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How to Use This Book

Who This Book Is For

This book is for the reader who has never used this
particular technology or software application. It is also
for readers who want to expand their knowledge.

The Conventions in This Book

0 Steps

This book uses a step-by-step format to guide you easily
through each task. Numbered steps are actions you must
do; bulleted steps clarify a point, step, or optional
feature; and indented steps give you the result.

o Notes

Notes give additional information — special conditions
that may occur during an operation, a situation that
you want to avoid, or a cross reference to a related
area of the book.

Repair an

THET-

You can use Photos to improve the look of digital ~ The easiest way to repair an image is to use the
photos and other images. When you open an image  Enhance Your Photo filter, which automatically
adjusts an image’s brightness, color, and clarity. You
can also correct any of these elements manually, as
well as remove red-eye and hide photo flaws.

in Photos, the application bar offers a number of
tools for repairing various image attributes.

Repair an Image

Repair an Image Automatically

@ In Photos, click the image you
want to repair.

Click Edit ().

(2]
&Note: You can also select the Edit-
command by pressing (EIH3.

Photos displays the image
editing tools.

&o Click Filter (8).

O Click Auto Enhance.

@ Click and drag this slider ()
until the image looks the way
you prefer.

@ Photos enhances the image
automatically.

e Icons and Buttons
Icons and buttons show you exactly what you need to
click to perform a step.

QTips
Tips offer additional information, including warnings
and shortcuts.

© Bold

Bold type shows command names, options, and text or
numbers you must type.

G Italics

Italic type introduces and defines a new term.

CcHAPTER
Working with Images

Repair an Image Manually

@ In Photos, click the image
you want to repair.

@ Click Edit (@»0

2024-08-20 Ashbridges Bay

Photos displays the image
editing tools.

© Click Adjustments (E8).

o Use the sliders to repair the
image as needed.

@ Photos adjusts the image
as you move the sliders.

@ Click this
Saves

then click

Photos saves your changes.

@ If you prefer to leave the
original as is, you can click
Save a copy instead.

Can | remove a small flaw in a photo?
Yes. Photos enables you to perform a generative
erase, which replaces an element from the photo

with colors from the surrounding area. To perform
a generative erase, follow steps 1 to 3 in the
subsection “Repair an Image Manually,” click Erase

(). click and set the Brush size, and then click
every part of the flaw until it is no longer visible.

How do | remove a photo’s background?
Follow steps 1 to 3 in the subsection

" “Repair an Image Manually,” click
Background (&), and then click Remove.
Alternatively, click Blur to blur the
background, or click Replace and then
click a color to replace the background
with that color.
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To do something useful with your computer and with Windows, you
need to learn a few basic tasks and techniques. In this chapter, after
exploring the screen, you learn how to put your computer to sleep,

how to restart and shut down your computer, and how to connect to
your network. You also learn how to work with apps, including installing
them, starting them, and switching between and arranging them when
you have multiple apps running. This chapter also shows you how to
uninstall apps.
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Explore the

PC Screen

Before getting to the specifics of working with taskbar. In most cases, the Start button and the
Windows, take a few seconds to familiarize yourself taskbar are always visible. If they do not appear,
with the basic elements of the screen. These move the mouse pointer to the bottom of the
include the desktop, the Start button, and the screen.
@ Desktop Icon O Mouse Pointer (@ Desktop (@) Start Button
An icon on the desktop represents When you move This is the Windows “work  Click Start (g§) to
a program or Windows feature. your mouse, this area,” meaning that itis  start programs and
A program you install often adds  pointer (J3) moves where you work with your  launch many of the
its own icon on the desktop. along with it. programs and documents.  Windows features.

@ Search Icon

Click Search (Q) to
search for items on
your PC or on the
Internet.

@ Taskbar Icons

You use these icons
to launch some
Windows features
with just a mouse
click.

® Taskbar

Icons for the
programs you have
open appear in the
taskbar. You use this
area to switch
between programs
if you have more

? than one running
at a time.

L2 CED Ao@mSaEe gEole
@ Notification Area @ Time and Date @ Notifications
This area displays small icons that notify  This is the current time and This icon tells you whether you
you about things that are happening on date on your computer. To have notifications that you

your computer. For example, notifications display the full date, position have yet to view. Notifications
appear if your printer runs out of paper or the mouse pointer () over the give you information about

if an update to Windows is available over  time. To change the date or what your computer and its
the Internet. time, right-click the time. apps are doing.



Explore the

Start Menu

To get the most out of Windows, you need to and restarting or shutting down your PC — are
know the layout of the Start menu. As its name launched via the Start menu.
implies, the Start menu is your main Windows This section gives you an overview of the Start
starting point. Most of the tasks you perform menu. The tasks you can run via the Start menu are
with W‘”dOWS.— Sl{Ch ds running apps, searching  covered in the rest of this chapter and throughout
your PC, working with your Microsoft account, this book.

O Start Menu © User Account

Click Start (g§) or press (] to open the Start  This icon represents your Windows user account. Clicking

menu on the Windows desktop. this icon displays a menu of user account-related tasks.

O Power Icon

? T g 0 Click Power ((1) to restart
Q PBearch for apps, settings, and documents ’
; ) shut down, or sleep your

w computer.
Pinned All apps > 4

¢ 0 a 8 8 &

Edge Microsoft 365  Outlook (new) Microsoft Store Photos Settings 0 Recommended
Lt This area displays recently
: added apps as well as

B & @ & & 0 PP

O = : ' ; : documents you have worked

Xbox Solitaire & Spotify Paint Microsoft Linkedin 0 . .

Casual Games Clipchamp with recently. Click an item to

launch the app or open the

E i '-3"’ : document. You can also click

Calculator Clock Notepad Snipping Tool  File Explorer More to d1splay a longer list of
recent apps and documents.

Recommended Mere >
Outlook (classic) Publisher .
m Recently added I Recently added G PI n ned
O This area displays apps that
- IMG_5328 AL1356029 g g
Friday at 2:38 PM @ Friday at 1:20 PM haVe been g'lVen d ﬁXEd

position on the Start menu.
Click an app’s icon to launch
the app. You learn how to pin

& 9 Paul M ('30 apps to the Start menu in

Chapter 2.
@ All Apps @ Search Box
Click ALl apps to display the full list of apps You use this text box to search for items on your PC or on
on your computer. the Internet.



Start and Close

an App

Windows. To use an app, you select the one you
want to run from the Start menu.

When you are done with an app, you should close
it to reduce resources and keep the desktop
uncluttered.

To perform tasks of any kind in Windows, you can
use one of the apps installed on your computer.
The application you use depends on the task you
want to perform. For example, to surf the World
Wide Web, you use a web browser application, such
as the Microsoft Edge app that comes with

Start and Close an App

Start an App
€@ Click Start (2g).

The Start menu appears.

Q |search for apps, settings, and documents

O If the app you want appears on
the main Start menu, you can

click the app icon and then ¢ ¢ 2 B &
Sk.ip the rest of these StepS. Edge Mi({:fs;(f;zss Outlook (new) Microsol ft Store Photas Settings
© Click All apps. -3 a & aumn
Casual Games Clipchamp
i . 3
Recommended
O Welcorne toWindows

Pinned

Customer Data
- Jun 12

B

Customers
i Jun 12




Q |search for apps, settings, and documents

All apps

(B

< Back

Spotify
New

TechSmith
New

Terminal

= i

Weather
Windows Backup
System

Windaws Security
System

€ b6

Windows Tools
System

Kk

=

¢

Xbox Console Companion

& -

== Forecast 4

O x

e

Indianapo... @ 31° 3 Want a dark theme? Click here. X

€
Indianapolis, IN, United States @

@

Current weather

Seeing different weather?
®© 1:22PM i -
1 °C sunny
Feels like 36°

There will be mostly sunny skies. The high will be 32°.
=4

Air quality Wind Humidity Visibility Pressure ( Dew point |

= 59 10 km/h 4 46% 16 km 1016 mb 18°
£

©
e

Is there an easier way to locate an app?
Yes, you can perform a search to locate it.
Click Search (Q) on the taskbar and then
begin typing the name of the app. As you
type, Windows displays a list of apps and
other items that match the characters.
When the app you want appears, click it to
run the program.

oG

CHAPTER

Getting Started with Windows

The All Apps list appears.
© Click the app you want.

© To quickly navigate apps
alphabetically, you can click any
letter and then click the letter
that contains the app you want.

@ If the app is in a submenu, you
can click the submenu and then
click the app icon.

The app runs.

) »

Close an App

@ Click Close (E3) or press [10+(7).

Note: If the app asks if you want
to save changes, click Yes to
ensure you do not lose any work.

A

0

Windows closes the app.

How do | navigate the pinned apps?

Some Start menus have two or more s.ﬁ&
pages of pinned apps. To navigate the Casual Games |
pages, click Next Page (w) (€)) and ©
Previous Page (&) (not shown), which Instagram

appear to the right of the pinned apps.
Refer to Chapter 2 to learn how to add
your own pinned apps to the Start menu.




Connect to Your

Wireless Network

If you have a wireless access point and your Most wireless networks are protected with a
computer supports wireless networking, you can security key, which is a kind of password. To
connect to the device to access your network. If connect, you need to provide Windows with the
the access point is also a router that is connected  key. However, after you connect to the network
to the Internet, then connecting to the wireless once, Windows remembers the key and connects
network gives your computer Internet access, again automatically whenever your computer is
as well. within range of the network.

Connect to Your Wireless Network |

@ Click Network ().

© Click Manage Wi-Fi
Connections (B).

mE Qe 2@ o H ~emgue JRNa

@ Windows displays a list of
wireless networks in your area.

© Click your network.

& Wi-Fi

© If the list of wireless networks £ e __
does not appear, you can click s ' b 7] % Logoonis <)
the Wi-Fi switch to On (‘10:1‘ . . Fap = =8 DIRECT-1A-HP Officelet 6960

changes to @) to turn on your
computer’s wireless capability.

=8 GoleafsGo

Note: For home use, the terms T 7 B KPGuest
wireless and Wi-Fi are ;
synonymous.

Largey 2.4

More Wi-Fi settings

Qo€ Bd ~e B EIE L8




LogophiliaB
Secured

3 Connect automatically

Connect

DIRECT-1A-HP Officelet 6960
GoleafsGo

KP_Guest
More Wi-Fi settings

258 PM
a

e @@= 71442024 =

mQeo°ecd
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Q To have Windows connect to
your network automatically
in the future, click Connect
automatically ([ | changes to @).

© Click Connect.

A < WiFi
’r-,?\ LogophiliaB
Secured

Enter the password

You can also connect by pushing the button
on the router.

%@ Logophilias

=N

~n RFIITA?

More Wi-Fi settings

3:07 PM

S o) - 7/4/2024

HaQuoexn

If the network is protected by a
security key, Windows prompts you
to enter it.

@ Type the security key.

@ If you want to be certain that you
typed the security key correctly,
you can temporarily click and hold
Display Password Characters ().

0 Click Next.
Windows connects to the network.

(@ The network icon changes from
Disconnected (€3) to Connected
(#) to indicate that you now have
a wireless network connection.

How do | disconnect from my wireless network?
To disconnect from the network, follow these steps:

@ Click Network (=).
© Click your network.

Click Disconnect. Windows disconnects
from the wireless network.

@
W

< Wi-Fi

’/,:.-‘ LogophiliaB
Connected, secured

Disconnect 0




Put Windows

to Sleep

You can make your computer more energy efficient  In sleep mode, Windows keeps your apps open.
by putting Windows into sleep mode when you are  This is handy because it means that when you

not using the computer. Sleep mode means that return from sleep mode, after you sign in to
your computer is in a temporary low-power mode. Windows again, you can immediately get back to
This saves electricity when your computer is what you were doing.

plugged in, and it saves battery power when your
computer is unplugged.

Put Windows to Sleep
o Click Start (33)-
The Start menu appears.
© Click Power ().

Q Search for apps, settings. and documents

Allapps >

€ 6 2 B8 68 &

Edge Microsoft 365 Outlook {new)  Microsaft Store. Photos Settings.
(Office)

B 4 € &# = 0

Xbox Solitaire & Spotify Paint Microsoft Linkedin
Casual Games. Clipchamp

B @ N % =

Calculator Clock Notepad Snipping Tool  File Explorer

Recommended

OneNote Publisher
Recently added Recently added

Screenshot 2024-07-08 171656 By ‘Autumn Furniture Sale
Yesterday at 517 PM =] Yesterday at 3:29 PM

e -

The Power options appear.

e cl"ick Sleep. Q Search for apps, settings, and documents
Windows activates sleep mode. Pinned A
Note: To return from sleep mode, ¢ 6 2 8 8 &
Edge Microsoft 365 Qutlook (new Microsoft Store Photos Settings
press your computer’s power ¥ o e :
button. B & @ & = M0
Xbox Solitaire & Spotify Paint Microsaft Linkedin
Casual Games. Clipchamp
Note: 7o learn about the Lock g i 3
command, refer to Chapter 10. coase, 11 A R & et
Recommended More >
" g:::l:;eadded :Zi:r\s'added B Lock
Screenshot 2024-07-08 171656 [ Autumn Furniture Sz D Sleep
@ 23h ago “3 Yesterday at 3:28 PM & hirdovn
&) Restart
@ Paul M O
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Restart or Shut Down

Windows

You can restart Windows, which means that it shut off your computer’s power because doing so
shuts down and starts up again immediately. This can cause problems: If you have documents with

is useful if your computer is running slowly or unsaved changes, you may lose those changes; you
acting odd. Sometimes a restart solves the also could damage one or more Windows system
problem. files, which could make your system unstable.
Alternatively, when you complete your work, you Therefore, you should always follow the proper
could shut down Windows. However, do not just steps when shutting down your PC.

Restart or Shut Down Windows

@ Shut down all your running
Q. Search for apps, settings, and documents programS.

o LI Note: Be sure to save your work
¢ ¢ 2 B 8 @® as you close your programs.

Edge. Microsoft 365 Outiook (new)  Microsoft Store Fhotos Settings
(Office}.

Xbox solitaire & spotify paint Microsoft Linkedin g
bl o i The Start menu appears.
& A 5 @ 3 )
Calil ot Clock Mol P sl ) e Cl] Ck Power (o).

Recommended

OneNote Publisher
Recently added Recently added

@ Screenshot 2024-07-08 171656 3 Autumn Fumiture Sale

Yesterday at 517 PM Yesterday at 3:29 PM

The Power options appear.

Q, Search for apps, settings, and documents

e Click one of these commands:
@ You can click Restart to shut

Pinned Allapps >

? 6 =2 &8 A & down and then start your

Edge Microsoft 365  Outlook (new) Microsoft Store Photos Settings
e computer.

4 @ & = 0 )

Gl L e © You can click Shut Down to turn
B F 2 off your computer.

Calculator Clock Notepad Snipping Teol  File Explorer

Recommended Mare >

OneNote Publisher
Recently added Recently added B Lock

@ Screenshot 2024-07-08 171656 ﬁ Autumn Furniture Sz D slesp
X

23h ago Yesterday at 3:29 PN 1) Shutdown0
wo Restart

@ Py 10)
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Install

an App

If Windows does not have an app that you need,
you can obtain the app and then install it on your
computer. You usually obtain apps from the
Microsoft Store, which is an app that is preinstalled
with Windows. Many Microsoft Store apps are free,
but some require a payment using the credit card
you have on file with your Microsoft account.

Install an App |

You can also install apps that are not available via
the Microsoft Store. In this case, you obtain (and
usually pay for) the app on the web and then
download the app to your computer. However, it is
important to only install apps that you obtained
from a reputable and secure site.

€ Click Start (38
© Click Microsoft Store.

@ You can also click Microsoft
Store ().

Note: You need a Microsoft
account to install from the
Microsoft Store.

¢ ¢ 2 @8

Edge Microsoft 365  Outlook (new)  Microsoft Store otos
(Office)

mmmmm
Clipchamp

E.ﬂ*'&o'—‘

Snipping Tool  File Explorer

Publisher

Recently added Recently added

Autumn Furniture Sale

Ei Screenshot 2024-07-08 171656 o Au
48mago =| 2hago

T Y G

The Microsoft Store app appears.
© Click Apps.

Microsoft Store displays the o”
Apps screen, which enables you a
to browse apps by category. i
© Alternatively, if you know the 5
name of the app you want to 0”“
install, you can use the Search e
box to locate the app.
-
0

- 0o x
Search apps, games, movies, and more @ Q e

Minecraft: Java'&
Bedrock Edltlon for PC ,

Included with Game Pa
EA SPORTS FE™

EHHHEH

Top free apps > >

‘Windows Scan
> 3.4 Utilities & tools
Free Free

iTunes
25« Music
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B Microsoft Store o Search apps, games, movies, and more Q 9 = @
it
Homs Creativity apps >
| &
Canva i
Gaming
2 .
= Canva ibis Paint Sketchbook Pro Adabe Photoshop
Arcade
] 47* Free 39% Free 44% s2e58 8% Paid
%
Alub, Top free apps >
iTunes Windaws Scan
25% Music = 34 Utilities & tools
Free Free
&
What's New WhatsApp iCloud
44 % Socia ‘ 2.6 % Productivity
(1
ey Free Free

Productivity anns »

x @ For each category, you can click
the category name to display all
the apps in the category.

Q Click the app you want to install.

& @ Microsoft Store irsicer

Search apps, games, movies, and more Q

Canva

@ Provided and updated by Canva

E EVERYONE

-App Purchazes
E=xE

4.7 %

Average

2K

Ratings

Canwa

Canva is an all-in-one visual communication platform that empowers
the world to design. It’s a simple way to create beautiful presentation...

x © Click Install.

Alternatively, if the app is not
free, you can click the price
button and then follow the
prompts to set up a payment

istibee = method and complete the
Screenshots > p urc h ase.
Windows installs the app.
Work smarter with Create all yc
Canva for Windows with the Car

How do | install software downloaded
from the Internet?

Follow these steps:

€@ Click File Explorer ().

© Open your Downloads folder.
Note: If you saved the downloaded
file in a folder other than Downloads,
use File Explorer to find the

downloaded file. To view a file with
File Explorer, refer to Chapter 9.

The Downloads folder appears.
€ Double-click the file.
The software’s installation app begins.

Note: For compressed files, extract the files and
then double-click the setup file.

O Follow the installation instructions the app
provides.
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