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Introducing Windows 8

Windows 8 is the latest operating system from Microsoft, launched three years after the
successful Windows 7. Unlike recent versions, Windows 8 brings many important changes to
the world of Windows operating systems.

If Windows 7 was made to run on more traditional computers such as laptops, desktops,
or netbooks, Windows 8 was made to run on a wider variety of devices. It can also be used
successfully on tablets, computers with touch screens, and hybrids that combine the versa-
tility of a laptop with the mobility of a tablet.

If Windows 7 was an incremental update to Windows Vista, Windows 8 is a re-imagination
of the Windows experience. It brings to the table many new features and improvements
and, most of all, a new user interface inspired by the work Microsoft did on the Windows
Phone platform. The new interface is designed with touch-compatible devices in mind, but
it also runs perfectly on computers with traditional mouse and keyboard input.

Windows 8 also adds support for ARM processors, used in today's smartphones and tablets.
It is the first time Windows can be used on processors other than those made by Intel or
AMD (x86 architecture).

If you have read about Windows 8 or you have seen it in action, you know that there are
many new things to learn, even if you are familiar with Windows 7. In this book, you'll learn
not only which are the most important changes Windows 8 introduces but also how to use
the most important tools and features so that you are productive and feel at ease as soon
as possible.

Windows 8 Features by Edition

There are three main editions of Windows 8: Windows 8, Windows 8 Pro, and Windows

RT. Consumers can purchase the first two from stores selling Windows 8. Windows RT is
available only pre-installed on PCs and tablets powered by ARM processors such as those
used in today’s smartphones and tablets; as a consumer, you can't purchase Windows RT
separately and install it on your own computer or device. A Windows 8 Enterprise edition is
available only to large businesses.

Windows 8, Windows 8 Pro, and Windows 8 Enterprise are available in both 32-bit and
64-bit editions.
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The key features of each edition of Windows 8 are included in the following table.

Feature name Windows 8 Windows 8  Windows
Pro RT
Upgrades from Windows 7 Starter, Home Basic, X X
Home Premium
Upgrades from Windows 7 Professional, Ultimate X
Start screen, Semantic Zoom, live tiles X X X
Windows Store X X X
Apps (Mail, Calendar, People, Messaging, Photos, X X X
SkyDrive, Reader, Music, Video, etc.)
Microsoft Office (Word, Excel, PowerPoint, X
OneNote)
Internet Explorer 10 X X X
Device encryption X
Connected standby X X X
Microsoft account X X X
Desktop X X X
Installation of x86/64 and desktop software X X
File Explorer X X X
Windows Defender X X X
SmartScreen X X X
Windows Update X X X
Enhanced Task Manager X X X
Switch languages on the fly (Language Packs) X X X
Better multiple monitor support X X X
Storage Spaces X X
Windows Media Player X X
Exchange ActiveSync X X X
File history X X X
ISO / VHD mount X X X
Mobile broadband features X X X
Picture password X X X
Play To X X X
Remote Desktop (client) X X X
Reset and refresh your computer or device X X X
Snap X X X
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Touch and Thumb keyboard X X X
Trusted boot X X X
VPN client X X X
BitLocker and BitLocker To Go X
Boot from VHD X
Client Hyper-V X
Domain Join X
Encrypting File System X
Group Policy X
Remote Desktop (host) X

Windows 8 Enterprise provides all the features in Windows 8 Pro and additional features to
assist with IT organization (Windows To Go, AppLocker, App Deployment, and so on). This
edition is available only to Software Assurance customers.

Minimum System Requirements

To run Windows 8, Microsoft recommends using a computer or device that has at least:

® 1 GHz or faster processor

® 1 GB RAM (32-bit) or 2 GB RAM (64-bit)

® 16 GB available hard disk space (32-bit) or 20 GB (64-bit)
® DirectX 9 graphics device with WDDM 10 or higher driver

However, this is the bare minimum required for Windows 8 to run, and there are a few
caveats you need to be aware of:

® Windows 8 apps have a minimum 1024 x 768 screen resolution. If you attempt to run
the new Windows 8 apps with less than this resolution (e.g., 800 x 600, 1024 x 600),
you'll receive an error message.

® To use the snap feature with the new Windows 8 apps, you must have a minimum
resolution of 1366 x 768. Therefore, it is best to use Windows 8 on a display that has
at least this level of resolution. The higher the maximum supported resolution, the
better.

® Using Windows 8 on a single-core processor running at 1 GHz is possible but won't
be a great experience. Using at least a dual-core processor running at 1 GHz (proces-
sors that were sold from 2006 onward) is recommended. Windows 8 is optimized
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to work better than Windows 7 with modern processors. Therefore, the newer the
processor, the smoother the experience.

® Using the 32-bit version of Windows 8 on a system with 1 GB of RAM will work, but
the experience won't be great. For a smooth experience, using at least 2 GB of RAM,
regardless of the Windows 8 version you are using, is recommended.

® The 16 GB or 20 GB (depending on the version) of space you must have available on
your hard disk is the bare minimum for installing and using Windows 8. If you plan
to install many apps and games, having at least 25 GB or more for the partition on
which Windows 8 is installed is recommended.

® Using Windows 8 on solid state disks (SSDs) instead of traditional hard drives will
provide a huge performance increase. You will enjoy the fastest start procedure ever
experienced with a Windows operating system. Also, the apps and games will launch
much faster than with traditional hard disk drives.

If you plan to install Windows 8 by yourself, read Appendix C, “Installing and Upgrading
to Windows 8." It provides clear, step-by-step instructions for installing and upgrading to
Windows 8.

What's Different from Windows 7?

xviii

The list of differences is long and starts with many differences that are not visible at first.

First of all, Windows 8 was designed to be slimmer and lighter than Windows 7. Its aim is to
work on a multitude of devices, including desktops, laptops, hybrids such as the Microsoft
Surface (half-laptop and half-tablet), or tablets. That's why the core of Windows 8 is lighter
than that of Windows 7. This means faster start and shutdown times—incredibly fast when
using SSDs. A start in five seconds is very feasible with Windows 8 on a fast computer. A
shutdown in three seconds is also possible.

Windows 8 also runs better on newer hardware components. For example, it is able to
deliver better performance on newer processors than Windows 7 can.

It supports touch displays, implemented at a level never seen before on Windows operating
systems. Windows 8 can run on touch-compatible devices as small as 10.6 inches wide or on
huge 82-inch touch displays, and it provides better support for using multiple displays.

There are also many visible changes when compared to Windows 7. This book covers only
the ones the authors consider most important.
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A NEW LOCK SCREEN AND NEW LOGON PROCEDURE Windows 8 can be set to
display useful data on the Lock screen, and you can log on using new methods (PIN
or picture password), not just with your user account password.

THE START MENU HAS BEEN REPLACED BY THE START SCREEN Unlike the Start
menu, the Start screen uses all the available screen space to display shortcuts to
installed apps. It can also be set to display live data from your most used apps. Search
works faster than from the Start menu, and it can be used very easily with touch-
compatible displays.

WINDOWS STORE This a new feature that provides a one-stop shop for finding,
purchasing, and installing apps and games.

NEW WINDOWS 8 APPS These are delivered only with Windows 8. They provide
easy access to your mail, calendar, social networks, photos, music, videos, and so on.

INTERNET EXPLORER 10 This version of Internet Explorer has received many
enhancements. It is the fastest, safest, and most standards-compliant version of
Internet Explorer ever made.

LOG ON WITH YOUR MICROSOFT ACCOUNT You can use Windows 8 with your
Microsoft account and synchronize your data and settings automatically across
Windows 8 computers and devices.

A NEW FILE EXPLORER This much improved version of Windows Explorer (as named
in Windows 7) includes a ribbon-based interface for easy access to all the important
functions, and file copying has been improved from Windows 7.

ENHANCED WINDOWS DEFENDER This version now provides complete antivirus
and antispyware protection.

A NEW TASK MANAGER Task Manager has been dramatically improved. It is not
only easier to use but provides more useful functions for managing your system,
apps, and available resources.

SWITCH LANGUAGES ON THE FLY Unlike Windows 7, with Windows 8 you don't
need to purchase a special version to install a new display language. You can switch
between them on the fly in all versions of Windows 8.

WINDOWS MEDIA CENTER It's been removed in Windows 8 and is available as an
additional purchase.

FILE HISTORY This is a new feature that provides an easy way to make automated
backups of your data.
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®= ENHANCED PARENTAL CONTROLS The parental controls in Windows 8 offer many
improvements from their Windows 7 counterparts.

This list is by no means complete. To discover all the new features in Windows 8, read this
book and experiment with all the new things Windows 8 has to offer.

Which Edition of Windows 8 Should | Buy?

The answer depends on how you plan to use Windows 8. If you are a casual user who needs
to browse the web, use productivity applications, play games, watch movies, and view pic-
tures, then the basic Windows 8 edition will work just fine.

If you are a more knowledgeable user who wants to use more advanced features such as
BitLocker encryption or make Remote Desktop connections to your computer, Windows 8
Pro is a good choice. For small businesses that don't need an expensive enterprise version,
the Windows 8 Pro edition is a very good choice.

The next question worth clarifying is: 32-bit or 64-bit? If you plan to use Windows 8 on an
older computer with less than 4 GB of RAM, the 32-bit edition works just fine.

However, on newer computers, you should always use the 64-bit edition. You get a bit more
performance and security, but most importantly, you get support for large amounts of
RAM. The 32-bit version cannot manage more than 34 GB of RAM memory. If you plan to
use more than that (such as for playing games), you should use the 64-bit edition.

Let's Get Started

Welcome to Windows 8 Step by Step. After reading this book, the authors hope you will
agree that this book is the best guide for learning how to use Windows 8.

Who This Book Is For

XX

This book is for people new to Windows 8 and Windows 8 apps as well as for those upgrad-
ing from previous versions of Windows to Windows 8.

It's assumed that this book's readers are familiar with earlier Windows operating systems.
Although the readers are new to Windows 8, they are not new computer users. They are
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familiar with the basics of using a computer, using a mouse and keyboard, opening, view-
ing, and saving files, switching between windows, finding content, and so forth.

What This Book Is About

This book is about Windows 8. It covers all the important things you need to learn about
this operating system so that you can be productive when using it.

It starts with setting up Windows 8 for the first time and exploring the new Start screen.
Each chapter covers more advanced information and considerations such as how to
purchase Windows 8 apps, use the new Windows 8 apps, browse the web with Internet
Explorer 10, connect to a network, share files and folders, and prevent problems with your
Windows 8 computer or device. This list is by no means complete; many other topics are
also covered.

The book ends with a list of 20 useful tips and tricks that will improve the experience of
Windows 8 and a few appendixes useful to people who like to do things by themselves such
as installing or upgrading to Windows 8.

Acknowledgments

We would both like to thank Kenyon Brown and the team at Microsoft Press for making this
book possible. It was a lengthy project with lots of work, but the result was worth it. We are
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Modifying the Display of the Ribbon in
File Explorer

The goal of the Windows 8 File Explorer environment, available on the desktop, is to make
finding, sharing, organizing, and working with Word documents, music files, pictures, vid-
eos, and other data as intuitive as possible. In addition, from File Explorer, you can easily
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access data stored in your homegroup, data on other drives connected to or part of your
computer, and any data available to you on your network.

You access data in File Explorer by selecting the desired folder or location in the Navigation
pane, on the left side of the File Explorer window, and then selecting the desired file(s) in
the content area on the right. With a folder or file selected, you can then use the ribbon to
manage that data. The ribbon contains tabs and groups to help you perform tasks on the
data you select.

Ribbon Tabs Ribbon Groups

7r Fovorites [ Farmhouse
B Desktap [ac]sheep
& Downloads

U Recent places

i Libreries
| Documents
& Music
| Pictures

B videos
o Homegroup
BT Joli Ballew
PP Mis. Weshingten

1% Computer

i Network
% GATEWAY

Navigation Pane

Commands are organized on task-specific tabs of the ribbon and in feature-specific groups
on each tab. Commands generally take the form of buttons and lists. Some appear in
galleries. Some groups have related dialog boxes or task panes that contain additional
commands.

Throughout this book, we discuss the commands and ribbon elements associated with the
program feature being discussed. In this topic, we discuss the general appearance of the
ribbon, things that affect its appearance, and ways of locating commands that aren't visible
on compact views of the ribbon.
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TIP Some older commands no longer appear on the ribbon but are still available in the
program. You can make these commands available by adding them to the Quick Access
toolbar, located just above the tabs on the ribbon by default, although it can be moved.

Dynamic Ribbon Elements

The ribbon is dynamic, meaning that the appearance of commands on the ribbon changes
as the width of the ribbon changes. A command might be displayed on the ribbon in the
form of a large button, a small button, a small labeled button, or a list entry. As the width of
the ribbon decreases, the size, shape, and presence of buttons on the ribbon adapt to the
available space.

For example, when sufficient horizontal space is available, the buttons on the View tab of
the File Explorer window are spread out, and you can see all the commands available in
each group.

Drop-down list

Small labeled button Large button

i

by et | e oo
\ View  manoge  hanage
a 'wnm Exi Large icons 3 Medium icons I\ Group by = b mem eneck oxes
2 n: ] Vil
b - | som g
. 2 Tes sl [l

[ 2 oetas

If you decrease the width of the ribbon, small button labels disappear and entire groups of
buttons hide under one button that represents the group. Click the group button to display
a list of the commands available in that group. Depending on the content of the ribbon
you're working with, you might also see small unlabeled buttons or a scroll arrow.

Library...

Home Share View Manage
2= e[z =
0| 22 =)@
Panes Views Current Show/ Options
= = view~  hide v =

La|l:ut

Group button
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Changing the Width of the Ribbon

The width of the ribbon depends on the horizontal space available to it, which depends on
these three factors.

® THE WIDTH OF THE PROGRAM WINDOW Maximizing the program window
provides the most space for ribbon elements. You can resize the program window by
clicking the button in its upper-right corner or by dragging the border of a window
that isn't maximized.

TIP On a computer running Windows 8, you can maximize the program window by
dragging its title bar to the top of the screen.

® YOUR SCREEN RESOLUTION Screen resolution is the size of your screen display
expressed as pixels wide by pixels high. The greater the screen resolution, the greater
the amount of information that will fit on one screen. Your screen resolution options
depend on your monitor. At the time of writing, the lowest possible screen resolution
was 800 x 600. The highest resolution depends on your monitor and your computer’s
display capabilities. In the case of the ribbon, the greater the number of pixels wide
(the first number), the greater the number of buttons that can be shown on the rib-
bon and the larger those buttons can be.

On a computer running Windows 8, you can change your screen resolution from the
Screen Resolution window of Control Panel. You set the resolution by dragging the
pointer on the slider.

L Screen Resolution - g

B+ ControlPanel » Appesrance and Personaliation »+ Display » Sereen Resolution [ @ | | SemchControt Ponai »

Change the appearance of your display

=

Display: 1.AIDLED v
Resalution: 1520 x 1080 (Recommended) v

Orentation: 9
1920 x 1080 (Recommended)

1600 900
Make

oK Caneel Apply

1024 % 788

Xxiv Introduction



® THE DENSITY OF YOUR SCREEN DISPLAY You might not be aware that you can
change the magnification of everything that appears on your screen by changing the
screen magnification setting in Windows. Setting your screen magnification to 125
percent makes text and user interface elements larger on screen. This increases the
legibility of information, but less fits on each screen.

On a computer running Windows 8, you can change the screen magnification from
the Display window of Control Panel. You can choose one of the standard display
magnification options or create another by setting a custom text size.

& %
(£) = = 1 B, ControlPanel » Appearance and Personalistion » Display v | | Semch Controt Panel F
Control Panel Hame

Change the size of all items

Adiust resolution Wou can make text and othes tems on the desktop bigger by choosing one of these options. To temperanly
enlerge just part of the screen, use the Magr e tool.

% Calibrate color
Change display settings ) Smaler - 100% (default)

Adjust Clear Type text =
® Medium - 125% .

i .

.

- Larger - 150% =

4 Some items might not ft on the sereen if you choose this option. You'llalse lose any [ appiy
changes you made to the ted size. o

Personalization

Devices and Printers

The screen magnification is directly related to the density of the text elements on
screen, which is expressed in dots per inch (dpi) or points per inch (ppi). (The terms
are interchangeable and, in fact, are both used in the Windows dialog box in which
you change the setting.) The greater the dpi, the larger the text and user interface
elements appear on screen. By default, Windows displays text and screen elements at
96 dpi. Choosing the Medium—125 percent—display setting changes the dpi of text
and screen elements to 120. Likewise, choosing Larger increases the dpi even more.

Adapting Exercise Steps

The screen images shown in the exercises in this book were captured at a screen resolu-
tion of 1280 x 768, at 100 percent magnification, and in the default text size (96 dpi). If any
of your settings are different, the ribbon on your screen might not look the same as the
one shown in the book. For example, you might see more or fewer buttons in each of the
groups, the buttons you see might be represented by larger or smaller icons than those
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shown, or the group might be represented by a button that you click to display the group’s
commands.

Instructions to give a command from the ribbon in an exercise appear in this format:

® On the View tab, in the Layout group, click the Large icons button.

If the command is in a list, the instruction appears in this format.

® On the Home tab, in the Organize group, click the Copy to button and then, in the
list, click Choose location.

The first time you are instructed to click a specific button in each exercise, an image of the
button is displayed in the page margin to the left of the exercise step.

If differences between your display settings and the book’s cause a button on your screen
to look different, you can easily adapt the steps to locate the command. First, click the spec-
ified tab. Then locate the specified group. If a group has been collapsed into a group list or
group button, click the list or button to display the group’s commands. Finally, look for a
button that features the same icon in a larger or smaller size than that shown in the book. If
necessary, point to buttons in the group to display their names in ScreenTips.

If you prefer not to have to adapt the steps, set up your screen to match the one in the
book while you read and work through the exercises.
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Conventions and Features in

This Book

This book has been designed to lead you, step by step, through all the tasks you're most
likely to want to perform in Windows 8. If you start at the beginning and work your way
through all the exercises, you'll gain enough proficiency to use Windows. However, each
topic is self-contained. If you have worked with a previous version of Windows, or if you
completed all the exercises and later need help remembering how to perform a procedure,
the following features of this book will help you locate specific information.

" Detailed table of contents Search the listing of the topics and sidebars within each

chapter.

® Chapter thumb tabs Easily locate the beginning of the chapter you want.

® Topic-specific running heads Within a chapter, quickly locate the topic you want by
looking at the running heads at the top of odd-numbered pages.

® Glossary Look up the meaning of a word or the definition of a concept.

® Keyboard shortcuts If you prefer to work from the keyboard rather than with a
mouse, find all the shortcuts in one place.

® Detailed index Look up specific tasks and features in the index, which has been
carefully crafted with the reader in mind.

You can save time when reading this book by understanding how the Step by Step series
shows exercise instructions, keys to press, buttons to click, and other information.

Convention

Meaning

1

Numbered steps guide you through hands-on exercises in each
topic.

©

The Set Up icon precedes a step-by-step exercise and indicates the
practice files that you will use when working through the exercise. It
also indicates any requirements you should attend to or actions you
should take before beginning the exercise.

o

The Clean Up icon follows a step-by-step exercise and provides
instructions for saving and closing open files or programs before
moving on to another topic. It also suggests ways to reverse any
changes you made to your computer while working through the
exercise.
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xxviii

Convention

Meaning

TIP This section provides a helpful hint or shortcut that makes working
through a task easier.
IMPORTANT This section points out information that you need to know to

complete the procedure.

TROUBLESHOOTING

This section shows you how to fix a common problem.

NOTE

These paragraphs provide a helpful hint or shortcut that makes
working through a task easier.

Ctrl+C

A plus sign (+) between two key names means that you must press
those keys at the same time. For example, "Press Alt+Tab"” means
that you hold down the Alt key while you press Tab.

Boldface type

Program features that you click or press are shown in boldface type.

Blue italic type

Terms that are explained in the glossary at the end of the book are
shown in italic type within the chapter.

Blue boldface type

Text that you are supposed to type appears in color and bold in the
procedures.

Italic type

Folder paths, URLs, and emphasized words appear in italic type.
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Downloading and Using the
Practice Files

Before you can complete the exercises in this book, you need to copy the book’s practice
files to your computer. These practice files, and other information, can be downloaded from
here:

http://go.microsoft.com/FWLink/?Linkid=263546

Display the detail page in your web browser and follow the instructions for downloading
the files.

IMPORTANT The Windows 8 software is not available from this website. You should purchase

and install that software before using this book.

The following table lists the practice files for this book.

Chapter File

Chapter 1: Introducing Windows 8 Notepad.txt

Chapter 2: Making Windows Look and Sound the Way  Sheep.jpg

You Want

Chapter 3: Using Apps on the Start Screen Carriage.jpg
Farmhouse.jpg
Sheep.JPG
Trees.jpg

Flying over the Hoover Dam.3GP

Chapter 4: Saving, Browsing, and Organizing Files and

Notepad Text Document.txt

Folders SheepJpg
Take Off.3GP
Chapter 5: Using Internet Explorer 10 None

Chapter 6: Using SkyDrive

Documentl.docx

Chapter 7: Using the Social Apps None
Chapter 8: Shopping in the Windows Store None
Chapter 9: Having Fun with Multimedia None
Chapter 10: Playing Games None
Chapter 11: Connecting to a Network and the Internet  None
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Chapter File

Chapter 12: Allowing Others to Use the Computer PictureA jpg
PictureB.jpg

Chapter 13: Sharing Files and Folders with My Network  None

Chapter 14: Keeping Windows 8 Safe and Secure None

Chapter 15: Preventing Problems None

Chapter 16: Supervising a Child's Computer Use None

Chapter 17: Making My Computer Accessible None

Chapter 18: Using Windows 8 at Work None

Chapter 19: Using Windows 8 on Touch-Compatible None

Devices

Chapter 20: 20 Tips for Improving Your Windows 8 Show Start.exe

Computing Experience Lock - Switch User
Recycle Bin
Restart
Shut Down
Sign out
Sleep

Stop Shut Down

Chapter 21: Troubleshooting Problems None

Getting Support and Giving Feedback

The following sections provide information on errata, book support, feedback, and contact
information.

Errata

XXX

Every effort has been made to ensure the accuracy of this book and its companion content.
If you do find an error, please report it on the Microsoft Press site at oreilly.com.

Go to http://microsoftpress.oreilly.com.

2 In the Search box, enter the book’s ISBN or title.
3 Select your book from the search results.
4 On your book’s catalog page, under the cover image, you'll see a list of links.
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5 Click View/Submit Errata.

You'll find additional information and services for your book on its catalog page. If you
need additional support, please send an email to Microsoft Press Book Support at mspin-
put@microsoft.com. Please note that product support for Microsoft software is not offered
through the preceding addresses.

We Want to Hear from You

At Microsoft Press, your satisfaction is our top priority and your feedback is our most valu-
able asset. Please tell us what you think of this book at:

http://www.microsoft.com/learning/booksurvey

The survey is short, and we read every one of your comments and ideas. Thanks in advance
for your input!

Stay in Touch

Let's keep the conversation going! We're on Twitter at:

http://twitter.com/MicrosoftPress
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Explore

Explore the Start screen, page 5

Use

Use charms, page 13

View

View live thumbnails, page 10
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Multitask

Multitask between open desktop windows,
page 26




Introducing Windows 8

IN THIS CHAPTER, YOU WILL LEARN HOW TO

Set up Windows 8.

Explore and customize the Start screen.
Customize live tiles.

Access the traditional desktop.

Work with windows and apps.

Work with PC Settings and Control Panel.
End a computing session.

The first time you press the power button on a new computer, laptop, or tablet running
Windows 8, you are prompted to perform a few setup tasks. After those tasks are complete,
each time you press the power button or wake the computer from sleep, the Windows

8 Lock screen appears. Use this screen to unlock the computer and gain access to the
Windows 8 Start screen. The Start screen is the starting point for everything you do with
Windows 8, including accessing apps, the Internet, the desktop and shortcuts you've placed
there, and applications you've installed, such as Microsoft Office.

In this chapter, you'll learn how to work through the primary set up tasks, and then you'll
learn to use the Start screen, open windows on the traditional desktop, access Control
Panel, and safely end a computing session. Along the way, you'll begin to personalize the
computer so that it's uniquely yours.

TIP Do you need a quick refresher on the topics in a chapter? See the key points at the end
of each chapter.



PRACTICE FILES Before you can complete the exercises in this chapter, you need to copy the
book’s practice files to your computer. The practice files you'll use to complete the exercises
in this chapter are in the ChapterO1 practice files folder. A complete list of practice files is
provided in "Using the Practice Files” at the beginning of this book.

Setting Up Windows 8

2

The first time you turn on a new computer running Windows 8, you are prompted to per-
sonalize the background color of the Start screen, name your computer, and choose how
you sign in to your computer, among other things. If a network is available, you can opt to
connect to that, too. You might have already done this. However, if you have not, here is a
list of the options you will likely see.

TIP If you have already set up your computer running Windows 8, it is possible to make
changes to your choices using Control Panel and PC Settings if you aren't pleased. You'll
learn how to access Control Panel later in this chapter, and you'll learn about the PC
Settings hub throughout this book.

The Windows 8 setup process prompts you to configure or input the following information.

® BACKGROUND COLOR You choose the background color by using a slider provided for
that purpose.

® COMPUTER NAME Your computer must have a name that is unique on your local area
network. You can't have spaces or special characters in the name, such as !, @, +, and so
on, but you are prompted if you try to input a character that is prohibited.

® NETWORK If your computer running Windows 8 detects a network, you are prompted
to join it. If you want to join, and if it is a protected network, you must also input the pass-
code. You should connect to your local area network during setup. If you aren’t prompted
to join a network during the setup process, but you know one is available, make sure after
setup completes that you've either connected an Ethernet cable or enabled the Wi-Fi
feature on your computer.

® SETTINGS These settings relate to how and when the computer installs updates; how
Windows 8 protects the computer from unsafe content; whether apps can personalize the
information offered through them based on your location, name, and account picture;
how to share your data; and which keyboard settings to use. You can customize the
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available settings or use Express Settings. Often Express Settings is fine; you can always
change the options later.

® MICROSOFT ACCOUNT OR LOCAL USER ACCOUNT You choose how you want to
log on to your computer. If you have a Microsoft account and you want to access the data
already associated with it, such as apps you've acquired from the Windows Store or pho-
tos you've saved to SkyDrive, or you want to sync settings (such as for Microsoft Internet
Explorer Favorites and desktop backgrounds) across other computers running Windows 8,
you should configure your Microsoft account during this step. You must have a Microsoft
account to access and make purchases from the Store. If you do not have an account or
do not want to sync with your existing Microsoft account, choose a local account instead.

TIP If you configured a local user account during setup and now want to use a
Microsoft account, you can make the change in PC Settings, from the Users tab.

® PASSWORD This is the password you enter to unlock your computer. If you input a
Microsoft account during setup, input the password already associated with that account.
If you created a local account during setup, you can create a password for that account
now. Although creating a password for a local user account is not mandatory, you should
input one. Later, you can create other ways to unlock the computer, including using a
picture password or a four-digit PIN (personal identification number).

® PASSWORD HINT This comprises a few words that you type to remind you of your
password if you ever forget it.

Using the Lock Screen

Windows 8 offers a new Lock screen, which is much more functional than any Lock screen
you might have encountered in previous Microsoft operating systems. It offers quite a bit
of information. It offers the time and date, and it shows whether you're connected to a
network. If you are using a laptop, it also shows the status of the battery. You can also add
thumbnails for your favorite apps here so you can see the status of those apps without leav-
ing the Lock screen, and some apps show information here by default. (As an example, you
might see a Mail glyph with a number by it, announcing that new, unread mail is available.)

Using the Lock Screen 3
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The Lock screen offers different ways to unlock the computer. You can slide the picture
up and off the screen, click or tap it one time, or tap any key on the keyboard. Once you
bypass this screen, you input your password.

How you unlock the Lock screen depends on the type of computer you're using.

" TRADITIONAL DESKTOP COMPUTER Tap any key on the keyboard or click with the
mouse anywhere on the screen, or click near the bottom of the screen and drag upward.
If applicable, type your password when prompted.

= TRADITIONAL LAPTOP COMPUTER Hold down the left track pad button while mov-
ing the cursor upward, or perform a similar movement. Alternatively, tap any key on the
keyboard or click with the mouse (or appropriate track pad button) anywhere on the
screen. If applicable, type your password when prompted.

® TOUCH-COMPATIBLE COMPUTER OR TABLET Place your finger anywhere near the
middle or bottom of the screen and flick upward. If applicable, type your password when
prompted.

SEE ALSO Chapter 13, "Sharing Files and Folders with My Network.”
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Exploring the Start Screen

After you've unlocked the computer, the Start screen appears; it holds tiles. If there are
more tiles than there is space on the screen, you'll see a scroll bar across the bottom of the
screen (which doesn't appear in the figure).

Joli &gz

Ballew '&-*

e

Calendar Intemet Explorer

Messaging Finance

Tiles can serve many purposes. Many of the tiles open apps such as Mail, People, and
Messaging. Some of these tiles also offer up-to-date information for the application they
represent and are considered live tiles. You do not need to open the app to view basic data
it offers. For example, the Weather app, after it is configured, can show up-to-date weather
information for your city, and the Calendar app can show upcoming appointments and
birthdays. This data appears on the Start screen so you have access to it without opening
the app. The information is dynamic and changes as the information it represents does.

If you need to see more than a preview of the information, you can click the tile, and the
app opens in a new screen from which you can access all its features. Messaging, People,
Calendar, Photos, Mail, and similar apps all do this. You can get more apps from the Store.

Exploring the Start Screen 5
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SEE ALSO Chapter 8, “Shopping in the Windows Store.”

Beyond offering access to the default apps that come with Windows 8 (and any you acquire
from the Store), the Start screen can also offer tiles for many of the programs and applica-
tions you install yourself. You might see tiles for Microsoft Word, Outlook, or PowerPoint,
Adobe Photoshop, or other programs. These are not apps. They're called desktop apps, and
they are the traditional applications with which you're familiar. Often you obtain these by
downloading them from a website or by installing them from a CD or DVD. (In contrast, you
can get apps only from the Windows Store.)

To open an application, whether it's an app or a desktop app, you click or touch the tile on
the Start screen. What you see after this depends on the type of app or application you've
opened. It's important to note that you can remove apps from the Start screen if you don't
plan on using them. Just right-click the unwanted tile and choose Unpin From Start. (If you
do not have a keyboard, mouse, or track pad and can use your finger only, tap, hold, and
drag downward to display the option to remove it. You'll know you've done this correctly
when a check mark appears on the selected app.) When you unpin an app from the Start
screen, note that this only removes the tile and does not uninstall the related app. As you'll
learn later, it's easy to access all your apps from a single screen if you want to use the app
again.

Beyond opening apps and desktop apps, some tiles offer access to familiar parts of the
computer such as the desktop. From the desktop, you can open File Explorer by clicking the
folder icon located on the taskbar.

fil

Messaging Finance
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If you leave the Start screen and want to go back, tap the Windows key on your keyboard.
Tablets often have a physical Windows button. Alternatively, you can position the cursor in
the bottom-left corner and click when the thumbnail of the Start screen appears.

Finally, you can add tiles. You can pin your favorite folder (perhaps My Documents or
Public Documents) to the Start screen, and you can do the same with your favorite web-
site (perhaps Facebook). You can pin almost anything. Pinning items to the Start screen

is a great way to personalize Windows 8 and makes the Start screen much more useful. If
you've already pinned a few items, you'll see them. If not, wait; you'll learn to pin items in
Chapter 2.

Moving Around in the Start Screen

If you have more tiles than can appear on the Start screen, and you know that other tiles
are available to the right or left of what you can see, you need to know some techniques
for getting to those tiles. To move around in the Start screen, you can use your mouse, key-
board, track pad, or appropriate touch gesture. The method you choose depends on what
kind of computer you have. Listed here are a few ways to move around in the Start screen
(and there are others not listed here).

® SCROLL BAR Left-click, hold, and drag the scroll bar. On a laptop with a track pad, hold
down the left mouse button while you drag across the track pad. On a tablet, you will see
the scroll bar across the bottom when you flick left and right, but you don't need to have
your finger on it to use it.

® FLICK Place your finger on an empty area of the screen and flick from left to right or
right to left. You can also drag your finger slowly in lieu of flicking quickly. You must have
touch-compatible hardware for this to work.

® AUTO SCROLL Use your mouse’s scroll wheel (in an up-and-down motion) to move
through apps from left to right.

® RIGHT-CLICK You can right-click an empty area of the Start screen and then click or
touch All Apps to access all the apps and programs on your computer. On a tablet, flick
upward from the bottom.

® PINCH Using touch, position two or more fingers apart from each other on the screen.
Pinch inward to make all the tiles smaller, which will enable you to see more tiles on the
screen, as you can see here.

Moving Around in the Start Screen 7



8

Joli g2

Ballew -7

TIP To make everything smaller on the Start screen without using the pinch technique,
position your mouse in the bottom-right corner and click the - sign that appears on the
right end of the scroll bar. Click anywhere to return the tiles to their original size.

As you might expect, if you click or touch any tile, the app, program, or window opens,

and the Start screen disappears. What you see when you move away from the Start screen
depends on what you've selected. If you open an app, it opens in its own screen and might
offer configuration options, often in the form of charms. You'll see an example of this later
in this chapter when you open and configure the Weather app. If you open a program (such
as Microsoft Word or Paint), a traditional window appears on the desktop. You'll experience
this later in the chapter when you open a file in Notepad. What you see with desktop appli-
cations will look familiar.
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Moving Tiles on the Start Screen

You'll use some tiles more than others, so you might want to reposition the tiles on the Start

screen to make your most-used tiles easily accessible. For instance, if you use the Music app
often, you might put that app in the first position on the Start screen.

In this exercise, you'll move a tile from its current position on the Start screen to the first

position. Repeat with other tiles as desired to personalize your Start screen.

e SET UP start your computer and unlock the Lock screen. You need access to the Start
screen.

TIP When an instruction requires you to click something with a mouse, note that you can
generally touch the item (if applicable) to achieve the same result.

1 From the Start screen, click (or touch) and hold Music.

2 Drag the Music tile to the first position in the far-left side of the screen and drop it
there.

Calendar

° CLEAN UP The app is repositioned.

TIP If you move too many tiles now, what you see on your Start screen will be different
from what you see in this chapter.

Moving Tiles on the Start Screen 9



Customizing the Start Screen with Live Tiles

10

You know you can move tiles on the Start screen to another area of the screen to make those tiles
more accessible. You can also personalize a few select tiles independently so that the information
available from them suits your personal needs. For example, you can tell the Weather app where
you live (or give it permission to determine your location), and the app will supply current weather
information from the Start screen (provided it can get that information from the Internet). If you
want to know more about the weather, you just click the app to open it. These interactive and cus-
tomizable tiles are live tiles, which means that they are often updated with new information.

68°

Garland, TX
Cloudy, 70°/45°

Weather

Customizing any interactive tile generally only requires you to open the app, access the
customizable tools and features (called charms) that enable you to change the settings, and
input the desired information or make the desired choices.

In this exercise, you'll personalize the interactive Weather app located on the Start screen.

SET UP If you aren’t on the Start screen, position your mouse in the bottom-left corner
of the screen and click the Start screen thumbnail that appears. On a tablet, press the
Windows button if available. You do not need any practice files to complete this exercise.

1 From the Start screen, click or touch Weather. If prompted, click Allow to let this app
learn your location.

2 Right-click the screen to access the available settings or use touch gestures to flick
from the bottom of the screen upward.

@ ol & *x &

Change to Refresh
Celsius Home Places World weather

TIP Charms often appear after right-clicking inside an app.

3 Click or touch Places.
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4 Click the + sign (not shown) and then type your city and state as applicable; if your
city appears in a list, click it. Otherwise, click Add. Repeat as desired.

Enter Location

London, England X @l Add | | Cancel

London, England, United Kingdom
Londonderry, New Hampshire, United States
London, Alabama, United States

London, Indiana, United States

London, Minnesota, United States

5 Click or tap any city to access full weather information for it.

PLACES
FAVORITES

‘ialland, TX

Seattle, WA

204

Partly Cloudy
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CLEAN UP To leave this app and return to the Start screen, position your cursor in the
bottom-left corner of the screen and click Start.

TROUBLESHOOTING Live tiles and apps get their information from the Internet; thus, a
working Internet connection must be available to retrieve accurate information.

Using Charms

12

Charms appear when you position your mouse in a specific area of the screen. Charms can
also appear when you right-click inside an app or flick upward with your finger (such as for
the Weather app), or they might be part of the app itself, available from its interface all the
time. Charms can be customized by software and hardware manufacturers, so you won't
always see the same charms for every app. In the previous section, you saw the charms
available from the Weather app.

Windows 8 has some default charms that appear when you call on them, and they do not
change. To see these charms, position your mouse in the bottom-right corner of any screen.
This is called a hot corner. When you position your cursor here, the charms fly out from the
right side. Alternatively, you can use the Windows+C keyboard command. Charms include
Settings, Devices, Start, Share, and Search.

TROUBLESHOOTING If you are using a device without a physical keyboard or mouse,
swipe with your finger or thumb from the middle of the right side of the screen to the left
(inward) to see the default charms.

Chapter 1 Introducing Windows 8



After the charms appear, their titles appear next to them as you move your cursor toward
them. This technique works on the Start screen, on the desktop, in apps, and in other win-
dows and views. What you see when you click any charm depends on what is currently
open when you access the charms.

These aren’t the only charms you'll see as you work with Windows 8. You'll see charms in
other places as you work through this book. Charms can appear on the side or across the
top or bottom of the screen. Often they appear when you position the cursor on a precon-
figured hotspot. Other times, a right-click or an upward flick makes hidden charms avail-
able. In still other instances, charms are available all the time without positioning the cursor
in a particular area of the screen or right-clicking anywhere.

After a charm is available, just click (or touch) it to use it. When you select a charm, a new
pane opens and configuration options (or search or share options) appear. What you see
depends on the charm you click.

Using Charms 13




The following list describes the five default charms available in Windows 8, from any screen,
from the bottom-right hot corner.

® SETTINGS Use this charm from the Start screen to access the PC Settings hub, to get
information about your network, to change sound levels, to set screen brightness, to
turn notifications on or off, to choose a power option, and more. You click Settings to
power off your computer completely. If you access this charm while in an app (perhaps
Calendar), you'll see additional options.

Settings

Accounts
Options
Help
About
Feedback

Permissions

Rate and review

aill |‘ )
12

4B7QL

Unavailable

B O

Notifications Power Keyboard

Change PC settings

® DEVICES Choose this charm to access settings related to the devices that are available
for use with the current app, screen, or window. For instance, you can use a second moni-
tor if such a device is available.
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Devices
Mail

B Canon iP2700 series on WIND...
L — ]

Send To OneNote 2010

Snaglt 8

Microsoft XPS Document Writer

Second screen

® START Use this charm to access the Start screen.

® SHARE Choose this charm to access share options applicable to the current activity or
open application. What you see here will differ depending on the application that's open.
Sharing photos with others is a common way to use the Share charm.

(ET

]
G

SkyDrive

® SEARCH Use this charm to open the Search pane and to access all the available tiles. You
can use this option to search for anything on your computer, including things you find in
Control Panel, but understand that there are other ways to search, too.

TIP Try to get used to using the Windows+C keyboard shortcut to access these
charms. Note that Windows+Q brings up a list of all the applications installed on
your computer. Put these two keyboard shortcuts into your long-term memory! They
make navigating Windows 8 much easier.
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Sports

Apps

Calendar ne  Maps e Store

Settings
Camera Messaging

Desktop Music Video

TIP While in the Search window, you can type a few letters, a word, or a file or folder name
and then choose where to search by clicking one of the options under it (perhaps Apps,
Settings, or Files) to cull the results.

Searching for Data, Programs, Files, and
Settings

16

As you now know, Search is one of the default charms available when you position your
mouse in the bottom-right corner of the screen. To get to it you must first make the charms
accessible. After that, you have to click Search and type what you're looking for in the
Search window. You might even have to click an option underneath to find the results you
want. That's a lot of clicking and tapping. This is not generally the fastest or most effective
way to search.

In most cases, the Windows 8 Start screen is the best place to start a search. You just start
typing. You don't have to press a specific key on the keyboard, and you don't have to access
any charms or toolbars (unless you need to bring up the onscreen keyboard on a tablet).
You just type the file or folder name, app name or program name, or a few keywords that
detail what you're looking for, and Windows 8 does the rest. Results appear automatically
as you type, and the more information you provide, the shorter the list of results will be.
You might see what you're looking for right away, as is the case if you type the name of

an app, or you might have to make another choice to tell Windows the type of item you're
looking for.
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A p pS Results for “Paint”

If you don't see what you're looking for in the resulting list, select another category from
the Search pane. You can look under Files, for instance. If you see a number next to a cat-
egory, compatible information is there.

. Files
F| |eS ~  Results for "Paint”

Pai nti

Apps

n Settings
E Files

(]

TIP You can use keyboard shortcuts while searching. After typing your keywords,
click Windows+W to search Windows Settings. After typing the name of any file, click
Windows+F to access files.

In this exercise, you'll search for the Notepad.txt file you've already saved to the Documents

folder on your computer and open it, and you'll search directly from the Start screen.

SET UP You need to have copied the Notepad.txt file located in the Chapter01 practice
file folder to your computer’s Documents library to complete this exercise.

1 Using any method, access the Start screen. One way is to click the Windows key on
the keyboard.

2 Type Note.

The Search screen appears, and Note is in the Search window.

Searching for Data, Programs, Files, and Settings 17




Apps

Settings

3 Click or touch Files.
The Notepad.txt file appears.

. Search
FI|€S v Results for “Note” Files

Note

Apps
ﬂ Settings

Files

4 From the results, click the notepad document.

The document opens on the desktop.
5 Click the red x in the top-right corner to close the Notepad file.
== e

° CLEAN UP 1o leave the desktop and return to the Start screen, position your cursor
in the bottom-left corner of the screen and click the Start screen thumbnail or press the

Windows key on the keyboard.

TROUBLESHOOTING Files open in a specific program that you configure. Thus, the Notepad.
txt file in this exercise might open in Notepad, WordPad, Microsoft Office Word, or another
program you have installed.
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Accessing the Traditional Desktop

If you've ever used a Windows-based computer, you are familiar with the traditional desk-

top. That's the screen where the Recycle Bin and the taskbar are, and it is where you've

always accessed your personal folders, opened and worked with files, and used Windows
Explorer, now renamed and referred to as File Explorer. The traditional desktop is still avail-

able, it's still called Desktop, and it’s still where you'll do quite a bit of your work. You access

the desktop from the Start screen.

TIP The first difference you'll notice between the Windows 8 desktop and previous
desktops is that the Start button is missing. The desktop still has a taskbar, you can still
personalize the background, you can still right-click to create folders and shortcuts, and you
still open File Explorer from it.

fil

Messaging Finance

Partly Cloudy

You can open the desktop from the Start screen by clicking the Desktop tile. You can also
use the Windows+D shortcut. In addition, if you click a desktop application’s icon or a
related shortcut on the Start screen (one you may have saved there), perhaps for Microsoft
Word or File Explorer, the desktop will open on its own to house the application and make
it available to you. After the desktop is open, you'll see familiar elements. Look for the task-
bar, the Notification area, the Recycle Bin, and other recognizable essentials.

TIP The three icons in the top-right corner of most windows enable you to manipulate the
window. The small - minimizes a window to the taskbar; the rectangle (or two rectangles if
applicable) enables you to resize the window; the red x closes a window.

Seeing the time-honored desktop is often a welcome relief to traditionalists!
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IMPORTANT Try not to slip into old habits and use the desktop for everything just because
you're used to it. Give the Start screen a chance. For a couple of months, initiate your work from
the Start screen and always use apps instead of desktop apps when possible. If you do, you'll

be better positioned to quickly adopt future technology because apps will become the norm,
especially on phones and tablets, and you'll be able to use those devices seamlessly.

Using the Taskbar and Start Button

20

Yes, you still need the desktop; it hasnt gone away. Applications such as Paint, WordPad,
Notepad, Adobe Reader, and others still open there. These aren't apps; they are desktop
apps and thus need the desktop to work. These and other common applications might
become apps in the future, but that is another conversation.

When you find yourself at the desktop, by choice or necessity, you'll see features with which
you are likely already familiar. The taskbar is one of them. The taskbar is the blue bar that
runs across the bottom of the screen when the desktop is active. (Apps don't open on the
desktop and thus don't have a taskbar.) The taskbar is where you access running programs,
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your open windows, and an available touch keyboard, among other things. As with previous
Windows editions, a Notification area on the far right offers access to various system set-

tings, including those that correspond with available networks, system sounds, the current

state of the system, and the time and date. The bottom-right corner is a hot corner that

brings up the five default charms when you require them. 1

TROUBLESHOOTING If you don't see the taskbar, make sure you're at the desktop and not
in an app. If you're sure you are on the desktop, position the cursor at the bottom of the
screen; it could be that the taskbar is hidden and will appear when you position your cursor
there.

You can personalize the taskbar by pinning icons for programs you access often to it. You'll
learn to do this in an exercise later in this chapter. You can also move the taskbar by drag-
ging it to another area of the screen (if it's unlocked), change the size of the icons that
appear on it, and rearrange the icons by dragging them to different positions. You can
right-click the taskbar to add or hide toolbars, too; the touch keyboard and the Address bar
might prove helpful. Toolbars appear next to the Notification center when added.

SEE ALSO The "Customizing the Taskbar” section in Chapter 2.

Address Toolbars
Links

Cascade windows

jlchievhaard Show windows stacked

e Show windows side by side

MNew toolbar... Show the desktop
Task Manager

Lock the taskbar
Properties 9.45 AM
8/29/2012

H LTI

The main purposes of the taskbar, beyond any of the personalization options, are to offer
immediate access to previously opened programs, files, folders, and windows; to make it
easy to minimize, restore, and switch between open programs; and to navigate quickly
to other areas of the computer through toolbars you add. You can click any icon on the
taskbar to access the program, file, or folder it represents. For example, you can click the
Internet Explorer icon to open the desktop version of Internet Explorer. You can click the
Folder icon to open File Explorer.
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TIP Some applications offer both an app version and a desktop version. Internet Explorer is
one of these applications. When both options exist, use the app. If you decide later that app
doesn't offer what you need, try the desktop version. (The desktop version is the same app
but in a different skin, with a different graphical user interface and more features.)

Because you might not yet have much experience with files, folders, windows, and pro-
grams from which to draw, review some taskbar basics. The following list details what the
icons on the taskbar do.

® TOUCH KEYBOARD You can show or hide the touch keyboard. Just right-click the task-
bar, point to Toolbars, and click Touch keyboard.

® ACTION CENTER FLAG Click the Action Center icon (a flag) to see whether your com-
puter requires your attention.

%w 1 message

Trust this PC

Open Action Center

9:47 AM

- e S

® NETWORK Click the Network icon to show the Network pane. Click anywhere outside
the pane to hide it. The Network icon sits to the right of the Action Center icon (a flag).

Networks

Wi-Fi

4B7QL Connected il

5YSV2 1

Home

ZE783

FIK98

B SOUND Click the sound icon and move the slider to raise or lower the volume.
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® TIME AND DATE Click the time and date to show the calendar and to access the date
and time settings.

‘Wednesday, August 29, 2012

1 August 2012

Su Mo Tu We Th Fr
29 30 12 3
5 6 5 910
12 13 15 16 17
19 20 22 23 24
26 27 28 f39)30 AN
2 3 4 5 6 7 8
9:50:05 AM

Change date and time settings...

9:50 AM
< me Ll

8/29/2012

You can reposition icons on the taskbar and click them to open folders and programs avail-
able on your computer.

® REPOSITION AN ICON Click and drag any icon to a new position.

= OPEN FILE EXPLORER Click or touch the folder icon to open File Explorer. From there,
you can navigate to any area of your computer’s hard drive.

Using the Taskbar and Start Button 23




SEE ALSO Refer to "Browsing for Files and Folders” in Chapter 5, “Using Internet
Explorer 10."

s
As you know, you can personalize the taskbar. You'll learn quite a bit about that later in
Chapter 2, but you can sample a taste of what's to come here.

In this exercise, you'll pin the Calculator application to the taskbar to personalize it.

° SET UP There is no setup for this exercise. You do not need any practice files to com-
plete this exercise. If you are not on the Start screen, click the Windows key or posi-
tion the cursor in the bottom-left corner of the screen and click or tap the Start screen

thumbnail.

1 While on the Start screen, type Calc. The results appear.

A p p S Results for “calc”

2 Right-click Calculator. The related touch gesture is to tap, hold, and drag downward
until a check mark appears on the Calculator entry.

3 Click Pin to taskbar.

TIP The option next to Pin To Taskbar is Pin To Start. If you choose this option, a tile
appears on the Start menu that offers access to the application.
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Pin to Start Pin to taskbar Open new Run as Open file
window administrator location

° CLEAN UP To return to the desktop, use the Windows+D shortcut. You can also use
the mouse to click in the top-left corner. Using touch gestures, position the cursor in the
top-left corner and touch there to return to the previous screen or flick inward from the
left side with your thumb. If you do not have a keyboard or mouse, flick inward from the
left side of the screen until the desktop appears.

TIP If you work at the desktop regularly, pin your favorite desktop apps to the taskbar. To
unpin something from the taskbar, right-click its icon on the taskbar and choose Unpin This
Program From Taskbar. You can also unpin an item from the Start screen. To do so, right-
click its tile and then click Unpin from taskbar.

Working with Multiple Windows and Apps

As you saw earlier, when you open a file such as a text document, the desktop appears,
and a program opens to make the file available. It might be Microsoft Word, WordPad,
Notepad, or something else. That program and the file are contained in a single window,
and the program'’s features and data are available from it. You'll often have more than one
window open at a time, though, and you need to know ways to move among the windows
effectively. You might have a document, a web browser, and File Explorer open, all of which
are available from the desktop.

Working with Multiple Windows and Apps 25
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Likewise, you might also have opened several apps from the Start screen. You might have
opened Maps, Mail, Weather, Music, and others. These apps aren't all available from

one area such as the desktop; instead, you must switch among them by using keyboard
and touch techniques. By default, only one app appears on the screen at any given time,
although a technique is available to show two.
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In this section, you'll learn the traditional ways of managing multiple open windows on the
desktop and then how to manage multiple open desktop applications and apps.

Let’s start with the desktop. One way to manage multiple open windows on the desktop

is to size them so that you can see all of them at one time. When positioned this way, you
need to click only once in the window you want to use. The window you choose appears in
the foreground and becomes the active window. This view isn't always effective, though,
and you'll often need to maximize a window so that it takes up the entire screen.

TROUBLESHOOTING If you can't access all the features in a window, maximize it.

The problem with maximizing a window so that it takes up the entire screen is that you no
longer have easy access to the other open windows. They are now behind the active win-
dow in which you're working. To get to those other windows requires knowing a few tricks.
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Here are the most common ways to manage multiple open windows:

® MINIMIZE TO THE TASKBAR You can minimize any maximized window to the taskbar.

Doing so removes it from the desktop. After it is removed (minimized), you can see the
windows that were previously underneath it. One way to minimize a window is to click
the respective icon on the taskbar; a more familiar way is to click the dash in the top-right
corner of the window. To restore the window, click its icon on the taskbar.

SHAKE THE WINDOW TO KEEP To remove all but one window from the desktop and
minimize the others to the taskbar, click, hold, and then shake the top of the window
youd like to keep. The other windows will fall to the taskbar.

RESIZE A WINDOW You can resize a maximized window by dragging the window
downward by the top-center part of the topmost toolbar. When it's in restore mode, you
can drag from the corners of the window to further manipulate its size.

TROUBLESHOOTING You can't drag from a window's corner if the window is
maximized. All desktop corners are hot corners, so when you position your cursor
there, charms, the Start thumbnail, the last-used app, and so on appear.

SNAP A WINDOW TO TAKE UP HALF THE SCREEN You can drag from the top part
of most windows to the left or right of the screen to snap it into place so that it takes up
half the screen. You can also double-click when you have the double arrow at the top of a
window to have the window fill to the height of the screen without changing the width.
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USE FLIP The Alt+Tab keyboard shortcut offers thumbnails of open applications in the
center of the screen. To use this shortcut, keep the Alt key depressed and tap the Tab key
to flip through the available programs, which are represented as thumbnails. When the
desired thumbnail is displayed, let go to make that application active. As you'll see, you
can also flip to apps by using this method.

Working with Multiple Windows and Apps
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® USE PEEK While at the desktop, position your cursor in the bottom-right corner of the
taskbar. The open windows will become transparent, enabling you to see the desktop
underneath. If nothing happens, right-click and click Peek at desktop. (You want Peek At
Desktop to have a check beside it.)

Show desktop
4 Peek at desktop

These are all traditional ways to work with the desktop. Many are probably not new to you,
such as resizing a window or minimizing a window to the taskbar. You might have even
used Flip before. There are new, novel ways to move among apps and desktop applications,
though. These involve positioning your mouse in a specific area of the screen and using
touch gestures on compatible devices.

TIP It's okay to leave lots of apps open if you want. You don't have to open and close them
continually. After they are in the background (not in use), they become inactive and use
very few (if any) computer resources. They are designed so that you can leave them open
and available without worrying about using too many of your computer’s resources.

One way to move among the multiple open apps and the desktop is to use the Switch list.
This list can be accessed by positioning the mouse cursor in the upper-left corner of your
computer screen and then slowly moving the cursor downward. You can also use the key-
board shortcut, Windows+Tab. After you have access to the list, you can left-click, right-
click, drag, touch, or navigate to the app you want to use (for example, by repeating the
Windows+Tab keyboard shortcut).
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If you simply click (or touch) a thumbnail in the Switch list, it opens in full-screen view (or,

in the case of desktop applications, the way you last left it). You have other options. With a
mouse, you can right-click to access options to close the app or to snap it to the left side or
right side of the screen. When you do this, you can show two things on the screen at one
time; one can be an app and the other a desktop app, for instance. You can also drag items
from the list to a specific area of the screen.
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Calendar

Close

Snap left

Snap right

TROUBLESHOOTING If you don't see the option to Snap Left or Snap Right when you right-
click an app thumbnail, or if you can't drag and drop an app to snap it to the side of the
screen when another app is open, change the resolution of your computer screen to 1366 x
768 or higher.

In this exercise, you'll open three apps from the Start screen and switch among them by
using various techniques involving a keyboard and mouse. You will then close one app and
position another to take up a third of the screen.

SET UP Thereis no setup for this exercise. You do not need any practice files to com-
plete this exercise.

1 Position your cursor in the bottom-left corner of the screen and, when the Start
screen thumbnail appears, click it.

2 Click Weather.
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Repeat to open Music and then Maps. If prompted to allow an app to use your loca-
tion, choose Allow.

With Maps active, on the keyboard, hold down the Windows key.

While holding down Windows, press Tab several times.

Different thumbnails are selected.

Let go of both keys when the Music thumbnail is selected.

The Music app opens.
Press and hold the Windows key, and tap the Tab key one time.
On the Switch list, right-click the Maps app. Click Close.

With the Music app still active and the Switch list open, drag the Weather app in-
ward from the right side.

It snaps into place.
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° CLEAN UP To return to the Start screen, press the Windows key on the keyboard.

TIP After an app is snapped to one side of the screen, you can use the black bar that
separates from the rest of the screen to hide or move it. Just click and drag.

If you'd rather not use a keyboard shortcut, you can access the Switch list by using the
mouse only, but this is a little trickier. To access the Switch list by using only a mouse, you
first position the cursor in the top-left corner. You'll see the last app used. You can click that
to access it, or you can move the cursor down the left side, slowly, to show the entire Switch
list shown earlier.

TROUBLESHOOTING If you have so many windows and apps open that Flip is encumbered,
close windows and apps you don't use.

-

w XDOoX music

P

now playing
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If you have the option to use touch gestures, all of this is a little more intuitive. You can just
swipe your finger to move from app to app. You'll learn more about using touch in Chapter
19, "Using Windows 8 on Touch-Compatible Devices.”

1
Working with PC Settings and Control Panel .

Control Panel is still part of Windows 8. It's where you make changes to how Windows 8
looks and functions; where you add, manage, and remove users; and where you man-
age networks, configure Internet options, and more. It looks like the Control Panel you're
already used to; it's virtually the same Control Panel as was included with Windows Vista
and Windows 7. Control Panel is a desktop application. You can open it by searching for it
from the Start screen.

A p pS Results for “cont”

Control Panel

There’s a more user-friendly way to make changes to your system, which is by using PC
Settings. The most common settings that can be changed, such as your account picture or
Lock screen image, can be configured here. Although there are several ways to access PC
Settings, one way is to opt to change your account picture from the Start screen. In fact,
many options by which to make a personal change to the computer cause PC Settings to
open.
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Lock

Sign out

H Jol

From the PC Settings screen, you have access to two panes. The left pane offers a listing of
available categories, including but not limited to Personalize, Users, Notifications, General,
and HomeGroup. You see a scroll bar if the categories run off the screen, provided you
position your mouse between the two panes.

When you click a category in the left pane, the options for it appear in the right. You click
in the right pane to make changes. You apply many of these changes with a single click or
touch; you apply others by selecting from additional options that appear. For example, you
can apply a new Lock screen image with only two or three clicks, provided you select an
image from the options shown. If you click Browse instead, you must perform additional
tasks, including finding the picture to use.
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In this exercise, you'll open PC Settings from the Start screen and use the PC Settings hub to

change the picture on the Lock screen.

SET UP There is no setup for this exercise. You don't need any practice files to com-
plete this exercise.

1 Access the Start screen. Type Lock.
2 Click Settings in the right pane.

3 In the left pane, click Customize your lock screen and notifications.
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II

ﬁ Customize your lock screen and
notifications

4 Click one of the available pictures.

The picture on the Lock screen is changed.

€ CLEAN UP Leave this window open.

With a feel for how the panes work, you can now explore the categories on the left side of
the PC Settings hub. It's not important right now for you to understand every option; you'll
return to these settings many times as you work through this book. What's important now
is to explore PC Settings and get an idea of what'’s available.

Here are a few category options to explore. (This is not a complete list, but you are encour-
aged to explore all of them.)

® PERSONALIZE Use this setting to change the Lock screen background and the picture
associated with your User tile and to choose apps that appear on the Lock screen with

detailed status information. You can change the color of the Start screen’s background
and design here, too.
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B USERS Use this setting to apply a password to your user account or to change or
remove a password. This is where you switch from using a local account to using
your Microsoft account. You can also add new users here, if you are logged on as an
administrator.

Your account

Joli Ballew

Joli_ballew@hotmail.com

You can switch to a local account, but your settings won't sync between the PCs you use.

Switch to a local account

More account settings online

Sign-in options
Change your password
Create a picture password

Create a PIN

Any user who has a password must enter it when waking this PC.

Change

Other users

There are no other users on this PC.

Working with PC Settings and Control Panel
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® NOTIFICATIONS Use this setting to choose how and when to be notified of updated
information from apps such as Calendar, Mail, Messaging, and so on.

Notifications

Show app notifications

On [ |

Show app notifications on the lock screen

On [ |

Play notification sounds

On [ |

Show natifications from these apps

Calendar On

Games On

Internet Explorer On

Messaging On

E Mail On

ﬂ Music On
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® HOMEGROUP Use this setting to set up and configure your network homegroup. A
homegroup makes it easy to share files and folders over a trusted home network.

Libraries and devices 1

When you share content, other homegroup members can see it, but only you can change
it.

Daocuments

Shared -
Music

Shared -
Pictures

Shared -
Videos

Shared -
Printers and devices

Shared -

Media devices

Allow devices such as TVs and game consoles to play my shared content.
On

|

Membership

If someone else wants to join your homegroup, give them this password:
MNBI9DXAT4
If you leave the homegroup, you won't be able to get to shared libraries or devices.
Leave
TIP Click every category in the left pane of PC Settings now to see what's available, but

don't make any changes beyond personalizing the Lock screen, your User tile, and other
nonessential areas.

Working with PC Settings and Control Panel 41



42

If you need access to more configuration options than those available in PC Settings, you
can use Control Panel. Control Panel is just a different presentation of PC Settings with
more options. You use the same technique to open Control Panel as you used to open PC
Settings. From the Start screen, type Control Panel and then select it from the list of Apps
available.

A p pS Results for “Control”

Control Panel opens to the familiar Control Panel. To use Control Panel, you choose the
desired entry, access the areas you want to change, and make changes by selecting from
the choices offered. As with PC Settings, you'll access these options often throughout this
book when the required or desired options are necessary for instruction.

== Control Panel
L @ » Control Panel v O \

Adjust your computer's settings View by:

Category ~

User Accounts and Family Safety
'5‘ Change account type
'?:,‘ Set up Family Safety for any user

il  System and Security
’ Review your computer's status
\9 Save backup copies of your files with File History
Find and fix problems

. Network and Internet
“U View netwoerk status and tasks
-

Appearance and Personalization
Change the theme
Change desktop background

Choose homegroup and sharing options Adjust screen reselution

/ Hardware and Sound
View devices and printers
Add a device

Add a language
Change input methods
Change date, time, or number formats

A

Programs

<
e

Uninstall a program [

3  Clock, Language, and Region
1=

©

-

Ease of Access
Let Windows suggest settings
Optimize visual display

TIP If time allows, explore the options in both PC Settings and Control Panel, but don't
make any major changes to the system yet.

Chapter 1 Introducing Windows 8



Fnding a Computing Session

When you are ready to end a computing session, you should, at the very least, secure your
computer so that others can't access it. You can do this by locking the computer. You can
access the Lock option from the Start screen, or you can use the Windows+L combination.
If you use the Start screen, click your User tile in the top-right corner. When you lock your
computer, your open files, programs, apps, and windows remain open so that when you
unlock your computer you can continue working where you left off. Lock your computer
when you want to leave it unattended for a short period of time. You should lock your com-
puter when you go to lunch, run an errand, or go for coffee.

Change account picture

Lock

IMPORTANT If you lock your computer but don't have a password configured to unlock it,

locking it doesn’t do much good. Anyone can flick the Lock screen upward and gain access.

You can also sign out of your computer. When you do this, you are closing your computing
session. When you return, you must sign back in and start a new computing session, which
means reopening apps, programs, and previously opened windows. Sign off to secure your
computer if you'll be away from it for a long period of time.

Your computer is likely configured to go to sleep after a specific period of time. While your
computer is sleeping, it uses very little electricity. The hard drive(s) and monitor(s) power
down and are quiet and dim. It's best to let your computer go to sleep when you can rather
than turning it off. It causes less wear and tear, and the computer can be awakened much
more quickly than it can be restarted. When a computer sleeps, your programs and win-
dows remain open and ready. Your computer will go to sleep after a specific period of inac-
tivity. In the default power scheme, Balanced, the monitor will sleep after 10 minutes and
the computer after 30.

Finally, you can completely shut down your computer. Because other options are encour-
aged, the option to turn off the computer is more difficult to access. The option to turn
off your computer is available from the Settings charm, from the Power options. Although
you can access that setting from there, it's much easier to use the Windows+I keyboard
shortcut.
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TIP Shut down your computer when you want to move it, transport it, or know you won't
be using it for at least two days.

In this exercise, you'll shut down your computer.

SET UP There is no setup for this exercise. You do not need any practice files to com-
plete this exercise.

1 Position your cursor in the bottom-right corner of the screen and, when the charms
appear, click Settings.

Click Power.

Click Shut down.

Sleep

Shut down

-

Restart

Notifications

° CLEAN UP Leave the computer turned off until you are ready to use it again.

TROUBLESHOOTING If you see other options that prompt you to install updates before
shutting down, choose that option.
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Key Points

When you set up Windows 8, you have to input some information, including your user
name, computer name, a password, and more.

You click or flick upward to bypass the Lock screen.

The Start screen contains tiles that represent apps and programs and offers access to
various parts of the computer, including the desktop and Control Panel.

Charms offer access to additional, embedded settings, features, and configuration
options.

Some tiles on the Start screen are configurable and will offer up-to-date information
obtained from the Internet.

The traditional desktop is available from the Start screen and is still where you will do
most of your work.

There are many ways to work with multiple open windows, including Flip, the Switch list,
and hot corners.

Control Panel offers access to configuration options you can apply, including adding users
and configuring networks.

You can end a computing session by locking the screen, logging off, letting the computer
go to sleep, or shutting it down.
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Pin Use

Pin apps to the Start screen, page 51 Use a Microsoft account, page 56

Your account

Joli Ballew

BallewWin8@hotmail.com

m Steps Recorder v &, Narrator
© A

You can switch to a local account, but your settings won't sync

- Stick 2 Switch to a local account

® @ @ More account settings online

Pin to Start Pin to taskbar Open new Run as

Personalize Switch

Personalize the taskbar, page 63 Switch between power plans, page 70

nel » All Control Panel ltems » Power Options

Choose or customize a power plan

A power plan is a collection of hardware and system settings (like display brigh
how your computer uses power. Tell me more about power plans

Preferred plans
(®) Balanced (recommended)

Automatically balances performance with energy consumption on capal

() Power saver

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

Chrus additinnal nlane



Making Windows Look and ..

Sound the Way You Want

IN THIS CHAPTER, YOU WILL LEARN HOW TO

Personalize your Start screen.
Personalize your Lock screen.
Personalize the desktop and taskbar.
Change the sound scheme.

Access and explore advanced settings.
Create your own power plan.

Now that you have Windows 8 set up and know your way around the Lock screen, Start
screen, and desktop, it's time to personalize the computer further so that it suits your exact
wants and needs. In this chapter, you'll learn how to configure the Start screen to hold only
tiles you use regularly and how to personalize the Lock screen with the desired live informa-
tion. You'll also learn to personalize the desktop and associated elements, change some of
the advanced settings for resolution and sound, and even switch to a new power plan. After
you've worked through this chapter, your computer will be distinctively yours.

PRACTICE FILES Before you can complete the exercises in this chapter, you need to copy the
book’s practice files to your computer. The practice files you'll use to complete the exercises
in this chapter are in the Chapter02 practice files folder. A complete list of practice files is
provided in the “Using the Practice Files” section at the beginning of this book.
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Personalizing the Start Screen

48

You learned quite a bit about the Start screen in Chapter 1, “Introducing Windows 8." You
learned how to move tiles around and configure the Weather app to show up-to-date infor-
mation. There's probably quite a bit you'd still like to change, though. You want to remove
tiles for apps you don't use and add tiles for those you do, configure how large or small a
tile appears on the screen, and change the background, to name a few. You might also want
to disable some of the live tiles.

TIP Before you start, think about the apps and desktop apps you use most often, the
websites you visit most often, and the configuration options you access the most often.
Start by adding those to your Start screen. Then consider removing tiles for apps you rarely
use.

In this exercise, you'll personalize the Start screen with a new background color.

SET UP start your computer and unlock the Lock screen. You need to have access to
the Start screen. You do not need any practice files for this exercise.

1 On the Start screen, type Start screen.

2 Under Settings, click or touch Settings and then choose Customize your start
screen.

SetU N g S Results for "Start Screen”

ﬁ Start screen - Change the ¢
window bord

Q Customize your start screen Turn On-Screy

ﬁ Make everything on your screen bigger
Q Turn high contrast on or off

ﬁ Change what Windows + Volume Up does
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3 In the PC settings window:

Lock screen Start screen Account picture

EEEENEEEEE
ENEEEEEEEE

a. Choose a background You choose the background for the Start screen by click-
ing or touching any thumbnail.

b. Choose a background color You choose the background color by using a slider
provided for that purpose.

TIP If you are using a local user account, you should switch to a Microsoft account if you
want the changes you make on the Start screen and throughout this chapter to follow you
from computer to computer. This is possible only if those other computers can access the
Internet to download your profile information, and only if you sign in on those computers
by using your Microsoft account.

° CLEAN UP Return to the Start screen when ready.
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Now you can personalize your Start screen to hold only the tiles you use often. The com-
mand to remove a tile is Unpin From Start. You access this command by right-clicking the
unwanted app tile. This displays a toolbar that runs across the bottom of the screen and
holds the charms you need to perform this task and others. What you see when you right-
click an app depends on the tile. You might see Smaller, Larger, or Turn Live Tile Off. If you
right-click multiple tiles, you also see Clear Selection. (You can also tap, hold, and pull the
tile downward slightly to view this toolbar if you prefer to use touch gestures.)

TIP Uninstall is an option from the toolbar that appears when you right-click a tile. Don't
uninstall anything yet, though; you might decide later that you want to use the app.

Messaaing

® ©® ® ©

Unpin from Start Uninstall Smaller Turn live tile off

A live tile has information that changes often. You might have noticed that the News app
scrolls through the latest headlines or that Mail scrolls through received emails. This infor-
mation is live; thus the name live tile. You might want to disable the live feature of some of
those tiles if the constant flipping bothers you or if you don't want to be distracted by new
information about Facebook updates, tweets, email, or other data every time you access
the Start screen. You might not want onlookers to see data you're acquiring, either. You
can disable a live tile by using the same technique you learned earlier to remove tiles you
don't want. Right-click the live tile to change it and then click Turn Live Tile Off. The tile will
remain, but updates won't appear.

TIP You might want to make a tile live, too. For instance, when Calendar is configured as
live, appointments and events appear there as the day and time draws near.

Finally, you'll want to add tiles for programs, features, and even web pages you visit often.
This requires a few more steps than removing a tile or repositioning one, but it’s still easy.

TROUBLESHOOTING If you uninstall an app and decide you want it back, check the Store.
You just might find it there.
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In this exercise, you'll add a tile to the Start screen for Windows Media Player, Control Panel,
and your favorite Windows desktop application.

SET UP start your computer and unlock the Lock screen. You need to have access to
the Start screen. You do not need any practice files to complete this exercise.

TIP When an instruction requires you to click something with a mouse, note that you can
generally touch the item to achieve the same result. When a right-click is needed, try a long
touch and short drag downward or an upward swipe from the bottom of the screen. In
some instances, a simple, single, long touch will suffice.

1 Right-click an empty area of the Start screen; click All Apps.

@

All apps

2 Right-click Windows Media Player (located under Windows Accessories). Click Pin
to Start.

ft Character Map oW ournal
verPoint 2010 » .

ft Publisher ﬂ Math Input Panel " Windows Media v
Player

B ndE SRR N P = VA fn AN~ A

® ® @

@

Pin to Start Pin to taskbar Open new Run as Open file
window administrator location

3 Right-click Control Panel (located under Windows System) and click Pin to Start.

If you've installed programs on your own, right-click your favorite desktop program
(located somewhere on the All Apps screen) and click Pin to Start.

° CLEAN UP i applicable, return to the Start screen.
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Personalizing the Lock Screen

52

You learned a little about the Lock screen in Chapter 1, including that it's more functional
than any Lock screen you might have encountered in previous Microsoft operating systems.
You learned in Chapter 1 how to choose a new background, and you learned that the Lock
screen offers the time and has tiles that represent apps on it. You probably know that you
can't click and engage those tiles, but you can get a quick glance at what's been updated
since you last used your computer. For example, after you've set up Mail, you'll see the

Mail tile there with a number beside it to notify you of how many new email messages

are unread. You might also see a Calendar tiles, a People or Messaging tile, and others,
depending on how Windows 8 is currently configured.

In this section, you'll learn how to customize the Lock screen. You'll learn how to personalize
it with a picture of your own, how to add and remove tiles for apps, and more.

In this exercise, you'll make changes to the Lock screen to personalize it.

SET UP start your computer and unlock the Lock screen. You need to have access to
the Start screen.

1 On the Start screen, type Lock.
2 In the results, click Settings.

3 Click Customize your lock screen and notifications.

The PC settings screen appears.
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Lock screen apps

Choose apps to run in the background and show guick status and notifications, even when
your screen is locked

+ + + +

Choose an app to display detailed status

4 Click one of the plus (+) signs.

5 Click the app you'd like to appear in the selected position.

Wednesday, August 29/

Choose an app

Calendar

n ¥

E Mail
H
E Messaging
|_( m Weather
Ch tatus al
yo
+ + + +

Personalizing the Lock Screen
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6 To view detailed information for an app on the Lock screen, click the icon under
Choose an app to display detailed status and select the desired app.

TIP If you select an app to appear that is already showing on the Lock screen, its
placement on the screen will be altered.

/ Press Windows key+L to access the Lock screen and review your changes.

° CLEAN UP unlock the computer and return to the Start screen.
In this exercise, you'll browse for a picture you've saved to your computer and use it as your

Lock screen picture.

SET UP You need to have copied the Sheep.jpg file located in the Chapter02 practice
file folder to your computer’s My Pictures folder to complete this exercise. Using any
method, access the Start screen. One way is to press the Windows key on the keyboard.

1 Type Lock, click Settings, and click Customize your lock screen and notifications.

2 To the right of Change Your Picture, click Browse.

3 In the Pictures folder, which opens by default, click the image of the sheep. Click
Choose Picture.

TROUBLESHOOTING If you don't see this picture and you're sure you've copied it to
the Pictures folder, click or tap Go Up. You might not be in the proper folder.
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4 Press Windows+L to see your changes.

5 Unlock the computer and log on.

CLEAN UP Return to the PC Settings screen where you configured the Lock screen
changes and tap Users to segue nicely into the next section.

Changing Your User Account Type

A user account is what defines you when you log on to your computer and is associated
with your specific user profile. You have three options for your user account. You can use a
local user account, a domain account, or a global Microsoft account.

A local user account is an account that's available only from your own, personal computer.
The settings you configure for your applications, apps, desktop and taskbar, backgrounds,
Internet Explorer Favorites, app configuration on your Start screen, and other customiza-
tions are applied to and available from only your local computer. Your user profile is stored
on your local computer and available only from there. If you use only one computer, this
should be fine. However, if you use multiple Windows 8—based computers (one at work, one
at home, and perhaps a laptop when you're on the back porch) or use a Windows 8 tablet
or a Windows phone, you will want to consider using a Microsoft account instead.
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A Microsoft account is a roaming user account (as opposed to a local one). Your profile is
stored on the Internet in the cloud, and your user profile is accessible from the other com-
puters, tablets, and devices running Windows 8. This means that all your settings, prefer-
ences, and configurations are available from any computer to which you can log on by
using this account, provided that that computer is connected to the Internet and can access
that profile. The purpose of storing your user profile on the Internet is so you can move
from computer to computer or device to device and have the same experience on one as
you do on the other. In this scenario, any changes you make while logged on are saved to
your profile, too, so if you make a change to your laptop's Start screen, that change will be
applied when you log on to your desktop computer next time, provided you've logged on
to those devices with your Microsoft account. (You might notice a slight delay in loading
your profile after logging on to a computer with your Microsoft account.)

TROUBLESHOOTING A Microsoft account syncs only your personal settings and preferences.
It's a roaming user profile. You can't access programs you've installed on another

computer running Windows 8, print to a remote computer's local printer, or use your

home computer's webcam from another computer, for instance. You're not accessing your
computer remotely with this feature; you're accessing only your user profile, which is stored
on a server on the Internet.

You switch from a local account to a Microsoft account (or vice versa) on the PC Settings
screen from the Users category. (You saw this screen earlier.) A Microsoft account is an
email address such as your_name@hotmail.com or yourname@live.com, but it does not
have to be from either of these domains. You might already have a Microsoft account. A
Windows Live ID, a Live email address, or a Hotmail email address are Microsoft accounts. A
Microsoft account is preferred over a local user account in most instances. You can sign up
for an account at www.live.com if you don't have one.

Your account

Joli Ballew

joli_ballew@hotmail.com

You can switch to a local account, but your settings won't sync between the PCs you use.

Switch to a local account
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Depending on how your computer is currently set up, click the appropriate switch option
and follow the prompts. What you see will depend on the account to which you are
switching and whether you have the required accounts in place. If you are already using a
Microsoft account, you don't need to do anything here unless you'd rather not use it.

TIP In PC settings, click Sync Your Settings in the left pane and turn on or off the sync

settings desired. You can sync colors, background, Lock screen, and account pictures, for
instance, but not themes, taskbar, and high-contrast settings. By default, your profile won't

sync over metered connections, which charge you based on your data usage, but you can
enable the feature if you'd like.

Customizing Your User Account Settings

After you've decided what type of account to use and applied the change if applicable, and
note that a Microsoft account is preferred in most instances, you can make other changes
to your user account to customize it further. The changes will be saved to your user profile.
One item to change is your user account picture.

TIP From Users in PC Settings, you can choose to trust your home or work PC. When you
do, sign-in information for some apps, websites, and networks syncs with your user profile.

In this exercise, you'll change the picture associated with your user account.

SET UP start your computer and unlock the Lock screen. You need to have access to
the Start screen.

1 From the Start screen, click your User name in the top-right corner.
2 Click Change account picture.

3 Click Browse.
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Lock screen Start screen Account picture

Browse

Create an account picture

E Camera

4 If you don't see the picture you want to use, click the Files down arrow; choose
Pictures and the desired folder or subfolder.
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F| |eS V' Pictures

Documents

Pictures

Music

Videos

Desktop
Downloads
Hoemegroup
Computer

Metwork

E Camera

5 Click the image to use and select Choose image.
° CLEAN UP No clean up is required.

TIP Explore other PC Settings options now. You can, for instance, make changes to the
password you use to log on. You can create a PIN. This is a personal identification number,
and it can be used on your computer in place of the complex password you've been using
until now. (Click Users to get started.)
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Personalizing the Desktop

You learned about the desktop in Chapter 1. There you discovered that the desktop still
exists in a form very similar to what you're likely already used to if you've spent any time
with other Windows-based computers. You can personalize the desktop in the same ways,
too. You can apply a new background, personalize sounds, set a screen saver, and more.
You can have the background switch to show a slide show of pictures you select. You can
also choose a theme, a group of settings that, combined, provide a motif. One theme,
Nature, combines backgrounds, screensavers, window colors, and sounds and is available
from the Windows 8 Desktop Personalization options. You can just choose a new back-
ground; there are many beautiful pictures from which you can choose.

TIP Windows 8 offers desktop gadgets and the Desktop Gadget Gallery. Gadgets were, in
their day, a precursor to the apps to which you now have access.
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In this section, you won't learn how to personalize every aspect of the desktop; that could
fill an entire chapter if not more! You'll learn how to select a new background and apply a
theme, and from there you can surmise how to make additional changes.

In this exercise, you'll apply the Nature theme and customize which backgrounds you want
to appear.

SET UP Access the Desktop. If you are on the Start screen, use the Windows+D key-
board shortcut.

1 Right-click the desktop. Click Personalize. The Personalization window opens.

4 ® » ControlPanel + All Control Panel ltems » Personalization w| @& | | Search Control Panel p

Control Panel He .
entrelFanelfome Change the visuals and sounds on your computer

Change desktop icons Click 3 theme to change the desktop background, color, sounds, and screen saver all at once.

Change mouse pointers My Themes (1)

.

Unsaved Theme

Savetheme  Get more themes online
Windows Default Themes (3)

L

Windows karth Howers.

High Contrast Themes (4)

e

High Contrast 21 High Contrast 22 High ContrastBlack  High Contrast White
See also X J =y
“- & ®
Tackhar Desktop Background Color Sounds Screen Saver
Ease of Access Center Harmony Automatic Windows Default None
2 Click Earth. The theme is immediately applied, and new colors are associated with

windows and the taskbar.
3 Click Desktop Background.
Clear a few images.

5 Use Change picture every to select an option.
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®© = 4 B . ControlPanel + All Control Panel tems + Personalization » Desktop Background w| @& | | Search Control Panel p

Choose your desktop background
Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: | Windows Desktop Backgrounds v | Browse. | Clear all

4 Earth (6)
i{irl |

e . r ’
e T L

4 Flowers (6)

4 Windows (1) (10 seconds
U seconds
1 minute
“ﬁ 3 minutes
w > minutes
10 minutes
15 minutes
20 minutes
30 minutes
1 hour
2 hours
4 hours
5 hours
i N 12 hours
Picture position: Ty

’ || [t
| Fill v

6 Click Save Changes.
° CLEAN UP If desired, explore Screen Saver and Window Color.

SEE ALSO "Change the Sound Scheme” and "Customize Advanced Settings” later in this
chapter.

Changing How the Taskbar Looks

The taskbar is the blue bar that runs across the bottom of the screen when you're using the
desktop. It might be a different color if you've applied a theme. By default, it's locked and
can't be moved. If you unlock it, you can drag it to a different area on the screen. You might
prefer the taskbar on the left side of the desktop, for instance (or across the top).
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Beyond unlocking and then dragging the Taskbar to a new place on the screen, you can:

= REPOSITION BUTTONS Click and drag icons from one area of the taskbar to another.

® PIN ICONS Pin things to the taskbar, including icons for desktop apps, documents,
folders, and more.

= AUTO-HIDE THE TASKBAR Auto-hide the taskbar to keep it off the screen when it's
not needed.

® CHANGE TASKBAR BUTTON SIZE AND GROUPING Use small or large taskbar but-
tons and choose to group or not group like icons when the taskbar is full.

® USE DIVIDERS Hide and show elements added to the taskbar, including a shortcut to
Libraries.
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® ENABLE PEEK Enable or disable Peek, a feature outlined in Chapter 1 that enables
you to look at the desktop by temporarily making all open windows transparent. You
use Peek by positioning your mouse in the bottom-right corner of the screen.

® CUSTOMIZE THE NOTIFICATION AREA Select which icons and notifications appear
on the taskbar.

® USE JUMP LISTS Enable or disable jump lists and configure how they work. Jump
lists can show recently opened programs or recent items you've opened in a program.

Recent
664029c04 USE THIS ONE 3-12

] MSPress_SBSIW

664029c04 JB

664029c04

Windows 8 Step by Step - Joli Ma...
664029c01_v2_DE_IB
664029c01_v2_DE_JB
664029c01_v2_DE_IB

notepad

How te Paint

(W] Microsoft Word 2010
o Unpin this program from taskbar

= SHOW OR HIDE TOOLBARS Show or hide toolbars, including the Address, Links,
Touch Keyboard, and Desktop toolbars.
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Taskbar Properties

‘ Taskbar I ]_.-rp|_my,| Toolbars |

Select which toolbars to add to the taskbar.
Address

Links

Touch Keyboard

Desktop 2

[ Libraries
# Homegroup
& Joli Ballew
M Computer
f! Network
Control Panel
@ Recycle Bin
Control Panel

Try some of these features now. On the desktop at the taskbar:

= REPOSITION THE TASKBAR Right-click the taskbar and, in the resulting menu, clear

the check by Lock The Taskbar if applicable. Drag the taskbar to the left side of the
screen.

® SHOW HIDDEN BUTTONS Drag any slider, if possible, to view hidden taskbar
buttons.

Desktop B Libraries

® TEST PEEK Open any window or multiple windows. Position your mouse in the
bottom-right corner of the screen. If the windows turn transparent, Peek is enabled. If
they do not, Peek is disabled.
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In this exercise, you'll configure the taskbar by using the Taskbar Properties dialog box.

e SET UP Access the desktop. If you're on the Start screen, press Windows+D.

1 Right-click an empty area of the taskbar and click Properties. (To use gestures, use a
long touch, then tap Properties.)

Toolbars

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop

Task Manager

Lock the taskbar
Properties

2 In the Taskbar Properties dialog box, on the Taskbar tab, select or clear the desired
choices. Click Apply.
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Taskbar Properties =

Taskbar | ump Lists | Tonhars

[T Lock the taskbar
[ auko-hide the taskbar
[ 1se small taskbar buttons

Taskbar location on screen: [Bottom v]
Taskbar buttons: [nlways combing, hide labels v]
Notification area:

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

Howe dio T custornize taskbars?

TIP From the Taskbar Properties Taskbar tab, next to the Notification area, click
Customize to change how you are notified of system events and to hide or show
icons there. Refer to Chapter 14, “Keeping Windows 8 Safe and Secure,” to learn more
about this.

3 Click the Jump Lists tab and make the desired choices. Click Apply.

4 Click the Toolbars tab; make the desired choices. Click OK.

° CLEAN UP No cleanup is required.

Changing the Sound Scheme

The sounds your computer makes when system events occur are part of the Windows
Default sound scheme. Some of the system sounds with which you might be familiar
include Critical Stop, New Mail Notification, and Windows Change Theme (if you changed
the theme earlier). You can change the Windows Default sound scheme to one of several
others, all with names that are representative of the sound scheme they offer. One of the
schemes is No Sounds.
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You can change the sound scheme from the Personalization window you learned about ear-
lier. Click Sounds and, from the Sounds tab, select a new scheme. (Right-click an empty area
of the desktop and choose Personalize to access the Sounds option.)

L Sound ﬁ

Flayback | Recarding | Sounds |Communications‘

& sound theme is a set of sounds applied to events in Windows
and programs, You can select an existing scheme or sawve one you
have modified,

Sound Scheme:

[Windows Default '] [ Save &s.,, Delete
Mo Sounds

ent it the following list and
o sawe the changes as a new
sound scheme,

Frogram Events:

Show Toolbar Band -
I(] System Motification
I(] Windows Change Theme
I(] Windows User Account Control [
Iﬂ Windows Explorer
l(] Blocked Pop-up Window i

D Play Windows 3tartup sound

Sounds:

[Mone] P Test Browise..

Accessing and Exploring Advanced Settings

68

There just isn't enough space in a single chapter to cover all the personalization options
available in Windows 8. However, you can access all the options from a single window,
Control Panel, and you can certainly explore and configure these settings to the extent
you'd like. You can't harm your computer by changing these options, but you might make it
look quite a bit different from what you'll see in this book.

In this exercise, you'll first view all the Appearance and Personalization options and then
change the screen resolution.

SET UP start your computer and unlock the Lock screen. You need to have access to
the Start screen.

1 From the Start screen, type Control.

2 In the results, click Control Panel.
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3 Verify that the view is Category and then choose Appearance and Personalization.

All the personalization options appear.

Wiew byt Categery +

User Accounts and Family Safety
@Add of rEmove user accounts
'S' Set up parental controls for any user

~ Appearance and Personalization
ﬁ Change the theme
. Change desktop background

Adjust screen resolution

4 Under Display, click Adjust screen resolution.

B
@ ~ 4 By, Control Panel » Appearance and Personalization v & Search
Contrel Panel Home . PR
E‘ Personalization
System and Security ! Changethetheme | Change desktop background
Change the color of your taskbar and window borders | Change sound effects | Change screen saver
MNetwork and Internet .
Hardware and Sound ! Dlsplay . :
Make text and other items larger or smaller | Adjust screen resolution
Programs
2
User Accounts and Family Taskbar
B Customize icons on the taskbar
Safety
* Appearance and @MW Ease of Access Center

Personalization ¥ Accommodate low vision | Use screen reader | Turn on easy access keys | Turn High Centrast on or off

Clock, Language, and Region

Ease of Access

l Folder Options
«  Specify single- or double-click to open | Show hidden files and folders

Fonts
h Preview, delete, or show and hide fonts | Change Font Settings | Adjust ClearType text

5 Configure settings as desired and click Apply.
° CLEAN UP continue to explore the options as time allows.

As you explore Control Panel, you'll see that clicking some options, such as Change The
Theme or Change Desktop Background, open windows that you've already explored in this
chapter. You'll also notice that you have access to the available fonts and to folder options
that enable you to view hidden files or state how you'd like to open icons. If you've used a
Windows operating system before, these will look familiar. You'll also see a Back arrow and
an Up arrow so you can return quickly to the previous screen as you explore.

TIP In the Appearance And Personalize window, tapping a heading such as Taskbar results
in a different dialog box than tapping an item under it, such as Customize icons, on the
taskbar.
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Switching to a Different Power Plan
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A power plan is a group of settings that defines when your monitor goes to sleep and when
the computer goes to sleep. This occurs after a specific amount of idle time. In the case of
laptops and tablets, there are two sets of settings, one for when the computer is plugged in
and one for when it's running on battery power. You change the power plan from Control
Panel, under Hardware And Sound, in Power Options. To select a plan and apply it, select
the desired plan by clicking the option button beside the plan name.

be) Power Options

-

E—) - 1 3 v Control Panel » Hardware and Sound » Power Options v O Sei

Control Panel Home .
Choose or customize a power plan

A power plan is a collection of hardware and system settings (like display brightness, sleep, etc.) that manages

Require a password on wakeup
how your computer uses power. Tell me more about power plans

Choose what the power

buttons do Preferred plans
Create a power plan (®) Balanced (recommended) Change plan settings
[ Choosewhen to turn off the Automatically balances perfermance with energy consumption on capable hardware.
display
® Change when the computer () Power saver Change plan settings
sleeps Saves energy by reducing your computer's performance where possible,
Hide additional plans @
() High performance Change plan settings

Favors performance, but may use more energy.

There are three power plans (but you can create your own). On a desktop computer, the
settings are as listed here. (Laptops have a second set of settings for when the laptop is run-
ning on battery power.)

®= BALANCED This is the default plan. The display turns off after 10 minutes; the com-
puter goes to sleep after 30 minutes.

® POWER SAVER This plan is the best for minimizing power usage. The display turns
off after five minutes; the computer goes to sleep after 15 minutes.

® HIGH PERFORMANCE This plan is best when you need all the computing power you
can obtain. The display turns off after 15 minutes; the computer never goes to sleep.
To access this plan, you must click the arrow by Show Additional Plans.
From this window, you can perform other power-related tasks. You can choose what the
power buttons do, for instance. If you have a laptop, yo