouse and keyboard
settings. You can even make the
cursor thicker and easier to see.

Gaming Settings

A new addition to the settings
with the recent update, here you
will find the newly added gaming
tools. These include a game
recorder (Game DVR), the tools
for broadcasting your games

and the Game Mode option. This
helps to optimise any games you
play on your PC.

Update and Security Settings

It is important to make sure

that your Windows computer

is up-to-date with all the latest
updates and revisions. Within this
settings menu, you can check to
see which updates are available
to download and install. You can
also create backups and recovery
discs here.

www.bdmpublications.com 13



Discover the Start Menu,
Taskbar and Action Center

The Start menu, taskbar and Action Center are likely to be three of the most used areas
of the Windows 10 interface for most people. There have been several additions and
improvements to these tools in the recent updates, making them even easier to use, so
let’s take a look at what you can do with these essential Windows tools.

All Apps List

As you use Windows 10 and the various
apps and software, a list of your most
used tools will appear here. This is
constantly updated as your use of

the OS evolves. At the top of the Al
Apps list is a Recently Added section,
showing newly installed software and
a Most Used section showing your
favourite applications. Click either
heading to open a jump to letter menu.

Start Menu Folders

If you pin apps to the Start menu, their
icons will appear below the block of
tiles. You can now move these app
icons into folders within the Start
menu. To do this, click and drag one
icon on top of another. If the bottom
icon expands slightly rather than
moving out of the way, drop the icon to
create the folder.

System Folders

You can change the folders that appear
in the bottom half of the Start menu,
depending on how you use Windows
10. Settings, Power and All Apps will
always be present in this part of the
menu but everything else can be
chosen in Settings > Personalisation.

@
D
(=
®
o
L

. ‘Adobe InDesign CC 2018

. Adobe InDesign CC 2019

. Alarms 8 Clock
 e—

D AMD Problem Report Wizard

] susbie with 3 5300

] colcutotor
Calendar

C

Camera

Candy Crush Soda Saga

Canon Inkjet Print Uity

O o

‘Chrome-Apps.

WY Code Wiiter

b
&

Disney Magic Kingdoms

I L Type here to search

Search Bar

The search bar is always visible to the right of the Windows
button, unless viewing an app or game in full screen mode.
Click in the Ask me Anything box and the search window will
open. You can either type your search term or, if set up, use
the Mic to ask Cortana. When the search menu opens, it will
hopefully be prefilled with relevant information and links.

Taskbar (left)

The taskbar contains shortcuts to many of the most
commonly used apps, including the Edge browser, App
Store and File Explorer. You can add any app to the taskbar
by right-clicking on the tile or app icon and selecting Pin to
taskbar from the menu. Right-clicking on the taskbar will
also allow you to add different toolbars to it.

14
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General

General

Network Project All settings
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Taskbar (right)

The right-hand side of the taskbar contains several essential
Windows tools. Here you can check battery power (if using a
laptop), your Wi-Fi connection details, speaker volume and several
other things. You will also find the button to open the new Action
Center here. The Anniversary update added notification badges
here, s0 you can see unread notification amounts at a glance.

PERSONALISATION

You can personalise the Start menu and taskbarin a
number of ways. Open the main settings and click on
Personalisation. In the Start section you will see sliders to
control whether you see recently added apps, most used
apps, etc. You can also set the Start menu to display in
full screen like it did in Windows 8.1.

Action Center Notifications

Notifications in the Action Center
range from security alerts and
system errors, to emails and
Facebook updates. If you are seeing
notifications here that you don’t
need, Twitter updates for example,
you can right-click the heading and
turn off notifications for that app.

Start Menu Tiles

Just as with Windows 8.1, the

‘ tiles that appear in the Start
———  menudisplay information (when
appropriate) from the apps and
services they link to. You can
customise the look of the tiles
by right-clicking on them and
selecting an option from the
menu that appears. Tiles are now
automatically split into relevant
sections, e.g. Play and Explore.

Quick Settings
o dlotfcatins The Quick Settings displayed here
% will vary depending on the device
Night ight you are using. You will normally
2 see Wi-Fi, Note, All Settings,
T Bluetooth, Location and Quiet

Hours here at the very least. If the
— Quick Settings menu is collapsed,
omarzons click the Expand button to show
the full menu. You can now
customise the Quick Settings
buttons shown in Settings > System
> Notifications and Actions.

www.bdmpublications.com
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Using the Main
Windows 10 Menu

The Start menu in Windows 10 is useful for much more than just displaying a list of your
apps and software. It includes Live Tiles, shortcuts to folders and settings, and you can
even create folders within the menu itself. Learning how to use the Start menu is a must.

Get to Grips with Start

Microsoft has completely redesigned the Start menu for a new era and it seems to be improved with every update to
the OS, so it takes a little getting used to at first. Here’s our tour of the new Start.

You open the Start menu by clicking the Windows

icon in the bottom left of the desktop or by
pressing the Windows Key on your keyboard. The menu in
Windows 10 is a mix of the Windows 7 and 8 styles but works
better than either, with a list of apps on the left and Live Tiles
on the right.

g-- Bl

8=

0 s

B "

- - || —
= - N a=
- B
e 0o n e

O e n o) mﬂMthil'mgd-m
I e

at 2 -

- EVEL.—,,,‘::!;.:-‘
The live tiles work in the same way as they did

Step 2
in Windows 8. You can drag any of them around

the menu should you wish to reorder them. You can right-click
any file, folder or app in Windows 10 and select Pin to Start
to include it here. Once in the menu, click and drag to
rearrange tiles.

R T T

u AMD Settings v

Apex Legends

Avast Free Antivirus

i - =

n Backup and Sync from Google

6] Bubble Witch 3 Saga

C

Calculator

Calandar Explore
Camera
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m You can right-click anything in the live tiles area

of the Start menu to bring up the tile menu. This
lets you resize, unpin and even turn the live tile into a static
tile. There are up to four different sizes of live tile: small,
medium, wide and large, giving you lots of ways to build the
perfect Start menu.

The tiles are split into groups. You can click the
headings on existing groups to rename them.

Dragging one of the tiles to the bottom of the menu, to an
unused area of the menu, enables you to create a new group.
A bar will appear at the bottom to indicate that a new group
will be created.

ex Legends

ast Free Antivirus

ckup and Sync from Google

bble Witch 3 Saga

ndy Crush Soda Saga
non Inkjet Print Utility
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The Start menu now allows for the creation of
folders. This means that you can further organise

the menu by keeping related app icons in a single place.

To create a folder, simply click and drag an app icon over

another. The icon beneath will expand slightly. Drop the

dragged icon and the folder is created.

On the left-hand side at the bottom, there’s a

list of key items, such as the Settings app and a
shortcut to the File Explorer. Click the power icon and you
can shut down or restart your PC. You can add more options
to this shortcut section in Settings > Personalisation > Start >
Choose which folders appear.

eda@NsoBexalBB0D

The final area of the Start menu is the apps and

software list. This displays all of the installed
apps and software on your computer (software which doesn’t
require installation to run won’t be shown here). Scroll up
and down to view the full list and click the arrow next to apps
to see more options.

o
[ [
B -

—
A
[ [ore—

. Adobe Desion CC 2018
. Adobe InDesion CC 2019

Nm&Dﬂd

Start Menu

The Most Used section at the top of the list

enables you to access recently opened programs.
This will also show recently opened files, so if you have
Microsoft Word installed, simply go to the menu next to the
icon in the most used apps menu and you can instantly open
your recently worked upon files.

m Clicking on any of the headings (including the

individual letters) of the apps list will open an
A-Z selection menu. You can then quickly click on any of
the letters to skip directly to the listed apps that begin with
that letter, rather than having to scroll down through the
entire thing.

Finally, Windows 10 also makes it easy to resize

the Start menu. Move the mouse to the edges
and resize handles will appear, so you can have it covering
half your screen or a much smaller proportion. You can even
set the Start menu to open full screen, by going to Settings >
Personalisation > Start.

www.bdmpublications.com
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Managing Alerts
and Notifications

There have always been pop-up messages in Windows but now there is a centralised way
in which these are viewed and interacted with. Called the Action Center, it is designed to
work more like the notifications panel on a smartphone or tablet.

Exploring the Action Center

The new Action Center is a key interface element in Windows 10, providing you with access to Quick actions buttons
as well as the notifications and alerts.

Sl You can open the Action Center by clicking the m Clicking on a notification will take you to the
speech bubble icon on the far-right of the taskbar app that generated it. You can also interact with

or by pressing the Windows Key + A on your keyboard. If you certain notifications within the Action Center panel. On this
hover the mouse pointer over the Action Center button, it will screen, you can see that the Calendar notification allows you
tell you if you have any new notifications. to snooze it for various lengths of time.
O cortana

Don't forget...

Buy cat food

07/06/2019 12:15

Snooze for

15 minutes
0] v

Snooze Complete

12:06

‘ B AMD Settings
07/06/2019 .

ENG

General
New Radeon Software updates are available

ANERNGBLID L NG

1206
07/06/2019 ‘ Gene!al

Siisera | Thisis what the Action Center looks like when you You can also control whether or not an app
click the button. Any notifications are grouped sends notifications, or whether notifications

by app, with a heading showing which app they are from. are prioritised, from within the panel. Right-click on the app
Notifications will remain in the panel until you actively heading when a notification arrives and choose the desired
dismiss them or action them (click through to the apps). option from the action menu that appears.
W AMO Settings O Corlan
e Go to notification settings
Turn off notifications for Cortana
- Snooze for
General 15 minutes
e v
B AMD Settings
General
New Radeon Software updates are available.
General

New Radeon Software updates are available.
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If you right-click on the actual Action Center

Step 5
button in the taskbar, you will see some different

options in the action menu that appears. These include the
option to turn on Quiet hours, show/hide app icons and
show/hide the number of notifications on the button.

Open Action Centre

~ Off Focus assist

Priority only Don't show app icons
Alarms only Don't show number of new notifications
e A s 4

Action Center

Step 8 A very useful addition to the Action Center is the
Quick actions panel at the bottom. This allows
you to quickly perform some key functions (or actions) such

as connecting to Wi-Fi. You can expand or collapse this bar by
clicking the relevant heading.

07/06/2019

Siels s In addition to being displayed in the Action
that appears at the bottom right of your screen. Clicking on
these pop-up windows will also take you to the app that
generated the notification (the Calendar app for example).

O Remember to..
Buy cat food
07/06/2019 12:15

Snooze for

15 minutes

o] v

Complete

A BR@BID £ NG

Step 7 When you're done with the notifications on the

menu, you can click the Clear All button at the
top to dismiss them. In Settings > System > Notifications and
Actions, you can choose the Quick Actions that appear at the
top of the bottom panel in the Action Center.

Settings
@ Home Notifications & actions
Find a setting ] Quick actions
System You can add, remove or rearrange your quick actions directly in the
Action Centre.
O Display Edit your quick actions
) Sound

Notifications

Get notifications from apps and other senders

Focus assist @D on

L Notifications & actions
2

vhen you do or don't get notifications, try Focus
@ Power &sleep =

gs
= Storage
Show notifications on the lock screen

{8 Tablet mode Show reminders and incoming VoIP calls on the lock screen

Center, notifications will create a pop-up window

1232
07/06/2019 ‘ )

Collapse Clear all notifications
3 & S S

Toblet mode  [RSSTSY Connect Night light

a & & D

Network Project All settings Focus assist

= o

VPN Screen snip.

A BhGBLIG S W

07/06/2019

m The Quick actions panel contains the Tablet

mode button. Tablet mode automatically
prepares the desktop for use with a touchscreen and your
fingers; perfect if using Windows 10 on a touchscreen laptop
or tablet. Upon activation you will notice an instant change.

. E % .- H

enEd -~

Step 10 Whether you are on a Windows tablet or a laptop,

at some point you will probably need to shut
down the Wi-Fi and Bluetooth (on an aircraft for example).
Clicking Flight mode halts all wireless communication and
places an aeroplane icon in your notifications area.

& & |
Tabletmode  Network All settings | Flight mod

D % ]

Focus assist Bluetooth VPN

= S

Project Connect

@

Nearby sharing ~ Night light
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How to Quickly
Switch Between Tasks

The taskbar not only gives you quick access to several key Windows 10 tools like Search and
Cortana, it can be further customised with pinned apps, system tools and settings. Making
full use of the taskbar can really improve how Windows 10 works for you.

Mastering the Windows 10 Taskbar

There are a lot more features and functions of the taskbar than may first meet the eye. Let’s take a look at how you
can discover and master them.

Start Menu Button Clicking this, as you will no doubt Cortana is now separated from Windows search,
know by now, opens the Start and is activated using the small circular button

menu. This is where you find all of the apps and software on next to the search box. It is now a more focused virtual assistant,
your computer listed, along with Live Tiles and system folders. allowing you to create reminders, lists and perform functions
Right-clicking on the Start menu button opens a different using voice, or one of the many Cortana-connected apps.

menu, containing links to system tools like Task Manager. _—

D AMD Problem Repor: Wizard

D AMD Settings
O o
n Avast Free Antivirus

(]

()

[ e wisnemiion
Bubble Witch 3 Saga

‘
4 Caloulator
o

3

2 0 2 @

" o

OrR 2 AEMEO o @

The Search box is integrated into the taskbar The icon next to the search bar is Task
in Windows 10, so it is always visible and View, which also includes Timeline. This is

2 [iype here to search

available. Just click anywhere in the search box to begin using Windows 10’s new way to switch between open apps and

it. If you prefer, you can hide the search box completely, or it's really rather good, providing you can get used to using it.
replace it with a search icon. Right-click on the taskbar to Click to open or alternatively you can open the Task View by
change between these. pressing the Windows Key + Tab.

() i s i Tt Wt D e

@ v
Wdows 0erices Wl 27 Ao,
[S)

S e

£ Type here to search

o @M@ O = 0@ « K4
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gl s | Afew apps and other software will be
pinned to the taskbar when you first use

your Windows 10 PC. You can add more as and when you
choose. To pin apps, right-click on the app icon anywhere you
see it (Start menu for example), click More and then Pin to
taskbar. Shortcuts can also be pinned.

Open file location

% Run as administrator
Troubleshoot compatibifity
Pin to Start
Scan selected items for viruses
Pin to taskbar

Restore previous versions
Send to

Cut

Copy

Create shortcut
Delete
Rename

Properties

Taskbar

Hovering over any open app icon in the taskbar
brings up a Peek preview of the window. If a movie
is playing, for example, you will see it playing here too. If you

mouse over the preview, the X icon appears so you can close
the window down directly from the taskbar should you wish to.

U Archives - BDM Publication:

System Icons Quick access to various system tools,
including sound and network settings.

The exact icons that appear here will vary depending on your
system set up and apps installed. If we were using a laptop
here rather than a desktop, for example, a battery icon would
be in the notifications area.

13:46

Notifications The Action Center gathers together all
your pop-up notifications from things

like the email app or Windows update. It also features Quick
Settings buttons for things like Wi-Fi. The Anniversary update
added notification badges, meaning you can see how many
unread notifications you have.

ABDRAVTG & B

~BheRT Y F ow

sasrch on @ @Meé N 2« K I EBO0OD

Taskbar Tools The taskbar contains several unique tools.
These can be shown or hidden as you

prefer. They include the People app, Task View, the Windows Ink
workspace and the Touch keyboard button. Right-click anywhere
on the taskbar and you can show or hide these tools in the menu
that appears.

Toolbars >

Search >

+/ Show Cortana button

/" Show Task View button

Show People on the taskbar

< Show Windows Ink Workspace button

Show touch keyboard button

Jump Lists Right-clicking anything on the taskbar once
again brings up a context menu. Apps such

as Word and Excel feature jump lists, showing you recent files
that you can pin to the list using the drawing pin icon. What
appears in the jump list varies between apps, e.g. Edge will
show recent websites visited.

@ ficho Dot (3rd Gen) - Smant speaker i
G echa dot - Googe Search

Tasks

@ New window

@ New incognito window

@ GoogleChiome
53 Unpin from taskbar
X Close window

(o search o 2 A M@ O & % H wiK JH
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m

Exploring the
- Windows File Manager

The File Explorer is much the same as it was in previous versions of Windows but it is still
worth you exploring it. The File Explorer is one of the most overlooked tools in Windows but
if you want to be able to find your accumulated photos, music files, and word documents
without having to use Search, it is definitely something you should be familiar with.

File Explorer Toolbar

This tabbed toolbar contains all

of the tools you need to manage
the different files and folders you
can view. The main tab is Home,
which contains tools for pinning to
the Quick Access pane in the Start
menu, copying, pasting, moving
and renaming files. Once you have
selected a file or folder in the main
pane, the tools become active.

Navigation Pane - Folders

The left-hand sidebar contains a
list of different file folders on your
computer. Clicking on any of the
folders shown here will display
the various files and folders
inside, in the main pane. The list
is split into sections, including
Quick Access/Recent, OneDrive
and This PC. If you right-click on
a blank area, you can choose to
show All Folders here.

Info Bar

The thin bar along the bottom

of the File Explorer displays
several bits of useful information.
If nothing in the main window

is selected, the info bar shows
the total number of items in the
selected folder. Click on afile
and the file size is also shown
here. If you select several files,
the number of items selected is
shown, along with the total size of
all selected items combined.

LRNTRGNEN Saved Pictures

File Home Share View Manage
l® = & cut & 2 x -f i New item ~ I P open ~ [ select al
= Wd Copy path 1 ] easy access ~ = | Edit Select none
to Copy aste b b Move Copy Delete Rename New Properties o, )
[E] Past = Fo~ - folder - B History [ Invert selection
Clipboard Organize New Open Select
— v > This PC > Pictures > Saved Pictures

# Quick access
m Desktop
3 Downloads
|2 Documents
= Pictures

_+ Google Drive

L S

Radeon Relive

~ Current Work »

.~ [Essential Guide 26 - Galaxy Mi  agriculture-arable-clouds-countrysidej
~ PCKnowledge 21 Windows 1(

city-cars-road-houses jpg

~ Screenshots

~ Windows 10 Fixes - TBC

% OneDrive
19 Apps

v M | AL e -3
= N
Documents zf 3

- <l
Email allachimenls person-holiday-vacation-woman.jpg

pexels-photo.jpg

Music

Pictures

= This PC
3 3D Objects
m Desktop
/£ Documents
& Downloads
& Music
= Pictures
B Videos
. Local Disk (C)

W Network
@ DESKTOP-6AMOKMH
= IANS-IMAC
& TECHNICOLOR
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THE VIEW TAB SHOW LIBRARIES

The View tab in the File Explorer allows you to completely Your Libraries in Windows 10 are preset system folders that
change how the window looks, how files are displayed and are the default locations for your Camera Roll, Music, Saved
even whether each item has a permanent check box next to Pictures, Documents, Pictures and Videos. You can easily have
it. One of the most useful tools in the View tab is the Details these displayed in the File Explorer. Right-click on any free
Pane button. This switches the Preview Pane to show a list of area of the Navigation Pane and from the menu, click Show
file details instead. This is particularly useful if you are looking Libraries. You can then expand the list of libraries by clicking
at images. the small arrow.

Window Controls

Almost every window that opens in
( Windows includes these controls. From left
= (@ 0 to right they are: Minimise, Maximise and
[ Close. Just below the standard window
controls is a small arrow and a question
mark. The arrow is used to show and hide
the File Explorer toolbar, which is useful for
smaller displays. The question mark will,
v[©)] [Sesren saved Pictires » when clicked, open a help page.

(

Preview Pane

If the preview pane is enabled,
approximately a third of the File Explorer
window and indeed, any other folder that
you open will be reserved for a preview of
any selected files. Normally, only image,
html and text files will display a preview
in this pane. The preview pane can be
increased or decreased in size by clicking
and dragging the scroll bar to the left of it.

[’T -
pexels-photo-94898 jpeg
Folder View

The two buttons here let you choose
between viewing the contents of the folder
in a thumbnail format or alternatively, as a
list. When the folder items are displayed as
a list, you can choose to display a varying
amount of information, including date

last modified, file type and file size. Items
shown as a list will still display a preview in
the Preview Pane when selected.

Folder Contents Pane

When a folder is selected in the File
Location sidebar, its contents are shown

in the main pane. The contents of any
pexels-phot-4 101 340e0 single folder may vary greatly of course but
Windows uses standard icons to show Word
documents, text files, various different
image formats and shortcuts to apps and
software. As you can see here, images will
usually be displayed as a thumbnail unless
view settings have been changed.
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h Learn How to
" Navigate Windows 10

Here we’ll take you through the improvements to the general Windows 10 file browser.
Many features remain from Windows 7 and 8 (such as clicking in the far right of the
taskbar to minimise everything) and apps on the taskbar work the same.

What’s New in File Explorer?

File Explorer is a much undervalued part of Windows. And while it hasn’t fundamentally changed for several versions of
the operating system, Windows 10 introduces some interesting enhancements, which we’ll take you through here.

The way you browse files in Windows 10 is m There are also new icons across all File
broadly similar to previous versions of Windows, Explorer views, while there are a lot more file
but File Explorer has been enhanced. The main Quick Access operations that you can access on the menu at the top
window shows you your most frequently used folders (after of the window (known as the ‘ribbon’ in Microsoft speak)
all, how many of us dip into more than five or ten folders in a without the need to use the right-click menu. This is to
day?) and also recent files. make it easier for PCs with touchscreens.

#+ Qs

P e——

- R TOF Pl

The sidebar also works on the same principle This PCis similar to before, but the link to
and via a new Quick Access feature you can Control Panel has been replaced by the Settings
pin folders or files that you want to stick around. It will app, which you can now see on the menu bar. Although the
also show you Frequent folders too. You can pin things Control Panel is still present in the background of Windows
permanently onto Quick Access by right-clicking them and 10, Microsoft intends for you to use the new Settings app and
selecting Add to Quick Access. directs you there wherever possible.
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Also from This PC (you might know it as My

Step 5
Computer if you previously used an older version

of Windows), you can access the Programs and Features
Control Panel area if you want to uninstall something.

@ Home Apps & features
Find a sett ', Installing apps
a tapps from. apps from the
Apg Stose helps protect your PC and keep it running smoothly.
| B= Aops & festue [ Wiow apps from anputere ~
i5 Default apps
Apps & features
G Offline maps

Manage optional features

@ Apps for websltes Search, sort, and filter by drive. If you would like to uninstall or
move an app, select it from the list
= Video playback

S Startup

1t by Name ~ Iter by All drives
. 30 Builder 145 M8
Microsoft Corporaton 27117201
Action Note 600 KB
Benjamin sautermelster 5/04£201
Adobe Creative Cloud 230 M8
- Adobe InDesign CC 2017 105 G8

File Explorer’s Share tab also gets a new

treatment, with the Share logo (first introduced
with Windows 8’s Charm bar) now used for file sharing from
all apps. You can choose to email a file straight from the File
Explorer window, add it to a zip file or share it with other
Windows users.

A I WA
v v
Guide PC Knowledge 21 Screenshots
laxy ‘Windows 10
al Seniors
$(20)
B
v v v v v
ricsVol  Windows Ink Taskbar.doc Updates  What  Social Networks 34 How 10 Scarch - How 10
odf Sketchpad and 0 update in Secure yourself Secure Yourself Search for
Screen Windows 10.doc on Facebook.doc on Facebook.zip Anyming in
Sketeh.doc Windows 10.do¢
m ™ m —_ m > ™ m

If you want to see what other options you have

Step 7
for sharing - perhaps using the Windows Mail

app - highlight the files you want to share, then click Share. A
pop-up bar will appear on the left of the screen and will show
you the options you have to share that file(s) or folder(s).

~ZAne

m@"

pexeis-photo-29021 jog oen

@ et sppsin Store
R

eneis-ghoto- 167579 joeg pexes-photo- 165426 oy exeis-phe1o- 206443 jpeg

File Explorer

The Windows 8 Charm bar has been abandoned

in Windows 10 and the functions for Windows
Store apps are hidden away inside the apps themselves;
functions such as the Settings for the app itself and the
ability to Print or Share.

If you’ve come from an earlier version of
Windows, you might not be familiar with

OneDrive. It’s Microsoft’s cloud storage application and it’s
available right from File Explorer in Windows 10, so you can
access your files just as if they were on your own computer.

Esvertial Guide 26 - Galax)
PC Knowleage 21 Windows 10N
Screenshots
v & Onedrive
App
Dozumants
Email attachments
Music
Piciures

v mTNsRC

2 30 Cojects

On-screen notifications have changed in
Windows 10. Unlike in Windows 8, where they
display in the top right of the screen, all notification action is
now centred on the bottom right. There’s also a place where
notifications reside after they’ve popped up.

Reselect your File History drive

X
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Create and Manage
Desktop Folders

Despite all of the changes to the Windows OS, folders have remained as one of the core
tools for organising your files. Much more than just boxes to keep your photos or music
files in, folders can really help to improve how you use Windows 10 on a day-to-day basis.

Creating New Folders

It may sound too simple if you are a long time Windows user but here’s a look at how to create new folders on the
desktop and within other folders.

Double-click any folder to open it and view the
contents. You can move items into a folder by

On the desktop, right-click and select New folder
from the action menu that appears. The familiar

yellow folder icon will then appear at that position on the selecting, dragging and dropping into an open folder or a
desktop (wherever you clicked), with the name automatically closed one. If the folder is closed, drag the selected items over
set as ‘New folder’ but highlighted ready to change. the top of it until the folder is highlighted, then release.

reate link in New folder (3)

To delete a folder, right-click on it and select
Delete from the action menu. You can also click

You can leave the name as ‘New folder’ if you
wish. If you then create a second folder next to

the first, it will automatically be named ‘New folder (2)’ You and drag the folder to the Recycle Bin icon on your desktop.
can rename a folder at any time by left-clicking on the title Anything in the folder will also be placed in the recycle bin.
once, or right-clicking and selecting Rename from the menu. To move folders around the desktop, just click, drag and

drop them.

Open

Pin to Quick access

Open as a Web Site with Microsoft WebMatrix
& Google Drive

Give access to

Restore previous versions
& Sean New tolder (3
& Sived using AVG

iary

in
B Add 10 archive.

B Add 10 "New folder Brar
B Con

26  www.bdmpublications.com



Managing Your Folders

Once created, folders can be adapted and customised in a number of ways. You can even change the default icon used

whenever a new folder is added.

You can manage a folder in a number of ways
without even opening it. Right-click on any
folder and the action menu appears. The exact options
that appear will depend on the apps or software you have

installed but can include scan for viruses, compress, shred,
zip and more.

Open
Pin to Quick access
Open as a Web Site with Microsoft WebMatrix
& Google Drive

Give access (0 >| B Remove access
Restore previous versions 4 Create or join a homegroup
M Scan New folder (2)
& Shred using AVG
Include in library >
Pin to Start
B Add to archive...
$ Add to "New folder (2)rar"
B compress and email.
3B Compress to "New folder (2).rar” and email

2 Specific people...

The standard (Windows 10) options in the folder
action menu include Pin to Quick Access, Open,
Share With, Pin to Start, Send To, Cut, Copy and Create
Shortcut. If there is a small arrow next to an option in the

menu, it means a further options menu will open when
rolled over.

Open

Pin to Quick access

Open as a Web Site with Microsoft WebMatrix
& Google Drive

Give accessto

Restore previous versions
# 5can New foider (2)
& Shred using AVG
Include in library 2
Unpin from Start
B Addtoarchive..
B Add to "New folder R)sar”

B Compress and email..
TR Comocace tn. "M Inirlar 221 rar™ and amail

Step 3 Open the folder and a whole range of further
options are available along the top of the new
window. You will see four main tabs along the top: File, Home,

Share and View. Each one of these, when clicked, will display
a different set of further options relevant to the section.

E&ﬂé&ﬂ

S cacth | O By
cs8000

2 B

supplementynot
ssinepingliiessiyeis
g

Most of these options are self-explanatory, such
as copy, paste and select all but some are a little

more confusing. Most casual computer users won’t need to

use 90 per cent of the options in their day-to-day use but it

is worth understanding them anyway. Add a few files to the
folder and experiment.

New folger 3)

=

» Downioaas
o pg  raspberyjpeg

Documents

o Pictures 4
4 Google Deive . : |/ a
Rateon Retive .

Coment Work . Rvitejpey  FURpleTeMITO  youth-active-jum
wokingjpg  D-happy-40815)
Digetal Pnes seg

Estetal
PC Knowledge

Sermensnots ! ' I
& OmDvive

m If you want to get really deep into managing
your folders, there are even more options to

explore. Open any folder and right-click anywhere inside
the main window. From the action menu that appears, click
Properties. Here you can manage all sort of things, from
security to icon style.

m To change the icon style, that will change the
style of all folder icons, click the customise tab

and then click Change Icon at the bottom. Scroll to view all
of the available icons (downloaded icons can be accessed by
browsing), click on your preferred icon and click OK.
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Manage Notifications
in Windows 10

If you’ve used a modern smartphone, you should be all too familiar with Notifications and

alerts. Windows 10 has embraced the use of similar notifications in a much bigger way
than older versions. Here’s how to manage those useful little pop-ups and alerts.

Viewing Notifications

Viewing your notifications is very straightforward, as they are all grouped together within the Action Center. You can
see when you have new natifications by the numbered badge that appears.

Some notifications pop up in a small window
in the bottom right corner of the screen as they
arrive, others will simply arrive in the Action Center and
display a badge on the Action Center button, again at the

bottom right of the screen. To see your active notifications,
click the Action Center button.

Meeting with Boss

00 1
Snooze for

5 minutes

Dismiss

Notifications are displayed under relevant
headings and will be grouped together
accordingly. So if you have two different Calendar app
notifications, find them grouped together under a calendar

heading. Notifications that pop up a window will vanish after
a few seconds if you ignore them.

———

[ Doctors Appointment
15:30 - 1
> minutes
15 minutes
1 hour

4 hours

1 day
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m Some notifications can be interacted with in the
pop-up or in the Action Center. For example, after
installing an app such as Spotify, a notification will appear

telling you that the installation was successful, and letting
you launch the app or pin it to the Start menu straight away.

@ Microsoft Store

instagram
t got ir

9 Calendar

Doctors Appointment
Photo Shoot

45 - 16:1
Drama Exam

Notifications of events from the Calendar app will
always appear as a pop-up first and then appear
in the Action Center. You have the option to interact with
both, by snoozing the notification for a selectable period of

time. Doing this will remove it from notifications until it pops
up again later.




Managing Your Notifications

You have a high level of control over how you are notified of things happening or requiring attention on your
Windows 10 computer. Let’s take a look at managing your notifications.

Notifications that are showing in the Action
Center will disappear after you have clicked on

Open the main Settings > Notifications & actions
and you can see several more ways to manage

them or actioned them. You can also remove them from your notifications and the Action Center. At the top you will
the panel by hovering your mouse pointer over them and see the panel for reviewing, adding and removing Quick
clicking the X that appears. Some notifications can be safely actions buttons (that appear in the Action Center). Available
ignored, but be wary about which. Quick actions will vary.
R
& Home Notifications & actions

Quick actions

Press and hcld (or select) quick actions, then drag to rearrange
them. These quick acticns appeat in action center.

© Display ") 4 e i

C Notification Tabletmode  Network AN g Lowtion
2 - = %
O Power &sleep ke | e
= siage @
Nighight
@ Tablet mode
we quick actions
O Mutitasking
& Projecting to this PC Notifications

Right-clicking on a notification heading in the
Action Center will bring up a small action menu

You will also see a few sliders that allow you to
control general notifications settings such as

allowing you to choose to turn off future notifications from that whether you get notifications from apps, notifications are
app or service, or make it a priority. You can also go directly shown on the lock screen of your PC and whether they are
from this action menu to the main notifications settings. shown when you are duplicating the screen.
L ® Wome Notifications & actions
Notifications
Get notifications from apps and other senders
Launch Pin to Start @ o
O Display Show notifications: on the lock screen
@ Calendar | @ Notifications & action: @ o
Show reminders and incoming VOIP calls on the lock screen
@ Power &sleep @ on
& Storage Hide notifications when 'm duplicating my screen
Calendar & on

@ Tablet mode
Show me the Windows welcome experience after updates and
=9 O Multasking occasionally when | sign in to highlight what's new and suggested
5 minutes @ oft

& Projecting to this PC

Snooze 101

Get tips, tricks, and suggestions as you use Windows
3 Shared experiences @D on

Below these are sliders to enable or disable
notifications for individual apps or services in

Right-clicking on the Action Center button will
bring up a small options menu, allowing you to

turn on/off Quiet hours (a period when no notifications are Windows 10. Click on the name of the app or the feature and
shown), whether app icons are shown in the Action Center a new screen will open, letting you fine-tune the notification
and whether the number of notifications is shown on the setting for each in much more detail (e.g. set the max number
Action Center button. of notifications to show).
@ tome Notifications & actions
. AMO Radeon Settings @ on
© Display E AutoPlay @) of
Open action center ) Power &sleep Ca.km' nd @ o
Turn off quiet hours o Canon Inkjet Print Utility @ o
A 3 Tablet mode E ' ‘
Don't show app icons
Don't show number of new notifications b E C'?I"ﬂﬂﬂ € o
e & Projecting to this PC
R A 73 1 17- 7 ¥ A P Feedback Hub @D on
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View and Manage Your
Activities with Timeline

One of the most useful additions to the Windows 10 OS in the Spring Creators update is
Timeline. This handy feature allows you to easily get back to anything you were working on
previously, without having to have dozens of windows left open all over your computer. You
will only see the Timeline features when you click the Task View button if you have the
latest update installed.

New Desktop

Just as with the old version of
Task View, there is a button to Sl es
add extra virtual desktops. Virtual
desktops are essentially extra
workspaces, so for example you
can have one space with your
email and chat windows open,
and another where you’re working
on a PowerPoint presentation
without email distraction.

Task View

S| Windows 10 Seniors Manual 27 Flatplan s P File Explorer

Timeline introduces a new way to
resume past activities you started g . - -
on the current PC, other Windows == : s ROV
PCs, and even i0OS/Android devices. :
The feature enhances Task View,

allowing you to switch between e : p‘e‘s‘m'‘s‘e‘e'6s':
currently running apps and past : z

activities. The default view of " ; Ak B e Wy ®
Timeline shows snapshots of the

5w . s @ o
most relevant activities from earlier ——
in the day or a specific past date. e |

Earlier Today
Earlier Today B wes spreatshees B weswiter D pieren.com- Mool Eige
Windows 10 Seniors Manual BDM Web page revision 2.pdf Pg 22 replacemenjt copy.doc Pinterest
The Earlier Today panel shows 27 Flatplan.xls

the latest activities on your
Windows 10 PC. Documents you
have viewed, apps you have
opened, and websites you have
visited can all be displayed here
as a thumbnail image. Click on Yesterday seeal 30 sciviis
any of the thumbnails to be taken
back to that app, document or
web page.

- /OTypeheretoseérch (o] ot e ﬁ ﬁ G 0 -~ Q o, ‘: J) E E

30 www.bdmpublications.com



CORTANA AND TIMELINE Getting Started

Naddition o resuming past actiuities Use your PC normally. After a while, select the

L . =s new Task View icon in the taskbar; you can
tikou gt Iimeling, yeunperonal digal 40 seame romour otver g also open Task View by pressin tfwe Windows
assistant Cortana will suggest activities Expenses P yp S )
you might want to resume to help you o e logo key + Tab. Below your running apps, you'll
stay productive as you switch between B Boby boomers'wanderlust keeps sirong see past activities in the Timeline. If you have
e = more than one PC, try using Timeline on all of

’ ’ @ them — you’ll see the same activities no matter

enabled devices. This experience is
powered by the same activities that
appear in Timeline.

Resume all More actiities which PC you’re using.

Activity History

The new activity history settings page allows
you to control which accounts appear in
Timeline. This is most relevant for users with
multiple accounts, such as a personal Microsoft
account, and a work or school account.
Settings here also let you disable activity
collection and clear your activity history.

Annotated Scrollbar

A very useful annotated scrollbar makes it
easy to get back to past activities in Timeline.
The scrollbar will change to display dates,
days or even times within a single day. You
can scroll the Timeline screen using the
arrow keys on the keyboard, or by clicking
and dragging on the scrollbar.

Activities

In Timeline, a user activity is the
combination of a specific app and a specific
piece of content you were working on at a
specific time. Each activity links right back
to a webpage, document, article, playlist,
or task, saving you time when you want to
resume that activity later.

Q pinterest.couk - Microsoft Edge

Pinterest .
All Activities

There’s also a way to see all the activities
that happened in a single day—just

select See all next to the date header. Your
activities will be organised into groups by
hour to help you find tasks you know you
worked on that morning, or whenever. And
if you can’t find the activity you’re looking
for in the default view, search for it.
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p Using the Windows 10
Search Tools

Search and Cortana are no longer combined into one tool in Windows 10. Search now
has some additional tools and settings which help you find things both on and off your
computer. Added extras to search include recent activities and most used app links.

m If you don’t want to display everything associated
with your typed search term, you can use the
tabs at the top of the search panel when it opens. These

let you filter results to just Apps, Documents, Emails, Web,
Folders, Music, People, Photos, Settings and Videos.

Siissb Click in the search field at the left of the taskbar
and the new search panel will pop up on screen.
You can now simply start typing your search term and watch

as the results are listed in the panel. The results will be split
into sections such as Documents, Apps, Photos and Web.

3| Al Apm  Documents
Best match for photos.

2019-04-25 11.23 37-BDM I w
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NG File
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BOM-Web-logo-768x221.9ng - In 04 ©f Open
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1] Open file location
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m Results will display more information on the
right side of the search panel. For example, a
web search will display a list of search results from Bing.
Mouse-over any of the results in the list on the left, and then

click the right-pointing arrow that appears to see more info in
the search panel.

m If the app, setting, photo or document you are
looking for is highlighted at the top of the search
panel as you type, you can simply press Enter to open it. To

view a non-highlighted result or category, you can just click on
it to open it (open a web result in the browser, for example).

3 AN Apps  Documents Email  Web  Moe v Feedback - i AN deve Docesetl, SANL Wb e Toadbeck
Best match Bt R Reieh _ SOGIAL PROFILES
Fle folder e iy BN Focbosk istagam
st modified 30/05/2010 =l Searchthoweb o
Folders BDM Publications Website © bdm publications free download P,
e Sea wes s

& BDM Publications Uploads - 1 current
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‘L BDM Publications Uploads - «
Desitop

< BDM Publications Uploads - »
Desitop

| BDM_Publications_2018_10_24_1540 N
395523 _aece328_wpdb - in Dowrloads =

| BDM_Publications_2018_10_24_1540
395523_eece328_wpdb - in db-backup

Documents
BDM Publications

®" Facebook Insights Data Export - <
BOM Publications - 2019-04-11 -

[ o facebook Insights Data Export (Post
Level) - BDM Publications - 201904+

Photes.
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When web results are shown in the search panel,

Step 5
you can scroll the list to see more (assuming there

are more than a few results) just like when viewing search
results in Bing or Google. You can further refine search results
shown, by using the web, images and videos tabs at the top.

| v apps  Documents
Bt match fos el

® Lam pubiobor s
S s o
Search the web

D bam publications free download
See web e

£ bam publications tablets for sens

B b publeations review

For things like documents and photos on your
computer, the right panel will display information
about the file (when it was created and where it is stored), as
well as links to Open, Open File Location and Copy Full Path
to the file. Apps found in the store have an Install link.

1 Al Apps Documents  Fmal Wb Moe v
Best motch for documents
= ; , S
' BDM Publications ¥
DOCK Document 3
Last modifiea: 0341 (/2017
BOM Publications

DOCX Document

Documents - This PC

' Facebook Insights Data Expert -
BDM Publications - 201-04-11

©  Focebook Insights Data Expert (Post
Level) - BOM Publications - 2019-

BDM s Essential Guide to Android
[Samsung Galaxy Guidebook] v30 v3

BDM s Essential Guide 10 Androd
(Semsung Galaxy Guidebook] v30 v3

FCknowledge v25.V2 (1) - in

Cownloads

% FCKnowledge v25.¥2 (1) in7c

¥rowledge Windows 13 semicrs Manual

Desktop Series v26. V2 - in B wark

3 ms,Wn:ﬁmelw :Glikjvo..
The search panel also includes a set of links to your
most used apps or software. These are displayed
along the top of the panel when it first opens, but are replaced
by search results as you begin to type. Clicking on any of these
app links will open the app directly from the panel.

V1A A Doces  End Wb Mo Fosdback
' Top apps
" ¢ (s
File Explorer WPS Writer Google Chrome Mozilla Thunderbi..  WPS Spreadsheets
N Recent acimities  Open Timekne
ﬂ Search - Find Everything You Need.doc Russell Ware\Googie Drive\BD workClrrent Wark\
80M Publications doox OneCnvewe foldar
Taskbar - Essential Windows 10 Tool.doc Russell Ware\Google Drve\BD work\Cutrent Work),
v
l @ Pinterest Ditps://analytics, pirterest.com/overview/7ckaimed .
1|

Search

Search is linked to Timeline, so the search panel

Step 8
also shows recent activities when first opened.

These include documents you have recently edited, web sites
and pages you have visited and app/games you have had
running. Click the “Open Timeline” link to do just that.

\i’”
[~
w ¢ 0 e

‘ File Explorer Google Chrome  Mouilla Thunderbi...  WPS Spreadsheets

hpps  Documents Email  Web  More ¥ Fowdback

Recent activities  Open Timeline

‘ Scmh-

‘I BOM Publications.doox
i

Russell Ware\Google Drive\BD work\Current Work), ,

OneDrive\New folder
Taskbar - Essential Windows 10 Tool.doc Russell Ware\Google Drive\BD work\Current Work),.

hitps//analytic claimed..

‘l @ Pinterest

[
You can access search settings from the Menu

Step 9
button at the top right of the search panel.

This will also tell you which account is currently in use and
connected to search. Click the link to manage accounts,
including which email account will be searched here.

iocuments  Emal  Web Mo v Foedbade

(W] €
WS Writer Google Chvome  MoaillaT[ %' Menage accounts
A, Add a work or schicol account
Open Timeline R sonating;
L3 Incexing options
~ Find Everything You Need.doc Russell Ware\Gcogle Drive\BD work\Current Work\...
sblications.docx OneDrive\New folder

- Essential Windows 10 Tool.doc Russell WarexGoagle Drive\BD work\Current Work\...

15t ps: ¥ ew/2claimed_
Click on Search Settings to open the main
settings app to the relevant section. Here you
can control Safe Search settings, cloud search content, and
your search history. You can also control what is searched
(allfiles, or just libraries and desktop) and choose to exclude
folders from search.

@ e Permissions & History

[ —

Sewch 1 W Searcn ot e i e oty 1o et
et hey oy Coran a0 ket F o e e ores e
s e, Y 4y e st ko,

0 o hove o querson®

Ve Wi e
0 Femaenn S vy b
[Tt Ty p———————
O Sewciieg Window s
O e B o e s Bt e e
© Mo it s
©) O - Dt A as oo o oy e e

Cloud content search
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Search

Advanced Search Settings

Head into the main settings app and click on the Search section. Here you can find search settings under two
categories: Permissions and History, and Searching Windows.

The default file search setting is

Classic, which just returns results
from your libraries and from your desktop folder. You can
change this to Enhanced search, which will re-index your files
and provide a much wider set of search result in the search
panel. Libraries and desktop are still included.

Windows 10 can collect

search history from one or
more devices, to provide a much more personalised search
experience. If you prefer, you can disable search history, either
on a single device or across all of your connected Windows 10
devices. You can also clear existing search history.

Searching Windows O e

Search only your libra

ustomise search location

oo P bl you
youite searchng it fo fhes, emadsor i ocalcontent

D remsiom & thssory

(®) Enhanced
Search your entire PC, includi
Customise excluded search |

Indexing Status

| 2 Sewrching Wnsows

Imtecng compier
@ Moredensts data will only take place whej
Indered fers may reduce your battery lif
g
Find My Files Excluded Folders

Clnssic:
Sesech ceby your Liwares sed

@ brbmend
B p—
b

Gata wil orly ke place whe conmected to pomer Thvs cpben

You can choose enhanced search
and then exclude folders from the
search index. This means that those folders and their contents
won’t appear in search results. There are already several
folders excluded, including important system folders and
things like AppData.

Setings

@ Home

Search

Searching Windows

Excluded Folders

Search will not look in the following folders. Add and remove
folders to personalise your search experience.

5 Permissions & History d Add an excluded folder

| Q Searching Windows

O caswindows.-8T\
@ More details

O caprogram Files (x35)\

CAProgram Files\

O
[0 caprogrambatay
n)

Causers\DefaultAppData\
You can further tweak the
areas of your computer that
are indexed by the search by clicking on Searching Windows
> Advanced Search Indexer Settings. Here you can choose
to index encrypted files, rebuild the search index, and even
change the search index location.

Em— Excluded Folders

Search will not look in the following folders. Add and remove
folders to personalise your search experience.

Add an excluded folder

165,508 items indexed

& Indexing compiete.

Index these locations:
Induded Locations Excude
2 Internet Explorer History
Start Menu
Users AppData; AppData; MicrosoRtEdgeBadkups
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Settings.
@ Home Permissions & History
In Windows Search, web previews will not automatically load wed
cJ results if they may conzain adult content, If you chocse to preview
web results, we'll apply the setting below,
Search
QO strict - Filter out adult text, images and videos from my web
| @ permissions & History results
O Moderate - Filter adult images and videos but not text from
Q. searching Windows y web resuts
(®) Off - Don't fiiter adult content from my web results
© More details

Cloud content search

Search your content from cloud services such as OneDrive and
Outiook.

Microsoft account

Search vour narconal emailc_nhatos documents and filec
If you having problems with

Troubleshoot Search
search (files not appearingin

results as expected, for example), you can run the indexing
troubleshooter. Open Settings > Search > Searching Windows
and scroll to the bottom. Run the troubleshooter, and then
select the problem you are having.

Cf\ngrn_

CA "
\Progey What problems do you experience?

C:A\Program Select 8ll that apply.

C\Users\Dy

(] Files don't appat in seach results.

(] Emait doesn't appear in sesrch results

[]Search of indexing is slowing down the computes.

[]My problem isn't listed above. (Please provide a description on the next page)

Ci\Users\d¢

C\Users\Rt

CAUsers\R{

CAUsers\Rt

o v v s [ v s

[

CAWINDO\
Windows 10 now separates the search

field from the Cortana button. You
can further customise how search is displayed in the taskbar
if you wish. Right-click on the taskbar and highlight “Search”
from the action menu. You can choose Hide, Show Search
Icon or Show Search Box.

+ Show Cortana button
+ Show Task View button
Show People on the taskbar
~” Show Windows Ink Workspace button

Show touch keyboard button

Cascade windows

Show windows stacke




O Doing More
with Cortana

Cortana is your personal digital assistant in Windows. The more you use Cortana, the
better your experience will be. So if you haven’t used it much yet, or are feeling slightly
underwhelmed, this guide will show you just how powerful a tool it can be.

The Cortana Notebook

The Notebook in Cortana is your way of making the feature more helpful when using it every day with your PC and
Windows 10. The Notebook contains the Organiser and Cortana Skills.

. Notebook .
You can view b With the NotssooK
your Notebook g Organiser tab g roe vere

by clicking in the search

Organiser Manage Skills

selected, you will see your

field in the taskbar, and then lists and reminders. If you Organiser Manage Skills
clicking the Notebook icon in have not created any, you
the left sidebar. You will see will see the options to 7 =
your name, plus the email create both. Click the Lists
address associated with option and you can choose
your Microsoft account, at to create a shopping list, a
the top. And below that, two to-do list, or any other type 7 Reminders
more tabs, for Organiser and of list. Also here are some
Manage Skills. pre-made lists, but they can
be altered.

Sjiclovd | To edit some of 5 When you open o

the information P 2Y a list, you will

about yourself, click the
Edit icon (the pencil) next
to your name. Click “Add
a place” to search for,
and then add, important
locations to Cortana.
These could be your

)

Russell Ware

\, 3 Gloucester Road, Newton

see suggestions for things
to add. Click these to add
them, along with a check
box. If you want to add
custom items to the list, just
type what you want in the
text field at the top and click

[[] Buy vehicle insurance
[ study

[]] Clean room

home address, your work 4 Abbot, TQ12 1 the + button. Click the Menu T e
address, or the location of button at the top of the list sgdglen
your favourite cafe. to delete all items from it.
| 12 Torquay Road, Newton Abbot, L] Go Home
England TQ12 2
<> 67 The Avenue, Newton Abbot, =11
* England TQ12 2 _1 —
' \
o
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Back in the

Organiser panel,

click the Reminders option
to view and add reminders.
With the reminders panel
open, click the + button at
the bottom to begin a new
reminder. Type a name for
the reminder, and then use

the buttons below the name

to set a time, place or
person, or to add a photo.

Reminders

Missed reminders

(T Buycat food

synced with (s ¥

Once reminders

are setin
Cortana, they will appear as
a pop up and, at the
allotted time, as an Action
Center alert. You can then
shooze, or set the reminder
as complete, just as you
can for any alert that
appears in the Action
Center. A list of previous
reminders remains in the
Cortana Reminders panel.

Q Cortana
Remember to..

at food
019 12:15

Snooze for

15 minutes

10} v

Snooze Complete

& Mail

Your Gmail account settings are out of date.

B AMD Settings

Radeon Software News
Stay up to date on the latest AMD Radeon

Cortana Skills

Cortana Skills are the various things you can allow Cortana to do, such as connecting it to a Gmail account or allowing
it access to your music library.

Notebook <

% Russell Ware Calendar
You can manage your Skills You can choose whether
by opening the Cortana Organiser Manage Skills Cortana can access and
panel and clicking on the dlsplgy your upcoming TR P
Notebook. Select the e meetings, your upcoming
“Manage Skills” tab, and £ reminders, and your Calendar timeline a
then scroll down to see the calendar timeline. You can
skill category you want to switch each of these options Marage accourty
manage' The exact SkI“S rodi on and Off Independently. Add multiple accounts for more help
you’ll see here will vary, = Calendar For this to work, you will
depending on the apps and need to be using the [z oo
features you have in Windows 10 Calendar app,
Windows 10. £5) Commute & traffic not a third-party app.

lj Office 365

All accounts linked to Cortana Bl = Commute & traffic
This skill allows you to This skill can be set to work @
connect app services like Qg v with driving times, or public
Gmail, or Wunderlist, to , transport times, and will .
Cortana. Select the option alert you to traffic @ Driving O Tanst
you want to connect, then s congestion and delays on
click the Connect button. your way to or from work Commute updates @

Normally, you will then
need to sign in to the
account associated with
that app or service (your
Gmail account login, for
example).
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lj Office 365
M Gmail

@ Skype
[ |

(or to and from any other of
“your places”), and can
even tell you when you
need to leave in order to
arrive at a meeting, or
appointment, on time.

M Gett



Cortana Tips and Tricks

Cortana

As well as helping you search, both on and off your computer, and letting you create lists and reminders, Cortana has

some other clever tricks up its electronic sleeve.

Notification Mirroring Forward app notifications
from your phone to your PC.

Download and sign in to Cortana on your Android phone.
Then go to Cortana settings on your PC, and switch on Send
notifications and information between devices. Messages and
alerts you receive on your phone, will now be mirrored on
your PC.

@ Home Talk to Cortana
Cortana Make sure that Cortane can hear me.

0 Talkto Cortana

55 Permissions Hey Cortana
© More details Let Cortana respond to "Hey Cortana”
@ on
Keep my device from sleaping when it is plugged in so that |
«can always say "Hey Cortana” (unless | tumn it off myself)

Cortana uses mare battesy when this s on.

Vauhnard chartr

Cortana and Alexa

Connect Cortana and Alexa.
Enable the Alexa skill and
link it to your Cortana
account. Then, just say
“Cortana, open Alexa”

on your Windows device
and talk to Alexa as you
normally would. Alexa and
Cortana are always getting
smarter, so new features
like music and audible will
be available soon.

&
<
All accounts linked to Cortana

ai Outlook

155.Ware

Reminders, lists, and tasks

Link more accounts

.] Office 365
[ Il
e Skype

Call John on Skype

Notebook

5 Russell Ware
You can change what e
Cortana calls you. Select
the Search box on the
taskbar to open Cortana.
Select the Notebook
and then select your
hyperlinked email address.
Select Change my name,
enter the name you want
Cortana to call you, and
then select Enter.

Connections
GS Manage accounts

Add a sevice to Cortana to get more

personalised experience

Productivity
D Calendar
Make sure you'r

ming ne

= Commute & traffic

t where you need t

Track Packages

Organiser Manage Skills

Sticky Note Reminders Cortana can be instructed
to create a reminder from a

Sticky Note message. Open Sticky Notes and type, or use the
Pen, to write down a reminder like “Call Mum at 4 PM.” Select
the text that’s in a different colour, then select Add Reminder.
Select Remind and Cortana will remind you later.

- Add your reminder

@

Call mum at 4prr

Sun, Oct 6 4:00 PM

Locked Device You can use Cortana to search for
something, or do something, even when

your device is locked. You need to turn on Use Cortana even
when my device is locked in Cortana’s settings. When your PC
is locked, say “Hey Cortana” and ask her something to see this
in action.

-

Let Cortana listen for my commands when | press the Windows.
logo key + C

@D oft
Lock Screen

Use Cortana even when my device is locked
@D on

To get Cortana tips on the lock screen, select Picture or Slideshow
as your background in Lock Screen Settings.

Kk screen settin
Let Cortana access my calendar, email, messages and Power BI

data when my device is locked.

Cortana Language

Outlook
You can have Cortana
track your packages. Open

Cortana skills using Outlook

Cortana and select the e
Notebook icon and then
Skills. Connect Cortana to = Eme

Manage emails ha

Outlook (or other email
provider) and then go to
Permissions in the Cortana
Settings and switch on
Communications history.
This allows Cortana

to recognise package
confirmation emails from
most major carriers.

Reminders, lists, and tasks
Sta

fit
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Connecting Your
PC to the Internet

Setting up your Internet connection is an important step in Windows 10. Joining and
managing networks is easier than ever. One of the new features is Wi-Fi Sense that
enables you to securely share network connection details with your contacts.

Manage Your Network Settings

We’ll show you how to master your Wi-Fi settings and explain what you need to do if you have a problem connecting to

the Internet in Windows 10.

Your Settings Network and Internet is one of the key
sections within the new Windows 10

Settings app. It features a plethora of settings for the different
ways to connect to the Internet. While the Wi-Fi screen is
fairly straightforward, there are different settings windows for
Ethernet connections and even dial-up.

€ Senings S-po

51 NETWORK & INTERNET

Wi-Fi
Flight mode
& o
Data usage
7 [P
o @A coneced
L2 sTwifi-with-FON
Dial-up
Ethernet BTWAfL-X
Pre
ot 4 8THUDS-7R73
3
MACNETGEAR
3
. BTHub3-33P6
- BTHUb3-NOSZ
B srHuvs-Fews

m We don’t mind ourselves but some
people are worried about the security

implications of sharing network settings; or simply don’t want
to automatically connect to networks shared by others. You
can disable it by visiting the right settings; just click Manage
Wi-Fi Settings from the Wi-Fi window. You can also manage
your known networks here.

€ Setlings

€57 MANAGE WIFI SETTINGS

WiFi Sense

WiFi Sense connects you to suggested WiFi hotspots and to Wii
networks that your contacts share with you. By using Wifi Sense,
you agree that it can use your location.

Remember, not all WiFi networks are secure.

Learn more

Connect to suggested open hotspots

@ on

Connect to networks shared by my contacts

@ on

Give and get Intemet access without seeing shared passwords.

You'll get connected to WiFi networks your contacts share. and
they'll get connected 1o networks you share.

Manaae known networks
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VPN Settings If you need to log in to a corporate
network, this is where you need to enter

the appropriate settings. It’s fairly easy to do but you’ll need
the configuration details from your IT helpdesk (they will
have to enable you to have VPN access) plus your username
and password.

- Settngs = =} x
57 NETWORK & INTERNET

WiFi

VPN

Flight mode
| Adda VPN connection

Data usage
_ Related settings
Dial-up hange adeplir options
Ethernet "

Proxy

Proxy Settings If you use a proxy server, this is where
you enter any specific settings to

do with that. However, Windows 10 should automatically
detect proxy settings. Note that the settings you configure
here won’t apply if you connect via a VPN, because a VPN is
essentially a tunnel directly into the corporate network you’re
connecting to.

€ sengs = B R

57 NETWORK & INTERNET

WiFi .
Automatic proxy setup

Flight mode. Use a proxy server for Ethernet or WiFi connections. These settings
don't apply to VPN connections,
Data usage
Automatically detect settings
b @D on
Dial-up Use setup script
@D ot
Ethemet
Script address
Prowy

Manual proxy setup

Use a proxy server for Ethernet or WiFi connections. These settings
donit apply to VPN connections.



In a move designed to keep up with more

mobile-based computing devices like the
iPad, Windows 10 now includes a data usage page in Settings
too. Here it splits your data between wired and wireless. We’'d
like to see more advanced settings than this too, so you could
see how much data you used on a public wireless hotspot,
for example.

4+ Setings i

Find a setting

3% NETWORK & INTERNET

Overview

Data usage from last 30 days

W WiFi: 35.64 GB
W Ethernet: 0 MB

Dial-up Usage details

Related settings

Slorage settings

Here we've left the Settings app and

we’re now in the Network and Sharing
Center within Control Panel. The easiest way to get to this is
to search for it or go to the Control Panel by right-clicking the
Start button and selecting it from the menu. You can also get
to it by right-clicking any network icon in the notifications
area near the clock,

2 Network and Sharing Center - 0 X

P > > Network v O | Search Control Fane »

i O basic network information an el N ons
orieci Pamiiiiens: View your basic network information and set up connectios

View your active networks
Cnange sdapter settings

A Internet
Change advanced sharing BTHUbS-2MTH »‘:“’ "“'p ”::""7
settings Private network o =
e Comnections: 4l Wi-Fi (8T
Change your networking settings
s Set up a new connect

Set up 3 br0adDANG, dial-up Of VPN COMECTION. OF SeT UD & fOUter Of 3CCess POInt

network problems or get troubleshooting information.

From the previous window, select

Sharing Settings
Change Advanced Sharing Settings

from the left-hand sidebar. You’ll be taken to this screen
where you can turn on network discovery; this governs
whether your computer can see others on your network and
whether you are visible to them. You can also turn file and
printer sharing on or off.

*4 Advanced sharing settings

- v T *§ « Network and Interet > Network and Sharing Center ) Advanced sharing settings

Change sharing options for different network profiles

Windows creates 3 separate netwark profile for each network you use. You €an choose specific options for
each profile.

Private (current profile)
Network discovery

When network discovery is 0n, this COMpULer Can see Other network computers and devices and is
visible 1o other network computers.

@ Tum on network discovery
[21Turn on automatic setup of network-comected devices.
) Tum off network discovery
File and printer shanng

‘When file and printer sharing is on, files and printers. that you have shared from this computer can
be accessed by peopie on the

@ Tum on file and printer sharing
© Tumoft file and printer snaring

HomeGroup connections

Internet

From the Network and Sharing Center
you can also click the Troubleshoot

Problems button if you’re having issues with connectivity

and networking. Another way to troubleshoot problems

with a Wi-Fi connection is to right-click the Wi-Fi icon in

your Notifications area near the clock. Select Troubleshoot

Problems from the menu that appears.

N Network and Internel

‘o ~ M [N > Control Panel > All Control Panel ltems > Troubleshooting > Network and Intemet v O Se

Troubleshoot problems - Network and Internet

Network
3 Intemet Connections
Find and fix probiems with cannecting to the Intemet or 1o websites.
Iag, Shared Folders
_ﬁ ndt and fix problems with accessing files and folders on other computers
3§ HomeGroup

¢ Network Adapter

el £ and fix problems with
{ d an blems with w
(s | Incoming Connections

Printing

7 Printer
Another thing you can do is
to disable and re-enable your
network adapter (like the Wi-Fi card in your laptop). View your
network connections by clicking Change Adapter Settings in
the Network and Sharing Center and then right-clicking the
network connection in question in the view above. Disable it
and then re-enable.

)

Rename this connection

g Wi-Fi
.l BTHub5-2MTH

- _intal/D\ Cantrina/D\ \Mlicalacsahl 2D
% Disable
Connect / Disconnect
Status
Diagnose

wice Diagnose this connection View status of this connection ~ » =X

Fthemel
, Network cable unplugged
Realtek PCle GBL Family Controller

@ Bridge Connections

Create Shortcut
9 Delete

9 Rename

& rropertics

Another thing to bear in mind is the Windows

Firewall. Normally you won’t have any
dealings with this whatsoever but if you’re having problems
accessing the Internet with a particular app, ensure it is listed
here. Go to Control Panel > Update and Security > Windows
Firewall and then select Allow an App or Feature through
Windows Firewall.

& Windows Firewall - o X
1 o > Control Panel 3 System and Security > Windows Firewall
T Help protect your PC with Windows Firewall

Windiows Firewall €30 help prévent hackers o malieious soRware from aining access 16 your PC Though the
Intermet of 3 network.

l @ Frivate networks

Networks at home or work where you know and 1rust the people 3nd devices on the network

Allow an app o teature
trrough Wingows firewall
@ Change noufication settings Connected

& Turn Windows Firewall on or
off

® Restore defauits
@ Advanced settings

Windows Firewall state: on

Block alf connections to applications that are not on
the 152 of allowed applications

Incoming connections:
Troubleshoot my network
Aative private networks: & rviuns-2mTH

Notification state: Notify me when Windows Firewsll blocks a new app.

. @ Guest or public networks Not connected
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Connect Your
Phone to Your PC

You can connect an iOS or Android phone to both your Microsoft account and Windows
10, allowing you to view the photos on your phone from the comfort of your desktop and
even view call and SMS details on your computer as they arrive on your phone.

Set Up the Your Phone App

The setup steps for connecting a mobile device to Windows 10 are almost exactly the same for both iOS and

Android devices.

Step 1 Open the Settings and look for the “Phone”
option. Click the link and then click the “Add a
phone” button on the next screen. The Your Phone app then

opens in a new window. You can also get to the app directly
from the link at the bottom of the apps list in the Start menu.

& Scitings

@ Home Your phone

find a setting j

Phone

Step 2 In the right-hand sidebar, click on the type of
phone you have (Android or iPhone) and then click
“Continue”; another window opens, showing your Microsoft

account. To link your phone to your PC, you need to enter your
phone number here (if not already in your account).

Let us know your phone type

»
Aedeld

L3
Phone

Never miss a thing
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m Make sure you use the correct country code
(e.g. +44 if in the UK) and then click the “Send”
button. Within a few seconds, you should receive an SMS
message on your phone from Microsoft. Click on the link

in the message and, if asked, allow the Companion app to
take photos.

‘ ]
Let’s link your Android and PC

To see your phone’s photos and reply to text messages on this PC, you'll need 1o install the Your Phone Companion app
on your phone. Enter your number and we'l text you a link to get started.

E e E [ s |

Step 4 Meanwhile, on your computer screen you should
see a new window open, showing a QR code.
Scan this using the Companion app now open on your phone.

Again, you may be asked to allow certain app permissions on
your phone. If you decline, you can’t connect your devices.

B¥ Microsoft

russ ware@gmail com

To finish setting up Your Phone
Companion, follow the steps below

1. Install the Your Phone Companion 3pp from the text we

Pl¢ ent yo

2. Open the Your Phone Companion app and scan this QR
code:

ith




If all is successful, you should now see your
phone displayed in the Your Phone app on your
computer. There is a new screen displayed on your phone,
this shows the settings for the Microsoft companion app,
alongside to which Windows 10 computer it is connected.

Next, app permissions...

Now it’s time to start using the Your Mobile app.

In the left-hand sidebar are several different
sections. These include Photos, Messages, Notifications and
Phone Screen. Each part of the app needs to be enabled to
begin using it, so you don’t have to allow full access if you
don’t want to.

B e oo 8 ¥

Ll
Gy 510
B Fhoter
O masger
0O Notecations

@ Peoescen

Connecting to your phone..

Recent messages

1 upcalid n 29/1772019 a4 1058

g

Click on Messages
first, and then click St S
the “See texts” S e @ Focxn
button. When asked, = "= TS
send the notification " @ e
toyour phonetoask " o

permission to access
messages (if already
given, this opens the
messages list). Your
phone messages are
now displayed, and
you can click on any
to read and reply.

»
0 Hi again. Call 112 In case of emergenc,
and call +447953966250 free for Cust

@ settings

Trewbleshoot issues with messages

Mobile

If you want to be able to see notifications from
your phone on your PC screen, you need to click
on Notifications and then click “Get Started”. Again, you
need to allow this on your phone settings, which are opened
by clicking the button on the screen in the Your Phone app.

ﬂ Notifications
e -

BULKPOWDERS
Gty 510 R MON

& Protos.
= .
O Notifications

O Phone screen.

Q Maessages  Intertions
ntecton
Emad BOM Pubications
o

m To view photos stored on your phone from the

comfort of your PC, click the Photos section. Allow
access as before, and then wait while the view refreshes. The
most recent 25 images captured on your phone are displayed.
You can open them in the Photos app by clicking on them.

R = o x

M Recent photos

Gataey 510
& Photos

(=

C Nouscavens

& Phone sowen

The Phone Screen option allows you to mirror

Step 10
your phone screen on your PC, displaying

everything that is happening on your mobile device in the live
feed of the Your phone app. To fine-tune any settings, click
the Settings button at the bottom of the sidebar in the Your
Phone app.

Settings
These settings apply to Galaxy 510 phone

Golaxy S10
Photos

8 Photos Allow this app o show photos from my phone

[ s @ on
Q Notifications

Messages
& Phone screen
Allow this app 10 show text messages. from my phane s

@ on

Allow this 3pp to 3end MMS attachments from my phone
@ o

Alow this app 10 receive MMS attachments from my phone
@ o

Automatically download MMS attachments from my phone.

www.bdmpublications.com 41



Using the
Focus Assist Tool

Focus Assist allows you to create distraction-free periods by blocking alerts, notifications and
other sounds. Turn on Focus Assist to stop distractions like social media or alternatively set it
to turn on automatically at certain times during the day.

Blocking Notifications

Choose which notifications you want to see and hear. The remainder of your alerts will go into the Action Center so

you can see them at a more convenient time.

You can easily activate Focus Assist using the
quick actions panel in the Action Center. The
default setting is Off. Click the Quick action button once to
allow priority notifications only, click it a second time to allow
alarms only. Click the button a third time to turn Focus Assist
off again.

@&

@ )

All settings  Project Priority only

You can also turn Focus Assist on or off in the
main settings (settings > system > focus assist).
Once there, you can also set up your automatic rules and
customise your priority list. You can set automatic rules based
on times, when you are duplicating your display or when
playing a game.

Focus assist

System Choose which natifications you'd e 10 see and hese 50 that you
can stay focused. The rest wil 9o straight 16 Action Centre where
you can see thern at any time.

O oupley Make Windows better
feett
0 sound @on
D Notications & actions. O oty cnly
1| D Focus sasist: od g
© Power & sieep O M onty
© songe i
Automatic rules
@ Tablet mode.
it Muth-tasking
During these times <
& Projecting to this PC. O© nicow roomn @
% [ When m chupicating y displey @ o
| 3¢ Remote Deskiop @‘wvwwm‘mmg-wn @@ o
O About

Shw me a umenany of what | missed whike Focus assst was on
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Do you have 8 question”

To set an automatic rule by time, click on the
option and then click the slider to On. You will
now see menus to set start time, end time and whether to
repeat the rule daily, just on weekdays or just on weekends.
The focus level lets you choose if this applies to priority
notifications or alarms.

@ During these hours

@ o
Start time
23 00
End time
7 00
Repeats
Daily

Focus level

Priority only

Show a notification in action centre when Focus assist is tumed
on automatically.

If setting Focus Assist to priority, you can
set a priority list by clicking ‘Customise your

Step 4

list. Here you can add or remove specific apps, people or
Windows 10 features that notify you. When you turn off Focus
Assist (manually or automatically), a summary of missed
notifications can be shown.

@ Priority list
00 you have s questiont

Mansge which netifcatcns are sowed. The rest will o raight to
action centre. Akarms wil sl work

Calls, texts and reminders.

Show incorming VoiP calls and calls from a beked phone
Show ixcorrang text frem  lirked phone

B Show remindes,regarcless of the app used

People
Only 3pps that support this festure will show notifications from
people you choose.incudng Mail Skype,Caling, Messaging and a
fewe axpar.

Show NOtAKatons Hom Pinned CONMACts on taskb.
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Explb;‘i n
Windows 10 Apps

From using both old and new Contents
features, like the Microsoft
Store, email and Skype, to 44 Explore the Windows Store

el e e e 46 Find Apps and Windows Downloads
& ry 48 10 Essential Windows 10 Apps

phOtO you uPload’ this section 50 Exploring the New Edge Browser
is all about getting more from 52 Browsing with Edge Chromium
the wide variety of software, 56 Explore the Windows 10 Calendar App

tools and features Windows 10 58 Learn Howto |mp0rt Photos in Windows 10
60 How to Manage and Edit Your Photos

64 Listening to Music with the Spotify App

66 OneDrive - Using the Files On-Demand Tools
68 Explore the Email App in Windows 10

70 How to Set Up and Use the Mail App

74 Usingthe Facebook App in Windows 10

76 Using WhatsApp in Windows 10

78 Making Calls with the Skype App

80 Sharing to Nearby Devices

offers to those users prepared

to explore.
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Explore the
Windows Store

Windows 10 comes with great built-in apps including Skype and OneDrive, but that’s just
the beginning. The Windows 10 Store has loads more to help you stay in touch and get
things done, plus more games and entertainment than ever before, many of them free!
Expanding your PC’s versatility will depend on being able to navigate the app store.

Store

Category Tabs
@® Home Apps Games Music Films & TV
Just as with other online app stores,
i D
the Windows Store features several 772 FORZA
different download categories. ’

These include Apps, Games, Music
and Films. Each category has its
own Home screen, which displays:
Most Popular, Top Free and
Trending sections.

Featured Apps

- Forza Horizon 3 Demo
The Featured Apps slider will display BxploreAustralia in over 350 cars
those apps or games that are Free

trending or have been particularly
popular. This display is constantly
updated and is a good way of
finding out what other Windows 10
users are using and playing. ®

B 1op apps :
;i "o
s o -

) Top games

Dead Rising 4 Deluxe Edition

Software Charts
These links take you to lists of the Picks for you
most popular and most downloaded B im=Rncal
apps and games on the Windows
Store. Once you click on one of the =
links, you can further refine the
chart using the links on the left-hand
sidebar. Filters include Top Free, Top
Paid, Best Rated and New & Rising.

| |
— I

FeedLab X-Mercs Perfect Flicker Word Search WinOpener

L & 8 8 ok Wk L2 2 8 &) L2 & & & L 8 & &
®
Apps and Games Free Frec Free Free Free

As you scroll down the main page of
the App, Game, Music or Film Home Most popular
screens, you will see additional
sections showing Most Popular, Top
Free, etc. If you want to see all of the
apps in a particular section, click the
Show All button on the right.
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APP INFO SCREEN

Once you have found the app or game you want to install,
click on the icon to open the app info screen. This screen
displays the average app score, user reviews, similar app
suggestions, as well as a list of features and updates. Click the
Free, Buy or Try button to install the software.

Downloads/Updates

Netflix

offline and get " menth free

) B
4
K KARf‘E ONE

Karaoke One

Ulllmalnl " h

pellmg

Quiz

Ultimate English
Spelling Quiz ok

ook ok * ke kS

Sniper Ops 3D Mouse Gestures
Shooter - Top... ok

WolframAlpha

Free® Free Free® £2.29

Sniper Fury

*okkok

Free®

If there is an update or new
download available for any app
you currently have installed on
your computer, a notification will
appear here. The number shows
how many updates/app downloads
are waiting. Click the arrow and
select the required action (update,
retry etc.).

Store Settings

Click the small Account icon here to
see the store settings option. Here
you will find details of the Microsoft
account currently being used, along
with several sliders used to control
things like automatic app updates.
You can also control who can install
new apps on your PC.

Search Bar

You can use the main search bar
in the taskbar to search for apps,
games, music and films in the
Windows Store (store results will
have the store icon next to them in
the results list). Alternatively, you
can search just inside the store by
using this search bar.

Windows Store Offers
! Show all
Periodically, the Windows Store will
feature offers for its users. This could
be a free Groove Music 30 day trial,
or other download offers, Click on
the link to read more about the offer
and then follow the instructions to
take advantage of it.
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Find Apps and
Windows Downloads

There was a Windows Store inside Windows 8 but Microsoft has a new version inside
Windows 10. That’s because, like the new so-called ‘Universal’ apps, the Store will work
across all Microsoft devices including Windows Phones and the Xbox One.

Take a Look Around

The great thing about the new Windows Store is that the quality of the apps has improved, so it’s actually worth browsing.
But aside from better apps, the whole experience of looking for new software has been improved in Windows 10.

As well as being more responsive to use, the m Each section also features charts of the
Windows Store has improved vastly in terms of most downloaded apps as well as curated
content - as well as apps and games there are now movies to app recommendations. Here the selection is reasonably
buy or rent and music to download. You can switch between uninspiring but presumably this would improve as you
the major sections using the buttons at the top of the window. downloaded more apps. You can also easily flick through the
— top free and paid apps.
Home [«
e hpps

/e pickec for you

n o E

0208 Countryt . L 21~

Build and manage your metropclis

Picks for you

Clicking on one of these main sections - here SiZs s Asin many Windows 10 apps, there’s a search box
we've clicked on Apps - takes you to a Browse in the top right. The search will pick up results
screen where you’re presented with the latest apps as well as from across the Store, whatever you search for. Here we’ve
those that are growing in popularity at the moment. You can found a film we’d like to see. This page is roughly the same
also refine your search using the categories on the left - say whether you’re looking at a game, movie or app.
you just wanted to see Education apps, for example. -
o= . se rnaa Ty
Refine Browse apps The Gunman
@
1<

Fonto . Qi
e
JUVENTUS Rotten Tomatoes™ ,  Youn
on <] Evreislon : -
== Wiy - == oo %gms, I 34% 1 Gooe and il ¢ priacepris ke
ally aa . 1 o b . .
e yre—— s  Commousoom  feovsonsong ‘ :
pecces it o, Crematny 2 iccat Coaie
a |

-

2 O I |
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Here’s what it looks like if you go to an album

Step 5
page in the Music section. Like the movie page

in the previous step, there’s a Buy link but no button to rent
as there is with movie downloads. With movies you can also
choose to watch the trailer, while you can preview a snippet
of music.

-

Currents

Songs More from Tame

Impala
rry—

Nangs

B voiousns

You’re also able to buy single tracks, too - here
they’re 99p. At every stage the Windows Store will
select other appropriate content for you to look at (often from
the back catalogue or related artists), while you can also click
any artist or album name to go to the relevant page.

Msic o @

Songs More from Tame

10 Cause m A Man et e inpat

11 Rewity In Moton e e " 0
2 tomtuwon (6w
Related artists

20 Garcer

Should you wish to, you’re also able to join
Microsoft’s subscription music service Groove Music
Pass. We've talked more about the service in our Groove Music
app tutorial, but essentially it gives you unlimited access to the
Windows Store music catalogue and you can listen on basically
any device, including Android and iPhone. There’s a 30-day trial
but the service usually costs £9/$12.60/€10.25 per month.

Windows Store

You don’t have to pay for most apps on the

Windows Store. There are stacks of apps you can
get hold of for free. Each app has a helpful star rating and
user reviews, so you can always see which apps aren’t ones
that are recommended by others.

| _~_]

Screenshots e Pecple also like
- = - Amazon
% a3 /I' /l' |; S0 3s & ®m —

e i g 1 am |
ot | [} Al
LEN T} { ¥ - S Mg o W =

Ratings and reviews

3.2

When you download an app or other content, it
will be added to your download queue. Apps will

download and then install relatively quickly but other content
- especially HD movies - could take longer. You can also click
the blue Check for Updates button to check for app updates,
though these will install automatically.

Downloads and installs
Queuve (1)
S) = -

(e =_a WETTER
Paid-for apps use your credit or debit card. This
is all connected to your Microsoft account and
you can view your current account and billing information
at account.microsoft.com. You can have multiple payment
options should you choose to. At the Microsoft account site
you’re also able to view what Microsoft services (like Groove
Music Pass) you’re currently signed up to.
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Ten Essential
Windows 10 Apps

The Windows Store is crammed full of useful apps for your computer, from well-known
names like Spotify to little-known but useful apps like Pin More. Here, we will take a look at
some of the best, most useful, or just unique apps available to download right now.

Netflix is the world’s leading subscription service
for watching TV episodes and movies. Netflix
membership gives you access to unlimited TV programmes
and films for one low monthly price. - With the Netflix app,
you can instantly watch as many TV episodes and films as
you want, as often as you want, any time you want.

Looking for creative ideas? Whether you're
planning your next big travel adventure,
searching for home design concepts, or looking for fashion
& fitness tips; check out new recipes, or explore lifestyle
inspiration, on Pinterest. Discover billions of possibilities for
every part of your life, from new recipes to creative home
design ideas.

Discoverideas you'lllove

Gasual and stylish outfits
torattica
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Are you tired of cluttering your PC
with dozens of apps? The free version

of File Viewer Plus allows you to open over 150 different file
types with one, simple app. Open documents, spreadsheets,
presentations, images, audio files, video files, archives, and
much more. Save both time and money with File Viewer Plus.

T JAQE aeocee AaBb AsBbC AaBbCe A

BACK TO SCHOOL SALE! ‘

Need supplies or new books?

Save 20% off all books at the campus bookstore
Be sure to check in during welcome week to see the list of new textbooks
and gear available for this semester. Take an additional 10% off of all
notebooks, copy paper, writing instruments, and folders. Don't miss your

The most popular all-in-one app for
viewing all your calendars including
Google, Live, Outlook, iCloud, Exchange, Office365 and
Facebook. It integrates all your calendars into an easy-to-read
overview. View and manage all your appointments, events and
birthdays. Easily filter the appointments you would like to see.

January 20:

Mor

20 2 23 24 25

2



Best Apps

1 EGIES Tuneln brings you sports, music, news, PDEReader=\iew; Edity Share v EEl g WaGE
podcasts, and radio live from around the Mobile, a PDF expert

world. Listen to the audio you love and let the moments move for Windows platform, not only enables you to read, annotate,
you. Listen to commercial-free music curated by leading-edge and share Adobe Acrobat PDF documents on your computers
DJs, live mixes and special guests, coverage from the news and smartphones, it also provides a brand new free-hand
sources you trust like CNN, BBC, NPR, Fox, MSNBC & more. drawing and writing experience! Enterprise solution is also
—— available. For more details, check our website.
N & o et — O X
= e > Myt ks > \nlereslng + 1] P a

1

g -

RS Tyie better photo of wid
anma pdt

% [re— 7 angs of eyt
1111 ;| E——— : n
Jrenp——
usesdl

The buterty effect pdf

o &:MSNBC )Emo,;‘\ E

b ——

Featured in Sports

208
"m | ]
Audiobooks from Audible Not enough time for all Dropbox brings your cloud content and

the books you want to traditional files together with the tools you

enjoy? Download the app by Audible, an Amazon company, love—so you can be organized, stay focused and get in
and access 200,000+ titles including bestsellers, classics and sync with your team. With all your files organized in one
everything in between. Immerse yourself in a great story central place, you can safely sync them across all your
anytime, anywhere, by downloading a great story today. devices and access them anytime, anywhere. Free or paid

accounts available.

Explore an unmatched sele 37 Dropbox

Get the space
you need and
so much more

a

Asuid

Adobe Photoshop Express Snap. Edit. Share. S ENS el Easily access your Google
Smile. The free Adobe

emails, notes and calendar in

Photoshop Express app provides photo magic at your a standalone app. EasyMail allows you to switch between
fingertips. Join millions of creative folks who trust and use different accounts with just one click. Benefit from the

Adobe Photoshop Express for fast, powerful, and easy editing. seamless integration into your operating system and receive
It’s the one-stop-shop for your quick and fabulous photo native mail notifications. With EasyMail, you always stay up to
editing needs. date without needing to keep your web browser open.

Enjoy Gmail without a browser!

°
L
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Exploring the New
Edge Browser

The new Edge Chromium browser is subtly different from its predecessor, with several
new features added and a few old ones lost. It still has tabs, bookmarks and a reading
mode, as well as ways to customise the start page. Let’s take a look at Edge Chromium.

Browser Controls

B Newtab =

In the top left corner, where you would ? O @ PSearchor enter web address

probably expect to find them, are the [ 8bokmarks v Ecommerce Pintfre.. Jl] My Dashboard Jy 75 Actionable SEO © The Top 20+ Digital.. & How to Customize.. B WooCommerce Sin
browser controls. These include the
Home button, the Page refresh button
and the Page forward/Page back
buttons. Right-click on the active tab
to see additional options, including
Re-open Closed Tab.

Search Fields

There are two search fields in Edgex My Feed Personalise  Top Stories UK  World  News  Entertainment
one at the top (which is also the e -
address field when viewing a website)
and one which floats at the top or
middle of the start page, depending on
the layout you choose. Use either of
these and search suggestions appear
as you begin typing.

When cultural sites are defaced or
Recently Viewed/Favourites disrespected | [@]

dw.com
A group of icons are displayed for

the most recently visited websites/
pages. These automatically update as
you browse, but can also be edited to
show your favourite or most-used sites
by clicking on the + symbol at the end

of the row of icons. . = /A

TOP STORIES TOP STORIES

Chemical in water leads to Bombshell: 'Theron as Megyn

'1,300 bladder cancer cases' Kelly is a little frightening’
News Feed

i R [

The Start screen of Microsoft Edge
is also a News Feed. The news feed

is provided by MSN and is made H O e boe 5 sars
up of news stories based on your
geographical location. Either the feed
is displayed at the top, or you scroll
down to it, depending on the layout
you choose. Click “Personalise” to
filter the news types.
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Create Invoice - Te. * 5 things you must [ Settings ¢ Email List: How We.

https://sp.book 12) Pinterest

Add a website

i Sumo: The Easiest

EDGE SETTINGS

Alongside options to change the style of the Edge browser,
including changing to a dark theme, are several important
settings. You can choose how the Edge browser opens,
showing the Start page or another specified page for
example. The advanced settings include options to block
pop-ups and allow Flash Player.

G = S Not syncing 5

Plagiarism Checker > B3 Other favourites

J Name |

Lifestyle  Sport  Money  Technology

| URL

TOP STORIES

TOP STORIES

Adele's transformation ‘is
about being a healthier

Drinks that are secretly
ruining your teeth

Ta

@) - —
L —

TOP STORIES

[Gallery] 15 Female
Celebrities Who Are Taller
Than Anyone Thought

Biggest weight-loss myths
you're still being told

2] 1he Money Time > m

TALLY
> _us{‘

Cancel

Favourites

The Hub from the old version of Edge,
which contained favourites, history
and reading list has gone. Instead, you
can access favourites and the reading
list combined in a fly-out menu here.
Browsing history can now be found in
the Browser menu (along with another
link to favourites).

Browser Menu

The Browser menu, accessed using
the button in the top right corner,
contains options to open a new tab,
new windows and a private browsing
window. There are lots of other tools
here, including extensions and “Save
page as...”. You also access the main
Edge settings menu here.

Customise Layout

You can customise the Start screen
in several ways here. There are
three preset layouts: Informational,
Inspirational and Focused. You

can also choose a custom layout,
which lets you turn on/off individual
elements such as pic of the day and
the news feed.

Dark Theme

You can switch between light and
dark themes in Edge. Or you can use
the same theme as Windows 10 or
macOS, by selecting Settings and
more > Settings > Appearance and
choosing an option from the Theme
menu. You can also customise things
like font display size here.
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) Browsing with
Edge Chromium

The latest version of Edge, Edge Chromium, is a significant change and offers a much
better browsing experience. Based on the Google Chrome browser, Edge is focused on
modern web standards, privacy and security and boasts several new features.

Get Started with Edge Chromium

Edge Chromium feels much less clunky than the previous version and already feels more like the most popular

browsers available, such as Chrome or Firefox.

Step 1 If you haven’t already updated to Edge Chromium,
you can download it from www.microsoft.com/

edge. Once downloaded, click on the download to install it.
The new version automatically overwrites the old version of
Edge, completely replacing it on your computer.

B | e e s

Introducing the new Microsoft Edge

It's time to expect more

During setup, you have the option to import
browser data such as bookmarks and favourites
from Google Chrome, choose the initial start page layout, and
set up syncing across devices (other computers, your phone,

etc.) Once installed, Edge opens at the start page.

Let’s set up the browser with your data

Import from Geogle Chrome | Continue without importing
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m Depending on the layout you chose during setup,
the start page will either display a news feed or
a cleaner page (with the news feed just a scroll away below
it). You can check out the other layouts easily by clicking the

Gear icon at the top right and choosing from the menu.

Step 4 To search for a website or web page, you can type
in the search field at the top (which is always
there), or you can type in the search box floating in the start

page. When you type in either box, Edge shows a list of
suggestions based on what it thinks you require.

Zendaya, Hudgens andmore  Here are some common early

Expedia fice app is an easy way 10 book your NSRS

hotel, flight & car




Step 5 All of the main Edge controls run along the top
bar. On the far left are the Back, Forwards, Refresh
Page and Home buttons. The Set Aside and All Tabs buttons

from the old version of Edge are gone. Clicking the + opens a
new tab and clicking the small X closes an open tab.

(o J ] AP/ fvewew. msn.com

Jmsn | entertainment v o

@ e am .
e -

DENT

Dolittle revie'

—— ad’

Edge Tools

o Jr film ‘disastrous mess’: ‘See

m The news feed displayed on the Start screen is
split into sections: News, Entertainment, Sport,

etc. and you can scroll down in each section to see more
stories. To go to the source website in a new tab, click on any
of the stories in the feed. Click Personalise to choose news
categories to display.

Myfeed  /Povonaite TopSiores UK World  Mews Ertermimest  Ulesile  Sport  Mosry  Tecwolony amered oy Wirosoht News

ﬁ"“ . “ .

& -
I_ 5 m.. =

m- -4

Lots of the old Edge tools have been removed, including Set Aside Tabs and the ability to write on web pages. There are,

however, still lots of tools in Edge.

To access Favourites, or bookmarked sites,
click the button directly to the right of the
address bar (star with three lines). Clicking opens a fly-out
list, at the top of which is the option to “Manage favourites”.

This opens the list in a new page, where you can remove or
re-order them.

InPrivate Window

If you want to browse in private
mode when using Edge, you can do
so easily. To open a new InPrivate tab, click the browser menu
button at the top right and select “New InPrivate Window”.
You can also open a new private tab by using the keyboard
shortcut Ctrl + Shift + N while Edge is active.

(eSS | The new Edge start page features a row

of icons showing your recently visited
websites or pages. Clicking these shortcuts takes you to that
site/page instantly. You can also use this tool to show your
favourite sites. Just click the + at the end and enter the name
and URL of a site you want to add.

BRI ER ey ey ..

The option to zoom is also in the

browser menu. This increases/
decreases the text and image display size in Edge, and will
remain at whatever zoom level you set even when you close
and re-open Edge. Also available here is a button to switch
the Edge window into full screen view quickly.

pinterest

playstation store

«©
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EDGE PRIVACY

Microsoft seems to be taking users’ privacy choices seriously adverts) is displayed and how well all Website features work
with Edge Chromium, and you now have a much easierway to ~ depends on the level you choose.

control your browsing data and history. The biggest Our advice is to switch to Strict and then see how it affects

improvement is Tracking Pr evention. You can access these your favourite websites. If you find things are not displayed as
settings in Browser Menu > Settings > Privacy & Services. they should be, you can always switch back to Balanced.

You can choose three different levels of tracking prevention: You can view sites that you have blocked from tracking you,
Basic, Balanced and Strict. These options all block known and also allow exceptions if there are sites which you want to
harmful trackers, but how personalised content (such as allow to track you.

Tracking prevention

Websites use trackers to collect info about your browsing. Websites may use this info to improve sites and show you content like
personalised ads, Some trackers collect and send your info to sites you haven't visited. Learn more

Tracking prevention o
a f
g Basic ~|~ Balanced ' Strict
(Recommended)
* Allows most trackers across all sites * Blocks trackers from sites you + Blacks a majority of trackers from all
h 't ted it
= (ontent and ads will likely be il Wi WS
personalised » Content and ads will likely be |ess + Content and ads will likely have
lised | lisat
- < Eik wl“ work as PprFth persaonalise: minimal personatisahan
: +  Sites will wark as expected + Parts of sites might not work
* Blocks known harmful trackers p 3 d
+ Blocks known harmful trackers *  Blocks known harmful trackers
Blocked trackers >
View the sites that we've blocked from tracking you
Exceptions >

Allow all trackers o siles you chivose

Edge Tools

Now that you understand the basics of using the new Edge browser, let’s take a look at some of the features and tools that
turn it from a good browser into a great browser.

If you find the adverts, social links Read Aloud While you are in Immersive reader mode,

and other elements of a modern you have the option to “Read Aloud”.

website distracting, you can use the Immersive reader in Edge This starts a text-to-speech tool, which reads out the text of

to clear the clutter. Not all pages are compatible, but most the Website. You can also do this while viewing a website in
are. To enable Immersive reader, open the page and click the normal view (Browser Menu > Read Aloud), but it works better
Book icon in the Edge address bar. while in Immersive reader.

Australian Open 2020 draw:

Venus-Gauff and the other Christopher Tolkien, Keeper of
best first-round matches

His Father's Legacy, Dies at 95

Insls Dnlgin Chrtstophen Talkien:ot his bomé in His South of Cranee
e week befote kis 50 Giihdag Last year. Por qerly 50 Yilkts altor

his father died in 1073, he worked to keep alive the world he had
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Click the Menu button (three small

dots in the top right) to open the Edge
menu. From this menu, you’re able to access Settings, print a
page and find words or phrases in the open web page. Another
option allows you to pin a particular web page to the taskbar
as an icon, should you wish to.

Sl e Clicking the Settings option in the

Edge menu opens another menu with
further options. Tabs down the side of the menu take you to
different settings sections, including Privacy & Security and
Advanced. In the General settings, you can change the theme,

homepage and other basic options.

Settings =l Hi Russell, we value your privacy.

Tracking prevention

B2 sow prisan B Basic <l Batanced P swict

In addition to the ‘light’ default theme

of Microsoft Edge, there’s an option in
Settings to display a black theme. It’s becoming a lot more
common for applications to have dark themes and the
Windows 10 taskbar is dark too. It’s a good alternative to
having super bright apps.

New tabs are opened either by clicking on a
link (if the link is set to open as a new tab) or
by clicking on the small + button at the top left of the browser.
You can have lots of tabs open at the same time. Right-click on
any tab to see further options such as Reopen closed tabs.

: E } -
< EEQ]E
o B

ﬁ Amazon Devices Deal of the Day | Low-priced items in Bargain Si

! * | taa s

=
You can change the layout between the

Custom Layout
three presets by clicking the Gear icon.

You can also choose a custom layout. Here, you can enable/
disable the Quick links bar, the image of the day and set the
visibility level of the content in the news feed. You can also
change the browser language.

Page layout

B focuses

£ wtormational

B Microsoft

Just like the previous version of Edge, Edge
Chromium features extensions, which are
downloaded from the Microsoft Store. You can view installed
extensions in the Browser Menu > Extensions. There are fewer
extensions available for the new version, but this situation
will improve as it matures.

Extensions
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| Explore the Windows 10
Calendar App

The Windows 10 Calendar app is a fully integrated planning tool that can be linked up to
your email accounts and easily synced to your other Windows 10 devices. Adding new
events can be done manually, or you can simply use it to view national and public
holidays, all of which are automatically added based on your location.

Add New Event

There are two main ways to add
a new event to your calendar.
You can either click on the date = BRI L & — March 2020
in the main window or, if the
date you want is not in view, you
can click the New Event button
here. You can then add an event
name, location, and a start and
end date. Give the event a short
description, especially if you plan
to share it with a contact. You can
do that by adding people using
the pane on the right of the Add
Event screen.

uesday Wednesday

+ New event

4

w

March 2020

Mo Tu We Th

Monthly View ~ Outlook

. . v| Calendar
No matter which view you choose

for the main Calendar pane - day,

. Liverpool
week, etc. - the month preview
always shows a full month. You A Corana
can use the arrows above the

mini calendar to skip to different Reminders
months and clicking on a date
brings that date into view on
the main Calendar pane. The
current day is highlighted in the
Month Preview.

Everton vs Liverpool | English
Premier League
Anfield (Liverpool)

Linked Calendars

Your calendar can be linked to
your email account, which is

shown here. If you are using Gmail (5 Add calendars
for your email account, and have
any calendars set up in Google = Al o2 &

Calendar, these are also shown
here. You can use the checkboxes

to select and deselect calendars
from showing in the main pane;
each is colour coded, so you know
from which custom calendar an

event comes.

56  www.bdmpublications.com



Calendar Pane

The main Calendar pane, however
you choose to view it with the View
buttons, contains several different
bits of useful information. Public and
national holidays are automatically
added, based on location. The
current day is accentuated in your
chosen highlight colour. Weather and

CALENDAR
POPUP

You can now add a new event
from the calendar popup in the
taskbar, without having the main
Calendar app open. Simply click
on the date in the taskbar, select

Calendar

9 10 n 12 13 14

16 7 18 19 20 21

temperature information is shown for
the current day, along with a few days

the date you want to add the
event/reminder, and then begin

& Add alocation

after. Clicking the weather symbol typing in the text box below the Backe cewts
opens the Weather app. date grid. ; Hide agenca
Sees AW & uw‘n:,”;wg ,
= X
Today | [-]Day Week Month Year Add Event
Thursday Friday ® Saturday Sunday Mo élickion any day in the misin
5 6 7 8 9 pane, or any hourly slot in day

view, and a mini Add Event
pane opens. You can use this to
add an event to your calendar
quickly. The pane includes event
name, time-slots and location; it
also lets you choose into which
custom calendar you want to
add it. If you choose to add more
details, click the More Details
button, if not, click Done to add
the event.

Liverpool vs Bournemouth |
English Premier League
Calendar - Outlook ¥ X vitality Stadium (Bournemouth)

® v Event name All day

Calendar Settings

Alongside various customisation
settings, such as the ability to

© 730 vt 1800 . choose light and dark themes
N and change the default highlight
©  Location colour, are settings for adding

new email accounts and changing
the default view. You can also

add public or national holidays
manually, in Calendar Settings,

if they have not been correctly
added automatically.

1 Remind me: 15 minutes before v

More details

Switch to Tabs

The Mail and Calendar apps are
closely linked, and you can quickly

switch between the two using the
buttons here. Receive an email
with an appointment in it, and you

can quickly add it to your calendar
using the tools in the Mail app.
You can also quickly switch to the
People app and the ToDo app

using the tabs/buttons here.
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Learn How to Import
Photos in Windows 10

Importing photos from a digital camera or phone on to your PC may seem like a simple
task to some but if you have never done it before you can encounter problems and have no
idea how to fix them. Let’s take a look at importing photos from phone, tablet or camera.

Importing to a Folder

Importing your photos or images directly to a folder on the desktop, or elsewhere, is the traditional method. It tends to
be quicker but offers fewer importing options.

Normally, when you first plug a device in to your
computer which contains storage of some sort,

The first thing you need to do to import photos
directly from a phone or camera is to connect the

relevant cable to your PC. In almost all cases, this will be a Windows will ask how you want to handle the files in that
USB cable of some sort. You will have been supplied a storage. Scroll down the list to see ‘Open in a Folder’. In some
transfer cable with the device you are using. Plug this into a cases, Explorer will open showing the connected device.

free USB port. ——

 Sameung Gy 5 et - o

cung Galaxy S7 edge >

Card

Plug the other end in to your phone or digital Now click on the device storage: this may be
camera and wait a few moments. Your PC should L Phone and Card on a smartphone and navigate
detect the device and may need to install some drivers to to where the photos are stored. This will normally be in a

make the USB connection work. folder called DCIM on your phone or camera. You can now
simply cut and paste or drag and drop images to a new folder

on your PC.

i Devices and Printers

A 7« Hardware and Sound » Devices and Printers
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Photos

Importing to the Photos App

The Windows 10 Photos app is a great tool for importing photos from a phone, tablet or camera. It allows you to
preview and individually pick images more easily, and even sorts them.

Step 1

Open the Photos app on your Windows 10 PC. Step 4 By default, every image detected on your device

Now connect your phone or camera to your will be selected for importing. If you want to
computer using the relevant USB cable. If you see the pop-up import everything, click Continue. If not, you can use the
menu asking how you want to deal with the storage media check boxes on the images to select those you want to
you just connected, ignore it or click it closed. import; use the Clear All and Select All buttons as required.

Select items to import from Samsung Galaxy 57

50 of 850 tems sekected

BT o

<ji=e22 = The Photos app should have opened up with the m You can now choose where the imported photos

Collections screen showing. If not, click the tab at will be saved. By default, this will probably be

the top to open it now. Along the top of the Collections tab somewhere like C:\Users\YourName\Pictures. Click the

are your controls: Refresh, Select, Slideshow and Import. ‘Change where they’re imported’ link to do just that. You can

Import is the only one you need to click at this point. also choose to import into folders arranged by month or day.
Collection Albums Folders Do “Hisen [ weeon [ mper @ -

Start importing?

You selected 5 photos, which will be imported 1o this folder:

Novernbes 2016
C:\Users\Russ\Pictures
Change where they're imported

Import into folders organised by

Month

] Delete imported items from Samsung Galaxy ST edge after
importing

-

Step 3 The Photos app will now search for photos m Click Import. Your image will now begin to appear

available to be imported. If your device is not in the Photos app window, within the Collections

connected properly, or the correct USB drivers are not section. An album will also be created called Last Import.
installed, it will fail to find anything at this point. If you are Click on one of the images shown to begin editing or
transferring from a phone or tablet, you may also have to enhancing it with the tools Photos offers.

unlock the screen to continue.

s - o x

Collection Albums Folders Crber ‘Hiver [srer Blimwer @ -

Looking for new photos and videos

0 items found so far
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How to Manage and
Edit Your Photos

The Photos app was first introduced in Windows 8 but it wasn’t the best experience when
compared to most third party apps. In Windows 10 it has been improved, with better ways
to browse photos and a lot more editing options to make the most of your images.

Managing Your Images

The Photos app has seen some useful improvements over the last few years and is actually very powerful now. It doesn’t
offer the flexibility of an app like Photoshop Elements, but it does a lot of simple edits very well.

Step 1 Photos shows all of your images in a scrolling m If you’re signed into Windows 10 with your
timeline of images, like we’re now used to seeing Microsoft account, you’ll also be signed in

on many smartphones or tablets. This is called your photos automatically to the Photos app. The benefit of this is that
Collection. You can click on any image to get a full-window photos stored on OneDrive also appear in Photos. You can
view and then click the Back arrow in the top left corner to auto-upload photos from the OneDrive app for your phone as
return to the main list. you take them.
e ] = e = A
Gollection Alous Fosders O Wem D B o
- e e |

Account you've added to this app

When you're signed in with the same account on all your
devices, your OneDrive photos and videos will appear
alongside the ones on this device.

N

o Pug1976@live.couk
\o Microsoft account
Sign out

Siisers | Albums is a completely automated feature. If you Step 4 Settings
have an iPhone or iPad, you may have seen

Apple’s Moments feature; this works in much the same way. Photos settings, click the ~ Sources
Albums gathers together groups of photos you took around the More button at the top st vee Sl
same time, so you can easily look back through them later. right, lets you choose L o

[0 crusers\Russ\OneDrivelPictures

whether the Photos app
automatically enhances
badly exposed photos as Microsoft OneDrive

well as whether you want  showrmy dout-only content fom oneoive
the app to show duplicate =~

images as one file; say Ssisiloshis bl
you saved a photo twice

or imported it twice
without realising. Gt moe space o photos wih

4 It comes with 1 TB of OneDrive st
Word, Excel and more for £5.99 per month.

-+ Add a foider

You're using 6.16 M8 of § GB on OneDrive

Viewing and editing

Automatically enhance your photos

D eprowe Tk 1 o e
@ o

Linked duplicates

xact duplicate files are shown as a single file. This might include copies saved i

@@ o
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You can also choose where Photos should look

for images here. Your own Pictures folder, plus

Windows’ public Photos folder are automatically included;
but it’s really useful to be able to change this if you store your

images somewhere else, perhaps an external hard drive you
always use.

NEDIVEPIY + - 1k TN Patam viO e »

Orgamze = Newoiees

s
men  mena  mna  awm  mve e s
gl

Camesa fon Raotr Savea Picues Upay
Sceemnet

5 GB on Of

otos with Of

2neDxive stol
for £5.99 pet

diting

+ you photod

ing s off o

Back to the Photos Collection. You’re now going
to use the Select feature, found in the menu at
the top right. This enables you to select individual or multiple
images. You’ll see the top menu bar has now changed, while

each image has a tick box appear on it. Click it to choose the
images you want.

The Photos app allows you to do several things
with your photos and images. The firstis to
email them. Select the images you want to send and click
the Share button in the toolbar. The share options window

will open, allowing you to choose how to share the images,
including Mail.

Share
Shared from Photos app
S photos

DEEH

Copyfiles ActonNote Comany  Feedback
Rerninders

- ‘

OneNote

14

Hub

Photos

Step 8 You can also copy your photos and images into
another app or File Explorer window. To do this,

select the photos you want, then click the Copy button in the
toolbar (the old Ctrl-C keyboard shortcut works too). You can
then paste the photos wherever you want on your computer.

To delete photos, select them as detailed
previously and click the Delete button in the
Toolbar. You will see a pop-up to confirm you want to
continue with the action. Deleted photos are moved to the
recycle bin anyway, so you have a chance to retrieve photos

deleted in error.
~ \;

Delete these?

Step 10 The final tool in the Select toolbar is the Add
to Album button. This adds any images you

have selected to either one of the auto-created albums, or
to an album you create for the purpose. Click ‘Create new
album’ in the popup window, give it a name and then click
‘Create album’.

Add to an album

< hems solected

Suggested alaims

’ Cats and Dogs
i
i
u Danish Lite:
e
AN dlbus
Nl Plact Uife 2017
ety
H Dacish Ute
2zen
2oz
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Photos

Drawing on Images

The Photos app in Windows 10 allows you to draw or write on top of your images, as long as you have installed the
Anniversary update, and then save them as a completely new file.

Step 1 Open the Photos app and select your image (or m
double click an image to open it in Photos if that is

The contextual menus allow you to change the
colour and the thickness of the pen or pencil tools.

the default app). Along the top of the image are several When you have picked a style, colour and size, you can begin
buttons, click the Draw button to begin editing your image. You to draw or write over the top of your image. The drawing tool
will see a new set of buttons and controls appear at the top. in Photos works best with a touchscreen PC, of course.

m From left to right, these buttons allow you to Once you have completed drawing or writing on
draw/write in pen style, pencil style, calligraphy your image, you can save it. If you want to retain
style, erase, switch out of touch writing mode, save your file, the original image, change the name of the edited image in
share your file, and exit drawing mode. If you click on any the save dialogue box before you finish. If you click on Share,
button and see a small arrow, click again to open a contextual a list of sharing possibilities will appear to choose from.
menu for it.

Editing Images

The image editing tools in the Photos app have been improved and added to in the Anniversary update, including the
addition of preset filters and effects.

Open your image in Photos and click on the Edit m Starting at the top of the editing toolbar, you
button at the top right of the screen. If you had have the Crop and Rotate button. Click this to see
the Photos app running in full screen, the image will be further options for managing the aspect of your image. You
shrunk down slightly to fit the new toolbar, down the right of can choose a preset aspect ratio, or drag the handles at the
the of the editing window. corners to crop to a custom shape.
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If you need to straighten the image, you can do so
using the handle to the right of the photo. Click on

this and move your mouse up or down to carefully rotate the

image in small amounts. As you do this, a grid appears to help

you line up the photo. Click Finished when done.

The tools in the Adjust tab allow you to tweak the

Light, Colour, Warmth and Clarity of an image.
You can also use a slider to apply a Vignette (lighten or darken
the edges of an image). Just use the sliders to adjust any of
these effects until you are happy with your image.

Moving down the main edit toolbar you will see
the Enhance button. You can click this to let the
software make changes and improvements to the image

automatically. You will see the image change slightly, and you

can then use the slider on the button to increase or decrease
those changes.

You can, of course, apply enhancements yourself.

Below the Auto-enhance button are the photo
filters. Click on any of these to see the changes applied to
your image. You can apply a filter and then adjust its effects
by clicking on the Adjust tab at the top of the toolbar.

At the bottom of the Adjust tab are Spot Fix and

Red Eye tools. Click Spot Fix and the cursor will
change to a blue circle. Place this over the part of the image
you want to fix and click. The software will try to match the
location of the spot to the scenery or colour around it,
hopefully removing it.

The Red Eye tool works in a similar way. Click the

tool and move the circle cursor over the red part
of your subject’s eye and zoom in if you need to. The tool will
try to take the red out of the image and match it to the
surrounding colour. The results are usually very good.
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Listening to Music
with the Spotify App

Recently, Microsoft announced that Groove music would be completely replaced by Spotify
in Windows 10. Spotify is an extremely good music playback and discovery app, so this is
definitely a good move. Let’s take a look at using Spotify in Windows 10.

Exploring the Spotify App

The free version of Spotify offers a great selection of features and access to loads of music. However, if you want an ad-free
experience, you will need to buy a premium account.

You can download and install the Spotify app

from the Windows store for free. It is also free to
use, although some of the features will need a premium
(paid) account. Once downloaded and installed, you can
either create a Spotify account to sign in or you can sign in
with Facebook.

W Spotify Music
4 oAb A we 20

Parertl e Pecemmenced
e

Available on

People also like o

If you have used Groove Music before, the layout

and controls of Spotify should be fairly familiar. The
main areas of the app (music store, radio, local files, etc.) are
accessed by using the menu on the left-hand side of the main
window. The playback controls are always along the bottom.

~ ki
j )

N

New Releases Discover Podcasts
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When you first open the app, the browse screen

will be displayed. Here you can see new releases,
charts, albums, podcasts and other media to stream and buy.
A premium account will allow you to listen to almost
everything you see here, and elsewhere within Spotify.

Click the radio link in the left sidebar and you can

see a selection of digital radio stations to listen to.
These will be a random selection of music by different artists
and different genres. Just roll your mouse over a radio station
and click the Play button to start listening.




When you use the app more, it will learn the

types of music you like to listen to and display
more of that type (or similar) on the radio screen. You can
also create your own radio station by clicking the Create
button at the top and searching for artists or genres you like.

mc Frank Sinatra

o

If you are browsing albums, you can click the

green Play button at the top of the list of tracks.
This will begin playing all music in the album, or within the
folder that is being viewed. Right-click on any song title and
you will see more options, such as viewing other songs from
that artist, or opening a radio.

)
qﬁ ;ﬁll‘;é(;‘l;lpbte Stone Roses
I o

Music you have downloaded or bought, and any

music stored on your computer, will appear
under the Your Library heading in the left sidebar. You can
view all of this music by song, album, artist, recently played,
etc. Clicking Local Files will display only those songs actually
stored on your PC.

Local Files

To play any individual song in your library,

simply find it in one of the lists, move the mouse
pointer over the song title and click the Play button that
appears. You can also select the song and then use the
playback control panel at the bottom of the Spotify window
(this is always displayed).

| Wanna Be Adored The Stone Roses

I Am The Re The Stone Roses
Where Ange The Stone Roses
Fools Cold The Stone Roses
What The V/ The Stone Roses
Something The Stone Roses
One Love The Stone Roses
Ice Cream The Twang

Wide Awake - (Album Version)

The Twang

The Neighbour The Twang

You can create your own playlists in Spotify,
containing any selection of songs you want.
Click New Playlist in the menu on the left, give your playlist a
name and click Create. It will then be displayed in your library
and will also open within the main window, prompting you to
add music.

New playlist

To add songs to your playlists, find a song in

your library and right-click on it. From the
action menu that appears, click Add to Playlist and then
select the playlist you want to add it to. If you have Spotify
on your phone or tablet, your created playlists will show up
there as well.

Add to Playfist

hristmas Party

> PLAY
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OneDrive - Using the
Files On-Demand Tools

With Files On-Demand, you can access all your files in the cloud without having to
download them and use storage space on your device. All your files, even online-only
files, can be seen in File Explorer and work just like every other file on your device.

Using Files On-Demand

Files On-Demand allows you to access your storage in a much easier and more efficient way, treating cloud-based files as if
they are on your PC.

Step 1 First, make sure you are signed in to OneDrive on m You can now open your OneDrive folder to begin
your computer. Right-click the white OneDrive checking how your files are currently stored,

cloud icon in the notification area, at the far right of the and to change the status of any you want to move offline or
taskbar. If you don’t see the OneDrive icon on the taskbar, online. You will see the files and folders on OneDrive now have

click the ‘Show hidden icons’ arrow, also at the bottom right symbols attached to them, showing you their current status.
of the screen. |

10:38

) G
NG oj002017 -

To mark a file or folder for offline use or as
online-only, right-click on it and look in the

Step 4

S22 You should see a panel pop-up asking if you want
to turn on Files On-Demand. If so, click the blue

button and wait whilst OneDrive sets this up. If you don’t see this action menu for ‘Always keep on this device’ or ‘Free up
panel, click Settings from the OneDrive action menu, click the space’ depending on what you wish to do. If you mark a
Settings tab and then check ‘Save space and download files.. .. folder as ‘Always keep on this device’, new files in that folder

| are set as always available files.
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Sometimes you might want to make sure a folder

Step 5
doesn’t show up on a device for privacy reasons.

In the OneDrive Activity Center, select the Settings gear. Next

to the location where you want to choose folders, click Choose

folders. Clear the check box next to the folder you want to
keep off this device.
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[0y nonficanons whan pecpie share with me or ede my shared
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On-Demand Files

OneDrive

When you delete an online-only file from your

m device, you delete it from your OneDrive on all

devices and online. You can restore deleted files and folders

from your OneDrive recycle bin on the web for up to 30 days.

If you delete a locally available file, it also appears in your
device recycle bin.

!.ll.l.-.m-
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Once the Files On-Demand is set up, you can access everything from within the File Explorer in Windows 10. You can also

access them through the OneDrive taskbar icon.
When you turn on Files On-Demand, you
see all your files in File Explorer and get

new information about each file. New files created online or
on another device appear as online-only files, which don’t
take up space on your device. When you’re connected to the
Internet, you'll be able to use the files like every other file on
your device.

Home  Share  View
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Online-only files don’t take up
space on your computer. You see a
cloud icon for each online-only file in File Explorer but the file
doesn’t download to your device until you open it. You can
only open online-only files when your device is connected to
the Internet.
==
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When you open an

Locally Available Files

to your device and becomes a locally available file. You can
open a locally available file anytime, even without Internet
access. If you need more space, you can change the file back
to online-only.

online-only file, it downloads

Only files that you mark as
‘Always keep on this device’
have the green circle with the white check mark. These files
will always be available even when you're offline. They are
downloaded to your device and take up space.
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Explore the Email
App in Windows 10

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

New Mail Button = o o0 o =

= Sea 2 =
If you are not replying to an email, but B - New mail Inbox Al v Improvements to our Privacy Polic
rather starting a new email, you can @

do so in a couple of different ways. You

: : ) R Accounts 24presse
can either click the New Mail button PR: Garzetta Ardea Mini PC- An  17/05b018
at the top of the Mail Menu or you can Gmail Si le message ne s'affiche pas corre
use the Ctrl-N. Both methods open a

e Google <privacy-noreply@polic

12/05/2018 03:26

i % " ; 16 May 2018
new email in the main window, with a 2
blank recipient field. Folders platform@parentpay.com 1]
Ofsted report 16/05/p018
Inbox Dear Parent/CarerPlease find attact

All Mail

East Norfolk Sixth Form College
Taster Day 2018 - Date change  16/05/p018
Taster Day 2018 - Date change

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

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

14 May 2018

o platform@parentpay.com 1]
Letter from Headteacher 4/05/20T8
Dear Parent/CarerPlease find attact

12 May 2018

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

Google
Privacy Policy haywardreviews@gn 12/05/2018

Calendar View Google ®
Privacy Policy davidhayward119@d 1
You can open the Windows Calendar
app directly from within the Mail

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

11 May 2018

platform@ parentpay.com
Post 16 Transport Information
Dear Parents/Carers of Year 11 stu(

Emma Hayward y
Fwd: Items Dispatched Ebuyer Ord| 11/05/2018

Forwarded message

Download message and pictures (36.28 KB

o Type here to search
Mail Settings
The settings for the Mail app allow Mail Folder
you to easily add accounts, change
how emails are displayed when they The messages in whichever email folder you have
arrive, whether outgoing emails selected are shown in this panel. By default, the
have a signature (which can be most recent emails are at the top of the list. You
customised) added to them, as well can change how the emails are viewed, so that
as how you are notified of new emails only unread or flagged emails are displayed,
in Windows 10. using the dropdown menu at the top of the inbox.
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CUSTOMISE MAIL

You can customise how the Email app looks in a number of Gty s ':.ﬂ‘.E.,LwE.Z

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

Message Options

éReply & Replyall —>Forward [=F Archive [iil] Delete [ Setflag

In a row along the top of the main
message window are the message
es.google.com> ™ options. These include Reply, Reply All,
Forward, Archive and Delete emails;
more options can be seen by clicking
the Menu button to the right. The
message options only appear when
viewing a received message.

y and Privacy Controls

Google

Message Tools

Roll over or click on any of the
messages in your inbox, sent items
or drafts folders and three icons will
appear. These let you quickly Archive,
Delete or Flag any message directly in
the folder panel. Archived messages
can be recovered at any time and
returned to the inbox if required.

ting our Privacy Policy to make it

we collect and why Vv

o Main Message Window

data

We're making these upd:

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

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

t across the European Union. Des

refine panies

the transp

16:25

ADD 7 =]
13/06/2018 Taskbar Icon

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

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

Meet Your New Email Client

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

m As it says here, the idea behind the Mail app Account Type If you click Add Account, you can add
in Windows 10 is to gather all your emails accounts from many popular providers

together in one place to “simplify life a bit”. The app is quite including Google, Yahoo and Apple’s iCloud. You can also set
clever in how it handles email and it certainly differs to older up other more specialist accounts if you have the details.
apps such as Windows Live Mail and Outlook Express. Finally, there’s also an option to add a Microsoft Exchange

account if your workplace uses that (including Office 365).

Choose an account

m Exchange
Exchange, Office 365

2 coogle

P
Welcome

Let's gather all your emails here and
simplify life a bit.

A vanoo! mail

= icloud

= Other account
POP, IMAP
Get started

Q Advanced set-up

:‘. B
If you signed into Windows 10 with If you need to select the Advanced
a Microsoft account, the Mail app Set-up option, you can choose
will automatically pull this in if it’s enabled for email. As you between the type of account you’re setting up. Usually
can see, you can also click Add Account if you have other you’ll select the Internet Email option - this includes
email accounts you want to add (this can be from basically accounts that use the POP3 or IMAP protocols to retrieve
anywhere as long as it’s your account). email (if your provider gives you the choice of which of

those to use, select IMAP).

Advanced set-up
‘Choose the kind of account you want to set up. If you're not
sure, check with your service provider.

Accounts

First things first. Let's add your accounts.

Internet email

POP or IMAP acco

» Outlook
o

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

Google Accounts

(® Connecting to a service

Google

Sign in with your Google Account

Enter your email

Need help?

Create account

As we said before, normally

your Microsoft account will

have already pulled in automatically. If not, you can add it
manually. Just enter your email address and password. If you
don’t already have a Microsoft account, you can set one up
from here by clicking the link and following the steps.

Microsoft Accounts

Add your Microsoft account

Siign in with your Microsoft account. You can use this account with other apps on
this device. Leam more,

meg-m example.com ]

[ Password |

Forgotten my password

No account? Create one.

Microsoft Privacy Statement

ur Inbox Here’s your inbox! Your email list is shown
on the left, with the contents of each email
appearing on the right. We have three new emails here,
designated by the blue colour. You can also search for any
emails using the search box at the top - this works much

more quickly than in older apps.

@ BBC Four

Celebrate the Sky at Night's 750th episode!
Yo: graham_darie ik con

TwelfthMan
Where were you when England made
7 duly 2015

TwelfthMan

Welcome 10 Twebhthhdas

Writing a Mail

Q Office Online

Insert Attachme

There’s also a Refresh button as well
as a Select mode, so you can select

various emails (with a view to moving or deleting them). Now
we've clicked the Forward button along the top to forward
this email. As you can see, this has created a draft under the
original email on the left.

Format

B ¥ Heading 1
fice Online adeline@outlook com

FW: Celebrate the Sky at Night's[750th episode!
TwelfthMan

Sent from Mol for Windows 10

Vesterday

From: B
Sent: 19 July 2015 13:10

To: graham_daniels@outiook.com

Subject: Calebrate the Sky at Night's 750th episode!

TwelfthMan

Emails are ‘grouped’ like this in
Mail, meaning that if you and a
friend have a conversation, all the emails will be grouped
together so that they’re easy to retrieve. You’ll notice we’re
still composing our email here, and we’ve clicked the Attach
button to select an attachment.

wi

wil open x
vq‘ 4 &> ThsPC > Pictures > v O »
o Organise »  New foider =- O @
4p d Musie 2 ~

Screenshots
W Videos
83 Dropbox

& il

&+ Current Work Camera Roll Saved Pictures Screenshots  Double Trouble  End_of the Road
o National Geogra ‘
» Publi -
Vg et ( &
Tof @ Screemshols 5] B
Fo
& Onedive (]
Energy_Flow Eye_Sight Fox_Spring Friendly_Reflectio  Getting_Their_Sh
™  =smisec n o ‘

o oo - VI POV R o ROEE

File nama:

This is what a sent mail looks like. As you can
see, it’s now ‘nested’ under our original email
and the sender is me (or you). You’re able to look at just sent

items in your folder still, and we’ll show you how to do thatin

a few steps.

Office Online
Welcome to Office Online
Find your way around Office and learn wh:  21:07

TwelfthMan
‘What was your ‘Moment of the Match’ fro
Win a signed Lngland shirt Click here http  19:57

Yesterday

Graham Daniels, BBC Four -3
4 FW: Celebrate the Sky at Night's 750th e

Graham Daniels
BBC learning Sent

BBC Four -
BBC Newsletter The Sky at Night: F  Sun 19/07

Windows Phone News

Ton tins and tricks an how to use voun

Sent from Mail for Windows 10

From: BBC Four
Sent: 19 July 2015 13:10

The Sky at Night: Pluto Reveal

Mon 20 July, 10pm
Sky at Night celebrates its 750th epis
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As well as just writing simple plain text
emails, there are plenty more editing

Edit Text

functions in Mail, which we’ll check out in the next few steps.
Using the Format tab at the top of the editing window, you
can change selected text - here we’ve used bold to highlight a
particular phrase.

Format ‘

twel £ X
{  Results Al foiders } B I U v = Headingl v | 9 Undo
Q  TwelfthMan o =
‘What was your ‘Moment of the Match fro e &%
Win 2 signed England shint ick here hetp
™S
Vesterday
With more PCs having datachable kaybosedi— 5o the screen can be used as & tablet - Microsoft
TwelfthMan i r b of hokra ki
Where wer nade and not having s keyboard.
Sent from Mall for Windows 10
17 July 2005
TwelfthMan

Welcome to T

Jf TwelfthMan,  F1i 17/07
16 July 2015

England and Wales Cricket &

Th 16/07

There are also various pre-defined styles

Apply Styles
you can apply to text - useful if you're

writing a long email and you need to have sub-headings or
headlines in the text. These work very similarly to styles in
Microsoft Office; styles that you might use for a report or essay.

Format ‘

twel P X

Results Al folders ~ B I U ~ ! Headingl v | ©) Undo
Q  TwelfthMan m

What was your Mament of the Mateh o
[y st ; i

Vesterday

TwelfthMan With more pCs having Etachable keyboards - so the sereen can be used o5 a tablet -
el Microsoft has introduced a feature to moke it easier to move between the two modes of having a

kevboard and not having a keyboard.

Sun 19/07

V7 by 2015 Sent from Mail for Windows 10

TwelfthMan
Wekcome to TwelfthMan

16 July 2015

and Wales Cricket B
for joining Twelfthian, the
Wempima/0r9/7( Thi 16407

Engla

Thank

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

pe) | P, § Format Insert Options [ Discard
B I U ~ | = MHeading1 ¥ | ) Undo
fo Styles
the Match fro To:
lick here hitp: 19:57 ;
™S Heading 1
: ’ Heading 2
‘With more PCs having det, THe 1 be used asa tal

Microsoft has introduced a 2 two modes of |

keyboard and not having a }

nd made
velfthMar Sun 19/07

Title

Sent from Mail for Window:
Subtitle

Subtle Emphasis

velfthMan,  Fri 17/07

Emphasis
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As well as styles, Bold, Italic and
Underline, there are other ways
you can make text stand out or add emphasis. As in Word,
you can have subscript or superscript text or add highlighting
(quite useful for quick editing of paragraphs in emails).
Finally, you can clear the formatting of any selected text.

0 ‘ * Format
Hiders v B I U B8l =5 W Heading 1 wx (|
o : Font
loment of the Match' fro ¥
land shirt Click here http  19:57 o Calibri Light (v 16~
a X i

- 50 the screen can be usi
move between the two n

‘With more PCs having
Microsoft has introduc
keyboard and not havi ﬂ Highlight

A Font colour >

Ap Clear Formatting

when England made
:mber of TwelfthMar  Sun 19/07

Sent from Mail for Wit

fthman
xmber of TwelithMan,

Fri 17/07
You're able to easily change the colour

of the text in your email and, while you
still have a limited range to choose from, you've still got a lot of
choice (far more than in many other apps, anyway). Strangely
Windows chooses to take most of these colours from your
current Windows theme. No, we’re not sure why, either.

Format

twel P X

Results Al folders B I U B¥N =5 N Heading 1 v | SiUpda; *

B B <

19 Theme Colours

TwelfthMan . - R
Weleome o Twelthhsn

You are now a member of Twelfthvan,  Fri 17/07

Font Colour

Yesterday

With more PCs having
Microsoft has introdu:
keyboard and not havi

TwelfthMan
Where

17 July 2015 Sent from Mail for Wit

16 July 2015

England and Wales Cricket B
Thank you for joining TwelfthiMan, the
Ihttpsc/fiemifles com/cmpimg/o/8/T,

Standard Colours

As well as the button to include

attachments, the Insert tab features
a Picture button so you can insert an image into your email,
as opposed to just sending it as an attached file. Once
inserted, you can select it with your mouse and adjust its size
(drag the corners as you can see here).

fil] Discard

Options

e

fice Online To: mand090@outlook.com; Ce
sround Office and learn whi  21:07
Image of the day @
1
Moment of the Match' fro
ngland shirt Click here http.  19:57

iniels, BBC Four
> the Sky at Night's 75
Sun 19/07

hone News
cks on how to use your

1ail as a web page, got Sun 19/07

1

u when Fngland made




Before you send an email, you

can always spell check it - this is
integrated into Mail under the Options tab. You can select the
language you need (you might be emailing a hotel in France
so using French, for example) and correct any spelling errors

as you go.

Format Insert Options

Proofing and Language

Spelling S |

Proofing and Language

! NV [nglish (United Kingdon ‘ﬁ’,‘
To: adeline@outlool
N 2107

FW: Celebrate the Sk Hide All Proofing Marks

> I

>y 19:57

Hide Proofing Marks in Selected Texl

Sent from Mail for Windows 10
F From: BBC Four

m As well as the basic reply, reply all,
forward, archive and delete commands
at the top of each email, there’s also this extra menu - just
click the --- button. You can move to the next email or
previous message if you want to do that, but crucially you can
also move your email into a folder.

ply Al — Forward

b

nd learn whi  21:07
£ Move
a _ = N
AUSSIES DOMINATE TO DRAW L4

S

Motch' fro Previous

Click here http 1957

D Next

B Hi Graham
C Four <

L - Vote for your TwelfihMan Moment of the Match' from the second Investec Ashes T g b0y
Night's 7S¢ drew the series level at 1-1 =

Sun 19/0;
s : Make your choice before Bam on Wednesday 22nd July 1o be entered into 3 pri
England shirt Q zoom >

WS

fosheiyael Smith's Double Ton Marsh's Debut Wicket

page, Sun 18/07

If you chose to move your email in the
previous step, you'll see this browser

Move Folder

view which enables you to add your email to an existing
folder. You can always create a new folder for storing emails
in particular categories. If you just want to remove your email
from the inbox but still keep it, use Archive.

Search <Reply < ReplyAll

Move to...

R Outbox
Inbox & 37
o = : :
Archive % FS - ‘vd
AUSSIES DOMINATE
Deleted items 7 . r
Drafts 3 1
Hi Graham
Junk Vote for your TwelfthMan ‘Moment of the Match' from the s«
drew the series level at 1-1
2 7
Sent ¢

Make your choice before 8am on Wednesday 22nd July |
England shirt

If the text in emails is too small for you,

you can zoom in to your messages -
again, this is also accessed through the - -- menu. A handy
keyboard shortcut for zooming in is Ctrl-+ to zoom in or use
Ctrl and - to zoom out. This actually works in most apps,
including many web browsers, too!

& Reply “ReplyAl —>Forward =l Archive [I] Delete

./ B

AUSSIES DG

Hi Graham 75%

Zoom

400%
200%
hi  21:07 200%
! o

e 1957

g
1

Sun 19/07

Vote for your TwelfthMan ‘Moment of th i n

drew the series level at 1-1.
Even if you’re not actually looking at a
particular email, you can still perform
numerous actions on it. You can right-click on emails to move,
archive or delete them or mark them as read/unread. If you're
deleting emails, you can also just select them and use the
delete key (we find this is actually the easiest way).

Make your choice before S9am on Wednesday 22nd July to t

: England shirt
Windows Phone News
Top tips and tricks on how o your Smith's Double Ton -‘
To view this email as a we t Sun 19/07
|
TwelfthMan |
Where were you whe
You ate now a memt =] Archive 07
17 July 2015 ,
@ Delete
TwelfthMan .
Welcome to Twelftht e
You are now a memk m Set flag o7 u
(o} The first double century by an Australian at Lord's Mitc
16 July 2015 3 ol > in 77 years. A stunning innings, proving Smith's dist
: £ Mark as read stalus as the world's no. 1 Test batsman
it England and W. _,
Thank you for joinine L 9] Move
[hitps://i emifiles.com. . /07
Cook & Stokes' Partnership -‘
i MSN
b -
~ Welcome 1o the Best of MSN Newslet

From this menu you can also print off emails

Print it Off
- this will open the now-standard Windows

print dialog box which is now black (presumably to make the
predominantly white print preview stand out). You can select
to print off the whole email or just the first page, as well as
browse through the pages using the controls at the top.

e
What was your ‘Moment of the Match' from the Lord's Test? - Pant x

ent Writ

S
AUSSIES DOMINATE TO DRAW LEVEL
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Using the Facebook
App in Windows 10

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

Be Connected. Be Discovered.

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

First, open the Windows 10 Store. In the Search

box, located in the top right of the Store window,
type Facebook. The first option available, labelled App, is what
you’re looking for. Simply click it to be taken to the Facebook

app page in the Store.

) Artistic Photo CollagePhoto
B Fromes.Pic Collage Photo Edior,
" App

Pages Manager for Facebook
app
ﬁ Flow for Facebook

music
p—

Amazon Music

The Store front details the specifics regarding
the app you're currently viewing, Facebook in
this instance. Scroll down through the app’s page to view a
description, any updated information, system requirements,
additional information and what functionality the app uses,
in case you’re concerned over privacy and such.

« Watch videos recommended just for you o e
« Use Facebook Groups 10 get things done, discuss similar topics, and more

« See what friends are up to [ Mobie
= Watch and interact with live video

= Share updates, photos and video

« Get notified when friends like and comment on your posts

- NEW

Screenshots »c

What's new in this version Features

Thanks for using Facebooki To make our app better for you, we regularly bring
updates to the Windows Store,

See what friends are up to
Share updates, photos and videos
Every update of our Facebook app includes improvements for speed and reliability. As
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Scroll back to the top of the Facebook app page in
the Store. To install the app on to your PC, simply
click the blue-coloured Install button. This will initiate the
download and installation process. The Facebook app weighs
in at around 140MB, which isn’t too hefty for a modern app.

€ Mcromoh Store

Apps G s & TV o @

Facebook

Facebook Inc + Jedkde s« Write a review

Downloading.

Parental Guidance
More

GBlogger The Buffer Pages Manager WhesDewn

Preview - A... for Facebook...

People also like

a - 1
. - o n . @ [
Messenger Desk chat Chategram wel

tree b bree Free e @i Free o

Description Available on

Once the installation process is complete, you
receive a brief notification in the bottom right
of your Windows desktop. There are two options available
from the notification, Launch and Pin to Start. While you can
Launch the app right away, we recommend clicking Pin to
Start. This will place the app in the available Groups from the
Start button.

B Facebook

Just got installed, check it out.

Launch Pin to Start




Facebook

Step 5 Click the Start button. If you decided to Pin to Step 8 If you don’t already have the Location feature
Start, as in the previous step, you can now see enabled within Windows 10, you will receive a
that Facebook is available as a tile within the Groups section. notice when you log in to Facebook via the app. It’s up to
This allows you to right-click the tile and opt to resize, turn off you if you want to enable this feature. Clicking OK will
live tiles, move, unpin from start and so on. remove the notification but leave the Location setting in
Windows 10 unchanged.
\ o x|
‘ B
[ @ . @
n =] “ Motonvides  Delvevideo @ Checkin o
Faceboc {5 Unpin from Start = ‘ S e S T ®
P weud Find and connect with nearby places, friends and &
Resize o '..‘.n: more g
5 Os Facebook vr\«!s.you location to make some features work. You can always change this later in a
More . 2d your dewice’s settings. o '
= [ riotrow SRS ®
Uninstall a - "R add
W ‘ Pauline Ashton shared Home & Designie’s post Gavin Coaper @
T v = s
g " o 7 =

Step 6 Naturally, the next step of the process is to single m If you want to enable Location for Facebook, click
left-click the Facebook tile to launch it. When on the Start button and enter Location into the

launched, the app requests your Facebook user details to log search. Click on the Location Privacy Settings result and then
in; enter them into the boxes provided and click the Login enable the Location feature and even specify which apps
button. If you don’t currently have a Facebook account, click have access to your precise location.
on the Sign up for Facebook link.
| @ Home Location
Lfl e
Log in with Browser L] 1 =

0 Mrophone Choose apps that can use your precise loeation

O st [ L

B Speach, inking & typing E Camers

I EEee

@ Ccoenax m Facevock

<uullE Cos

ro g Maos

O i D Mescaging

e g

Clicking the Sign up for Facebook link will open The Facebook app presents a slightly more
your default browser to the Facebook Create an compact view than that of the web-based

Account page. Enter your details and take a moment to view version. Current online friends are listed down the right-hand
the company’s current Terms and Conditions, along with the side of the screen, while your News Feed and groups are listed
Data Policy. When your account has been set up, you can close down the left. There’s the search bar along the top, with friend
the browser and return to log in at the app. requests, messages, notifications and your profile settings.

(e

€ C (] 8 S | s e titeskiom - *

facebook
= 5 e Al
Facebook helps you connect and share with the Create an account m BOM Publications.
people in your life. s free and aways will be. Q s - @ o
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Using WhatsApp
in Windows 10

At its heart, WhatsApp is simply a free to use cross-platform instant messaging service but
to its many users the app is much more than just a means of keeping in touch. In just ten

years, WhatsApp has grown into one of the most used messaging apps available.

Set Up and Use WhatsApp

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

and use it via the Windows Store.

Sz You need o
to install 5

WhatsApp and create an o

account on your phone

before you can use it. The c
Q
Q

whatsapp X

)p Messenger
app has been developed
for Android, iOS and
Windows Phone. Tap the
Store icon on your phone,
searching for WhatsApp.
Tap the correct searchand |2
you're taken to the relevant JAEEELLER

page on the Store. 1203828506078 f0

messengerwhatsapp

web

1pp messenger...p new version 2017

what's apparently >

T+ izixjicjvibjinjmj e

Sym e“ English(UK) q

2 [
WhatsApp
page on the Play Store
open, tap on the Install
button and the process
with begin. Some phones

WhatsApp

already have a version of g mﬁfiﬁﬁf ot
WhatsApp preinstalled by H Peci3

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

L 20

62911,166 & Communication  Similar

Downloads

Simple. Personal. Secure.

S,7  WHAT'S NEW
* You can once again set a text-only update in
your profile and it's called About. Tap Settings
and then your profile name to edit it. Thanks
for the feedba
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update or
install has finished you Nh-
will be left wnth an Open WhatsApp Messenger
button and Uninstall if e WhatsApp Inc.
H recI3

you prefer to remove it;
you may not be able to
remove a preinstalled
version though. Tap Open
to launch WhatSApp' You Might Also Like MORE
Now follow the on-screen
instructions to begin the = '
set up of WhatsApp, using T o~ &
the phone’s number to pair ~ “¢
" . Yahoo Mail
the app with the device.

- Stay
43 44 a1x 46%

62911,166 2 Communication Similar

i Snapchat i Supe

i Messenger
ite LED

Downloads

Once you've installed WhatsApp and set up
an account on your phone, you can turn your

attention to the Windows 10 app. Open the Windows Store
and search for WhatsApp Desktop. When the app’s page loads
up, click the Get button (if your PC doesn’t already have it) to
begin the installation.

WhatsApp Desktop

WhatsApp inz. « fededey - 65

Free

“ m Parental Guidance Recommended

Description Available on
With WhatsApp on the desktop, you can seamiessly sync ol of your chats to E PC
your computer so ©
"
Screenshots
-
.
H r
o
-
1
H
People also like £ Show o

L | g B [ ] | g |



WhatsApp

The auto login feature takes a few seconds
and you may get a notification on your phone

S0 When the installation is complete, click on the Pin
to Start option within the notification that pops

up. WhatsApp can now be located by clicking on the Start indicating a successful login from your Windows 10 PC. With
button, it’s in the groups section, and right-clicking lets you the WhatsApp window open, you can browse through your
move, resize and unpin the app accordingly. chats using the left-hand pane, while the chat contents are

displayed in the right pane.

® o + Cool Growp RS

Cool Group

Unpin from Start

Resize

More

Uninstall

Click the app’s tile to open WhatsApp. The app
window opens with a generated QR Code, which

There are numerous options along the top of the
app. The three horizontal dots represent further

can be scanned in by WhatsApp on your phone. This process settings that can be applied either to a chat, user or your own
matches the account and automatically logs you into your profile. The icon in the top left of the WhatsApp window is
own WhatsApp profile. your own profile and from there you can upload a new profile

image and edit your personal visibility in WhatsApp.

=R O

11 Group

WhatsApp
Group info

Sclect messages

Mute

Clear messages

Fxit group

Step 7 You need ‘ WhatsApp on the Windows 10 desktop provides

to open limited functionality compared to what’s
WhatsApp on your Visit web.whatsapp.com on your available in the mobile version. However, you can still create
phone, then tap on the ol new chats and groups and update your status as you would
three vertical dots in the when using the app on your phone.

upper right, followed by

WhatsApp Web. Point the
device’s camera at the QR
Code and the auto login

process will start. If the © e
QR code isn’t recognised,
you may need to wait a p——"
moment for a new QR @~
Code to be generated. -
0 Daniers m
@ =
‘ Hi s
& Jaqus Hour
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Making Calls with
the Skype App

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

Install and Use Skype

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

more closely.

Skype has a dedicated Windows 10 app and this
may be preinstalled on your Windows PC but you
might need to download it from the Windows store. You can
also download Skype directly from www.skype.com as well as
check that you have the latest version available.
BT Cowonk busems aes e

Use one Skype account across all your devices.

B: G- -~: -

Skype for Windows

[

Step 2 Once installed, you will need to sign in to the
Skype app. If you already have a Skype account,
which is completely free to set up, just enter your login details

when prompted. If not, you can go to www.login.skype.com
and create a new account in just a few minutes.

9

Create account

-

3 Skype cannot be used for emergency calls.
Microsof oft
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m The Skype window should now be open on screen.
The default view is the Recent conversations
screen but this may be completely empty if you are new to

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

Find friends and

izt

e
W e e

Summarize @
° -

{ fookatn OO

P
Click the Contacts button (2nd button down from

m the top) and either select the add contacticon at

the bottom of the sidebar or click directly in the search text
box and type the name, Skype name or email of the person
you want to add. Click Search Skype.

= o Russ Ware °

Stgpe Contmts

[ e RS
[ e Sty

Russcd Ware

g et

om
o-—
o-

@ cm i W 1 o it

thanks for the cal




Select your friend from the search results,
assuming you can see them in the list, and

click Add to Contacts. Type a quick note to introduce yourself

and then click Send. They will receive a request from you,

along with the message and can choose whether to accept

you or not.

Russell Ware

Russell Ware

posy
Local Address Book

View Profile
o
Publc Directony urites
[« R Add to Contacts
hot

Russ Block Contact
o View Profile
Messages 01
@ Cardea Add to Contacts e

! S r
8 HiRssell bt giock Contact

If you want to make calls to contacts not using
Skype (you can make calls to mobiles and
landlines too), you will need to add some Skype credit. To do
this, click on your profile picture in the bottom left and click
the ‘Add Skype credit’ link.

Skype Credit

Choose the amount of Skype Credit you'd like to add.

O £10.00

) £20.00

Your order

Enable Auto.recharge whan | m rasning low o0 erecit

You can select any contact from your contacts list
and then either instant message them or start a

Step 6

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

Skype instant messaging makes it easy to keep

in touch with your contacts and groups wherever
they are. You can share files, photos and contacts. To instant
message one of your contacts, select their name and start
typing at the bottom of the main window.

2 Q@ N

@) *orom-fewn
2]

ardea &

3e@®n 0

Skype also now includes Bots. Bots are artificially
intelligent programs that can do many useful
things like search for news, summarise webpages, play games
and more. You can start chatting with a bot just like you chat
with friends, just choose a bot and click Get started.

u Zoom
A
Bay i
o Qi
Bing mages - Preview @
i i ™ vour persoral au hat can g, prepare for meetings, get
warit o et find e 16 308 froe Petegs. 36 e
Capabiities
Were s Wha you Gan do with his borSend Instant messages, send fes,sefv Mof, 5end photos, a6 bot 10 Group Chats (s bot
recoves messages sent to  using DAssistant ® Zoomai
. P
toyour disciay and lnguage messages, vice ealls Ind any other Content 131 50U oF
other participants Thisbat .

Bots vary in how useful they are but some are
well worth taking a look at. Take the Bing News
bot for example. Add this and then type a word (“Crime” for
example) in the conversation window. The bot will return
news stories based on that subject.

F @ Bing Images - Preview o
°
.
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Sharing to
Nearby Devices

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

Nearby Sharing

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

webpage, either over Bluetooth or Wi-Fi.

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

To enable Nearby Sharing, open Settings and click

€ siop

@ Home Shared experiences

Accounts

Shared experiences use all system accounts to authonise actions

Share across devices

Let apps on other devices (including inked phones and tablets)
‘open and message apps on this device. and vice verss

- o
| can share or receive from

My devices only

View the apps and services you've gi

Projecting to this PC

% Shared expeniences

5 Remote Desktop

O Asout

You can also activate Nearby Sharing from the
quick actions menu in the Action Center. You can
send any video, photo, document or webpage viewed on

Microsoft Edge to people or devices nearby by clicking on the

share icon in the top right corner of the app or right-clicking
to view the share menu.

tion supplement [ 15 Windows 10 probl y

Vour Tech Explained - BOM Publications

russwarn@®
gmalcom

More pecple

Copylink  Cortara Mail OneNote
Reminders

B Getapps inStore
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‘ If there is a nearby device available, it will be
shown in the share menu that pops up. You

will need to know the name of the device you want to share

to. Once you select the device, the other user will see a

notification asking them to accept the transfer. This will time

out in a few seconds if not accepted.

Sharing to Martina-Laptop

By default, transfers will be stored in the
Downloads folder but you can specify another
folder or another drive very easily. Open settings and click on
system > shared experiences. Under ‘Nearby Sharing’, look for
the ‘Save files | receive to’ option and click the Change button.

T ThePC

olde
30 Objects Desitop
iy Documents 3 Ocnnicads
J\ Music Pictures
-
u Videos

Devices and drives (2

X Sharea expernences
Share across devices

¢ Remote Desktop
Let apps on other devices (including linked phones and tablets)

open and message apps on this device, and vice versa
@@ o

I can share or receive from

@ About

| My devices onty



Windows 1

Contents

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

Learn How to Navigate with Maps
Manage Your Contacts in Windows 10
Personalise and Customise the Desktop
Using the Sticky Notes Tool

The New Windows 10 Game Bar
Using the Cloud Clipboard
Screenshots with Snip & Sketch
Installing a Printer in Windows 10
Setting Up Dual Monitors

Find My Device and Remote Lock

10 Ways to Reuse an Old USB Stick
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Explore the
Powerful Maps App

Just like Google, Microsoft provides its own Maps app. This incredibly useful tool not
only shows you a 2D map of anywhere in the world but also lets you see a satellite view,
trafficinformation and even view major cities in 3D. You can even draw or write on top

of maps.

Directions

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

In the B field, type your destination.
The route will appear on the map.
You can refine the route by clicking
the Options button.

Search

Click the Search button on the
left-hand side of the map window
and a new pane will open. This pane
contains some search suggestions,
such as Hotels and Coffee and
Shopping, with the standard search
field at the top. As you type your
search, suggestions will appearin
the search pane. You can click any of
these to find that location.

Search e yel

RO o

Maps View

The Maps view is the default one
for the Maps app. This is what will
greet you when you first load the
app on your Windows 10 PC. You
can zoom in and out of the map
using either the + and - buttons on
the control panel on the right of the
window or by scrolling back and
forward with the scroll wheel on
your mouse (if you use one).
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Your Location

try to pinpoint your approximate

this location tracking to happen.
Your location will then be show
on the map as a small black and
grey circle. You can click on this to
see more information, if available,
and then save the location as a
favourite by clicking the star in the
pane that opens.

When you open the Maps app it will

location. You may be asked to allow

Windows Ink

Windows Ink allows you to write or
draw on a map using the various
pen tools (including colours). You
can also use the pento trace a
route and have Maps tell you the
distance of the line drawn, or even
the directions for the route you
marked out. You can then save the
customised map. It is really very
clever and fun to play around with.
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Maps Settings

The Maps app settings let you
choose the units of measurement
used, depending on your preference
and your preferred defaults for
directions and location. This last
option will be used if the app can’t
find you, by using location services.
You can also download maps for
offline use or upload maps that have
been saved elsewhere, that have
been shared with you perhaps.

3D Cities

The 3D Cities button should be fairly
self-explanatory. Click the button to
open the pane and you will see an
alphabetical list of the cities with
thumbnails that have been mapped
in 3D. Click the Country/Region
heading at the top to refine the list.
Click on any of the thumbnails to
load the 3D map; loading time will
vary, depending on your Internet
connection speed.

‘\auinmhe Path

4,
YOlf,

Twickenham Road

Saved Places

The Saved Places pane contains all
of your saved locations. These can
be anything from a favourite coffee
shop to the street where you parked
your car in a new city. To add places,
search for a location and select the
star underneath the correct one in
the search results list. You then have
the option to give the favourite a
nickname or set it as Home or Work.

Suggest change

© 2017 Microsoft Corporation, © 2017 HERE

Rotate & Tilt

The small floating control panel

on the right of the Maps window
contains several useful tools for
changing the current view. The top
two controls are rotate and tilt,
allowing you to either rotate the
map around the central point or tilt
the map to give you an isometric
view. You can easily centre your view
on your location again by clicking
the third icon down.
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Learn How to
Navigate with Maps

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

Moving Around in Maps

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

move around in the app.

The easiest way to move the map around is to
left-click and drag it and use the mouse wheel or
trackpad slider to zoom in and out. This allows you to move
the map around to focus on the area you need. If you are

zoomed far out of the map, double-clicking the mouse zooms
in quickly.

Maps has a dedicated control panel on the side
of the window containing, from top to bottom:
Rotate, hold pointer on it to see; Tilt, hold pointer over to see
options; Show Location; Map Views/Layer; and Zoom in and

Zoom out. You can also tilt by holding the right Mouse button
and moving up and down.

m Clicking on things like Saved Places or 3D Cities in
the top control bar, tabs will line up alongside the

permanent Search and Directions buttons at the top left of
the window. You can then click on them at any time to see the
information contained in each pane or tab.

Right-clicking on the map brings up a small

Step 4
action menu. This lets you set a To location, a

From location (for planning a route), add a new destination
and drop a pin in a specific location. When you drop a pin, a
new window opens allowing you to search for things at that
location, add favourites and more.
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Planning a Route

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

planning detailed routes.

To start planning a route, click the Directions tab
at the top left of the Maps window. A small panel
opens with boxes for your starting and ending location. You
can either type a destination or you can choose one from the
list that appears below the box when you click on it.

If you need to make detours or multiple stops
along your route, you can click the + button to

add more destination boxes. Each one can have a destination

in it, making up your complete route. When you view

directions, each of the destinations you added is marked with

a relevant letter.

Routes vary depending on whether you

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

Neath

Swansea tagan

Port Talbot

3 Gloucester Road, Newton Abbot, TQ12 1

The route is now shown on the map, with

an estimated travel time readout above the
destination. If alternative routes are available, they are shown
as a light blue line, with the main route shown as a dark

blue line. Points along the route are marked, usually where a
change of direction is needed.

A

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

e highlighted route

You can also plan a route by drawing it. Click the
Ink button and then the Directions tool in the

menu that opens. Draw a line along the route you wish to
take and Maps refines that into a proper route along roads,
missing dead-ends, etc. You can save or share the route just
as with any other.
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Manage Your Contacts
in Windows 10

The People app has been a part of Windows 10 for some time but in the more recent update

to the OS, it has had an overhaul. New features have been added, along with a brand new
taskbar icon. Let’s take a look at this excellent way of keeping track of your contacts.

The New People Button

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

After the newest Creators update has installed, m You may need to connect the apps before People
you will see a small people icon on the will start checking for contacts. If an app is not
right-hand side of the taskbar. If you don’t see the icon already connected, but is available to be, it will have a link
(it looks like two people, one standing behind the other), next to it: Click to connect this app. The app in question will
right-click on the taskbar and select “Show the People open and it will be linked to People. Any new contacts in the

Button” from the action menu. app will be added.

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

will open. Click on the Get started button at the a list of regular contacts, or people you have
bottom of the new panel. Now click on the Apps tab. This Shoulder Tapped (or who have Shoulder Tapped you). Right
will show you a list of apps that the people app is currently now it will probably be empty and you can’t manually add
pulling contact information from. It may include apps such as people to this panel; although this option may be added in
Skype and Mail. the future.

Your people
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You can open the original (but updated) People

app either through the People panel on the
taskbar, or by clicking on it in the main apps list in the Start
menu. To add a new contact manually to the People app,
click on the People button, select the More button and then
New Contact.

Select account

Select an account and we'll save your new
contacts there from now on. You'll ahways
have the option 1o use a different account
whenever you add a contact

The main app will open in a new window and

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

New Gmail contact

You can add a photo to your contacts, just like

on a smartphone, if you have one to hand. Click
the Add photo circle on the new contact creation screen and
navigate to the photo you want to use. The default photo
selection is the Photos app but you can browser to any folder
you want.

Step 8

The new People app allows you to pin a number
of contacts to the right side of the taskbar for
quick access. Click the People button and then click “Find and
pin contacts”. A list of your contacts will appear in the panel.
Scroll down until you find the contact you want to pin.

€ P

New Gmail contact

s

o Collection  Albunm
pheto

soveto

=

Name

Mable phone

+ Phace

Personal emal v

+ ena

+ Address

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

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

Links for Jim

Shoulder Taps are notifications from

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

Taskbar
Comtie i burces.

A % s

S coon Notification area

Muttiple displays.
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Personalise and
Customise the Desktop

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

Change the Desktop Background

The Desktop personalisation procedure hasn’t changed much since Windows 7, so if you’ve used that OS before this

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

i AMD Radeon Settings

View
Sort by
Refresh

Paste
Paste shortcut

Undo Move Ctrl+Z

New 7

B Display settings
& Personalize

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

m To select your own pictures for the background,

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

© e Background

new Desktop background image (a preview will display). The
screen shows you the last five images used or you can click
the Browse button to choose a new one from your folders.

To set a picture as your Desktop background,
simply click on it. It will instantly be set as your

one Background
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If you opt for Slideshow, you will see some
additional options to choose from. You can set
the interval for the slide show from the ‘Change picture every’
menu and decide how you’d like the images to fit on the
screen by clicking the ‘Choose a fit’ menu.

Choose Accent Colours

Make Window:

Desktop

Even if you set a background image, you can also
change the colour of the actual desktop. Click on
the Colours option at the bottom and choose a background

colour. You can also choose a custom colour from a more
detailed hexadecimal colour selector.

Pick & background color

o

By accent colours we mean the colour of the taskbar, the Start menu and the frames of new windows and so on, that

you open on your computer.

Windows 10 now allows you to change the
default Windows colour mode from light to dark.
You can also choose custom colour mode, which will give you
the option to choose light Windows and dark apps, or vice
versa. Use the drop-down meu to select the mode.

Colours

ion

een
Choose your colour
Light
Dark

Custom

Choose your accent colour

[] Automatically pick an accent colour from my background

In both light or dark mode, you can further
customise how Windows 10 looks by changing
accent colours. This affects things like the toolbar of open

windows, the tiles in the start menu and various other accents
Just choose from the colour swatch.

If you prefer, you can also let Windows automatically
match the accent colour to the current desktop
image. This isn’t a perfect solution and works best if the
desktop background image you are using is predominantly

one colour. To do this, just tick the checkbox.

@ Home

Colours

You can choose where your new colour accent is
applied. You can set it so it changes the Start,
taskbar and Action Center and the Title bars of windows. You
can also pick one or the other, or a combination of all options.
You can also make these elements semi-transparent.

Choose a custom
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Desktop

Lock Screen Customisation

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

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

You can check how the detailed and quick statuses
are displayed on your lock screen by letting your
PC sleep or by pressing the Windows Key and choosing Sleep.
Be aware however, that statuses may not show up straight
away for things like Messages and Email.

or something from Windows Spotlight. If you choose either
of the first two of these, more options will appear to select
the images you want to use (single or multiple).

| S Preview

9 Coon

2 lockscremn

@ Themes

- sn

S Tasktar

c picture
Browse
e

| —_

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

‘ You will see that there are two separate sections

for adding apps here. The section with the single
app icon is the one which will display more detailed
information and the section with seven icons/spaces for
adding apps which will show quick statuses.

Windows spatignt

@ Themes Choose an app to show detaled status

Choose apps to show quick status

+ o+ ]+

now ock screen background pic
@ o

You can add as many apps as you wish here, up
to the maximum of eight. To choose which apps
have statuses displayed, click on one of the spaces and
choose from the pop-up menu that appears. The menu for
the detailed information space will be slightly shorter than
for quick statuses.

8 Background

@ Themes
| = s

S Tasiar

Lock screen
Usc Cortana cven whel

® On

ct Cortana a dar, cmail,
a when my
Incked

Taskbar tidbits

let Cortana pipe up from time to time with
thy greetings, and natrhicatians in the
Search box

The final two links take you to screen timeout and
screen saver settings. The settings you choose

there will depend on your personal preference and also on
your computer location. Setting a shorter timeout means that
your computer will be secure if you have to leave it.
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Disable the Lock Screen

Desktop

There is no setting to disable the lock screen completely but it is still possible to do by delving into the Registry. This is

fairly advanced customisation, so approach with care.
Step 1 To access the Registry, press the Windows Key
+R, enter regedit, and then click OK. With the

Registry open, navigate to HKEY_LOCAL_MACHINE\
SOFTWARE\Policies\Microsoft\Windows\. Right-click the
final Windows folder and click New > Key.

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

Open: | regedit]

m Name this new key “Personalisation” and then

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

Adding New Themes

N Ragutey Fdees - 0 x

~ e e om
- et .z ——

Comemtvesion

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

Microsoft, or from the Windows 10 Store.

Step 1 You can access the current theme page in a

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

0 e Themes

Current theme: Custom il i

& magond & b o
e gi) Sowm

© oo 4

G Lok [T Mate Weckmn teter,

S theme
=

S Tt Apply a theme

AL ]

All of these actions should bring you to the same
themes page. Be aware that all themes here will
soon be moved into the Windows Store app. Themes are
listed in a variety of categories down the side of the page,

ranging from Featured Themes, to themes with custom
sounds supplied.

Step 3 Each theme is displayed with a thumbnail and
the number of images supplied shown. The

Microsoft theme page doesn’t allow you to view all of these
images before you download, you just have to base your
choice on the title and thumbnail. Click Download on any you
like the look of.

26Creative

peals
Deseription

g U vt youdroam k. o the mess e s sk . fon b e with el
ol 23 ot e e o4 st Wi

These e e 10 b st a5 Dok Wil oy

Available on

m Different themes will contain different amounts
of content. Some might only have a colour profile

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

imal Desktop Themes on the move

Windews Themes will ba maving fram the web into Windows Store s8on! Make sure you e runing
Windows 10 an yor 1 miss any of the latest f ] " :

A theme is a combination of desktop background pictures, window colors, and sounds. To get a
theme click Download, and then click Open. This saves the theme to your PC and puts it on
your desktop. See Personalize your PC 10 leam more.

BEACHES P CITYSCAPES P COLOR SPLASH
9 images in theme 7 images in theme 13 images in theme
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Desktop

Applying a Theme

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

apply a desktop theme.

Step 1 Once a theme is downloaded, you may need to
open it to activate it. You can do this directly from
the download interface that appears at the bottom of the

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

Desktop Themes

Featlured themes

Desktop Themes on the i
Windows Themes will be meving fre.
10 on your PC 50 you don't miss any

Open \uto e Atheme is a combination of deskt!
theme click Download, and then ¢if
desktop. See Personalize your PC U

Always open files of this type

Show in tolder

BEACHES PANORAMIC
Panoramic (dual monitor) 9 images in theme

With cust unds

Featured wallpapers

Open

Alwiays open files of this type

COMMUNITY SHOWCASE:
Show in folder AQUA 3

21images in theme
Download

<l panor.deskthemepack ¥

m The theme will then be applied, and the first
desktop wallpaper in the sequence will appear on
your screen. Any colour profile changes will also be applied. If

you want to manage the theme settings, head to Settings >
Personalisation > Themes > Theme Settings.

® Home Themes
i | current theme:Panoramic Beaches
—— ] Badeground
-
Color
& Backgeound a
D coloss Sounds
33 Locksareen Iy Mouse cursor
Use custom theme
B san
S Teskbar Applyalh!me
NASA Hidden Universe hncanklud\n Symced Theme Ubisoft Chid of Ught  Zagrab Ni|
9 imagen sounce Tibor Rogul

Windows Windows 10
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Step 3 Themes downloaded from the Windows Store
won’t need to be activated in this way. You can just
click the Get button on the theme page in the store and then

view the theme in settings > personalisation > themes. You can
switch between themes here just by clicking the thumbnail.

Australian Landscapes by lan Johnson
Microsoft Corporation
hkkohok 2

Free

e -

= This product is an extension for: Windows 10

Screenshots Description
Green fekds, grorves of trees, and other peaceful scenes ina

These images are to be used as Desklop Wollpoper coly.

Available on

ionshu Aucklands One
by AntonGorlin by Wilson Au by Frank Hojenski  Tibor Ropulja  Zingst Landscapes by... . Tree Hill by lan...

Free Frve. free eratnd Fee. Free. Froe Frme.

m Each theme applied can be customised further
using the options in the Themes section. You can
alter the background, colour, sounds and even the mouse
cursor of any theme, making it completely unique to you.

When you have chosen the changes, you will need to click
Save Theme.

Themes

1 Current theme: Panoramic Beaches

—— ;) Backgrouna
- ? noge

Apply a theme
a

™

NASAH-GU«\UMSQ memknudnes Synced Theme.
9 images sounds images

Windows



Change Your Desktop Icons

Desktop

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

Open the Personalisation screen of the Settings

menu and select Themes from the sidebar
menu. You now need to look for the Related Settings option.
In the Related Settings section, click on the link to Desktop
icon settings.

® Home Themes
[ ] Current theme: Custom
B Eackground
D Colos
03 Lok sreen
| @ themes

Save theme
& St
= usta Apply a theme

- - . &

NASA Hidden Universe  Panorami Beaches Zagreb Nignts by

Ubisaft Crild of Lgnt
. TRor Rogula

Synced Theme

=
E=E

The window that now opens lets you choose

which default icons appear on your desktop.
The Recycle Bin is just about essential but the others,
including Computer, Users Files, Network and Control Panel
icons are optional.

o] Desktop Icon Settings

Desktop Icons

Desktop icons
D Computer
[JusersFiles
[INework

Recycle Bin
[CJcontrol Panel

| 3 @ 4 .

Network Recycle Bin  Recycle Bin
(full) (empty)

Russell Ware

Change Icon... Restore Default

Allow themes to change desktop icons

Cancel

If you wish to do so, it is possible to choose
different icons for these system tools and you can

Step 3

even download custom icons online. To change the appearance
of the desktop icons, click on the icon you want to change and
then click the Change Icon button.

L

Deskiop lcons

Desktop icons
[ Computer

[Dusers Files
[CNework

=} _ ™ 7 e o

ThsPC  RusselWare  Network  RecycleBin  Recycls Bin
(full) (empty)

Recycle Bin
Oconwol Panwt

Look for icons in this file:

Select an icon from the list belovs:

'x 1. uQH
@:-Q 9m
E=0Q U8}
RyN=9 0

Change icon. Restore Default

[z Aiow themes to changu deskiop icons >

i

The icon chooser window that appears will look
very familiar to veteran Windows users, since it’s

essentially unchanged from Windows 98. Scroll through the
gallery until you find an icon you like or use the Browse
button to navigate to any icon pack you’ve downloaded.

o1 Desktop Icon Settings

Desktop Icons
Desktop icons
[CJComputer
[JUser's Files
[CINetwork

(Th5oc]

Recycle Bin
[ Control Panel

2 & o &)

Russell Ware Network Recycle Bin  Recycle Bin
(full) (empty)

Change Icon... Restore Default

[~] Allow themes to change desktop icons
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Using the
Sticky Notes Tool

There are lots of Windows 10 apps for making reminder lists but sometimes you just need
a simple note to jog your memory. There is a simple and often overlooked bit of software
in Windows, that allows you to add sticky notes to your screen quickly and easily.

Adding Sticky Notes

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

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

+

Remember to call:
- Lauren

- Mark

- Russ

- lan (07766111**%)

=
@
&
L)
.
|
[
a
L
.

Remember to email:
- Danni

- Lucy

- Rob

...

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

Remember to call:
« Lauren

- Mark

- Russ

~ lan (07766111°+%)

Remember to emai
- Danni

- Luey

- Rob

- Stepher|
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Sticky Notes

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

You don’t have to stick to the default yellow colour
note that you start with. Right click on any of your

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

Ctrl +N.

Remember to call Meeting at 1pm
- Lauren
Mark
- Russ.
- lan (07766111

Remember to email
Danni

- Luey + - B

- Rob

Delivery due today! If not,
- Stephen

make sure to phone dispatch
office before Spm. |

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

You need to keep the app open for your notes
to remain on the screen but as long as it is, you

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

and the software closes too.
+ P f

Dinner tonight at 7pm - @
Carlucci ;]

Remember to calt

Remember to call: - Lauren

= Lauren
= Mark
- Russ
lan (07766111***)

Meeting at 1pm

Remember to email:
- Danni
- Lucy

- Mark
- Russ
- lan (O7766111°*)

Remember to emait
- Donni

-y

-Rob

- Stephen

D0 you want 1o delete this note?

[ etk spin

(...

Rob Delivery due today! If not,
= Stephen make sure to phone dispatch

office before Spm.

WINDOWS 10 ANNIVERSARY STICKY NOTES

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

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

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

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

those with a touchscreen PC.
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"‘ The New Windows 10
® Game Bar

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

Using the Game Bar

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

These are the controls that were

You open the Game Bar in the ‘ E
previously in the Game Bar,

same way as previously, by

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

Welcome to Xbox Game Bar

Stay connected toyour  Listen while you play
squad

By default, four or five overlays 3 As in many Windows 10 apps, there’s a

and controls will be active. You can search box in the top right. The search
choose to show several more by clicking the Menu button, on will pick up results from across the Store, whatever you
the thin panel with the time displayed in the middle of the search for. Here we’ve found a film we’d like to see. This page
screen at the top, adding the Overlay buttons to this panel, is roughly the same whether you're looking at a game, movie
and then clicking on each to open the overlay. or app.

Headset (IMORE Triple Driver BT Hands-Free AG Audio)
Speakers (Conexant SmartAudio HD)

Overlays Headphones (IMORE Triple Driver BT Stereo),

q
) Audio

@ Broadcast & capture
System sounds

L2
Performance

chrome

A Caplures Y

System sounds
&)

& Spotify

Looking for Group (Beta)

,  Xbox Social (Beta)
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The performance overlay shows

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

= Performance

CPU 4%

4%

RAM 63%

You can rearrange the position of all

Manage Overlays
of the overlay panels by clicking on

their top bars and dragging them into the desired position.
Several of the panels can be pinned, meaning that they will
remain visible on screen even after the Game Bar is hidden.
Just click the Pin icon in the top bar.

Headphones (IMORE Tripte Driver BT Ste.

System sounds
chrame

System sounds

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

® Sponfy

Find The Perfect Playlist
For Epic Gaming

Link your Spotify account to play music
and podeasts from the Xbox Game Bar.

LINK ACCOUNT

Don't have the Spotify app on thia device?
Gutthe app

Xbox Panels

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

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

the Microsoft account associated with Xbox Live.

4. Xbo (Beta)

Flatlinel405
c L] Online
FA ceaes
[ ]

§' World of Warcraft Classic
FRIENDS

League of

L Grand Theft Auto V

T

MW PlayerUnknown's Battlegrounds

There are also two (currently in Beta testing)
panels for chatting to others using the Xbox

a
You can access the settings for the
Game Bar via the Main settings
app in Windows 10, or you can click the Gear icon in the top
middle panel of the Game Bar itself. This top middle panel
also gives you access to the folder containing any previous
captures you have taken of the screen.

@ Settings

General

Open Xbox Game Bar using the & button on a

Accoun
Ceos controller

Shortcuts Rk

PRSI Use Ctrl, Alt or Shift and at least one other key to create

a new shortcut
Capturing

You can close the Game Bar overlay
screen by clicking anywhere else on

Close Game Bar

the screen, or by pressing Windows Key + G again. If you want
to disable the Game Bar completely, open the Main settings, go
to the Gaming section, and use the slider to disable the tool.

i .
@ Home
=TT 2]

Gaming

Game bar

Related settngs

Do you have & gquestion?

@ Game bar

Open the Garme bar using this button on & contraer: €

@ Captures

& Ienadessing Keyboard shortcuts

Open the Game bar

O Game Mode Make Windows better

WineG

& Koos Hetworking
Take screenshor
Wine AR ePrison

£ WinrAReG

Startstop recording
w f o WineAmeR

Microphone onvaft
Wine A
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Using the
Cloud Clipboard

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

A New Way to Copy + Paste

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

Before you can use all the features of the Cloud m With the Cloud Clipboard settings configured to
Clipboard in Windows 10, you will need to enable how you want, you can start using the feature. Just
them in the settings. Go to Settings > System and look for the like the old clipboard, things are added to it when you copy
Clipboard section. You can turn on the clipboard history using something. This can either be by pressing Ctrl + C with some
the slider toggle. To sync across devices, click ‘Get started’ text highlighted or right-clicking on an image or file and
selecting Copy.

Clipboard

When you copy o cut somethvng n Windows, i s opaed to the Do you have & question?
chpoard for you to paste Gt

Clipboard history

Make Windows better
& Daplay ‘Save mukiple (terms 10 the clipbourd 1o Use Water. Press the v v food
Windows ko key + ¥ 10 view your chpboard history and paste

it

Paste a1 o your ot devices, When this i on, Mikrosoh receives
G Power & sieep your chpboaed data te sync it across your devices.

I Gt sarted
B Tablet moce
2 Wit Clear clipboard data

Cllar everytiung fexcept pned iteens) on ths device and weth
Vool

Follow the instructions to confirm your Microsoft Sidl . The difference now is each thing you copy is
account (if this is requested) and then choose stored in the clipboard, rather than being

whether you want to enable automatic syncing across devices overwritten by the next thing you copy. To see the things
or not. If you want to be able to sync the clipboard to your phone, stored in the Cloud Clipboard, press Windows Key + V. In the
you will also need to download and install an app on that device. new Cloud Clipboard window, you will see a list of the things

you have copied.

Enter the code you received

8 matches the ast 4 dgits of the phone number on your acceunt, we'l send you s

Clipboard

Lore ipsum dolor sit amet,
consectetur adipiscing elt.
Quisque auctor evismod erat, vitae

Lorem ipsum dolor sit amet,
consectetur adipiscing eht.
Quisque auctor euismod erat, vitae
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Clipboard

Step 5 The things you have copied can be made ready to Step 8 Pinned items even remain in the Cloud Clipboard
paste by selecting them in the Cloud Clipboard. when you restart your computer. The only way to

You can then use Ctrl +V to paste or right-click and select remove them now is to unpin them from the clipboard. To do

Paste from the menu. When you select something in the this, highlight the item again and click the pinned icon.

Cloud Clipboard, it remains there to be pasted again. Copying something that is already saved in the clipboard
doesn’t overwrite it.

0 mmcos AQBRAaBbC AaBBC . 4

L Paste trl+V . . - Wiyw X —— .+ -

¥ Paste Special.

A Font Ctrl+ |
+ Paragraph

= Bullets and Numbering
@ Hyperlink.
Synonyms

@ Thesaurus.

S{s T You can clear the items from the clipboard easily, m Syncing clipboard data between devices works

either by opening settings > System > Clipboard using the same Microsoft Graph technology that

and clicking on ‘Clear clipboard data’ or by opening the powers the Timeline, introduced in Windows 10’s April 2018
clipboard window and clicking the ‘Clear all’ button. Once the Update. You need to be signed into both devices with the same
clipboard is cleared, you cannot recover the copied data. Microsoft account for this feature to work.

Clipboard

When o0 copy o i somating i Wendows, R o9 10 4 PRS—— @ Home Your info
paste G
- I I
Clipboard history
Make Windows better
‘Save multiple fems t0 the Cipbosrd 10 use lter Press the ve us feodhack Accounts.
Windlows 160 key + V 10 vew your chpbaard hustcey and paste "
rom i,
@ o A= Yourinfo
Sync across devices el & accounks:
Postetet on your othr devices When th i on, MicrosoR
Teceeves yousr CHpOOM G413 10 St BCTOSS o CevKes.
@ o Q sign-in options RUSSELL WARE
Administrator
B Access work or school
Clear clipboard data
Billing info, family settings, subscriptions, security settings and
Cloar evenythng (excopt prned feme) on the device and weth A Family & other users ng ly settings, P rity setting
Microsot: more
= C sync your settings Manage my Microsoft account

Sign in with a local account instead

Step 7 If there is copied data in the Cloud Clipboard that Step 10 If you select ‘Never automatically sync text that |
you think you will always need to keep, you can copy’, you’ll have to manually choose what you

pin it. Pinned items in the clipboard do not get cleared when want to copy. To do so, open your Clipboard history with
using the methods described in the previous step. To pin Windows+V, hover over an item in your Clipboard history and
something, move your mouse over the item and then click click the cloud-shaped Sync to Other Devices icon.

the pin icon that appears.

P Sync across devices

Clipboard Clear all

Paste text on your other devices. When this is on, Microsoft
receives your clipboard data to sync it across your devices.
Lorem ipsum dolor sit amet, : Q On

consectetur adipiscing elit.
Quisque auctor euismod erat, vitae

Get an app to sync clipboard items to your phone
1624

Automatic syncing

Lorem ipsum dolor sit amet, ) @ Automatically sync text that | copy
consectetur adipiscing elit. =
Quisque auctor euismod erat, vitae Text copied to the clipboard is synced to your other devices.

O Never automatically sync text that | copy

Open clipboard history (Windows logo key + V) to choose text

Vance Joy to sync.

Privacv statement
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Screenshots with
Snip & Sketch

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

Taking Screenshots with Snip & Sketch

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

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

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

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

Quick Actions panel.

PET SUPERMARKET
Mail 1

Films & TV

4.

Move the + cursor to the corner of the area you
want to capture and click and hold the left Mouse

If you open the tool using either of the first two
methods, it will open as a blank window with a

variety of buttons along the top for editing or writing on or Trackpad button. Drag the cursor down and you will see
captured images. The New button takes you to snipping mode. the capture area highlighted. When you have the correct area
If you open the tool using Quick actions, it goes straight to the of the screen highlighted, release the Mouse button to snip.

snipping mode.

|...._
- L1
|

Capture, mark up and share any image
s ><
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Step 5 The captured image will now appear in the
previously blank Snip & Sketch window. If the

image is all you need, you can simply click the Save button in
the top right and choose where you want to store the image.
You can also make a copy of the image here, as well as share

the image via email.

The Windows 10 Manual Vol 16

mF (2]

e 1he

Windows10 ... .. oo s e,
Manua| Master Windows 10

To capture a freeform screenshot, open the
snipping mode again and click the second of
the tools at the top. You can now use the mouse to draw
around the area you want to capture, cutting out any shape

you want. When complete, the freeform screenshot will
open in the window as before.

Screenshots

In the top middle of the Snip & Sketch window, is
a set of editing tools that you can use to alter the
captured image. These give you the ability to write or draw on
the screenshot, adding annotations or highlighting areas. You
can also crop the image down to size.

1 - o

w9 ¢ BV VVeonu 8be

The Windows 10 Manual Vol 16

Step-by-step Guides - Expert Tips & Tricks -
Master Windows 10

Buy Print

Step 8 Click on any of the pen or pencil tools to select
them and then click again to open an additional
tools menu. This menu will let you change the colour of the

pen or pencil, as well as change the thickness of the line that
is drawn, using the slider at the bottom of the menu panel.

- 9 x
fw v ? ¢ bV VIvVeeHn ape -

ows 10 Manual Vol 16

Guides - Expert Tips & Tricks
_ owsl0

Open the Snipping Mode with PrtScn

Although there is no dedicated keyboard shortcut using the Windows key, you can set the PrtScn button to open the

snipping tool when pressed.

Step1 Until Microsoft decides to give it a dedicated

keyboard shortcut, you will need to take
advantage of the Ease of Access options to create a quicker
way to open the snipping tool. Head into Settings > Ease of

Access > Interaction section and look for the Keyboard options.

Ea—
& Home Keyboard
[[Festo g Mo
e
ase of Access. & on
128 Aiow the shortcut key to san Fiter Keys
Vo . ik
S Colou fiters
bl Do Change how keyboard shorteuts work
& Nemator Underbne access keys when available
O on
L]
- Print Screen shortcut
st Pesen bt 10 cpen screen nppang
B Closed cagtions @ -
Inewaction
§ speeen
Make it easier 10 type
- Keybourd

8 Shove o wamang message when tuming on Sechy Keys Toggle

m Scroll down to the ‘Print Screen shortcut’ heading

and use the slider to turn the shortcut on. You
may need to restart your computer before the shortcut will
work. You can now press the PrtScn button (usually in the top
right of your keyboard) at any time to open snipping mode.
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Installing a Printer
in Windows 10

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

Install a Local Printer

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

rather than being connected wirelessly.

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

printer on. If nothing happens, try restarting your PC with the
printer connected.

Step 2 If the printer does not set up automatically, you
will need to do it yourself. Click the Start menu
button and head into Settings. Here you need to look for

Devices and then Printers & Scanners. You should see a list of
available devices, hopefully with your printer’s name shown.

Bluetooth & other devices

] Add Bowicoth o cits devcer

Mouse. keyboard & pen
() oo s o

Audio
[ wumro

Q) ek 0 s 3 s sk
Defirvton Audc)

) Sootes e 18gh et k)

Other devices

=

o s

(= Photosmar 7600 canes.

[ e
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m If so, click on it and then click Add Printer. The
printer should then be installed and ready to use.

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

€ ey
& Home Printers & scanners
A i s —
princeror
Dices - b
o

Searching for provters and scanners

(S G150 s © s b Betated settngs

O Mose
LA ]
09 youhve 5 quesion?
& Pon &t Windows ink. Printers & scanners.
Canon MGI500 sevies Prinker WS
@ Aunchiay =] «
D ous S
Maie Virviown beter
(G o oemen k0 2
B Moosnrmoror
B Mmnes Dsommt e
(G ror e
(& rorce

Si0 . This opens a step-by-step tool that will show you
how to find and install software for an older

printer, or one which is not supported by drivers pre-installed
with Windows 10. If that still fails, try going to the printer
manufacturer’s website and download an installer or drivers.

& w0 Add Printer

Choose a printer port

A printer port is a type of connection that allows your computer to exchange information with a
printer,

® Uso an existing port: LPT1: (Printer Port)

O Create a new port:




Install a Wireless Printer

Printing

A wireless printer is one that is connected via Wi-Fi, Bluetooth or by means other than a USB data cable. This can also

include a printer connected to another PC on the network.
Step 1 Open the settings and head in to Devices and
then Printer & Scanners. Look for your printer in

the list of available devices and if it is there, click on it and
then click ‘Add printer”. If your printer is switched on and
connected to the network, Windows 10 should find it easily.

it anct marage deces
[
(5]

G e @ lonsae

00 you Pave 3 question?
Printers & scanners.
(Sl eGS0 sets e w3

Tonerfink low

Opemquese  Menuge  Remove device.

=

(St otoman a0

sk Wesons beties

| ‘
E2
i = 2
S
1ML
e 00 |

Available printers can include all such devices on

a network, such as Bluetooth and wireless
printers or those that are plugged into another computer and
shared on the network. You might need permission to install

some printers, depending on the type of network you are
connected to.

Manage your device w

This cevice s a few ferunt functions. P
Settings for Tt function.

Carvon MGISO0 seres Prnter WS
Brintee statu:  Tomeu/k kow

Open peit queve

| K
1}
§
j
i| "ht
8 .1, -
F3 '!' bl
THL
I W "l

COMMON PRINTER PROBLEMS

m If you use wireless access points, extenders or

multiple wireless routers with separate SSIDs, you’ll
need to ensure that you’re connected to the same network as
the printer for your PC to find and install it. If the printer does
not appear in the list you may need to add it manually.

Status

Network status Do you have a question?

8—E—@

You're connected to the Internet
18 yousharve a et data phan, yeuscam ke s network &

metered conmection o change other Properdes. e 2
Change your network settings
Cherge stuptes oo
-]
@ swmgopeem
A Mework voubishocter

oo o ek cropere:

Click on ‘The printer | want isn’t listed’ when it

appears. This opens a tool that will show you,
step-by-step, how to find and install software for an older printer,
orone which is not supported by Windows 10 drivers. If this fails,
try looking for the software on the manufacturer’s website.

@ Canon MG3500 series Printer WS
Manage your device Dicyeu fiiwn w quaaloii?
This device has 3 few cifferent functions. Pick one to mansge

Canon MG3S00 eres Printer WS

Printer status:  Foner/ink kow
Cpen print queve:

Printers are getting easier and easier to install, thanks to plug and play software, but if you are having problems

do these two things first.
Most printers require driver

Check for Old Drivers
software to work properly. If

you recently upgraded from one version of Windows to
another, it’s possible that the current printer driver is for the
previous version of Windows and may not work (or work well)
with Windows 10. Check Windows Update for new drivers.

Doyou hs

Get help

Manage your device

This device has a few different functions. Pick one o manage
settings for that function. Canon WG3500 seres Preter WS roperties

Canon MG3500 series Printer WS et S ot
B D S NI e S
Printer status:  Toner/ink low

Soicatpe
Open prnt queve

Mansscaw  Cann

Pt quims,

cexen o Canan M 500 swows P

(S me—r—

Update & Security >
Troubleshoot and run the Printer Troubleshooter. You can
also type ‘Printing problem’ into the search box, select the
search result labelled ‘Help from Microsoft’ and then select
the troubleshooter to download it.

& Devices and Printers

Detecting problems

Checking for Spooler service errars
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Setting Up
Dual Monitors

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

Setting Up a Dual Display

Matching up the resolution and size of your two chosen monitors will give the best results but even mismatched

monitors can work really well in dual format.

You will obviously need to ensure that your PC
has the requisite connections for two monitors
(two HDMI, VGA or DVI ports, or a combination of these).
Check the back of your PC tower or the side of your laptop to

find out. With your PC turned off, connect both monitors to
the available ports.

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

easily choose how the dual monitors display. Press Windows
Key + P to see the Project side panel. Here you can choose
from PC Screen Only, Duplicate, Extend or Second screen
Only options.

Boot up the computer and log in. Windows
should automatically detect that two displays
are connected and you should see both of them displaying
a desktop. Your main display will have all of your icons on it,

whilst the new second display will be blank apart from the
taskbar along the bottom.
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PC screen Only and Second Screen only are

Step 4
fairly self-explanatory, displaying an image

on one or the other screens. Duplicate is also fairly easy

to understand, showing exactly the same display on both
screens. Extend turns the two monitors to one long screen
that you can spread out across.

PROJECT

A cuiee



Dual Monitors

Step 5 The Extend option is the one which needs the Step 8 If you don’t want to see the taskbar on both
most setting up. On the main display, right-click displays, go to Settings > Personalisation >
anywhere on the desktop and choose Display settings from

the Action menu. Scrolling to the bottom of the display
settings gives you another way to choose the display mode.

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

-
& Home Display « samp 1
towrway vetect
Cr— & e Toskbar
) e -
| © oisplay Night ight
o @ o oscnsiiton Multiple displays
Nightsgnt setungs &1 Sucigromd Show wskbar on ol dsplays
[0 Noufcations & sctions. @ o
Scale and layout 9 coaon )
D Foaus wsust Show taskbar buttons on
Change the size o text. apps and other tems 2 Lock screen
O Power &sioep 150% (Recommended) el
[ @ Themes
iy Advanced sealiog setings Combne baticns on other taskbars
(A Fotky Ay hide el
Resoluticn
B Toblet mode
3840 x 2160 (Rexommended) B sen
B Mult-tasting Orientation S hsibar People
& Projectng 1o this FC Lndiows Show contacts on the taskbar
O on
X shored experiences Multiple displays
Choote how mary contacts 16 thow
¢ Remote Desitop Muttypie dicplays.
° Extend these dsplays

S{es L At the top of the display settings are the two

displays side-by-side. 1 is your main display and
2 is the secondary display. Which side of the screen the two
monitors “join” at (which side allows you to move on to the
second monitor) is controlled by dragging the display boxes
here to the left or right.

m Spreading out across the two monitors in Extend

mode is as easy as clicking and dragging a window,
be that a browser window, app or anything else, to the “joined”
side of the main screen. Just keep the mouse pointer moving
and it will continue on to the second screen seamlessly.

sangs

D Home Display

PR — s

System Select a display below 10 Change is settings. Some settings are apgpiied 10 all displays.

| © Oipley

a0 Sound

wogs v
o . 2 D6 you hswe 8 queste
& Forsassist

Make Windous better
& Power & denp G foadrs

= suape

3 Tablet mode

o Colour
Naght hght
@ or

X Shared experiences. Night Kght setings

&) Projectng to this PC

5 Remote Deskiop Scale and layout

bd ve PPI? This
Simple Check Will Tel

Step 7 You can view settings for each display

independently, by clicking on one you want to
see, and then scrolling down. You can change the scaling,
orientation and resolution of each display to best suit the
specification of the monitor, if it is the case that the two
monitors have different maximum resolutions.

@ Home Display

2 oyt
S Diplay

PP Make Windows better

T Natifications & ctions

Identify Detect
D Focus assist.
O3 K 8 Colour
Rght bght
= Songe
€ om
B Toietmode Night Sght settng;
- - Scale and layout
&1 Projecting to this PC me
3840 x 2160 Gacommended) |
X shared expeniences 3200 x 1800
% Romcta 2560 % 1440
2048 1 1536
O Aot o0« 1200

Step 10 Depending on the graphics card software you

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

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

Enable Find My Device

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

Step 1 Go to the Microsoft account login page (account. m If able to, your device turns on Location access,
microsoft.com) in the browser on your computer. and after a few seconds, the map image updates

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

at the top.

MAtsoh | Aot ok Moy Sy bt —— n ST
JUChp—

E=3n
= = e = &
e ‘\ [ e ~ s - =§f‘_ i
¥ v m o o
Sii=e72 | You should see your device listed on the Devices Step 4 If the device is offline, you won’t be able to
screen. On the panel, click “Manage” for the device activate Find my device, and you will see a
you want to locate and then click “Enable location”. This is warning telling you so. You should still be able to see the
found above the map image, below the battery power previous last known location by clicking the link that appears
indicator. You need to wait for the setting to be enabled. above the warning message. This will be updated when the

device is next online.

BEMicrosoft | Account wouink Rwey Sesity Rewsiés  Prmet&bg - Sevces &sbiaipions  Devios  Famhi

Devices

DESKTOP-0J217TR DESKTOP-1081473
X510UQR 2170 Garming K

w @ = @ Comect wic)

© Everything looks good

Manage
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Using Remote Lock

Security Tool

As is usual with this type of mobile phone feature, before you can use the Remote Lock feature, you will need to make

sure a few things are set up within your Microsoft account.

Step 1 For the Remote Lock feature of Find my device to
work, your laptop needs to be connected to the

Internet, the feature must already have been enabled and set
up, and you must be using a Microsoft account (not a local
account) with administrator privileges enabled.

itd |

i%ﬂ - Status

e r— -

(g 8—B—8

S

= e

.

@ wavier
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Do you have s auestion”

Mk Wt better

Change your network settings
& Cowngn scsper cptons
§, S oot

| et

Sign in to your Microsoft account (account.

Step 2
microsoft.com) in the web browser on your

computer. Click on the Devices tab at the top, or select All
Devices from the panel on the account homepage. Any devices
that use this Microsoft account are displayed on the screen.

DESKTOP-0J217TR DESKTOP-1081473

170-Garring K
» @ Connect Microso

* @
© Everything looks good
Show decats f—
v )
o Ay

You see a warning on each device panel, telling
you that “Find my device is turned off”, Click the
Manage button for the device on which you want to set up the
feature. The next screen should show a large map, along with
options to enable location, and a large blue “Lock” button.

Moot | Account —n A Py e 20 [ S — .
- DsTor o

Click on the Lock button and a new window

opens explaining what will happen to the device
once it is locked. This includes logging out active users and
disabling local users, enabling location tracking and locking
the device. An email is sent to the account address once the
lock is complete.

Lock your device

g CSTRoRITR
B cciouan

ﬁ Log out any active users and disable local users. Administrators
with permissions will stll have access. but unauthorised access
wil be blocked, Your device will be locked and location tracking
services will be snabled.

‘Wl email device updates to fuss ware @gmai.com

Microsoft Prvacy Stasement

-

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

Create a lock screen message

Last step before we lock your device. Write a message for your device's lock screen,
50 anyone who finds it has instructions to retum it

| If found, please call 01696 11122444

36/160

We'l send you an email once we lock your device

o e

m Finally, click the Lock button to complete the
process. Remember, if you manage to retrieve
the device, you will need to have administrator privileges to
get back into it. If you think the device is lost forever, or even
if you get it back, it is a good idea to change your Microsoft

account password.

[ L ee— Moy oy o b e & s G o i |

Security basics
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10 Ways to Reuse
an Old USB Stick

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

drives aside from just storage.

Use a Flash Drive to
Unlock Your PC

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

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

There are several different USB lock software options
available, and almost all of the best ones cost money
(although usually not very much. Predator is just $10 for the
home version). If you want to try out a freeware USB locker,
you can search for “USB System Lock” and “WinLockr USB
Lock Key”.

With most, if not all, of these USB locks, you can continue to
use the flash drive as a storage drive at the -

same time. And most only require a =
small amount of space, so

even tiny capacity drives

will work.

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

Create an Emergency
Antivirus Tool

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

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

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

Use it as a Mini Network Drive

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

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

Boost PC Performance
with ReadyBoost

Back in the days of Windows Vista, Microsoft introduced a
tool called ReadyBoost. It was designed to increase

Sto re Yo ur M ost performance by acting as a memory cache management

L. system and mainly used to speed up data retrieval in systems

incorporating a mechanical hard drive (solid-state memory is
Se ns Itlve Data usually faster) working alongside SuperFetch, which is part of
the operating system.

If you have sensitive data that you need to keep safe, in an
offline location, you can encrypt and use an old USB flash drive. There is some debate about whether ReadyBoost will make
any difference to the performance of a modern,
high-performance PC, particularly if it has a SSD installed
(unlikely that it will). However, if you have a slightly older
computer, which has a mechanical hard drive, it might still
provide a helping hand.

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

Toenerypiyourditveyouwilineed ssmesoftwars sueh as To give ReadyBoost a try, insert a USB flash drive and access

TrueCryP L the drive properties (right-click on the Drive icon and select

SecurStick or ; : :
properties). You should see a ReadyBoost tab. Click this and

VeraCrypk: then click Appl

Download your PPl

chosen The drive will need to be at least 256MB in size, have an access

encryption time of 1ms or less and a throughput of 2.5MB/sec.

software and carefully
follow the instructions to create the
encrypted drive. In all cases you will need to

create an access password for the drive, so make sure you

don’t forget it (write it down and store it separately to the USB C rea te a Po rta b le

drive) as it is the only way to recover the data on that drive!

o Music Library

:’, VeraCrypt Volume Creation Wizard )

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

Encryption Options

Cncryption Algorithe

= v [ Test ]
Fis-approved apher (Ryndael, publshed n 1958) that may be
used by U.S. government departments and agendes to protect
dassified information up to the Top Secret level. 256-bit key,
198-hit hinck, 14 rouncs (AFS-D56). Made of nperation i XTS.

Many hotel rooms will have a small stereo system into

- (gencmark ] which it can be plugged, or, failing that, you can usually find
L gt a spare USB port on the TV in the room and play your music

through that.

E T P —

VERA CRYPT

It can also be useful if you have a car stereo with a USB port, as
1J it means you don’t need to have your phone connected to the

| ICE system for music, and you can just leave it in place when
you leave the car.

| sk [ hext> ] [ concel

J

|

www.bdmpublications.com 109



USB Stick

External
Storage for a
Smartphone
or Tablet

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

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

Use it as a Portable
Password Manager

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

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

LastPass:« -

amazon

NETFLIX

FReE!
Take it everywhere

and it's instantly available on all your devices.

where you do.

Create a Windows 10
Recovery Drive

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

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

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

Automatically Sync Files
to USB

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

Tools like Microsoft’s SyncToy and others allow you to create a
folder that is automatically synced with an external drive,
including a USB flash drive. Every time you plug in the
connected USB drive, files from that folder will be synced/
copied onto the drive, and anything new on the drive will be
copied into the local folder.
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Take your knowledge of
Windows 10 to the next level,
with guides to maintaining
privacy, security and even your
internal memory and hardware.
Learn how to speed up your PC
and how to make it run more
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Windows problems.
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Using the Windows
Defender Tools

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

Windows Security

[

Security at a glance

See what's happening with the security and health of your device
and take any actions needed

@ Home
O  Virus & threat protection

R Account protection

) Firewall & network protection — @ Q %

B App & browser control Virus & threat protection Account protection
- = No action needed No action needed
Virus & Threat Protection B Device security
This is where to check and scan for @ Devica performance & heaith
viruses and other threats to your B Family options
Windows 10 security. Here you will find
tools for preventing viruses and other
malware from ever taking hold of your
computer, as well as the tools needed % dﬁ
to check for anything which already got
through your defences. Device performance & Family options
health Manage how your family uses
No action needed their devices.
® ®
Account Protection
This is where you manage account and

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

Device Performance
& Health

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

@ Settings

capacity, Apps and software and the
Windows Time service, This is also
where you come if you want to begin
the process of performing a Fresh Start
on your computer.
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“3 o

Firewall & network App & browser control
protection No action needed.

Private firewall is off. Your device

may be vulnerable.

=5

Device security
View status and manage
hardware security features

Defender

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

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

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

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




WhHAT

T0 DO {F
YOU'RE
HACKED,

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

You may hear about a big data breach in
the news, or from friends and colleagues,
and if the company hacked is one you
have accounts with, it is worth following
all of the steps below just in case. Often,
the first you will know about being
hacked is a call from your credit card
; company or bank about unusual activity,
= or from friends/relatives suddenly
receiving strange requests for money
from you.

Many of the large email providers,

such as Gmail, will alert you if there

is a new login to your account from

an unrecognised location or device.

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

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

act immediately after you find out. WH /_“\.l' T U D {J N E x T

You can check if your email address

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

CHANGE YOUR PASSVOROS

The very first thing you need to do is
change all of your passwords, especially
for your email account, banking accounts,
credit card accounts, PayPal, etc.

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

If your email account password has been
changed by the hacker, you will need to
contact the provider and prove you are

the rightful owner of that account. For
Gmail, there are instructions for recovering
a hacked account on the Google support
pages (https://support.google.com). The
other main email providers should offer
similar advice.
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€ wucus  Q pancmor @ Logon v

" v e v v v

8 Logon tointemet Banking
[ -

Regster » Keepmeseare »

1'd ke to borrow with a Personal >
Loan

Insure my home >

V'd ke to find out about my >
borrowing options.

T'd ke to find a remortgage deal >

Help and Support Ml § IntemetBanking

Check both your bank account and credit
card statement for any unusual activity
(online and immediately if possible,

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

Having to get new cards issued may
be a hassle, but it is less hassle than
trying to sort out the mess left when a
hacker starts buying things using your
card details.
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This includes banking, email, online shopping accounts,
especially if you use the same password for multiple logins.
Check your email inbox and sent mail box for things you haven’t
signed up to or sent. Think about how you recover a forgotten
password on almost any website: You request a password reset
to your email address. If someone has got hold of access to your
emails, they could do the same.

Look for any unusual activity at all, and if you spot some, contact
the website or company to let them know your account may
have been breached. Often, they can help you sort it out the
fastest way.

If your email account has been taken over, and the password
changed, you will need a way to prove that you are the rightful
owner. This is why it is important to have two separate email
addresses, as you can usually use a second email address as the
alternate contact for the main address.

'i Help Centre

) account recover

Home  Using Facebook  Managing Your Account  Privacy and Safety  Policies and Reporting & support Inbox
Hacked Accounts

My Account

My Friend's Account

My frier

Major companies such as Google, Facebook, Twitter and
Microsoft are well aware of the possibility of accounts being
hacked, and most offer processes to get the account back to
normal. Indeed, the company may well be the first to realise
an account has been hijacked and shut it down for you. Head
over to the homepage of the website in question and check the
knowledge base/help desk for advice on what to do next.

Just remember that if you get an email from Facebook, Twitter,
etc., telling you that your account has been breached, make sure
that it is legitimate and not someone phishing for your login
information. You can read more about spotting scam emails at




> X, Avest Free Anthirus
—— A Bowaer teats
Scanning for malware... 2 5%
SVC: amdxata > CAWIN. 2\drivers\amdxata.sys

SCAN FOR VIRUSES/MALYARE

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

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

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

CONTACT
FRIENDS,
FAMILY AND
COLLEABUES

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

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

Network Protection

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

The most common entry point to gain access to
your network is via the router. The router from
your ISP may well be offering the latest forms of encryption
but it doesn’t take a genius to trawl the less reputable sections

of the Internet to obtain a list of passwords. Therefore, change
the default username and password needed to access it.

!5 Please enter the admin password

If you've forgotten your admin password or
can't login press the "Help’ button below

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

Wireless MAC Fiter :
Prevent :

* Enable Disable
Prevent PCs listed from accessing the wireless

Permit only :

®' Permit only PCs listed to access the wireless netwc

Wireless MAC Filter

MAC Address Filter List - Google Chrome

- ol

' [ uilinksys.com/files/WRT54GL/4.30.0/WirelessMAC-List.htm

MAC Address Filter List
M Enter MAC Address in this format : xxxxxxxxxxxx
| Wireless Client MAC List \
MAC

MAC,
i ‘ 01:(1234567890] 1

nac naac
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m It can be a pain but try disabling DHCP on your
router and opting for static IP addresses. Every
device that connects to a DHCP router will receive an IP
address. By eliminating that you get to specify the address
range available. It’s not fool proof but it's worth considering.

BT@ BT Smart Hub Manager

Home » Advancedsettings » Mynetwork

My devices IPv4 configuration Address table

Hub gateway IP address

@ IP address: 192.168.1.254

@ Subnet mask: 255.255.255.0

DHCP server

(@ Enabled:

=)
(® Authoritative DHCP:

(@ Server address range: Custom

(@ Start address: 192.168.1.2

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




Powerline adapters are an excellent resource for

connecting wired network devices, without
trailing lengths of cable around the home. However,
depending on the adapter, it is possible to use another
adapter to gain access to yours. In newer homes it’s an easy
enough task to pick up another user’s network, so use the
Encryption button if the adapter has one.

P

’ =;
&S 778~
/

=

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

Consider using a network mapping program, such

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

ad
\udIT "
sememe What's on your network ?
HOME QUERIES ADMIN HELP
List Devices
[Hostnames | Description® | 1P Addresss | Type [05 /Device ——————s]Tage |

system1  Workstaion  172.16.0.1 R | Microsoft(R) Windows(R) XP Professional

(@  Debian Sarge

172.16.0.0, All, Windows, XP

system-10 172.16.0.10 172.16.0.0, All, Debian, Linux

Al Linux, Virtual
Status production
system-2 = Manutacturer UMware, Inc 7 uiltirmare 172.16.0.0, all, winz, windows
(&) vaware Madel YMware Virtual Platform
system-3 serial 1234511 172.16.0.0, All, Linux, Ubuntu
Form Factor Other
cystam-a 10.255.0.0, All, Printers
system-S  Printer 10.295.0.5 & 1P Laserjet 4100tn 10.255.0.0, All, Printers
system-6  Workstaton  192.168.0.6 A Microsoft(R) Windows(R) XP Professional  192.168.0.0, All, Windows, XP
system-? 10.255.0.7 & Microsoft Windows 2000 Server 10.255.0.0, All, Win 2000, Win S
evetamn.f Router 102 1480 8 Cicen 1841 Rauter (102 10 1) 192 1480 N Al Routere

Home Network

Sharing resources and files from one computer to

another is perfectly fine but consider sharing less
if you live in close proximity to others. Once a hacker has
gained access to your network, getting to any shared folders
you have will be a doddle. In extreme cases don’t share
anything, but generally tighten password control.

G+ B e D)+ MyDeamens

> @ stopshamng
oo 5| & Crameorjoine ¥

& Specific

Remote administration on both the router and
computer certainly can help you out when you’re

not at the keyboard. Perhaps you connect to your home
network from work? Whatever the reasons, it does leave a
potential gap in your home network security. Consider
closing it completely or double-checking the authentication
is top notch.

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

[~ Allow this computer to be controlled remotely

Invitations

Set the maximum amount of time invitations can remain open

6 v
If you run a small office make sure that all your

Step 10
wall ports are located in areas where they are

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

7Hou's V. \
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Limiting Data Usage
when Tethering

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

Set Your Tethered Connection to Metered

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

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

data usage. Some updates for Windows won'’t be installed
automatically either.

& =4

Devices Network & Internet

Bluetooth, printers, mouse

Personalisation
WiFi, flight mode, VPN Background, lock screen

colours

O & &

Time & language Gaming

Speech, region, date Game ba

Ease of Access
Narrator ma;m‘:‘- }'H:J'ﬂ

broadcasting, Game Mode contrast

@ Usage details

e CHECK
NETWORK

—— USAGE DETAILS
| E chrome.exe 456168
— “2Z  You can also view a log of
[&] sen sss how much data applications
< R wve  ONyour PC have used in the
< o last 30 days. This can help
| . you identify applications that
| et **  might be using data in the
- R «w  background. To check this,
—_— v head to Settings > Network &
- Internet > Data usage and click
K “*  the graph to see more details.
E wpsupdate.exe M8
E instup.exe 63ME
n Store 52 M8
m setup-stub.exe 46 MB

120 www.bdmpublications.com

Sivl s To set a Wi-Fi network connection as metered,
click Start > Settings > Network & Internet >

Wi-Fi >Manage known networks. Select the Wi-Fi network
> Properties > turn on Set as metered connection.
Unfortunately, many Windows apps completely ignore the
metered connection setting.

& TP-LINK_AP_4C1A
Make this PC discoverable

Aliow your PC to be discoverable by other PCs and devices on this
network. We recommend turning this on for private networks at
home or work, but turning 1t oft tor public networks to help keep
your stuff safe.

@D off

Metered connection

If you have a limited data plan and want more control over data
usage, make this connection a metered network. Some apps might
work differently to reduce data usage when you're connected to
this network.

Set as metered connection

@ or

Properties

i
&' Data Saver

ovERATw REviEws suproRT FELATED [

9

Reduces does usage by using Google
servers 1 cptimize pages you st

@ Report Abuse
Addeional Information

MANAGE BROWSING DATA

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



Pause or Disable OneDrive

Data Usage

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

use OneDrive, you can even completely disable it.
Step 1 Stopping OneDrive just for the duration of your
tethering is easy. Click the Hidden Icons arrow in

the taskbar, bottom right of the screen, and right-click on the
OneDrive icon (the cloud). From the Action menu, either click
on Pause Syncing” (you can choose a duration) or click Exit.

%  Open your OneDrive folder
View online
View sync probiems
Upgrade
Settings
Help

@ Open your OneDrive folder
View online

Pause syncing . Upgrade
Exit Settings
Help
Pause syncing
Exit

OneDrive in Windows 10 can be disabled through

your computer’s Local Group Policy Editor. This
doesn’t remove OneDrive from your PC but it stops it from
syncing with the cloud or connecting with other apps, and
removes it from the navigation pane in File Explorer.

tie Gpions View
rovemes Petcrmance Ao hsioey Stawp Users Detads Seneces
Revesrce wage sirce 37/08/2007 for cur et it acsue.
o o0z 1618 e oms
0 GrooveMhsic ottt o o oms
[ e 00zt wu o ous
O sore ooos 12us o o
0 Pows 00230 17w e ome
[ o0at0 12us ome 12m8
O Gotes o000t 1 o o
1 vieane 000 esus e osws
Yo oosss caus o oms
[-E= 0se0 cius o o1

CHECK TASK MANAGER

The Task Manager is a great tool for checking to see which
apps or services are using a lot of data at any time. To open
the Task Manager, press Ctrl+Shift+Esc or search for it in the
Start menu search field. Click at the top of the Network tab to
display high usage services at the top.

m Press the Windows key + R to open the Run box.
Type gpedit.msc and click OK. In the

Local Group Policy Editor, in the folder list under Local

Computer Policy, navigate the folders to Local Computer

Policy > Computer Configuration > Administrative

Templates > Windows Components > OneDrive.

File Action
= m B2

./ Local Computer Policy
~ % Computer Configuration
Software Settings
Windows Settings
Administrative Templates
v & User Configuration
1 Software Settings
Windows Settings
Administrative Templates

. Local Computer Palicy
Select an item to view its Name
description. & Computer Configurati.

& User Configuration

On the OneDrive screen, under Settings,

Step 4
click Prevent the usage of OneDrive for file storage.

In the Prevent the usage of OneDrive for file storage box,
select Enabled, then click OK. Be aware that disabling OneDrive
like this will disable it for all users of the PC, not just you.

File Action View Help

e am e Bm
Maps ~ [ onedrie
Mom
Messaging Prevent the usage of Setting State Comment
Micosoft account OneDrive for file storage ! Save documents to OneDrive by default Not configu. 0
Microsoft Edge n disPrevent OneDrive from generating network trafl_. Not configu. No
Microsoft FIDO Authenticatic || ot 2 s6ttind. 1 Prevent OneDrive files from syncing over meter.. Not configu. No
Micrasoft Secondary Authent | peguirements: B -
Microsoft User Experience Vi (| At ast Windows Server 1 Prevent the usage " b-. Not configu.. No
NetMeeting 2008 R2 or Windows T et
OneDrive Filter Options..
Oniine Assistance Deseription Re ;
Rortable Operating System This policy setting lets you Feg
Presemtation Settings prevent 4004 and feaurs
Remote Desetop Semices || "o uorkng wit fes on Help
. Oriv
sabteas If you enable this paticy
Search e,
Sacurity Certer
Shutdown Options * Uress cant scoess
Smant Carg OneDrive from the
Software Protection Matform OneDrive app and file
Sound Recorder picker.
Speech * Windioms Store apps ean'
store access OneDrive using the
Sync your settings kT AN,
et * OneDrive doesn't appesr

Salaiiye $ @020
STREAMING
VIDEO QUALITY

Streaming or downloading
videos is a surefire way to
burn through your data
quickly and is best avoided
when tethering. However, if
you need to view video over a
ot tethered connection, you can
e selctd. s canhelp save bk Bondit tell Windows to reduce quality
in Settings > Apps > Video
Playback. Click ‘Allow video to
play at low res’.

Automatically process video to enhance it

€ or

www.bdmpublications.com 121



Protect Devices
on Public Wi-Fi

There are few places where you can’t now find a wireless connection for your laptop. And
while this is great for those of us that want to stay connected day and night, accessing
Wi-Fi in a public place does bring with it some dangers not found on your home network.

What Makes Public Wi-Fi Unsafe?

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

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

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

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

from you.

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

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



Public Wi-Fi

Five Ways to Make Public Wi-Fi Safer to Use

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

PC many, many times safer and more secure.
Software updates, as well

1 Keep Your Device Updated
as providing new

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

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

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

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

failed updates, etc.).
Your PCs, phones and tablets are
designed to interact easily with

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

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

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

In Windows 10, you can find further sharing options in Settings >
System > Shared Experiences.

& Seltings

@ View update history

Uninstall updates

Recovery options

Update history
v Feature Updates (1)
Feature update to Windows 10, version 1809
Successfully installed on 04/10/2018

See what's new in this update

v/ Quality Updates (20)
2019-02 Cumulative Update for Windows 10 Version 1809 for x64-based Systems (KB4487044)
Successfully installed on 13/02/2019
2019-02 Security Update for Adobe Flash Player for Windows 10 Version 1809 for x64-based Systems (KB4487038)
Successfully installed on 13/02/2019
2019-02 Cumulative Update for NET Framework 3.5 and 4.7.2 for Windows 10 Version 1809 for x64 (KB4483452)
Successfully installed on 13/02/2019
2019-01 Cumulative Update for Windows 10 Version 1809 for x64-based Systems (KB4480116)
Successfully installed on 05/02/2019
2019-01 Cumulative Update for NET Framework 3.5 and 4.7.2 for Windows 10 Version 1809 for x64 (KB4481031)
Successfully installed on 05/02/2019
2019-01 Security Update for Adobe Flash Player for Windows 10 Version 1809 for x64-based Systems (KB4480979)

Successfully installed on 05/02/2019

2019-01 Cumulative Update for NET Framework 3.5 and 4.7.2 for Windows 10 Version 1809 for x64 (KB4480056)

& Settings

@ Home Shared experiences

| Find a setting £ |

System
Accounts

3 Display Shared experiences use all system accounts to authorise actions
across devices

@) Sound All accounts are working correctly

Manage your accounts
[ Notifications & actions
D Focus assist Share across devices
0}
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Power & sleep b
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= Storage @ o»

| can share or receive from
@ Tablet mode

Everyone nearby
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Public Wi-Fi

AVPN, or Virtual Private Network, is a

great way of protecting yourself and your
device from hackers. They are becoming increasingly popular
and therefore increasingly cheap and easy to use.

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

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

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

Unpack the new
CyberGhost 7!

CyberGhost VPN 7.0 - unboxed

{ dlata prote

simple Automated Customizable

5 Use Only SSL Connections

Many of

the biggest,
frequently used websites, now use SSL connections
(particularly since Google suggested that websites
not using the HTTPS protocol would be flagged

as unsafe and potentially appear lower in the
search results).

ublicatiof

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

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

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

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

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

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

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

Security Beyond Anonymity

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

To expand the previous feature, VPNs filter web

This doesn’t happen often, but an ISP can ‘
pages that are dangerous or contain threats.

become compromised and details of user

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

accessed by others.

CyberGhost has protected you
from malicious content!

The connection between you and the VPN

Many VPN providers utilise a level of ’
server is encrypted to the highest possible

antimalware into their security layers. This

enhances your security by filtering any downloads through the standards. This makes it near impossible for some external
VPN first. Should there be a virus present, then it can be element to gain access to the data you’re transmitting. Online
removed or stopped at the VPN before it even reaches you. banking and shopping are extremely secure with a VPN.
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Public and free Wi-Fi hotspots are notorious
when it comes to mobile security. Anyone
with a little knowledge and some free tools via the Internet
can intercept public Wi-Fi networks and hijack your

connection, revealing all your data. AVPN encrypts the data
and protects you.

Most VPNs also add an extra layer of security
whereby they actively block any advertising

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

If you’re working abroad, or you’re a remote

worker, a VPN connection to the company’s

servers ensures that all the sensitive business data remains
secure. It’s difficult for a company to ensure 100 per cent

security with mobile and off-site workers, but a VPN provides a
secure tunnel straight to the company itself.

Sal ™ 2:45 pm

(® GperGhost = %0

availability

of i0S and Android VPN Autbriif
clients means that your ‘ t art
call data and data stored
on your device is also
secure. Mobile VPN apps
use the same levels of
protection and security, so
your data can’t be stolen
when you’re not even
aware of it.

Simulated Location

London-503-104

Using HTTPS instead of HTTP utilises the

Feature 9
secure side of the Internet protocol. Sadly, it’s

not always implemented either in browsers or by users. Many
VPNs force all websites to use the secure connection that a
HTTPS site offers, thereby enhancing your browsing security.

el In some countries, data retention laws are
quite archaic, meaning governments and

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

PUPs, Potentially Unwanted Programs, are bits of software that can sometimes be
stealthily installed when you install other free software, usually by making it a default
installation option with the choice to opt out.

Enable PUP blocking

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

I

You can enable PUP protection with System Centre
Config Manager, PowerShell or Microsoft Intune.

‘ The PUP blocker is now enabled on your PC.
You will not see any new options displayed in

For this guide, we’ll be using the PowerShell, as this is available Windows Defender but you will see “Potentially unwanted
within Windows 10 without installing any additional software; software” listed once something is blocked. If you want to

as long as you follow the instructions carefully, it isn’t as scary disable it in the future, just run the above command again,
as it sounds. replacing the 1 with a 0.

L
3
§

us & threat protection

-

L

Device performance & hooith

£ Family options

EEL gy PEROEED

To access the PowerShell interface, right-click ] PUPs are blocked when a user attempts to
the Start button or press Windows+X and click download or install a suspicious file or if the file

Windows PowerShell (Admin) to open a window. Type the meets one of these conditions: the file is being scanned from
following command at the prompt (without the quotation the browser, itis in a folder with “downloads” in the path; orit
marks) “Set-MpPreference -PUPProtection 1” and press Enter. isin a folder with “temp” in the path. The file is placed in the

quarantine section.

BN Windows PowerShell (x86)
&« Windows Deferder Security Centre
Full history
@ Home Here is a list of items that Windows Defender Antivirus detected as threats

on your device.

2 Account protection
No threats.
Firewall & network protection
1 App &browser control
5 Device security

& Device performance & health

& Family options
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PUPs/Fonts

Installing
New Fonts

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

Install and Manage Fonts

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

You can now find the fonts controls in Settings
> Personalisation > Fonts. Here you will see

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

will look like when used.
@ Home | Fonts
[Fsmtiewioh Available fonts
5 Background
2 Colows
Filter by. Alllanguages
T3 Lock screen
Melodic rain
@ Themes bounces off the
roof top.
n Foms
= Sun
e

“The sound of
ocean waves
calms my soul

Cambes

4 font fece:

The roond of seean
waves caiine my eoul

Related Set!
Adjust Clea

Do you haw,
et help
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Make Wind.
lulls thechildto  display beautiful AR
sleep patterns.
Bohnschaft
Kaleidoscopes Kaleidoscopes
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patterns. patterns.
Cambria Math Candara
1 font face 4 for f
Over the A gentle

horizon comes
the break of ...

moon lulls
the child to
slesd

You can search for fonts using the search field at
the top or just look through the alphabetical list.

You can also filter the list by language. Each font is shown with
the number of font faces it includes. A font face is a different
version of the same font, i.e. regular, bold, italic, italic bold, etc.

Click on any font in the list to view the available

m font faces and to see the font as it will display

at different sizes, using the slider. You can type a word or
sentence into the box at the top to see how it will look in that
font. To uninstall a font, simply click the Uninstall button on
the font preview screen.

Sottngs

@ Courier New

Change size
— 2
Regular

ITtalic

Bold

Bold Italic

Metadata

‘Select a font face 1o see its metadata.

Full name
Fent file CAWINDOWS\FONTS\COUR TTF

To find new fonts, click the Store link at the
top of the main fonts page in the settings. The

Store will open with all available fonts displayed. To install
one, click on it in the Store and then click the Get button,
or the Buy button if the font is not a free one. Installation is
automatic, and now complete.
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Manage Disk Partitions
in Windows 10

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

The Disk Management Tool

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

right in to Windows 10.
The first thing you need to do is find the Disk
Management tool. The easiest way to open the
tool is to use the hidden Start button menu. Right-click on
the Start menu button and select Disk Management from the
menu that appears. There are several system tools here, so it
is a useful trick to know.

levice Manager

Network Connections
Disk Management
Computer Management

indows PowerShell

The Disk Management tool shows all of your

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

Voume Ttayost [Type |rie System|Stams | Capacity | free S | % free

Simo c wTs 822368 15153 B1%
- (¥ Simple  Basic FATI2 M. TS
som8 100%
wMs 7%

350 M8 NTFS 166223 G NTFS 4s0me
Onéine Hieaithy (Sysem. Active, Primacy Pac || Heaithy (Boot. Page File. Crash Dump, Primary Pantition) Heaithy (Recovery Partition)

= Disk 1 [ ———————————e—————
Removable ®

149468 1494 G FATI

Ontine Healtry (Primary Pastion
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m You can use the seemingly simple Disk
Management tool to resize, create, delete and
format partitions and volumes, as well as change their drive
letters and all without downloading or paying for any other
software. You can also simply use it to check the health of

your disks.
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aside on a disk separate from the other space on that disk. A
volume is a partition that’s been formatted with a file system.
We will mainly be talking about volumes in this guide.

The tool shows partitions and volumes, which are
similar but different. A partition is space that’s set
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Resizing a Volume

Disk Partitions

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

know how to resize the existing one.
You will need to make sure that there is enough free
space on the drive before you can shrink a volume.
For example, if you have a 500GB volume which has 200GB of
data already stored on it, you will only be able to shrink it by a
maximum of 300GB, the amount of remaining space.

Fle Adion View Help
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|

Right click on the volume you want to shrink in

either the top panel or the bottom one and click
‘Shrink volume’ from the Action menu. You will then need to
enter the amount you want to shrink the volume by in MB.
So if you wanted to shrink it by approximately 500GB, you
enter ‘500000MB’.

When you have clicked the Shrink button,

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

Step 4
space, right-click on it and select New Simple

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

= T
195.31GB 450 MB
Dump, Pnimary Partition) Unallocated tlornithy (Recovery Partiti

New Simple Volume..,

New Spanned Volume.

New RAID

Properties

Help

m You will then need to decide whether to format

the partition. You will need to format it before you
can begin using it but if you are planning on installing a second
operating system, in order to dual-boot, you will need to let
the new OS format the partition during its installation.

irtitio.. Simple  Basic
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Healthy . 450 MB 450 MB 100 %

Format Partition
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m Otherwise, go ahead and format the disk; pick a file
system to use and assign a volume label. Click Next
when you’re ready and then click the Finish button; Windows
will now start to create the volume and, if you chose to, format
it. When finished, you will see your new volume listed.
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Check and Manage
RAM Usage

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

Checking Memory and Memory Usage

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

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

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

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

website for more specific info.

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

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

how much you have in total and then check the graph to see at least 4 GB if you plan regular use. If you can afford to
how much RAM is being used. Try opening a few different double this to 8 GB, you will not only instantly improve
apps while Task Manager is open, to see RAM usage increase performance but also add some time to the long term
or change. lifespan of your computer.
‘ s e IR PACORSAIR PRODUCTS  sKoweAsE supPoRT  commumTY  GAMING aw's
e Memory 16068
» ”@\ VENGEANCE" LPX

8GB (1 x 8GB) DDR4
DRAM 3000MHz C16
Memory Kit - Black

£74.99

<4\ 1\

85GB (413 MB) 73GB _

780MB 37GB
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Using Windows ReadyBoost

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

memory performance. One way is to use ReadyBoost.

ReadyBoost is a way to boost memory
performance by creating an extra memory cache
on an external USB-connected drive, such as a flash drive. You
will need a USB drive with at least 500MB of free space and a
high data transfer rate. A USB 3.0 drive can peak at a data rate
of 600MB/s.

Insert the drive ke
into a free USB =iy

port on your PC and then % Lol ik <)

open the File Explorer. S 2

Right-click on the name of the

> o U
% AMD Radeon Settings

@ Net
drive in the left-hand sidebar mmm
and select Properties from {3 Scan with Windows Detender ‘
the action menu. Be aware e
that computers with a Pinto Quick acess
solid-state drive (SSD) R 2
installed, will not be able to e
take advantage of Foma
ReadyBoost. =

Cut

Copy

Rename
New

Properties

CHANGE PAGING FILE SIZE

m Select the ReadyBoost tab, then select ‘Use this
device’. Windows 10 determines if the device can

use ReadyBoost. If it is not able to use the feature, it will let you
know. Windows will then determine how much free space to
assign to memory. Click Ok to reserve this space on the
connected drive.

ReadyBoost

T Is configuring your
}‘); eadyBoost Is configuring your cache.

(O Dedicate this device to ReadyBoost:
(@) Use this device.

Space to reserve for system speed (may be less than actual
free space due o file system limits):

il 4094 =1 w8

m If you look at the contents of the drive in
File Explorer, you will see a file called

ReadyBoost.sfcache. This file shows how much space is
reserved for ReadyBoost. If you don’t have a USB flash drive
handy, you can sometimes use a smartphone, connected via
USB, as a temporary ReadyBoost drive

“ L R TV ]

# Quick access

8 Deskiop ¢ B ResdyBoost y s

4 Downloads

The paging file is an area on your hard disk that Windows uses like memory. Increasing the paging file size can

help improve your PC’s performance.

Step 1 In the search box on the taskbar, type ‘advanced
system’ and then select ‘View advanced system
settings’. In System Properties, on the Advanced tab, select

Settings in the Performance area, and then select the
Advanced tab > Change in the Virtual memory area.

System Properties

Computer Name Hardware Advanced System Protection Remote

X Visuni Ellecs. AGYSINED ata © E
Virtual Memory %
You must be logged on as an Administrator to make most of these changes. Computer Name Hard) [] Automnatically manage paging file size for all drives
it You must be logged ¢ Paging file size for each drive
SHentansa Bk Drive [Volume Label] Paging File Size (M8)
Vi e b g i A 9 Tl o
Visual effects, proct < St

m In Performance Options, Clear the ‘Automatically
manage paging file size for all drives’ check box.

Select Custom size, then enter an initial size (in MB) and
maximum size in the corresponding boxes. Select Set > OK
and then restart your PC by selecting the Start button

> Power > Restart.
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Create a Windows 10
System Image

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

System Imaging

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

Step 1 To begin, click on the Windows Start button and
navigate to Settings > Update & Security > Backup.
From within the Backup console window, where you were in

the previous tutorial, click on the Go to Backup and Restore
(Windows 7) link under the Looking for an older backup section.

B - - @
@ Home Backup

d a setting Back up using File History
Back up your files to another drive and restore them if the originals
are lost, damaged, or deleted.
Automatically back up my files
& Windows Update @ o

@ Windows Defender More options

| + Backup Looking for an older backup?
If you created a backup using the Windows 7 Backup and Restore
2 Toubleshoot tool, itll still work in Windows 10.
Go to Backup and Restore (Windows 7)
D Recovery
Have a question?
@ Activation

& Find My Device
Make Windows better.
dback

# For developers

Py Windows Insider Program

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

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

"89 Backup and Restore (Windows 7)

4 W > Control Panel > System and Security » Backup and Restore (Windows 7)

Control Panel H .
TSNS Back up or restore your files

& Create a system image Backup

@ Create a system repair disc Windows Backup has not been set up.

Restore
Windows could not find a backup for this computer.

@ select another backup to restore files from
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m Windows now scans your system for a drive
capable of housing the system image files. You
may need to make some changes to any drives according to
what messages you get back from the scan. In this example,

the drive we’re using needs to be formatted as NTFS before
Windows 10 can use it.

M Create a system image

Where do you want to save the backup?

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

® On a hard disk
s RECOVERY (E:) 12.79 GB free ~

4 This drive cannot be used to store a system image because it is not formatted with NTFS.

(O On one or more DVDs

(O On a network location

Providing you’ve met the requirements, you’re
offered a choice of to where the system image
can be written. A drive is the quickest solution when it
comes to restoring the image, but you can opt for DVDs; it

depends on the size of the image as to how many DVDs you
need. You can even select a network location.

.|‘- Create a system image

Where do you want to save the backup?

A system image is a copy of the drives required for Windows to run. It can alse include additional
drives. A system image can be used to restore your computer if your hard drive or computer ever
stops working; however, you can't choose individual items to restore.

® On a hard disk
w Backup (E:) 13.11 GB free v

(O On one or more DVDs




For this example, let’s use an internal second hard

Step 5
drive. Make sure that the correct drive (it could be

a high capacity USB stick or even a portable USB hard drive) is
selected, and then click the Next button to continue.

& Create a system image

Where do you want to save the backup?

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

(® On a hard disk
= Backup (E) 13.11 GB free

== Backup (E:) 13.11 GB free
<Refresh>

(O On one or more DVDs
The next window displays the drives included in

Step 6
the system imaging process. In this example, the

C:\ drive, the System drive and the System Reserved partition
are all to be backed up. When it comes to restoring the system,
you’ll need both partitions for Windows 10 to be able to boot
up correctly.

< 1‘; Create a system image

Confirm your backup settings
Backup location:

wa.# Backup (E)
The backup could take up to 13 GB of disk space.

The following drives will be backed up:

- System Reserved (System)

ﬁ/ (C:) (System)
When you're ready to continue, click the Start

Step 7
Backup button. This begins the imaging process,

which can take some time depending on the amount of space
used on the C:\ drive and the speed of the drive to which
you’re writing. Allocate ample time if you’re writing to DVDs.

& Createa system image —

Windows is saving the backup...

Backing up (C:)...

e a| Create a system image

System Image

Once the process is complete, Windows will ask
you to create a System Repair Disc. This disc
allows you to boot into the environment where you are able
to launch the system image restore.

Do you want to create a system repair disc?

We recommend that you create a system repair disc at this time if
you don't have a Windows installation disc. The system repair disc
can be used to re-image your computer and access other system
recovery options.

| Yes || Mo

[ Don't show this message again

Close

If you click Yes to creating the System Repair
Disc, you need to make sure you have a blank
DVD to hand. Follow the on-screen instructions and click on
the Create Disc button to burn the repair files to the disc.

[, Create a system repair disc = X

Select a CD/DVD drive and insert a blank disc into the drive

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

Drive:

Create disc

E——

Should you need to restore Windows 10 from
the system image, you can boot into the System
Repair Disc and select the System Image Recovery option
from within the Advanced Options of the Trouble Shoot
menu. Follow the instructions, and within minutes, Windows
10 is back as it was when the system image was taken.

© Advanced options

em R
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Easily Sync Files to
an External Drive

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

Installing SyncToy

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

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

=. et sl Select Installation Folder énl
L

@ I sction

Tha installar will netal SyncToy 21 [464] to the following foldar.

To installin this folder. cick "Next”. To install to & different folder. anter it below of cick "Browsa"

Popular Downloads Eolder.

© \Program Files\SyncToy 2 1\

022
i

Install SyncToy 2.1 (x€4) for yoursel, or for anyone who uses this computer:

(@) Everyone
O dust me

Once the download is complete, double-click on After a few more clicks the installation is
the SyncToy setup package and follow the complete. You can then close the setup wizard,
instructions to begin the installation. You will need to agree and you should see the SyncToy 2.1 icon on the desktop (or
to some standard software license terms to continue through whichever folder you chose to download it to). Double-click

the setup. the icon to begin using it.

Ple.ase read the folowng bosnse agreement Press the page down key to see the rest
e areenert I:'.

Syncloysetd

MICROSOFT SOFTWARE LICENSE TERMS ~
MICROSOFT SYNC FRAMEWORK 2.0 CORE COMPONENTS

These kcense tems are an agreement between Mcrosoft Corporation (or based

fon where you live, one of its afflates) and you. Please read them. They apply to
fthe software named above, which includes the media on which you received 2,
fany. The terms also apply to any Microsoft

I updates,

supplements.
Intemet based services, and
services

8. uppot
for this software. unless other terms.

@ View EULAfor parting

Do you accept the terms of the pending License Agreement 7

¥ you choose Dont Accept, install wil close. To install you must accept this
sgreement

Aot | DontAccest |
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Sync Files

Set Up and Use SyncToy 2.1

You are now ready to begin choosing the folders you want to synchronise with SyncToy 2.1. These can be two local
folders, or to a folder on an external drive.

With the application open, you will be asked to m The Echo option works in almost the same way
choose a create a new folder pair (these are the two except that changes are only applied from the left
folders between which the app will sync). If you want to sync to folder to the right and not the other way around. If you make
an external drive, make sure it is plugged in and there is a folder changes to files in the right folder, those changes will not be
created on it. synced to the left folder.

Welcome to SyncToy

Welcome to SyncToy What do you want to do?
" @ srochwonize Shotostrason
New and updated files are copied both
For help getting started, select SyncToy help. o Ofcho ways. etes on ether
e O 5ide are repeated on the other.
) Cantribute
§ More information.
ve 8 B
g
Left Felder Raght | older prey @

Step 2 Click on Browse on each of the left and right m The final option is Contribute and is probably the
folders in turn and navigate to the folder you want safest option for important files that just need a

to sync. The folder path will be shown in the text field for each. backup. You can rename (but not delete) files in the left folder
You can then click Next to continue with the setup process. to update the right folder. Changes to the right folder won’t
affect the left folder at all.
Welcome to SyncToy
Back Forward Home. [ Getting Started
- Choose the folders you want: E‘i‘:‘:?’*f = @ i
2 e
\ 1) Geng Snes Synchronize
ru What is a Folder Pair?
- q-' !E | ® @ Defrtions of Sy Toy Actions The synchronize action will make two folders mirror each
. e T e o P
e s S—— | @ e e m S e s e
T Support and Resources
of 5 _1'a Accessbity For example, you have two computers. You keep a copy of pictures,
o o e, Yod wark Brochor 1 e Sl eledont iyt
and renames on both computers, and then do the right thing to bring
the folders back in sync. Synchronize is the SyncToy action to use.
o ey e, . z:zry ﬁ\e'm the left folder that is new or changed is copied to
o Evers e . tha lat fclder thet has been renamed is renamed
in the right folder.
® Every file that was deleted from the left foider is deleted in the
night folder.
Step 3 Next, you need to choose the method of m Click Next, then give your folder pair a name (e.g.
synchronisation. The Synchronize option will “Backup”) and click Finish. You can now start
sync all new, deleted, or renamed files. What this means is syncing files between the folders. You can create multiple folder
that if you alter any file in either folder, the changes will be pairs simply by following the process again. You can schedule a
synced to the second folder. sync in the app options.

U

Rught Folder
Fi\Syne Folder
& P Folder 2

9Reasons to Upgrade 1o Pad0S 2
35 Years of Intamat Radic

Alexs Eche Goegle Home
BOM Putications Uploads
BOM WP Backup
bampubicanont

Mok e Pokder
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How to Create a
Recovery Drive

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

Protecting Your PC and Files

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

Step 1 The first thing you need to do is find a USB drive m Your USB drive needs to be wiped of everything
that is large enough and then make sure it is ready currently on it before the recovery drive is created.

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

>

Sise7a | Abasic Windows 10 recovery file will be less than Si= - Open the File Explorer on your computer and you
500MB but if you choose to include system files in should see the USB flash drive listed in the

the backup (recommended), so you can use it to reinstall sidebar. It will probably be labelled as the (E:) or (F:) drive.
Windows, you will need much more space. A basic recovery Right-click on the drive label and select Format from the
drive can be as small as 1GB but a full recovery drive needs to action menu. Leave the settings as default (should be FAT32)
be at least 8GB. and then click Start.

v % Quickd 3 AMD Radeon Settings
= Desia
Expand
4 Dowr
docy kL Scan with Windows Defender..

@ Home About

" 3 st Your PC is monitored and protected.
& Pictur Open in new window

© Virus & Threat Protection Pinto O
& Goog in o Quick 3ceess

© Firewall & Network Protection oM Give access 10 >
© Display © Device performance & Health Open as Portable Device
& ScanF\
BC K

@ Shred wsing AVG
Rades

Essen
© App & Browser Control
0 Notifications & Actions.

Include in library ”

@ Power &Sleep
% OneDri @ Add to archive..
= Seo Add to “Archiverar”
Device specifications v = ThisPQ = 2 = .
mail..
@ Tabletmode 00| ‘ompress and ema
Device name 7 B Compress to “Archiverar and email
esit
O Multitasking Processor B format
Docu Eect
& Projecting to this PC i # Dowr
Device ID Dt
i
¥ Shared experiences Product ID 3 o
System type ;  Pictue
5¢ Remote Desktop Penandtoudh  No pen or tou B Videe  Rename
< local New 5
Rename this PC

~USBE  properties
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You should now be ready to create your recovery

drive. In the search field, type “Recovery Drive”
and select the Create a Recovery Drive result. In newer
versions of Windows 10, you might also be able to find the
Recovery Drive in the main apps list, opened by clicking the
Start menu button.

apeNE ey

Allow the software to “make changes to this PC”

and the setup wizard will open. This first screen is
where you choose whether you want to back up system files
with the recovery drive, so you can use it to reinstall Windows
10. If you do, tick the checkbox and then click Next.

Create a recovery drive

Even if your PC can't start, you can use a recovery drive to reset it or troubleshoot problems. If
you back up system files to this drive, you'll also be able to use it to reinstall Windows.

[E/1Back up system files to the recovery dnve.

After a few moments, you will be asked to select

the USB flash drive you wish to use. If you only
have one USB drive inserted, it will be the only one shown
and will be automatically selected. You are reminded again
how much storage space the drive needs, and that all existing
data will be wiped.

Select the USB flash drive

The drive must be able to hold at least & GB, and everything on the drive will be defeted.

Available drive(s)
F:\ (LEEF BRIDGE)

Recovery

Click Create on the next screen and the process

Step 8
will begin. This may take a while to complete,

so go make a coffee and leave it to run. A progress bar
shows how far along it is, should you need to check. Do not
remove the USB drive, or turn off your computer, before the
process finishes.

Creating the recovery drive

Copying system

When the process is complete, you should be
prompted to delete the recovery partition on

your PC, to save some space; as long as you plan to keep your

recovery drive, this is safe to do. If you are not sure, you can

leave the recovery partition in place; it can be deleted at a later

date if you wish.

The recovery drive is ready

If you did not already have a recovery partition
on your computer, you won'’t see this step. You

will simply be informed that the recovery drive is ready, and
to click Finish. Remove the USB drive from your computer and
put it somewhere safe. It is a good idea to label the drive so it

is not reused.

| Layout | Type | FileSystem | Status | Capacity | Free Spa... | % Free | Fault Tolerance
Simple Basic NTFS Healthy (B... 599.90 GB 50093GB 3% No
Simple Basic NTFS Healthy (P.. 9.40 GB
Simple Basic NTFS Healthy (L. 10.56 GB Open
l.ocal Di... Simple Basic NTFS Healthy (P.. 1842 GB Explore
seved  Simple Basic NTES Healthy (S... 100 MB

Mark Partition as Active
Change Drive Letter and Paths...
Format...

| Extend Volume...

Shrink Volume...

System Reserved ©
100 MO NTIS 599.90 GDB NTTS Add Mirror...
Healthy (Syctem, Active, Prin || Healthy (Boot, Page File, Crash Dump, P TR l
b
4 Properties
Recovery(Local Disk) Help

1056 GB NTFS
Healthy (Logical Driv

9.40 GB NTFS
Healthy (Primary Part

18.42 GB NTFS

Healthy (Primary Partit}| | Unallocated
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Fix Wireless Network
Connection Problems

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

Status

1 MAKE SURE WI-FI' IS ON

If you are trying to connect wirelessly, check that Wi-Fi hasn’t o—8—©
somehow been switched off: click the Start button, select
Settings > Network & Internet > Wi-Fi. Next, select “Show
available networks” and if your network appears in the list,
select it, then select Connect.

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

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

2 RESTART YOUR MODEM AND/OR WIRELESS ROUTER

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

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

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

Step 3

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

Step 4

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

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

T\ Select Administrator: Command Prompt

Microsoft Windows [Version 10.0.17763.194]
(c) 2818 Microsoft Corporation. All rights reserved.

Pnetsh wlan show wlanreport

Running ip

Running netsh w

Querying Wireless Profil s
The Wireless AutoConfig Service (wlansvc) is not running.Querying System and User Certificates ...
Querying User Info .

Querying Network Devices ...

Report written to: C:\ProgramData\Microsoft\Windows\WlanReport\wlan-report-latest.html

done.

C: \WINDOW: stem32>

4 PERFORM A PING TRACE

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

Step 1

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

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

Step 3
At the bottom of the Command
Prompt it shows where you can find
the generated report on your PC (e.g.
C:\programdata\Microsoft\Windows\
WlanReport.html).

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

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

Step 2

At the Command Prompt, type ipconfig and look for the IP
address listed next to Default Gateway (something like
192.168.1.2).

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

A successful result should be something like this:

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

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

Average =4ms

TV Administrator: Command Prompt

Microsoft Windows [Version 16.8.17763.194]
(c) 2018 Microsoft Corporation. All rights reserved.

C : \WINDOWS\system32>ipconfig

Windows IP Configuration

Ethernet adapter Ethernet:

Connection-specific DNS Suffix . : lan

Link-local IPv6 Address : feB0::48c5:841c:2b70:fb5%3
IPv4 Address. . . . . . . . . . . : 192.168.1.127

Subnet Mask . . . . . . . . . . . ! 255,255,255.0

Default Gateway : 192.168.1.1

C:\WINDOWS\system32>ping 192.168.1.1

Pinging 192.168.1.1 with 32 bytes of data:
Reply from 192.168.1.1: bytes=32 time<lms
Reply from 192. ytes=32 time<ims
Reply from 1892. ytes=32 timeclms
Reply from 192.168.1.1: bytes=32 time<ims

Ping statistics for 192.168.1.1:

Packets: Sent = 4, Received = 4, Lost = @ (@% loss),
Approximate round trip times in milli-seconds:

Minimum = @ms, Maximum = ©ms, Average = Oms

C: \WINDOWS\system32>_
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Encrypting Your
Windows 10 Laptop

Windows 10 Pro comes with Microsoft’s BitLocker program to encrypt the file system;
however, Windows 10 Home versions do not have this feature. Thankfully, there are many
encryption programs available for download; we’re using DiskCryptor in this tutorial.

Windows 10, Under Lock and Key

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

your entire laptop hard drive(s).

Encryption doesn’t affect the core data, other than
making it impossible to read without the
decryption key. Still, it’s always worth making sure you have a
backup of all your data prior to any system related changes. If

you store your work or data in the Documents folder, then
start by opening it in Windows Explorer.

= | Documents

« P & > THisPC > Documents

Name - Date modified
s Quick secess i
& OneDrive Freemake
Functional ICT Resourc e
Functional Mathematics Recources
Game a Day
Imagine Publishing
Invoices
Kiri
Last Six Weeks Revizion

& Downloads

D Music

Vi Format witings

& Pictures 5 A
Micro Mart writings

W Videos My Cheat lables

I Locel DBk ) (<) My Dete Sources

= New Volume (D) My Games

- KINGSTON (E) My 150 Files

OneMiote Notebooks
eI Qutlook Files
¥ Network PC Utilities Ducumentation

PC Urilities writings 04
*4 Homegroup Revival Gamer writings

Rice of the Tomb Raider

Press Ctrl+A to highlight all the files, then press
Ctrl+C to copy them to the clipboard. Next, choose
a suitable backup location - such as an external or network
drive - and when ready, press Ctrl+V to paste the copied data

into the new location. Then, should something go wrong, you
have a recent backup of your most used data.

« “ 4 [ > ThisPC 5 NewVolume (D) » Backup » CBackup2017 »
Name - Date modified Type
o Quick access
3D Printing Book 04/08/2016 14

I Desitop *
& Downiloads *

Accounts 04,
Add-in Fxpress
Assassin's Creed Syndicate 04/08/2016 14:48

=) Pictures = beler

2] Documents B

£ Gosgle Drve

20Howto Securt  COPying 35,607 items from Documents to C Backup 2017

2Howtosean| 9% COmplete n x
23 Whatiis Encry]
Cloud Book Speed: 20) MB/s
@ OneDrive ‘
W This PC Name: History of the Cloud
Time remaining: About 30 ceconds
M David Hayward (| tems remaining: 35,267 (6.16 GB)
[ Desktop
2 Documents Fewer details
I S——
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m It's always best to save data before commencing
with anything like this. It’s also always worth doing

(as we are) a test of the software first, on a disk that you don’t
mind messing up should you get the process wrong, Let’s start
by navigating to the DiskCryptor homepage, at www.
diskcryptor.net/wiki/Main_Page.

T DiskCryptor
O e ety o

Step 4 Using the menu to the top left, click on the
Downloads link. Look for the latest version in
the Download section and click the link for the Installer.

This opens a confirmation box; click the Save File button to
download the DiskCryptor executable file.

discussion _yiew source _history

While encrypting System partition it is strongly recommended to:
= Creale boolable LiveCD with DiskCryptor BEFORE encryption
« Backup volume header AF TER encryption

Download

Version Type  Size (KB) SHA 1 checksums PGP Signature

970 98f4e14d9378LL50ab882adI7263465 a0 8dIL 18

1.1.846.118 » 1434 5e925245£692b3£a37379£b2520032677c2e0988 218
824 cee2?3b2ech 801512151 La08d6
All versions 3
You have chosen to open

Installation I e

To install the program which is: Binary File (978 48)

from: hetps//diskeryptor.net
1. Download mstaler or .21p package

2 Run Would you fike to save this filel

» derype_secup. exe (installer) or SaveFile Cancel
% derype.sxe of dezon ~insrall console command (archive)
3. You would be prompted to install DiskCryptor's driver and Reboot your system.

After the reboot you can stat 1o use the program

The update of the program to & newer version could be perdormed in the same way (sccon -upaace console command)



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

Encryption

You’re now offered a selection of available

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

Size | Label | Type | Status |

ﬁ‘,-:u,

Select Destination Location
Where should DiskCryptor be installed?

SsT8l\ pviceH

=7 5am | Encryption Settings
| =

g\
=||

=|| Algorithm: |AES
=3 King

Setup will install DiskCryptor into the following folder.

To continue, dlick Next. If you would like to select a different folder, dick Browse.

C:\Program Files\dcrypt Browse...

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

DiskCryptor 1.1.846.118 - X

File Volumes Tools Help Homepage

Disk Drives

Size Label | Type Status |
(= 5T8000YNO002-1Z8112 Enarypt

= D: 7.27TB New Volume  NTFS

=3 Samsung SSD 750 EYO 250GB
= C 210GB NTFS sys
= Yolume7 800 MB AOMEI FAT32 Mount Al
& Volumed 21.4GB AOMEIRecove... NTFS r—
= Volume3 450 MB Recovery  NTFS s

(=4 Kingston DataTraveler 2.0
= E 1.86 GB KINGSTON ~ FAT boot

Start by selecting the disk you want to encrypt. As

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

DiskCryptor 1.1.846.118 - X
File Volumes Tools Help Homepage
Disk Drives
size | Label | Type Status

=3 5T8000YN0002-128112 Encrypt

= D: 7.27TB New Volume  NTFS
(=3 Samsung 55D 750 EVO 250GB

[= N 210GB NTFS sys

= Volume? 800 MB AOMEI FAT32 Mount All

£ Volume8 21.4GB AOMEIRecove... NTFS s

=3 Volume3 450 MB Recovery NTFS ddbtedla:
(=4 Kingston DataTraveler 2.0

S E D] KINGSTON FAT boot

Encrypt
Format

=)

Wipe Mode: I None

Lell4]

Enaypt

Mount All

Inmaur

Cancel

Back Next
m In the next section, choose a unique password

for accessing the encrypted disk; you’re notified
how strong the password is. When you're ready, enter it
again in the Confirm box. Click the OK box to start the
encryption process.

File Volumes Tocls Help Homepage
Disk Drives |
‘ _size | Label | _Type| Status | -l
=3 578l ' Enarypt
_= ;
| =9Sam| Volume Password e
=
} s d: e Show Password Mount Al
S| " contome [ e
| |=kng Status: |Correct '
| =
Layout: |QWERTY LI |
Password Rating |
Al Other  Digits |
High Caps Latin |
Small Latin ~ Special Symbols |
|

Depending on the size of the drive, and how

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

[ DiskCryptor 1.1.846.118 - X
File Volumes Tools Help Homepage
Disk Drives Unmount
Size | Label | Type | Status |
=7 STB000YNOO02-128112
= D: 7.2778 New Volume  NTFS
=3 Samsung 55D 750 EYO 250GE
= C 210GB NTFS sys
& Volume7 800 MB AOMEI FAT32 Mount All
= Volume8 21.4GB AOMEIRecove... NIFS P g
= Volume3 450 MB Recovery  NTFS = £
3 Kingston DataTraveler 2.0
SE 1.86GB KINGSTON ~ FAT  encrypt00% boot

www.bdmpublications.com 143



What s

Encryption?

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

Encryption is the act of protecting your data from prying eyes

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

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

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

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



Encryption
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together with a key. This creates a garbled file

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

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

U R VX A Y ME R 60 5

public-key cryptography and utilise two

Asymmetric key cyphers are also known as 5
mathematically linked keys, public and private. The -

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

%)

]
=

ancient Egypt, using non-standard hieroglyphs

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

These keys are many characters in length, making it
nigh impossible for someone to Brute Force hack
them. The Brute Force method involves using a
program on a computer to try every possible
combination of a key until the correct one is found. In
the case of the 256-bit encryption, it would take 22
different combinations to break the key. If you were
able to force one trillion keys per second, it would still
take you somewhere in the region of 10°" years in order
to crack 256-bit encryption. However, a powerful
computer can probably manage around two billion
calculations per second, so in theory, it would take
9.2% years for your standard desktop to crack it. Keep
in mind that the universe has theoretically only been in
existence for 1.4 years,

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

The universe is 14 billion years old, but it would take
seven times that time to crack 256-bit encryption
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Windows 10
Power Options

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

View, Switch, and Create Power Plans

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

based on your computers’ power requirements.

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

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

m The High Performance power plan is, as the

name suggests, best for overall performance, but
will use more power and is unsuitable for use on a laptop
using battery power. To switch between power plans, simply
select the one you want to use. For many users, this is all you
will need to do.

1 2 > ControlPanel > Hardware and Sound > Power Options

Control Panel Home <
Choose or customise a power plan
A power plan is a collcction of hardware and system scttings (like display brightness, slec

Choose what the power
how your computer uses power. Tell me more about power plans

buttons do
Choose what closing the lid
does

Selected plan

c " Balanced (recommended) Cha
NeatE 2 power plan Automatically balances e with energy c on capable hardware.
2 Choose when to tum off the

display

% Change when the computer
sleeps

On a laptop, you can access the power options by
right-clicking on battery indicator in the taskbar

tools. There are two other, default power plans alongside
Balanced; Power Saver is designed to reduce energy use by
scaling back performance when possible. Good for laptops
using battery power.

fm3 79%

Power mode (plugged in): Best performance

Best battery e dormance.

Battery settings

| B ) @ LY TS ]
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ol Panel > Hardware and Sound > Power Options > Creste a Power Plan v

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

® Balanced (recommended)

Al balances on capable hardware.

with ttr:;vgy

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

() High performance
Favours performance but may use more energy.

Plan name:
My Cuztomn Plan {

m To customise any of the power plans, click the

link next to the relevant one. The next screen
will let you set when the display turns off and when the
computer sleeps after inactivity. You can also click “Change
Advanced Power Settings” to see settings for the hard disk,
desktop, USB and processor and more.

Advanced sattings

v Select the power plan that you want to customise, then
j chouse settings that reflect how you want your computes
to manage power.

My Custorn Plan 1 [Active] v

& Hard disk
= Tum off hard disk after

On battery (Minutes): | 20 | EY;

Plugged in: 20 Minutes

3 Internet Fxplarer

@ Desktop background settings

# Wireless Adapter Settings N
14 Sleep

® USB settings

= InballR) Granhice Sathinae

<

Restore plan defaults

o] [ o



You should be fairly careful when changing

these advanced settings, especially for things
like the processor (although Windows should prevent you
from making a damaging change). It is best to make small
changes, and then test to see if the change has had the
desired effect, before making more.

- T @ > Control Panel » Hordware and Sound » Powes Options »

Edit Plan Settings.

Change settings for the plan: My Custom Plan 1
Cheose the dieep and dispiay settings that you want your computer 0 ute.

j On battery A9 Puggedin
K2 Tum off the display. 10 minutes ~| |15 minutes
® Putthe computer tosieep: | Never ~ | Never
=

Your laptop might have software installed that

m automatically switches power plans, depending

on whether it is working on battery power or plugged into
the mains. The settings for this can usually be found in the
taskbar tools panel at the bottom right of the screen.

ASUS Battery Health Charging

Full Capacity Mode

Use Your Laptop with the Lid Closed

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

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

Step 1

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

Power Options

Windows Mobility Centre

In the Power Options panel, look in the left

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

T % ContolPanel » Hardware andtSound » Powes Options » System Settings vo

word protection
computer, The <hanges that you make Lo the settings on

L4
Power and sieep bustons snd i seags
. On banery A Puggedin
P Ya—— e
Q@ oo tesepbimen g 3 B
By When i cosethe is Seep Sl [Seer

Shus down

m Use the drop-down menus to select what
happens when you close the lid, both when on
battery and when the laptop is plugged into the mains. When
you are happy with your settings, click the Save the changes
button and you will be able to use the laptop as a desktop

replacement with the lid closed.

Nefine power huttons and turn on password pratection

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

& Change settings that are currently unavailable

Power and sleep huttans and fid settings

] Un battery A Pluggedin
@ When | press the puwe bullurs | Sleep Sz Sleep i
G When | press the sleep button: | Sleep v Slesp ~
% When | cloze the lid: Secp N

Shut-down settings

Turn on fast start-up (recommended] Shut don
This helos start vour PC faster after shut-down. Restart 1sn't affected. L earn More
If you also take your laptop to different locations
out of the house, it is a good idea to revert these
changes. If you don’t, you run the risk of having the laptop
continue to run while in a bag, etc., which, if the cooling vents
are covered, can be damaging to the hardware.
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EI Manage Your Privacy
in Windows 10

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

The Privacy Dashboard

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

Step 1 Open your browser and navigate to www. m Click on one of the main categories, Search,
account.microsoft.com/privacy. If prompted, use Browsing, Location or Cortana, and you will see

your Microsoft account details to log in. You will be logged in more information. This could include a list of searches you
to the privacy overview page that lets you quickly see what have made or websites visited (in Edge only, not other
privacy settings the dashboard contains and controls. browsers), interests Cortana has saved for you or locations

you have been.

Your privacy

© Wansge browse dua O Gl yoursesech atory

B Reve locrion dra [ TIe—

Other privacy settings

B wedom IE Avps and services

Sii=vd s Along with the main Search, Browsing and <1 Each section has a Clear button, whether that is
Location privacy categories, if you scroll down to clearing browsing history, search history and so

the bottom of the page you will see entries for everything on. It is next to a warning that states clearing data will stop
from Apps to Xbox, with simple links to take you to the Windows being able to provide you with accurate and
settings and options for those privacy areas. relevant information. You need to decide what is more

important, privacy or recommendations.

Other privacy settings

1 you choose to clear your <earch histery, we won't be abie to provide you with better |
5, U ommendations and other persondlised experiences.

e

o be 3 When you search without clearing your search history, |
T S— You €an aways 0pen an InPrivate window in Microsoft Edge.

Are you sure you want to clear search history?

You won't be able to recover of resiore this data.

B — G2

earn about Microsoft's commitment to privacy
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Privacy

Another useful privacy section in the dashboard
is the Advertising Preferences. This lets you

control whether personalised adverts are shown to you

in the Edge browser. Some of the ads you may receive on

Microsoft websites and apps are tailored to your previous

activities and searches.

m There is also a browser tool that lets you choose

if the adverts you see come from companies
other than Microsoft. Click the option under More Choices
and wait for the Digital Advertising Alliance scan to finish. You
can then choose from the list to see adverts from different
advert providers.

Where Can | Leamn Mora about Advertising on Microsoft Weosites and Apps?

Microsolt partners with AOL AppNexus and other third party service providers to help present customised content
and display MSN Outiook com and and 3pps. M@rosof adsto
Bing and cur search syniceton parrers. Leai more about Wictosolt' prvacy practices e Y0 ca
about interest-based ads from AOL and AppMewus in ther privacy statements: AL and AppNeru:

i learn moxe

Personalised ads in this browser

Contrcl the “personabsed sds” catting for
his web browser

USER'S CURRENT IBA STATUS

browser tool and choice under the

Wt are evaluating this browser's compatibility with this 100l and verrying its opt-out status.

ur Opt-out requests. Please standby a3

peed and browser " your opt
ces De | Have About Intersst-Based Adv WRBChaic e checks whetner your Browses Can (eceive opt out 169uests. You May see 3GGIon| windows open 4nd Ciose

35 these checks are

O this poge. you can 0wt ot of receving interes-besed advertiing fro
advestising from il selfe eguletory members, inchuding Microsoft
ks, ot the following sites

crsoft,

Persanalised ads whersver | use my
Microsoft account

Contrel the “parsonsbied sds” satting that v v v v
apphes when you are signed in cn any

computer or devkce with your Microsoht

account inchucing Viindows. Windows »

phone, Koo end other devices

Vou ean control intavest-based sdrertising i Windows appt by Burnieg o the aduestiing 10 in Windows Settings.

More choices - 8% . A St 11t
Doy

Questions?

Privacy Settings

Persanalised ads in Windows.

There are, of course, still privacy options in the main Settings app in Windows 10. This is generally added to and

improved with each OS update.
Account Info

General Privacy Privacy has its own section within the
settings; here there are many
different categories covering everything from Location to
Background Apps. Click on each of the privacy categories to
see the options within that category. Use the slider switches

to allow or block privacy actions.

Apps are able to access very basic
personal settings such as your name and

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

@ Home General Account info
Change privacy options Find 2 setting Account Info
Let apps use advertising 1D to make ads more interesting to you " 2
— Based o your aps Uiage (ueniag Wis ol rese your 03 - Let apps access my name, picture, and other account info
| . @ of @ on
A General 8 General
Let websites provide locally relevant content by accessing my Privacy Statement
A Location language list -
@ A Location
Canen o Choose the apps that can access your account info
Let Windows track app launches to improve Start and search Camera
results Some apps need to access your account info to work as intended,
O miophone Turning off an app here might limit what it can do.
@ on 0 Microphone
[ Notifications T e O Notifcations Apps that need your permission to access your account info will

appear here. Go to the Store to get apps.
B Speech, inking, & typing

Privacy Statement

B Speech, inking, & typing
You can control which apps you
allow to run in the background. If
you're on a laptop or desktop this probably won’t be that big
an issue, but you may want to turn these off on tablet devices
to conserve power. Some apps you may not use, like Get
Office, really don’t need to run in the background.

Messaging Apps We're using Windows 10 on a laptop
here but if we had a tablet with a SIM
card we would be able to get control over which apps were
able to send messages over SMS and MMS. You probably want
this to be restricted to just your Messaging app; most apps

really shouldn’t have access to your texts.

‘

Messaging ® dome Background apps
, T —
Lot agps run in e background
Let apps read or send messages (text of MMS) @ o
@ o 8 Genent iy St
& Genera Privacy Statement A Location
Choose which apps can run in the background
i @ camens
& Location Choose which apos can tecee it send netifications, snd stay
Choose apps that can read or send messages 0 idaghone p-to-cate, even when you're not using them. Tuming backround
@) Camera aPps off can help conserve power,
Some apps need 1o read or send messages to work as intended. 1 Notbicat
g — Turning off an app here might limit what it can do. G e l 30 ik @ on
B speech inking, & typing
Messaging @ on [ sctiontioie - o
oo ] -
[S] Aanrs & Cock -
Speech, inking, & typing E People - on 5 o s o
A= Account info [ -— B e = omsaed i
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Windows 10
Maintenance Tools

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

Maintaining Windows 10

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

Sl erassisn s Activating Storage Sense lets the system
software automatically free up storage

space by getting rid of files you no longer need. These can
include temporary files such as cookies and the contents of
your Recycle Bin.

B Home Storage

Local storage
t help

2 Display

[ Notifieations & actions Storage sense

O Power &sleep Windows can automatically free up space by getting rid of files
you dan't need. like temporary files and content in your recycle
| bin
Storage
& o

@ Tablet mode

@ Multitasking

More storage settings
& Projecting to this PC

X Shared experiences

@ About

You can choose when files are deleted, e.g. after 30 days in
the Recycle Bin or if apps don’t use them for a certain amount
of time. Alternatively you can simply click a button to Clean
Now rather than setting automatic cleaning. You can find the
Storage Sense option in Settings > System > Storage.

@ This PC (C)

Storage usage

Total: 18178

I

W Used: 318 GB
Remaining: 1.50 TB.

[ Apps & games o 219 GB
—

o System & reserved T 403 G8
—

iy Temporary fles s 336GB
o

[ Other 17168
L]

[ Desktop b 12.56GB
-

&= Documents . * 179 GB
¥
Maps " aaTme

oy Mes

oy Videos 127 M8
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Have a question’

Make Windows

Give us feedbac

One of the easiest ways to conserve

power (for laptop users) and reduce
processor strain, is to take control of Background Apps. These
are apps that are, by default, allowed to receive info, send
notifications and update in the background.

@ Home Background apps

Background Apps Know your privacy optior

Let apps run in the background

@ o
A Account info Privacy Statement
Have a question?
£ Contacts " " et help
Choose which apps can run in the background
B Catendar Choose which apps can receive info, send notifications, and stay ik i
up-to-date, even when you're not using them. Turning background ve Windows bette
D Callhistory apps off can help conserve power. Give us feedback
= Email l 30 Builder @ o
B Tk Alarms & Clock @ on
3 Messaging
Calculator @ o
% Radios

&3 Other devices

Calendar O
@ o
E Camera - o

AP Feedback & disgnostics

You can either stop all background apps with a single slider
click or you can prevent individual apps from running in the
background. Go to Settings > Privacy > Background Apps and
look through the apps listed. If you see apps that you don’t
need notifications or updates from, click the slider to disable
its background activity.

® Home App diagnostics

[ Find 2 setting ] App Diagnostics Know your privacy options
) carm how this setting i

Let apps access diagnostic information

@ o

£ Contacts tat
Have a question?
& G Learn more about app diagnostics privacy settings Sl
O callhistory Choose apps that can access diagnostic
: Make Windows better

information about ather apps
2 Email

Some apps use diagnostic information from other apps on your
B Tasks device to run as intended. Diagnostic information may include the

names of running apps, the user account name that launched an
O Messaging app, app memory, CPU, disk. and network usage. Preventing access

to diagnostic information may fimit what an app that uses that

information can do.
% Radios

Apps that need your permission to access diagnostic information

D Other devices from other apps are listed here. Go to the Store to get apps.

A Feedback & diagnostics

@ Background apps

k& App diagnastics



Windows 10 includes a number of
troubleshooting tools, aimed

Troubleshooters

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

@ Home Troubleshoot
I M something snt working. ght help.
fnd and i many for you

Update & secuty Get up and running
C windows

2 pde & et comnecions fve urdoadins
© Windows Defender websies

T eackup

Poiog o
e mcsansian g e

D Recovery
&ww«

&' Find g o probisens NOA prioti
£ Windows

& Find by Oovice 57 s i

R For deveiopers

By Windows Insider Program Find and fix other problems

@i it i

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

Troubleshoot
I something isnt working, running & troubleshooter might help. Have a question?
an find and fix many problems for you.

Update & security Get up and running
C windows Update
@ Windows Defender

Which of these devices do you want to troubleshoot?
T Backup

& Speskers - Reslek igh Definion Ao
D Recovery
The comnetor for i device i ocaed 0 the back sl of the comps

@ Acwation Feshek HD Aucis 106 cutput - Besltek High Definton Audic

The exnnactor forthis device i ccsted on the freed s ofthe computer
A Find My Device
W for developers
£y Windows Insider Program
e Blue Screen

DI EREILE 018 The Disk Management tool is more
about diagnostics than actual
maintenance but it is a useful way of checking whether your
hard disk has space available and is healthy. The panel will show

all of your disks, as well as all of the partitions.
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Maintenance

There are several tools built in to Windows 10

(and also in older versions of the OS) that
allow you to clean, fix and manage your hard disk. Open the
File Explorer and look in the left-hand column for ‘This PC’,
Select it and then right-click on Local Disk (C:). In the General
tab, you will see a button for Disk Clean-up that lets you get
rid of temporary Internet files, old program files and so on.

Benersl Toos Hardware Sharing Securty Prevous Vericns Oucta

a
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Frea space:
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oK Cancel ]

If you click the Tools tab, you can use the Error Checking tool
and the Disk Defragment tool. Both of these tools can help
your hard disk run more efficiently. Click on either button and
follow the instructions for each.

File Action View Help

-(c)
= (Disk 0 partition 3)  Simple
& System Reserved  Simple

Changes to the view of a console fle ar saved in your profle. 7%

The fies.
following amount of disk space on this computer:
2295K8 [— Delote Fies.

To permanently delete these fies, cick Delets Fies.

_

A
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~ Disk 1 ‘
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No Media oK Cancel Apply |

B Unaliccated B Primary pariition

Each column contains information about capacity, free space in
MB, percentage of free space and health status. There are some
further options, such as the ability to change drive letters and
mark partitions as active but they are probably not worth
playing around with unless you know what you are doing.

be optimized. Only drive
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Status Enor chacking
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How to Remove Malware
from Windows 10

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

Malware Busters

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

Make sure you have a blank CD or a USB stick

Step 1
that’s at least 1GB in size. The Bitdefender Rescue

Disk is downloaded as an ISO, which is an image file
containing all the disk information, and can be downloaded
from www.download.bitdefender.com/rescue_cd/latest/
bitdefender-rescue-cd.iso.

You have chosen to open:
_7 bitdefender-rescue-cd.iso

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

What should Firefox do with this file?

O Open with Browse...

@ SaveFile

Do this automatically for files like this from now on.

A S

To transfer the ISO to USB, download Stickifier,

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

4+ & > ™hisPC > Downloads

Hew felder

©) Domroad o e intemet b e
Mathasppiestisnpack
B bitdefender-rescue-cd
archnur-2017.08.01 186 64

File name: | badetender-rescue-cd
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Click the Next button and using the drop-down

m menu next to Removable Drive choose the drive

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

Select destination

Select the desired destination removable drive from the list below.

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

* the drive should be at least 1GB in size

* the drive should be formatted using the FAT32 fillesystem

* the drive should be empty. While this utility WILL OVERWRITE existing files it is recomm
all data from the selected drive before continuning

Remov:

About

If you're using a CD, start by inserting the CD into

the drive. Locate the downloaded Bitdefender
Rescue 1SO, right-click it and choose Burn Disc Image from
the context menu. Tick the Verify disc after burning option

and click the Burn button to start the process. Once the ISO is
burnt to the disc, you can power off your computer.

rufus_files File folder

Mathsapplicationpack
[2] bitdefender-rescue-cd
B stickifier

File folder

Disc Image File

Application
JPG File

JPGT

|
b
Disc image file: bitdefender-rescue-cd.iso !
!
Disc burner: = ]
b
Status ]
A disc bumer wasn't found. Make sure that a bumer is 17:28
installed properly, and you have the appropriate | .
permissions to bum a disc. P
27
fos
h2:34
[ Verify disc after burning s =
I JPGFil 25K
Bum Cancel pe4 Disc Image Fil 492,544 K



You now need to allow your PC to boot up into

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

Network boot from AMD Am79CITOA
+Hard Drive

+Removable Devices

Network boot from AMD An79C970A #2

<Enter Setup>

Malware

You need to accept the license agreement

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

The PC will now boot into the Bitdefender Rescue

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

Ideally you should use a wired Internet

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

Ethernet Netw.

Wired connection 1

Once the update is complete you’re taken to the

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

O o ,

Scan Now Update Now Settings

Antivirus Engines Status Registration Information
Version eng Key

Signatures 0 Type

Scan plugins 0 Remaining

Archive plugins 0

unpack plugins 0

Last updated  unknown

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

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

Bitdefender Rescue CD
Perform Scan

Scan Status
Current Scanned item /run/media /43819417 3204...2il/binomial heap /construc structor fn imps.hpp
Elapsed Time

Estimated Tima

Files/Second

Statistics

Scanned Items

Infected Items

Suspected Items
1O Errors
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Six Steps to
a Faster PC

Aslow comp ' hincon and frus

e you do, there are several things you
faster and smoother.
sl b

1 UPDATE WINDOWS 10 AND DRIVERS

The first step along your path to a faster computer is making sure that Windows Update
the Windows OS and all of the various drivers installed are up to date. )
- % : ; . Updates available
Simply updating drivers to the latest versions can have a noticeable Last checked: Today, 1135
effect on the overall loading speed of any PC and fortunately, this iS VEry ;.. upse fr windous otenter antis - kezzsreoa oestion 12832710,

easy to do. Status: Installing - 0%
2018-11 Cumulative Update for Windows 10 Version 1809 for x64-based Systems (KB4469342)

Open Settings > Update & Security > Windows Update and click “Check Status:Pending download
for updates”. Windows 10 will scan for available updates (to both the 0S ,
and drivers), before displaying all those available as a list.

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

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

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

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

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

. - = Adobe InDesign CC 2018
Run the troubleshooter; testing any software you think is Adobe nDesign CC2010
. AMD Settings
causing problems. Soi i s o Gl
CCleaner

The troubleshooter will offer you various ways to test and fix il s o e
software compatibility issues. e

Select the program you're having problems with

1 you can't see your program, select Not Listed 1o browse to the program file

3 CHECK AND CLEAR DISK SPACE

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

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

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

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

4 DISABLE UNNEEDED £
STARTUP PROGRAMS o —

Now that you have removed any unwanted apps and software, it is time e

to check if any remaining apps are running unnecessarily at startup. i) o
Many software manufacturers will set their programs to start-up in the il i i o s

background when Windows 10 starts up. This helps the programs to ‘ : ::'M .

open more quickly and makes sense for software you frequently use,
but not for software you only use occasionally.

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

If you want to have a deeper look at which software initiates during
startup, open Settings > Apps > Start-up. Here you will see a list of all
startup apps, along with an estimation of their performance/speed
impact and a slider to prevent each one from starting automatically.

DOoaNECNaEER
B 8088 BI08 8000

5 SCAN FOR VIRUSES AND MALWARE

Viruses, malware and other malicious software €
could cause your computer to run slowly or =
behave strangely. Things to look out for include:
unexpected pop-up messages, programs that
suddenly start or stop, or the sound of your hard
disk constantly working.

To scan for and remove viruses, open Settings >
Update & Security > Windows Security (previously
Windows Defender) > Open Windows Security,
click on “Virus Threats & Protection” and then AR O rutsaan
click the “Quick Scan” button.

You can do a more advanced scan by clicking
“Scan options” and choosing which you want to
perform. If viruses or malware are found, you will
be given options to quarantine and remove them.

Scan options

Run & quick, full, custom or Windows Defender Offline scan

4 r 4 b &
6 CHECK FOR CORRUPTED SYSTEM FILES

‘“ Occasionally, the core system files in Windows can become corrupted [
(for a variety of reasons) and cause performance problems. Windows |rssesesssmesesen
10 includes a tool: the Deployment Image Service and Management il ORIt R LU LA U S LR
TOOlJ that Wi“ CheCk for SUCh ﬁles and aUtomatically replace them) PS C:\Users\RussW> dism.exe /Online /Cleanup-image /Restorehealth_
either with a cached version or by downloading a new version.

Use the DISM Tool - In the Search box in the taskbar, type
“powershell”. Right-click on “Windows Powershell” in the results and
= choose “Run as Administrator” from the menu.

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

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




How to Reset
or Fresh Start

Resetting a PC reinstalls Windows, with a choice to deletes your files, settings and
apps, and main system files. Restoring will undo recent system changes, without
deleting files. A Fresh Start completely removes all apps and reinstalls Windows.

Fresh or Reset?

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

which is the best choice to solve your current problem.
Step 1 If your PC isn’t performing as well as it once did,
and you don’t know why, you can reset your PC

without deleting any of your personal files or changing your
settings. Apps or software not installed through the Store will
be removed but Windows store apps will be reinstalled.

L3 Microsoft Store.

Home Apps Games Music Fims& IV Search

Downloads and updates

Recent activity

E March of Empires: War of Lords Game

Windows Voice Recorder App 10.17123351.0
. Netflix App 6.46.224.0
- MSN Weather App 42232540
Windows Alarms & Clock App 10.1712.3352.0

ﬂ Windows Calculator App 10.1712.3351.0
Open the main Settings app and head in to the
Update & Security section. Click on Recovery
and you will see several options, including Reset this PC. If
you can’t get into settings, you can access reset by restarting
your computer while holding the Shift key; then select
Troubleshoot > Reset.

[ =
@ Home Windows Update

@ Your device is up to date. Last checked: yesterday, 16:20

| < windows Update Check for updates

Windows Defend
O, Wadiin Disirdar View installed update history

-

Backup

A Find my device Restart options

Advanced options

For developers

B Windows Insider Programme Update at your convenience

n't update during that time.
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Update settings
£ Troubleshoot

We'll sutomatically download and install updates, except on metered connections (where charge
D Recovery In that case, we'll automatically download only those updates required 10 keep Windows running
@ Activation Change active hours

m In Settings > Recovery, click on ‘Get started’ to
begin the process. You will now need to choose
whether to keep your files (just remove apps and settings) or
remove everything. If you choose Remove everything, you will
then need to choose whether to ‘Remove and clean the drive’

< Settings
& Home Recovery
‘ Find a sctting ’ Reset this PC
If your PC isn't running well, resetting it might help. This
Updale & Securily choose whether to keep your personal files or remove th
then reinstalls Windows.
el

«~ Windows Update

¥ Windows Defender

=l

Backup Advanced start-up

£ Troublesh Start up from a device or disc (such as a USB drive or DVI
roubleshoot Windows start-up settings or restore Windows from a syt
image. This will reslarl your PC,

QY Recovery
Restart now

I Artiintinn
You will be warned that you won’t be able to roll
back to a previous version of Windows after the
reset (old Windows files will be deleted). Click Next and then
Reset when prompted. Windows will restart and take several
minutes to reset itself. Click Continue when promoted.

If your PC isn’t running well, resetting it might help. This lets you

Reset this PC

Choose an option

Keep my files
Removes apps and settings, but keeps your personal files.

rogramme Back up your files

f you're having pr with your PC, there are ways to back up and restore your files if

ost, damaged,

Check backup scttings



Perform a Fresh Start

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

Be aware that Fresh Start will remove most of

your apps from your device, so you will have
some reinstalling to do. In some cases, a clean installation
may improve your device’s start-up and shutdown experience,
memory usage, Microsoft Store apps performance, browsing
experience and battery life.

- Settings
© Home Apps & features
Choose where you can get apps from. Installing only apps from the
App Store helps protect your PC and keep it running smoothly.
| 1= Apps & teatures [Hiow spps fom amywbere

IS Default apps
Apps & features

@ Offline maps
Manage optional features

B Apps for websites Search, sort and filter by drive. If you would like to uninstall or

move an app, select it from the list.

Search thi

bue Masna Ciltac bsss Al Asiss

©n Video playback
To find the Fresh Start tool, open the Windows
Defender tool (click on the shield icon in the
taskbar) and then click on the Performance & Health section.
You will need to click on Additional Info and then click Get
Started. If Fresh Start has previously been performed, the date
will be displayed here.

Your device is being protected.

Last health seane 17/12/2017

0 %=

Virus & threat Device performance &
protection heaith
e open o ack

“3

Firewall & network
protection

—

App & browser control

needes

Microsoft recommends that you back up your files
before making changes like a clean installation
of Windows to your device. Make sure that you have access to
all reinstallation media (such as CDs), product keys, license
or login information and other materials needed to manually
reinstall apps.
@ Home Backup
g s B i N S
are lost, damaged or deleted.
T Windows Update e

Maore optio
@ Windows Defender o

Select a drive
Looking
T Backy ’
o fyouarmy WE nd Resore
tool, it stil 12 G8 free A3 GB
& Troubleshoot
Go to Back
D Recovery
Back up
© Activation ave W L
rive of 3 ack up you les 10 a safe local
& Find my device Get more ir
i For developers
Dovvou k

Step 4

Click Get Started and you will see a UAC (User
Account Control) dialog. Click Yes and the Fresh
Start screen will appear. This screen provides a brief overview
of what the Fresh Start procedure will do. You’ll also get a
general idea of how long Fresh Start will take to complete

the procedure.

P Device performance & health

Check that your Windows is up-to-date and if there are any issues
impacting your device health. The Health report shows the status of the
most recent scan.

Health report

Last scan: 12/18/2017

© Wind

© Storage capacity

Na issues

® Device driver
No issues

The software will analyse your system and then
tell you which apps will be removed. There is no
need to make a note of these apps, as Fresh Start will save
this list and create a file on the desktop of your new, clean
Windows 10 installation. Read through the list if you wish, and
then click Next.

Fresh start

This will remove all apps and programs, except those that come as standard with Windows.
Any store apps installed by your manufacturer will also be kept. Your device will also be
updated to the latest version of Windows. Your personal files and some Windows settings will
be kept.

Ihis process could take 20 minutes or longer depending on your device.

A Fresh Start will wipe any previous versions of
Windows, so you won’t be able to roll back. Click
the Start button and wait for the process to complete. Once
complete, your PC will restart and the initial setup screens will
appear. Removed apps are displayed in an Edge document on
the desktop.

(© Your apps will be removed

You can reinstall many apps from the Store, but you'll need to reinstall the following
apps from the web or installation discs. This list of apps will be saved to the desktop and
can be viewed laler.

@BIOS B16.0608.1
AMD Software
AutoGreen

AVG AntiVirus FRFF

Backup and Sync from Google
Balllefield: Bad Company 2
BIOS Setup
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Laptop Care and
Maintenance Tips

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

Caring for Your Laptop

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

Keep Food and Drink Away

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

Wipe the Screen Carefully

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

If there are more stubborn marks, buy and

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

Clean the Keys and Ports Regularly

Laptop keyboards are hard to replace, so keep
yours clean and free from dust. You can buy small
USB keyboard vacuums fairly cheaply, and these
can help keep dust from building up. You can also
buy keyboard cleaner putty very cheaply online.
The same rule applies to the various ports on
your laptop.
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Don’t Block Vents

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

Buy a Laptop Stand

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

Don’t Overcharge the Battery

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

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

Close the Lid

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

Buy a Good Laptop Bag

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

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

First Things to Check

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

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

5 Windows Update

Troubleshoot and help prevent computer problems

gy Windows Update

Resalve problems that prevent you from updating Windows.
Name Publisher

@ Windows Update Micsosoft Windows
5 Windows Network Diagnostics Microsoft Windows

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

Check for Updates

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

Update status

Checking for updates...

T Windows Update

Update settings

Avadable
[where charges may spply)

@ Windows Defender

F tocig except over

D Recovery

@ Activation

& Find My Device Advanced options

W Fordevelopers Looking for information about the fatest updates?

Fa Windows Insider Programme
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Checking System Spec

If you’re having trouble
installing or running a

particular app or game, it may be that your PC hardware is not
up to scratch. All commercial software will provide details of
required and (sometimes) recommended specification needed
to run it. You can check system spec at any time, just go to
Control Panel and select System and Security, then System.

App Updates

Personal Computer
PC name.
Renama PC

BlackDogMedia

WORKGROUP

Orgarsation

‘Windows 10 Home

1607

393N

100326-10000-00000-AA33%

intekR) Core(Th) iS-4210U CPU @ 170GHz 240
G

20068
54-bi operating eystem, x64-based processor

If an app or program isn’t working with
Windows 10, particularly after the

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

Dowrloads and updates

In the downlcad queve (3)

I



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

Slow Boot Fix

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

Troubleshooting

Windows 10 has a completely

different shell than previous
versions. The Explorer.exe process is still at its core but there
are a few additional components as well. If you click the Start
button and nothing happens or if the entire taskbar refuses to
respond to an interaction, open Task Manager (press
Ctrl+Shift+Esc), find Windows Explorer in the task list and
click the Restart button.
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If Windows 10 is really giving you problems and you have tried everything else to fix the issue, you can try using the
Fresh Install tool. You will lose any installed apps but will keep your files.

First make sure you have the following: an

Internet connection to download the tool and the
Windows 10 image and sufficient available data storage on
the computer you are installing on. You need at least 3GB free
for the download and the clean Windows 10 image file.
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Download the tool https://www.microsoft.com/
en-gb/software-download/windows10startfresh.

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

BACK UP EVERYTHING you want to keep! Launch
the tool and review and accept the licence terms.

Step 3

Choose what you want to keep. If you want to keep your
personal files, choose the Keep personal files only option.
Select the OK button to start the installation.

By using the tool, you may lose your digital

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