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Since its release Windows has become the mainstay

L. :' / . .'I
\ —.__~operating system for the beginner, intermediate and

advanced computer user. It’s designed to push the

mo encompass the everyda& dlgltal and help

bring us close \gether than ever before It brings a fresh

new loo togethe> with powerful new code under the hood.

Everything you need to help drlve you Into the future. This

series will guide yLu through Mlcrosoft’s latest operating

:N/stem, offerm yJu somethmg new to learn on every page
\I providing y\o

u'W|th the necessary knowledge to make
WI& ws work fo\r you. In here you’ll find tips and tutorials,

unlockmg the seckc\e\s of Al, the OS and helping you become
\ .
i a more advanced user. So, let’s dive into Windows and start
building both your confidence and understanding of this

rather marvellous operating system.
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Windows11
Getting Started

Windows 11 ofters a refreshing alternative to the

i previous versions’ user interface, so we will take

// you through the core features to get you started
correctly. Windows 11 adds an improved version
of the Ul with a refreshed taskbar, Start menu,

TN Windows Search and much more. With new

\N‘ » additions like the Al-powered ‘Copilot’ app, it’s
all groundbreaking stuff and you’ll need to be
familiar with the basics before you can begin to

dive into the more technical territory.

www.pclpublications.com 7




Windows 11 -
Out of the Box

Microsoft has greatly improved its initial Windows setup routine with intuitive guides.
Where once you were simply delivered onto the desktop and left to your own devices,
now Windows 11 ensures you can comfortably hit the ground running.

Hello Windows 11

One of the first tasks to complete when you boot into Windows 11, is to run through the Getting Started
guide. Here’s how it works.

Step 1 You’ll find the Getting Started guide in the Start Step 3 If you already have a OneDrive, or Microsoft,
menu, when you click the Windows logo button account, then click on the Sign In button to enter

on the taskbar. It’s a welcome to Windows setup wizard, and your details and link your OneDrive with the account on the
makes sure you’re ready to use your files, and get access to your Windows 11 PC you’re currently setting up. If you don’t have a
work quickly and effectively. Once it has opened, click the Get OneDrive account, click the Create Account button and then
Started button to continue to the next step. follow the on-screen instructions.

Hi David

Step 2 Microsoft’s use of OneDrive for both business and Step 4 When you’ve completed the setup and logged into
personal data has become one of the OneDrive, a special folder within your user account
cornerstones of the company’s services. OneDrive offers a secure ~ on the PC will be setup. This folder allows you to interact in

space to store your data, which will always be available no matter real-time with the OneDrive cloud service, so any files created in the

what happens to your computer. Click on the Open File Explorer folder will be automatically uploaded to OneDrive; and vice versa.
button to begin your OneDrive setup and login.

Thi .
The perfECt plafe for Your OneDrive folder
. yol s
your files i
Manag
Manage your files in File Explorer, including files you save Ir _—
ave in the cloud with OneDrive Autorr -
Iy sync eDrive ¥ f proteg
available anywher i
-

Yaour OneDrive folder is here

8 www.pclpublications.com



OneDrive will also setup an automated service

that will backup any files and folders that you
store on the Desktop, in your Documents folder, and in your
Pictures folder. Click on the ‘Setting up folder back up’ link to add
more folders to backup, or deselect any you don’t want to.

e

Microsoft OneDrive

Th
Back up your folders
y0| Selected folders will sync in OneDrive. New and existing files will be added to OneDrive,
backed up, and available on your other devices even if you lose this PC. Learn more,

Manac

save i - . *

= S

Automnr

orotec Desktop Documents Pictures

Space left in OnelDnive after selection: 1,001 GB

Setting up folder back up...

The service will help reduce the amount of space
taken up on the PC, or other Windows 11 devices
you’re using, by utilising Files On Demand. This is an automatic
setup that will let you view and edit files on OneDrive without
downloading them locally. You can, however, opt to makes files
and folder Always Available.

[ —

& Microsoft OneDnive X

Th All your files, ready and on-demand

With Files On Demand. you can browse everything in yvour OneDnve without taking
] ) g 1y L
Up space on your device

Manag
save ir
Autom . \ -
proted
Ope Online-only On this device Always available
These files don't take up Vhen you open a file, it Right-click a file to make it
space on this gevice, and downloads to your device available offline,
they download as you use 50 you can edit it while
them. you're offline.
Back | Mext |

As you progress through the Start Up process the
next steps are optional and all are covered in

depth through out these, pages. You suggest that you enable the
following Focus Assist, Widgets, Edge, Linking Your Smartphone
and Chat, then we can return to them later on to personalise each
one to your speficis.

Stay focused :—
- - I 1 " . S
Set up focus assist to decide which notifications get

" i el ' Sy Tl
through and which go directly to the notification °
center, where you can catch up on them later G s
fo help you get familiar with Windows 11, you'll only E—
get notifications from senders on your priority list for
a while. S

S
Open focus assist settings .

Windows 11 - Getting Started

The next step in the Getting Started process has
you viewing and selecting any of the popular

Step 7

apps that are currently available for Windows 11. Naturally, you
can install these apps via the Windows Store at a later date, but
having them to begin with can reduce the amount of time you
spend setting up the computer.

Select Microsoft Store apps to install

wee Netflix

Twitter

Reddit

Pinterest

B ®© 0 0O

Dolby Access

Telegram Desktop

. Adobe Photoshop Express: Image Editor, Adjustments, Filters, Effects, Borders

An interesting element to the Getting Started
setup are the informational sections; such as this

one. It details the new Search app that’s located on the taskbar. It
also highlights the new Start launch taskbar, and shows how easy
It is to use, and pin any Apps to.

One place to Start

Search for anything, anywhere, pin the apps you use
the most, and see your recent files—5tart is here for
getting things done with tewer clicks and swipes.

That’s the Getting Started guide complete. You'll
now have a fully setup and working OneDrive

Step 10

with active folders, sorted out your notifications, launched and
begun to use the Edge browser, and connected your phone. Now
you have finished our Start Up guide you can move forward to the
next step of your Windows 11 with confidence.

You're all set

You've done everything you need to get started. Before
you go, know that the Tips app is here whenever you
want to learn more—just select Search © and

type tips.

=
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7~ Connecting Your

|

*  PCtothelnternet

Setting an Internet connection is an important step. Windows 11 makes joining and
managing networks easy, bringing all of the relevant settings together in one place,
Including VPN and hotspot settings; and even the Wi-Fi adaptor hardware properties.

Connecting to Wi-Fi

A Wi-Fi network connection is now by far the most common way people connect to the Internet. The process
should be fairly familiar to you by now, but if not, here are the exact steps to connect.

If your computer is not connected to the Internet,

side of the taskbar. You can either click this and select Wi-Fi from the
quick settings, or you can open the main Settings app > Network &
Internet > Wi-Fi (the best route with a brand new connection).

time you are connecting, you will then need to enter the password
(Network security key) for the network. Click “Next” and as long as
the network/password is correct, you should be good to go.

Windows will display a small globe icon on the right

Find a setting

Not connected
"CI @ You aren’t connected to any networks

£) Bluetooth & devices a Wif

& System

I ¥ Network & internet

AE Ethernet

/  Personalisation [;? Authentication, IF and DNS settings, metered network
& Apps

@ VPN
: Accounts Add, connect, manage
P  Time & language _

() Mabile hotspot
£ Gaming I Share your internet connection
K Accessibility B-J|)= Flight mode

Stop all wireless communication

W Privacy & security
@ Windows Update B Proxy

Use the slider switch to enable Wi-Fi on your
computer. Now click “Show available networks”

to see a list of the networks within range of your computer. This
may take a few seconds to scan and find the networks. Hopefully
you will see the Wi-Fi network you want to connect to.

Step 4

and click on the networks list. Click the Disconnect button. You can
also choose to Forget the network (sometimes useful for
troubleshooting connections), in the Manage known networks section.

Network & internet > WiFi

%)

WiFi

{ﬂ’ Show available networks

VMBE955042_EXT

) &)

Living Room TV.m
MurrayVWNA
SKY20A37
ERM_CORPORATE

ERM_FALLback

82 8 @ &

!uhiicatinns.cum

Click on the required network name in the list and
then click “Connect”. As this is probably the first

Network & internet > WiFi

= Wik On

(ﬂ} Show available networks

VME955042_EXT
Secured
Enter the network security key

)

Canct

D)

Living Room TV.m
MurrayVIWWNA

“B
7 SKY20A37

To disconnect from the Wi-Fi network at any time,
open Settings > Network & Internet > Wi-Fi again,

Network & internet > WiFi

Py .
= Wik
p '
= YMB955042_EXT properties 5
“a Connected, secured
vices
et 18 show available networks ~
7R VMB955042_EXT ®
Connected, securad
Disconnect
Qe
4 Living Room TV.m
%  MurrayViwNA
7 SKY20A37
ity
= BTHub6-P&RT
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Manage Network Settings

Connecting Your PC to the Internet

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.

If you need to log in to a home VPN or
corporate network, this is where you will
need to enter the appropriate VPN settings. It’s fairly easy to do but
you’ll need the configuration details from your IT help desk (they will
have to enable your VPN access), plus your username and password.

VPN Settings

Add a VPN connection

VPN provider

Connection name

Server name or address

Type of sign-in info

Username (optional)
If you use a proxy server, this is where you

enter any specific settings to do with that.
However, Windows 11 should automatically detect proxy settings. Note
that the settings you configure here won’t apply if you connect via a VPN,
because a VPN essentially skips the need for a proxy.

Edit setup script

Use setup script

Script address

M 0O bi le H otspot You can turn your Windows 11 PCinto a
mobile hotspot, sharing your Internet
connection with other devices over Wi-Fi. You can share Wi-Fi, ethernet
or cellular data connections. Once enabled, other devices will be able
to see your computer when they search for networks to connect to.

Network & internet > Mobile hotspot

nm

Mobile hotspot

Power saving
When no devices are connected, automatically turn off mobile hotspot

Properties ~

Network properties Edit

Name: DESKTOP-LOGK9F4 8295

Password: 3962+ J86

In @ move designed to keep up with more
mobile-based computing devices, Windows 11
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.

Network & internet > Advanced network settings > Data usage

Entar data fimit = WiFi

Windows can help you track data usage to stay under your limit—we’ll warn you when you're close, but it won't
change your data plan

12 MB

From the last 30 days

Usage statistics

. Windows Web Experience Pack
-

Get Help
-

% msedge

Disable Adaptors 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
Advanced Network Settings in Network Internet and then right-click the
network connection in question. You can disable or re-enable it.

Network & internet > Advanced network settings

Network adapters

~ Wi
5 VME955042 EXT | Intel(R) Dual Band Wireless-AC 3160

E? Ethernet
Mot connected | Realtek PCle GBE Family Controller

Media state: Enabled

Bytes sent: 0

Bytes received: O

Link speed: 1000 (Mbps)
Duration: 3:51:49

Flight Mode

If you are using a laptop, you will also have
access to Flight mode settings (this can also be
accessed through the Quick settings panel from the home screen).
Here you can disable Wi-Fi and Bluetooth individually, or simply use
the Flight Mode slider switch to disable all wireless connections.

Network & internet > Flight mode

kb’ Airplane mode

Stop all wireless communication

Wireless devices

WiFi
Bluetooth

i@ Gethelp

&” Give feedback

www.pclpublications.com 11



Windows 11
Start Screen

The Windows 11 desktop user interface (Ul) is a radical change from what we’re used to
with previous versions of Windows. The main differences are the new taskbar,
Notifications and Widgets.

12

n Widgets

The Widgets snap in from
the left of the desktop when you
move your mouse over to the edge of
the screen. You'll notice that the
Widget window is slightly raised, this
is to avoid it clashing with the
taskbar; to help keep the desktop
clutter-free. You can also open them
by pressing the Windows Key + W on
your keyboard.

Customise

You can use these options
to look for more specific content, and
add them to your desktop for a more
personalised desktop environment.
Note that new Widgets are being
added to Windows 11 almost on a
daily basis. Keep an eye out, to see if
the one you’ve always wanted makes
an appearance.

Taskbar

The new Windows 11
taskbar expands out from the centre
of the desktop now. The Windows
Start button still works in the same
way, displaying installed apps and
offering access to the OS settings.

Search

The Search function within
Windows 11 is greatly improved, and
easier to find what you’re looking for.
Whether it’s a document on your

computer, or something online, you
can find it here.

www.pclpublications.com
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Windows 11 Start Screen

Hotepad - (untitled)

Then and Now Eﬂ%ﬁ:ﬁﬁwﬁsﬁ'ﬁc:u Windows 11, 35 years of evolution!|
We’ve come a long way since the early

days of Windows version 1.0. Through

ups and downs, Windows has evolved

to become the most used desktop

operating system in the world. Over

35 years have passed since Windows

1.0 has released, let’s see what the

next 35 hold for Microsoft’s OS.

Default Display

The default Widgets
display the latest news, the current
weather, entertainment,
recommanded websites and the state
of Stocks and Shares. These can be
dragged and dropped to different
locations, changed or deleted.

Desktop

As with all previous
versions of Windows, the Desktop can
be personalised and configured how
you like. Its new look is brighter, with
cleaner edges and better resolution
than before, to help ease eye-strain
and keep you focused.

7 Profile
Your Microsoft or local
Windows 11 profile image will be
displayed here. By clicking it, you’ll be
able to access further settings relating
to many aspects of the core operating
E system, as well as specific settings to
do with the Widgets feature.

Recycle Bin

11:32
30/07 /2025

> o) @

Notifications

The Notification Centre
and the taskbar are now combined.
Click the set of icons that represent
Wi-Fi, battery and so on, and the
screen will expand upward to reveal
more settings. In here you’ll find
access to the important elements of
the computer. Notifications will be
displayed next to the date; as and
when they’re needed. This allows you
to focus more on what you’re doing
without unnecessary distractions.

www.pclpublications.com 13



How to Use
the Start Menu

The Start menu has been given a big makeover for Windows 11, simplified in some ways
and expanded in others. It will quickly become your go to way to access your device, as it
Is the main way to access your installed apps, software and games.

Get to Grips with Start

If you have used Windows before, the Start menu shouldn’t hold too many surprises for you, but it is still a
good idea to familiarise yourself with its features.

Step 1

The completely redesigned Start menu is opened
by clicking on the Windows icon in the taskbar, or

by pressing the Windows Key on your keyboard. It opens above
the taskbar icons, floating in the middle of the screen. It will
appear over the top of any open windows.

Edge Word

Microsoft Store Photos

»

T
g
:_

Spotify Disney+

Recommended

v Family
Recently adaed

[ Iy Screenshot 2023-09-21 135024
20h a go

;] Screenshot 2023-09-21 134641

20n ago

. Jim Gale

Excel

B A2 © o

Settings

s B ¢

To Da

PowerPoint Mail Calendar

of R
Microsoft 365 Solitaire & Xbox
(Office) Casual Games
Microsoft Prime Video TikTok
Clipchamp
More »
E‘—'; Screenshot 2023-09-21 135342
|

20h ago

i—uf—' Screenshot 2023-09-21 134811
| 20N ago

1 Screenshot 2023-09-21 134416
| 20n ago

O

Ve DC - R $H=8

Recommended Files and Account/Power. Clicking in the Search
field will switch to the dedicated Search panel, rather than letting
you type your search term directly into the Start menu.

Sz

mmmmmm

[ 14 Screenshot 2023-09-21 135024

1 Screenshot 2023-09-27 13460

. Hm Gale
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The Start menu is arranged into four main
sections: Search, Pinned Apps, Recent or

;“| Screenshot 2023-09-22 103645
—— r“ :

.

— Screenshot 2023-08-21 13480
i

E | Screenshot 2023-00-21 134416
J0h ago

If the app you want to open is shown, click the
icon to open it. If not, you can click the “All Apps”
button to open the full, scrollable list of apps. You can change the
apps that appear here by right-clicking on the icon and choosing
“Unpin/Pin to Start” from the action menu.

Q, Search for apps, settings, and documents

Recommended

O
L

All apps >
Word Excel PowerPoint Mail Calendar
’ La i X
Photos Settings Mic ™. Move to front Xbox
{
¥R Unpin from Start
H [# Run as administrator 0
Disney+ To Do W TikTok
cl <P Pinto taskbar
{51 App settings
@ Uninstall i
Family ; Screenshot 2023-09-22 103645
Recently added 4m ago
Screenshot 2023-09-21 135024 Eﬂ Screenshot 2023-09-21 134811

20h ago

20h ago

Step 4

the top. By clicking the All apps links, you will open a complete
list of yours will can be scrolled through alphabetically, to open
any of them simply click on their icon.

L A

=
=
I

&
B

McAfee® Personal Securnity

Media Player

Microsoft 365 (Office)

Microsoft Clipchamp

Microzaft Defender

Microsoft Edge

Microsoft Sfore

=
=
a
8
=
z
2

=
M
g
a
T
g
g

@:-¢itcBOENO0QO]:

Jim Gale

In the app menu, apps are sorted
alphabetically, except for a Pinned section at




The Recommended section shows files that have

been recently opened, or that have been opened
frequently. Click on any icon to open the file in whatever app/
program it is associated with. Click the “More” button to the right
to open a larger list of files.

.

ommenaed T BAcK

o Famaky Recently added

E' Screenshot 2023-09-22 103645 e
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The bottom section contains a link to the
Microsoft Account menu. Click this to change
account settings, lock your computer or sign out of the current
account. At the other end of the section is the power button. Click
this and choose from the available power options.
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Step 7 It is also possible to display your most used apps

and a selection of folders in the Start menu. To

enable these features, open the main settings menu (you should
see the icon for this in the pinned apps) and click on the
Personalisation section. Then choose the Start option.

Jim Gale
james@papercutlid.co.uk

System

LAPTOP-TGKJ80HO
i HP Pavilion Laptop 15-cwlxx
: Hename

mm Microsoft 365 Windows Update
® ®

* Attention nesded

System

View benehits

Bluetooth & devices

=
W NMNetwork & internet
&
nl

O Display y
Monitors |_-:|:|!'.r_||r_=:.'_ night -:|'r-1 cl splay | rofile
Personalisation
Sound
Apps Q) > | | 5
Volume levels oulput, Input 5-:'.-=I'Id DEVILES

Accounts

-
-
P Time & language

[:l Notifications N
Alerts from apps and system, do not disturb
*® Gaming
7=, [Focus
w I A
K Accessibility 8 Reduce distractions ;
& Privacy & security
| (_Ij !f't:_:wer & battery 5

HEED, DAtIery usage, Dattéry saver

@ Windows Update

How to Use the Start Menu

Use the sliders to enable or disable Start menu
features you want or no longer want. To add

Step 8

folders to the Start menu, click the folders option in the Start
settings and then use the slider switches to add any of the preset
folders you want or need quick access to.

Personalisation > Start

Jim Gale
james@papercutitd co.uk
Layout

Find a setting =
i)

Blustooth & devices

- More pins 0 Default () Mare
W Metwork & internet recommendation
| f Personalisation ;
n Bpps &, Show recently added apps
: Accounts
'-1 Time & language 'ﬂ;‘ Show the most used apps off @
& Gaming

Show recently opened items in Start. Jump Lists, and
File Explorer

'i' Accessibility

W Privacy & security
Q Show recommendations for tips, shortcuts, new apps.
and more

@ Windows Update

t] Folders 5
_..__l_-:“ | SpnEar of SEart et ot Powes LTE

Open the Start menu again to see the newly
added (or removed features). You may not

Step 9

initially notice any difference to the apps list if you have not yet
used any apps repeatedly. The folders you added can be found

next to the power button in the bottom section.

ares

EEEEE

1% Erreemshot 3029-08-22 100545
1M Bge

ﬂ

L Q€ - WP HYS

Step 10 It is not possible to resize the Start menu, noris it
possible to change the style of it. You can change

the overall colour mode (light, dark or custom), which will change
the colour of the Start menu along with other main elements of
the interface such as the taskbar.
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Notifications and
Quick Settings

There have always been pop-up messages in Windows but now there is a centralised way
In which these are viewed and interacted with. In Windows 11, this is called the
Notification Center, it works more like the notifications panel on a smartphone or tablet.

Exploring the Notification Center

The Notification Center is an important and useful element in Windows 11, providing you with access to the
calendar as well as notifications and alerts.

Step 1 New notifications and alerts will pop up at the Step 3 Unlike Windows 10, the Notification Center
bottom-right corner of the screen (by default, but (which was called the Action Center previously)
you can change the notification settings), disappearing after a few only contains notifications and alerts, not quick settings. It does

seconds. After the initial pop-up has disappeared, you can view all include the calendar now, which is expanded by clicking the
current notifications by clicking on the time/date in the taskbar. arrow next to the date at the bottom of the notification panel.

Tuesday 7 September

September 2021

fy Calendar

Iben's Birthday
All day event, 07 September 2021

13 14 15 16 17 18 19

Snooze for
20 21 22 23 24 25 26
5 minutes

27 28 29 30 . 3

{5 Snooze X Dismiss
 [H O € B - @ S E AW 7D n?m*za;;; o L HE O CBSB :-_- “« G AR 7D III?HEIE!.:;;;
Step 9 You can see if there are new notifications waiting Step 4 Above the calendar section is your notification
to be viewed by the badge that will appear on the panel. Notifications can be from the system
corner of the time/date in the taskbar. You can turn off these (Windows updates for example), from your calendar, from apps and
badges in the settings, but they are a useful and unobtrusive way even from settings that need to be managed. Notifications are sorted
to see, at a glance, if you have something requiring your attention. into sections within the notifications panel; based on their type.

13:47
<, O {'} ATNE e @
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At the top of the Notifications panel is a button to
clear all notifications. You can clear notifications

individually by hovering the pointer over them and clicking the X. You
can also click the menu button on each notification to see some
notification settings, such as setting similar messages as a priority.

Motifications

&
Clear all I

@ Turn off all notifications for Calendar I

J) Focus assist settings

{81 Go to notification settings
U Make Calendar high priarity

.-! R WP W e 3
13:40 - 14:10

U

Microsoft account problem
Select here to sign in to your Microsoft account t

() Privacy

Monday

Quick Settings Panel

Notifications and Quick Settings

To manage your notification display settings, go
to Settings > System > Notifications. Here you

Step 6

can choose the apps/features which can send you notifications,
using the slider switches. Click the name of the app to see further
settings, such as whether a sound is played, and the priority level.

System * Notifications

L | 3 | - 3 - 4

'L OC .SV HeD & | -*]

Unlike in the previous version of Windows, Windows 11 separates the quick settings panel from the

Notification Center.

To access the quick settings panel in Windows 11,
press Windows Key + a. The panel will appear in the

same position on screen as the Notification Center. By default the
panel contains buttons to quickly enable/disable Wi-Fi, Bluetooth,
Flight Mode, Battery Saver (if using a laptop) and Focus Assist.

i‘HﬁLEﬂGQﬁ‘.iG N R

1353
Q7032027

There are also sliders to control screen brightness
and system volume. The exact settings that

appear in the quick settings panel will vary, depending on if you
are using a desktop or a laptop computer. At the bottom of the
panel is a button to open the main Windows 11 settings app.

System » Display

BHEA P & colaur

Ve DG S RV HeBE

Right-click anywhere on the Quick Settings panel

to see a link to “Edit quick settings”. Click this and
the buttons will be greyed out, and unpin icons will appear on each.
Click these to remove a button from the panel. You can also click
the + button at the bottom to add other quick settings buttons.

M P HOoOCEB =« vwwd

Some of the quick settings buttons will have an
arrow on the button. Clicking these buttons will

Step 4

open a new panel, with further options for that particular feature. For
example, the Wi-Fi button will open a list of available networks, and
Keyboard Layout will open a list of the different layouts available.

M P HOCHE <« vl A PDW g
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How to

Use

the Taskbar

If you are moving from Windows 10 to Windows 11, the taskbar will likely be the first and
most obvious change you notice. The taskbar has always been a useful tool, but in Windows
11 it becomes the real focus of the desktop and contains even more features and tools.

Mastering the Windows 11 Taskbar

The taskbar has always been more useful than many users realise. In Windows 11 the emphasis has shifted
much more towards a simplified, but still powerful, selection of pinned tools/apps.

Taskbar Layout |
bottom of the screen, and is now

divided into two main sections: Start Menu/Pinned App and
System Tools. In Windows 11 the taskbar app icons are
arranged in the centre of the taskbar (although this can be
changed), with system tools on the right.

The taskbar runs the full length of the

| Qo e O - R PVH=S
The first icon in the row of taskbar icons is the
Start menu button. Clicking this opens the
Start menu directly above the icons. You can right-click the Start
menu button to see a jump menu of additional links and tools.
These include a shortcut to shut down or sign out of your computer.

0 4 © © 9

Microsoft Store Photos Settings Microsoft 365 Solitaire & Xbox
(Office) Casual Games
s B v @ B O
Spotify Disney+ To Do Microsoft Prime Video TikTok
Clipchamp

@ O G = &

Instagram Facebook Calculator Clock Notepad Paint
Recommended More >
9 Family a Screenshot 2023-09-22 103645

Recently added - | 58m ago

. Jim Gale {l_)
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The embedded search field of Windows 10
Is back, simply enter a search term here

Search Tool

and press return. This opens a new system search panel. This
unified search allows you to not only search for things on your
computer, but also in OneDrive and for results from websites. As
you begin typing, search suggestions appear.

' 0 Apps Documents Web Settings Peapie » ayg | E'I;.,!l

Tour Dates | Scouting For Girls | Official
Website
https: e scoutingforgirks.com//events

Wen Scouting For Girls official website. Visit for the latest
news tour dates, browse the photo gallery. hsten to
Soouting For Girls's music and watch videos

Explore further

£} Scouting for Girls tour dates 2023 - 2024 -
Songkick

B Scouting For Girls - YouTube

E} Scouting for Girls Tickets, Tour Dates & Concerts
2024 & 2023 - Songkick

BB  Q scouting for gi

The third button in the row of taskbar icons
opens Task View. Task View is not a new

feature to Windows, but it has been slightly changed and

streamlined for this version. Task View allows you to quickly see

every app and window you have open, switch between them

and even create new desktops.

ﬂﬂ'}e;—-:w LR ™ ﬁﬁ;ﬂ“ﬂt"i




The far left Weather report button opens the
Widget panel, on the screen. The widget panel can
be customised to suit your needs with information such as weather,
photos, stock prices, sports results and news stories. As Windows 11
develops, it is likely even more functionality will be added.

111111

Good marning

C T Rl Ll

[ IR P ————

30 air fryer mistakes o AVOID at Nevada Republicans brace for

all costs canfusion as party syes slaction

risles that may favor Trump

B M Cuiasits
Biixby Stockhodm gets

Ryder Cup 2023 tee times and

A \ - i schedule in f'.ll' ulll":..ll.-llll bl iemialis R

Cheapest holiday destination for
Brtons in October - it's not
Tenerife or Lanzarote

The best modern movie: made

-

v OC SV Ho B Al )

The huge recent rise of remote working
and video meetings goes some way to

Chat/Teams

explain why Microsoft have embedded Teams as part of Windows
11. Once you are set up and signed into your Teams account,
clicking this button will open the start/join meeting interface.

Meet and chat with
friends and family

Wicrosoft Team

Pe O - PV H=S

Pinning APPS A few other apps and other software will
be pinned to the taskbar when you first

use your Windows 11 PC. You can add several more as and
when you choose. To pin compatible apps, right-click on the
app icon anywhere you see it (Start menu for example), and
then click Pin to Taskbar.

B A © 6 o

Microsoft Store Photos Settings Microsoft 365 Solitaire
(Office) Casual Ga
. Move to front d
Spo ' Do Microsoft Prime Vi
3%  Unpin from Start Clipchamp
rc: [® Run as administrator a =
Insta }?’ Pin to taskbar ulator Clock Notepa)

67 App settings

Rey [ Uninstall

Family l_’—‘
o Recently added u

Screenshot 202

Ih ago

How to Use the 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 actual app
or window will pop up on screen. You will also see an X to close
the window, without actually selecting it.

System Iloe |l Theright-hand side of the taskbar is
reserved for the system tools, the time
and date (which opens the Notification Center upon a click)
and the Show Desktop button. The system tools will vary
depending on your computer, but may include battery status,
Wi-Fi status, Sound and OneDrive.

to
RECVEISE
©
: 3 r‘ H i v &) ® 23;{:9;1211:;2 @

You have quite a lot of free reign when
It comes to which apps you have

Taskbar Settings

showing in the taskbar. Open Settings > Personalisation >
Taskbar. Here you can use the slider switches to enable or disable
the default apps that appear. You can also change the alignment
of the pinned apps back to the left.

Personalisation * Taskbar

laskinar (Taemes

KB Task wiow Cin m
W FMotwork & internet

(0 visdget on @D

| # Personalisation
m Aces 0 Chat o @D
:. Acoounts
Systam t C

s | Time & language
& Gaming

E:E Per n"r'nn..." of (@
:i: ACcessiHity .

Fird Touch keyboard n saihad

i ¥

o Privacy & securily

-E Windows Update m irtusl touchoad off
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Using Task View and
Multiple Desktops

Task View was introduced properly in Windows 10, as a way to make multi-tasking easier
and allowing the creation of extra desktop areas. In Windows 11 it’s even easier to instantly
check and switch to open windows; and to create and manage multiple desktops.

Using Task View

Task View is a quick way to view and manage all of the windows and apps open on your PC at any given

moment, even those that are minimised.
Step 1 Task View is accessed by clicking the third icon in
the taskbar; the white square on the black square.

The Task View screen is split into two sections: Open tasks and
desktops. Any apps or windows you have open, even if they are
currently minimised, will be displayed in the open tasks panel.

€ new tab - Personal - Microsoft Edge

The size and shape of the windows shown in Task
View depend on the size and shape of the actual

window. For example, if you have Microsoft Edge open at full
screen, it will be displayed as a wide rectangle in Task View. If you
have a lot of windows open, the open tasks panel will be scrollable.

e New tab - Personal - Microsoft Edge

xplorer B Microsoft Store

| &

i

arpliR AN
Phisin i i e ] " 1
ﬂ = T E‘._.-Ei Apps S=signed fop | ; '
3 L -, ! & pi=i
iriee Surgeons Lasing It Over Thdse K
]

h - "

|

ol
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Click on any window or app in Task View to open
it at full size on the desktop. It will appear in front

of any windows you already had open and visible on the desktop.
You can also close windows or apps directly from the Task view.
Just hover the mouse over the window and click the X button.

x FoE =

G Google [ Yahoo [§ Wikipedia [§ Facebook W Twitter

Four cars collide as elimate protesters block
part of M25

E Everung Standard 88 170 LJ14 [] -

PREMIER LEAGUE

b

If you right-click on one of the windows/apps
shown in Task View, you will see several more

options. Snap left/right will open the selected window, but
“snapped” or positioned to the left or right of the home screen.
You will see that there are also several options for showing/

hiding the window on new desktops.

bod ' = File Explorer

Edge B Microsoft Store

= Snap left

s | & Snap right

Move to
Show this window on all desktops
Show windows from this app on all desktops

Close

ol ~
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Using Task View and Multiple Desktops

Using Multiple Desktops

Creating multiple desktops is a great way of separating your activities across multiple defined spaces, and
helps you concentrate and split your workload.

Step 1 One of the great features in Task View is the Step 4 You can right-click the apps in Task View to send
ability to add extra desktops. Virtual desktops are them to another desktop. You can also drag and

essentially extra workspaces, so for example you can have one drop windows/apps from one desktop to another. If you have an app
space with your email and chat windows open and another or window open in one desktop and then try to open it in another,
where you’re working in PowerPoint without email distractions. you will just switch to the desktop where it was already open.

Snap left
Snap right

Move to ? Desktop 2 |
Show this window on all desktops New desktop
Show windows from this app on all desktops

Close

es——
Step 2 Click or tap the New Desktop button at the bottom Step 5 To get around this problem, open the Task View
of the Task View screen and you will see an entirely and right click on an app or window. From the
new and blank desktop. If you had any apps or windows open inthe  menu, choose either “Show this window on all desktops” or “Show

main desktop, they won’t be open here. Don’t worry, they haven’t windows from this app on all desktops”. You can also use this menu
been closed, they are still open on the other desktop. to move apps or windows between your open desktops.

R — B p—— T T .
i
L. o e W e T gg—
et & b e wm mpd S-S B o gk
. = i Eeomntial - F
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e New tab - Personal - Microsoft Edge

Desktop 1 New desktop - Snap left

Snap right

« Show this window on all desktops

Show windows from this app on all desktops

Close

Step 3 With Task View open, right click on one of the Step 6 If you hover over the apps and windows shown
desktop previews at the bottom and you can in the Open Tasks panel, you will see an X

choose a different background wallpaper (making identifying appear; now you can close superfluous desktops down to save
which desktop you are on currently easier), and also you can resources. Doing this doesn’t close any apps down, so you don’t
choose to move a desktop to the left or right, switching which need to manually move them yourself. It just automatically adds
one is the main desktop. them to the main desktop for you.

E Mew tab - Personal - Microsoft Edge

Deskiop Desktop 2

"" |

‘-=-’ |-=!;!!i - [
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Using Snap Layouts
and Snap Groups

Snap Layouts and Snap Groups, while similar to Snap Assist in Windows 10, are completely
new features for Windows 11. Each is designed to make your life easier by giving you new
ways to organise and retrieve apps and windows on a busy desktop.

Using Snap Layouts

Snap Layouts are a quick and easy way to organise a busy or cluttered desktop. They are similar to Snap
Assist, but are created in a new and different way.

Step 1 Snap Layouts can be created with just one open Step 3 Your other open windows/apps will appear as
app or window, but really come into their own previews in one of the other layout positions.

when several are open. Move your mouse over the Maximise Click one of them to open it in that layout position. The process
button (top-right corner) of any open app or window, without is then repeated for any other open windows, if you choose a
clicking. After a second, a brand new menu will pop up, showing layout with more than 2 spaces. Windows are automatically
the available layouts you can use. resized to fit in the layout.

Personalisation > Background

Personalise your background
A picture background applies to your current desktop. Solid colour o Picture

y electricity cable from
‘runch worsens

SBPs (Js [0 -

Wills Written in Plymouth From Just £19.99
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Step 2 There are 4 preset layouts available (at present, Step 4 If you now try to move a window or app out of the
although more may be added): 2 equal windows layout, it will switch back to its original dimensions

side-by-side, 2 unequal windows side-by-side, 3 windows and 4 equal  when it unsnaps from the grid. You can create multiple Snap Layouts,

windows. Click on whichever you want to use, and the window/app each containing different apps/windows. These remain until the
you used to open the layout will snap into one of the positions. windows are closed or removed from the group.
0 > = !
B Microsoft Store ¥ ¢ Settings =
2
Other favourites Q

itent visibl

B System

E‘ Bluetooth & devices

¥ NMNetwork & internet

Personalisation Personalise your background

! |_'i:.'.|_I!L' back LrOuUnd appies o

B Apps @ your current desktop. Sofid colour Picture
or slideshow backgrounds apply to
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You can change the dimensions of the layout once

you have created one. With the layout open, hover
your mouse over the line where the windows meet, either horizontally
or vertically. A wider bar will appear, which you can click and drag to
change the horizontal or vertical dimensions of the layout.

Personalisation > Background

Q russ@bdmpublications.co Imi
russE bampubl catans Lom

Using Snap Groups

Using Snap Layouts and Snap Groups

You can snap apps and windows into position using

a keyboard shortcut as well. Highlight a window
and then press Windows Key + one of the arrow keys. Depending on
which direction you press, the window will snap left, right, up or
down. Combine key presses to snap up and left, for example.

Snap Groups are an extension of Snap Layouts, keeping snapped apps and windows together even when the

layout is minimised.
Step 1 Once you have created a Snap Layout, or multiple
layouts, you can minimise the whole thing (by
clicking the Show Desktop button on the right of the Taskbar) or
minimise each individual app or window. As long as they are not
closed, the layout persists as a Snap Group.

11
B L

If you move your mouse over any of the Taskbar
icons of apps or windows in a group, two Peek
windows will pop up. One shows the app on its own, and they other
shows the app in the group. To re-open the group, just click on the
group preview. To open the app on its own, click that preview.

= L B Group|File Ex..

L]
_'
&
-

If you use multiple desktops, you can move Snap
Groups to any of the additional desktop areas. Just

open the Task View, and then right click on each of the apps or
windows in the group and choose, “Show this window on all desktop”.
The group will automatically be recreated on the other desktop.

B Microsoft Store

. srch apps Qame . = B d
| A

Snap left
Snap right

Move to

Show this window on all desktops

m
L

e intlation spike a blip?

—

You can find a lot of different settings for how
windows snap in the main settings > System >

Show windows from this app on all desktops

Close

Step 4

Multi-tasking. Click the Snap windows option and a list of different
settings will open. You can also, if you wish, completely turn off
window snapping here, using the slider switch.

System > Multi-tasking

(B Snap windows

Automatically resize and arrange windows on your screen
When | snap a window, show what | can snap next to it

Show snap layouts when | hover over a window's maximise button

[ Show snap layouts that the app is part of when | hover over the taskbar buﬂcmsJ

When | drag a window, let me snap it without dragging all the way to the screen edge

When | snap a window, automatically resize it to fill available space

When | resize a snapped window, simultaneously resize any adjacent snapped window

E__;] Desktops W
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Inside the
File Explorer

Although the File Explorer is much the same as it was in previous versions of Windows,
it’s still worth exploring it further. 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, word
documents and other files, without having to use Search every time, it’s definitely
something you should be familiar with.

File Explorer Toolbar

The simplified Explorer toolbar still
contains all of the tools you need to manage the
different files and folders you can view. Once you
have selected a file or folder in the main pane,
more tools become active. You can also click the
“More menu” button to see additional options
such as Burn to disc and Compress to Zip file.

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 a file 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.

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 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.

www.pclpublications.com
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Inside the File Explorer

Menus Window Controls

You will have noticed by now Almost every window that opens in
that Windows 11 has some fancy new Windows includes these controls. From left to
icons in place of the previous cut, paste, right they are: Minimise, Maximise and Close. In
copy, rename and so on. They may a little Windows 11, moving the mouse over the
getting used to, especially if your muscle maximise button brings up the Snap Layouts
memory mouse finger keeps hitting the panel. Right-clicking on the control bar will show
wrong icon! Don’t worry, though, it won’t you a couple of extra controls, including Restore,
take long to adapt. Move and Size.

7 Search

The familiar Search Bar may look
identical to previous versions of Windows,
however, there’s a lot more going on under the
hood. Windows 11 utilises new search
patterns, making it faster and easier to find
what you’re after.

[L[H Details

Preview Pane
If the preview pane is enabled,
approximately a third of the File Explorer
window 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.

% pexels-narishsltnv-18280318
884 pexels-juan-alvarado-18113138

i—.l"
~' Share

| —

Details

it
/~ Properties

pexels-maria-rosenberg-2171583

Folder View
The two buttons here let you choose
between viewing the contents of the folderin 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.

O
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Show Libraries

Your Libraries in Windows 11 are preset system
folders that are the default locations for your
Camera Roll, Music, Saved Pictures, Documents,

Pictures and Videos. You can easily have these
displayed in the File Explorer. Right-click on any
free area of the Navigation Pane and from the
menu, click Show Libraries. You can then expand
the list of libraries by clicking the small arrow.

The View Tab

The View tab in File Explorer allows you to
completely change how the window looks, how
files are displayed and even whether each item
has a permanent check box next to it. One of the
most useful tools in the View tab is the Details
Pane button. This switches the Preview Pane to
show a list of file details instead. This is
particularly useful if you are looking at images.
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How to Use
File Explorer

You can just use the powerful and improved search feature to find files and documents;
but the new, simplified File Explorer is often a better choice, especially if you are looking
for groups of files or want to preview several files to find the right one.

What Features 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 11 has made some changes, which we’ll take you through here.

There are new icons across all File Explorer
views. And there are a lot more file operations

The way you browse files in Windows 11 is
similar to previous versions of Windows, but

that you can access on the menu at the top of the window
(known as the ‘ribbon’), without the need to use the right-click
menu. This makes it easier to use on PCs with touch screens.

Step 1

File Explorer has been slightly simplified. The main Quick
Access window shows you your most frequently used folders
(after all, how many of us dip into more than five or ten folders
in a day?) and also recent files.

Wirddovws 083 (7 e}

B Geinct  dngle lid Bo et moee wllsemation e hane your clie comtist
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Quich merdis

...............
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Theed Party Irages
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The sidebar also works on the same principle,
and via a new Quick Access feature you can pin
folders or files that you want to stick around. It will also show you
Frequent folders too. You can pin things permanently onto Quick
Access by right-clicking them and selecting Add to Quick Access.

Step 4

Cut, Copy, Delete, Rename and Share, as well as folder control
icons like View and Sort. If you are unsure what any icon does,
just hover your pointer over one to see a label pop up.

The new icons are all fairly self-explanatory if you
have used any PC in the past. There are icons for
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The simplification continues on the This PC

screen. All of the controls are still there, you just
need to click on the More menu (the three dots) in the top bar.
This menu is contextual. For example, select a drive such as C:
and then click the menu to see additional options such as Pin to
Quick access and Properties.

o e & [J » ThisPC »

Windows () 2

@ New I Sort L View
% Home & Clean-u p
A Galtery = Optimise
<1, Format
hpowsetup PerflLogs Program Ugers Windeows DumpStack

@l Desktop ¢» Pin to Quick access

+ Dewnloads .
iz Select all

o] Documents * ~
B2 Select none
PN Pictures . }
= |nvert selection
€) Music
> Properties
B videos & i
81 Options
In Print Wnting A P

Screenshots

Third Party Irmages

v [l This PC
S Windows [C:)
v 3l Network

Bl HPSTI6FA

Sharing files in File Explorer is again a simple
process, click on the Share link and the share

panel will open. The sharing options shown here will vary
depending on which apps you have installed and which

communication features you have decided to set up.
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When viewing some files, such as photos, in File

Explorer, it can be useful to see numerous images
together. This is where the Gallery option, in the left side quick
folders view, becomes very useful. By selecting this option you can
access all the images you have on your device.
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How to Use the File Explorer

You can access just about every folder on your
computer, both system and created folders, from
the File Explorer. There are several folders in the sidebar that are
always shown, including This PC, Network and OneDrive. Right
click on the sidebar to add even more useful folders to this area.
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(0

InPant [ QOpen in new window

Screent &3 Unpin from Quick access
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[J] Copy as path Ctrl+Shift+C
Bl ThisPC % Properties Alt=Eriter
M Networ

B Openin Terminal

£ Show more options
Step 9 If you’ve come from an earlier version of
Windows, you should be familiar with OneDrive.
It’s Microsoft’s cloud storage application and it’s available to
access directly from File Explorer in Windows 11; so you can view
your cloud-stored files just as if they were on your computer.
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You can quickly change how you view files in File
Explorer using the folder view buttons in the

Step 10

bottom-right corner (thumbnail view or detail view). There are
many more folder options, including privacy and view options,
accessed by clicking the More button and then choosing Options.
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Create and
Manage Folders

Despite all of the changes to the Window’s OS, folders have remained 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 11 on a day-to-day basis.

Creating New Folders

It may seem 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.

Step 1 On the desktop, right-click and select New folder Step 3 Double-click any folder to open it and view the
from the action menu that appears. The familiar contents. You can move items into a folder by

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

A Shortcut

| Bitmap image

"

@ DOC Document
[0

0] DOCX Document
oo View ‘ EJ PPT Presentation
W Sort by ¢ @] PPTX Presentation
G Refresh _] Text Document

Paste shortcut XLS Worksheet

“J) Undo Copy Ctrl+Z B8] XLSX Worksheet
*) New y .= Compressed (zipped) Folder
#®] Display settings
4 Personalise

Show more options Shift+F10

You can leave the name as ‘New folder’ if you To delete a folder, right-click on it and select
wish. If you then create a second folder next to Delete from the action menu. You can also click
the first, it will automatically be named ‘New folder (2)’. You can and drag the folder to the Recycle Bin icon on your desktop.
rename a folder at any time by left-clicking on the title once, or Anything in the folder will also be placed in the recycle bin. To
right-clicking and selecting Rename from the menu. move folders around the desktop, just click, drag and drop them.

Delete (Delete)

x U 0 & W

Open
Pin to Quick access

Pin to Start

SRR N |

Compress to Zip file

\.J] Copy as path

Properties Alt+Enter

Show more options Shift+F10
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Managing Your Folders

Create and Manage 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.
Step 1 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.

0 b 8 W

Open

Pin to Quick access
Pin to Start
Compress to Zip file
Copy as path

Properties Alt=Enter

Show more options Shift+F10

The standard (Windows 11) options in the folder
action menu include: Pin to Quick Access, Open,
Share, Pin to Start, Send To, Cut, Copy, Rename and Delete. Some of
these options are shown as new icons along the top of the action
menu. You can see more folder options by clicking that option.

¢ Upload to WPS Cloud
'[.:I Sync and Backup to WPS Cloud

@ Scan with Microsoft Defender...

Give access to

Restore previous versions

Include in library

Pin to Start

Copy as path

) Bluetooth device
Cut i Compressed (zipped) folder
Copy @ Desktop (create shortcut)
Paste = Documents

5ig Fax recipient
Create shortcut

| Mail recipient
Delete

‘ DVD RW Drive (E:) BOOKLET_2_2018

Open the folder and a whole range of further

Step 3 : _
options are available along the top of the new

window. Again, these are a mix of icons and test options. When you
select something in the folder, yet more options will appear, which
vary depending on the type of file you selected in the folder.

Rename
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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 day-to-day use but it is worth understanding them
anyway. Add a few files to the folder and experiment.

€] setas background

. 2 Rotate left
&Drive > Pictures , B ec

Rotate right
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Burn to disc
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If you want to get really deep into managing your

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

Pictures Properties X
[‘D New ~
General Shanng Secuity Previous Versions Customise
v AN » On Objectname: C:\lUsers‘russ\OneDrive'\Pictures Search Pic
Group or user names:
Quick access
a Russ Ware (uss@bdmpublications com)
Gl Desktop » S8 Administrators (DESKTOP-LOBKIF4\Administrators)
i Downloads »
To change pemissions, click Edit Edit I-
i Documents * i
Permissions for SYSTEM Mlow Deny
PN Pictures # Full cortrol
&> Google Drive » Modfy
Read & execute ;
Pictures List folder contents
g Select a file to
Screens Write k elect a file to ]
- - s I - i

To change the icon style (which 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.

Step 6

L

Optimise this folder for:

General tems Change Icon for Pictures Folder »

] Also apply this template to all subfolders Look for icons in this file:

stemRoot%\System32\SHELL32.dll
Folder pictures Browse...
Choose a file to show on this folder icon. Select an icon from the list below:
Chnnse File ... - — .
— | e &
Restore Default ﬁ :
<) o () L ED
Folder icons b [—

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

Change Icon... j
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'Exploring the
‘Windows Settings

The main settings app in Windows 11 has been completely redesigned, making it
much easier to find everything you need to keep your computer working the way you
need it to. You can find the settings app in the Start menu, or open it by pressing the
Windows Key + .

Account & Search

At the top-left of the settings window,
you will see your Microsoft account name and
email address, along with an avatar image (if you

Q System

DESKTOP-LO oKOFA
gatellite Pro R50-B

have chosen one). Clicking this will take you to o o
the settings Accounts page. Below that is a fndaseting
search field, allowing you to look for specific B —
settings within the app.
— S?Stem \a ettt display profile
\ = iin? prightness, night fight, € ﬁ
O gluetooth & devices
. . ork & internet Soud L cound e
Settings Categories W R Q) ogume levels, 0Pt

In the left sidebar are all of the main
settings categories, from System settings to
Windows Update settings. This sidebar remains
visible no matter where you are within the
settings app. Clicking each category heading will
open a list of sub categories.

/ Persona\'taation

& Apps

& couD)
@ AcC

e & 1anguade

L

Quick Info Panel

Along the top of several settings
categories you will see relevant information
about the current settings. For example, at the
top of the System settings, you will see the name
of the PC, Windows Update status and links to
OneDrive and Office365. At the top of the
Network & Internet category, you will see the
currently connected network, data usage and
network properties.

n Settings Sub-categories

This is where you’ll find the individual
settings you can change. Some of the settings can
be controlled using slider switches displayed in
the main sub-category, but most will take you to a
more detailed selection of options when clicked.
Certain details about current settings may be
displayed along the top of the sub-category.
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Exploring the Windows Settings

Privacy & Security System Settings

The privacy settings contains sections for all of the main These are the core settings for your computer.
areas where your privacy may be compromised, including Things like Display, Sound, Power & Battery and
some which might not be obvious at first. Storage can be found in this settings category.

Bluetooth & Devices

Having trouble with your mouse or printer? This
IS where you can access the settings for almost
anything that connects to your computer.

T Network & Internet
OneDrive ) L: ke TS 38 View, connect to and manage your Wi-Fi,
Manage : Network and other Internet settings here. You
can also find a section for adding a VPN, and
setting up a Mobile Hotspot.

. Microsoft 365

BE e benefits

Personalisation

If you want to change how Windows 11 looks,
this is the settings category you need to explore.
Change everything from the desktop background
to the Start menu styling.

Apps

Every app or piece of software you have installed
can be viewed and managed from here. You can
also set things like the default apps, and the

apps that run on startup.

Accounts

Manage your account settings, from your Microsoft
account to your Family Safety, in this section. You
can also find your PC sign-in options here.

Time & Language

No surprise that you can change your computers
time and language settings here. You will also
find settings for speech, typing, auto-correct and
advanced keyboard setup.

It is important to make sure that your Windows computer If you have additional accessibility needs, you can
IS up-to-date with all the latest updates and revisions. Here find lots of settings here to make life easier. From
you can check to see which updates are available to a narrator tool and screen maghnifier, to closed
download and install. captioning and mouse and keyboard settings.

Windows Update . Accessibility
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Using Widgets
In Windows

Widgets are desktop app previews, allowing you to see important information from
Windows apps, without needing to actually open those apps. Widgets are not new, but
the way they are managed and displayed in Windows 11 is new.

Wonderful Widgets

If you are not used to using widgets, you could be excused for hardly noticing they are a part of Windows 11.
But once you do start using them, their usefulness becomes obvious.

Step 1 To open the widget panel, click or tap the button Step 3 The exact widgets available to add will vary,
in the Taskbar (the blue and white square icon) depending on which apps you have installed. As

or press Windows key + W on the keyboard. The panel slides out Windows 11 develops, more widgets are likely to be added here,
from the left side of the screen, and will sit over the top of any possibly from third-party developers as well as from Microsoft. To
other apps or windows you currently have open. add new widgets, just click the + button on each.

i1 Bank of Englar‘rd holds interest rates steady

) Breawing Mews  The Telegraph « 1 hour

+ Discover Following  Watch Play
Pin widgets —_—
1 coterainment Spﬂl“tS
W  Family Safety
fi‘ Game Pass
= e . R 2
MSET " - e aCeans | n Phone Link
Hmw Gu O I_.'rf_'::-:_ A o e @ 10:25 PM ﬂ
MSFT - Packers V97 BN Bills
ey Il & Sports :
,,,,,,, r}t_:r.::ﬂ-e:- '|.. 8 spotify : 22 33 q :
e Steelers Q4S8 s Buccaneers
e MCX - Q Tips \
20 facts you might not know - 4 @ 3 29 .__ﬁ
about "Tiie Shawshaik UKX Wil Jun 1 - Final
Redemption’ Bl F Rams Dolphins
. Sy ! Traffic . gaaas
| AN Watchlist
B Find more widgets
A Qe O l Bae
Step 2 The widget panel is initially split up into three Step 4 After adding widgets, close the account panel
main sections: Widgets, Dsicover, Following, and you will see the added widgets in the panel.
Watch and Play. Scroll down the panel to see more content. At You can move widgets around in the panel by clicking on the top
the top-right is an account icon, which opens a new panel with of the widget and dragging it to the required position. Other
account information and the ability to add new widgets. widgets will rearrange to fit when you do this.
Good afternoon ) - ) ) )
1 Bank of England holds interest rates steady
® Breaking News The Telegraph « 1 hour G '|Z1 ’
Widgets + Discover Following  Watch  Play Discover Following Watch Play
Pin widgets W
e Entertainment $! Games
W Family Safety - Bubble
b o L St
HD
A% Watchlist suggestia G Outlook Calendar )
LYG ~ A Bl Phone Link Daily .08 Angeles
Rising fast MR Commuter PRl
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@ Spotiy e Difference ::; k116m
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== " Q Tips The Mandalorian ' __ & Dwity
----- = 8 Trafiic
AN Watchlist & Shopping
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To remove a widget, click on the Menu button at
the top-right of the widget and choose “Unpin

Widget” from the menu. You may also see the option to change
the size of the widget in this menu. Not all of the widgets will

allow all three of the sizing options.

Widgets

A Starsinsider - 4k

Ever had a near-death
_ _ : experience? Here's what science
EEATIIRETD 53}"5 EIbDLIt it

The Lego Movie (5 ) )
g1 &0 167 ([ 38 o8

ﬁ What to watch next!?

% Watchlist suggestions

LYG ~* I""l\ +2.88%
Rising fast 214
MSFT v e, -240%

———g

Some Widgets allow content editing within the
widget. A good example of this is the To Do

widget. You can create tasks in the widget by clicking the “Add a
task” button, without having to the open the main To Do app. The
task then displays instantly in the widget.

What to watch next?

& To Do

(v Tasks v

=—_

() Go to the gym Add

Relive you

samnl o o odsom on urens

Some of the Widgets allow customisation
through the More Menu button. The Weather

widget, for example, lets you set the default location for the
weather forecast that is shown. The Stocks widget lets you
change which stock prices are displayed, etc.

»° PREMIER LEAGUE 2m ago
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! ‘ £% Leeds United 2000
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prentice, England : :
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Cancel
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Using Widgets in Windows

The news stories further down the Widgets panel
also allow for some customisation. You can click

Step 8

the X to remove a news story, and you can click the More Menu
button to choose to see “More/Fewer stories like this”, or to hide
all stories from that particular news source.

& Shopping

I [-E'Hz-:e = J Following Watch Play
——

e Sky News - 4h

New virus discovered in Pacific
is deepest ever found in Earth's
oceans

Hie Y3 (s

iacl Daily Los Angeles@iiLE

. Times Angeles
Crosswond il g
, Times...

Crossword

Step 9 Clicking on a news story will take you to the
webpage the story is from. At the top of the News

section is a wide panel containing Top Stories. These are the top 6
news headlines. These will change as you like or dislike stories, or
choose different news sources.

[ BY 'tsgreattobe home saysEmr X | =
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B Microsoft Start
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6 The Telegraph

'It's great to be home', says Emma Raducanu
as she returns to UK

Gareth Davies, lom Morgan - Z2h ago

At the top of the Widgets panel are your profile
link, refresh and full screen options. The former

makes the Widgets bar fill the screen and the latter updates on
current Widgets. These options and the profile link cannot be
removed from the Widgets panel, nor can they be moved.
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'Exploring
Microsoft Edge

Edge continues to get better and better, and the latest version in Windows 11 is no
different. You should be familiar with it if you are upgrading from Windows 10, as it
Is basically the same version; but let’s take a look at the newest and best features

of Microsoft Edge.

Browser & Tab Controls
In the top left corner, where you would

probably expect to find them, are the browser
controls. These include the Home button, the Page
refresh button and the Page forward/Page back
buttons. Also in the top corner is the Tab control,
allowing you to set the tabs vertically, or restore
closed tabs. Right-click on the active tab to see
additional options.

Search Fields
There are two search fields in Edge, one at

the top (which is also the address field when viewing
a website), and one which floats at the top or middle
of the start page; depending on the layout you
choose. Use either of these and search suggestions
appear as you begin typing.

Recently Viewed/Favourites
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.

News Feed

The Start screen of Microsoft Edge is also
a news feed. The news feed is provided by MSN and
Is made 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, and click “Content visible” to
choose how stories are displayed.

~
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Favourites Menu

The Hub from the old version of Edge,
which contained favourites, history and a reading
list has gone. Instead, you can access Favourites
and Collections here. The star with a + icon in the
search field is the button to add a new web page to
your favourites.
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Exploring Microsoft Edge

Launch

Remember, if you don’t want to use
Microsoft’s launch page to start using the Internet,
you can change this via the setting to one of your
own choice. Perhaps you prefer the Google
homepage, or maybe you’ve created your own,
unique launch page experience.

Collections

Collections are groups of tabs/web pages
that you can save and then instantly return to using
this button. To save a Collection, click the Tab
Controls button at the top-left, and choose “Add all
tabs to collections”.

Start Page 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.

Notifications

The small alarm/bell icon opens a list of
top news stories. A badge will appear on top of it to
tell you how many new stories are waiting to be read.
As you browse the news feed, Edge will learn what
type of news you like to read and tailor the
notifications accordingly.

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.
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How to Use the
Edge Browser

The latest browser, Edge Chromium, is a significant change to the original Edge browser; and
offers a much better experience. Based on the Google Chrome browser, Edge is focused on
modern web standards, privacy and security and has an impressive feature and tool list.

Get Started with Edge

Edge in Windows 11 feels much less clunky than the previous version and already feels more like the most

popular browsers available, such as Chrome or Firefox.

Edge comes pre-installed with

Installing Edge

from Windows 10 (and were using Edge previously) it should
already be set up and working as normal. If you bought a PC with
Windows 11 installed, or have never used Edge before, it will
require a bit of setup to begin.

C

Browse with Microsoft Edge across all of
your devices

macQOS

Microsolft Edge was designed to feel at
hom on a Mac

B[ o

i0s Android
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Windows 11, and if you have upgraded

During setup, you have the option to import
browser data such as bookmarks and

Edge Setup

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.

Pve O - =mS¥HES
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Depending on the layout you chose
during setup, the start page will either

Start Page Layout

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.
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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
on the Start page if you prefer. When you type in either box, Edge
shows a list of suggestions based on what it thinks you require.
The default search engine is Bing.

Search in Edge

0,

Q|
@ Hi, I'm Bing. Your Al-powered copilot for the web. Get started

A Scouting for Girls
e English rock band

eXmoor Zoo
uninstall steam

mcdonalds im lovin it

mcdonalds lego 2023 h\\
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Educational publishing house
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The browser controls are on the
top bar. On the far left is: Back,
Forwards and Refresh Page (Home button can be added in the
browser settings). On the right are the zoom control, add to
favourites, favourites list and collections buttons. There is also
a More button to open the browser menu.

Browser Controls

O | @ bing-Search

C @ CJ

X [ \» The new Bing — Learn more 5%

https://www.bing.com

= Microsoft Blng = Chat Images Videos

Q Bing )J

Edge Tabs Clicking the + opens a new tab and clicking
the small X closes the tab. To the left of the
tabs is the Tab actions menu button. You can use this to move
tabs to the side of the window (vertically), create tab collections
and restore recently closed tabs. Right-click on any tab to see
additional tab options.

ﬂ | G bing - Search |y Thensw Bing - Leam rmore ¥ 4 Bina

[5 MNew tab to the right

x| [F MNewwmb x| +

S T (5] hitpsy/www.bing.com
Add tab to new group

] : ;
Microsoft B B |
e " (" Refresh

[_EI Duphcate tab

1 Move tab to new window
% Pin tab

(8 Add tab to sidebar

C Mute tab

[0 Send tab fo your devices

>, Close tab

Cloze ather tabs

Close tabs to the right I

Feopen closed tab

E Turn on vertical tabs

=
woami.o | meed to throw a dinner party for 6 people who
g g vegetarian. Can you suggest a 3-course menu 3

Add all tabz to favourites

—

As part of the browser window itself, you
find the Quick Links options on the

Quick Links

right-hand side. From this listing you can access Bing Al Chat,
Quick Search, Shopping, Tools, Games, 365, Outlook, Image
Creator and Drop. You can also add further quick links using the
+ icon, or close this sidebar using the link below.

-_ ] X
D = @ %N 1_1_5*

Other favourites Y
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Secure Tech Advice
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How to Use the Edge Browser

To access Favourites, or bookmarked sites,
click the button directly to the right of the

Favourites

address bar (star with three lines). Clicking it opens a fly-out list, at
the top of which is the option to “Manage favourites”. This opens
the list in @ new page, where you can remove or re-order them.

Favourites

A ﬁ Favountes bar

P || Imported from Chrome

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.

"
4

InPrivate browsing

W a e CCEL SV HSS - a0 _...,'.'.:it

Edge Menu Click the Menu button (three small dots
on 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. It also contains
links to Favourites, Collections, History, Downloads, Apps,
Extensions and much more.

) D f= @ inbiate

(13 |

MNew tab

New window

W O

New InPrnivate window Cirl+Shift+N

Zoom —  100% -+ ¥k

= Favourites
¢/ Shopping

+ Lownloads

{3 Extensions

%+ Browser essentials

— Print

o Web capture

@) Find on page
More tools

¢25  Settings

F

(?) Help and feedback
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Using Bing Al Chat

The use of Al is controversial to say the least (hey, we’ve all seen ‘The Terminator’), yet the inclusion of the
Bing Chat feature directly into the Edge app brings a new, more specific and deeper way to search online.

Ask A Simple Question Having accessed Bing Chat
via the right sidebar, a side
panel opens. First you’re asked to select your conversation style;
Creative, Balanced and Precise. The choice is yours to make
through experimentation, but let’s start with Precise. Now ask
your question in the input bar at the bottom.

LR S A dres i ]
[ Q
@ ﬂ
-
Bing is your Al-powered co- v
pilot for the web
(&
day’s points () *’ Streak count () Choose a conversation style &
0 - %
Creative
pints breakdown » Today's Set > -
Here are some things Bing can help you do ak
Winners
Give me a list of new hobbies | could
pursue with limited free time
i@ Change my default homepage
R B ox i . Wirite a joke that 3 toddier would find
: L ¥ hilarious
Bing s powerad by Al 0 surprises and mistakes are
poszible. Terrms of use | Privacy palicy
Roblox Digital Card
41 of 3,000 points

----g Ask me anything. By
Giltcard 1

074000 e
v &3

Making Edge Work For You

Bing Chat attempts to
answer your question in the

Curating Your Answer

style of your choice. What follows is a detailed breakdown of the
Bing Al’s response to your question. This response links to any
pages or publications referenced, and even poses further
questions inspired by your original query.

) Chat ‘| Compose Insights (4 G X
Microsoft account | Jim Gale .

« Generating answers for you...

Pets can provide much-needed emotional,
social, and physical support for children on
the autism spectrum (ASD). Here are some of
the best pets for an autistic family:

1. Dogs: Dogs are the most popular
therapy animals for autistic children. They
are generally outgoing and playful
buddies that love hanging out with
family members ' . The best dog breeds
for autistic kids include:

l‘ Streak count (@)
Today's Set > © Golden Retriever: This traditional

breed is a top choice for service dogs
of any variety and families with
special needs children, specifically for
children with autism spectrum
disorder £ . They have a happy-go-
lucky personality. combined with a

constant need to please their owners
2

e o Saint Bernard: Despite its large size,

. the Saint Bernard is exceedingly
gentle. They are patient. gentle, and
sweet with small children. making
them an excellent option for families
with autistic children £ .

o Labradoodle: Bred

Learn more: T1of30 ®

1. autismhorizon.com

The direct intergration of linked applications and online accessible features within the Edge browser offers a

unique and almost seemless experience to the user.

On the right sidebar you notice the Quick links option. While
each app is worthy of inclusion, here we look at those we use
on a daily basis. Firstly the Games option, which links the user
to a host of browser-based games, both single and multiplayer,
that are accessed via the Edge browser and require no further
software or downloads to play.
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The Tools option is also highly recommended. With a simple
tap or click, you’re given access to the following software
without stepping out of the Edge app: Calculator, Unit
Converter, Translator, Dictionary, World Clock, Timer,
Stopwatch, Number Converter, OR Code, Random number
generators and a Typing Test. All of these are browser based.




Personalising Edge

How to Use the Edge Browser

Aside from the customisations to the Start page, you can personalise the look of the browser in several

other ways too.

If you have changed the system
theme to light or dark, Edge
should automatically be set to the same. You can, however,
choose the theme for Edge separately to the system theme. Open
the Edge menu > Settings, and click Appearance. Choose the light,
dark or system default theme.

Light or Dark Theme

& ! ::‘FW

micoeaft  windows " numed; 7 days to die robotic

o
Ils, rainforests, caves
fe. And that's just in

AP
Yy

As well as light or dark, Edge lets you choose
from about 15 other theme colours, from

Morning Fog to Mystical Forest. Go to Edge menu > Settings > Appearance
and click on the theme colour you want to apply. This will only apply
colour to the top bar and tabs. It will not override the light/dark setting.

Default Maorning fog loy mint Island getaway LCool breeze Silky pink
Bubblegum Sunny day Mango paradise Dark & stormy Cool clate Moonhght
'!." 1'__-_ . s
:
! i
h "m .
Juicy plum Spicy red
Didn’t find one you want? Discover more themes in the Chrome Web Store
Zoom
Page zoom 100%
Default zoom level for all sites. To see zoom levels for certain sites, go to Zoom levels

Edge Privacy

Microsoft seems to be taking users’ privacy choices seriously
with Edge Chromium, and you now have a much easier way to
control your browsing data and history. The biggest
iImprovement is Tracking Prevention. You can access these
settings in Browser Menu > Settings > Privacy & Services.

You can choose three different levels of tracking prevention:
Basic, Balanced and Strict. These options all block known
harmful trackers, but how personalised content (such as
adverts) is displayed and how well all website features work,
depends on the level you choose. Our advice is to switch to
Strict and then see how it affects your favourite websites. If

you find things are not displayed as they should be, you can
always switch back to Balanced.

| Wwebsites us

The default browser controls
are Back, Forward and Refresh
page. Open the menu > Settings > Appearance and you can scroll
down to see more buttons to add. These include Home (including
option to set the URL), Extensions, History, Downloads and
strangely, a Maths Solver button.

Add Browser Controls

pw.microsoft.com/en-gb/store/b/sale?OCID=AID2200063_5EM_56524aaa22f21feld1c22be7fdbffcod:Gisef_id=56524aaa22f21fefdlic.. 18 1
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Office Windows Surface Xbox Deals Support All Microsoft ~ jo

Top Deal - Save Big on Surface Essential Bundles. SHOP NOW >

Deals

Discover the best Surface and Xbox deals. Enjoy 2-3 days free shipping and returns.
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I o
Just like the previous version, 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.
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dcrosoftedge.microsoft.com/addons/Microsoft-Edge-Extensions-Home?hl=en-GB

‘dd-ons ™ Help ~ Devel

You can view sites that you have blocked from tracking you,
and also allow exceptions if there are sites which you want to
allow to track you.
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Exploring
™ Windows Mail

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 Windows 10, and has now been improved yet again for Windows 11.

New Mail Button

If you are not replying to an email,

but rather starting a new email, you can do
so in a couple of different ways. You can
either click the New Mail button at the top of
the Mail Menu or you can use the Ctrl-N. Both
methods open a new email in the main
window, with a blank recipient field.

Mail Menu

The left-hand menu, which can be
minimised and expanded using the button at
the top of the panel, contains all of your email
accounts (those you have added to Windows
Mail). Click on any of your email account
headers and the individual folders, such as
Inbox and Sent Items, are displayed here also.

Calendar App

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.

Mail Folder

The messages in whichever email
folder you have selected are shown in this
panel. By default, the most recent emails are
at the top of the list. You can change how the
emails are viewed, so that only unread or
flagged emails are displayed, using the
dropdown menu at the top of the inbox.
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Search
The new Windows 11 Mail
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redeveloped background code that
Windows Explorer uses. What this
means is that any searches you conduct
will be quicker, and more efficient than
previous versions of the app.
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Exploring Windows Mail

Mail Settings A Message Format

The settings for the Mail app How messages appear can differ
allow you to easily add accounts, change depending on the type of account you’ve
how emails are displayed when they specified and setup. For example, Google
arrive, whether outgoing emails have a and Gmail emails accounts may look
signature (which can be customised) slightly different to those of iCloud or
added to them, as well as how you are Yahoo!. This is mainly due to the way that
notified of new emails in Windows 11. the different mail providers encode their
messages and delivery systems.

Message Options

In a row along the top of the main
message window are the message 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.

com>

8 Microsoft

n 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.

4] James,

Welcomesgyour Outlook! We're
the email sernvitaCaea ettt o
you conqguer your day. Connect,
organize, and get things done for
free across your devices

Get the free Outlook mobile app

The Outlook apps for I0S and Android are free.
They make using your various email accounts and
calendars simple and consistentl

& App Store

m Main Message Window

When you start a new email or
select an email in one of the mail folders, it
will appear in the main message 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.

Use Word, Excel, PowerPoint, and

OneDrive for free on the web

Do more with Microsoft 365 for free on the web
R A right from within Outlook using your new Microsoft

Account Save all your important photos, videos.
and documents in OneDrive with free storage

C - w¥®H=8 &

1433

=
5 S @) @ 22/09/2023

Customise Mail

You can customise how the Email app looks
in a number of 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”.,
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'How to Set Up
the Mail App

The Malil app has barely changed in the update, remaining a simple and easy way to have
all of your emails in one place. If you have updated from Windows 10, your email should
already be up and running. But if not, here’s how to set up the Mail app in Windows 11.

Setting Up Email Accounts

The Windows 11 email client can be used to view emails from multiple accounts, from your POP3 Internet
provider account, to Microsoft Exchange, Gmail and even Apple’s iCloud.

If opening Mail for the first time, you will be
greeted by a welcome screen, containing a link to

“+Add account”. Click this to open the list of available account
types. You will need the server, password and other information
required for each email account you want to add to Mail.

-

Welcome to Malil

Add your accounts to keep up to date across devices.

® G M

Add account

-~

You can add accounts from many popular providers

Step2 RS ‘
including Google, Yahoo! and Apple’s iCloud. You

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

' Add an account to Mail, Calendar, and People to access your
email, calendar events, and contacts.

Qutlook.com

o® Outlook.com
Outlook.com, Live.com, Hotmail, M5N

B Office 365

Office 365, Exchange
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Click the email account type you want to set up
first. We are going to start with the POP, IMAP

Step 3

option. Enter the email address, sender name and password for
your account. You can get this info from your email service
provider if you don’t have it to hand. Then click “Sign in”.

an accoun

Other account

Some accounts require additional steps to sign in.

Email address

Send your messages using this name

Illiiilli.iol

We'll save this information, so you don't have to sign in every
ume.

T S —
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- o — —— P e
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The app will try to look for the server settings
needed to set this email account up. If it finds
them, you should be finished. If not, you will need to add the
settings manually. If this is the case, click “Cancel” and then
select the “Advanced setup” option in the account list.

Advanced setup

Choose the kind of account you want to setup. If you're not sure,
check with your service provider.

Exchange ActiveSync

Internet email




Choose the relevant option (in our case, this is
“Internet email”), and enter all of the required

Step 5

information; including the incoming/outgoing mail server addresses.

With all of the information added, click the Sign in button. If
everything was entered correctly, that account is now set up.

Internet email account
Send your messages using this name

Incoming email server

Imap.1onos.co.uk

Account type
IMAP4

Qutgoing (SMTP) email server

smtp.ionos.co.uk

o Outgoing server requires authentication

. 2 llea tha cama nicar nama and nacowwenrd far candima anvanl

v Signin X Cancel

m To add an additional account after setting up the
first one, simply click the settings button in the
bottom-left corner of the Mail app window, select Manage Accounts,
and then +Add account. Select the account type and repeat the
steps above to add the second, third or fourth account to Mail.

s | i |

Add an account

All done!

Your account was set up successfully.

Nikita ™~

TOP PAGE ON GOOGLE!
Hello, Hope you are well, |1

Terry Carville
> Order 25566

Many thanks Jim. Look forv 4

=

If you’re adding a Google account, click the option in

the account setup list and you’ll get the 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 before you can continue.

ccounts
Inbox 1 a to edit settings.

D

Checking to
Signin
Mikita Continue to Windows

TOP PAGE O
Hello, Hope [ Emall of phona

_ Forgot email?
Terry Carville
Order 255

Many thanks - :
o continue, Google will share your name, email address,
anguage preference and profile picture with Windows
Belore using this app, you can review Windows's

privacy policy and Terms of Service

Roberto Geji
» Urder Nu
Donekl jue

Craate account

How to Use the Email App

Having more than one email account set up in

Mail can be slightly confusing. To help with
this, the app allows you to Link Inboxes. This puts all of the
emails from your linked accounts into one inbox. To do this,
click Settings > Manage accounts > Link inboxes. Select the
accounts that you want to link.

New mail Inbox

Russ Ware
This is an e
Checking t¢

Accounts

Link inboxes
info e ) _
When you link inboxes from your different accounts, you'll be able 1§
messages from those accounts In one Inbox.

Mikita
TOP PAGE (
Hello, Hope

Folders Linked inbox name

Inbox

Choose inboxes to link:

More

Terry Carvil 4

» Order 25

Viany tha ; i |
POREH Lot You need to select at least two accounts to create a linked inbox. |

Roberto Ge
> Order Nu

e E i J TR P

To manage or delete any of the email accounts
you have set up, click Settings > Manage Accounts

Step 9

and then click on the account you want to manage from the list of
accounts. You can then change the password, account name,
mailbox sync settings, or delete the account from the Mail app.

Account settings

Info account settings
box

E info@bdmpublications.com
Russ Ware
This is an email test!
Checking to see if th

Password

. k‘-i'!l-llill'l-
Nikita

TOP PAGE ON GOO(

Account name
Hello, Hope you are

Info

Terry Carville Change mailbox sync settings

> Order 25566

Delete account

Many thanks Jim. Lc
Step 10 Your accounts are shown in the left sidebar of the
mail app. Select them here to view the different

folders for each account (inbox, sent mail, etc.), if you have not
linked the inboxes. If you don’t see the left sidebar, click the
Expand button at the top-left of the Mail app window.

Inbox - Info

New mail Inbox

Russ Ware
This 1s an email test! 11:13
Checking to see if the email is working ir

Accounts

Info

Mikita
TOP PAGE ON GOOGLE!

Hello, Hope you are well, | was surl

07/09/2021

Terry Carville
» Order 25566

Many thanks Jim. Look forward to 1

TC

Roberto Gejman
> Order Number 25248
DoneEl jue, 29 de jul. de 2021 a la(s
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Using the Mail App

With your email accounts set up, you can now start using the app to send and receive emails. You can also
personalise how the app looks, and start using the advanced features.

Emails will appear automatically in your
inbox as and when they arrive. New emails
will be displayed with a highlight in the list. Click any email in the
inbox list to open it in the main panel on the right. You can search for
emails using the Mail Search field at the top of the inbox panel.

Reading Emails
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Click the New mail button in the Mail app
menu (the + button if the menu is collapsed).
The blank email will appear in the main panel. Enter the recipient’s
address, subject and then write your email text. Basic text formatting
options are available at the top of the email. Click “Send” when finished.

Writing Emails

- [ JE—

CGAMECENTRAL

........

- el [ Welcome to GameCentral

 |alrsd maEminag e s

Responding ldnr Il Whenviewing any email in the
Mail app, you will see a number
of options at the top of the email panel. These include Reply,
Reply All and Forward, etc., (all of the normal email options). Click
reply and you can start typing your reply, with the original email
included above your reply.
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Open the Mail app menu on the left and you will

Mail Folders
- see the Favourites section. The inbox is listed

here as well, but to see more folders, click “More”. Here you can find the
Outbox, Drafts, Sent items, Deleted items and Junk Mail folders. Click
on any of them to see the emails in those folders.
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Email Attachments

Adding file attachments to emails in
the Mail app is easy. Write your email,
and then click the Insert tab at the top. Here you can find the option for
attaching files. Click the link and browse to the file you want to attach.
Click “Open” and a thumbnail of the attachment will appear in the email.
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As well as the button to include
attachments, the Insert tab features a
Picture button so you can insert an image into your email; as
opposed to just sending it as an attached file. Once inserted, you
can select it with your mouse and adjust its size (drag the corners
as you can see in the example shown here).

Inserting Images
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How to Use the Email App

Customise the Mail App

There are several ways to customise the Mail app to better suit your needs, from changing the background
image and accent colour, to adding a signature and the display font.

Background Image The background of the Mail app is Signature The default signature for the Mail app is
set to an image by default. This is

“Sent from Mail for Windows”. The

purely decorative, and can be changed. Open Settings > General. signature is automatically added to the end of your email
Appearence in the Mail app, then scroll to the bottom to see the message, but can be changed or turned off completely if not
different backgrounds available. Alternatively you can switch to needed. Go to Settings > Signature, choose an account/all
Dark Mode from this link. accounts and write your signature in the pane.
. 1
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YEX! App o) (o7l e colour tint on the Mail app menu Notifications You can easily control how you are
(on the left) and the colour of the notified of new emails. Go to Settings >
accents such as buttons and highlights, can also be changed in the  Notifications, and you can control whether notifications are shown

Personalisation settings. Just click a colour block to change it. You  in the Notification center (Action center), if a sound is played and if

can also change the theme of the app from light to dark here, or pinned folders have notifications. As with other settings, you can
use the Windows theme setting. apply to one account or all.
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Email Font The default font for your emails is Calibri Classic Display If you are already familair with a
Body, unless you have changed it in the main Windows based operating system
system fonts options. This can be changed for any and all of your email  you can revert to the classic Outlook email control layout by

accounts. Using the Font and layout customisation features whichare  select the Layout pop up menu by tapping the downward arrow
accessed when sending an email, directly below the New Message bar.  on the right side. Selecting the Classic ribbon option.
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Search In
Windows 11

It’s hard to describe just how much better Search is in Windows 11, than in previous
versions. Microsoft have done a lot to try to match the search functions on offer in rival
operating systems, and the results can be seen in the new search feature.

If you need to search for anything on your

Windows 11 PC, the taskbar search tool is now
the place to do it. The search field in the taskbar from Windows
10 is no longer there. You can also access search through the Start
menu, or by pressing Windows key + S on your keyboard.

''''''''''

e Microsoft Edge

O Tips

Ea Email and accounts

World Rhino Day: Can the
white rhino be saved?

(=) Chat with Bing >

() Chat with Bing about World Rhino Day

é-— Snpping Tool

3 Check for updates

ﬁ Paint

f Themes and related settings

What are some of the successes that have been
achieved in rhino conservation in recent years?

E Calculaton What are some of the organisations working to protect

rhinos and how can people support their work?

[_-._'E] Bluetooth and other devices sett...

B Mail

- File Explorer

2 000 rhunos to be
released

Why their horns
have shrunk called?

What's a group

~A Trending news from the web See more

Ve QDC - mF¥TH=8

In addition to files and folders, you can search for

web results and apps. When you first click in the
search box you will see three tabs along the bottom that let you
choose what to search for; but even if you don’t click one of these,
the search function is smart enough to return results from all.
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> Type here to search

All  Apps Documents Web  More ~ Eﬂ
I ;
. Tﬂp apps Email
R Folders
- a S W
File Explorer Photos Music Mozilla Thunderbird WPS Write
People
Recent luick searches
Photos
N Windows PowerShell (O  Today in history
’ Settings
Videos mﬁ' Markets today

dF Translate

Currency converter
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Search results are displayed in sections (best
match, apps, folders, etc.) so that you know what

Step 3

you are looking at. Apps will be displayed with their icon next to
them. Folders will have a folder icon and images will be shown as
small thumbnails, within the search results panel.

e ] -

£ windows Update settings

All  Apps

Documents Web More

I Best match

~—~ Windows Update settings
| K/

System settings

Apps Wind

B¥ Windows PowerShell >

; | Windows Media Player > 2 Open

Windows Defender Firewall with

Advanced Security

You can further filter the results that have
appeared after you search by clicking on the

titles of the results section in the panel. This lets you filter various

results, even music or video. Suggested search results can be

previewed by clicking the right-facing arrow next to them.
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O web: windowd

Al Apps Documents Web  Maore -

Explore Windows 11 OS, Computl

& More | Microsoft
hitps//www.microsoft.com/en-gb/window

Best match for web

windows
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| ©
Discover the new Windows 11 operating sy}
| Microsoft, which features all the power and

Search the web Windows 10 with a redesigned and refresh¢

O windows 11 - See web results » 1

Get Windows 10
O windows 10 download >

Apps
O windows update >

Microsoft Support
O windows live >

TRENDING CONTENT

O windows 11 download >




Search Settings and Tools

Search in Windows

You have quite a lot of control over exactly how search provides you with search results, and what

iInformation it stores about your search history.

Sometimes web search results may show
content that is not suitable for the younger

Safe Search

audience, which is the reason Cortana also offers search filters. Go
to Settings > Cortana > Permissions and History, and under
SafeSearch, select the search filter that is most appropriate for you.

Privacy & security > Search permissions

To give you relevant results, Windows Search will search the web, apps,
settings and files. To change which files on your device are searched, go
to Searching Windows

SafeSearch

In Windows Search, web previews will not automatically load web results
if they may contain adult content. If you choose to preview web results,
we’'ll apply the following setting:

| Stnct - Filter out aduit text, images and videos from my web resuits

o Moderate - Fiiter adult images and videos but not text from my
web results

( _ ' Off — Don't filter adult content from my web results

Cloud content search

Cloud Search Cloud search is an option introduced in
Windows 10, which allows you to suppress
cloud content on search results. Under Cloud Search, you will see a
toggle that says Windows Cloud Search. This option manages
whether Cortana shows cloud content in Windows Search.

Privacy & security > Search permissions

Cloud content search

Windows Search can personalise your search results by including your
content from OneDrive, SharePoint, Outlook, Bing and other services.

Microsoft account

Allow Windows Search to provide results from the apps and services
that you are signed in to with your Microsoft account

@ o

Work or School account

Allow Windows Search to provide results from the apps and services
that you are signed in to with your work or school account

@ o

This setting allows for the improvement of
on-device search results, whether you are
using an app, settings or another search from any signed on device. If
you prefer that Windows does not record the on-device search history,
you can switch this option off in Settings > Permissions & History.

Device History

Privacy & security > Search permissions

History

Search history on this device

To improve your search suggestions, let Windows Search store your
search history locally on this device.

@ o

Clear device search history

Search history in the cloud

View and delete your search history in the cloud

Privacy dashboard

Include or exclude your web searches from search suggestions

Search History can help to provide better
search results. It can also be turned off,

Search History

just like the Device History. Head in to Settings > Permissions &
History and use the toggle to turn it off. If you click Search History
Settings a browser window opens showing the history.

Privacy & security > Activity history

Jump back into what you were doing on your device by storing your
activity history, including info about websites you browse and how you
use apps and services.

Store my activity history on this device

Review the Learn more and Privacy Statement to find out how Microsoft
products and services use this data to personzlise experiences while
respecting your privacy.

Activity History in the Privacy Statement

Clear activity history

Clear history for russ@bdmpublications.com

Llear

File Explorer Search You can always search for files and
folders in File Explorer as you could
in previous versions of Windows. With the new taskbar search you
won’t need to use this as often as you did, but it’s still there if you
need it. We don’t find it as quick as the taskbar search, though.

mm Microsoft 365 OneDrive

" View benefits Manage

DESKTOP-LO6KSF4
Satellite Pro R50-B
Rename

@ Windows Update

Last checked: 6 hours ago

O Display 5

Monitors, br ghtness, night light, display profile

E.]J']) Sound

Volume |evels, output, Input, sound devices

D MNotifications

Alerts fram apps and system

Windows 11 allows you to
search for settings from within
the Settings app. Open the app and you will see the search box
right at the top, underneath the window title. Possible results are
displayed as you type, just like a normal search, but the results
will only be from settings, nowhere else.

Searching in Settings

T sort 3— View
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Inside the
Calendar App

The Windows 11 Calendar app is a fully integrated planning tool that can be linked up to
your email accounts and easily synced to your other Windows devices. You can add new
events 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 Outlook Q Search
There are two main ways S = How View Hep
to add a new event to your calendar. T e e ——
- : - | =10 i=] ~ f == B p—
You can either click on the date in the ] | &= = _ & O
main window or, if the date you want e o e -

IS not in view, you can click the New Arrange
Event button here. You can then add
an event name, location, and a start

and end date. Give the event a short R Tt L g 29 30
description, especially if you plan to fa ' ek - =t s |
share it with a contact. You can do
that by adding people using the pane
on the right of the Add Event screen.

v July 2025 r 3 > 28 July - 01 August, 2025 ~

/7 8 970 11 12 13
14 15 1, 17 18 19 20

21 22 j23 24 25 2% 21

zﬂ@m

(3 3 d .‘-‘.: -Il-i = q |.- i._ .: -II r

Vv My calendars

Monthly View

No matter which view you
choose for the main Calendar pane -
day, week, etc. - the month preview
always shows a full month. You can
use the arrows above the mini
calendar to skip to different months
and clicking on a date brings that
date into view on the main Calendar
pane. The current day is highlighted
in the Month Preview.

& Calendar

Linked Calendars
Your calendar can be
linked to your email account, which is
shown here. If you are using Gmail for
your email account, and have any
calendars set up in Google Calendar,

these are also shown here. You can M= e AL o o = N -
use the checkboxes to select and - / [ / / f _ f y r F
deselect calendars from showing in == £ £ £°- ¥- rOF RS OR
the main pane; each is colour coded, [ <=~ <<=~ g = ' ' F- F < y' . - ==
so you know from which custom > srasre Fa = r >< o < r v r = r ~ - " ¥
calendar an event comes. = y - - i |

J / *' '
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Calendar Updates

The new Windows 11 Calendar app is one of a
number of apps that Microsoft are actively
updating on a regular basis. Features were
removed and added even in the first few months
of Windows 11’s launch, and there’s more to
come. Whether any of the previous features that
were removed will return is anyone’s guess, as
Microsoft is remaining silent. But, with each new
update, the Calendar gets better, so keep an eye
on it and see how it evolves over time.

1] Discard

L’-‘«dd a titl:

| 01/08/2025 | 17:00 \ ® Alday

l 01/0° /2025 H 17:30 2 4 ‘

- Don't repeat

15 minutes before

~ =

Inside the Calendar App

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 temperature
information is shown for the current
day, along with a few days after.
Clicking the weather symbol opens
the Weather app.

Add Event
Click on any day in the

main 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.

Calendar
Settings

Alongside various customisation
settings, such as the ability to choose
light and dark themes and change
the default highlight 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.

11:56

) 2 30/07,/2025

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.

7
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Dates & Appointments
with Calendar

Digital calendars are no longer the preserve of business people scheduling appointments
via email. With mobile phones now our new diaries, digital calendars are being used by
Increasing numbers of people to organise their busy lives. Welcome to Calendar.

Setting Up Calendars

The calendar can be a great productivity tool. We’ll show you how to set up your calendar, arrange events
and change settings, so your calendar is exactly the way you want it.

Like Windows 11’s email app,
Calendar also enables you to add
multiple accounts; and from different providers too. So whether
you use an Outlook calendar at work or have shared Google
calendars, you can join them all together in the Calendar app.
To Start click on Add Accounts.

Adding Calendars

Tuesday

Add an account b4
28

Suggested

Other account

[; QOutlook.com

Qutlook.com, Live.com, Hotmail, MSN

E Create Free Account
Get a free personal Qutlook email address

Office 365
Office 265, Exchange

Now add the accounts you want
to use in Calendar. You can do

Sign In to Calendars

this at any point you choose via Settings > Accounts. From there
you can easily add an Outlook.com, Exchange, Google or iCloud

calendar; or enter advanced settings for any other calendars you
may have from other providers.

Account settings X
| Today - | Day

~> SeptemB

Fuesday

)8 G russ.ware@gmail.com

Gmail account settings

Account name

bmail X

Change mailbox sync settings

Options for syncing your content.

Delete account from this device
Remove this account from this device.
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You’ll be asked to enable location access
for Mail and Calendar. This is

Allow Location

predominantly for one simple reason - Calendar shows you the
weather for your location each day. You can always revoke access
via the Settings app. Go to Location and you can turn off
Calendar’s access to Location.

] 4
Privacy & security > Location
&
| 1, Mcrosoft n
[ b ettir Learn m
_‘q Location services On ‘}
= Lot apps access your location
ﬂ_ Choods Wwheth apps Can ACCess youl precss Incsthnn On m i
Camera off @
' Desktop &pp Web Viewer of @
- Blossoticoreni® on @D
B v off @
a Microsoft News Off i
n Microsoft Teams On m
ﬂ Uperator messages off @
= 16:24
== O e [ O e B - B ATHDW o @
Lo ot

The calendar settings are fairly
basic, boiling down to adding

Calendar Settings

accounts, changing the appearance and setting the weather
region. The only other settings are the controls to how the
calendars are displayed (First day of week, Days in work week,
Week numbers on/off, etc.).

— ] X

< Calendar Settings

Today - | Day

Wednesday Thursday Friday

Week

Dg H 15°/8° 30 01/10

e 16° / 14°
First Day of Week

Monday v

Days in Work Week

v Monday

v' | Friday




Creating and Managing Events

Dates and Appointments in Calendar

In the Calendar app, the appointments and reminders you add manually are called Events. You can add
multiple events to each day, add emojis and set events to repeat.

The default view when opening the Calendar is the
month view. You can switch to the different views
(Day, Week, Month and Year) using the buttons along the top of the
calendar. There is also a button here to take the view back to the
current day, if you have been browsing future or past months.

= ]
| Today 1Day [~ Week [ Month [&] Year
Friday Saturday Sunday
16°/14°  01/10 b 2 Bl 14°79° 3
8 9 10

Click the New Event button in the top left. Add the
name of the event, a location should you wish to,
plus start and end dates and times. You’re also able to invite people
by email using the field on the right-hand side. This will then insert
the event into their calendar as well.

Home

@

] save i Delete Repeat E]

show as:  Out of office Reminder: 15 minutes

Details People

@ russ.ware@gmail.com - Gmail ~ | invite son

@)~ Gym - Leg Day!

Gmail Sort by Ornginal order

Me
F'J‘ZE.'.-'-..:II":"E-'I.:II‘."-:-||.EI_" T

Location
® russ.ware@gmail.com - Gmail

Start: 29 September 2021 EI 16:30

© Writings and Stuff - Gmail

End: 29 September 2021 57| | 1700 @ Work Schedule - Gmail

nt description @ Deadlines - Gmail

You can also add events by clicking on the
relevant date block (or time block in Day view),
and then adding the event details in the quick event pop-up box. If
you want to see the full, new event screen at this point, you can
click the “More details” link in the quick event box.

28 milo15° 29 & 15°/8° 30

16:30 Gym - Leg Day!

e 16°/14° 01/10 4]

M
o

a
i
WL
Lad

russ.ware@gmail.com - Gmail ¥

() v Event name v All day

5 6 )
® 000 - 1o 00:00
© Location

1 Remind me: 12 hours before ~
|2 13 /

Meeting - Work More details

19 20

You can also choose to set repeat events - just click
the Repeat button in the toolbar when you’re

creating a new event. Check the days you want. You can repeat daily,
weekly, monthly or yearly, depending on what you need to do. You
can even set a date when the repeated events end.

L J

Weekly v Sort by Original order v
| Me
Every | 1 v week(s) on russ.ware@gmail.com
Il day
Mon Tue v Wed Thu
1o
Fri Sat sSun

End: 16 March 2022

You’re also able to assign different colours to
different calendar accounts. Each calendar
account you add will automatically be assigned a different colour.
You can then change this assigned colour by clicking the arrow next
to the calendar name and choosing from the pop out menu.

16:30 Gym - Leg Day!

13 14
16:30 Gym - Leg Day!

v Microsoft account

Fa™ Gmail 20 / a
Y =

— 16:30 Gym - Leg Day!

|v]) russ.ware@gmail.com

Writings and Stuff

27 28

[} Add calendars 16:30 Gym - Leg Day!

= O FOo e m - B

= H &R @
One of the best things about the Windows 11
Calendar app is how admirably it copes with
multiple calendars. So providing they invite your account (or you
invite them), you’re able to easily share events with others. If you do
share, you can set certain events as private, so only you see them.

Iu:Iar

Home

El have ‘_Iil'[ Delete Shiow as: Busy Remmnder; | 15 minutes

Details People

Sort by  Original order
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) ~ Sarah's Birthday - Party at 7

Location

Start: 04 October 202 ] | 1700 - All day Mame
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Getting more
from Copilot

As the use of Al in our daily life slowly increases, Copilot provides an expansive showcase
of how far this technology has progressed since Cortana retired. What follows is our ten
steps to getting the best from Microsoft’s Al assistant, Copilot.

From Set Up to reaching for the stars

As the key part of the 2023 Windows 11 update and the replacement for the rather poor former Windows Al
assistant Cortana, the Copilot app is packed with features. Let’s take a look at our top picks.

When you open Copilot, via the quick launch or

Step 1

In using your Microsoft account. The first time sign in will require a
two stage conformation using your back up email address or via your
mobile phone. Once complete the app opens.

Alt+Space, the application will request that you sign

Hey Jim, how can | help?

o +

Message Copilot

=D o

In the keyboard input bar at the bottom of the app,
notice the “Think Deeper” icon. This link acts a

short tutorial which is recommended for all first time users. This
outlines the core functionality of the Copilot and gives some
examples of key uses and is worthy of your time to explore.

Hey Jim, how can | help?

Think Deeper

Tap into wisdom and deep reflection. Copilot will take about 30
seconds to consider your question from all angles and perspectives.

Help me plan a career path Plan a complex road trip Unpack tough choices Code a whole a

o +

Message Copilot

=D o

Interaction with Copilot is performed via your
voice or direct keyboard input, using the

“Message Copilot” input bar at the base of the Copilot panel. Click
the microphone icon to interact using your voice, you will have to
allow Copilot to use your microphone to use voice input.

# Copilot - Micrasoft Copilot: Your Al companion = 0 x
copilot. microsoft com wants to X
~U« Llse your mecrophones
Allow | Block l
- h.——u-——-———#
L ——
2
- — B —— ™ p—
- - r o - L
—
——r
I
- I'm listening
h e ——
-—IJ ..-
e H’ . —
” —
o —
RS —
g ——
X O @)

Now we’re set up, let’s start using Copilot. One
core area of the app is using it to perform simple

Step 4

operational tasks on your Windows 11 device. For example, if you
ask Copilot about the weather it will give you a detailed view of
the day’s meteorological outlook.

What is the weather going to be like foday?

Today in Featherstone, England, it's going to be partly sunny with a high of 6°C and a low
of =2°C 1. You might want to bundle up if you're planning to be outside for long periods!

Is there anything else you'd like to know about today's weather or perhaps something
else?

1 a.msn.com
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After your initial request Copilot remembers your

choices. The app often asks you a question related
to your request. For example, having elected to send an email,
Copilot offers to draft this message for you, based on the basic
content structure you have provided for you to send.

draft an email regarding going to the beach

on Saturday.

Okay, here's a simple draft for an email about going to the beach on Saturday.

Subject: Beach Day This Saturday!

Hey [Recipient's Name],

Hope you're doing well! A few of us are planning a beach day this Saturday and we'd love
for you to join us. It's going to be a fun, relaxing day with sun, sand, and good company.

We're aiming to get there around [Time], so feel free to bring any beach games, snacks, or
anything else you'd like. Let me know if you can make it!

Best, Jim

Does that work for you?

H &8 0

The more you use Copilot, the better and more
personal the experience becomes. The app is keen

to learn more about you, and asks you questions to build its
knowledge base. For example, ask it about your favourite sports
team and the app asks your favourite player.

Nice choice! How do you think Aston Villa will do this season?

MID TABLE

Solid prediction. They've been showing some promise, but the competition is fierce. Any

standout players you're keeping an eye on?

Ollie Watkins.

Ollie Watkins has been impressive, hasn't he? His work rate and finishing make him a real
asset to the team. Think he'll be the top scorer for Villa this season?

Let’s ask it to write a poem about the Winter by
entering the request into the input bar. Did you enjoy

its work? Let Copilot know by selecting the thumbs up/down options
from the Copy link top-right of the piece, or Copy to move the text to
another document.

write a poem about Winter

Winter's Whisper

Silent falls the winter's breath, As nature dons a shroud of rest. Frozen dreams in frost's

embrace, A franquil spell on earth is fraced.

Snowflakes dance in twilight's glow, Blanketing the world below. Each crystal tells a tale
of yore, Of winter's quiet, fimeless lore.

The winds, they hum a haunting tune, Underneath a silver moon. Trees stand tall, their
branches bare, Echoes of a season rare.

Hearths ignite with warmth and cheer, Chasing shadows, drawing near. In winter's chill,
hearts find delight, In cozy moments, day and night.

| hope you enjoyed this winter's serenade. What's your favorite winter memory?

D +

Message Copilot O

Getting more from Copilot

An area in which Copilot quickly becomes an

essential service is the short question input.
Need a recipe? Ask. Want to compare an iPhone to Samsung
Galaxy smartphone? Ask. Want the latest movie reviews, news,
a store’s opening times or tech support? Ask.

Which is better iPhone and a Samsung Galaxy? ’

Comparing iPhones and Samsung Galaxy phones often boils down to personal preference
and specific needs. Here's a breakdown of their strengths to help you decide:

iPhone:

* Operating System: iO5 is known for its smooth, seamless experience and tight
integration with other Apple products.

* Updates: Apple provides regular software updates across all its devices for several
years.

* Build Quality: iPhones are often praised for their premium build and design.

* App Ecosystem: The App Store has stringent quality controls, resulting in highly
optimized apps.

= Customer Support: Apple's customer service is generally considered fop-notch.

Samsung Galaxy:

= Operating System: Galaxy phones run on Android, which offers a high degree of
customization.

* Variety: Samsung offers a wide range of models, from budget to flagship, catering to
different needs and budgets.

You can also ask Copilot to identify an item,
object or individual from an image. Drag the

Step 9

Image to the input bar and ask, “What is this image?” With this or
any question you can also ask to translate the description to
another language. Copilot then gives its response.

What is the weather going to be like today?

Today in Featherstone, England, it's going to be partly sunny with a high of 6°C and a low
of =2°C 1 . You might want to bundle up if you're planning to be outside for long periods!

Is there anything else you'd like to know about today's weather or perhaps something
else?

1 a.msn.com

.
{5

+  What is this image of? 1

Your interactions with Copilot are displayed as a
dialogue flow, which can be explored using the

Step 10

slider on the right. Once you’ve finished your interaction, ensure
that you have saved any information you want. Please note once
you close the app your conversations will be deleted.

O hat is this an image of?

his is an image of a pug dog sitting down with its tongue hanging out and looking
directly at the camera. The pug has a light tan coat with a darker face and ears. Its large,

round eyes and floppy ears are quite distinctive. The image captures the pug's
haracteristic wrinkled face and expressive eyes, which are hallmarks of the breed.

Pugs are known for their charming personalities and playful nature. Do you have a pug or
are you thinking about getting one? *;
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Windows 11
Keyboard Shortcuts

Keyboard shortcuts are a useful way to speed up navigating your way around Windows,
especially if you are using a laptop with a touchpad. There are literally hundreds to learn,
but here are some of the most useful keyboard shortcuts for everyday use.

Basic Keyboard Shortcuts

Ctri+C Copy the selected item
Ctri+X Cut the selected item
Ctri+v Paste the selected item
Ctri+Z Undo an action
Alt+Tab Switch between open apps
Alt+F4 Close an active item, or exit an app
Shift+Delete Delete item without moving to Recycle Bin
Ctri+Shift+Esc Open the Task Manager

Windows Key Shortcuts

Windows key Open Start menu
Windows key + A Open Quick Settings panel
Windows key + S Open Search
Windows key + C Open Teams Chat
Windows key + Tab Open Task view
Windows key + | Open Windows 11 Settings
Windows key + W Open Widgets panel
Windows key + E Open File Explorer
Windows key +R Open the Run app
Windows key +V Open the Clipboard
Windows key + G Open the Xbox Game Bar
Windows key + N Open Notifications panel
Windows key + X Open a system context menu
Windows key + U Open Accessibility settings
Windows key + L Lock your PC or switch accounts
Windows key + H Open Voice typing control
Windows key + T Cycle through apps on the Taskbar

Windows key + comma Peek at the desktop

Windows key + D Display and hide the desktop

Windows key + Ctrl +D Add a virtual desktop

Windows key + Ctrl + Right Arrow Switch to virtual

desktop on the right
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Windows key + Ctrl + Left Arrow Switch to virtual

desktop on the left

Windows key + Ctrl + F4 Close the virtual

desktop you’re using

Windows key + Home Minimise all but the

active desktop window

Windows key + Up arrow Stretch the desktop window to the

top and bottom of the screen

Windows key + Down arrow Restore desktop windows

vertically, maintaining width

Windows key + plus or minus Zoom in or out using Magnifier

Windows key + Esc Exit Magnifier

Windows Snap Shortcuts

Windows key + Up Arrow Maximise current window

Windows key + Down Arrow Restores window size

Windows key + Left Arrow Snaps current window to the left

Windows key + Right Arrow Snaps current window

to the right

Windows key + 2 Arrow Keys Snaps current window

Into one corner

Taskbar Shortcuts

Shift + click a taskbar button Open an app or quickly open

another instance of an app

Ctrl + Shift + click a taskbar button Open an app as an

administrator

Shift + right-click a taskbar button Show the window

menu for the app

Shift + right-click a grouped taskbar button  Show the window

menu for the group

Ctrl + click a grouped taskbar button Cycle through the

windows of the group




Typing Shortcuts

Ctrl+C Copy the selected item
Ctrl+D Delete the selected item and

move it to the Recycle Bin

Ctrl+R Refresh the active window
Ctrl+V Paste the selected item
Ctrl+S Save document
Ctrl+Y Redo an action
Ctrl+Z Undo an action
Ctrl + Right arrow Move the cursor to the

beginning of the next word

Ctrl + Left arrow Move the cursor to the

beginning of the previous word

Ctrl + Down arrow Move the cursor to the

beginning of the next paragraph

Ctrl + Up arrow Move the cursor to the beginning
of the previous paragraph

Select a block of text

Ctrl + Shift with an arrow key

Windows Keyboard Shortcuts

Ctrl + Shift + greater than (>)

Ctrl + Shift + less than (<)

Ctrl + Shift + A

Ctrl + Shift + L

Ctrl + Home

Ctrl+ End

Movies & TV Shortcuts

Increase font size
Decrease font size
Change to all capitals
Change bullet style
Go to the beginning of the doc
Go to the end of the doc

Alt + Enter

Play fu

Esc

Enter

Spacebar

Leave fu

Alt + Left arrow key

-Screern

Ctrl+T

F7

|-screen
Select what is in focus
Play or pause

Go back

Turn repeat on or off

Mute the sound

F8

Volume down

F9

Volume up

Wordpad Shortcuts

Ctrl+1 Set single line spacing
Ctrl+2 Set double line spacing
Ctrl+A Select all
Ctrl+B Make selected text bold
Ctrl+C Copy a selection
Ctrl+E Align text center
Ctrl+F Search for text in a doc
Ctrl+H Replace text in a document
Ctrl +1 ltalicise selected text
Ctrl+J Justify text
Ctri+L Align text left
Ctrl+N Create a new document
Ctrl+ O Open an existing document
Ctrl+P Print a document
Ctrl+R Align text right
Ctrl+S Save changes
Ctrl+U Underline selected text
Ctrl+V Paste a selection
Ctri+ X Cut selection
Ctrl+Y Redo change
Ctrl+2Z Undo change

Microsoft Edge Shortcuts

Ctrl + Shift + B Show/hide the favorites bar
Ctrl + Shift+D Save all open tabs as favourites to a folder
Alt+D Select the URL in the address bar
Ctrl+E Open a search query in the address bar
Ctrl+F Find on page
Ctrl + Shift +L Paste and search
Ctrl+N Open a new window
Ctrl + Shift + N Open a new InPrivate window
Ctrl+P Print the current web page
Ctrl+R Reload the current page
Ctrl+S Save the current page
Ctrl+T Open and use a new tab
Ctrl + Shift + U Start or stop Read Aloud
Ctrl + Shift +V Paste without formatting
Ctrl+W Close the current tab
Ctrl + Shift + W Close the current window

Take the time to learn your keyboard shortcuts for
Windows 11, and you’ll be opening, closing, moving,
creating and modifying everything on your desktop with

ease. You don’t have to learn them all, but make yourself
familiar with the basics of each app you use, and you’ll be
maximising your workflow in no time.
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Windows 11
Key Feature

& Apps

Want to do more with Windows and its core

features? Excellent, then this is the chapter

for you. Within the coming pages, you'll learn
how to utilise Microsoft’s apps to your best
advantage, and how to get to grips with some
of the more technical aspects of the operating
system. From learning how OneDrive works
through to navigating with Maps, and exploring
Windows’ interesting interactive features,

there’s something for every user here.

\




Exploring the
Microsoft Store

If the Desktop, Widgets, Notifications and new apps weren’t enough of an update for
you, then you’re in luck as Microsoft has also updated and revamped its online Store.

Giving you access to the best apps

and entertainment.

New Look
The Microsoft Store has a
new look to it, in-line with the rest of

the Windows 11 theme and desktop.
You’ll find the Store located by
default in the taskbar.

Categories

Quick access to the main
categories: Apps, Gaming and Films &
TV are available to the left-side of the
Store window. Click each one to be
taken to specific pages where you
can find the latest content.

a Microsoft Store

Library

The Library contains all
the apps you currently have
installed on your system. From
here you can further break them
down into sub-categories such as
Games, Movies & TV, etc. You can
also check their update status, pin
them to the Start or taskbar, and
even open them.

Top Apps

Scrolling down through
the Store will reveal the most
popular, Top Free, Essential and New
content available. Simply click on
one of the tiles, and you’ll be taken to
the content’s Store front.

58
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| ovies, and more
Search apps, games, movies, an

Install
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 and
similar app suggestions; as well as a list of
features and updates. Click the Free, Buy or
Try button to install the software.



Exploring the Microsoft Store

Featured Offers

Periodically, the Store will
feature offers for its users. This could
be a free 30 day trial, or other
download offers. Click on the link to
read more about the offer and then
follow the instructions to take s B

advantage of it.
\ ; 4| Search

If you’re looking for
something specific, then rather than
trawling through the categories, use
the Search function to find it, and
other apps and content relating to it.
The Windows 11 Store search is much
faster than previous versions.

Profile

Clicking your name in the

- | upper-right of the Store window will

. 7 8\ display the profile you’re logged in
W\® / as. From here you can setup payment

methods, redeem gift cards and

manage Windows computers under

) See detals your Microsoft login.

Best ae\ﬁng.ga&;es |
L .

(W

See All
You can click the See All
links throughout the Microsoft Store
to reveal all the apps under a general
=) category, or simply all the ones
Fre o currently available with a special

- - | offer, for example. Drilling down
further can often yield some great
apps and bargains.

Free

App Information

Featured apps will also
scroll horizontally across the screen,
depending on what’s currently
trending, or based on apps you’ve
searched for or installed previously.
Some contain videos, so be sure to
click on them for more information
when they appear.
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How to use the
Windows App Store

The Windows App Store has been updated, and given a refreshed look fresh for Windows
11. It’s now designed to be more efficient and easier to get to the apps you want; and
those that are trending or highlighted by Microsoft.

Go Shopping

With more content, and more to explore, there’s a lot to cover in the Windows 11 App Store. Here’s how it

works, and some of the highlights.
The Windows App Store is located, by default,

Step 1 ) e
within the taskbar. It’s easy to identify, it’s the

carrier bag icon with the Microsoft logo. Click it, and as long as
you’re signed into a valid Microsoft account, it will launch with
the latest trending and highlighted apps displayed.

amazon

music  pluto

Best entertainment o
apps Call of Duty®: Blafk
Bl S e TV.ond i Disngp+ Ops 6 _

|
il ‘

Best selling games >

Let’s run through locating and installing an app

from the App Store. In the Search box, located at
the top of the Store window, enter: VLC. In case, you’re
wondering, VLC is a free, cross-platform media player. In the
Search bar, there will be a number of returned results, click the
VLC UWP entry with the traffic cone icon.

free gamF{

Ll free games

free game

Games Fiims TV Shows

free games

Top free games

'E:j' Explora miow

m Farm Heroes Saga
= Game

o5

Raid: Shadow Legends
Game

=54 Bubble Witch 3 Saga
Gama
King of Puzzles
airme

E Evony: The King's RBeturn
Lad T

— ——

e ]

DcHoosE N B
-i._'t;q

g

ASPHALT

ﬂl fmlpi .

=¥
o
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Step 3 Every app in the App Store will behave in the
same manner: there will be screen shots of the
app along the top, a short description, rating and reviews from
other users, and in the left-hand pane you will find a brief
summary of the app. Also, in the left-hand pane, is a Get button.
To install VLC, click on the Get button.

« [ Microsoft Store castievania &

¥ Warhammer: Chaos & Conquest
W Tilting Point P
f | 46% 661 ratings Role playing + 2 -|1 in-G mh.r & {lrec)

Mighty Lords! Karanak, the Hound of Vengeance, stalks the Old Worid, hunting those
who've e medlihmn s ire. Impress him in battle and acquire his favour to recruit thi..

Screenshots

The information below the Get button will
change, displaying the amount of time left to
download through the number of megabytes (or more) remaining
from the total. When it’s downloaded, there’ll be a brief
installation display, and when that’s done the button will change
to read, Open.

Angry Birds 2
2019 * Rovio Entertainment Oy

4.4 W 5K

Average Ratings

Best bird action game!

Downloading...




Step 5 Click on the Open button and the app will
launch. This will work for most, if not all the
available apps on the App Store. Some may require further steps,
such as signing into a third-party account - the X app, for
example, requires you to have a X account.

I'n;l.* for all operat
we did not find video
M :.n'".l'.l "I"-.:'ll-' Tl whiat :_."-"'IJr"' [aowl. mg for here
SNOWS »
camera roll s

B player Supoor

s a nd reviews

1 and simple

Lod g

Step 6 Sadly, you can’t remove an app via the App Store.
To remove an App Store installed app, locate it
within the taskbar Start button, right-click the app, and select
Uninstall from the list. This will remove the app, and any associated
elements that were installed by the App Store. Anything you’ve
added outside the App Store may remain, however.

Recommended

VLC u Twitter
s? Pin to Start Recently ad)
< Pin to taskbar 9 Skype
Recently a
3 App settings
| ' Windows 1
E ] Uninstall 7or b
X Remove from list

6 David Hayward

You’ll notice that down the left-hand panel of the

App Store Home screen, are a number of
category icons: Home, Apps, Gaming, Films & TV; and further
down the screen, Library and Help. The Home button will return
you to the main Home screen, click the Apps button next.

ﬂ Microsoft Store

Entertainment

Weekly specials:
£4.99 movies

¥ Spe details

New films »

Ly

r
gt

. LY ’

[}

] *
Library »

/Al

Starts at £1.49

GLADIATOR i

How to use the Windows App Store

Step 8 The App category simply removes the Gaming
and Films & TV entries in the Home screen, to
help you find what you’re looking for without unnecessary
content getting in the way. Scrolling down through the Apps
section reveals best selling apps, collections, and specific apps
such as productivity, photo and video editing and so on.

diMdZon

music pluto |

Best entertainment " :
apps "ETFI‘Ix Call of Duty®: Blagk

Ops 6 Join PC &

@ty
@ i

Best selling games >

Step 9 The Gaming category does the same, but
removes the other apps and retains all the apps
relating to games. Again, you can scroll down to reveal top free
games, highest rated, top paid, and special deals that may be
currently running on the App Store. Films & TV is identical in
behaviour, but displays the latest titles to rent or buy.

DEAD BY
DA."!'I.IGHTM

Il 4 e 0 e D E- - ha © “ = B ~ 40 1-l-:-:i.:'-."ll"

Step 10 The Library section will detail all the apps you
currently have installed on your Windows 11
system. These can be further broken down into Apps, Games
and Movies & TV; as well as the apps that are included in
Windows 11 by default. You can also check for any app updates,
and Share the app across other devices.

( All ) Apps Games Movies & TV Included with device
. VLC UWP
= \ideolLAN Apps Purg
English (United Kingdom) Local Experience Pack
M'g *E i iy ! g Apps Moc
icrosoft Corporation
Microsoft To Do: Lists, Tasks & Reminders A M
Microsoft Corporation PPS Oy
- Paint
Microsoft Corporation Apps Mog
OneNote
Microsoft Corporation Apps Mog
v Power Au'tc: mate
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How to Use
Teams Chat

Online meetings have been a big thing recently, so the addition of Microsoft Teams to
Windows 11 makes sense. You’ll need a Microsoft Teams account set up to use the chat
and video meeting tools, but once you have, remote working becomes a whole lot easier.

Setting Up the Teams App

Getting started with Microsoft Teams on Windows 11 is relatively easy if you have a Teams account already
set up, which we assume you do if you are trying to use this app.

Click the Teams Chat icon in the taskbar, or open
the Teams app in the main apps list. If your

Microsoft account email matches the one you use when setting
up your Teams account, the app should automatically detect it,
and log you in to the app after a few moments.

&

Get all your recent chats
at your fingertips

Let's get you set up and ready to use
Microsoft Teams.

-

If the app doesn’t recognise your email address, it
will open the Teams login screen. Here you can

choose an account to sign in to (if any are displayed), or you can
pick another account. If you have yet to set up an account, you can
use the link at the bottom and set one up in the browser.

Welcome to Teams

Chat and collaborate in one app.

Pick an account

RW Russell Ware

russ.ware@gmail.com

RW Russ Ware

russ@bdmpublications.com

Use another account
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Once signed in to your Teams account, the main
app window will open. If you automatically

Step 3

signed in by clicking the Chat icon (step 1), you can access the
Teams app by clicking the “Open Microsoft Teams” link at the

bottom of the chat pop-up window on the taskbar.

Welcome to Teams!

Here are some things to gel you going...

4 T Fa
A =
v — —
- .
I
Meet Now Start a group
Instan ang T
N an i

Get the Teams mobile app

Stay connected across all your devices by downloading the Teams mobile app.

o Invite to Teams Get the mobile app

A -
You can invite people to Teams using the button on

Step 4
the left sidebar. Clicking this will create a link that

you can send to anyone you want to join Teams. You can invite
people to chat by clicking the “Start a chat” button, then entering a
name (if in your contacts), email address (anyone) or phone number.

Invite to Microsoft Teams




Meet and Chat in Teams

How to Use Teams Chat

With Teams set up, you can now easily start or join meetings, or chat with others who are also using
Microsoft Teams. Either from the main app or by using the taskbar tool.

To begin a chat, click the Teams Chat icon in the
taskbar. From the pop-up window, click on the Chat

button. In the new window that opens, enter a contact name, email

address or phone number. Type your message and that person will
receive a notification telling them you want to start a chat.

. .

EWw

You're starting a new conversation

Step 2 Your messages, and the replies, are shown in the
conversation window. You can attach and send
files via the chat by clicking the paper clip icon. If you want to switch
from a text chat to an audio or video call, click either of the buttons
at the top-right of the chat window.

Hello, this 1s me, wanting to chat

This message has been deleted. Undo

Last read

Russell Ware 13:09

Hi, thanks for your message. Shall we set up a

meeting for later

r A "

today?

If you receive a chat request, you will see a

Step 3 BLTEEDA HUESE you |
notification in the main Notification center (Action

center), and a badge will appear on the chat icon in the taskbar.

You can choose to accept or reject the chat request. If you accept,
the message will appear and you can start chatting.

- —

2 D
D

Russell Ware wants to chat with you!

To be safe. preview their messages first.

To start a meeting, click the Meet button. Give your
meeting a name, and you will then be shown several
ways to invite people. These include a link you can send, via Outlook
Calendar, Google calendar or email. Once shared, you can start the
meeting and wait for others to join.

Invite people to join you

Copy meeting link

Share via Outlook Calendar

Share via Google Calendar

Share via default email

m Once you are in the meeting you have controls to
enable/disable the microphone, enable/disable
the camera or set a background blur, etc. To leave a meeting, you
just have to click the red Hang up button. If the meeting host ends
the meeting, you will automatically be hung up from everyone.

You can change the look of the Teams app and

Step 6 [ .
Teams Chat in the app settings. Under Appearance

& Accessibility, choose from light, dark or high contrast themes. You

can also choose to turn off animations, select the app language and
change how you are notified of new chats and meetings.

Appearance and accessibility

Theme

High contrast

Follow operating system theme

Animation

Tum off animations
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Using OneDrive
Cloud Storage

Microsoft’s OneDrive has vastly improved over the years. Where once it was a simple
backup and online storage solution, today it’s now a connected collaborative service,
with many excellent features. All of which make it one of the best cloud services available.

Silver Linings

Here’s a quick guide on how to get the best from your OneDrive service, and how to ensure that your
important data is always backed up and safely stored within that voluminous online cloud.

You can check to see if you have Microsoft’s
OneDrive already loaded on your Windows 11

computer by clicking in the notification area in the bottom-right

of the desktop. You’re looking for a cloud icon. If it’s not there,

simply click the Windows Start button and type ‘OneDrive’. Click
the OneDrive app that appears in the list.

’ jo. ﬂnedrinrel

e Al Apps Documents Web More -

Best match

| OneDrive .
‘ l|.-'||_| l‘__-

Search the web OneDrive

‘-‘N‘h._ App

T — ):’ onedrive - See web results

Folders (6+) - D

Documents (1+) Run as administrator

Photos (8+) Open file location

Pin to Start
Settings (2)

Fin to taskbar

[ Uninstall

Step 2 You may be asked to sign in with your Microsoft
account, follow the instructions, and you’ll notice

that the cloud icon in the notification area may have an extra icon

over it to indicate it’s synchronising with your computer and
OneDrive. If you click it, you’ll notice a flurry of activity, this is
because OneDrive is automatically backing up your files.

Q] OneDrive is updating files...

Processing 10,284 changes

Ultimate Series - Raspberry Pi The ...
PDE Available in Hi Res Pages

1 second ago

How Can a VPN Improve Windows ...
- Available in 27 How can a VPN Improve ...

1 second ago

Ultimate Series - Raspberry Pi The ...
Available in Hi Res Pages

| second ago

How Can a VPN Improve Window
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Step 3 When your current files on your computer have
been backed up, a OneDrive notification will

inform you that OneDrive is up to date. This will also list the files
that have been synced across from your PC to your OneDrive area
in the cloud. You can scroll though the list to view the files synced.

@® OneDrive is up to date

Googlehome.png
Available in The History of Google and A...

1 second ago

GoogleServer.png

Available in The History of Google and A...
1 second ago

GooglelLogo.png
Available in The History of Google and A...

1 second ago

GoogleDomainName.PNG
Available in The History of Google and A...

R N R

Right-click the OneDrive cloud icon in the

notification area. This will bring up a menu; click
on the Settings option within the menu. The OneDrive Settings
menu is divided into several tabs. To begin with, ensure that in
the Settings tab, the first option, Start OneDrive automatically
when | sign into Windows, is ticked. Otherwise, your

auto-backups are pointless.

& Microsoft OneDrive

Settings Account Back up Network Office About

General

B Automatically pause sync when this device is on a metered network

Notifications

B When others share with me or edit my shared items
B When a large number of files are deleted in the cloud

B8 Before many files that I deleted on my PC are removed from the cloud

B When sync pauses automatically

B When OneDrive suggests a new collection of my photos and videos

Files On-Demand



In the Account tab, you can choose to Unlink the
PC with the OneDrive account, Add another

Microsoft OneDrive account (such as your work account), and
Choose which folders will be available on the PC in your personal

OneDrive File Explorer area.

/ o~ -~
/ @ Microsoft OneDrive X

Settings Account Back up Network Office About

OneDrive

21.7 GB of 1,029 GB doud storage used
Manage storage Unlink this PC Privacy Settings

Add an account ]

Choose folders

Folders you choose will be available on this PC. Choose folders

Personal Vault

For security, your Personal Vault automatically locks when you're not actively
using it. Lock Personal Vault after:

20 Minutes v

that will automatically be backed up by OneDrive. You can de-select
these folders whenever you want, but they won’t be available to other
Windows or Microsoft devices when you login to them.

These are the default, important folders on your PC

& Microsoft OneDrive x

Manage folder back up

up ' Selected folders will sync in OneDrive - Personal. New and existing files will be added to
OneDrive, backed up, and available on your other devices even if you lose this PC. Learn
more.
mnect a
. ' .
= v
Desktop Documents Pictures
2 KB Files backed up Files backed up

Stop back up Stop back up

Space left in OneDrive after selection: 1,007 GB

m Unselected folders won't be backed up. You can change this at any time by going to OneDrive

If you close the OneDrive Settings window, and
now open File Explorer, you’ll notice a new

section in the left-hand pane: OneDrive. This is where you can
work with your online files from your PC. They’ll only be available
on demand, but can be made available permanently by
right-clicking and selecting Always Keep on this Device.

In the Backup Tab, click the Manage Back Up button.

. e
» |l Documents . = ) _
Fawourites Y 194052021 08:50 File foldar
» Email attachments : = .
MR Picturr <" 40/2021 10:08 File falder
F ' 4 - i
avourtes Public 31; E EI] [ EI' 15/2021 D850 Elle falder
B Pictures Share 19 Open Enter 15/2021 08:50 File folder
- Pubili %
Sl @ Corya (4 Open in new window 1/2019 11:03 Micrasoft Word D.. 14 KB
PR e ﬁ: Corya E:? Pin to Quick access 2019 11:03 Microsoft Weard DL 14 KB
» I This PC tﬂh Doaow i} Pin to Start 72021 13:00 Microsoft Ward D 11 KB
@5 Doou . g 1/2019 11:02 Microsoft Word D 2238 KB
s wm NEO Storage (D) T Compress to Zip file 0 '
2l Persou Copy as path 0/2021 09:53 Shorteut 2 KB
5 t Matwaork
k] Properties Alt+Entar
g Always keep on this device
¢> Free up space
& OneDrive
M Open in Windows Terminal
R” Show more options Shift+F10

14 items 1 item selected Available when online

Using OneDrive Cloud Storage

If you need to ensure that any file or folder is to
be backed up to OneDrive, they must exist in

either the main Documents, Pictures or Desktop folders within
your user area, or be copied to the OneDrive folder. This will make
sure they’re synchronised with your online OneDrive storage area.

- —

@ OneDrive
(1) New - T Sort - = View -
< » v /N @ > OneDrive »
Name Status Date modified Type
> Quick access
BDM Publications writings o 14/10/2021 09:48 File folder
v @ OneDrive
Crash Covers Ty A 05/10/2021 17:10 File folder
BDM Publicationsy
@l Desktop & 14/10/2021 09:47 File folder
) Crash Covers
= Documents - 14/10/2021 10:08 File folder
> @l Desktop
. Email attachments ) 19/05/2021 08:50 File folder
> ﬁ Documents _
Favourites & 19,/05/2021 08:50 File folder
> __ Email attachments o
E Pictures & 14/10/2021 10:08 File folder
Favourites N ~ .
b Public O R 19/05/2021 08:50 File folder
b Pict
ﬂ e . Shared favorites O A 19/05/2021 08:50 File folder
>~ Public 8 Corya the Warrior Sage 1 a 21/11/2019 11:03 Microsoft Wog

If you again right-click the OneDrive cloud icon in

the notification area, and select the View Online
option, a web browser window will open and take you directly to
your OneDrive storage area in the cloud. This area is available
from any device that’s connected to the Internet.

M @ My hiles - Onelrve

C @

:**  OneDrive

David Hayward + New ~ T Upload ~
1 My files
) Recent
My files
=l Photos
o  Shared
. ——

& Recycle bin

48 | s 0 13 0
BOM Publications writin Crash Covers ) p Jocumenit " Email attachme§
14 Faby 2019 10 Feb 2017 1T gy 10 Fely 200 J 15 hay
— H
N
— ]
l Ll
Corya the Warrior Sage va f VW, Document 1 Do Ldo

From within the online OneDrive view, you can
create files and folders, view image galleries,
move, copy, rename, upload, and most importantly, share any of
the content with others. Everything can be done via the top menu
bar, or by right-clicking each of the files or folders within your area.

Download

% Delete

2 G
T fom vmm

v E__E- Move to

Add to album

. @ Add as cover
AUNTLETZ
el Pl G STET

Version history

1 Details

www.pclpublications.com 65



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.

VME955042 EXT  Not connected Flight mode

|

|

) 2 T > |

|

Focus t Accessibility |

:u

I|

> L& (g I|

'l

Keyboard layout Cast Mobile hotspot |

[= 2

Nearby sharing Night light

.;. e — s ¥

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.

System > Focus assist

Focus assist

focus mssist

Off
Get all notifications from your apps and contacts
Priorty only

~ See only selected notifications from the priority list

Customise priority hist

 Alarms only
~  Hide all notifications, except for alarms

Show a summary of what | missed when focus assist was on

Automatic rules

@ During these times

23:00 - 07:00; Priority only

m When I'm duplicating my display

To stay focused, choose which notifications you'd like to see and hear—the rest will go straight to notification centre where you can see them)
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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.

System > Focus assist > During these hours

Choose when you want Focus assist to turn on

@ o

Start time

23 00

End time

7 00

Repeats

Daily

Focus level

Priority only

|_i Show a notification in action centre when Focus assist is turned on

automatically.
If setting Focus Assist to priority, you can set a
priority list by clicking ‘Customise your list’. Here
you can add or remove specific apps, people or Windows 10
features that notify you. When you turn off Focus Assist (manually or
automatically), a summary of missed notifications can be shown.

System > Focus assist > Priority list

Manage which notifications are allowed. The rest will go straight to
notification centre. Alarms will still work.

Calls, texts and reminders
Show incoming calls, including VolP

Show reminders, regardless of the app used

People

Only apps that support this feature will show notifications from people
you choose, including Mail, Skype, Calling, Messaging and a few others.

Show notifications from pinned contacts on taskbar.

Add contacts

_..I...




Sharing
to Nearby Devices

Focus Assist - Sharing

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

Nearby Sharing

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

your file or webpage, either over Bluetooth or Wi-Fi.

To enable Nearby Sharing, open Settings and

and turn on the Nearby Sharing option. You may be asked to sign
in, or confirm sign in, if you have several accounts associated with
your computer (Microsoft account, email account, etc.).

click on System. Now click on Shared experiences

System > Nearby sharing

@ Nearby sharing

Share files, photos, and links with nearby Windows devices How to improve nearby sharing speed

O o

| My devices only

a Everyone nearby

Save files | receive to
ChUsers\russ'\ Downloads

Your device is discoverable as "DESKTOP-LOG6KSF4"

O Privacy Statement
earby sharing and for what purposes

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.

VMBE955042_EXT Not connected Flight mode

& ) %>

Focus assist Accessibility

|
| ; L (tg1)
|

Keyboard layout

- -G:j |

Night light

Maobile hotspot

Nearby sharing

0

)

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.

J

% Share 1 item S Rotate

Everyone nearby ~

(W

ck access

Nearby sharing

Looking for nearby devices...

Inked|carus-Beta
-Full-Map-Guide
-Reveal-Map-wit

h-Grids-104428...

2021-09-20

Email a contact Find more people

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.

System > Nearby sharing

select Folder

1+ W > ThisPC »

Screens ~ Folders (6)
v @ OneDrive i Desktop
Decuments
3 Downloads
-
» [l This PC B Pictures

» @) OVD RW Drive (E _ s
< Devices and drnives (2)

v '3 Network ==_ 23135350&# (C:) I;J'E m'n:nmrf l[:Ei}T.B-E;Z;F}KLE'LE_ED1E
> [l DESKTOP-LO6K! B64 GB free of 920 GB UDF
» [} DESKTOP-QJDE
» [l TRICKY-PC

Folder:
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Connect Your
Phone to Your PC

You can connect an Android phone to both your Microsoft account and Windows,
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.

Using the Your Phone App

The setup steps for connecting a mobile device to your Windows computer are the same for almost all
compatible Android devices. The app offers additional features for Samsung devices.

Open the main app list from the Start menu and
look for “Your Phone”. Click the app and then click

the “Get Started” button on the screen that opens. You will need to
sign in with the same Microsoft account on both the PC and the
companion app on your phone. Select/sign in to that account next.

F
E Sign in X
started 5 A

Let's get you signed in

Use one of these accounts

N e
Use a different account
\ B Microsoft account
: = Email, phone or Skype

cess to
)s, texts

gn in with another &

Continue

On your Android phone, open a browser window
and go to www.aka.ms/yourpc. You may already

have an app installed that can link to windows called Your Phone
Companion (on Samsung, open the Quick settings and look for
“Link to Windows”). If so, open the app and follow the instructions.

& & L @ O

Pair devices Review permissions All set

On your Android phone, go to
www.aka.ms/yourpc

For Surface Duo and selected Samsung phones,
Your Phone Companion - Link to Windows is
already installed and will open from the link. You can
also access the app from Quick Settings by pulling
down from the top of your device screen and
selecting Link to Windows.

|: | have the Your Phone Companion - Link to Windows app ready

Pair with R coads

Stuick on this page? Troubleshoot ssues with the Your Phone app

m P e HEOCH - §

When asked, click “Pair with QR code” in the Your
Phone app on your computer. A QR code will be

created and appear on screen. On your phone, click Continue and a
QR code reader screen will open. Use this to read the QR code on your
computer screen. After a few seconds the two devices should link.

i X

a" Microsoft

russ@bdmpublications.com
kd

To sign in and link your phone:

1. Open the Your Phone Companion app on your phone.
Or, for select Microsoft and Samsung devices, open Link

to Windows from the quick settings menu.

2. Scan this QR code

le to |

A

)R code f¢
zom on y¢

Step 4 You will need to give the app permission to
access certain things on your phone. These
include contacts, calls, photos and media, and SMS messages.
You can refuse any of these individual permissions and the Your
phone app will still work, just without access to that feature.

l o oM

Finish things up on your phone

We just need a few permissions to display content from
your phone on your PC. Review the requests on your

phone.

2 PoPEocn =P
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Connect Your Phone to Your PC

Step 5 If all is successful, you should now see your Step 8 If you want to be able to see notifications from
phone displayed in the Your Phone app on your your phone on your PC screen, you need to click

computer. There is a new screen displayed on your phone, this on Notifications and then click “Get Started”. Again, you need to
shows the settings for the Microsoft companion app, alongside allow this on your phone settings. Phone notifications will pop up
which Windows 11 computer it is connected. on your PC screen in the same place as other notifications.

MNotifications Clear all

(D J) Focus assist settings

g Your Phone Companion

On

12:24 ~

Your texts, notifications, recent photos, and _ | |
more are available on your computer. '. Your Phone Companion

Try dismissing this on your PC R

via Your Phone

Linked computers

Tuesday 28 September

DESKTOP-LO6K9F4

Connected y September 2021

e

Step 6 Now it’s time to start using the Your Mobile app. In Step 9 To view photos stored on your phone from the
the left-hand sidebar are several different sections. comfort of your PC, click the Photos section.
These include Photos, Messages, Notifications and Apps. Some of Allow access as before, and then wait while the view refreshes.

these need to be set up further to begin using them, follow the You can open them in the Photos app by clicking on them. You
on-screen instructions to do so. can now also delete photos on your phone from the PC app.

ISEiang

You're all set!

Your device is now linked with the Your Phone app.

Stk an this page” Trpubbeshoot tesues with Your Phone

Howdocm- @ AT hw @ oEoecm = @

Step 7 Click on Messages first. When asked, send a Step 10 You can open apps that are on your phone, on
notification to your phone to ask permission to your computer. Click the apps section, then click
access messages (if already given, this opens the messages list). on an app icon in the list. You will need to give permission on your

Your phone messages are now displayed, and you can clickonany  phone to cast to the Windows app, but once done, the app will
to read and reply. You can also create new messages from your PC.  open on your computer screen in a phone screen shaped window.

- D 28 Messages

Last updated on 28/09/2021 at

11:56 S

Apps Which of these is “the boy"?

Last updated on 28/05/2021 at 12:08  Refresh

L‘ . |j" Lipen phone screen
Welcome to EE Up, a new way ; ' _ . i -
Audible Authenticator AVG AntiVin Bitmaop
-

642767638 vesterday
o 9700 s your Microsoft
account venfication code la mujer E
Start a new conversation or select o Hh

249 Friday to reply - Booking.com BOOM Bricks Ball Cn Calendar
. How satisfied were you with the

delivery service provided by you
= - .
O © Q =
e We've noticed your Super .
September claim 15 missing some ‘ Clock Coffea®l i Dig This!

55 6937 2265 Thursday - el hombre
. e Mr Ware, you registered for
Mobile Banking on 23/09 at 1

. . Jetwerk medesging snd LA rates may apply 1
2k J i ot
Troubieshoot issues with messages . DOT Mobilbille...

+ New message

33 Yesterday
Russell's 521 e 1 attachment

2o EOoCEm =P

B o EOoOCE = P
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Learn How to Import
Photos in Windows

Importing your photos to your PC may seem like a very simple task but if you have never
done it before, you can encounter problems. We take a look at importing photos from
your devices; using different methods and tools already included in Windows.

Importing to a Folder

The setup steps for connecting a mobile device to your Windows computer are the same for almost all
compatible Android devices. The app offers additional features for Samsung devices.

The first thing you need to do to import photos

directly from a phone or camera is to connect the
relevant cable to your PC. In almost all cases, this will be a USB
cable of some sort. You will have been supplied a transfer cable
with the device you are using. Plug this into a free USB port.

Normally, when you first plug a device in to your

Step 2 _ _
computer which contains storage of some sort,

Windows will ask how you want to handle the files in that storage.
Scroll down the list to see ‘Open in a Folder’. In some cases,
Explorer will open showing the connected device.

Russell's S21

Choose what to do with this device.

Import photos and videos
Photos

Import photos and videos
OneDrive

Sync digital media files to this device
Windows Media Player

Open device to view files
File Explorer

Take no action
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Now click on the device storage, this may be Phone

and Card on a smartphone, and navigate to where
the photos are stored. This will normally be in a folder called DCIM on
your phone or camera. You can now simply cut and paste, or drag
and drop, images to a new folder on your PC.

Tl Ssort SZ View -

+) New -~

ra T == > ThisPC » Russell'sS21 > Phone »
> if_ Downloads Alarms

> @) Music

> N Pictures Android

% ! Russell's 521
Audiobooks
o === Phone

) n Videos
AudioEditorCutter

> W= T131358600A (C:)

buffer

> @ DVD RW Drive (E:) BOOF
If you have connected your phone and PC using

Step 4 | |
the Your Phone app, you can import images from

your phone wirelessly. Simply open the app, click on the Photos
tab and then browse to the photos you want to import. You can
then choose Save as..., or copy and paste to a folder.

Copy (Ctrl+C)

U copy

[0S I3 Open




Learn How to Import Photos in Windows

Importing to the Photos App

The 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.

the relevant USB cable. If you see the pop-up menu asking

how you want to deal with the storage media you just
connected, ignore it or click it closed.

View by: Date taken

Open the Photos app on your PC. Now connect
your phone or camera to your computer using

The Photos app should have opened up with the

Step 2 _ | _
Collections screen showing. If not, click the tab at

the top to open it now. Along the top of the Collections tab are your
controls: Refresh, Select, Slideshow and Import. Import is the only
one you need to click at this point.

& Onelrnve

0

E—. From a folder

g @ From a connected device

=3
-

::, : iy

1 et
i% |
16

TOU re the director

Step 3 . -
to be imported. If your device is not connected

properly, or the correct USB drivers are not installed, it will fail to find

anything at this point. If you are transferring from a phone or tablet,
you may also have to unlock the screen to continue.

Looking for new photos and videos

0 item found so far

The Photos app will now search for photos available

Step 4 By default, every image detected on your device will
be selected for importing. If you want to import
everything, click Continue. If not, you can use the check boxes on the

images to select those you want to import; use the Clear All and
Select All buttons as required.

Import items

Import to: C\Users\russ\Pictures

Lhange destination

Select:

MNone

Step 5 You can now choose where the imported photos
will be saved. By default, this will probably be
somewhere like C:\Users\YourName\Pictures. Click the ‘Change where

they’re imported’ link to do just that. You can also choose to import
into folders arranged by month or day.

Import items

Select Folder
Import to: C\Users\russ

Change destination

€ v d o @l > ThisPC » Desktop > . & Search D

Select: Organise ¥  New folder

A,

All items (11) Name

Date mod
v Quick access

. BDM Publications Uploads D6/09/202
@l Desktop +* '
Screens 2E ]
+ Downloads #

— Documents #

PN Pictures  #

> Google D #

Click Import. Your image will now begin to

m appear in the Photos app window, within the

Collections section. An album will also be created called Last

Import. Click on one of the images shown to begin editing or
enhancing it with the tools Photos offers.
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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. In
Windows 11 it has been improved, even over the Windows 10 version, 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 simple image management well.

Step 1 Photos shows all of yourimagesin a Step 3 You can manage the main image view All Photos
chronologically displayed timeline of images (All in several ways. The View by menu lets you switch

Photos), with some automatically created collections (Memories) between sorting images by date taken or recently added. On the
and further options below it. You can click on any image to get a opposite side of the screen are the view controls, changing
full-window view of it, allowing you to view, adjust and edit it. between large view, medium view and small thumbnail view.

Tr f' Photos search in &ll PFhotos

All Photos

| @ Al Photos & All Photos

05 August 2020 - 28 September 2023

05 August 2020 - 28 September 2023

R —-:-.'----:'-‘_"-.‘J-:-'. =

1 S P—

Step 2 Along the top of the full image view is a toolbar. m The Folders, accessed by clicking the tab at the
This contains zoom and rotate buttons, an edit left of the main window, enables you to creates
image button and draw button, as well as delete, add to favourites,  groups of photos based on your specific criteria. For example,

file information, save as, resize and several more. You can click the Images that have been drawn on with Windows Ink, or images
Back arrow in the top left corner to return to the main image list. that have been tagged as favourites.

2 Folders

Add a folder
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You can create your own folders by clicking the
“Move/copy” button. You can then select any

Step 5

images in the Photos app you want to add. With all of the images
you want selected, click the Create button and the folder will be
shown in the left panel. You can then rename the folder.

Ia!-' ﬂl." Phﬂtﬂ-E & 1 sehecbed TE._ = haveicopy @) & 1L -.l'l;-

05 August 2020 27 Copy to fol

The Timeline option is another automatically-
created section, that builds collections of images
based on the date they were created. As you begin to add new photos,
Timeline automatically places them and then sorts those images by
the differing dates they were created based on metadata.

You can choose where Photos should look for
Images in the app Settings. Your own Pictures

folder, plus the OneDrive Pictures folder, are automatically included
(if you have OneDrive set up), but you can change this if you store
your images somewhere else; perhaps on an external hard drive.

Select Folder

€ - » Quick access »

Organise «

Folders (7)

This PC

m . Documents

;a This PC

W Quick access

Gl Desktop #

= Downloads
This P

"

Fictures
E TIll: I:l'-\:

>

Pictures
Onelrive

_J:r_ Downloads #

= Documents &

P9 Pictures

Google Drive

RLiss WWare
= ,

%5 Google Drivi #

Pictures

Screens

This PC\Desktop

Screens

v @ OneDrive

Documents Recent files (0)

Pictures

Folder Quick access

Add thes folder to Pictures Cancel

How to Manage and Edit Your Photos

The selected feature, found in the menu at the top
right, enables you to select individual or multiple

Step 8

images. You’ll see the top menu bar changes, and each image has a
tick box appear on it. Click them to choose the images you want. You
can then use the tools at the top (share, copy, add to and delete, etc.).

_

* 3 selected ] @) Move/copy o] [ Tl T

btember 2023

m The final option on the Photos home screen is

Slideshow. This allows you to make videos made
up of multiple images or video clips in your collections. It isn’t the
most powerful video editing tool, but it enables you to create
simple videos with music.

@ All Photos . Vaelected 7 L 2 Moveicopy ] = il T4

05 August 2030 - 28 Septembar 2023

-

To begin making a slideshow video, you first need to

Step 10 . .
select the images you wish to be added to the

Slideshow itself by tagging the tick box on each one. Now simply click
the ‘Start Slideshow’ icon, top right. Then add music by clicking the
musical note icon on the pop-up controller, by clicking on screen.

«.  Exit Slideshow o 00 9 R*
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Editing Images and Videos in Photos

The editing tool in Photos may look deceptively simple, but while this is not for the professional, you do
have a good selection of tools to make your images look better.

Step 4 Moving back to the edit section, at the top of the
toolbar is the Filter button. Click this to enable the
application to Auto Enhance the image itself. Alternatively, you can

apply one of the filters from the listings on the left panel yourself by
selecting it. You can also increase the intensity of the filter here.

Step 1 Double-click an image to open it in Photos. Along
the top of the image are several buttons; click
the Edit button. You see a new window and set of buttons and

controls appear at the top. With all the edits shown here, ensure
to save each as a copy to retain the original.

Step 2 From left to right, these buttons allow you to Crop,
P Adjustment, Filter, Mark Up and Retouch your
images. If you click on Mark-up you can access a selection of options at

the bottom of the page. Make your choice and mark up your image as
you require. You can also delete your last mark - or all of them - too.

A A A > &

Open a new image in Photos and click on the
Step 3 Edit button at the top of the screen. Note; the
image is shrunk down slightly to fit the editing
screen. Now select Crop. With this tool you can adjust the focus
area of an image, using the sliding bars on all four edges.
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Step 5 You can, of course, apply specific enhancements
P yourself using the Adjustment option. Using the

sliders you can edit core areas of your image. You will see the
changes applied to your image directly to the image in real time.
Hit the Reset button in the top-right to undo your changes.
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Moving on to the Re-Touch tool, click this and the
Step 6 cursor changes to a white circle, the size of which
can be adjusted on the left. Place this over the part

of the image you want to remove and click. The app matches what’s
under the spot to the scenery or colour around it, removing it.
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Moving to Video Editing, things get a lot more

shown with a film strip icon on the top-left corner.

in-depth. For this guide we’re going to show you the
must-know basics on how to create your own mini movie. Click on any
video you can access via the Photos app to open it. NOTE: videos are

& All Photos CI Y

05 August 2020 - 03 October 2023

controls displayed at the bottom of the window. You can also

access further controls using the More link. These include Cast to

Device, enabling you to view the video on a networked device.

Your video now autoplays in a new window. You
can view the video clip in this window, using the

COMMECT

[ﬂ] DIRECT -FA-HP ENVY Photo 7100

g | Y] Samsung 4 Senes (32)

A great feature found here is the ability to pull a

Frame option. Using the scroll bar, move through the frames to one
you wish to save and then select the option from the list. You can
now rename and save the image to your choice of location.
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i Bl » ThisPC » Desktop - { Search Desktop F=
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+ Downloads # IMG_25T1 -
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In Print Writing

Hle_rlamg: IB4G 2571 - frame at Omids

Save as type  Jpg

~ Hide Folders
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single image from the video clip using the Save a

How to Manage and Edit Your Photos

You can edit the clip to remove any content you no

longer wish to view by clicking on the Video Trim
option in the top bar. By doing this, your video opens in a new
window; notice there are two large blue icons in the control bar at the
start and finish of the scroll bar.

00 : 16 . 97

T
The blue icon on the left indicates the beginning

point and the icon on the right marks the end.
You can move each individually to create new start and finish
points. When you’re happy with the edited-down version of the
video, you need to save it.

P dx ooodos

When you’ve finished editing an image, you can

click the ‘Save a copy’ button to create a new file
that includes the changes, whilst retaining the original. Or you can
choose ‘Save’ from the pop-up menu, which overwrites the original
image with the version you just edited.

5 Save a frame
Cast to device

Import subtitle file

Choose subtitles/CC »

Choose audio track »
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