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Windows 11

USER MANUAL

Windows 11 is the operating system of choice for
the smart thinking beginner, intermediate and
advanced computer user. It's designed to push the

boundaries, to encompass the everyday digital
world and help bring us closer together than ever
before. It brings a clean and easy to interact with

Al assisted user interface, together with powerful
and ever involving code under the hood. Everything
you need to help drive you into 2024 and beyond.
The Windows 11 Manual will guide you through
Microsoft's latest operating system, offering you
something new to learn on every page and
providing you with the necessary knowledge to
make Windows 11 work for you. In here you'll find tips
and tutorials, unlocking all of Windows 11's secrets
and helping you become a more advanced user.

So, let’s dive into Windows 11 and start building both
your confidence and understanding of this amazing
operating system.

Master your tech @ (www.pclpublications.com
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Installing & Updating
to Windows 11

Microsoft’s latest version of Windows hit the update servers on October 5th 2021, but it
seemed many computers were still waiting for the go-ahead from their Windows Update
screens, if you are one of them we can help you. Here’s how to step up the process.

If you’re still on Windows 10, and waiting patiently for your update screen to display the exciting ‘Ready to
update Windows 11’ notification, then this is the guide for you. Rather than tweaking with the update
settings, or delving into the murky depths of the command prompt, there’s an easier way to get the ball

rolling and get you on and working with Windows 11.

Before You Leap

e Windows 11

Before we go about running the update process, it’s worth
checking that your system can actually run Windows 11. Many of
us have already been down this route, and have discovered that
we need to apply a few elements prior to installing the newest 0S
from Microsoft.

TPM 2.0

TPM stands for Trusted Platform Module, and its task is to protect
data through authentication, perform platform integrity, utilise disk
encryption, and store passwords and certificates. In short, it’s an
extra layer of hardware protection to help stop your PC from being
compromised or to stop many forms of malware from infecting the
core components of your computer.

Now that you know what TPM is, you can begin to understand
Microsoft’s insistence of it being present before even allowing
Windows 11 to be installed. Windows is, by quite a margin, the
most popular operating system in the world, and as such it’s the
main target for malware and many other very unpleasant things
out there in the wild world. By using TPM, Microsoft is under the
opinion that it’s making things a little more difficult for any
hackers and creators of malware. It is, however, totally possible to
bypass the TPM requirements.

Anyway, in general, if your computer is reasonably up to date, or
roughly less than four years old, then there’s a good chance that
you have a TPM present in your system. For some systems, TPM
comes in the form of an actual module that physically plugs into a
socket on your motherboard, for most computers, though, TPM is
offered via the processor.

6  [www.pclpublications.com]

What you will need to do is drop into your BIOS, this can normally
be done by tapping either the Del or F2 keys when you first power
up your computer (before it starts to boot into Windows). Naturally,
different motherboard manufacturers offer different keypresses, so
you’ll need to check with your manual.

| MISi cLic sios =
AR

TR

}Speed 3.60 GHz
ed 3200 MHz

N

| SETTINGS

When in the BIOS, look for Settings > Security > Trusted Computing.
If you’ve got an AMD processor, you may also have to look for AMD
CPU fTPM. Enable both, if available, save the settings and reboot
the computer before your prodeed.

These entries will differ from one motherboard to the next, as
previously mentioned. You may need to Google your motherboard
make and model number, together with the words ‘enable TPM’, to
see how to specifically enable it for you.

Once enabled, and rebooted into Windows 10, go to[https://www

-11.]Jand scroll to the

Imicrosott.com/en-gb/windows/Windows-11.
bottom of the page and click on the Download PC Health Check

App button to start the download process.

Check far comgatibility
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Once it’s downloaded, double-click to install it. When installed,
run the Health Check App, and look for the Check Now button in
the Introduction Windows 11 section. Click it, and you’ll be
given a report as to whether your computer can run Windows 11
or not. If not, you’re told where it’s failed and you can look up
what to do next and remedy the situation.

& This PC meets Windows 11 requirements

Great news — Windows 11 is coming soon! Check device
specifications for apps and features that exceed minimum system
requirements and Windows 10 features that aren't available in
Windows 11.

See all results Device specifications

Windows 11 Installation Assistant

To force the update to Windows 11, providing your computer can
handle it, you’ll need to run the Windows 11 Installation Assistant.
This is a separate app that enables Windows 10 users, who have a
valid Windows license, to update their computers to the latest
version of Windows 11.

You’ll need to ensure that you have at least version 2004 of
Windows 10 before you begin. It’s worth going to the Windows
Update section in the Settings and checking for the latest updates.

Windows Update

Restart required
Your device will restart outside active hours.

‘Your device is missing important security and guality fixes.

2021-09 Cumulative Update Preview for NET Framework 3.5 and
Status: Pending restart

2021-09 Cumulative Update Preview for Windows 10 Version 20
Status: Downloading - 100%

Restatnow  Schedule the restart
View optional updates

@ Pause updates for 7 days

bl» Install updates as soon as possible

‘We'll natify you before the restart and you can postpone if needd

% Change active hours

Currently 08:00 to 17:00

@ View update history

See what updates are installed on your device

£ Advanced options
Additional update controls and settings

= ,O Type here to search

Updating to Windows 11

If allis well, head on over to[https://www.microsoft.com/en-usj

ware- windowsI1 Jand locate the Windows 11
Installation Assistant section. Click on the Download Now button,
to save the app to your computer.

Locate the app on your computer, and double-click it to begin the
Windows 11 installation process. If everything is as it should be,
you’ll be presented with an Install Windows 11 window. Click on
the Accept and Install button to continue the process.

Install Windows 11

Next, the app will download the necessary file and perform the
forced installation of Windows 11. This could be anywhere between
20 minutes to nearly an hour - depending on the speed of your
computer, connection to the Internet and so on.

Step 1 of 3: Downloading

I3 Sne o keep using your PC

It’s a three-step process, and the final step will have you reboot the
computer. You'll then need to go through a Welcome process, and
once that’s done, the Windows 11 desktop will load; retaining all
your files, desktop settings etc.

[Www.pclpublications.com 7
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Windows 11 -
Getting Started

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

Hello Windows 11

One of the first tasks to complete when you boot into Windows 11, is to run through the Getting Started

guide. Here’s how it works.

You'll find the Getting Started guide in the Start
menu, when you click the Windows logo button

on the taskbar. It’s a welcome to Windows setup wizard, and

makes sure you're ready to use your files, and get access to your

work quickly and effectively. Once it has opened, click the Get
Started button to continue to the next step.

If you already have a OneDrive, or Microsoft,
account, then click on the Sign In button to enter

your details and link your OneDrive with the account on the

Windows 11 PC you’re currently setting up. If you don’t have a

OneDrive account, click the Create Account button and then
follow the on-screen instructions.

Hi David

Set up OneDrive

personal data has become one of the

cornerstones of the company’s services. OneDrive offers a secure
space to store your data, which will always be available no matter

what happens to your computer. Click on the Open File Explorer
button to begin your OneDrive setup and login.

Microsoft’s use of OneDrive for both business and

The perfect place for
your files

EECN

Step 4 When you’ve completed the setup and logged into
OneDrive, a special folder within your user account
on the PC will be setup. This folder allows you to interact in

real-time with the OneDrive cloud service, so any files created in the
folder will be automatically uploaded to OneDrive; and vice versa.

-

- T *
Thy Your OneDrive folder
yol
.. =

s LY i
Your G Crive folder is v
=1

8  [www.pclpublications.com]



http://www.pclpublications.com

OneDrive will also setup an automated service

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

e —
Microsoft OneDrive

|
Th Back up your folders
Manag
save it - : -

-

Auty p
Auton
protec Desktop Documesnts Puctuires

Windows 11 - Getting Started

The next step in the Getting Started process has

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

Select Microsoft Store apps to install
we o Netflix
n Twitter
O Reddit
@ Pinterest

m Dolby Access

Telegram Desktop

@ Adobe Photoshop Express: Image Editor, Adjustments, Filters, Effects, Borde

n Luminar Al

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

& Microsoft OneDrive *

Th All your files, ready and on-demand
yol With Files On Demand. you "‘ |'|::- your OneDrive without taking

Mana¢
save i

Autor
protec

b b h
S © @

Online-only On this device Always available

These files don't take up

When you open a file, it

Fight-cick a file to make it
available offline

O Alexa
Step 8 An interesting element to the Getting Started
setup are the informational sections; such as this
one. It details the new Search app that’s located on the taskbar. It
also highlights the new Start launch taskbar, and shows how easy
itis to use, and pin any Apps to.

One place to Start

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

o -Cm

[Www.pclpublications.com 9
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Windows 11 - Gettlng Started continued...

The Focus Assist setting is designed to help you

choose the notifications you’d like to see and
hear, without the distractions of those you don’t. Any notification
that’s not set in the Priority list of apps, will be added to the
Notification area without disturbing your workflow. Click the
Open focus assist settings button for further information.

Widgets are a resurfacing technology from the

Windows Vista days; only now they work a lot
better. This panel of the Getting Started setup shows you how
to access your Widgets, and how to explore what’s available.
The widget window scrolls in from the left of the screen,
slightly raised above the taskbar.

et e Cuwr

[ L T——
1 Dty Toke o0 it Dot S
Doty Tabe Vo S

e U5 Bt Seveas mrwacind 1 Aint
L e ]
e

ey e it i

T genps b ot Bt st ol

dlfeilo-en

Microsoft Edge has seen some dramatic

improvements over the years, so much so that
it’s now regarded as one of the most secure, and fastest browsers
available. Of course, if you prefer to use Chrome, Firefox or
another browser, then you’re free to do so. Edge, however, is built
on Chrome technologies, so it might be worth giving it a go.

Linking your Android phone with Windows is a

function that appeared in the early years of
Windows 10. Since then it has improved significantly, and you
can easily setup and configure the interface from this panel in
the Getting Started guide. Simply click the, Link your Android
button to begin the connection process.

B | 2 vev x [
« =2 C L. Suprch ov wer web sdd

Search the web

My Feed

Gatoey 1096
FE T

o @@ -

Kristin Patterson

G

o
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Getting Started

The new Chat icon in the taskbar is an element of Now would be a good opportunity to check that
Microsoft Teams. Teams has proved its worth in any specific hardware drivers are updated to

gold during lockdown, and has now been included by default in Windows 11. To do this depends greatly on the type of hardware.

Windows 11. It’s cross-platform, and easy to setup and use. Just For example, Nvidia GPUs will use the Nvidia GeForce Experience.

click on the Chat button in the taskbar to begin the setup process.  Simply click to open the hardware setup client, and follow the
on-screen instruction to apply the update(s).

OWN THE
BATTLEFIELD

That’s the Getting Started guide complete. You'll If you have any older software, it’s worth taking
now have a fully setup and working OneDrive a moment to test that it still behaves the way

with active folders, sorted out your notifications, launched and you expect it to under Windows 11. If not, then look the

begun to use the Edge browser, and connected your Android software up online, see if there’s an update to Windows 11, or

phone. Before you do get started, we suggest you try the following. contact the developers directly to ask for guidance relating to
the specific software itself.

ExpressVPN WhatlsaVPN?  What We Offer v D

Download a fast
Windows VPN for PC
laptop

Works on Windows 11, 10, 8, and 7

day money-ba arantee

Get ExpressVPN - ( Download Windows VPN )

Www.pclpublications.com 11
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Windows 11
Essentials

Windows 11 is a lot different to previous versions of the
operating system. There’s a new taskbar, Start menu, Windows
Search and much more. It’s all groundbreaking stuff, and you’ll
need to be familiar with the basics before you can begin to dive
into the more technical territory.

Read on, and discover Windows 11 essentials.

12 [www.pclpublications.com
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Windows 11 Essentials

hilde-langevi
e AL

n-AdAKxn?

“Welcome to Windows 11 on your
desktop, laptop or tablet. You are about
to embark on a fanastic adventure with
the world’s most popular operating
system and we are coming with you for
every single step of the way!”

[Www.pclpublications.comj 13
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Windows 11
Start Screen

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

Notifications and Widgets.

Widgets

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

Customise

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

Taskbar

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

& October
Good morning

B Entertsinment

AVATAR
s
- -
;\;;t.ati: .The Way of Water
. What to watch next?

Newton Abbot - '
C [l Tomomow's temps
- 1 5 A 1o break the record 3

high for 7 October

.
See full forecast 3

~% Watchlist suggestions

3 fe 079
\‘\" 0 *
UKx F %
SE 100 ATIES
MCX [ 039%
SE 260 17665
' 03T
ey
,.-ul_ o7

See watchist suggestions

8§ Traffic incidents ~

Slow traffic on A62 from Ripponden

Discover  Following  Watch

Wl Windows Central- 206

Why Microsoft won't be the
company to mainstream
generative Al

He Pe O

&} The Telagragh - 9h

Play

What do teams need to qualify

for the Rugby World Cup
quarter-finals?

Road (AB72) to Prince Street due ...

15°C
R_se

W vardbaricer . 16n

The 25 most challenging vide
games of all time

Top 40 fish and chip shops in
country revealed - does your
local chippy make the list?

onay from Microsoft Start - 4h

t brief - DWP full list of
@ller payments worth up to

Search

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

14 [www.pclpublications.com]
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Windows 11 Start Screen

Then and Now Ly e
We’ve come a long way since the early
days of Windows version 1.0. Through
ups and downs, Windows has evolved
to become the most used desktop
operating system in the world. Over
35 years have passed since Windows
1.0 has released, let’s see what the
next 35 hold for Microsoft’s OS.

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

Desktop

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

Al Profile

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

Notifications

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

Www.pclpublications.com] 15
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How to Use
the Start Menu

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

Get to Grips with Start

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

Step 1 The completely redesigned Start menu is opened Step 3 If the app you want to open is shown, click the
by clicking on the Windows icon in the taskbar, or icon to open it. If not, you can click the “All Apps”

by pressing the Windows Key on your keyboard. It opens above button to open the full, scrollable list of apps. You can change the
the taskbar icons, floating in the middle of the screen. It will apps that appear here by right-clicking on the icon and choosing
appear over the top of any open windows. “Unpin/Pin to Start” from the action menu.
Qs f d
¢ @ @ & =
@B 5 @ & @ R
Microsolt Stare Photos Settings ke Mova to front Mbex

[gh Scrwenshat 2093-09-21 135342
20 aga

|
¥ Unpin from Start

® B v O R——
To Do

b 2003-00-31 135004 [qg Scresnshat 2023-09-21 13460

Zoh ago Spotity Disney+ :ll e b ki TikTok
[ Ao e fine = p——
Recommendad & Uninstal
. ::.:-:L.’_dm ;,:-_ ic:::_warma-os-zz1ndus
= a k.reer-a'-o! 2023-09-21 135024 'a Sq?ﬂns‘-ok 2023-09-21 134811
e O mSHEB ol =
The Start menu is arranged into four main In the app menu, apps are sorted
sections: Search, Pinned Apps, Recent or alphabetically, except for a Pinned section at
Recommended Files and Account/Power. Clicking in the Search the top. By clicking the All apps links, you will open a complete
field will switch to the dedicated Search panel, rather than letting  list of yours will can be scrolled through alphabetically, to open
you type your search term directly into the Start menu. any of them simply click on their icon.

i
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Wil Debee i

@:-2EtcBAENOOTO|:
¥ i

g

%

16 [www.pclpublications.com]



http://www.pclpublications.com

The Recommended section shows files that have
been recently opened, or that have been opened

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

te O R ¥Ho 8

How to Use the Start Menu

Use the sliders to enable or disable Start menu

features you want or no longer want. To add
folders to the Start menu, click the folders option in the Start
settings and then use the slider switches to add any of the preset
folders you want or need quick access to.

fim Qe Personalisation » Start

B Spten

0 Eustccts & devices

ok, Show recenty added apps

S ——

Show recenty cperd sems in Start. Jumg Lists. s

tion, shiotsouts, new apps

Step 6 The bottom section contains a link to the
Microsoft Account menu. Click this to change
account settings, lock your computer or sign out of the current
account. At the other end of the section is the power button. Click
this and choose from the available power options.

Open the Start menu again to see the newly

added (or removed features). You may not
initially notice any difference to the apps list if you have not yet
used any apps repeatedly. The folders you added can be found
next to the power button in the bottom section.

Screenshot 2023-09-21 1348
=] cAUsersjamesy OneDrive\ Fictures\Scresnshots

shot 3-09-21 134641
s DneDrive, PleturesS:

[ Sereenshat 2023-09-21 13441
' eausersijamesiOneDrive: PicturesiScreenshots

y  Screenshot 2023-09-21 134217

I CAuUsers\ james\ OneDriveiPictures\Screenshots

[ Sereenshot 2023-09-21133332
| Cousersijames OneDrive’ Fictures\Screenshots

[y Screemshat(f}
= causersyjamesOneDrive: Pictures Screenshots
& Change account settings  nplate
rive\ Documenty\WidgitunPrintiWidget Assessiin Print.
& Lock

LeDESS¥HE8

¢ Signout Iriver Document\WidgininPrintiwidget Assetsiin Print Wr
. Jim Gale (_'J
Step 7 It is also possible to display your most used apps
and a selection of folders in the Start menu. To
enable these features, open the main settings menu (you should
see the icon for this in the pinned apps) and click on the
Personalisation section. Then choose the Start option.

It is not possible to resize the Start menu, nor is it

possible to change the style of it. You can change
the overall colour mode (light, dark or custom), which will change
the colour of the Start menu along with other main elements of
the interface such as the taskbar.

Jim Gale System
jamesg@papercutitd co.uk
| LAPTOP-TGKIBOHD
E HP Paviion Laptop 15-cwlioo
Rename
| B System gu Mrosoft 365 g Windows Update
0 Biustooth & davices
W Netwark & internet o iy z
ot anitars, brightmess, night dght, disalay prafi
" o W i s ’
- Accounts
® Time & language Q '?_:".":"'l.:ﬂ
@ Gaming
sz Focus 3
K Accessibiity B oo s =
W Privacy & security
{1y Power & battary 3
@ windows Update s mni kol doe
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Notifications and
Quick Settings

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

Exploring the Notification Center

The Notification Center is an important and useful element in Windows 11, providing you with access to the

calendar as well as notifications and alerts.

you can change the notification settings), disappearing after a few
seconds. After the initial pop-up has disappeared, you can view all
current notifications by clicking on the time/date in the taskbar.

New notifications and alerts will pop up at the

bottom-right corner of the screen (by default, but

M caiendar

Tben's Birthday
All day event. 07 September 2021

Snwaze for

5 minutes

3 snocze * Dismiss

1336
~REPAS @

|moem=wom

Unlike Windows 10, the Notification Center
(which was called the Action Center previously)
only contains notifications and alerts, not quick settings. It does
include the calendar now, which is expanded by clicking the
arrow next to the date at the bottom of the notification panel.

Tuesday T September

September 2021

e
P
ARTUW

N T e

Step 2 You can see if there are new notifications waiting
corner of the time/date in the taskbar. You can turn off these
badges in the settings, but they are a useful and unobtrusive way
to see, at a glance, if you have something requiring your attention.

to be viewed by the badge that will appear on the

Above the calendar section is your notification

panel. Notifications can be from the system
(Windows updates for example), from your calendar, from apps and
even from settings that need to be managed. Notifications are sorted
into sections within the notifications panel; based on their type.
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location,
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At the top of the Notifications panel is a button to
clear all notifications. You can clear notifications
individually by hovering the pointer over them and clicking the X. You
can also click the menu button on each notification to see some
notification settings, such as setting similar messages as a priority.

Natifications Dearall

) Forus assst sedtings

@ Tum off all notifications far Calendar

21 Go to notficatien settings
B Maks Calendar high priority

R

Microsoft account prablem
Salact hore to sign in 1o your Micres

O Privacy

Moy

Notifications and Quick Settings

To manage your notification display settings, go
to Settings > System > Notifications. Here you
can choose the apps/features which can send you notifications,
using the slider switches. Click the name of the app to see further
settings, such as whether a sound is played, and the priority level.

B 1 = e

Systam + Notifications
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Quick Settings Panel

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

Notification Center.

Step 1

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

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

Step 3

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

AWM PES

WO BOCH-~O o

P EHOCE=“O
There are also sliders to control screen brightness
and system volume. The exact settings that
appear in the quick settings panel will vary, depending on if you
are using a desktop or a laptop computer. At the bottom of the
panel is a button to open the main Windows 11 settings app.

Some of the quick settings buttons will have an
arrow on the button. Clicking these buttons will
open a new panel, with further options for that particular feature. For
example, the Wi-Fi button will open a list of available networks, and
Keyboard Layout will open a list of the different layouts available.

System © Display
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How to Use
the Taskbar

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

Mastering the Windows 11 Taskbar

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

Taskbar Layout The taskbar runs the full length of the (Y 1ge i lofo) @ Theembedded search field of Windows 10
bottom of the screen, and is now is back, simply enter a search term here

divided into two main sections: Start Menu/Pinned App and and press return. This opens a new system search panel. This
System Tools. In Windows 11 the taskbar app icons are unified search allows you to not only search for things on your
arranged in the centre of the taskbar (although this can be computer, but also in OneDrive and for results from websites. As
changed), with system tools on the right. you begin typing, search suggestions appear.

O -

The firsticon in the row of taskbar icons is the The third button in the row of taskbar icons
Start menu button. Clicking this opens the opens Task View. Task View is not a new

Start menu directly above the icons. You can right-click the Start feature to Windows, but it has been slightly changed and

menu button to see a jump menu of additional links and tools. streamlined for this version. Task View allows you to quickly see

These include a shortcut to shut down or sign out of your computer.  every app and window you have open, switch between them
and even create new desktops.

Settings Microsoft 365 Solitaire & Xoox
(Odfice| Casuval Games.
To Do Microsaft Prime Video TikTok
Clipchamg
Calculator Clock Hotepad Faint
Mare

ufh_ Screenshot 2023-09-22 103645
| ssmaga
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The far left Weather report button opens the
Widget panel, on the screen. The widget panel can
be customised to suit your needs with information such as weather,
photos, stock prices, sports results and news stories. As Windows 11
develops, it is likely even more functionality will be added.

o bk | Wity b Dctiolies - 'y mal
| | et

= a LOC.S¥H-m - i v
Chat/Tea ms The huge recent rise of remote working
and video meetings goes some way to
explain why Microsoft have embedded Teams as part of Windows
11. Once you are set up and signed into your Teams account,
clicking this button will open the start/join meeting interface.

Meet and chat with
friends and family

fm O RBVHSE

How to Use the Taskbar

m Hovering over any open app icon in the

Taskbar brings up a Peek preview of the
window. If a movie is playing, for example, you will see it
playing here too. If you mouse over the preview, the actual app
or window will pop up on screen. You will also see an X to close
the window, without actually selecting it.

¥ 5
s ceoogesem

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

pinning Apps A few other apps and other software will
be pinned to the taskbar when you first
use your Windows 11 PC. You can add several more as and
when you choose. To pin compatible apps, right-click on the
app icon anywhere you see it (Start menu for example), and
then click Pin to Taskbar.

= ¥H=3
Taskbar Settings You have quite a lot of free reign when
it comes to which apps you have
showing in the taskbar. Open Settings > Personalisation >
Taskbar. Here you can use the slider switches to enable or disable
the default apps that appear. You can also change the alignment
of the pinned apps back to the left.

B A & 6

Microsoft Store Photos Settings Microsoft 365 Solitaire
(Dffice) Casusl Ga
. Move to front ‘
Spo 1Do Microsoft Prime Vig
32 Unpin from Start Clipchamp

rﬁ (8 FRun as administrator a

Insta B Pin to taskbar ulatar

1 App settings
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Family L.

Uninstall

Screenshot 202,
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Personalisation * Taskbar

R
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Using Task View and
Multiple Desktops

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

Using Task View

Task View is a quick way to view and manage all of the windows and apps open on your PC at any given
moment, even those that are minimised.

Step 1 Task View is accessed by clicking the third icon in Step 3 Click on any window or app in Task View to open
the taskbar; the white square on the black square. it at full size on the desktop. It will appear in front

The Task View screen is split into two sections: Open tasks and of any windows you already had open and visible on the desktop.
desktops. Any apps or windows you have open, even if they are You can also close windows or apps directly from the Task view.
currently minimised, will be displayed in the open tasks panel. Just hover the mouse over the window and click the X button.

- r

W@ pow bt - Feracnal - Wercanlt Bdge

s om I

L

Four cars tollide as elimate protesters Block
part of M25

L B

The size and shape of the windows shown in Task If you right-click on one of the windows/apps
View depend on the size and shape of the actual shown in Task View, you will see several more

window. For example, if you have Microsoft Edge open at full options. Snap left/right will open the selected window, but

screen, it will be displayed as a wide rectangle in Task View. If you “snapped” or positioned to the left or right of the home screen.

have a lot of windows open, the open tasks panel will be scrollable.  You will see that there are also several options for showing/
hiding the window on new desktops.

B Microsoft Store ® l = File EBxslarer

Snap left

-
| & Snap right
Move to
Show this window on all desktops
Show windows from this app on all desktops

Close
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Using Task View and Multiple Desktops

Using Multiple Desktops

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

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

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

€ et - Pemcral - Wit g

€@ New tab - Personal - Microsoft F<--
Snap left

Snap right
Move to

Show this window on all desktops
Show windows from this app on all desktops
Close

ainas

=
i}

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

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

W New tab - Personal - Microsoft Edge

Desktop 1 New desktop - ; Snap left

r’-’ ; & _ﬂ Snap right
=| - - Show this window on all desktops

+ Show windows from this app on all desktops
g Close

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

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

[y —
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Using Snap Layouts
and Snap Groups

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

Using Snap Layouts

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

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

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

a = ® & -~ | Personalisation » Background

y electricity cable from

Lrunc h worsens

Step 2 There are 4 preset layouts available (at present, Step 4 If you now try to move a window or app out of the
although more may be added): 2 equal windows layout, it will switch back to its original dimensions
side-by-side, 2 unequal windows side-by-side, 3 windows and 4 equal ~ when it unsnaps from the grid. You can create multiple Snap Layouts,

windows. Click on whichever you want to use, and the window/app each containing different apps/windows. These remain until the
you used to open the layout will snap into one of the positions. windows are closed or removed from the group.

— [
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Using Snap Layouts and Snap Groups

You can change the dimensions of the layout once

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

You can snap apps and windows into position using

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

ion * Background

Using Snap Groups

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

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

If you use multiple desktops, you can move Snap

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

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

B Microsof: Store € tew tab - Persanal - Microsof]

Snap left
Snap right
Maove ta

Show this window on 2l deskteps

inflation spike a blip?

Show windaws fram this app on a desktops

Close

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

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

= € \B Group|FileEx. X

System > Multi-tasking
m] Snap windows
B When | snap a window, shaw what | can snap naxt to it

B Show snap layouts when | hover aver 3 windaw's masimise buttan

[u Shew snap layouts that the app is pant of when | hover over the taskbar bl.'.!o-::]

B When i drag a windaow, let me snap it without dragging all the way to the screen edge
B When tsnap a window, sutomatically resize it 1o fil avalable space

B When i resize s snapped window, simuftanecusty resize any SojaCENt snapped WINGoW

€] Desitops
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Inside the
File Explorer

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

File Explorer Toolbar

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

Navigation Pane - Folders

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

Info Bar

The thin bar along the bottom of the
File Explorer displays several bits of useful
information. If nothing in the main window is
selected, the info bar shows the total number of
items in the selected folder. Click on a file and
the file size is also shown here. If you select
several files, the number of items selected is
shown, along with the total size of all selected
items combined.

/38 Folder Contents Pane

When a folder is selected in the File
Location sidebar, its contents are shown in the
main pane. The contents of any single folder may
vary greatly of course, but Windows uses standard
icons to show Word documents, text files, various
different image formats and shortcuts to apps and
software. As you can see here, images will usually
be displayed as a thumbnail unless view settings
have been changed.
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Menus

You will have noticed by now
that Windows 11 has some fancy new
icons in place of the previous cut, paste,
copy, rename and so on. They may a little
getting used to, especially if your muscle
memory mouse finger keeps hitting the
wrong icon! Don’t worry, though, it won’t
take long to adapt.

02240 pexels-maria-rosenberg-2171583

Pe-mw¥H=®

(B Details

B pexels-narishshnyv-18280318

[ share

Details

&Y Properties

S 11:34
o ® 25/09/2023 2

Show Libraries

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

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

=]

Inside the File Explorer

Window Controls

Almost every window that opens in
Windows includes these controls. From left to
right they are: Minimise, Maximise and Close. In
Windows 11, moving the mouse over the
maximise button brings up the Snap Layouts
panel. Right-clicking on the control bar will show
you a couple of extra controls, including Restore,
Move and Size.

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

Preview Pane

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

Folder View

The two buttons here let you choose
between viewing the contents of the folder in a
thumbnail format or alternatively, as a list. When
the folder items are displayed as a list, you can
choose to display a varying amount of
information, including date last modified, file type
and file size. Items shown as a list will still display
a preview in the Preview Pane when selected.

The View Tab

The View tab in File Explorer allows you to
completely change how the window looks, how
files are displayed and even whether each item

has a permanent check box next to it. One of the
most useful tools in the View tab is the Details
Pane button. This switches the Preview Pane to
show a list of file details instead. This is
particularly useful if you are looking at images.
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= How to Use
File Explorer

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

What Features in File Explorer?

File Explorer is a much undervalued part of Windows. And while it hasn’t fundamentally changed for several
versions of the operating system, Windows 11 has made some changes, which we’ll take you through here.

The way you browse files in Windows 11 is There are new icons across all File Explorer
similar to previous versions of Windows, but views. And there are a lot more file operations

File Explorer has been slightly simplified. The main Quick that you can access on the menu at the top of the window

Access window shows you your most frequently used folders (known as the ‘ribbon’), without the need to use the right-click

(after all, how many of us dip into more than five or ten folders ~ menu. This makes it easier to use on PCs with touch screens.
in a day?) and also recent files.

& =
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Step 2 The sidebar also works on the same principle, Step 4 The new icons are all fairly self-explanatory if you
and via a new Quick Access feature you can pin have used any PC in the past. There are icons for
folders or files that you want to stick around. It will also show you  Cut, Copy, Delete, Rename and Share, as well as folder control

Frequent folders too. You can pin things permanently onto Quick icons like View and Sort. If you are unsure what any icon does,

Access by right-clicking them and selecting Add to Quick Access. just hover your pointer over one to see a label pop up.
. _ e -
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The simplification continues on the This PC

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

5 OTMERC 5 Windews (C)

[

How to Use the File Explorer

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

Sharing files in File Explorer is again a simple
process, click on the Share link and the share
panel will open. The sharing options shown here will vary
depending on which apps you have installed and which
communication features you have decided to set up.
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If you’ve come from an earlier version of
Windows, you should be familiar with OneDrive.
It’s Microsoft’s cloud storage application and it’s available to
access directly from File Explorer in Windows 11; so you can view
your cloud-stored files just as if they were on your computer.

HowvllOoCEB < A

When viewing some files, such as photos, in File

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

You can quickly change how you view files in File
Explorer using the folder view buttons in the
bottom-right corner (thumbnail view or detail view). There are
many more folder options, including privacy and view options,
accessed by clicking the More button and then choosing Options.
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Create and
Manage Folders

Despite all of the changes to the Window’s OS, folders have remained one of the core
tools for organising your files. Much more than just boxes to keep your photos or music
files in, folders can really help to improve how you use Windows 11 on a day-to-day basis.

Creating New Folders

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

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

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

A Shortcut
d Bitmap image
DOC Document
DOCX Document

ga View > )] PPT Presentation

m B E @

- Sortby 4 | PPTX Presentation

0 Refresh 7 Text Document

Paste shortout 2] XLS Worksheet

“2' Undo Copy +Z 81 XLSX Worksheet

4 New ~ Compressed (zipped) Folder

Display settings

Personalise

7| Show mare options Shift-Fi0

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

. Open

Pin to Quick access

S o

Pin to Start

Compress to Zip file

Copy as path

£n
o
&

Properties Alt=Enter

Gy

Show more options Shift+Fi0
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Managing Your Folders

Create and Manage Folders

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

icon used whenever a new folder is added.
Step 1 You can manage a folder in a number of ways,
without even opening it. Right-click on any folder

and the action menu appears. The exact options that appear will
depend on the apps or software you have installed but can
include: scan for viruses, compress, shred, zip and more.

Most of these options are self-explanatory, such as

copy, paste and select all, but some are a little more
confusing. Most casual computer users won’t need to use 90 per cent
of the options in day-to-day use but it is worth understanding them
anyway. Add a few files to the folder and experiment.

Open

17 Pin to Quick access

Pin to Start

Compress to Zip file

Copy as path
&1 Properties Adt+Eriter

Show mare options Shift+Fi0

The standard (Windows 11) options in the folder
action menu include: Pin to Quick Access, Open,
Share, Pin to Start, Send To, Cut, Copy, Rename and Delete. Some of
these options are shown as new icons along the top of the action
menu. You can see more folder options by clicking that option.
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Inchade in library
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Tl sort O view K] et a5 background
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L ¥% Selectall 4
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If you want to get really deep into managing your

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

L Pictures Properties x
) New
General Shamg Secuty Previous Vemsions Customise:
1 5 On  Objectnems:  C\Lsers'vuss'Ore Deve\ Pickures Search Pic
Group or user names:
Cuick aceess
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& Documents * b
Permissions for SYSTEM Miow Deny
P Pictures » —
. Goagle Drive * Rty
Read § execute
“ Pictures List folder contents
Read
Screens | Wete 4

Open the folder and a whole range of further
options are available along the top of the new

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

To change the icon style (which will change the

style of all folder icons), click the customise tab
and then click Change Icon at the bottom. Scroll to view all of the
available icons (downloaded icons can be accessed by browsing),
click on your preferred icon and click OK.
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Connecting Your
PC to the Internet

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

Connecting to Wi-Fi

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

Step 1 If your computer is not connected to the Internet,
side of the taskbar. You can either click this and select Wi-Fi from the
quick settings, or you can open the main Settings app > Network &
Internet > Wi-Fi (the best route with a brand new connection).

Windows will display a small globe icon on the right

Click on the required network name in the list and

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

Mot connected
i 2 @ You aren't connected to any networks
B Spstem

0  Bluetooth & devices = Wi

| ®  Metwork & intemet

Ethernet

#  Personalisation B ik i o
B Apes

@ ™
& Accounts Add, connect, manage
3 Time & language

iy Mobile hotspot
® Caming are your incemet connectio
X Accessipality DJ|} Fiight moda
& Privacy & security
& wWindows Update ] Praxy

Dial

Network & internet > WiFi
F WiFi On

% Show available netwarks
G VMEISS042 EXT

Enter the network security key

Canc

.;))

Living Rooam TV.m

T MurrayVWNA
h

Use the slider switch to enable Wi-Fi on your

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

SKY20A37
To disconnect from the Wi-Fi network at any time,
open Settings > Network & Internet > Wi-Fi again,
and click on the networks list. Click the Disconnect button. You can
also choose to Forget the network (sometimes useful for
troubleshooting connections), in the Manage known networks section.

Network & internet > WiFi

)
=

Show available networks

b

VME955042_EXT

) &)

Living Room TV.m
MurrayVWNA
SKY20A37

ERM_CORPORATE
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Dizconnect
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Manage Network Settings

Connecting Your PC to the Internet

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

connecting to the Internet.
If you need to log in to a home VPN or

VPN Settings
corporate network, this is where you will

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

Add a VPN connection

VPN prowider

Connection name

Server name or addness

Type of sign-in info

Usemame tga!ionill
Proxy Settin gs If you use a proxy server, this is where you
enter any specific settings to do with that.
However, Windows 11 should automatically detect proxy settings. Note
that the settings you configure here won’t apply if you connect via a VPN,
because a VPN essentially skips the need for a proxy.

Edit setup script
Use setup script

. | Of

You can turn your Windows 11 PCinto a
mobile hotspot, sharing your Internet

Mobile Hotspot

connection with other devices over Wi-Fi. You can share Wi-Fi, ethernet
or cellular data connections. Once enabled, other devices will be able
to see your computer when they search for networks to connect to.

In a move designed to keep up with more

mobile-based computing devices, Windows 11
includes a data usage page in Settings too. Here it splits your data
between wired and wireless. We’d like to see more advanced settings
than this too, so you could see how much data you used on a public
wireless hotspot, for example.

Network & internet > Advanced network settings > Data usage

12 MB E““wmw F Wik

s car help puu drack et ussge 10 ety uncer yersr it —ws 1 waim you st o e chaps, 2 2 wen't
From the last 30 days changs your sats plan

Usage statistics
m i
- Windaws Web Experience Pack

=
. Get Help
-

- muedge
Disable Adaptors Another thing you can do is to disable
and re-enable your network adapter (like
the Wi-Fi card in your laptop). View your network connections by clicking
Advanced Network Settings in Network Internet and then right-click the
network connection in question. You can disable or re-enable it.

Network & internet > Advanced network settings
Network adapters

= WiFi
T VMEOSS0AZ_ENT | IntedR) Dual Band Wireless-AC 5160

;? Etharnaet

Nar conrected | Realtek PCle GEE Fasmily Controlier

Media state:
Bytes sent: o
Bytes received: 0
Link speed: 1000 {Mbps)

Duration; 35149
Flight YIS  If you are using a laptop, you will also have
access to Flight mode settings (this can also be
accessed through the Quick settings panel from the home screen).
Here you can disable Wi-Fi and Bluetooth individually, or simply use
the Flight Mode slider switch to disable all wireless connections.

Enabled

Network & internet > Mobile hotspot
-
;' Mabile hotspot o @D
S T S et o @D
Propertios &
Network propertes. Edit
Name: DESKTOR-LOGKIF4 3295
Password: EECRESL ]

Network & internet > Flight mode

e Airplane mode
Stop ol wireless commurication

WiFi
Biuatooth

@ Gethep

&7 Give feedback
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Exploring the
Windows 11 Settings

The main settings app in Windows 11 has been completely redesigned, making it
much easier to find everything you need to keep your computer working the way you
need it to. You can find the settings app in the Start menu, or open it by pressing the
Windows Key +1.

Account & Search

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

have chosen one). Clicking this will take you to
the settings Accounts page. Below that is a
search field, allowing you to look for specific
settings within the app.

Settings Categories

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

Quick Info Panel

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

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

displayed along the top of the sub-category.

34
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Privacy & Security

The privacy settings contains sections for all of the main

Exploring the Windows 11 Settings

areas where your privacy may be compromised, including

some which might not be obvious at first.

Windows Update

It is important to make sure that your Windows computer
is up-to-date with all the latest updates and revisions. Here

you can check to see which updates are available to
download and install.

System Settings

These are the core settings for your computer.
Things like Display, Sound, Power & Battery and
Storage can be found in this settings category.

Bluetooth & Devices

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

Network & Internet
View, connect to and manage your Wi-Fi,

Network and other Internet settings here. You
can also find a section for adding a VPN, and
setting up a Mobile Hotspot.

Personalisation

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

Apps

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

Accounts

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

Time & Language

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

Accessibility

If you have additional accessibility needs, you can
find lots of settings here to make life easier. From
a narrator tool and screen magpifier, to closed
captioning and mouse and keyboard settings.
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Using Widgets
iIn Windows 11

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

Wonderful Widgets

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

To open the widget panel, click or tap the button

in the Taskbar (the blue and white square icon)
or press Windows key + W on the keyboard. The panel slides out
from the left side of the screen, and will sit over the top of any
other apps or windows you currently have open.

The exact widgets available to add will vary,

depending on which apps you have installed. As
Windows 11 develops, more widgets are likely to be added here,
possibly from third-party developers as well as from Microsoft. To
add new widgets, just click the + button on each.

......

v DSV HA

The widget panel is initially split up into three
main sections: Widgets, Dsicover, Following,
Watch and Play. Scroll down the panel to see more content. At
the top-right is an account icon, which opens a new panel with
account information and the ability to add new widgets.

Good afternoon A

I Bank ol Englar hakds istert rates stasty

Entertainment

The Mandalorian

faDa 2
What b it o

®
ig
iz
LR )

After adding widgets, close the account panel

and you will see the added widgets in the panel.
You can move widgets around in the panel by clicking on the top
of the widget and dragging it to the required position. Other
widgets will rearrange to fit when you do this.

Discover Watch Flay

Following

S Chassic & Sparts Car - 56m

30 fab classics for sale this week

S P O

T FirEne l
. Explore mare games
+ | |
& Shopping ﬂ
.
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To remove a widget, click on the Menu button at

the top-right of the widget and choose “Unpin
Widget” from the menu. You may also see the option to change
the size of the widget in this menu. Not all of the widgets will
allow all three of the sizing options.

Using Widgets in Windows 11

The news stories further down the Widgets panel

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

W Daily

S Gz D

# Shopping

v
-

A Starieide - 4k

Ever had a near-death
experience? Here's what science
says about it

Aa Pis

(=

-
-
ol

|

The Lega Mavie

=% Watchlist suggestions

— fH, »an

Step 6 Some Widgets allow content editing within the
widget. A good example of this is the To Do

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

[ What to watch next?

v To Do & Photos

() Tasks v

Go to the gym

Some of the Widgets allow customisation

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

Followng  Watch Play

& Shopping

=

- ek News - $h
New virus discovered in Pacific
is deepest ever found in Earth's

oceans

M Qx e

S | 1Y Games
b Daily
F Commuter
] Crossword

Clicking on a news story will take you to the

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

 Is great o be home', sa B % |

B® Microsoft Start

e The Telegraph

Tt's great to be ho Emma Raducanu
as she returns to UK

argan - Zh ago

At the top of the Widgets panel are your profile
link, refresh and full screen options. The former
makes the Widgets bar fill the screen and the latter updates on
current Widgets. These options and the profile link cannot be
removed from the Widgets panel, nor can they be moved.
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| Exploring
' Microsoft Edge

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

of Microsoft Edge.

Browser & Tab Controls

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

Search Fields

of the start page; depending on the layout you
choose. Use either of these and search suggestions
appear as you begin typing.

There are two search fields in Edge, one at
the top (which is also the address field when viewing
a website), and one which floats at the top or middle

update as you browse, but can also be edited to

the + symbol at the end of the row of icons.

Recently Viewed/Favourites
A group of icons are displayed for the most
recently visited websites/pages. These automatically

show your favourite or most-used sites by clicking on

News Feed

is made up of news stories based on your
geographical location. Either the feed is displayed
at the top, or you scroll down to it; depending on
the layout you choose. Click “Personalise” to filter
the news types, and click “Content visible” to
choose how stories are displayed.

The Start screen of Microsoft Edge is also
a news feed. The news feed is provided by MSN and
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Exploring Microsoft Edge

iy ™ i i
Favourites Menu Launch
The Hub from the old version of Edge, Remember, if you don’t want to use
which contained favourites, history and a reading Microsoft’s launch page to start using the Internet,
list has gone. Instead, you can access Favourites you can change this via the setting to one of your
and Collections here. The star with a +icon in the own choice. Perhaps you prefer the Google
search field is the button to add a new web page to homepage, or maybe you’ve created your own,
your favourites. unique launch page experience.
. A L ”

ot Collections
\ s Collections are groups of tabs/web pages
) 0 ng 0¥ that you can save and then instantly return to using
® 2 this button. To save a Collection, click the Tab

Controls button at the top-left, and choose “Add all

tabs to collections”.
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users can now Exec Chairs Free Delivery UK “ + Sta rt Page LaYOUt

ternet, OpenAl says - Looking for an Office Chair? ) {11 JL You can customise the Start screen in
L % several ways here. There are three preset layouts:

) L See precipitaion detat Informational, Inspirational and Focused. You can

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

& Shopping
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3 9 The Independent - 4h
Vhy You Shouldn't One of world's .grealltes"t . ‘
Jut Orange Peel physics mysteries finally . .
g decoded HP Store UK Notlﬁcatlons
Ll The small alarm/bell icon opens a list of

top news stories. A badge will appear on top of it to
tell you how many new stories are waiting to be read.
As you browse the news feed, Edge will learn what
type of news you like to read and tailor the
notifications accordingly.
\ J

#% Watchlist suggestions

i \¢
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Edge Settings

Alongside options to change the style of the Edge
browser, including changing to a dark theme, are
several important settings. You can choose how the

Edge browser opens, showing the Start page or
another specified page for example. The advanced
settings include options to block pop-ups and allow
Flash Player.
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How to Use the
Edge Browser

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

Get Started with Edge

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

popular browsers available, such as Chrome or Firefox.

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

[

Browse with Microsoft Edge across all of
your devices

Depending on the layout you chose
during setup, the start page will either
display a news feed or a cleaner page (with the news feed just a
scroll away below it). You can check out the other layouts easily by
clicking the Gear icon at the top right and choosing from the menu.

This Is Wity Vi Shenidert

sxpectan 10 fal in 2024, but
ik maen pecphe.

= K== ==N
Lo [-LRIIO]o M  During setup, you have the option to import Search in Edge

browser data such as bookmarks and
favourites from Google Chrome, choose the initial start page
layout and set up syncing across devices (other computers, your
phone, etc.) Once installed, Edge opens at the start page.

Mmport Google Chiome data

e e

o oo teDCe=STHE@
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To search for a website or web page, you

can type in the search field at the top
(which is always there), or you can type in the search box floating
on the Start page if you prefer. When you type in either box, Edge
shows a list of suggestions based on what it thinks you require.
The default search engine is Bing.
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The browser controls are on the

top bar. On the far left is: Back,
Forwards and Refresh Page (Home button can be added in the
browser settings). On the right are the zoom control, add to
favourites, favourites list and collections buttons. There is also
a More button to open the browser menu.

DO | & bing-Search

C @

% | I The new Bing - Leam more X & Bing

=/ fwwowr bing.com

B Microsoft Bing

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

% 4 Twsbog-lmmeoe ox O

o iy Mrw @ v BTy for  peopie i
e PRGOS, Cin po St 0 3.z mens
it u chornite dessert!”

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

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

Cither favourites

MNewton Abbot
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: Twesday *

Hourly Daiy

Toxday

How to Use the Edge Browser

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

Favourites

= a x

5

Favourites e o 2

o |3
Q

If you want to browse in private
mode when using Edge, you can do

InPrivate Window

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

sROCc_-.cvO-@ roe ans®

Lz 0
Edge Menu Click the Menu button (three small dots
on the top right) to open the Edge menu.
From this menu, you’re able to access Settings, print a page and
find words or phrases in the open web page. It also contains
links to Favourites, Collections, History, Downloads, Apps,
Extensions and much more.
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How to Use the Edge Browser continued...

Using Bing Al Chat

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

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

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

Qq

) ‘

Bing is your Al-powered co-
pilot for the wels

o

py's points (@ " Stk court () Choose 3 conversaton style &
e .
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Making Edge Work For You
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the best pets for an sutistic family:

1. Dogs: Diogs ave the most popular
therapy animals for autistic children. Thay
are genanally outgaing and playhul

‘- Streak count: @ budedies that love hanging out with
-0 famify members | . The best dog breeds
for autistic kids include:
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of arry variety and Taenilies with
special needs chidren, specifically for
childran with autism spectrum
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lucky personaity. combined with 8
constant need to please their owners

2

Today's Set >

o Saint Bermard: Despite its farge size.
the Saint Bernard is exceedingly
gentle. They are patient. gentie, and
sweet with small childven. making
them an excellent option for famiies
with autistic chiidren 2 .

© Labradoodie: Bred

Learn more: Tof30 @

1. autismhorizon com

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

unique and almost seemless experience to the user.

On the right sidebar you notice the Quick links option. While
each app is worthy of inclusion, here we look at those we use
on a daily basis. Firstly the Games option, which links the user
to a host of browser-based games, both single and multiplayer,
that are accessed via the Edge browser and require no further
software or downloads to play.

3 )
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The Tools option is also highly recommended. With a simple
tap or click, you’re given access to the following software
without stepping out of the Edge app: Calculator, Unit
Converter, Translator, Dictionary, World Clock, Timer,
Stopwatch, Number Converter, OR Code, Random number
generators and a Typing Test. All of these are browser based.
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Personalising Edge

How to Use the Edge Browser

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

other ways too.

Light or Dark Theme

If you have changed the system
theme to light or dark, Edge

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

Ed ge SHT gl Aswellaslightor dark, Edge lets you choose
from about 15 other theme colours, from
Morning Fog to Mystical Forest. Go to Edge menu > Settings > Appearance
and click on the theme colour you want to apply. This will only apply
colour to the top bar and tabs. It will not override the light/dark setting.

Ve [ =T do N oo s age ol The default browser controls
are Back, Forward and Refresh
page. Open the menu > Settings > Appearance and you can scroll
down to see more buttons to add. These include Home (including
option to set the URL), Extensions, History, Downloads and
strangely, a Maths Solver button.
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Just like the previous version, Edge Chromium

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

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

You can choose three different levels of tracking prevention:
Basic, Balanced and Strict. These options all block known
harmful trackers, but how personalised content (such as
adverts) is displayed and how well all website features work,
depends on the level you choose. Our advice is to switch to
Strict and then see how it affects your favourite websites. If
you find things are not displayed as they should be, you can
always switch back to Balanced.

Tracking prevention -

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

55 trackers 1o colied! o ab res may use this inft -nr—r»-r-:n.\-n- nt like
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sites and show ¥!
3y U inifia to Impro
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Exploring
Windows Mail

Long gone are the days of Microsoft Outlook Express being included with new releases of the
0S, replaced instead by the Microsoft Mail app. This app first appeared in Windows 8, was
vastly improved in Windows 10, and has now been improved yet again for Windows 11.

New Mail Button

If you are not replying to an email,
but rather starting a new email, you can do
so in a couple of different ways. You can
either click the New Mail button at the top of
the Mail Menu or you can use the Ctrl-N. Both
methods open a new email in the main
window, with a blank recipient field.

Mail Menu

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

Calendar App

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

4 Mail Folder

The messages in whichever email
folder you have selected are shown in this
panel. By default, the most recent emails are
at the top of the list. You can change how the
emails are viewed, so that only unread or
flagged emails are displayed, using the
dropdown menu at the top of the inbox.

WWww.pclpublications.com

Outlook

] Delete =1 Archive B Flag / Unflag <~ Pin / Unpin L) Snooze

) Inbox ¥ = Filter Welcome to your new Outlook.com accou

jimmygeeuk@outlo...

& Inbox

o Add account

. Outiook Tea
Welcome to Bour new Outlock.c...
Hi James, Wllcome t Outlook! W

Search
The new Windows 11 Mail
App incorporates the same

redeveloped background code that
Windows Explorer uses. What this
means is that any searches you conduct
will be quicker, and more efficient than
previous versions of the app.
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Exploring Windows Mail

Mail Settings

The settings for the Mail app
allow you to easily add accounts, change
how emails are displayed when they
arrive, whether outgoing emails have a
signature (which can be customised)
added to them, as well as how you are
notified of new emails in Windows 11.

o
New Outlook o

7 Message Format
How messages appear can differ

depending on the type of account you’ve
specified and setup. For example, Google
and Gmail emails accounts may look
slightly different to those of iCloud or
Yahoo!. This is mainly due to the way that
the different mail providers encode their
messages and delivery systems.

B® Microsoft

the email senvi
you conquer your day. Connect
organize, and get things done for
free across your devices

Message Options

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

Get the free Outlook mobile app

The Outlock apps for 105 and Android are free
They make using your various email accounts and
calendars simple and consistent!

Use Word, Excel, PowerPoint, and
OneDrive for free on the web

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

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

C-avHs8 &

EsbS

1433

~ TR e

Message Tools

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

Main Message Window

When you start a new email or
select an email in one of the mail folders, it
will appear in the main message window. As
you would normally, you can scroll down to
view all of the messages shown. You can roll
over the address in the To: field, to see more
contact details.

Customise Mail

You can customise how the Email app looks
in a number of ways, from simple changes
like choosing between a light and dark

theme, to setting the overall colour and
changing the background image for the app.
To personalise the Mail app, click the
Settings button and select “Personalisation”.
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How to Set Up
the Mail App

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

Setting Up Email Accounts

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

Step 1 If opening Mail for the first time, you will be
greeted by a welcome screen, containing a link to

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

-

Welcome to Mail

ounts t keep up to da

You can add accounts from many popular providers

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

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

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

Step 4 The app will try to look for the server settings
needed to set this email account up. If it finds

them, you should be finished. If not, you will need to add the
settings manually. If this is the case, click “Cancel” and then
select the “Advanced setup” option in the account list.

Exchange ActiveSync

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

information; including the incoming/outgoing mail server addresses.
With all of the information added, click the Sign in button. If
everything was entered correctly, that account is now set up.

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

was 5et up suC
Miksta

TOP PAGE
Hella, Hoy

Step 7 If you’re adding a Google account, click the option in
the account setup list and you'’ll get the familiar

pop-up appearing inviting you to enter your username and password.
If you have Google’s two-step authentication enabled, you'll get a text
message to confirm your identity before you can continue.

Inbox

Sign in

Zontinue to Windows

.

PR RN LN

How to Use the Email App

Having more than one email account set up in

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

New mail Inbox

Fuiss Ware
This is an e
Checking te

. Accounts L

Info

Folders

Inbon

More

ou need to select at least two accounts to create a linked inbon

To manage or delete any of the email accounts
you have set up, click Settings > Manage Accounts
and then click on the account you want to manage from the list of
accounts. You can then change the password, account name,
mailbox sync settings, or delete the account from the Mail app.

Change mailbox sync sattings

Delete nccount

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

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

New mail

F  Accounts

Infa
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How to Use the Email App continued...

Using the Mail App

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

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

Mail Folders IR the Mail app menu on the left and you will
see the Favourites section. The inbox is listed
here as well, but to see more folders, click “More”. Here you can find the
Outbox, Drafts, Sent items, Deleted items and Junk Mail folders. Click
on any of them to see the emails in those folders.

Y TR T
1

Outlook

Inbox W

Favaurites

Tharks for joining us

b

Tha Access Group

jimmygeeuk Beoutio.

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

A ce el Addingfile attachments to emailsin
the Mail app is easy. Write your email,
and then click the Insert tab at the top. Here you can find the option for
attaching files. Click the link and browse to the file you want to attach.
Click “Open” and a thumbnail of the attachment will appear in the email.

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

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

(AR
L
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Customise the Mail App

How to Use the Email App

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

Background Image The background of the Mail app is
set to an image by default. This is
purely decorative, and can be changed. Open Settings > General.
Appearence in the Mail app, then scroll to the bottom to see the
different backgrounds available. Alternatively you can switch to
Dark Mode from this link.

The default signature for the Mail app is

“Sent from Mail for Windows”. The
signature is automatically added to the end of your email
message, but can be changed or turned off completely if not
needed. Go to Settings > Signature, choose an account/all
accounts and write your signature in the pane.

]
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Settings Signatures

Emall sgnature

The colour tint on the Mail app menu
(on the left) and the colour of the

Mail App Colour

accents such as buttons and highlights, can also be changed in the
Personalisation settings. Just click a colour block to change it. You
can also change the theme of the app from light to dark here, or
use the Windows theme setting.

You can easily control how you are

notified of new emails. Go to Settings >
Notifications, and you can control whether notifications are shown
in the Notification center (Action center), if a sound is played and if
pinned folders have notifications. As with other settings, you can
apply to one account or all.

Netifications

The default font for your emails is Calibri
Body, unless you have changed it in the main
system fonts options. This can be changed for any and all of your email
accounts. Using the Font and layout customisation features which are
accessed when sending an email, directly below the New Message bar.

Classic Display If you are already familair with a
Windows based operating system
you can revert to the classic Outlook email control layout by
select the Layout pop up menu by tapping the downward arrow
on the right side. Selecting the Classic ribbon option.

i = LoCe.EvVO-m & ruD e
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Search in
Windows 11

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

If you need to search for anything on your

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

Search results are displayed in sections (best

match, apps, folders, etc.) so that you know what
you are looking at. Apps will be displayed with their icon next to
them. Folders will have a folder icon and images will be shown as
small thumbnails, within the search results panel.
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In addition to files and folders, you can search for

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

Advanced Security
You can further filter the results that have
appeared after you search by clicking on the
titles of the results section in the panel. This lets you filter various
results, even music or video. Suggested search results can be
previewed by clicking the right-facing arrow next to them.
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Search in Windows 11

Search Settings and Tools

You have quite a lot of control over exactly how search provides you with search results, and what
information it stores about your search history.

Safe Search Sometimes web search results may show Search History Search History can help to provide better
content that is not suitable for the younger search results. It can also be turned off,
audience, which is the reason Cortana also offers search filters. Go just like the Device History. Head in to Settings > Permissions &

to Settings > Cortana > Permissions and History, and under History and use the toggle to turn it off. If you click Search History
SafeSearch, select the search filter that is most appropriate foryou.  Settings a browser window opens showing the history.

. a x

Privacy & security > Search permissions Privacy & security > Activity history

Jump back inta what you were daing on your device by storing your
activity history, incuding info about websites you brawss and how you
Use 3pE and Services.

Ta give you refevant results, Windaws Search will search the web, apps.
settings and files. To change which files on your device ane searched, go
1o Searching Windows

[ Stoes my activity history an this duvice

SafeSearch

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

Review the Leam mare and Privacy Statamant ta find out how Microsoft
products and services use this data 1o persenalise axpeniences while
Tesgecting your privacy.

Strict — Filter out adult text, images and videos from my web results Activity History in the Privacy Statement
© Moderate - Filter sault images and videos but not text fram my
el results
" Off - Don't filter adult content from my web results

Clear activity history

Clear history for russ@bdmpubdications com

Cloud content search

Cloud Search Cloud search is an option introduced in = Explorer (-¥1ce;ll You can always search for files and
Windows 10, which allows you to suppress folders in File Explorer as you could
cloud content on search results. Under Cloud Search, you willseea  in previous versions of Windows. With the new taskbar search you

toggle that says Windows Cloud Search. This option manages won’t need to use this as often as you did, but it’s still there if you
whether Cortana shows cloud content in Windows Search. need it. We don’t find it as quick as the taskbar search, though.

Clear

o x

Privacy & security > Search permissions System

Hl Microsoht 365 o OneDrive

| DESKTOP-LOGKSF4 B i boneins i
Satelise Pro R50-8
P Rename ® Windows Update
' b

st chacked: & hours ago

Cloud content search

Windgws Serch can personalise your search resits by including your
content from Onelrive, SharePaint. Outiook, Bing and other services.
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ices v At ?
Sound
»
a e an. input. sound devices
o Hatifications »
Aberts Frmem apps and system

This setting allows for the improvement of Sea rching in Settings Windows 11 allows you to
on-device search results, whether you are search for settings from within

using an app, settings or another search from any signed on device. If the Settings app. Open the app and you will see the search box

you prefer that Windows does not record the on-device search history,  right at the top, underneath the window title. Possible results are

you can switch this option off in Settings > Permissions & History. displayed as you type, just like a normal search, but the results
will only be from settings, nowhere else.
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To improve your seanch suggestions. et Windows Search stone your
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Clear device search history

Search history in the cloud

View and delete your search history in the cloud

Privacy dashboard

Include of exclude your web searches fram search suggestions
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Inside the

Calendar App

The Windows 11 Calendar app is a fully integrated planning tool that can be linked up to
your email accounts and easily synced to your other Windows devices. You can add new
events manually, or you can simply use it to view national and public holidays; all of

which are automatically added based on your location.

Add New Event

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

Monthly View

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

Linked Calendars

Your calendar can be
linked to your email account, which is
shown here. If you are using Gmail for
your email account, and have any
calendars set up in Google Calendar,
these are also shown here. You can
use the checkboxes to select and
deselect calendars from showing in
the main pane; each is colour coded,
so you know from which custom
calendar an event comes.

~

Outlook

v “  September 2023
@ F
1
<Y ¥ 9
115 16 1
@ o
28 29 30
-
5 &
@
=Y Add calendar
- My calendars

Calendar

Today

Monday

28 Aug

September 2023 -

Tuesday

Wednesday
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Calendar Updates

The new Windows 11 Calendar app is one of a
number of apps that Microsoft are actively
updating on a regular basis. Features were
removed and added even in the first few months

of Windows 11’s launch, and there’s more to
come. Whether any of the previous features that
were removed will return is anyone’s guess, as
Microsoft is remaining silent. But, with each new
update, the Calendar gets better, so keep an eye
on it and see how it evolves over time.

Inside the Calendar App

41

New Outlock D

Fri, 22 Sep

15ep 02

P38 Calendar Pane
The main Calendar pane,

however you choose to view it with
the View buttons, contains several
different bits of useful information.
Public and national holidays are
automatically added, based on
location. The current day is
accentuated in your chosen highlight
colour. Weather and temperature
information is shown for the current
day, along with a few days after.
Clicking the weather symbol opens
the Weather app.

A4

MNothing planned for the day

CuaVHEO S A PwD .50 0

Add Event

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

Calendar

Settings
Alongside various customisation
settings, such as the ability to choose
light and dark themes and change
the default highlight colour, are
settings for adding new email
accounts and changing the default
view. You can also add public or
national holidays manually, in
Calendar Settings, if they have not
been correctly added automatically.
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3l Switch to Tabs
The Mail and Calendar

apps are closely linked, and you can
quickly switch between the two using
the buttons here. Receive an email
with an appointment in it, and you
can quickly add it to your calendar
using the tools in the Mail app. You
can also quickly switch to the People
app and the ToDo app using the tabs/
buttons here.
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Dates & Appointments
with Calendar

Digital calendars are no longer the preserve of business people scheduling appointments
via email. With mobile phones now our new diaries, digital calendars are being used by

increasing numbers of people to organise their busy lives. Welcome to Calendar.

Setting Up Calendars

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

Adding (o3 le -l Like Windows 11’s email app,
Calendar also enables you to add
multiple accounts; and from different providers too. So whether
you use an Outlook calendar at work or have shared Google
calendars, you can join them all together in the Calendar app.
To Start click on Add Accounts.

You’ll be asked to enable location access

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

(Tuesday

Add an account ®
28

Suggested

Other account

E Cutlook.com

Outlock.com, Live.com. Hotmail, M5N

E Create Free Account
Get a free personal Qutiook email address

Office 365
Office 365, BExchange

3 Google

o
Privacy & security * Location
= mors
= o @D
g o @D -
@ o ]
K Wk Viawer .
| R - @
[ - = " .
a8 - .
a - =
[ o @
Ll - ) o TR o @

b oo
SSEOU RGN ENETG  Now add the accounts you want
to use in Calendar. You can do
this at any point you choose via Settings > Accounts. From there
you can easily add an[Ouflook.com]Exchange, Google or iCloud
calendar; or enter advanced settings for any other calendars you
may have from other providers.

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

estings

Account 5
> Septemnb Elpay

| Today

uesday Gmail account settings

o8 G russ.ware@gmail.com

Account name

| hmai'.

Change mailbox sync settings
Cxations for srmtang your conkat

Delete account from this device
this sccount fram ¢

Femove this s his device.

- o 4

£ Today ¢ Calendar Settings

[l pay
nesday Thursday Friday
Week
15° /& & 15714 0110

First Day of Week

Monday
Days in Work Wesk

v Monday
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Dates and Appointments in Calendar

Creating and Managing Events

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

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

- (=]
FEl Today = Day Week Month [ Year
Friday Saturday Sunday
6°/14° 01/10 M 2 MW wse 3
8 9 10

You can also choose to set repeat events - just click

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

T T

Weekly - W Cniginal order

ox......

Every 1 ~ week(s) on
| day
Mon Tue v Wed Thu
o
Fri sat Sun
w16 March 2022 |

Click the New Event button in the top left. Add the

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

Home
] saw [ Deleie | Showse o ol olles (el O mepeat [

Dataile People

@)~ Gym - Leg Day!

® russware@gmal.com - Gmail ¥

® russwan@gmail.com - Genad

| @ Witings snd Sl - Gmai
29 September 202 ] | 1700 ® ‘Work Schedule - Gmail

@ Deadlines - Gmad

You’re also able to assign different colours to

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

17 Saral's Birthetay - Pa

#4630 Gym - Lag Day!

30 Gym - Leg Day!

1630 Gym - Log Dyl

1630 Gym - Log Day!

You can also add events by clicking on the

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

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

28 W15

16:30 Gym - Leg Day!

¥l day

@

[ Remind me: 12 houss befare ~

Meating - Work

(@)~ Sarah's Birthday - Party at 7
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Personalising
Windows 11

As with all recent versions of Windows, you can completely change the look and feel of
Windows 11 to suit your own needs or style. From the desktop wallpaper to the colour
themes everything can be customised and personalised.

Change the Desktop Background

The desktop personalisation procedure hasn’t changed much since Windows 10, so if you’ve used that OS

before this will feel very familiar.
You can get started with personalising the

Step 1 : !
Windows 11 desktop in exactly the same way you

did with Windows 10. For anyone completely new to Windows, that
means right-clicking anywhere on the desktop screen and selecting
Personalise from the action menu that appears.

To select your own pictures for the background,
click on Browse photos in the Choose a photo
section and navigate to the folder containing the images you
want to use. For best results, use pictures that have the same
aspect ratio (i.e. widescreen landscape), as your monitor screen.

89 g

< Undo Delete

B New
| Display settings
4" Personalise

7} Show more options Shift+F10

The Background settings will be displayed first by
default. Click the first drop-down menu to select

whether to use the default backgrounds, solid colours or choose to
display folders of your own images. Your choices here changes what is
displayed in the background settings.

=3
Open 4
T+ P> ThisPC » Pictures » o sarch Picture p

Organise »

New folder O~ @™ @

A Pictures  #
< Google Drivi # "T-*lwl
i
Pictures ! . 2|
B il i
Sereens Carnera Roll Saved Pictures Fote 001 Foto 002

v @ OneDrive
=-33

Foto 003 Fato 004 Foto 005

Pictures

» I This PC

File name: |
To set a picture as your desktop background, simply

click onit. It will instantly be set as your new
desktop background image (a preview will display). The screen shows
you the last five images used or you can click the Browse button to
choose a new one from your folders.

Personalisation * Background

Sintuberm

s
sunmaan O

HPoPwEOoCE< &

ARE S

Personalisation * Background

@ -..wu ks e b

- o

HPoPEOoOCELS &

o
ATHS o @
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If you opt for Slideshow, you will see some

additional options to choose from. You can set the
interval for the slide show from the ‘Change picture every’ menu
and decide how you’d like the images to fit on the screen by
clicking the ‘Choose a fit’ menu.

Browse
1 minute
10 minutes
| 30 minutes ‘
1 hour
6 hours

1 day

Fill

Personalising Windows 11

If you choose to set your desktop background as a

solid colour, you will see a grid of about 25 colours
that you can choose from. If you want to use a colour not shown in
the grid, click on the View colours option and use the colour picker to
select the exact colour you want to apply.

Russ Wre Parsonalisatian > Background

MB‘W
Pick a background colour

i Il

Find 2 setting

= Syem
0 Bustooth & day
* Networe & Intet
1 s
B App Biach
& Accounts 5
D Time & languag
& Gaeming

K Accessibaity
@ Privacy &

i

i 1 youir cerrem deskdnp. Sokd coiout or slidesnom Backgraunds ap
ufutw

Mare .....

Setting Accent Colours

By accent colours we mean the colour of the taskbar, the Start menu and the frames of new windows and so

on, that you open on your computer.
Aside from the desktop background, you can also

Step 1
change the colour of the taskbar and the Start

menu and other system components. Click on the Colours option in
the main Settings sidebar. Here you will see several colour control
options, including the option to choose light or dark mode.

-]

TR Foem =@ " L0
Light mode is the default that Windows 11 is set to

when installed. Select Dark mode to see an
immediate and obvious change. Dark mode affects most menus like the
taskbar, Start menu and folders etc. The third option is Custom, which
lets you choose light/dark modes separately for system and apps.

BR O B gr & O

To apply a colour other than light or dark to the

taskbar, Start menu and other accents, you need to
first select Dark mode, then select a colour from the grid of colours
and then select the option below that to “Show accent colour on Start
and Taskbar”. You can also apply it to title bars and borders.

Colours

Personalisation »
-—

If you need to set the colour scheme to high

contrast (if, for example, you have a vision
impairment), you can access several preset colour themes from the
Colours menu. You will see a preview of the different themes, and can
then apply the one you like from the drop-down menu.

Accessibility * Contrast themes

Theme preview

Aguatic Dasart Dusk Mlight siey

@ Comtsttheme:

Feelated settings

Themes
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Modifying Themes

There are several themes preset in Windows 11. These can be applied at the click of a button, and then
further customised to suit your needs.

You can find the preset themes in Settings > Further down the page are five more preset themes

Personalisation > Themes. The current theme is displayed in a panel. Simply click each one to
displayed at the top of the page, with details about background, activate it and apply the changes. Minimise the Settings app to see
colour, sounds and mouse cursor displayed next to it. Each of these the changes to the background, etc. As with the default theme, the
details can be clicked to go to a section where you can edit it. details of the new theme are displayed at the top of the page.

Personalisation > Themes

[ Background 3 Colour
Light Bloom ' Biue
) Sounds ~, Mouse cursor
* Windows Default Windaws Defaul{

Use a custom theme

Get more themes from Microsoft Store

Refated settings

E]  Desktop icon settings

WormoCEm=@ |

Step 2 Each time you make a change using these links, Step 4 At the bottom of the themes settings page are a
return to the Themes section to see the changes in few more links, taking you directly to desktop icon

the preview window, or minimise the Settings app to see the settings and high/low contrast themes. Desktop icon settings are
desktop. When you are happy with all of the changes, click “Save” separate to the themes, so if you change these, they will remain
and the theme will be set and added to the other themes. even if you then go back and choose a new theme.

Accessibility > Contrast themes
sation > The Save your theme

| Mame your theme

Theme praview

New Theme - Red| D
‘ -
Save :}, T -
| Aquatie Desert Might sky
Save
0 Contrast themes
I 1
| i
Related settings
It on of wallpapers, sounds, and colours together to give your desktop more personality g Themes
|
| @ Gethelp
: 7 Give feadback
] ; - 3
| J HoLEOCE = @
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Using Windows Back up

Using
Windows Back up

It may seem odd to be reading a guide to backing up your device while we are still
working through the core functionality. We can assure you that is not the case, as backing
up your device regularly is essential to protecting your files and your hardware.

Activating and using Windows Back up

Your files and your data are as precious as your tablet, desktop or laptop computer itself. Use this guide to
protect your entire Windows 11-powered environment.

Step 1 Using the Search bar, enter the term “Windows 0 )l An apps back up ensures any installed applications
Back Up” to quickly locate the application. From and related data are added to your back up. A

the results, click on the app to open it in a small window that’s Settings back up retains all personal preferences you have made to
accessible from the desktop. Your devices core details are your system, from personalisation to accessibility. Again, both are
displayed here, and also the date of any available back ups. recommended additions to your back up.

Language preferences and
dictianary

Other Windows settings

D) stz tack op ared sevioes » et Personalisation

D widios back ot 16 sderm trber
Related links  Laarm more about back u
1 whadioms Tk oy wirdows 10

£) windowes bachup app .
m  Credentials
Hemamber W

2L e SVHES

Step 2 Below this info, you can customise the data, Step 4 Finally, when selected ‘Credentials’ saves your
settings and file you wish to back up. These are personal settings, from passwords to wi-fi

broken down accordingly Folders, Apps, Settings and networks. Again we suggest adding this data to all back ups. Once
Credentials. By activating Folders in back up you add any files, you’ve made your selections, click Back Up. The app then stores
photos and documents; we advise doing so. all your selections. Repeat this process regularly.

[ET——

LAPTOP-TGKJBOHD

Backing up your PC...

n LAPTOR. TGKBOHE
Racting i

Back up s more than protection
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10 Ways to get more
from Copilot

The Copilot app is one of the most intriguing additions to Windows 11’s portfolio of
amazing features since its launch. As the use of Al in our delay life slowly increases,
Copilot provides an expansive showcase of how far this technology has progressed since
Cortanaretired. What follows is our ten steps to getting the best from Copilot.

From Set Up to reaching for the stars

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

Step 1 Copilot is a new feature of Microsoft’s major 2023 Step 3 Interaction with Copilot is performed via your
Windows 11 software update, so before we start voice or direct keyboard input, using the ‘Ask me

let’s check you have the application installed. If you have, the anything..” input bar at the base of the Copilot panel. Click the
quick launch link is automatically added to the task bar. Ifit's not  microphone icon to interact using your voice or click on the Ask
there, you need to perform an update. me anything text to enter your request via the keyboard.

. e Windows Update

sl TN @ Wiac check I e
LA Bt o s,
R/

=) e sz need a gift for friend L

s o - ke in coid we:

- =¥ H-= A G TID sk
When you open Copilot, via the quick launch or Now we’re set up, let’s start using Copilot. One
Win+C, you’re given three ‘conversation styles’ you core area of the app is using it to perform simple
can choose from; Creative, Balanced and Precise. This choice operational tasks on your Windows 11 device. For example, if you
massively changes your Copilot experience, and we would advise you  select the Precise conversation style and ask Copilot to “Send an
to make the choice based on your task/question. email”, it then asks you if you wish to open Outlook.

send an email

Sure. Would you like me to open Cutiook
app for you?

Open an App
PRE

Copilot

No thanks

Sure, you can use the Outlook app to send
an email. If you need help with drafting the
email, feel free to ask!

)| How do | dewnload the Outlock app? |

|| €an you help me draft an email? |

|
What is your email address? |
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After your initial request Copilot remembers your

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

The more you use Copilot, the better and more

personal the experience becomes. The app is keen
to learn more about you, and asks you questions to build its
knowledge base. For example, ask it for the latest sports scores and
the app asks your favourite team.

10 Ways to get more from Copilot

An area in which Copilot quickly becomes an
essential service is the short question input.
Need a recipe? Ask. Want to compare an iPhone to Samsung
Galaxy smartphone? Ask. Want the latest sports scores, movie
reviews, news, a store’s opening times or tech support? Ask.

You can also ask Copilot to identify an item,

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

Step 7 , !
the Creative style and enter the request into the

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

Let’s ask it to write a poem about the Autumn. Select

Your interactions with Copilot are displayed as a

dialogue flow, which can be explored using the
slider on the right. Once you’ve finished your interaction, click the
three dots at the top of the panel and click Refresh to clear the
chat. Your interaction is stored by the app itself.

Preview - X
MAMIDKANG AT (% Refresh
Aoraki Mackenziy
Reserve in New 2
Springs State Par

Terms of use

0 Privacy statement
Of course, these £
locations where t
been taken. Then (5} Learn mons

Send feedback

places that matcl i
I yeu want to fin 8 Settings
history of photegraphy and the first
phatographs ever taken, you can check
out these web pages 4 . | hope this

helps you. @
Learn more:
1. howtogeek.com 2 techbout.com

3. insider.corm

4. petapixel.com
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Windows 11
Keyboard Shortcuts

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

Basic Keyboard Shortcuts

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

Windows Key Shortcuts

Windows key Open Start menu
Windows key + A Open Quick Settings panel
Windows key + S Open Search
Windows key +C Open Teams Chat
Windows key + Tab Open Task view
Windows key + 1 Open Windows 11 Settings
Windows key + W Open Widgets panel
Windows key + E Open File Explorer
Windows key + R Open the Run app
Windows key +V Open the Clipboard
Windows key + G Open the Xbox Game Bar
Windows key + N Open Notifications panel
Windows key + X Open a system context menu
Windows key + U Open Accessibility settings
Windows key + L Lock your PC or switch accounts
Windows key + H Open Voice typing control
Windows key + T Cycle through apps on the Taskbar

Windows key + comma Peek at the desktop

Windows key + D Display and hide the desktop
Add a virtual desktop

Switch to virtual

Windows key + Ctrl + D

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

desktop on the left

Windows key + Ctrl + F4 Close the virtual

desktop you’re using

Windows key + Home Minimise all but the

active desktop window

Windows key + Up arrow Stretch the desktop window to the

top and bottom of the screen

Windows key + Down arrow Restore desktop windows

vertically, maintaining width

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

Windows key + Esc Exit Magnifier

Windows Snap Shortcuts

Windows key + Up Arrow Maximise current window

Windows key + Down Arrow Restores window size
Windows key + Left Arrow Snaps current window to the left
Windows key + Right Arrow Snaps current window

to the right

Windows key + 2 Arrow Keys Snaps current window

into one corner

Taskbar Shortcuts

Shift + click a taskbar button

Open an app or quickly open

another instance of an app

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

administrator

Shift + right-click a taskbar button Show the window

menu for the app

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

menu for the group

Ctrl + click a grouped taskbar button Cycle through the

windows of the group
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Typing Shortcuts

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

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

beginning of the next word

Ctrl + Left arrow Move the cursor to the

beginning of the previous word
Ctrl + Down arrow Move the cursor to the

beginning of the next paragraph

Ctrl + Up arrow Move the cursor to the beginning

of the previous paragraph

Ctrl + Shift with an arrow key Select a block of text

Wordpad Shortcuts

Ctrl+1 Set single line spacing
Ctrl+2 Set double line spacing
Ctrl+A Select all
Ctrl+B Make selected text bold
Ctrl+C Copy a selection
Ctrl+E Align text center
Ctrl+F Search for text in a doc
Ctrl+H Replace text in a document
Ctrl+1 Italicise selected text
Ctrl+J Justify text
Ctrl+L Align text left
Ctrl+N Create a new document
Ctrl+0 Open an existing document
Ctrl+P Print a document
Ctrl+R Align text right
Ctrl+S Save changes
Ctrl+U Underline selected text
Ctrl+V Paste a selection
Ctrl+X Cut selection
Ctrl+Y Redo change
Ctrl+2 Undo change

Windows 11 Keyboard Shortcuts

Ctrl + Shift + greater than (>) Increase font size

Ctrl + Shift + less than (<) Decrease font size
Ctrl + Shift+A Change to all capitals
Ctrl + Shift +L Change bullet style
Ctrl + Home Go to the beginning of the doc
Ctrl+End Go to the end of the doc

Movies & TV Shortcuts

Alt + Enter Play full-screen
Esc Leave full-screen
Enter Select what is in focus
Spacebar Play or pause
Alt + Left arrow key Go back
Ctrl+T Turn repeat on or off
F7 Mute the sound
F8 Volume down
F9 Volume up
Microsoft Edge Shortcuts

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

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

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

Want to do more with Windows 11 and its new features?
Excellent, then this is the chapter for you. Within the coming
pages, you’ll learn how to utilise Microsoft’s apps to your best
advantage, and how to get to grips with some of the more
technical aspects of the operating system. From learning how
OneDrive works through to navigating with Maps, and exploring
Windows 11’s interesting interactive features, there’s something
for every user here.
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Do More with Windows 11

Best match

OneDrive
\ ® ppp

Search the web

£ onedrive - See web results

How toO Mana

“Learn how to purchase additional apps,
media and games, make video calls with
Teams and Skype, connect additonal
devices to your Windows 11 powered
hardware and so much more.”
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Exploring the
Microsoft Store

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

New Look

The Microsoft Store has a
new look to it, in-line with the rest of
the Windows 11 theme and desktop.
You'll find the Store located by
default in the taskbar.

£1.58 £100

Join PC Game Pass

next favourite game

. Discover your

Categories )

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

petflix
14 Ententanim

Library NETFLIX

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

Top Apps

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

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

Featured Offers

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

advantage of it.
4 Search

T

(&L Elf
WMicrosoft 365

Tunes

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

Profile

Clicking your name in the
upper-right of the Store window will
display the profile you’re logged in
as. From here you can setup payment
methods, redeem gift cards and
manage Windows computers under
your Microsoft login.

See All

You can click the See All
links throughout the Microsoft Store
to reveal all the apps under a general
category, or simply all the ones
currently available with a special
offer, for example. Drilling down
further can often yield some great
apps and bargains.

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

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

Go Shopping

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

Step 1 The Windows App Store is located, by default, Step 3 Every app in the App Store will behave in the
within the new taskbar. It’s easy to identify, it’s same manner: there will be screen shots of the

the carrier bag icon with the Microsoft logo. Click it, and as long app along the top, a short description, rating and reviews from
as you're signed into a valid Microsoft account, it will launch with  other users, and in the left-hand pane you will find a brief
the latest trending and highlighted apps displayed. summary of the app. Also, in the left-hand pane, is a Get button.

To install VLC, click on the Get button.

o

__ ;'/ \l Angry Birds 2
STARFIELD k)
k// d i

METFLY |"\ ": z e -

-l

P m DL RTHER

Step 2 Let’s run through locating and installing an app Step 4 The information below the Get button will
from the App Store. In the Search box, located at change, displaying the amount of time left to

the top of the Store window, enter: VLC. In case, you're download through the number of megabytes (or more) remaining
wondering, VLC is a free, cross-platform media player. In the from the total. When it’s downloaded, there’ll be a brief

Search bar, there will be a number of returned results, click the installation display, and when that’s done the button will change
VLC UWP entry with the traffic cone icon. to read, Open.

Angry Birds 2

2018 * Rovio Entertainment Oyj

44% 5K PEGI3

Downloading...
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Click on the Open button and the app will
launch. This will work for most, if not all the

available apps on the App Store. Some may require further steps,
such as signing into a third-party account - the Twitter app, for
example, requires you to have a Twitter account.

and simple

How to use the Windows App Store

The App category simply removes the Gaming

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

TR R

Sadly, you can’t remove an app via the App Store.

To remove an App Store installed app, locate it
within the taskbar Start button, right-click the app, and select
Uninstall from the list. This will remove the app, and any associated
elements that were installed by the App Store. Anything you’ve
added outside the App Store may remain, however.

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

Recommended
- VIC u Twitter
bed 5 Pinto Start Recently ac
£ Pin to taskbar B Skype
Recently ad|
6 App settings
1 i Windows 11
B T uninstall fror ] i

X Remove from list

. David Hayward

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

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

[

Films & TV

Blue Beetle

MNew films >

‘afuO@.SvHGE 20 sn @

The Library section will detail all the apps you

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

"/ All j Apps Games Maovies & TV Included with device
VdsaLAN Apps Pur
anh.Shu\-J:‘:md .’:i.n?dnm:l Local Experience Pack Apps Mo
[-‘lrr?sglﬂl'rr,clo l :,13, Tasks & Reminders Apps Mo
[_’,ain,‘ e " Apps Mo
Frisitissd fpes o
- Power Autamate Py e
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How to Use
Teams Chat

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

Setting Up the Teams App

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

Click the Teams Chat icon in the taskbar, or open

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

Once signed in to your Teams account, the main

app window will open. If you automatically
signed in by clicking the Chat icon (step 1), you can access the
Teams app by clicking the “Open Microsoft Teams” link at the
bottom of the chat pop-up window on the taskbar.

— = |

E

Get all your recent chats
at your fingertips

Let's get yu st up aed redy 10 v
Microsoft Teamns.

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

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

Welcome to Teams

Chat and collaborate in one app.

Pick an account

Russell Ware
russ.ware@gmail.com

RW

Russ Ware
russ@bdmpublications.com

RW

Use another account
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u O, Search g o}

Chat (= e

Seart & new prvate comersatian Welcome to Teams!
hers. Mere e some things 1o get you going.

% ¥

Get the Teams mobile app
ay cannected across ail your devices by dowmicading the Tasms mobde ang.

Gat the molbsis app

oy Ireeits 1o Team

You can invite people to Teams using the button on
the left sidebar. Clicking this will create a link that
you can send to anyone you want to join Teams. You can invite
people to chat by clicking the “Start a chat” button, then entering a
name (if in your contacts), email address (anyone) or phone number.

Invite to Microsoft Teams

s/ /teams.live.com/Ifinvite/FAAsId-ImMBpmSPiGH

Copy
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Meet and Chat in Teams

How to Use Teams Chat

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

To begin a chat, click the Teams Chat icon in the

taskbar. From the pop-up window, click on the Chat
button. In the new window that opens, enter a contact name, email
address or phone number. Type your message and that person will
receive a notification telling them you want to start a chat.

oy / / -
[+ New Chat
b
- L
el _
[ ?
-
[}
EE
You're starting a new conversation

Your messages, and the replies, are shown in the

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

Step 3 If you receive a chat request, you will see a
notification in the main Notification center (Action

center), and a badge will appear on the chat icon in the taskbar.
You can choose to accept or reject the chat request. If you accept,
the message will appear and you can start chatting.

A

4
-

Russell Ware wants to chat with you!

To be safe. prevew

their messages first

Step 4 To start a meeting, click the Meet button. Give your
meeting a name, and you will then be shown several

ways to invite people. These include a link you can send, via Outlook
Calendar, Google calendar or email. Once shared, you can start the
meeting and wait for others to join.

Invite people to join you

Copy meeting link
Share via Outlook Calendar
Share via Google Calendar

Share via default email

Step 5 Once you are in the meeting you have controls to
enable/disable the microphone, enable/disable
the camera or set a background blur, etc. To leave a meeting, you
just have to click the red Hang up button. If the meeting host ends
the meeting, you will automatically be hung up from everyone.

;:m'.é.:

Step 6 You can change the look of the Teams app and
Teams Chat in the app settings. Under Appearance

& Accessibility, choose from light, dark or high contrast themes. You
can also choose to turn off animations, select the app language and
change how you are notified of new chats and meetings.

Appearance and accessibility

High contrast

Follow operating system theme

Animation

Turn off animations
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Using OneDrive
Cloud Storage

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

Silver Linings

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

You can check to see if you have Microsoft’s

OneDrive already loaded on your Windows 11
computer by clicking in the notification area in the bottom-right
of the desktop. You’re looking for a cloud icon. If it’s not there,
simply click the Windows Start button and type ‘OneDrive’. Click
the OneDrive app that appears in the list.

B onedrivel

M Agps  Documents  Web  Mare

Best match

OneDrive
Ay

Search the web
L onedrive - Se wib mwvats
Falders (6+) 7 Open

Documents {1+} 5 Run s administrates

Photos (B+) B Open file location

£ Pin e St
& Fin to tankiar

Bl Unimsd

Seltings (2}
Step 2 You may be asked to sign in with your Microsoft
account, follow the instructions, and you’ll notice
that the cloud icon in the notification area may have an extra icon
over it to indicate it’s synchronising with your computer and
OneDrive. If you click it, you'll notice a flurry of activity, this is
because OneDrive is automatically backing up your files.

E:l OneDrive is updating files...

Processing 10,284 changes

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

1 second ago

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

1 second ago

Ultimate Series - Raspberry Pi The ...
Awailable in Hi Res Pages
1 second a0

How Can a VPN Improve Windows ...
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When your current files on your computer have
been backed up, a OneDrive notification will
inform you that OneDrive is up to date. This will also list the files
that have been synced across from your PC to your OneDrive area
in the cloud. You can scroll though the list to view the files synced.

@ OneDrive is up to date

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

1 second ago

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

GoogleLogo.png

Available in The History of Google and A,

1 second ago

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

Right-click the OneDrive cloud icon in the
notification area. This will bring up a menu; click

on the Settings option within the menu. The OneDrive Settings
menu is divided into several tabs. To begin with, ensure that in
the Settings tab, the first option, Start OneDrive automatically
when | sign into Windows, is ticked. Otherwise, your
auto-backups are pointless.

General

B Start OneDrive automatically when 1 sign in to Windows

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

B When others share with me or edit my shared items

B When a large number of files are deleted In the doud

B Before many files that I deleted on my PC are removed from the doud

B When sync pauses automatically

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

Files On-Demand
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In the Account tab, you can choose to Unlink the

PC with the OneDrive account, Add another
Microsoft OneDrive account (such as your work account), and
Choose which folders will be available on the PC in your personal
OnebDrive File Explorer area.

@ Microsoft OneDrive

Settings Account Back up Network Office About
OneDrive

21.7 GB of 1,029 GB doud storage used Add an account

Manage storage  Unlink this PC  Privacy Settin

Choose folders

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

Personal Vault

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

20 Minutes ~

In the Backup Tab, click the Manage Back Up button.
These are the default, important folders on your PC

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

& Microsoft OneDive

Using OneDrive Cloud Storage

If you need to ensure that any file or folder is to
be backed up to OneDrive, they must exist in
either the main Documents, Pictures or Desktop folders within
your user area, or be copied to the OneDrive folder. This will make
sure they’re synchronised with your online OneDrive storage area.

o Onaliive
& Mew T Sont = View
¢ 1 @ s OneDrive
Name ik
Chuick acress
BOM Publications witings o
v o OneDive
Crash Covers oA
BOM Publications +
W Decktop L]
Cragh Cavers -
& poumants
i Desktop
Email attachments
» B Documents
Favourites
Fmail attachments
P Fictures
Faw i
B Public
L L Shared favarites
Puli > -
43 B Corya the Warrior Sage 1 o 1172018 11403 Microsalt W

If you again right-click the OneDrive cloud icon in

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

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

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

= Open

[ Open in rew windaw

Sharad favostes

ooy Fin to Duick acoess
9 This T B Doan o pin o Stant
=nEosem@y T 00 [ Compress to Zip fle
Peso oy
T Copy as path
W et L

B Properties
@ Always keen on this device

5 Free up space
& OneCvive

B Open in Windews Termirsl

i} Show more aptions Sk FID

Avalabils whast oiibew

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

y Add as cover

£t tags

[} Embed

‘ersian histary
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Using the
Focus Assist Tool

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

Blocking Notifications

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

Center so you can see them at a more convenient time.

Step 1 You can easily activate Focus Assist using the
quick actions panel in the Action Center. The

default setting is Off. Click the Quick action button once to allow
priority notifications only, click it a second time to allow alarms
only. Click the button a third time to turn Focus Assist off again.

———

| WMESSS0MZENT Mot conmected

Flight mode

d R
Focus assist Accessbibity
@ 5 iyt
Keyboard layous Cast Maille hatspot
] @
MNearby sharing Might light

o

a0 ¥

To set an automatic rule by time, click on the

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

System > Focus assist > During these hours

@ o
Start time
23 a0
End time
T 0
Repeats
Daily
Focus level
Pricrity only

|| shaw a notification in action centre when Focus assist Is tumed on

You can also turn Focus Assist on or off in the main

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

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

System * Focus assist

Focus assist

D

o ot
Pricrity only
Customise prionity st
Aarms anly

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

Automatic rules

(T)  During these times

Cl When I'm duplicating my display

System > Focus assist > Priority list

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

Calls, texts and reminders
B show incoming calls, inciuding VolP
B Show remindars. regardiess of the app used

People

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

B show notifications from pinned cantacts on taskiar.

Add contacts
o
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Sharing

Focus Assist - Sharing

to Nearby Devices

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

Nearby Sharing

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

your file or webpage, either over Bluetooth or Wi-Fi.
Step 1 To enable Nearby Sharing, open Settings and
click on System. Now click on Shared experiences

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

If there is a nearby device available, it will be shown

in the share menu that pops up. You will need to
know the name of the device you want to share to. Once you select
the device, the other user will see a notification asking them to accept
the transfer. This will time out in a few seconds if not accepted.

System > Nearby sharing

B Nearby sharing .
Share Fiex, photos, and ks wit evices How to improve nesrtry sharing speesd

Q or
My devices only

Everyone nearoy
Save files | receive to
Chsenyiruss) Dowrdond

Your device is discoverable as "DESKTOP-LOGKSF4®

O Privacy Statement
Underszand fow Micros:

® E Share 1 item

Mearby sharing

{2 Rotate

chkaccess
Everyone nearby -

Inkedicarus-Beta

-Full-Map-Guide
-Reveal-Map-wit
h-Grids- 104428...

Email a contact Find more people

. ©

You can also activate Nearby Sharing from the
quick actions menu in the Action Center. You

Step 2

can send any video, photo, document or webpage viewed on
Microsoft Edge to people or devices nearby by clicking on the
share icon in the top right corner of the app or right-clicking to
view the share menu.

EREn -

t B TaPC »
VMEIS5042 ENT Nat connected Flight mode
Chygar
Screed Foldders (6]
D T
v Oneeve ' Desktop BT Documents
Focus assist Accessibiity g
Documents
Downiosd = Mamic
= s
= = r
I ThizPC Pictires i
= Meakile hetsper |
VD R Diiee (€
- Devices and drives {
g I Netwerk BB TIH3SEE0A G VD RW Dreve (E:) BOOKLET_2 2018
o = 01 byt free of 568 GB
Night fight I DESKTOP-Lo6k | 4GB Trae of UDF
B DESKTOP-DI0E
o] ™ . mmoee |
Frider
7 ? Cancel
T

2021-08-20

By default, transfers will be stored in the
Downloads folder but you can specify another

folder or another drive very easily. Open settings and click on

system > shared experiences. Under ‘Nearby Sharing’, look for the

‘Save files | receive to’ option and click the Change button.

System » Nearby sharing

Sebect Fokde

[Www.pclpublications.com] 15



http://www.pclpublications.com

Connect Your
Phone to Your PC

You can connect an Android phone to both your Microsoft account and Windows 11,
allowing you to view the photos on your phone from the comfort of your desktop, and
even view call and SMS details on your computer as they arrive on your phone.

Using the Your Phone App

The setup steps for connecting a mobile device to your Windows 11 computer are the same for almost all
compatible Android devices. The app offers additional features for Samsung devices.

Open the main app list from the Start menu and
look for “Your Phone”. Click the app and then click
the “Get Started” button on the screen that opens. You will need to
sign in with the same Microsoft account on both the PC and the
companion app on your phone. Select/sign in to that account next.

When asked, click “Pair with QR code” in the Your
Phone app on your computer. A QR code will be
created and appear on screen. On your phone, click Continue and a
QR code reader screen will open. Use this to read the QR code on your
computer screen. After a few seconds the two devices should link.

bis@m %

started

Let's get you signed in

Use one of these accounts

cess to

BEye | )s, texts

Use a different account

.' \ BN Microsoft account
2 | | W hane o Skype

. —

gn in with another 3

| x

B = Microsoft
russ@bdmpublications.com

To sign in and link your phone:

. Open the Your Phone Companion app on your phone.
Or, for select Microsoft and Samsung devices, open Link
to Windows from the quick settings menu.

o 2. Scan this OR code je to

E 1R code fq

- om on y
p C

uMl

Step 2 On your Android phone, open a browser window
and go to Wwww.aka.ms/yourpc.lYou may already
have an app installed that can link to windows called Your Phone
Companion (on Samsung, open the Quick settings and look for
“Link to Windows”). If so, open the app and follow the instructions.

[ o Pharn - o

Paie devicas

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

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

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

- Finish things up on your phone

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

»
A

#oPuEocEa= @ ~®
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Connect Your Phone to Your PC

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

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

Notifications Clear all

On ()

& Focus assist settings
B our Phone Companian

1224

Your texts, notifications, recent photos, and
more are available on your computer.

Your Phone Companion
Try dismissing this on your PC

via Your Phane

Linked computers

Tuesday 28 September

KTOP-LO6K9F4
DESKTOP-L06 &

Connected September 2021 a v

Step 6 Now it’s time to start using the Your Mobile app. In Step9 To view photos stored on your phone from the
the left-hand sidebar are several different sections. comfort of your PC, click the Photos section.
These include Photos, Messages, Notifications and Apps. Some of Allow access as before, and then wait while the view refreshes.

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

You're all set!
Your device Is now linked with the Your Phone app.

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

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

Q) e
Which of these is "the boy"?

Messages

® matvesh

Start a new canversation or select o4

285 [ to reply Bricks Bad Cn
. o it satiafiod weri i with the
delieeey smrvice provided by yos
T2 Ty .
+pi==ter ciam s mirsng 1ome Cottsot]
55 6007 2265 Thurany tanita o hertre
° W Wane, pou segistired fee
Moksils Rariking on F4/0 at 1

Timeheshos aaiats 1D s DOT Mtk . Drepban

ErPuEoem= P ~ %

HouEOoem= P
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Learn How to Import
Photos in Windows 11

Importing your photos to your PC may seem like a very simple task but if you have never
done it before, you can encounter problems. We take a look at importing photos from
your devices; using different methods and tools already included in Windows 11.

Importing to a Folder

The setup steps for connecting a mobile device to your Windows 11 computer are the same for almost all
compatible Android devices. The app offers additional features for Samsung devices.

Step 1 The first thing you need to do to import photos Step 3 Now click on the device storage, this may be Phone
directly from a phone or camera is to connect the and Card on a smartphone, and navigate to where

relevant cable to your PC. In almost all cases, this will be a USB the photos are stored. This will normally be in a folder called DCIM on
cable of some sort. You will have been supplied a transfer cable your phone or camera. You can now simply cut and paste, or drag
with the device you are using. Plug this into a free USB port. and drop, images to a new folder on your PC.

== Phone

@) N> Tl sort 5= View
2 » = A w= 3> ThisPC » Russell's521 » Phone »

> & Downloads Alarms

> @ Music

> [ Pictures Android

w ! Russell's 521

Audiobooks
> == Phone

» Videos
a AudioEditorCutter
» T TI1358600A (C)

> @) DVD RW Drive (E:) BOOK buffer

Step 2 Normally, when you first plug a device in to your Step 4 If you have connected your phone and PC using
computer which contains storage of some sort, the Your Phone app, you can import images from

Windows will ask how you want to handle the files in that storage. your phone wirelessly. Simply open the app, click on the Photos
Scroll down the list to see ‘Open in a Folder’. In some cases, tab and then browse to the photos you want to import. You can
Explorer will open showing the connected device. then choose Save as..., or copy and paste to a folder.

Russell's 521

Choose what to do with this device.

Copy (Ctrl+C)

o8 B2 open | copy Save as.. [&) Sha

Impcl 1 photos and videos

Irr\pon p’mnos and videos

Onen dﬂv ce to view files

@ S;mc dugltal medla files to this device

. Take no action
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Learn How to Import Photos in Windows 11

Importing to the Photos App

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

Open the Photos app on your PC. Now connect

your phone or camera to your computer using
the relevant USB cable. If you see the pop-up menu asking
how you want to deal with the storage media you just
connected, ignore it or click it closed.

Step 2 The Photos app should have opened up with the
Collections screen showing. If not, click the tab at

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

F-a From a folder

@ From a connecte

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

properly, or the correct USB drivers are not installed, it will fail to find
anything at this point. If you are transferring from a phone or tablet,
you may also have to unlock the screen to continue.

Looking for new photos and videos

0 item found so far

The Photos app will now search for photos available

By default, every image detected on your device will

be selected for importing. If you want to import
everything, click Continue. If not, you can use the check boxes on the
images to select those you want to import; use the Clear All and
Select All buttons as required.

Import items

Step 5 You can now choose where the imported photos
will be saved. By default, this will probably be

somewhere like C:\Users\YourName\Pictures. Click the ‘Change where
they’re imported’ link to do just that. You can also choose to import
into folders arranged by month or day.

Import items
Select Folder

- < 4 @ ThsPC » Deskiop »

Select: Organise v Mew folder

All items (11) Name b
g - Cuick access
BDM Publications Uploads
Bl Desitop *
R e g Screens
-

4 Downloads #
o Documents #

PN Pictures *

& Googhe Drivi #

Step 6 Click Import. Your image will now begin to
appear in the Photos app window, within the
Collections section. An album will also be created called Last
Import. Click on one of the images shown to begin editing or
enhancing it with the tools Photos offers.
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v How to Manage
and Edit Your Photos

The Photos app was first introduced in Windows 8, but it wasn’t the best experience. In
Windows 11 it has been improved, even over the Windows 10 version, with better ways to
browse photos and a lot more editing options to make the most of your images.

Managing Your Images

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

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

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

@ All Photos

Step 2 Along the top of the full image view is a toolbar. Step 4 The Folders, accessed by clicking the tab at the
This contains zoom and rotate buttons, an edit left of the main window, enables you to creates
image button and draw button, as well as delete, add to favourites,  groups of photos based on your specific criteria. For example,

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

m You can create your own folders by clicking the

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

The selected feature, found in the menu at the top
right, enables you to select individual or multiple
images. You'll see the top menu bar changes, and each image has a
tick box appear on it. Click them to choose the images you want. You
can then use the tools at the top (share, copy, add to and delete, etc.).

1@ it @ All Photos

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

X dadeces [ @ Mooy B BT 7 |

Step 9 The final option on the Photos home screen is
Slideshow. This allows you to make videos made
up of multiple images or video clips in your collections. It isn’t the
most powerful video editing tool, but it enables you to create
simple videos with music.

@ All Photos

B 5 Mg 3030 - 28 gt 2031

You can choose where Photos should look for
images in the app Settings. Your own Pictures
folder, plus the OneDrive Pictures folder, are automatically included
(if you have OneDrive set up), but you can change this if you store
your images somewhere else; perhaps on an external hard drive.

Ceganise =

v Cuick secess
O Desitep &

a Desktop

-y Docoments

b Downlosds
i Documents #
P Pictures

e Dviv Google Drive
&

Pictures

Sermens

i OraDrive

Documenty Recent files (0)

Pictures

Folder Quck access

To begin making a slideshow video, you first need to
select the images you wish to be added to the
Slideshow itself by tagging the tick box on each one. Now simply click
the ‘Start Slideshow’ icon, top right. Then add music by clicking the
musical note icon on the pop-up controller, by clicking on screen.
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How to Manage and Edit Your Photos continued..

Editing Images and Videos in Photos

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

Double-click an image to open it in Photos. Along

the top of the image are several buttons; click
the Edit button. You see a new window and set of buttons and
controls appear at the top. With all the edits shown here, ensure
to save each as a copy to retain the original.

Moving back to the edit section, at the top of the
toolbar is the Filter button. Click this to enable the
application to Auto Enhance the image itself. Alternatively, you can
apply one of the filters from the listings on the left panel yourself by
selecting it. You can also increase the intensity of the filter here.

rr— X ‘o

sosBe s

o o o
o o o
ok

o o ot
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From left to right, these buttons allow you to Crop,
Adjustment, Filter, Mark Up and Retouch your

images. If you click on Mark-up you can access a selection of options at

the bottom of the page. Make your choice and mark up your image as

you require. You can also delete your last mark - or all of them - too.

You can, of course, apply specific enhancements

yourself using the Adjustment option. Using the
sliders you can edit core areas of your image. You will see the
changes applied to your image directly to the image in real time.
Hit the Reset button in the top-right to undo your changes.

o

Open a new image in Photos and click on the
Edit button at the top of the screen. Note; the

image is shrunk down slightly to fit the editing
screen. Now select Crop. With this tool you can adjust the focus
area of an image, using the sliding bars on all four edges.

Moving on to the Re-Touch tool, click this and the
cursor changes to a white circle, the size of which

can be adjusted on the left. Place this over the part
of the image you want to remove and click. The app matches what’s
under the spot to the scenery or colour around it, removing it.

[ [T e Y T T

aa ‘Tt 00 .-.S¥RDYE0 SR e }
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How to Manage and Edit Your Photos

Step 7 Moving to Video Editing, things get a lot more Step 10 You can edit the clip to remove any content you no
in-depth. For this guide we’re going to show you the longer wish to view by clicking on the Video Trim
must-know basics on how to create your own mini movie. Clickonany  option in the top bar. By doing this, your video opens in a new

video you can access via the Photos app to open it. NOTE: videos are window; notice there are two large blue icons in the control bar at the
shown with a film strip icon on the top-left corner. start and finish of the scroll bar.

=

2 All Photos (G

95 Bagusn 2020 . 93 Gtober 2023

s
Your video now autoplays in a new window. You The blue icon on the left indicates the beginning
can view the video clip in this window, using the point and the icon on the right marks the end.
controls displayed at the bottom of the window. You can also You can move each individually to create new start and finish
access further controls using the More link. These include Cast to points. When you’re happy with the edited-down version of the
Device, enabling you to view the video on a networked device. video, you need to save it.

coMmECT

L ) mw G W

B a o e ok DEe=avHcEE

Step 9 A great feature found here is the ability to pull a Step 12 When you’ve finished editing an image, you can
single image from the video clip using the Save a click the ‘Save a copy’ button to create a new file
Frame option. Using the scroll bar, move through the frames to one  that includes the changes, whilst retaining the original. Or you can

you wish to save and then select the option from the list. You can choose ‘Save’ from the pop-up menu, which overwrites the original
now rename and save the image to your choice of location. image with the version you just edited.

) =

Iy Save a frame
ED Cast to device

=3 Import subtitle file

Choose subtitles, CC 5

Choose audio track H

o oo S @
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Explore the

o ' Powerful Maps App

Just like Google, Microsoft provides its own Maps app. This incredibly useful tool not

only shows you a 2D map of anywhere in the world but also lets you see a satellite
view, traffic information and even view major cities in 3D. You can even draw or

write on top of maps.

Directions

You can use the Map app
to plan routes: in a car, by public
transport and even on foot. Select
your chosen transportation method
using the icons at the top of the
Directions pane. You can either leave
the A field as My Location or type a
new one. In the B field, type your
destination. The route will appear on
the map. You can refine the route by
clicking the Options button.

Search

Click the Search button on
the left-hand side of the map window
and a new pane will open. This pane
contains some search suggestions,
such as Hotels and Coffee and
Shopping, with the standard search
field at the top. As you type your
search, suggestions will appear in the
search pane. You can click any of
these to find that location.

Maps View

The Maps view is the
default one for the Maps app. This is
what will greet you when you first
load the app on your Windows 11 PC.
You can zoom in and out of the map,
using either the + and - buttons on
the control panel on the right of the
window, or by scrolling back and
forward with the scroll wheel on your
mouse (if you use one).

84 [www.pclpublications.com]|

Maj

o @

AITHTESLULL
& Bovey Tracey

m Bovey Tracey

\':\( Save Ie Share
3 3
FCF A

- ‘;

@ Print

Streetside

‘What's Nearby,

Overview

¥ Bove:
England

N

"t

W &fh &2 a & B ,

ck Torrington

tion
Northlew

Bratton

Clovelly
} Eridestowe
ydown
Lydfard
n

Morth Erentor
Mary Tavy

Feter Tavy
merton

Merrvale

Tawstogh

West Leigh

Hatherleigh

Morchard Road

Capplestone

Exbourne Morth Tawton Bow
Colebrooke
Belstone
FollviGafe Corner
Spreyton woodiand Head

Okehampton

South Zeal

Throwleigh

Gidlaigh

East Dert
— Waterfali

Postbridge

Two Bridges

Princetawn

Tedbu

Drewsteignton

Dun

Maretonhampstead

North Bovey

Manaton

Yarner Wood

lsington

Bicking

Ashburton

Halne

Woolston Gree

Huxham's Ci

Estate
Ratter
Tay
Harberton
Diptford
- Halwell
Blac

Postcode district lake Peal Cot
Horrabridge
Weather Yelverton
Clearbrook
. ere Ferrers
Bickleigh
ata-fro
r
Trewidland onderlg
Saltash Yopd
St Germans
Mo Man's Land Wilcove Lee-ill hrbridge
ymit Seat Anton
Seaton . ¥ heifor

Portwrinkle ymouth Sherford Ermington

L saimbrida

poe Millbraok Yealmbridge
Hollacombe Hill Holbetan
Rame Ash
Membland Kinaston
15°C
o W Q sexcn
b
P Ve s x i r
s F r r = I ]
- Fa F r -
F s F r '
A R,
A
r
y



http://www.pclpublications.com

Explore the Powerful Maps App

Your Location

When you open the Maps
app it will try to pinpoint your
approximate location. You may be
asked to allow this location tracking
to happen. Your location will then be
show on the map as a small black
and grey circle. You can click on this
to see more information, if available,
and then save the location as a
favourite by clicking the star in the
pane that opens.

Windows Ink

Windows Ink allows
you to write or draw on a map
using the various pen tools
(including colours). You can also
use the pen to trace a route and
have Maps tell you the distance of
the line drawn, or even the
directions for the route you
marked out. You can then save the
customised map. It is really very

clever and fun to play around with.

3D Cities

The 3D Cities button
should be fairly self-explanatory.
Click the button to open the pane
and you will see an alphabetical list
of the cities with thumbnails that
have been mapped in 3D. Click the
Country/Region heading at the top to
refine the list. Click on any of the
thumbnails to load the 3D map;
loading time will vary, depending on
your Internet connection speed.
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' Maps Settings
The Maps app settings let

you choose the units of measurement
used, depending on your preference
and your preferred defaults for
directions and location. This last
option will be used if the app can’t
find you, by using location services.
You can also download maps for
offline use or upload maps that have
been saved elsewhere, that have
been shared with you perhaps.

Saved Places

The Saved Places pane
contains all of your saved locations.
These can be anything from a
favourite coffee shop to the street
where you parked your car in a new
city. To add places, search for a
location and select the star
underneath the correct one in the
search results list. You then have the
option to give the favourite a
nickname or set it as Home or Work.

Suggest a change

£-2023 Microscft Comoration, £ 2023 TomTom

A 0924
A THE i @

Rotate & Tilt

The small floating control
panel on the right of the Maps
window contains several useful tools
for changing the current view. The
top two controls are rotate and tilt,
allowing you to either rotate the map
around the central point or tilt the
map to give you an isometric view.
You can easily centre your view on
your location again by clicking the
third icon down.
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Learn How to
Navigate with Maps

Boasting excellent mapping, great aerial photography, up-to-the-minute traffic and the
ability to calculate directions by public transport, road or foot, the Maps app is one of the
very best ways to navigate. New additions make the Maps app even more useful.

Moving Around in Maps

There are few controls in the Maps app but they allow you to do a lot of things very easily. Let’s take a look at
how you move around in the app.

Step 1 The easiest way to move the map around is to Step 3 Clicking on things like Saved Places or 3D Cities in
left-click and drag it and use the mouse wheel or the top control bar, tabs will line up alongside the

trackpad slider to zoom in and out. This allows you to move the permanent Search and Directions buttons at the top left of the
map around to focus on the area you need. If you are zoomed far window. You can then click on them at any time to see the
out of the map, double-clicking the mouse zooms in quickly. information contained in each pane or tab.

Maps
== o ! : o @ 3D Cities
g e[k Henoork ok
eplcimgn ey
3D Cities
il
e

/ e \ Puignin L ke

s P lOoCE =9

Step 2 Maps has a dedicated control panel on the side of Step 4 Right-clicking on the map brings up a small
the window containing, from top to bottom: action menu. This lets you set a To location, a

Rotate, hold pointer on it to see; Tilt, hold pointer over to see From location (for planning a route), add a new destination and
options; Show Location; and Zoom in and Zoom out. You can also drop a pin in a specific location. When you drop a pin, a new
tilt by holding the right Mouse button and moving up and down. window opens allowing you to search for things at that

location, add favourites and more.
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Planning a Route

Learn How to Navigate with Maps

Maps is great for checking out an area, looking around a city or just finding businesses local to you. It is also

great for planning detailed routes.
To start planning a route, click the Directions tab

1
Step at the top left of the Maps window. A small panel

opens with boxes for your starting and ending location. You can
either type a destination or you can choose one from the list that
appears below the box when you click on it.

The route is now shown on the map, with an

estimated travel time readout above the
destination. If alternative routes are available, they are shown
as a light blue line, with the main route shown as a dark blue
line. Points along the route are marked, usually where a change
of direction is needed.

If you need to make detours or multiple stops

along your route, you can click the + button to add
more destination boxes. Each one can have a destination in it,
making up your complete route. When you view directions, each of
the destinations you added is marked with a relevant letter.

Routes vary depending on whether you are
driving, walking or need to take public transport.
You can quickly flick between these options using the buttons at
the top of the directions pane. When you have your start and end
points entered and travel method chosen, click Get Directions.

If you click Go in the directions pane, Maps switches

to a satnav-style view and traces your route as you
continue along it. This is more for portable devices such as phones
and tablets that you might use for directions in a vehicle. Click the Exit
button via the three dots in the bottom-right of the screen to return to
the normal maps view.

You can also plan a route by drawing it. Click the Ink

button and then the Directions tool in the menu
that opens. Draw a line along the route you wish to take and Maps
refines that into a proper route along roads, missing dead-ends, etc.
You can save or share the route just as with any other.
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Manage Your Contacts
in Windows 11

The People app has been a part of Windows 10 for some time, but in the more recent
update to Windows 11, it has had an overhaul. The People app is no longer a part of the
traditional taskbar, but instead Microsoft has incorporated into the Mail app.

New People, New Apps

Incorporating the People button into the Mail app is probably the more logical location for it; it’s just we’ve
gotten used to it being its own app via the taskbar.

Step 1 If you’ve not done so already, you’ll need to Step 3 Within the Mail app, you’ll notice a row of icons
open the Mail app. Start the process by clicking along the bottom-left of the window. The third
on the Windows icon in the Windows 11 taskbar, or tapping the one in, from the left, is the People button. Click on it to switch the

Windows Key on your keyboard. This will bring up the Apps view to the new Windows 11 People app.
menu and last used files.

20 September 2027
= — Move Russ Ware
> Check This Out!
. B Hi Russ, To manage or delete a
¥ gl searc
Russ Ware
This is an email test!
Pinned Allapps > Checking to see if the email is
e n E a . @ 07 September 2021
Edi Mail Calend Wi t 5 Phs Setti Nikita
ge | 2l ar oSl tore IoTos ettings
TOP PAGE ON GOOGLE!
== Hello, Hope you are well, | was
0 s (e = [N ] " 03 August 2021
Office Wbox Solitaire Spotify Metflix To Do T C il
erry Carville
» Order 25566
E @ u @ . E Many thanks Jim. Look forwarc
News Picsart Twitter Instagram Photoshop Calculator 29 Jul 2021
Express Y
@ Roberto Gejman
i —— \ Pedden Bllaale e AT AR -
1]
M O

Step 2 Type ‘mail’ (without the quotes), and you’ll see Step 4 The new People app is significantly different
the Mail app icon appear on the list of available from its earlier appearances in Windows 10. It
matching apps. Click on the Mail app to open, or click on the Open still connects to the various apps within Windows that utilise

link from the list under the icon. contacts, such as Skype, Teams and so on, but it looks and
behaves radically different.

2 mai l o

(1 Do ﬁ b0 &

Apps Mail
App =
i , = @
Search the web i
Spen A n

£ mall - see web results »

Documents [1+)
Import your contacts to make tham avalable throughout Windows.
Settings (2]

Rate and review Impernt contscts
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3
i
4

88 [www.pclpublications.com]



http://www.pclpublications.com

Manage Your Contacts in Windows 11

The first things you’ll probably want to do is
import your contacts from other sources. As

you’ll no doubt notice, there’s a handy Import Contacts button on

the People app window. Click it, to begin the process.

i Search o ] + Y bt

Add an account x

Suggested

B russ@bdmpublications.com
Other account

Outlock.com
Outlook.com, Live.com, Hotrmail, MSN

u Create Free Account
Get & free personsl Outlook email address

Oifice 365
Office 365, Exchange

G Google
ﬁ Yahoo!
i B

The People app will notify you as to what access

Windows 11 will need when you’ve setup the
account. For most of us, the legal areas involved are part of the
daily routine, we need access, so we have very little choice in the
matter. If you want more information, though, scroll down to the
Privacy Policy link to read more.

G Sign in with Google

Windows wants to access your
Google Account

@ vamdwidnaywardpgraileon
This will allow Windows to:

i Reed compose, send and permanently defeteall  (T)
your email from Gmail

By e edn, downioad and permanentty delete your  (3)
contacls

[Z  see eds, share and permanently delete ail the (0]

calendars that you can sccess using Goagle

You’ve got a selection of different sources from

which you can import your list of contacts. From
an already created account, through to Microsoft’s[Outlook.com)
Office 365 Exchange, Google, Yahoo!, and even from your Apple
iCloud. Click the source that applies to you.

Search

G Sign in with Google

Signin
Continue to Windows

[ Ermail o phone
I

Fargat email?

Ta continue, Google will share your name, emadl address,
language preference and profile picture with Windows.

In this example, we’re connecting to a Google

Account. The People app will open the
connection services needed to link your Google account with the
People app, all you’ll need to do is enter the correct information
into the available boxes to continue.

If you’re ready to go ahead with the connection

to another service, then scroll down and click on
the Allow button at the bottom of the page. This will open a new
window, asking for the name in which to send messages as. Enter
your name, then click Sign in at the bottom of the window.

Search ol + 7 &

Add an sccount ®

Google
Send your messages using this name
I David Hayward x

If you want to add individual contacts, click on

the Plus sign in the upper-right of the People
window. From there, you can their name, phone, email, address,
add a photo and more. Click on the Save button when you’re
ready to add the new contact.

Search . . . &

G Sign in with Google

Signin
Continue to Windows

Email or phona
[ bdmdavidhayward@gmail.com| x ]

Forgot email?

Ta continue, Google will share your name, email address,
languags preference and profile picture with Windows.
gefore using this app. you can review Windows's
privacy policy snd Terms of Service

People

New Microsoft account contact

Name

Jim Gale ] i

Mobile phone ~
[ 1
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Using the
Sticky Notes Tool

There are lots of Windows 11 apps for making reminder lists, but sometimes you just need
a simple note to jog your memory. There is a simple, and often overlooked, piece of
software in Windows that allows you to add sticky notes to your screen, quickly and easily.

Getting Sticky

Sticky Notes has been around since the early days of Windows Vista, and has evolved over the years in line
with the core operating system. It’s surprisingly effective, so here’s how it works.

Step 1 Sticky Notes is available via the Windows Start Step 3 To quickly create a new note, click on the smaller
button, or by pressing the Windows key on your of the two windows; the new note window. The

keyboard, and typing in ‘sticky notes’ (without the quotes). Clickon  cursor will appear where the window says, ‘Take a note..., and

the Sticky Notes app that’s listed in the search results. from there you can begin typing to create your note.
2 stipioy
Sticky Notes
Al Apps  Documents Web  More oF F o
- Search... 8]
Best match =
| )] Sticky Nates H Remember: .
. - Put all-powerful ring in pocket Remember;
App Sticky .I*.Jntes - Lock the front door )
B Microsoft Store » 20 - Tell Thorin about the dragon : l:;t:kaltlr-:nh\-\:nrtfjan;g in pocket
Settings Zh - Tell Thorin about the dragor]
D Sticky keys ¥ =+ New rote
e —
. Motify me when | furn on Sticky. ~ [ showall notes
Fitter, or Toggle keys iR
Search the web
£ st~ see web results
Step 2 Sticky Notes launches with two windows: one is Step 4 As you type, the note will add scroll bars down the
the main Sticky Notes control window, and the right-hand side. You can increase the size of the note
other is a blank note, ready to be filled. As you create notes, these by expanding the corners of the window, and you can change the
will be displayed when you start the app. colour of the Sticky Note by clicking on the three dots in the top-right
corner of the note window, and choosing one of the available colours.
Sticky Notes ‘

Search..,

Take a note...

|I'alce anote..

m
I
%.
il
2
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If you look at the bottom of the note window,
you’ll notice a series of options. These change

the text type to Bold, Italic, Underline or Strikethrough. You can
also toggle bullets or even add an image.

Using the Sticky Notes Tool

When you close the note, it will be automatically

added to the Sticky Notes control window. If you
want to create a new note, click on the Plus symbol in the Sticky
Notes control window, located in the top-left.

EouEOCSE =

——

* Make sure the dragon is asleep
® Load the gold
* Get out of the mountain

Sticky Notes
Search... 8
®» Make sure the dragon is asleep

® Load the gold
» Get out of the mountain!

Check Sunset Images

You’ll need to highlight existing text, then click

on one of the text type options to apply the
result, or click the option, then start new text. To add an image,
simply click the image option then use the windows File Manager
to locate the image. Click on the Image file itself.

You will need to keep the app open for your notes

to remain on the screen but as long as it is, you can
shut down and reboot, and the notes will remain on the desktop. To
close notes, you simply need to click on the trash icon in the top right
corner. Close the last note and the software closes too.

Sticky Notes

Sesich.

Check Sunset Images

Check Sunset Images]|

Troubleshooting Sticky

Notes Image Issues

While Sticky Notes for Windows 11 is a
marked improvement over its predecessors,
it can still yield one or two problems for
those who use it. One of the main issues
with Sticky Notes, and this is something
that has appeared in earlier versions too, is
adding images. Sometimes, Sticky Notes
won’t add PNG images, but JPGs will be
added successfully. If this is the case, you
can often get around this issue by copying
the image, then pasting it directly into Sticky
Notes with Ctrl+V.

sanvass
RIS Ees
AR AAAGRAD BB
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o

Copy and paste el
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Using the
Xbox Game Bar

Windows 11 has carried on the developmental work that its predecessor put in with
regards to the Microsoft Xbox Game Bar. There are a wealth of sub-apps within the Game
Bar app, and it’s well worth looking into in more detail.

Game On!

No longer solely about gaming tools, the Game Bar now includes quick panels for volume control, resource
usage and even playing music.

Step 1 You can open the Xbox Game Bar simply Step 3 By default, the top-left window is the Capture section.
pressing the Windows Key + G, or by searching Here you can take screenshots, start recording video,
for Xbox via the Windows button on the taskbar menu. When it record the last thirty seconds and activate the microphone during

loads it will dim the screen and present multiple windows. recording. You can also view any previous screen captures. All elements
are displayed together with their keyboard shortcuts.

_': @ Capture

@
Start recording
| Alt+R

[ Show all captures

| 44 Audio

MIX

Speakers (Realtek High Definition Audio) v~

Step 2 The multiple windows can be managed by Step 4 Xbox Social is an element that lies in the
clicking on the Widgets icon; the 3D window icon top-right of the Game Bar windows. Here you can
located to the right of the Xbox icon on the top, thin window in sign into your Microsoft Xbox account, and use voice and text chat

the middle of the screen. Click the star next to each item to add or  across PC, mobile or Xbox with your friends.
remove it from the Game Bar selection.

# Xbox Social

Widgets

di) Audio

Capture

From the developer

4 Gallery &I D =
Sign in to use free voice and text chat
with friends on PC, mobile, and Xbox

&8 Looking for Group
Performance SIGN IN

Resources

Spotify
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In the bottom-left of the Game Bar windows,

there’s the Performance element. This is a really
useful component, not just for gaming, as it details various metrics
regarding your system. CPU, GPU, available memory and more can
all be viewed as a handy graph. Click the icon next to the pin, within
the Performance window, and you can customise the view.

Systemn Sounds

©

& Performance

CPU 0%

GPU 1% 0%

VRAM 0%
RAM 44%
FPS --

Step (] If you want more widgets available, click on the
Widget Menu, then scroll down the menu to the
Widget Store. Click this, and you can choose from a selection of
available widgets to install and use whenever you open the
Xbox Game Bar.

BROWSE

INSTALLED

Featured

lit Game Bar HUD

Step 7 c . o
on the cog icon in the top, slim, main window

section. This open the Game Bar’s Settings page, where you can
alter the shortcuts, create and sign in with different accounts
and change other features of the app.

& Settings
General
Show tips when | start a game

Widget menu
Personalisation

Capturing

Gaming features

Feedback

You can fine-tune the Xbox Game Bar by clicking

Using the Xbox Game Bar

You can rearrange the position of all of the
overlay panels by clicking on their top bars and
dragging them into the desired position. Several of the panels can
be pinned, meaning that they will remain visible on screen even
after the Game Bar is hidden. Just click the Pin icon in the top bar.

& Performance

cPU T -
GPU T l/u

VRAM 0%
RAM 45%
FPS --

F= AR
Sign in to use fre e and text chat
with friends on P bile, and Xbox

SIGN IN

Step 9 The Resources window, found by clicking on the
bar graph icon in the top, slim, window, details

the currently open tasks within Windows 11. If you find the game
you’re playing is slowing down, you can open this and find where
the majority of your system’s resources are being used.

bl Resources

NAME

Windows Feature Experience Pack

Windows Feature Experience Pack

EH explorerexe
You can close the Game Bar overlay screen by

clicking anywhere else on the screen, or by
pressing Windows Key + G again. If you want to disable the Game
Bar completely, open the Main settings, go to the Gaming section,
and use the slider to disable the tool.

Gaming > Xbox Game Bar

Open Xbox Game Bar using this button on a controller: @
Get to know Xbox Game Bar

All shortcuts

To edit Xbox Game Bar related shortcuts, press Windows logo key + G or o to Start > Xbox Game Ba

Related settings

Graphics

@ Gethelp

£~ Give fepdback
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' Screenshots with
' the Snipping Tool

In 2018 Microsoft announced that it was abandoning the much-loved Snipping Tool in
favour of a new tool called Snip & Sketch. However, with Windows 11, Microsoft has
reversed that decision and has merged both apps into the new Snipping Tool.

Snip, Snip!

The Snipping Tool is a surprisingly powerful ally in the Windows 11 arsenal. Capturing your screen is an
important element in Windows, and the Snipping Tool does exactly that, and more.

To open the Snipping Tool, you can click on the
Windows Start button and type ‘snip’, then click

on the Snipping Tool app as listed in the results. Or, you can

press the Windows Logo Key + Shift + S to start a new Snip.

Search the web

' D snip - See web resu
Settings

] Use the Print Screen key to launch

sCreen snipping

Photos T MNew snip in 10 seconds

& snipl
Step p) As you will see, the Snipping Tool is a merger of the
two former screenshot apps. To begin with, let’s
open something so we can take a screenshot of it. Remember to
keep the Snipping Tool open in the background while you do this.

To take a Snip screenshot, click on the +New button in
the Snipping Tool window. This will darken the screen,

and display an overlay reading ‘Draw a shape to create a screen snip.
There are some options at the top of the screen, which represent the
shape of the area you want to snip.

Draw a shape to create a screen snip

Now, using the mouse, and assuming we’re opting
for the default shape of a rectangle, draw around the

area where you want the screenshot to capture. Press and hold the

left mouse button while you draw, and release it when you’re done.
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The screen area you are capturing will be

highlighted - which means it simply returns that
portion of the screen back to its normal colours. This is the area that
will be made available to the Snipping Tool.

Y Snipping Tool

Step (] There are a number of options available along the
bottom of the Snipping Tool window to further
edit the screenshot. From left to right, you’ll find: Ballpoint Pen,
Highlighter, Eraser, Ruler, Touch Writing, Crop, Undo and Redo.

Image Crop

8 (o]

(v ¥ ¢

There are also options along the top-right of the
Snipping Tool window: Zoom, Save As, Copy and

Share. The top-left options will have you create a New snip,
change the Shape of the snipped area and create a Time Delay for
when the snip will take place.

e —— . S
g8 % |

Save as (Ctrl+5)

@ B 08 -

Screenshots with the Snipping Tool

Save the captured screenshot by clicking on the

Save As button, located in the top-right of the
Snipping Tool window. This will open a familiar File Manager
window, where you can locate a folder or area to save the image.
You can save images as PNG, JPG or GIF.

PN - N - T
Save As

t P> ThisPC » Pictures »
Organise +  New folder o~
P Pictures
Google Drivi
David ]
Pictures Camera Roll Feedback Saved Pictures dragon
Screens
v o OneDrive

Documents

Pictures
m The Share option will enable you to send the

captured image as a file to a number of different
sources. You can utilise Nearby Sharing, send it as an Email or
share it via an installed app - such as Mail or Teams.

fping Toal

| | Share1item

w O | B 0 =

r MNearby sharing Everyone nearby

Email a contact Find more people

®
Step 10 Clicking on the three dots in the upper-right of the
Snipping Tool window will open a sub-menu
where you can open files, print, send feedback and call upon tips
and tricks from the Microsoft website. There’s also a Settings option,
which allows to further enhance the Snipping Tool experience.

e

@ B 0B -

I [ Open file Ctrl+0
o: Open with

& Print Ctri+p |
&m Send feedback |
§83 Settings

? Tips & Tricks

Www.pclpublications.com 95



http://www.pclpublications.com

—

Installing a Printer
in Windows 11

When you connect a printer to your PC or add a new one to your home network, you can
usually start printing straight away. Windows 11 supports most printers, so you probably
won’t have to install special software. Here’s how to install printers in Windows 11.

Install a Local Printer

A local printer simply means one that is physically connected to your laptop or desktop computer via a USB

data cable, rather than being connected wirelessly.

In most cases, all you have todo tosetup a
printer is to connect it to your PC and let the plug

and play software do its work. Plug the USB cable from your printer
into an available USB port on your PC and turn the printer on. If
nothing happens, try restarting your PC with the printer connected.

If the printer does not set up automatically, you

will need to do it yourself. Click the Start menu
button and head into Settings. Look for Bluetooth & Devices
from the list on the left-hand pane, and click it. Next, expand
Printers & Scanners. You should see a list of available devices,
hopefully with your printer’s name shown.

B System
David's A12 David's A12
| © Bluetooth & devices Paired Paired

W MNetwork & internet
#  Personalisation
B Apps
= Accounts §  FHluetooth

Discovarable as “MINIX-OFFICE
® Time & language
# Gaming E7  [Devices

B Mowise. keybowd, pen, audio Jisplays and docks, other devices

K Accessibifity
W Privacy & security =] Printers & scanners

P ences, troubleshoot
@  Windows Update

D Your Phone
Instantly access your Androld device's photos, teads, and mare

If so, click on it and then click Add Printer. The
printer should then be installed and ready to
use. If you don’t see your device in the list, click ‘Add Device’ and
see if the scan finds it. If it still does not appear, click the ‘Add
Manually’ link that appears with, ‘The printer | want isn’t listed’.

HPFA7983.home (HP ENVY 5000 series)

Printer status: Idle

=

Printer settings  Scanner settings

Open print queue
Print test page

Run the troubleshooter

Printer properties
This opens a step-by-step tool that will show you
how to find and install software for an older
printer, or one which is not yet supported by drivers pre-installed
with Windows 11. If that still fails, try going to the printer
manufacturer’s website and download an installer or drivers.

x
= Add Printer
Find a printer by other options
VY 5000 |
O My printer i a litthe older. Help me find it
VY 50004 () Sellect a shared peinter by name
Example: Ywoormputernarneprintemarne o
httpfo i prnter
() Add 8 printer using an (P addiess or hostnarme
redirected (T Add a Bluetooth, wireless o petwork discoverable printer
() Add & bocal printer or netwerk printer with marusl setlings |
nt Writer
= |
Nest Cance|
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Install a Wireless Printer

Installing a Printer in Windows 11

A wireless printer is one that is connected via Wi-Fi, Bluetooth or by means other than a USB data cable. This
can also include a printer connected to another PC on the network.

Open the settings, followed by Bluetooth &

Devices, then Printer & Scanners. Look for your
printer in the list of available devices and if it is there, click on it and
then click ‘Add Device’. If your printer is switched on and connected
to the network, Windows 11 should find it easily.

If you use wireless access points, extenders or

multiple wireless routers with separate SSIDs, you'll
need to ensure that you’re connected to the same network as the
printer for your PC to find and install it. If the printer does not appear
in the list you may need to add it manually.

Bluetooth & devices > Printers & sch

O David Hayward

e :
Find a setting o HPFAT983.home (HP ENVY 5000 series)
a Printer status; idle
B Systern
| 8 Bhushooth & devices Printer settings  Scanner settings
¥ Metwork & internet <
Open print queue
4 Personalisation
B apps Print test page
&  Accounts

‘ David Hayward Network & internet
pr—
Ethernet
Find a setting js] S
& Connected
B System
0  Bluetooth & devices = WiFi
¥ Connact, manage known networks, matered network
| ® Network & internet
Pe lisati Ethernet
Teonaanen I;? Authentication, IP and DNS settings, metered network
Apps

Available printers can include all such devices on a
network, such as Bluetooth and wireless printers
or those that are plugged into another computer and shared on the
network. You might need permission to install some printers,
depending on the type of network you are connected to.

Click on the ‘Add Manually’ link when ‘The printer |

want isn’t listed’ appears. This opens a tool that will
show you, step-by-step, how to find and install software for an older
printer, or one which is not supported by Windows 11 drivers. If this
fails, try looking for the software on the manufacturer’s website.

nt queue
= HPFA7983 home (HP ENVY 5000 series) Properties >

General Sharing Ports Advanced Colour Management Security Device Settings
Group of Lser names:
h Everyone
= ALL APPLICATION PACKAGES
M Account Unknown{S-1-15-3-1024-4044835130- 265848204 1-3127973164-32 .
B& CREATOR OWNER

& Dawd Hayward |
| & Administrators (MINIX-OFFICE\Administrators)

page

troubles

ropertie

serir—

W add a device

Choose a device or printer to add to this PC

d1)

Common Printer Problems

Printers are getting easier and easier to install, thanks to plug and play software, but if you are having
problems do these two things first.

Check for Old Drivers BRLSIUUCSICEIIEK T
software to work properly. If
you recently upgraded from one version of Windows to another,
it’s possible that the current printer driver is for the previous
version of Windows and may not work (or work well) with
Windows 11. Check Windows Update for new drivers.

P —
David Hayward
B3 proglenan
Firsd a wetling

I

Windows Update > Advanced options * Optional

Driver updates 1)

- s HP - Printer - T2/2077 120000 AM - 243417078

0 susteosh & devices
Select the updates you want to install
" Nework B intemet

Run the Troubleshooter RKESIUICECU St
Update & Security >
Troubleshoot and run the Printer Troubleshooter. You can also
type ‘Printing problem’ into the search box, select the search
result labelled ‘Help from Microsoft’ and then select the
troubleshooter to download it.

Detecting prablems
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Manage Libraries
in Windows 11

Libraries are virtual containers for users’ content. A library can contain files and folders
stored on the local computer or in a remote storage location. In Windows Explorer, users
interact with libraries in ways similar to how they would interact with other folders.

Quiet in the Library

By default, Libraries are not displayed in Windows 11 - even later versions of Windows 10 did away with the
Library display - so they’ll need to be reactivated for them to appear.

Step 1 If you open Windows 11 File Explorer, you’ll notice Step 3 At the bottom of the Advanced Settings section,
that Libraries are no longer visible by default, you’ll notice a box labelled Show Libraries. Click

which is a shame as many users rely on them. However, they can the box to tick, and re-enable the option. When you’ve done that,
be returned, and the process is remarkably simple. Start by click the Apply button to activate the change and you’ll see that
pressing the Windows Key and R, then enter: control folders. the Libraries are now available via File Explorer.
: -
_ Libraries
@ New - T Sort ~
=7 Type the name of a program, folder, document or < = T = » Libraries >
= Internet resource, and Windows will open it for you.
~ Quick access E Camera Roll
Library
Bl Desktop *»
E Saved Pictures
{4 Downloads ' 4 .
Browse... Library
0 items é Documents -+
PR Pictures »
~ CommonSettings
Step 2 Hit enter, or click the OK button and the File Step 4 You can now close the File Explorer Options
Explorer Options window will pop up. The options pop-up window. The Libraries are, by default,
available in here can drastically alter the way Windows Explorer setup as area specific shortcuts. You can right-click each Library
works, so be careful what you enable or disable. Head to the View tab,  entry, select Properties from the menu, and create new Library
and scroll down to the bottom of the Advanced Settings section. locations, change the icon and much more. Restore Defaults will
return the Library to its original setup.
Advanced settings:
B i_Show ;;Hg.pmvidel nofifications
] Use check boxes to select items B Dociments Q Misle E i
8 Use Sharing Wizard (Recommended) Library Library
When typing into list view )
() Automatically type into the Search Box l Vidas
O Select the typed item in the view Ry
Nawgation pane S Dotuments Properties x
__| Always show availability status
|| Expand to open folder Library
(] Show all folders
B show iibraries Library lacations:
B Show Network o & Documents
B Show This PC
Restore Defaults
oK Cancel Apply
L publ Add... Ry
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How to

Libraries - AutoPlay

Use AutoPlay

Windows AutoPlay is a feature that was first introduced back in Windows 98. It allows
newly discovered media, based on content such as images, video or music, to begin

playing via the appropriate application.

Rediscovering AutoPlay

AutoPlay has been seen as both a blessing and a curse. How we have enjoyed slipping a DVD in the computer
and sitting back to enjoy it, but swore at the machine for auto playing a CD we inserted. Funny old world.

Windows 11 seems to be having some issues with
the default AutoPlay setting. At the time of writing,
there’s a bug that affects some but not others, in that the Windows 11
AutoPlay feature is either disabled by default, or not. To find out which
you are, go to Settings > Bluetooth & Devices, and click on AutoPlay.

D Mouse

Buttons, mouse pointer speed, scrolling

Pen & Windows Ink

Right-handed or left-handed, pen button shortcuts, handwriting

2

AutoPlay

Defaults for removable drives and memory cards

ﬁ USB
Notifications, USB battery saver, mobile device preferences

If nothing happens when you insert any media,

despite the AutoPlay feature being turned on,
you may need to specify an AutoPlay default. Under the On
button are two options for AutoPlay defaults: Removable Drive
and Memory Card - depending on your computer setup, you may
have more options available. Click the Removable Drive
drop-down box - Choose a default.

& Settings

Bluetooth & devices > AutoPlay

Use AutaPlay for all media and devices

@ on

Find a satting fa)

=1 1 :
SyHem Canfigure storage settings (Settings)

| © Bluetooth & devices Take no action

¥ Metwork & internet Open falder to view files (File Explorer)

Personalisation Ask me every time

4
A
R Aops Choose 4 default

Accounts

@

In our example, the AutoPlay feature was enabled.
This means that whenever we insert some media,

be it a disc of some description or memory card, Windows 11 will
auto launch the appropriate app. However, if your AutoPlay isn’t
working, start by clicking on the On button at the top of the screen.

& Settings
‘ David Hayward Bluetooth & devices > AutoPlay
davidhayward 1188 googlemail.com
Use AutoPlay for all media and devices
Find a setting o m on
W San Choose AutoPlay defaults

il 1 devi
| @ Biuetooth & devices o

*  Network & internet Choose a default

4 Personalisation
Memary card
B apps Choose a default

& Accounts
# Time & language

& Gaming

Related settings

Time & language
Here you’ll have multiple options available. These

options will depend on the apps you have installed
on your system, but by default they allow you to access the Storage
Settings in Windows 11 for removable drives and are; Take no action
when a removable drive is inserted, Open the Windows File Explorer
or Ask what you want to do with the type of media inserted.

& Settings
David Hayward Bluetooth & devices > AutoPlay
davidhayward!{9@googlemail com
Use AutoPlay for all media and devices
Find a setting o Q on
B Sy
L Choose AutoPlay defaults
Bluetooth & devi
18 i e Removable drive
¥ Network & internet Ask me every time
#  Personalisation
Memory card
B Aops Choose a default
& Accounts
P Time & language
& __Gami
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Skype In
Windows 11

Although Skype took something of a backseat to Teams during the world-wide
Covid-19 lockdown, it still proved immensely useful for individuals to

keep in contact with
loved ones and friends
around the world.

n Although it’s expected for
you to appear on camera
when using Skype, it’s always best to
remember that you don’t have to. You
can easily connect to a session and

speak or type without showing your
face by simply covering the camera.

n This is your Profile, click
the image to open details
about your Microsoft account, as well

as manage your Skype profile.
Further settings are available, along

with Bookmarks and being able to
add call credit in your local currency.

J

n This panel details the
recent chats and calls
you’ve had with others in Skype.
From here you can arrange new
Skype video calls, new chats, look at
your contacts and see any
notifications. Click recent chats to
display the contents in the main
Skype window. You can also run an
Echo/sound Test here, to test your
microphone and camera.

The main Skype window

is where all your video
calls and chats will take place.
Grouped calls split the screen
depending on how many people are
in the call, and chats can have

attachments added and viewed -
such as images and videos.

e cid.crSRIDY F153878

£

Meet NoW

® Danigl ',J,ay.uaf.d

- nnah Hayward
WH ik

i 1ieet MO

My‘.’-af"‘"'_'i' it ad

e

fcho | 50
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n Skype has been
redesigned in recent years
to perform better, and to offer a more
high-resolution experience. If you
think your video is lacking in quality,
then take a look at the hardware

settings for the webcam and see if
you can improve it.

Skype in Windows 11

u The top bar details the

number of participants,
any images and videos included in
the chat or call, and allows you to
find any specific keyword for
participants. You can also Start a Call,
and add more contacts as you need
from the two buttons in the top-right
of the screen.

It’s worth mentioning that

video quality can often be
degraded due to a lack of bandwidth.
Skype will automatically throttle itself
to keep the connection alive, often at
the detriment of video quality. If you
find this happening, stop any other
downloads from your browser, or
check your Internet settings.

n Use this link to send to

others so they can join in
the conversation. They will need
access to Skype, either as their own
installed app on their system, or they
can use the link to access the call via
the Skype webpage. You can also add
more people via your contacts, or
create specific shared invites.

u You’ll enter your chat and

video message texts in
here. You can also include emoji,
attach files, share contact details,
create a poll, schedule a call, share
your location and access your
OneDrive area to collaborate with
others on content.
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Making

Calls with

the Skype App

Skype is now a much bigger part of Windows 11 than it once was, and has its own app
that comes pre-installed with the OS. Getting to grips with the different tools in Skype is
fairly simple but learning how to use it more efficiently and easily takes a little more time.

Install and Use Skype

Recently updated, Skype has now been turned into a proper Windows 11 app and follows the Windows

design style more closely.
Step 1 Skype has a dedicated Windows 11 app and this
may be preinstalled on your Windows PC but you
might need to download it from the Internet. You can download

Skype directly from \www.skype.com]|as well as check that you have
the latest version available.

The Skype window should now be open on

screen. The default view is the Recent
conversations screen but this may be completely empty if you
are new to Skype. The first thing you need to do as a fresh user,
is to begin adding contacts.

Shype Dewked  Somitos  amlels b Pl owi AR -

Celebrating
Skype's 20 Year
Journey

Esndn,

begac
o

Skype to Phone Subscriptions

Welcome!
&¥ Sim Gale

Eary- astlage whh anal Sy bl b eyt Mgy

Step 2 Once installed, you will need to sign in to the
Skype app. If you already have a Skype account,

which is completely free to set up, just enter your login details

when prompted. If not, you can go to \www.login.skype.comland
create a new account in just a few minutes.

Click the Contacts button (2nd button down

from the top) and either select the add contact
icon at the bottom of the sidebar or click directly in the search
text box and type the name, Skype name or email of the person
you want to add. Click Search Skype.

i o e O a¥H-mBO

Bing @ s

* Jim Gale [You) @

o five: cid BcS616TcB93... 04110
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Select your friend from the search results,
assuming you can see them in the list, and

click Add to Contacts. Type a quick note to introduce yourself and

then click Send.

They will receive a request from you, along with

the message and can choose whether to accept you or not.

Making Calls with the Skype App

If you want to make calls to contacts not using
Skype (although you can make calls to mobiles

and landlines too), you will need to add some Skype credit first.
To do this, click on your profile picture in the bottom left and
click the ‘Add Skype credit’ link.

u live:.cid.Bc56167cB9389206

lives.cid 8c56167c83385206 wants to connect with you

Block

You can select any contact from your contacts list
and then either instant message them or start a

voice or video call. If the contact you click on has Skype, the call
option buttons will appear in the top right corner of the window.
Click the relevant button to start a call.

wherever they a
instant message one of your contacts, select their name and
start typing at the bottom of the main window.

Skype instant messaging makes it easy to keep
in touch with your contacts and groups
re. You can share files, photos and contacts. To

Skype also now includes Bots. Bots are artificially
intelligent programs that can do many useful

things like search for news, summarise webpages, play games
and more. You can start chatting with a bot just like you chat with
friends, just choose a bot and click Get started.

Step 10

Bots vary in how useful they are but some are
well worth taking a look at. Take the Bing s bot

for example. Add this and then type a word (“football” for
example) in the conversation window. The bot will return news
stories based on that subject.

ot gt

v o i s,

\-Enu---

T ase

“ezas izdmers

=B " ¥ @B 8 @ -

LO0C-0F¥NuB0

G OC-S¥Hemo
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Windows 11
Touchpad Gestures

There’s so much you can do with gestures, and Windows 11 has greatly improved the
technology over its predecessor. Some apps have their own, unique, gestures, but the
default and majority are listed here.

Touchy Feely

Gone are the days where we paw ineffectually at our screens, like a cat trying to capture a video of a bird.
Windows 11 gestures encompass nearly every aspect of the operating system.

Touchpad Gestures

Here are the main gestures for use on Windows 11 touchpad
laptops. It’s worth noting that some of these gestures will
only work with new precision touchpads. To find out if your
laptop has one, click Start > Settings > Bluetooth &
devices > Touchpad.

Select an item

Gestures

Show all open windows
Swipe with three fingers up on

Tap touchpad the touchpad

Scroll Show the desktop

Place two fingers on the touchpad and Swipe with three fingers down on
slide horizontally or vertically the touchpad

Zoom in or out
Place two fingers on the touchpad and

Switch open apps or windows
Swipe with three fingers left or right on

pinch in or stretch out the touchpad

Show Context Menu Switch desktops

Tap the touchpad with two fingers or Swipe with four fingers to the left or
press down in the lower-right corner right on the touchpad

>|é-Jgr o

Note: Remember, some laptop manufacturer touchpads may operate differently to others. That shouldn’t be the case, but for a long
time there was little standardisation. This doesn’t happen so much now, but if you own an older model laptop that works with

Windows 11, then you may experience some problems or simply different gestures depending on the touchpad device you’re using.
In such circumstances, it’s always best to consult the laptop manual, or see if there’s an updated BIOS or driver to apply.
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Windows 11 Touchpad Gestures

Other gestures Swipes

oose what ea esture does
Touchscreen Gestures Choose what ach gesture d

Three finger gestures

Four finger gestures

A Multitasking view

You can use these gestures on the touchscreen of any of your

modern Windows 11 devices. To turn touch gestures on, click v Show daskivg A Multitaskin
Start > Settings > Bluetooth & devices > Touch > Three- and
four-finger touch gestures. < Swinctiappt ' Show desk

. Show the desktop
Select an item Swipe with three fingers down on
Tap the screen the screen

Scroll
Place two fingers on the screen and
slide horizontally or vertically

Switch to the last open app
Swipe with three fingers to the left or
right on the screen

Zoom in or out
Place two fingers on the screen and
pinch in or stretch out

Open notification centre
Swipe with one finger in from the right
edge of the screen

See widgets
Swipe with one finger in from the
left edge of screen

Show Context Menu
Press and hold the item

Switch desktops
Swipe with four fingers to the left
or right on the screen

Show all open windows
Swipe with three fingers up on the screen

o 6 g o
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Maintain
and Protect
Windows 11

What do you do if you’re hacked? How do you protect your

devices on your home network? What is a recovery drive?

These and many more questions are answered throughout this

chapter, as you begin to move into the more advanced user
techniques and skills needed to make Windows 11

PN ,;:\ both secure, while keeping it in tip-top shape.
W\
' l
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Maintain and Protect Windows 11

re from Windows =

“Learn how to manage your system’s
memory more effectively, how to create
a system image, manage your privacy
and get much needed maintenance and
performance tips.”
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Using the Windows 11
| Security Tools

The Windows Security’s set of tools may not be quite as comprehensive as one of the
bigger Anti-Malware suites, such
as BitDefender, but it does a good
job of protecting the average user
from the wealth of nasties out in
the Internet.

Settings

° Jim Gale Privacy & security > Wine

james@papercutitd.co.uk

' ™\ Windows Security is your home to view and manage
= . r p health of your device.
. Virus & Threat i k
= W Protection Open Windows Security
This is where to check and scan for viruses B System

and other threats to your Windows 11
security. Here you will find tools for
preventing viruses and other malware from
ever taking hold of your computer, as well
as the tools needed to check for anything
which already got through your defences.

Protection areas

E} Bluetooth & devices
= e L

@ Network & internet — Virus & threat protection

#  Personalisation
g Account protection
A Y P

B Apps » lo actions needed

|- J
‘5”"?;'. — %
_ o ork protection (@
S~ < Accounts (f,-* (‘m Fl ew &ne:molrk e
[ .s"“* %
i ° - P
| Account PrOteCtlon ’ S :‘4{_\9\‘” @ App & browser control
= This is where you manage ) , e No actions needed _
. . o &2 Ga ming o ; "
account and sign-in security for Windows S -
e i . - Device security &
11. This includes the Microsoft account ) § A_E,f,gg‘s‘fbiiiqy 8. actions needed.

you are signed in to (or the option to sign
in to one), Windows Hello and Dynamic
lock. Clicking on any of the options here

r

| 'Y Privacy & security @ Device performance & health

eports on the health of your device

will simply take you to the relevant area of @ Windows Update 7 -
the main settings. dh Famly?mms i Tl Asas thelr devices
@
( : ) J _‘-?J')I(
: [ Device Performance / /
| i & Health Je‘f" {;?{ @ Gethelp
Displays issues with the health and /

. . s~ Give feedback
performance of your computer, including | / ALV e e

the status of the Storage capacity, Apps
and software and the Windows Time
service. This is also where you come if you
want to begin the process of performing a
Fresh Start on your computer.

Family Options
L ©  The Family options feature in
Windows Security provides you with easy
access to tools for managing your
children’s digital life. Use Family options to
help keep your children’s devices clean
and up to date with the latest version of
Windows 11 as well as protecting your kids
when they’re online.
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Using the Windows 11 Defender Tools

Firewall & Network

Protection
Windows Defender includes three firewalls,
for: Domain network, Private network and
Public network. You can turn each of these
firewalls on or off at will, although you will
normally only be connected to one type of
network at a time (if you are at home,
usually a Private network).

n Apps & Browser
Control

This section contains the settings for
Windows Defender SmartScreen. This
helps to protect your Windows 10 device
from potentially dangerous apps, files,
websites and downloads. It also includes a
link to download Application Guard and
lets you control Exploit protection.

lows Security

the security and

Device Security
Despite the title, this isn’t really
a hub for device security. You can learn
more about Core isolation (virtualisation-
based security) and enable the memory-
integrity feature, helping to prevent
malicious attacks to core, high-security
processes. Note: The exact options here
can vary depending on device.

Windows Defender Dashboard
The dashboard is the main screen of
Windows Defender and opens when you
click the “Defender Firewall” icon in the
taskbar. It lets you check the security of
your computer at a glance, but doesn’t
really give you much information beyond
whether an action is needed or not needed
within the various security sections.

Ideally, you want to see a green tick on
each section of the dashboard.

If you see a warning symbol, there are
suggested actions that you should take a
look at, while a red X means something
needs your immediate attention.
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What To Do if
You’re Hacked

There are literally hundreds of millions of email
addresses and account details stolen by hackers
each year, sometimes in a single massive breach,
such as the Equifax attack from a few years ago,
but sometimes directly from your own computer.

Being the victim of a hack sounds scary to most

people, but while you should take it seriously,
there is often no need to panic. If you think you
have been hacked, just follow the instructions here
’ to get your online life back on track.
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How Will You Know?

You may hear about a big data breach in the news, or from
friends and colleagues, and if the company hacked is one you
have accounts with, it is worth following all of the steps
below just in case. Often, the first you will know about being
hacked is a call from your credit card company or bank about
unusual activity, or from friends/relatives suddenly receiving
strange requests for money from you.

Many of the large email providers, such as Gmail, will alert
you if there is a new login to your account from an
unrecognised location or device. Or you may simply find that
you have been logged out of an account and your password is
no longer working.

The most important thing is not how you discover how you
have been hacked, although we urge you to keep a close eye
on all your online activity, but how you act immediately after
you find out.

You can check if your email address has potentially been
involved in a data breach by entering it in to the Have | Been
Pwned website.

https://haveibeenpwned.com/

What To Do Next

Even if you think only one account has been targeted, you
should still move to protect ALL of your important accounts.
This is especially true if you main email account has been
breached, or if you use the same email and password for all
of your online accounts.

Change Your
Passwords

The very first thing you need to do is change all of your
passwords, especially for your email account, banking
accounts, credit card accounts, PayPal, etc. Many online
accounts now offer 2-step verification, which adds an extra
layer of security by sending you a passcode each time you try
to log in. If this is available, set it up as soon as possible.

If your email account password has been changed by the
hacker, you will need to contact the provider and prove you
are the rightful owner of that account. For Gmail, there are
instructions for recovering a hacked account on the Google
support pages (https://support.google.com). The other
main email providers should offer similar advice.
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shopping accounts,
ord for multiple logins.

signed up to or sent. Think abotitthow you recover
password on almost any webs :You request a pas
to your email address. If someone has got hold of acc
emails, they could do the same.

Look for any unusual activity at all, and if you spot some,
contact the website or company to let them know your account
may have been breache‘Often, they can help it out
the fastest way. .

y
If your email account has been taken over, and the pas_svﬁa
changed, you will need a way to prove that you are therightful
owner. This is why it is important to have two separate email
addresses, as you can usually use a second emailfaddress as the
alternate contact for the main address.

T .| Checkyour bank and

A Pumnemeks v fepeeres v Bmbegwtin v Sk v

Credit Card Statements

Check both your bank account and credit card statement for
any unusual activity (online and immediately if possible, but if
not contact your bank/credit card company:and ask for a
statement). It is also worth informing both your bank and credit
card company what has happened, so that they can beaware
and alert for any unusual activity in the near future.

Having to get new cards issued may be a hassle, but it is less
hassle than trying to sort out the mess left when a'hacker starts
buying things using your card details.

Recover Your Accounts

Major companies such as Google, Facebook, Twitter and
Microsoft are well aware of the possibility of accounts being
hacked, and most offer processes to get the account back to
normal. Indeed, the company may well be the first to realise an
account has been hijacked and shut it down for you. Head over
to the homepage of the website in question and check the
knowledge base/help desk for advice on what to do next.

] veiocontre . acoount recover

Home  Lging Pacshook Maneging Yoir Accoont | Privany and Saiely  Palicies: and Reperting & St Insax

Hacked Accounts

Just remember that if you get an email from Facebook, Twitter,
etc., telling you that your account has been breached, make
sure that it is legitimate and not someone phishing for your
login information.

You can read more about spotting
scam emails at:
https://pclpublications.com.
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M avest Free Antivinus [l Notifications = Menu

Hroweser throats Outdated apps Viruses & mabware:

Scanning for malware... /=%

SVC: amdxata > CIWIN. 2drivers\amdxata.sys

‘ STOP SCAN

Dell

Scan For Viruses
and Malware

If your computer has been infected with a virus or malware,
this could be where the hacker got your details, so none of
the steps above are any use if the underlying source of the
breach is still sitting on your device waiting to send all of
your updated information to the hacker. Run a complete
virus scan, using reputable scanning software from the likes
of Norton, Kaspersky, Panda or McAfee.

2

*- ‘ If using Windows 11, then the Windows Defender tool offers an
Offline Scan, whichcan find even particularly well-hidden malware
on your computer. This scan will take at least 15 minutes to complete,
but is the most in-depth scan offered by the free anti-virus software.

Contact Friends, Family
and Colleagues

If you think that your email or social media account has been
hacked, contact friends, family and colleagues top let them
know. There have been many cases where a family member or
friend has received an email supposedly from a stranded
person, asking for help (in the form of money) so that they can
get home. Making people aware, means they will be less likely
to fall for this sort of scam.

U McAfee
| AntiVirus

Essential protection
for your PC
1 Year Subsrgtion
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Using the Windows 11
Task Manager

The Task Manager is a very useful tool but even if you have been using Windows for some
time, you might never have looked at it before. The Task Manager contains information
on PC performance, the number of running apps, how many processes are pulling power
from the processor and much more.

Processes Tab

The Processes tab is the default
tab when the Task Manager is opened. You
can open the task manager by simply
searching for it in the main search panel.
Just as with any other app or piece of
software in Windows 11, you can pin a

mplmesae;

B Performance

Apps (1)
Ty .
L) App history i Task Manager 19%  4LEME oM

¥ Startup apps Background processes (65)

shortcut to the Task Manager, to the taskbar ’%’ -~ e P
or as a desktop icon. i 1H1 AMD Evtemal Events Sevice . o orwe o
~ =Rt TH] Antimabware Service Executable 0% MEEMB oM
3 Services W] AppHelperCap o 4.6 MB om

& Application Frame Host % 5.6 MB o

#7| Background Task Host {2) % 1z3m8 ow

W] BridgeCommunicstion 0% 41M8 on

=] COM Surragate % 2.7mB am

% CommRecovery 0% 5.6 MB oW

| ] CTF Loader 0% 32 M o

W] Device Association Framewar... % aw

Sta rt_ u p Ta b 7] Device Association Framewor... 0% SEMB 0N

The Start-up tab contains a list o fence el el

W] Elan Service 0% 0.6 M8 ow

of all the apps, programs and processes i R i B
that are enabled every time you start your 7 ——— =R
computer. If your computer is brand new, 7 T el
this list should be fairly small and filled with TR] Host Process for Windows Tasks 0% 25M8 o
essential items. But as you install new apps 3] Host Process for Windows Tasks 0% GsMB oM
and software, this start-up list can become 3 P Jumpstans (2 o6 15M8 oM
bloated and slow down boot up. You can & HP Systen Bt Uy I A
disable auto start-up here. 0 1 Tichpol i e e e bl
HPAudioSwitch (32 bit) "% 129 M8 ow

W] HPNetworkCommuni icatorCom % 25MB oW

W] HPPrinterHealthMonitor

Process List

With the Processes tab selected,
a list of all processes is shown. Processes
are bits of software that run in the
background, either running or waiting to
run when a corresponding action is taken.
As you can see from the list here, things like
Cortana and AVG are shown; these you
would obviously want to leave.
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Using the Windows 11 Task Manager

View Options

The View options at the top of the
Task Manager window allows you to
do several things. You can manually
refresh the current tab and also
change the automatic update
speed. For example you can change
how the processes are displayed.
Either by grouping them by type,
expanding or collapsing the list, or
showing status values.

E@ Run new task

Performance Tab

EB Aun new task A1 Another useful tab in the Task
Manager is Performance. This gives you a
real-time performance overview, allowing
you to pinpoint exactly how well your
hardware is coping with whatever you are
doing at the time. If Task Manager is the
only app open, the performance chart
should be very stable but if you are running
several apps, it will show any power spikes.

J/

Resource Usage

If you find your PC becoming
slow and sluggish during normal use, you
may have too many processes running. By
looking at the resource usage chart, you
can see exactly which apps are taking up
the most processing power, physical
memory, disk space and even network
bandwidth. If something is particularly
resource hungry, you can right-click and
stop it.

C-avHsE o

Settings

You can view a limited version of
the Task Manager by clicking on the
“Settings” button at the bottom of the
window. This makes the window small
enough that it can be left open, in the
corner of your desktop for example, but still
show relevant information. You can get
more information at any time by clicking
“More Details”
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Monitor Tasks with
the Task Manager

If a program isn’t working, or you want to control what starts with your PC or you want
to see what’s running, then visit Task Manager. Access it via the Power Menu (right-click
on Start) or press Ctrl+Alt+Delete and select it from the Security Options menu.

Manage Your PC

Task Manager is a lot more complex than it used to be and it’s now a useful insight into your PC and app
performance, allowing you to check anything from Wi-Fi usage to app crashes and much more.

Task Manager starts life as this fairly unassuming You can see what system resources each app is

little window. If you have an app that is using in each column. Here Excel is using around
unresponsive, select it and click End Task. Beware that if you do this 74MB of memory, for example. Memory use is almost at its maximum,
to an app with unsaved work in it, you will lose your work. Clicking as you can see at the top of the column. Maxed out resources are no

the More Details button will expand the Task Manager window. bad thing - after all your PC is there to be used - but when apps
crash, they are usually using resources and not relinquishing them.

B34 Task 8 [l
e I

™ W A% e
..... stae o | Moy g ey

E Calendar @ VinualBonexe w| mive| owes  oweps

i VinualBen. e m| msvE|  omEs omem

@ Microsoft Word (32 bit) O VirtusiBozem 0% LTME|  OMBA OMBpr

& conane v GIME| OMBs  OMeps

E People [ Cotendar ™ LA ) oMb Mg

[ Fecpte ™ QINE oMEa TMEp

> n Photos [t (2250 U GIME|  DMBN  OMEp
[a B L BIME|  OMBE  OMEps

B Skype (32 bit) 1 Micresoft Ouiook Communica. o] 16MB|  oMBs  Oeps

B ™ INE oMEs TMEps

Windenws Shel Experience Hos | aime|  oMBs  Omeps

W71 Rareanders WinkT 0P Servar Uh| 13ME| OMBR  OMeps

57 Syem teupts 1% oME | OMBS  OMees
5 Task Manages O7% | WSME| OIMBE  Oheps
A WA Prevader Hoot ™ 508 DME OMEps
[ oe—— mo|  EIME|  oMEN  OMEp
& VirtusiBorme L 2V OMRB/ L
£ Micrsott Winduse: Sesrch Fite o5 | GEME|  OMBE O
£ Micresoh Windovs Search Peot. TR aTMB| DIMBE OMeps
] Micreash Weed tn| TEME|  OMBS  OMeps
o

[ Mcroach ucel

Step 2 This window is a little more complex, but the ‘Apps’ If an app crashes, then you need to select it and
part of the window is essentially what we were click End Task as before. You should always try

looking at in Step 1. Now the apps have been joined by background and give it time to recover (especially if you will lose work). Now
processes. Your PC will most likely be running tens of these unlessit’s ~ we’ve clicked the Performance tab at the top of the window and

box-fresh. Here we’ve got 41. These are things such as Cortana, we can see the usage of important elements of our PC.
which runs in the background, and our trackpad software.

I OMEy  OhEps

Fie  Uptiors  View
Procerses Petemance Sop history Sta-up Usen Detsil Services
e o TOUTS ey
Rk Status | CPU | Memary | Disk|  Network | Y A CPU el(R) Core(TM) i7-3517U CPU @ 1.90GHz
Apps (5 E= ] Mema
pp { ] 5 ! EL;‘DEIB)‘-E%I
B calendar 0% 167TMB DMB/s |  OMbps | b |
P Disk 0 (C) | M|
B Microsoft Edge 0%  121MB|  OMB/s|  OMbps i fl |
N 1
B ehotos 0% 44TMB OMB/s|  OMbps s | i J Lo
> (] | I\ [t
> B Skype (32 bit) 0% 430MB | OMB/s|  OMbps — | [ |
#4d Task Manager 01% 104 MB OME/s|  OMbps L I“ R | 1 JL i) | i
Bluetooth | S 'I f1AN T Y I' Pl II ] |
Background processes (41) (reses LA | [l \ / [ \ Wl |
> [ 64-bit Synaptics Pointing Enhan.. 0% 0.6 MB OMB/S | OMbps \ \ : \/ - {
] Application Frame Host 0% 169 MB OME/s 0 Mbps
W] Browser_Broker 0% 23MB OMB/s | 0Mbps Mission  Spoed 1
39% 214 GH. !
B cortana 0%  492MB | DAMB/s|  OMbps a 2
] Device Association Framewaork .. 0% 65 MB O ME/s 0 Mbps 10 2266 56044 ::‘:;“
- - 2 cache HZNE
% Dropbox (32 bit) 1.2% 1000 MB 01 MBfs | 0.1 Mbps 10:16:16 | carhe A0ME
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Monitor Tasks with the Task Manager

Here’s our disk usage - as you can see it’s pretty
active! You will also have this if you have several
big apps open (we’ve got Edge, Spotify, Word and Excel open in
this example). In the previous step you could see our processor
usage, and as you may have noticed, we’ve only been using
around 40 per cent of its capability during the last minute.

Although it’s of limited general use, the Users tab

details what apps and processes are running on
a per-user basis. This might be useful if your PC is running slowly
and you want to see what resources someone else who is logged
into the PC is hogging. They might have something wasteful
running in the background, for example.

Uses Status P Memory Disk  Hetwark
Ly_"ir_‘f"_‘ L S’"mkssw‘mzﬂin v |8 praham damels@outiociccn Ay samswE osmMEs  OMbes
—— Memory _ T i R I X i 81 Aaplication Frame Hast P T6SME OMEA  OMbps
F | 2z T | 1 A B | [¥] Broweser_Beoker L) 22M8 OMBAY  OMbg
S x iy Wei v H catencar 0% 1RTMB  OMBA  OMbs
r“'""T il V I Sisleid ¥ Clieet Server Runtime Proc.. OF%  LIMB OMBE Mo
- B cortara. 075 BSAME DAMEA  OMbes
] Ethernet ¥ Deskte Windaw Manager 05%  122TME OMBY  OMbem
itk £ Dropbos (32 bit) U5 NTSME OMER  OMbps

S T¥] Host Process fox Setting S 0% IMB OMEE  OMbee

i |£ win i £ Host Process for Wirkdows = 0% A4ME GIMBR  OMbps
= (¥ gheiM Modie 0% TEME  OMBE. OMbes
Blustacth ¥ igfHK Madule 0% 1IME OMBE OMbes
il B igbiTay 05 1TME OMBE  OMbee

[= T 0% 133IME OMBE  OMbpr

3 Microsatt Edge. 0 name OMBf  OMbps

= 5 Microsatt Edge Content fr. 0% 20MB OMEE  OMbps

= @ Microsatt Cétice Dacumen.. 0% BAME OMBE  OMbps

= == - = = [#] Micrasaft Ofice Dacumen.. 0% EIME OMBE  OMbps

- = - Eeca E— (2% Micrasaft Onelrive (32 bty 0% SOME  OMBS OMbes

’ e Smngemmpomenne Copucy. 388 &7 Micrmsaft Outiook Cammi D% 39ME OMEs OMbes

Q5% 1247 ms [ NVICHA Deiver Helper Servi_ 0% 20mE OMES  OMbps

B i 5. 0% 10E LR Lhdbos,

Wi-Fi usage (you can also see wired network
usage if you use that to connect) is more
sporadic as the network connection tends to be used
intermittently - unless you’re copying files or similar. Here we’re
streaming music, which appears to download in chunks. Notice
there’s no data being received or sent right at this moment.

The Details tab is really for pro users only and
has full information on each running process and
which user is responsible for it. You can also see how much
resource the process is taking up as well as what is called a
Process ID, or PID, that identifies the process on your machine.
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The Start-up tab is one of the most important in

Task Manager. While you can configure an app
such as Skype to start-up when Windows does and disable the
same within the app, some applications are sneaky and enable
themselves to start when Windows does. Here you can select the
app and either enable or stop this from happening.

Services are programs that run in the

background. The chances are your PC is running
lots of them. For example Windows Defender, the built-in security
software, runs in the background as a service. As well as viewing
the active services in Task Manager, you can click the Open
Services link to manage services on your PC.
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Defragment Your
Hard Drive

The act of Defragging your drive goes back to the early days of computing, where data
was written to the drive in various sectors across the disk platters. This data could be
spread all over, taking time to read, so a Defrag packs it all neatly into readable areas.

Defrag

Most of us have a modern PC with a relatively modern operating system installed on it, regardless of
whether that’s Windows 11, macOS or the latest distribution of Linux. These systems have been updated and
tweaked in accordance with the advanced hardware technology that’s now available, and will more than
likely see you through a good year or so without you ever having to even look at a defrag tool.

orton Disk Toctor

s Estimated sk usaga before dafragmertation:
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% - unmovable
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Defragging is one of those utilities that exist to cause arguments.
The for camp declare it the best thing you can do with a PC, and
therefore it must be done every week. The against camp laugh
heartily at the amount of time wasted, watching little blocks
being moved around the screen while your hard drive has the
computing equivalent of an extreme workout.

Backup Now._

i GE Tokal Sige: 40,9 GB

ok | cawel |

Although there are studies that show defragging every so often
can help older operating systems and hardware, there’s nothing
concrete that suggests a weekly defrag will help out a modern
operating system and hardware. In fact, if you’ve got a
T . . solid-state drive (SSD) installed you shouldn’t be defragging
— —— — at all, especially if the SSD is one of the first or second
generation models. But, and here’s where things get a
little grey, there are also many experts who think that
defragging a modern SSD won’t do too much
harm, and won’t necessarily impede the overall
lifetime of the device - since SSDs have a
significantly lower read/write lifespan
compared to a more traditional,
mechanical hard drive.
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In truth, a monthly check of the state of fragmentation of your
drives is considered a good idea. If Windows 11 recommends that
you perform a defrag, then go ahead and do one. Otherwise, stick
to the old adage: if it ain’t broke...

So, What is Defragging?

As explained in the main intro of this page, over time the
operating system will write numerous files to your hard drive.
Those files can be the data you’re working with, your personal
data, work and such, and it can be temporary files that the 0S
works on in the background. For example, when you browse the
Internet, temporary files are created for every page you visit,
sometimes many per page depending on what’s going on with
the page in question. Most of these files are deleted once the
browser has been closed down, some aren’t. This creates areas of
a drive that files now exist on, and areas where files did exist,
which causes fragmentation.

Each of these blocks of saved, deleted and moved data soon
create fragmented sectors across the physical disk platter (we’re
talking about hard drives here, not SSDs). As the drive heads
move along the platters to retrieve and write data - much like the
needle on a vinyl record player - it has to travel more and from
one end to the other to fetch the data, due to the inconsistencies
created by the frequent writes and deletes.

Defragging will move all that readable data to areas at the front
of the drive platter, so the drive heads don’t have as far to travel
to read the data. This speeds up the reading of data, and helps
get rid of any unwanted leftovers from the number of times a disk
is accessed.

Granted it does go into further depth, but we’re not going to delve
too deep here. If you want to understand more, then we’d
recommend you look up defragmentation online.

Do SSDs need Defragging?

Ask most folks in the know, and they’d say no, an SSD does not
need to be defragged. This is understandable, as there are no
physical platters or drive heads. The data written to an SSD via a
modern operating system is often put into a temporary position
first, then committed to an area of the drive. If you defrag an SSD,
then you’re moving temporary files around before they’re
committed, then moving them once they are, so you’re doubling
the workload of the SSD. And, as we’ve already mentioned, an SSD
has a much lower read/write lifetime than a mechanical drive.

Defragment Your Hard Drive

Plus, mechanical drives have average read/access times of around
15ms, whereas an SSD has access times measuring in the 0.1ms
mark. So a defrag won’t make any difference in access times.

However, even ones and zeros written to solid state memory can
get slightly fragmented over time. In which case, it’s often best to
check the state of the drive.
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17 Pin to Quick access
£* Pin to Start
=

Properties Alt+Enter

To do this, right-click the drive in File Manager, select Properties
from the menu. Click the tools tab, and click the Optimise button
in the Optimise and Defragment Drive section.

Security Previous Versions Quota
General Tools Hardware Sharing
Emor checking
This option will check the drive for file
B system emors.
5 Check

Optimise and defragment drive

&

Optimising your computer's drives can help it to run
more efficiently.

Optimise

In the Optimise Drives window, click Analyse, to check the state
of the drive. If Windows 11 recommends a defrag, click the
Optimise button.

W Optimis Drives - *

Yoas can optimise your drives to help your computer run mere afficently ar analyss them to find out if they need
to be optiniised, Only drives on or connected to your computer are shown,

Status

Dxive Meda type Last anslysed or .. Current status
N Solid state drive 14/10/2021 0506 OK {4 days sinca last ratrim)
i Harel disk drive 14410 T

Advanced View

% Optimise

W inalyse
Scheduled optimisation

on ¥ Change settings

[Dxives are being analysed on a scheduled cadence and optimised as needed.

Conclusion

In short, checking on the health of your drive(s) is something you
should factor into your monthly computer checks - updates, AV
updates, drivers etc. However, you may never need to use a
defrag during the lifespan of your Windows 11 PC.
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Update Your
Device Drivers

Keeping your device drivers up to date ensures that your Windows 11 computer is
running at its maximum efficiency. Using the latest drivers for your peripherals and
internal devices improves performance and keeps Windows 11 secure.

Updating Drivers

There are different ways to keep your device drivers up to date. One of the easiest is via the Windows 11

Updater. Here’s how it works.

Updating your device drivers through the Windows
Update service is a perfect solution for those who

don’t want to trawl the manufacturer support web pages or forums
for the latest drivers. To start click on the Windows button in the
taskbar. Go to the Windows Update Section, and look for the
Advanced Options entry.

Each individual update, be it a device driver or

some update to a third-party, supported product,
will have a tick box to the left of its title. Click each device and
update you want to have installed, then click on the Download &
Install button located in the bottom-right of the current update
window, to begin the update process.

©  Settings
David Hayward Windows Update
davidghaywardl1 i goagiemail com
Find a setting o / N You're up to date
3l S = u Last checked; Today, 1015
| system
More options
©  Biuetooth & devices
iy [H] Pause updates
W Metwork & internet
/' Personalisation
@ Update history
B Apps
= Accounts i
- am Advanced opticns
Dalivary optimisation, options! updates, active kours, ather updats
P Time & language

Windows Update > Advanced options > Optional updates

Dwiver updates (3}

If you have a specific problem, one of these drivers might help. Otharwess,

natic updates will keop your drivers up to date
B HP - Printer - 12/5/2017 1200:00 AM - 249417079
B ~0C intemational (Europe) GmbH - Monitor - 8/26/2015 12:00:00 AM - 10.0.0

B Realtek - LAN, Other hardware - Realtek USB GBE Family Controller

Download & install

Install selected updates (3)

8 Gaming B=1  Windaws Insider Programme
Step 2 Within the Advanced Options window, click on
the Optional Updates entry. In here are where
all the official Microsoft supported updates for your device
drivers will be, among other specific updates for non-Microsoft
related apps. You may need to click the Driver Updates entry to
expand and view what’s available.

& Gethelp

Windows 11 will now download the install the
selected updates. Depending on the size of the

update and the speed of your Internet connection, it may take some

time to download. Once the selected entries are downloaded, they’ll

automatically be installed and updated. You may need to restart

your computer; Windows 11 will inform you if necessary.

Windows Update > Advanced options > Optional updates

Driver updates [3)
1f you hae a specific probisen. one of thess drivers might help. Othersiss, sutomatic updates will keep your drivens up 1o date
HP - Printer - 12/5/2017 12:00:00 AM - 24.941.7079
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Realtek - LAN, Other hardware - Realtek US8 GBE Family Controller

Select the updates you want 1o install

@ Gethelp

'
N/

Updates available
Last checked: Teday, 10:15

HP - Printer - 12/5/2017 12:00:00 AM - 24.94.1.7079 Installing - 0%

More options

[l |:| Pause updates Pause for 1 week il

@ Update history >
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Finding Other Drivers

Update Your Device Drivers

Good as it may be, the Windows 11 Update service doesn’t pick up all the latest drivers. A graphics card
driver may offer better performance in a new game, so you’ll need to look elsewhere.

Many device manufacturers develop their own
driver update software. The major graphics

card manufacturers do (Nvidia and AMD), as well as the processor

manufactures, Intel and AMD. For example, Intel uses the Intel Driver

and Support Assistant. Simply click the icon in the taskbar, choose

Check for Drivers, and you can download the latest available.

Support

Intel® Driver & Support Assistant

awortty poas

| @ soutaene vpmte

2 TR

Step 2 You may need to dig a little deeper to locate
updated drivers for your devices. Printers are
often covered by the Windows 11 Update service, but they can take
time to filter through the service before reaching your desktop.
To check on the latest drivers, go to your printer manufacturer’s
support page, look for drivers and find the product you have.

@ - e - w
HP Customer Support - Software and Driver Downloads

There are times when you may need to force

Windows 11 to look for an updated driver beyond
the one that it’s installed by default. When you connect a device,
Windows 11 will automatically interrogate the device, and install
the driver that fits the device signature. However, these aren’t
always the best drivers. Right-click the Windows Start button, and
select Device Manager.

Power Options

Event Viewer

Device Manager
Network Connections
Disk Management

Computer Management

From within Device Manager, find the newly
installed device from the available list of

categories. Click the arrow to the left of it to expand its details - in
case there are more than one device available in the category.
Right-click the device, and select Update Driver. This will open a
new Update Driver window.
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B Security devices
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Properties

Step 3 Graphics card are devices that frequently having
driver updates. This is mainly due new games
being released, and tweaked for certain cards, be that an NVIDIA
or AMD card. There are also security fixes, and quality updates that
can be applied, as well as some performance updates over time.
Windows 11 is still quite young, so expect better drivers over time.

GAME
READY
DRIVERS |

B _Software devices
Step 6 The Update Driver window enables you to search
for the device driver. There are two options: you
can have Windows 11 automatically search your computer for
updated drivers, or you can specify a location for Windows 11 to
look for any drivers (such as any you’ve downloaded). Click the
option that applies best for you.
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Using the
Power Menu

Windows 11 boasts a secret power menu, that gives you access to several useful system
and maintenance tools and features. We show you how you can use it to your advantage
to quickly access networking settings and extra features that power users need.

Power Up

The secret Power Menu enables the more advanced Windows 11 users among you to quickly access key
settings that you probably commonly use, but are buried deeper within the system.

Open the Power Menu using the Start button, Uninstall Desktop Apps The topmost available option
: ' butinstead of just left-clicking it to open the ¢ within the Power Menu, Apps &
Start menu, right-click the button. Note that you can also shut Features, takes you directly to the Apps section within the Windows
down or sign out here, too. This menu was originally created for 11 Settings. From here, you can modify, uninstall and get to advanced

users who felt the old Windows 8 Start screen didn’t give them options for all the apps you currently have installed on your system. It
access to what they needed. may only save a couple of clicks, but every shortcut saves time.

#pps and Features
Mobility Centre Apps + Apps & features
Perwer Opticns / - e ] f——

Event Viewer

Device Manager

Matwark Connectians
Disk Management . '. e _

omputer Management & = b
Windows Terminal

B Windows Terminal (admin)

Task Manager @ iy g g
Settings

| = 2
File Cxplorer

"=

[ o e Gt o e
Shut down o sign out .
Desktop

[

B PP EOBCE e

l

There are numerous shortcut access options

- ¥ available in the Power Menu. For example, you
can access the new Windows 11 Terminal, both as standard accessor  opening the Power Menu, it enables you to use hot keys to quickly
as an elevated, Administrator access. You can also Run commands

directly from the Power Menu, Search for files or folders, and more;
plus view your Windows 11 Events and logs.

' Hot Keys You can access the Power Menu by pressing the
- Windows key + X on your keyboard. As well as
launch any of the options within the menu. You can only use the

hot keys if you use the Windows shortcut key to open the Power
Menu - unless Microsoft change that option in a future update.
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Option HaotKeys Description

Programs (Apps) & Features F Opens Windows Programs & Features
Mability Center B Launch Windows Mability Center
Power Option o Opens Windows Powsar Oplions

Event Viewer v Opens Windows Events viewer

System Y Opens Windows Systems Properties
Metwark Connections w Opens Network Connection pane

Dizk Management K Opens Disk Management on Windows
Computer Management G Opens Compuler Managemen! seffings
Command Promipt c Opens Windows Commiand Prompt
Command Prompt as Admin A Qpans the Command Prompt as Admin
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Using

Power Menu - Storage Sense

Storage Sense

Carrying over from Windows 10, Windows 11’s Storage Sense helps keep your computer
in tip-top shape by deleting unwanted content as your hard drive begins to run out of

space - which it inevitably will do.

Sense and Sensibility

Storage Sense looks different in Windows 11 compared to Windows 10, so if you’re used to using it, check

this page out first to see how it works.

To get to the Storage Sense options, click on the
Windows Start button, and go to Settings >

Storage > Storage Sense. Alternatively, you can get there via the
Power Menu (right-click the Windows button, or press the Windows
key +X) and choose Settings, then Storage.

4 Settings
David Hayward System > Storage
davidhayward 8 @googlemail com
Local Disk (C:) - 222 GB
Find a setting b R ]
4556l used
| = System

m Apps & features
B Buetooth & devices
W Network & intemet

E Temparary files
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o apps Shrw moes categories
& Accounts
s Storage management
P Time & language

=] Storage Sense
® CGaming Aubainatically free up space. delete terporary Fies, and manage locady svails
K Accessibility & Cleanup recommendations _

Locking for iterms o lean

Click the sliding button to enable Automatic
User Content Cleanup. Here you can opt to

configure cleanup schedules, such as removing files every day,
week or month; or just when Windows 11 reports that your hard
drive is running low on space.

m—
« Settings
. David Hayward System > Storage > Storage Sense
davidhayward D genglamail com
Cleanup of temporary files
Find & setting o
n Keep Windows running smoothly by automatically cleaning up temporal
| = system 2
Automatic User content cleanup
0 Buetooth & devices
@ o

¥ N e & i
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4 Personalisation FhaE TR
o apps
Configure cleanup schedules
s
& Accounts i i
#  Time & language During how free disk space (default)
@ Gaming
Debate files in my recyce bin if they have been there for aver:
K Accessibility

30 days (default)

Click the Storage Sense option within the Storage

section, if you haven’t already done so. Don’t worry
about turning on just yet, though. In Storage Sense you have a
number of options available. The first is enabled by default: ‘Cleanup
of temporary files’, which will remove unnecessary temp files from
your system as you update Windows 11.

& Sottings

David Hayward
davidhaywardiS@googlemail com

System > Storage > Storage Sense

Cleanup of temporary files
Find a setting o
n Keep Windows running smoothly by sutomatically clesning up tempora;
| | system .
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B apps
F Configure cleanup schedules
.
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= Gaming

Defete files in my recycle bin if they have been there for over:

You can choose when to delete files in your
Recycle bin. The default is 30 days, but you can
opt for 1, 14 or 60 days. Files in your Downloads folder can be
auto-deleted if they haven’t been opened for more than 1 day,
through to 60 days. However, ensure you backup your files, if
Storage Sense deletes them from the Downloads folder.

Delete files in my recycle bin if they have been there for over:
4 30 days (default)

=curity
Delete files in my Downloads folder if they haven't been opened for
more than:

ipdate
| Never (default)
1day
14 days
30 days

60 days
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Improving the
Windows 11 Firewall

The built-in Windows 11 firewall is a surprisingly good security application. While it may
not be as efficient as something offered by one of the third-party security suites, it’s
certainly more than adequate for the average user.

Getting to Know Your Firewall

Generally, there’s little need to ever configure the Windows 11 firewall. However, getting to know how it works
and improving it, is part of being more security conscious. Here’s some tips on how to better manage it.

Step 1 You can open the main Windows 11 firewall console
window by clicking on the Windows Start button

and entering ‘firewall’ into the search box. Click the returned link,
Firewall & Network Protection, to launch it.

B firewall 5 network protection
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Settings
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& Alloww an app through Windows
Firewall

W Windows Security

Search the web.
Step 2 The Windows 11 firewall console window should
be On by default, unless you’ve installed a
third-party security suite which contains its own firewall. There are
two kinds of network listed: Private and Public (and Domain if you
have Windows 11 Pro version). Private is for home or work, whereas
Public is for cafés and the like.
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Under the status of the networks are some links

that will help you configure and improve the
firewall, as well as turning it on or off (which isn’t recommended
under any circumstance other than the installation of an
improved third-party firewall). To begin with, start by clicking on
the Advanced Settings link.
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The Advanced Settings link launches a new console

window. This new console defines the inbound and
outbound rules for the entire system and its installed programs and
applications. You can set authentication rules between computers,
view and create new firewall rules, view the current firewall policies,
and even monitor what’s being blocked in real-time.
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Click on Inbound Rules to the right-hand side of

the main console window. This will list the current
rules that allow traffic onto your computer and to the applications
that require it. For example, in this screenshot there’s rules for
various games that allow multiplayer interaction and the ability to
‘talk’ to the game server, as well as install updates.
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Improving the Windows 11 Firewall

Sometimes, uninstalling a program doesn’t

automatically remove it from the Windows
firewall. The exact reasons why are varied, but to help improve
the efficiency of the Windows firewall, whenever you remove a
program from your system, it’s worth checking the firewall to see
if its entry has been deleted. To delete an entry, right-click then
select Delete from the menu.

Step 6 These rules are automatically entered into the
firewall when you install the program, game or
app. When you install a program you'’re required to accept and
authenticate the process, clicking on Yes to start the installation.
This level of administrative access also allows entry of the program
into the firewall. Pick one of the entries and double-click it.

Step 9 You may not want to delete a rule as it could be
used later, or if you re-install the program and it
fails to re-create the firewall entry. The recommended process
then is to block the rule from communicating with the outside
world. To do this, double-click the rule, and from the General tab
click the Block the connection button.
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lient Deacription: Dr\games'\dc universe | [ Propeies
[ D garmes| dicece df.
s | v
| Dfigames|doeceldfen
P Di\garmes\Steamistear
Digarmesiteamistear
Actiony D\ garnes\Staarstean
@) Mow the correcson Di\garmes\Steamstaan
IcsitaFir] Rt O Mowthe comecton Fris secume C\Program Fies (2],
|zt Fir o e Ci\Program Fles (<86},
Dt\games! Stearm\stean
©) Bock the comeston gl A

~V% [Borderiands I
Description:
Borderands

[ Enabled
Action
=~ (O Allow the connection
& () Allow the connection if it is secure

Customize

The properties of each firewall entry allow a

greater degree of control for that particular
program. You can change the name of the entry, allow or block
the connection, define the physical location of the program on
your computer, allow access to the program from remote
computers, set the protocol and port number it’ll use, and even
which network controller to use.

General Programs and Services Remote Computers
Protocols and Ports ~ Scope  Advanced  Local Principals ~ Remote Users

Protocols and ports
s Protocol type: TP i v|

Protocol number: 62

REH o AR v

Example: 80, 443, 5000-5010
Remote port: Al Ports e

®) Block the connection
Similarly, the Outbound Rules link will detail the
various programs that are allowed to
communicate from your computer to an external destination. It’s
good practise to familiarise yourself with the rules of the firewall,
as a rogue program will need to set a rule to communicate. You
can then block that rule and stop the threat from reporting out.

-
(= = Pkl fubh  Amen  Owmds  Pegue LAt
sl P P any ny | e
oa e M v e oy sy i .
R20 ps M A P |
Do Firw e Al M dmy ey (T b &
Al ot (Ot romy— Darai ¥ A= W gy |7 P .
Al Pt (08D Ao Rewser Darai Vw Al M iy Ay - .
s Deii ¥ Ak W iy %
[— PR R ay g i
paam— MW A L | bomiin
s o ow e [ | @ -
B Candy Cron S S o e [ |
Captos FomiFiom - e dany g
eP. Phwn. W Ak Sy by
Phwn, Ve A= W e
Phs Ve Ak Sy by
Dorin ¥ Ak W [r—
Pak Ve ke L
o e W by ey
Pak Ve ke iy oy
o e W Nipe oy
- v e W Wiy
v e Wiy
Dower e b M Wipaem by
Dower oAb fpen by
Do Ve Ak Wipher by
MW ke Spen ey
18 Coen Mt - IBHTTFS CH- Dot M e Wipters. oy
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Secure Your
Home Network

We’ve mentioned previously that an attack doesn’t always come from the other side of
the globe but can indeed be a little too close to home at times. Home network hacking is
possible with the simplest of tools; easily found on the Internet.

Network Protection

Without being too paranoid, it’s remarkably easy to get into a neighbour’s home network. If you live in a block
of flats or you use powerline adapters, you may need to consider these ten steps for better network protection.

Step 1 The most common entry point to gain access to Step 3 It can be a pain but try disabling DHCP on your
your network is via the router. The router from your router and opting for static IP addresses. Every

ISP may well be offering the latest forms of encryption but it doesn’t  device that connects to a DHCP router will receive an IP address. By

take a genius to trawl the less reputable sections of the Internet to eliminating that you get to specify the address range available. It’s

obtain a list of passwords. Therefore, change the default username not fool proof but it’s worth considering.

and password needed to access it.
Mydevices | |Pvé configumation | Address table E
Hub gateway P address
(T WP address: 192.168,1.254

@ Please enter the admin password (@ Subnet mask: 255.255,255.0
DHCP server
@ Ensbled: =)
(@) Authoritative DHCP: . O ]
¥ you've forgotten your admin password or
can't login press the ‘Help' button below (T Server address range: Custom

(T} Start address: 192.168.1.2
(@) End address: 192.168.1.253
(T) Lease time: 1 | Dayis) "0 | Hours) Walid kaases are batween 1 hour and 21 days

S{(=loppl | Most routers these days come with a form of {5 According to Trustwave’s 2013 Global Security
authentication called MAC (Media Access Code) Report, many home network hacks are conducted

address filtering. Every networkable device, computers, tablets, when the household is away or asleep. This leaves the hacker with
games consoles, come with a unique MAC address. The filtering ample opportunity to steal bandwidth and view files you may have
allows you to enter the MAC addresses of your devices, so only on a NAS drive. The short, simple solution is to power off the router
they can be used on your router. Consult your router at night or if you go out for the day.

documentation for more details if required.

Wireless

Setup Wircicss Security

Wireless MAC Filter
Wireless MAC Filler : ® Enable Disable
e Prevent PCs listed from accessing the wireless

FhekR *' Permit only PCs isted to access the wireless network

NRT54GL/4

[ uilinksys.com/' reless

MAC Address Filter List

Enter MAC Address in this format : xooooooo0o0

Wirsless Client MAC List
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m Powerline adapters are an excellent resource for
connecting wired network devices, without trailing
lengths of cable around the home. However, depending on the
adapter, it is possible to use another adapter to gain access to yours.
In newer homes it’s an easy enough task to pick up another user’s
network, so use the Encryption button if the adapter has one.

Secure Your Home Network

Sharing resources and files from one computer

to another is perfectly fine but consider sharing
less if you live in close proximity to others. Once a hacker has
gained access to your network, getting to any shared folders you
have will be a doddle. In extreme cases don’t share anything,
but generally tighten password control.

’ A
(Al

View >
St by
Group by >
Refresh

W

Customise this foider...

Paste
Paste shortcut
Undo Rename

Share with > & Sopshing
Mew 5 | *& Create or join a hemegroup
& Specific people..

Properties

Step 6 Networking a home with Ethernet cablesisn’t a
difficult project and it offers faster connection
speeds than that of wireless. However, if you’re living in shared
accommodation or a block of flats, make sure that any unseen
cable lengths can’t be accessed by a neighbour. It’s easy enough to
splice into an Ethernet cable and steal bandwidth.

Step 9 Remote administration on both the router and
computer certainly can help you out when you’re
not at the keyboard. Perhaps you connect to your home network
from work? Whatever the reasons, it does leave a potential gap in
your home network security. Consider closing it completely or
double-checking the authentication is top notch.

[+] Allow this computer to be controlled remotely

Invitations
Set the maximum amourt of time invitations can remain open
£ ] |Houm v]

DC!ede invitations that can only be used from computers running
Windows Vista or later

|| Concel |

Consider using a network mapping program, such

as Open-AudIT, to gain a better understanding of
what devices are attached to your network. Become familiar with
the addresses, manufacturer, model IDs and so on of every
connected object. That way, should anything new appear, you’ll
know it’s not something you allowed.

Adr
| O3

HOME QUERIES ADMIN HELP

List Devices

systam-1 Workstation 1721601 M| MicrosoftiR) Windows(R) %P Professional | 172.16.0.0, AR, Windows, X9

systam-10 172.16.0.10 @ Debian Sarge 172.16.0.0, A4, Debian, Linux

A, Linwe, Virtual
Status producton
Manufacturer YMwars, Inc,
sodel YMware Vietual Platform
serlal 1234511
Farm Factor Other

system-2 . 7 Uitimate 172.16.0.0 A, Win?, Windows
1 (5! vimware
system-3 l 172.16.0.0, AN, Lirux, Ubuntu

systam-4 10.25%.0.0, A, Printers.

system-5 Brinter

systam-&

1029505

(& | HP Lasery=t 4100in
192.168.0.6 »
L

Microsoft{R) Windows(R) %P Professional

Microsoft Windows 2000 Server

10.2%5.0.0, AN, Printers
Warkstation 1%2.168.0.0, All, Windows, KP

system-7 10.255.0.7 10,255,000, AR, Win 2000, Win Svrf
192.368.0.0, All, Routers

192.168.0.0, All, Routers

system-§ Pouter 192.1468.0.8 Ciscn 1641 Router {TOS v10.1)

systam-9 Router 192.168.0.9 Cisen 1841 Router (105 v10.1)

If you run a small office make sure that all your

wall ports are located in areas where they are
secure. Behind desks and generally away from where the public or
any visitors may be able sneakily plug a laptop in.

P—
————
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How a VPN Can Improve
Windows Security

We’ve emphasised the enhanced privacy that a VPN offers when you’re connected to its
services, and the heightened levels of anonymity, but what security benefits does a VPN
bring to a Windows 11 computer with an antivirus program already installed?

Security Beyond Anonymity

It’s a good question: how can a VPN improve Windows security? While the privacy side is well catered for, there
are some good security enhancements and features a VPN brings to the table.

This doesn’t happen often, but an ISP can To expand the previous feature, VPN filter web

: Y become compromised and details of user ©  pages that are dangerous or contain threats. Even
activities leaked or stolen. Using a VPN can hide your browsing with a good antivirus client installed, you can still access a dangerous
activity from trackers and even your ISP, enabling you to browse site. Using a VPN prevents the site from even being loaded.

without the fear of having your details leaked or accessed by others.

CyberGhost has protected you
from malicious content!

m Many VPN providers utilise a level of antimalware . Feature 4 ! The connection between you and the VPN server
into their security layers. This enhances your : *isencrypted to the highest possible standards.

security by filtering any downloads through the VPN first. Should This makes it near impossible for some external element to gain
there be a virus present, then it can be removed or stopped at the access to the data you’re transmitting. Online banking and shopping
VPN before it even reaches you. are extremely secure with a VPN.
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How a VPN Can Improve Windows Security

m Public and free Wi-Fi hotspots are notorious

when it comes to mobile security. Anyone with a
little knowledge and some free tools via the Internet can intercept
public Wi-Fi networks and hijack your connection, revealing all your
data. AVPN encrypts the data and protects you.

Most VPNs also add an extra layer of security

whereby they actively block any advertising
from websites. Internet ads are a necessary evil in some ways,
as they provide much-needed funds for your favourite freely
available websites. However, some contain malicious content
and need to be blocked.

If you’re working abroad, or you’re a remote

: worker, a VPN connection to the company’s
servers ensures that all the sensitive business data remains secure.
It’s difficult for a company to ensure 100 per cent security with
mobile and off-site workers, but a VPN provides a secure tunnel
straight to the company itself.

Feature 7
means that your call data and data stored on

your device is also secure. Mobile VPN apps use the same levels
of protection and security, so your data can’t be stolen when
you’re not even aware of it.

Simulated Location

The availability of iOS and Android VPN clients

Using HTTPS instead of HTTP utilises the secure

side of the Internet protocol. Sadly, it’s not
always implemented either in browsers or by users. Many VPNs
force all websites to use the secure connection that a HTTPS site
offers, thereby enhancing your browsing security.

In some countries, data retention laws are quite
archaic, meaning governments and other

Feature 10

bodies are able to access your data log for as long as you’ve been
able to access the Internet. A good VPN won’t detail any logs of
your browsing and in most cases won’t even hand over any
personal information relating to you to other agencies.
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How to Create a
Recovery Drive

Arecovery drive is a useful way to ensure that you don’t lose data in the event of a critical
malfunction. It can help you both troubleshoot and fix problems, even if the PC won’t
start as it normally would. All you need is a blank, formatted USB flash drive.

Protecting Your PC and Files

Creating a recovery drive is a relatively simple process. It does however take a bit of time to create but it’s
worth the effort as it could save you a lot of frustration in the future.

Step 1 The first thing you need to do is find a USB drive Step 3 Your USB drive needs to be wiped of everything
that is large enough and then make sure it is currently on it before the recovery drive is created.
ready to be used. The USB drive you decide to use won’t be able You can do this during the set up process later or you can format it

to be used for anything else like storing other files, etc. so make yourself right now: a useful thing to know how to do. Insert your
sure it is a spare, or bought specifically for the task. USB drive into a free USB slot on in your computer.

Step 2 A basic Windows 11 recovery file will be less than Step 4 Open the File Explorer on your computer and you
500MB but if you choose to include system files in should see the USB flash drive listed in the sidebar.

the backup (recommended), so you can use it to reinstall Windows, It will probably be labelled as the (E:) or (F:) drive. Right-click on the

you will need much more space. A basic recovery drive can be as drive label and select Format from the action menu. Leave the
small as 1GB but a full recovery drive needs to be at least 8GB. settings as default (should be FAT32) and then click Start.
5 & Onelxive
‘ Duvid Haywind System > About W This e
T raipiarss - NED Storage (00
|| spem @ Device speciticaions i Network 2.
0 Bluetooth & devices = Expand
R = [} Open in new window
#  Persorabuation =
s Farmat._
o apps

e
Y7 Fin to Quick access

& accounn

B Time & language #7 Pin to Start

Palwbid Bioks Do o misiges o pstan: proweaitin - Adiascad v setd s
@ Gaming E| Properties
ety B Windows speccntiom : . -
B shaw mare options Shifr+ F10
@ Fiivacy & securlty
ftian
@ Windows Upcale ot
watalied an
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drive. In the search field, type “Recovery Drive”

and select the Recovery Drive app result. In newer versions of
Windows 11, you might also be able to find the Recovery Drive in
the main apps list, opened by clicking the Start menu button.

2 recovery drive|

Al Apps  Documents  Web  More T £ o

Best match

Recovery Drive

P iop -

Settings Recovery Drive
A

& Create a recovery drive >

Search the web
Open

B recovery drive - See web resuits s g
recovery drive windows 10 > Open file lacation

Pin to Start

» % 0@ 6

o

O recovery drive ush >
Fin 10 taskbar

fol

reconery deiger 3

where you choose whether you want to back up system files with
the recovery drive, so you can use it to reinstall Windows 11. If you
do, tick the checkbox and then click Next.

Allow the software to “make changes to this PC”

Create a recovery drive

Even if your PC can't start, you can use & recovery drve to reset it or troubleshoat problems. If
you back up systern files to this drive, you'll alse be sble to use it to renstall Windeows.

] Back up system files to the recovery drive.

Step 7 After a few moments, you will be asked to select
one USB drive inserted, it will be the only one shown and will be
automatically selected. You are reminded again how much storage
space the drive needs, and that all existing data will be wiped.

Select the USB flash drive

The drive misst be able to bold #t least 8 GB, and everything on the dirve will be debeted.

Awsilable drive(s)
F:\ (LEEF BRIDGE)

You should now be ready to create your recovery

and the setup wizard will open. This first screen is

the USB flash drive you wish to use. If you only have

How to Create a Recovery Drive

Click Create on the next screen and the process will
begin. This may take a while to complete,

so go make a coffee and leave it to run. A progress bar shows how far

alongitis, should you need to check. Do not remove the USB drive,

or turn off your computer, before the process finishes.

Creating the recovery drive

Copying system

Step 9 When the process is complete, you should be
prompted to delete the recovery partition on your
PC, to save some space; as long as you plan to keep your recovery
drive, this is safe to do. If you are not sure, you can leave the recovery
partition in place; it can be deleted at a later date if you wish.

The recovery drive is ready

Step 10 If you did not already have a recovery partition on
your computer, you won'’t see this step. You will
simply be informed that the recovery drive is ready, and to click
Finish. Remove the USB drive from your computer and put it
somewhere safe. It is a good idea to label the drive so it is not reused.
File Action View Heip
w0 En BXESE

T=TaE=

Valume | Layeut Type | Fibe Systerm | Status c % Free | Fat Talerance
s () Smple Basic NTFS Hesithy (8... 53930 GB MGG B\ Ho
C] Simple Basic NTFS Healthy (7. 940 GE | A -
i () Sanple Basic NTFS Healthy (L. 10.56 GE Gpen
(s Recoveryilocal Di.  Simple Basic NTFS Hesithy (7. 1842 GB Explere
o System Reserved  Simple Basic NTFS Hesithy (5. 100 MB
Mark Partition as Active
Charge Drive Letter snd Pahs_.
o = | Format... v
Extend Valume... I'_.'
LADisk O p====---""<]-— —————} >
iy &5 Shrink Vohime._
600.00 GB 100 ME NTFS 599,90 GE NTFS. At Miror._.
Online Hesithy (System, Active. Prin || Heskhy (Boot, Page Fie, Crash Dump, Pi[ ™ Dojere Volume— 1. ]
| -
Properties B}
ADisk 1
Basic [ Recoverylloca e
£0.00 GB 19.40 6B NTFS 1056 GB NTFS 18.42 GB NTFS TR
Online. Healthy (Prenary Past || Healthy (Logical D [l Healthy (Primary Patitf| | Unaliocated
SCD-ROM O

icn [l Free space B Log
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Windows 11
Power Options

If you use Windows 11 on a desktop PC, you might adjust the power options for how long
the PC sleeps or when the display turns off when inactive. With a laptop, the Windows 11

power options should definitely be something with which you are more familiar with.

View, Switch and Create Power Plans

Within the Power Options panel you can choose from preset Windows 11 power plans, or you can create
your own based on your computers’ power requirements.

Click on the Windows 11 Start button and enter:
Control, then click the first result, Control Panel
App. From there, select System and Security > Power Options.
Windows 11 will, by default, have selected the Balanced power
plan. This is designed to balance performance and energy
consumption, and is best for PC’s that are connected to the mains.

d M Cortrei P+ et s Sourd + Puowes Dptiern

e, o] that msnages

)

I TONT Y T . (L S, |
v B

LTI T | |

The High Performance power plan is, as the name

suggests, best for overall performance, but will
use more power and is unsuitable for use on a laptop using battery
power. To switch between power plans, simply select the one you
want to use. For many users, this is all you will need to do.

_—

~ @ + Control Panel + Hardware and Sound + Power Options + Create a Power Plan

Create a power plan
Start with an existing plan and give it 8 name

() Balaned (recomenended)
alances p iith !S!g)'
() Power saver

Saves energy by reduang your computar s perlormance where possibie,

on capsble hardware.

Plan marmie
My Custom Plan 1

Step p) On a laptop, you can access the power options by
right-clicking on battery indicator in the taskbar
tools. There are two other, default power plans alongside Balanced;
Power Saver is designed to reduce energy use by scaling back
performance when possible. Good for laptops using battery power.

83 Power and sleep settings |
S ————

10249
A =
. R 13/10/2021 o
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To customise any of the power plans, click the

link next to the relevant one. The next screen
will let you set when the display turns off and when the
computer sleeps after inactivity. You can also click “Change
Advanced Power Settings” to see settings for the hard disk,
desktop, USB and processor and more.

Advanced setings

\@ Sebect the power plan that you want to customise, then

choose settings that reflect how you want your computer
to manage power.

My Custom Plan 1 [Active] i3

| Hard desk
Turn off hard disk after
On battery (Minutes) | 20 |#
Prugged in: 20 Minutes
3 Intemet Explorer
5 Desktop background settings
5 Wireless Adapter Settings
3 Sesp
% USE settings
51 Irekel(B) Firarhice Setinne
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You should be fairly careful when changing these
advanced settings, especially for things like the
processor (although Windows should prevent you from making a
damaging change). It is best to make small changes, and then test to
see if the change has had the desired effect, before making more.
N

anel » Hardware and Sound » Power Options » Edit Plan Settings v B

Change settings for the plan: My Custom Plan 1
Choose the sheep and display settings thet you want your computer to use,

j On battery 29 Pleggedin
B Tum off the display: 10 minutes w15 manutes -
W Put the computer to sleep: | Mever wl  [Newer v
e

Windows 11 Power Options

m Your laptop might have software installed that

automatically switches power plans, depending
on whether it is working on battery power or plugged into the
mains. The settings for this can usually be found in the taskbar
tools panel at the bottom right of the screen.

Use Your Laptop with the Lid Closed

If you want to be able to use your laptop with an external keyboard, mouse and monitor, without having to
keep it on your desk and switched on, you need to change some power settings.

When you close your laptop lid, the default
setting will be for Windows 11 to go into low

power sleep mode. This is obviously no good if you are using your
laptop with an external monitor, as it will make the laptop
unusable. To solve this problem, click on the Battery icon > power
and sleep settings in the taskbar.

| 33 Power and sleep settings [
——

= 10:56
~R7Fo@ 13/10/2021 ©

Use the drop-down menus to select what happens

when you close the lid, both when on battery and
when the laptop is plugged into the mains. When you are happy with
your settings, click the Save the changes button and you will be able
to use the laptop as a desktop replacement with the lid closed.

_g When | press the power button: | Sleep ~  Slesp W

e When | press the sleep button:

§ When | close the lid:

Shut-down settings

Sleep ~

Do nothing
Sleep
Hibemate
Turn on fast start-up (recommended) Shut down
This helps start your PC faster after shut-down, Restart isn

affected. Learn More
Sleep

Show in Power menu.

Hibernate

Show in Power menu,

In the Power Options panel, look in the left sidebar
for the option to “Choose what closing the lid

does” Click this and you will see the Power button, Sleep button, and
lid closing settings. You can change the settings for each individually.
Settings include: Do Nothing, Sleep, Hibernate and Shut Down.

Lock
m If you also take your laptop to different locations

out of the house, it is a good idea to revert these
changes. If you don’t, you run the risk of having the laptop continue
to run while in a bag, etc., which, if the cooling vents are covered,
can be damaging to the hardware.

Conteel Panel + Hasdwate and Sound + Powes Options. + Syitem Settings - &

Define power buttons and turn on password protection

C s ngs that your compater. Th ¥ on
this page apply to s of your power plans.
hane wettiegs thal ate curmenily uravailable
Power snd sleep buttons and id settings
l O battary A Pluggedin

@ When | press the powes button: | Sesp v [sieep -

e When | press the deep bution: | Seep v |siep

% Wihen | close the bd Saep v Sieep -

Shugt-down settings.
Burmi on ast start-up [recommended)
This helps start your PC faster after shut- down. Restart isn't affected. Leam Mo
Sleep
Shows in Power meny.
Hilerate
Shew in Power menu.

Lock Le\

Shows in sccount pichore menu,
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Manage Your Privacy
in Windows 11

Controlling security on your computer is important but almost as important is being
able to control your privacy settings. Microsoft have launched a web-based privacy
dashboard tool and this great tool is available to all Windows 11 users.

The Privacy Dashboard

The privacy dashboard is web-based rather than in the settings and it allows you to manage multiple devices
from a single interface, as long as you are logged in to a single account.

Open your browser and navigate to

[microsoft.com/privacy.|if prompted, use your
Microsoft account details to log in. You will be logged in to the
privacy overview page that lets you quickly see what privacy
settings the dashboard contains and controls.

Privacy

Welcome to your privacy dashboard

Py

s grving you

Step 2 Along with the main Search, Browsing and
Location privacy categories, if you scroll down to
the bottom of the page you will see entries for everything from
Apps to Xbox, with simple links to take you to the settings and
options for those privacy areas.

Manage your privacy settings

Fitl ol w55 mandge pouns privacy setings in products and senaces

58 A g 5 (5 &= in|

Windean s Ofice  WioowohTem  Shpr e Commenty  Lmkedm

Mare privacy settings

Leam abeust managing s preferences, app and senace acresy, promational commurscations, wnd more

—‘” .

R pE g o
T 1 <

Al settings. Apps and services Promotianal communications Dther Microsaft products

Step 3 Click on one of the main categories, Search,
Browsing, Location or Cortana, and you will see
more information. This could include a list of searches you have
made or websites visited (in Edge only, not other browsers),
interests Cortana has saved for you or locations you have been.

Your privacy

Search history

Each section has a Clear button, whether that

is clearing browsing history, search history and
so on. Itis next to a warning that states clearing data will stop
Windows being able to provide you with accurate and relevant
information. You need to decide what is more important,
privacy or recommendations.

If you choose bo dear your search history, we won't be able to provide you with Better

search results, sugg

and other

I8 you want o be anonymois when you search without dearing your search history,
you can always open an InPrivate window in Microsoft Edge.

Are you sure you want to clear search history?

Yiou wor't be able to recover of restone this data,

| Cancel Clear

134 [www.pclpublications.com



http://www.account.microsoft.com/privacy
http://www.account.microsoft.com/privacy
http://www.pclpublications.com

Another useful privacy section in the dashboard

is the Advertising Preferences. This lets you
control whether personalised adverts are shown to you in the Edge
browser. Some of the ads you may receive on Microsoft websites
and apps are tailored to your previous activities and searches.

Manage Your Privacy in Windows 11

There is also a browser tool that lets you choose if

the adverts you see come from companies other
than Microsoft. Click the option under More Choices and wait for
the Digital Advertising Alliance scan to finish. You can then choose
from the list to see adverts from different advert providers.

Paesanalised ads in this browser

Cartcl the “prrwcraiine ads® wting fox
o ks e

‘Whera Can | Leam More sbout Atvertising on Microsoft Wibstes and Apps?

Microsah pastners wih AL Asphianrs and seher thied party
1 diigh 20 MEN, Cuthock et

Peesonalived ads in Windows

Oueshions?

1 e Wirvdoves Settings, yons can har off
meracisabuad ach thl sspmar i spm o
i chwacn, Yo il il e ach. bt thay

s i iy apaesoon o6 b dpneson or the Cheet Privacy Dffcer of N, phoase contact sty uting su
ol T, W el g 1o paestions witin 30 s

K, & R)

ESCHREET HETAL AVIESTSINS IAMMCE Y SOREIAM CROAE T R VE3 01K

USER'S CURRENT IBA STATUS
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Privacy Settings

There are, of course, still privacy options in the main Settings app in Windows 11. This is generally added to

and improved with each OS update.
Privacy has its own section within the

General Privacy : i
settings; here there are many different

categories covering everything from Location to Background Apps.
Click on each of the privacy categories to see the options within that
category. Use the slider switches to allow or block privacy actions.

Privacy & security

Secusiy

% Moy SIMETIRS

& Pl my e

PR S—— | B i USSR
B g
Windowrs permission

£ mezoum

Gevarid
W Time & bnusge & P T T T T R T re———
- Garing

Spewch
ikl (- 15 oo IO A

Apps are able to access very basic personal

settings such as your name and account
information. This is so they can sign you in automatically to your
Windows account for things like Xbox Live or the Windows Store.
You can turn this off wholesale or on an app by app basis.

Privacy & security » Account info

T ot cones v s oy St A PR o @D
R i o @D -
B ot and scoounts on @

. T ot @

B vicosoft content off @

@ "o
About Bese settings and your privacy | Privecy dashbossd | Privacy Stasement

G o

Messaging Apps We’re using Windows 11 on a laptop
here but if we had a tablet with a SIM
card we would be able to get control over which apps were able
to send messages over SMS and MMS. You probably want this to
be restricted to just your Messaging app; most apps really
shouldn’t have access to your texts.

Privacy & security * Messaging

Messaging access
= Let apps read messages & -
i— Choose weech apps o read mezzages on

- Pecple off @

G Privacy resources
About these settings and your privacy | Privacy dashboard | Privacy Statement

a Gethelp
£ Give foedback

You can control which apps you allow
to run in the background. Go to the

Background Apps

Apps section, then Apps & Features, and locate an app you don’t
want running in the background. Click the three dots to the right of
the app, select Advanced Options and change the Background
Apps Permissions via the drop-down box.

Apps * Apps & features * Facebook
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Windows 11
Maintenance Tools

Before you start to add software to help with maintenance, it is worth checking out the
numerous tools included with the OS. These are spread out over several menus but once
you find them you will see that they can really help with security and performance.

Maintaining Windows 11

Windows 11 is a lot better at keeping you informed of problems than previous versions were. It is, however,
up to you to keep on top of maintaining the OS if you want the best experience.

Stora ge =131=1 | Activating Storage Sense lets the system
software automatically free up storage

space by getting rid of files you no longer need. These can include

temporary files such as cookies and the contents of your Recycle Bin.

Background Apps

System * Storage

Local Disk (C:) - 222 GB

) Apes & fesaures

= Tempenury fiks
w pemry

o

Shosa e cxssgrian

One of the easiest ways to conserve
power (for laptop users) and reduce
processor strain, is to take control of Background Apps. These are
apps that are, by default, allowed to receive info, send notifications
and update in the background.

Apps * Apps & features

| e - WA ¥
(e o
[ o e Koo Loca Experience bock NER
ExpressvPn s b
[ § Wbeeneyi LTV
| R wEkE I
B Dty naMe i
[ it Wk i

O T S

B Groove Musc

You can choose when files are deleted, e.g. after 30 days in the
Recycle Bin or if apps don’t use them for a certain amount of time.
Alternatively you can simply click a button to Clean Now rather than
setting automatic cleaning. You can find the Storage Sense option in
Settings > System > Storage.

You can either stop all background apps with a single slider click or
you can prevent individual apps from running in the background.

Go to Settings > Privacy > Background Apps and look through the
apps listed. If you see apps that you don’t need notifications or
updates from, click the slider to disable its background activity.

System > Storage > Storage Sense

Cleanup of temporary files

’ Keep Windows running smoathly by automatically cleaning up temparary systern and app files

Automatic User content cleanup

@) o

Storage Sense runs when disk space is low. We clean up enough space
to help your system run its best. We cleaned up 0 bytes of space in the
past manth.

Configure cleanup schedules

Run Storage Sense

Delete files i my recycle bin if they have been there for over:

Delete files in my Downloads folder if they haven't been opened for

Apps > Apps & features > Facebook

Specifications
Publisher Facebook Inc
Versian 2021927.1.0
App 170 MB
Data 16.0 KB

Total usage 172 MB

Background apps permissions

Let this app run in background

MNever

Learn more about the options
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18700 0) (= alele s i Windows 11 includes a number of
troubleshooting tools, aimed specifically
at certain problems such as audio loss or patchy Internet connection.
This is often the best place to start when trying to solve problems with
your PC and Windows 11, as the OS contains many drivers for
common devices and may just need a small software update.

System > Troubleshoot

@ Sshare aptional di

ic data to get additional bleshooting

Options

G Recommended trouble-shooter preferences

Microsaft can recammend and run troukle-shootens to fix ksues

@ Recommended troubleshooter history

ﬁ‘ Other trouble-shooters

@ Gethelp
£ Give feedback

Windows 11 Maintenance Tools

Disk Tools There are several tools built in to
Windows 11 (and also in older
versions of the OS) that allow you to clean, fix and manage your
hard disk. Open the File Explorer and look in the left-hand column
for ‘This PC’. Select it and then right-click on Local Disk (C:). In the
General tab, you will see a button for Disk Clean-up that lets you
get rid of temporary Internet files, old program files and so on.

B 2 Disk Clean-up for 1€
Secuty Prempous Versors Gt
Canasl Tooks Havdware: Shaa ik Cinarvup
s w10 g up
— spasaan [C)
Fées o deiste
T Lol Dk 11
Flaglom  NTFS B 5 Tomposy inlenat Fles TI5KE
= = gt Seaer Cacte 153M8
Uil iy WIS SN byt PAAGD =
| | Cikvery Dpimessfion Fles 208
B Froo sace WOATLEG 120 byl 140Gl & Fecydo Bn 0 byes
e o Ataen
apacty 2092085, 290, 752 bytes. prrde ) Tokal amount of gk Spaon o gan 1mOME
Dosesplan

O

P Dk Chean g

Fibers ki oyt o] s

| Cimpress s i 19 s sk S W i s syt s Vi Fias

B A e on this drive S have contents indesnd n addbion b
Hha propatios

You simply look through the list of troubleshooters and click on the
one which applies. Choose Run the Troubleshooter and then follow
the instructions to try and solve the problem. You can find the
troubleshooters in Settings > System > Troubleshoot.

If you click the Tools tab, you can use the Error Checking tool and
the Disk Defragment tool. Both of these tools can help your hard
disk run more efficiently. Click on either button and follow the
instructions for each tool chosen.

Open Diagnostics & feedback

Run automatically, don’t notify me
Run automatically, then notify me
| Ask me before running

Don't run any

Disk Management The Disk Management tool is more
about diagnostics than actual
maintenance but it is a useful way of checking whether your hard
disk has space available and is healthy. The panel will show all of
your disks, as well as all of the partitions.

TEEER|

TETIE 01T 440 s
100.571,277 312 byl

230,269, 200,752 bk

O Disk Clager-up x
Trss Dok Chin-ug ulbly s i p uesssary ks

Do e oy machon

Cinareng up o |5}
" Compruss this dmes ko sava disk space i
B Ao s o ok

e properies

Clearing.  Dolviny Opfimissbon Filas

Each column contains information about capacity, free space in
MB, percentage of free space and health status. There are some
further options, such as the ability to change drive letters and mark
partitions as active but they are probably not worth playing around
with unless you know what you are doing.
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Removing Malware
from Windows 11

The Windows 11 Defender and Security suite is very good, but what if you’re unlucky
enough to already have some form of digital infection? Thankfully, there’s a way to
remove malware and viruses from your computer.

Malware Busters

For this tutorial we’ll use a pre-configured rescue disk from Kaspersky. We’ll need to transfer, or burn, the disk
contents to a CD or a USB stick and boot into the safe environment through one of those mediums.

Make sure you have a blank CD or a USB stick
that’s at least 1GB in size. The Kaspersky Rescue

Disk is downloaded as an ISO (which is an image file containing all

the d|sk information), and can be downloaded from_

Click the Select option, and using Windows

Explorer, locate the downloaded Kaspersky Rescue
ISO - it'll be called krd.iso. Click the Start button to select the image
and continue with the process. This will copy the contents of the ISO
to the USB while also making the USB a bootable device.

THANK YOU FOR CHOOSING US TO HELP YOU RECOVER
YOUR PC

"1 Oparsag brtise

Ve haen chove e epar
o B andl o e

which s Pl
Frore: ek ot op

[ Rucfus 3.9.162

Drive Properties
Device

ESD-150 (F:) [8 GB) v
Boot selection

krdiso v| @

SELECT [»
Persistent partition size

[} 0 (Mo persistence)
Target system
(8105 or UER! v

Partition scheme )
MER v

v Show advanced drive properties

Format Options

Volume label
KRD

Cluster size

Step 2 To transfer the ISO to a USB, download Rufus;
which is an executable that doesn’t require any
installation, from:[https://rufus.ie/-Insert your USB stick and
double-click Rufus. Check that the Device label is pointing to your
inserted USB stick, if not then you may need to close Rufus, remove
the USB, then re-insert the USB and re-start Rufus. The remaining
options can be left as their defaults.

# Rufus 3.9.1624 — ®

Drive Properties

Device

ESD-I50 (F:) [8 GB] v

krdl.iso ~| @ SELECT  |»

Persistent partition size

1 0 (No persistence)
Partition scheme
MBR -]

Target system
BIOS or UEF| ae

v Show advanced drive properties

Format Options

Volume label

.File system
Step 4 If you’re using a CD, start by inserting the CD into
the drive. Locate the downloaded Kaspersky
Rescue ISO, right-click it and choose Burn Disc Image from the
context menu. Tick the ‘Verify disc after burning’ option, and click
the Burn button to start the process. Once the ISO is burnt to the
disc, you can power off your computer.

(@ Install_UK

] krd

3 1oy Mount

13 Leam Burn disc image

I@ Learn [ Edit with Notepad++

3 MS-C Ea Scan with Windows Defender...

3 MS-C |2 Share

g NASA Open with >
S Night S8 Open with WinRAR
i Pano g Add to archive...

5 Pano B Addto "krd.rar"
. Ranki

| ] Ranki
=

g Compress and email...
g Compress to "krd.rar" and email
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'Removing Malware from Windows 11

m You’ll now need to allow your PC to boot up into

the Kaspersky Rescue CD environment. Power up
your PC and open the Boot Option Menu. This could be accessed
by pressing F12 (depending on the make and manufacturer of
your PC motherboard). With the boot options available, select
either the CD or USB stick and press Enter.

Network boot from AMD Am79CI70A
+Hard Drive

+Removahle Devices

Network boot from AMD Am79CS70R #2

<Enter Setup>

The PC will now boot into the Kaspersky Rescue
Disc environment. This is a custom Linux operating
system with all the necessary security tools pre-installed. First, you’ll
need to choose which language to load the environment. Use the
arrow keys, and press Enter for your language choice. After that,
choose the Graphic Mode.

KASPLRIKY

Once connected, relaunch the Kaspersky Rescue

Tool from the desktop icon, agree to the license
once more. Before you begin, click on the Change Parameters link
in the Kaspersky Rescue Tool window. This will enable you to
choose which drives the tool can scan for infections and malware.
Tick all the drives in your system.

+ Add object...
¥ & Boot sectors
= [ = All volumes

@« e

-473e-1bay

Help  About
m When you’re ready to continue, click on the

Start Scan button in the Kaspersky Rescue Tool
window. This will begin the process of scanning all the drives
selected in the previous step. Be aware, that, depending on the
size of your drives and the amount of data on them, this could
take quite some time.

Ready to scan

Free anti-virus scanner Kaspersky Rescue Tool is designed to detect
viruses, trojans, adware and other programs that can be used by an
attacker to damage the computer or user data on operating systems
that are not started and to disinfect the infected system

Kaspersky Rescue Tool does not provide real-time protection.

L Start scan

Step 7 Begin by accepting the license agreement. After
' that, the rescue disc will check its status and open a
window asking for you to start scanning the system. However, it’s best
to check you’ve got access to the Internet in order for it to update
first. Close down the Rescue Tool window, and click on the Network
box in the bottom-right. Connect to Wi-Fi, or Wired as required.

Ethernet Network
Wired connection 1
Disconnect

VPN Connections

E__F' f-f

Step 10 While the scan is working, you’ll see the area that
the tool is currently processing. You'll also get a
brief run-down of any threats currently found, time taken, and
number of files scanned. Once complete, you can view a report by
clicking on Details. Hopefully, you’re malware free, and you can
remove the USB/disc and reboot the system.
==
Kaspersky g

Rescue Tool @ guarantine ol Report
Scan in progress...

Duration:
Processed:

00:00:03
624 objects, no threats found

Custom folder scanner (2/2)
Object: ditions-6.0.18/src/vboxguest-6.0.18/vboxsflinclude/iprtjuintéd. h

t_ Stop scan

About
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Six Steps to
a Faster PC

A slow computer is inconvenient and frustrating. When everything takes twice as long as

t be tempted to buy a new PC. Before you do, there are several things

1 Update Windows 11 and Drivers

The first step along your path to a faster computer is making sure that
the Windows OS and all of the various drivers installed are up to date.
Simply updating drivers to the latest versions can have a noticeable
effect on the overall loading speed of any PC and fortunately, this is
very easy to do.

Open Settings > Update & Security > Windows Update and click “Check
for updates”. Windows 11 will scan for available updates (to both the
OS and drivers), before displaying all those available as a list.

If no updates are available, it will say “Your device is up to date” and
you can move on to the next tip. If updates are available, select those
you want to download and install, then click “Install”. When installation
is complete, restart your PC.

ST
2 Check Program Compatibility

Software that is designed to run on older versions of Windows can Select the program you're having problems with
sometimes cause Windows 11 to slow down as it struggles to manage
this incompatibility issue. To find out if this is a potential problem, run
the Program Compatibility Troubleshooter.

I you can't see your program, select Mot Listed te browsa to the program file

Mot Listed
Adobe Creative Cloud

In the taskbar search field, type “program compatibility troubleshooter” Adobe InDesign CC 2078

and click the first result in the search panel. Run the troubleshooter; el

testing any software you think is causing problems. Backup and Syn from Google
CCleanes
Check for WPS Office Updates
The troubleshooter will offer you various ways to test and fix software Despbee

compatibility issues. -

3 Check and Clear Disk Space syt st

Local Disk (C:) - 222 GB
A S e

If your hard drive is very full, it can affect performance. To check: open Settings
> System > Storage and see how much space you have left. If your storage is
looking full, try the following options to make some space:

Delete Temporary Files - Click the “This PC” bar and then click the
“Temporary files” bar. Select everything you want to delete, click the “Remove
Files” button and then restart your PC.

Remove Unwanted Apps - Open Settings > Apps > Apps & Features, click on
any app you want to remove and then click “uninstall”. Repeat this for all
unwanted or unused apps before restarting.

Move Files to an External Drive - Connect a removable hard drive to your PC
(a small USB flash drive for example) and open the File Explorer. Select the files
you want to move, click “Move to” in the Home tab at the top and select the
external drive. Files will still be accessible as long as the drive is still connected.

) et
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Six Steps to a Faster PC

4 Disable Unneeded Apps > Startup
Sta rtup ProgramS Startup apps

Apps can be configured to start when you log in. In most cases, apps
will start minimised or may only start a background task.

Now that you have removed any unwanted apps and software, it is
time to check if any remaining apps are running unnecessarily at
startup. Many software manufacturers will set their programs to
start-up in the background when Windows 11 starts up. This helps

the programs to open more quickly and makes sense for software .
you frequently use, but not for software you only use occasionally.

Sort by: Name

Cortana Q on

Microsoft Corporation Mot measured

. ExpressVPN NotificationServiceStarter (@ ) off

A quick way to see what software is running in the background is ExbrassVPN Neinped

to look at the icons on the right side of the taskbar and open the
hidden icons panel by clicking the small arrow. You can hover the n Intel Driver & Support Assistant Tray (@l on
mouse over icons to see what they are.

Intel Medium impact

. Intel® Graphics Command Center S... 0 on

INTEL CORP Not measured

If you want to have a deeper look at which software initiates

during startup, open Settings > Apps > Start-up. Here you will see
a list of all startup apps, along with an estimation of their Ntresat Tesra @ on
performance/speed impact and a slider to prevent each one

. . Microsoft No impact
from starting automatically.

5 Scan for Viruses & Malware

Viruses, malware and other malicious software could cause
your computer to run slowly or behave strangely. Things to Frogection or you Haiice agaiuet threats
look out for include: unexpected pop-up messages,
programs that suddenly start or stop, or the sound of your JLa SR TR ® Current threats
hard disk constantly working. Account protection en

im0 Firewall & network protection

s & threat protection

09:0% [quick scan)

To scan for and remove viruses, open Settings > Update &
Security > Windows Security (previously Windows Defender) >
Open Windows Security, click on “Virus

App & browser control

Device security

QU™ Threats & Protection” and then | =i
\Q“\.L click the “Quick Scan” button. & Famiy options
QQ \ T Protection histary E

You can do a more advanced

scan by clicking “Scan options” i % Virus & threat protection settings

and choosing which you want No action needed

to perform. If viruses or Waiage setirgs

malware are found, you will be

p- \h“x given options to quarantine and 8 Virus & threat protection updates
_ remove them. .

| e—" — =
6 Check for Corrupted System Files

Occasionally, the core system files in Windows can become
corrupted (for a variety of reasons) and cause performance 2. Windows PowerShell
problems. Windows 11 includes a tool: the Deployment ! Powershell
Image Service and Management Tool, that will check for such
files and automatically replace them, either with a cached B8 C USRS S
version or by downloading a new version.

Use the DISM Tool - In the Search box in the taskbar, type
“powershell”. Right-click on “Windows Powershell” in the
results and choose “Run as Administrator” from the menu.

At the Command prompt, that opens in the blue Powershell

window, type “dism.exe /Online /Cleanup-image / If the tool finds and replaces any corrupted files, restart your
Restorehealth” without the quotation marks (note the space  computer and check to see if it has helped with your current
between “dism.exe” and “/” and each switch (/)). performance issues.
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How to Reset
or Fresh Start

Resetting a PC reinstalls Windows, with a choice to deletes your files, settings and apps,
and main system files. Restoring will undo recent system changes, without deleting files.
A Fresh Start completely removes all apps and reinstalls Windows.

Fresh or Reset?

Refreshing and resetting your Windows 11 PC are two very different things and you should always make sure
you know which is the best choice to solve your current problem.

If your PC isn’t performing as well as it once did,
and you don’t know why, you can reset your

PC without deleting any of your personal files or changing your

settings. Apps or software not installed through the Store will be

removed but Windows store apps will be reinstalled.

In System > Recovery, click on ‘Reset PC’ button

to begin the process. You will now need to choose
whether to keep your files (just remove apps and settings), or
remove everything. If you choose Remove everything, you will then
need to choose whether to ‘Remove and clean the drive’.

B Mo s Searct) apps. games. mavies wnd movs

nd

Library

Updiates & downloads.
Check for sdktionsl updstes by cicking “Get updates”

im '

- C ) e Games

HEF image Btensiom

Marvies & TV Included with device:

Madsied yestsiday

Modsied 1370/2001

..... Apps Modied 13902001
. it fo Do it Tk & heinders i Moded 13102021
@ WU:IS:?DDH‘E‘EH Apps Madied 190/2001

Recovery options

&' Reset this PC

Choose to keep or remove your personal files, then reinstall Windows

Q@ Gethelp

o=
Open the main Settings app and head into the

Windows Update > Advanced Options section.
Click on Recovery and you will see several options, including
Reset this PC. If you can’t get into Settings, you can access reset
by restarting your computer while holding the Shift key; then
select Troubleshoot > Reset.

Additional options

@ Optional updates

Feature, quality, and driver updates

(] Delivery Optimisation

Bandwidth limits for updates, downloads from other devices

8 Recovery
Reset. advanced start-up, go back
B Restart apps
Automatically save my restartable apps when | sign out and restart them after | sign in

ﬁ Configured update policies

&” Give feedback
m You will be warned that you won’t be able to roll

back to a previous version of Windows after the
reset (old Windows files will be deleted). Click Next and then Reset
when prompted. Windows will restart and take several minutes to
reset itself. Click Continue when promoted.

set this PC
k1055 4 koo ae sammn e narcnnal fiise. then ssinstall Windms

Reset this PC

Choose an option

my files
Removes apps and settings, but keeps your personal files.

Remove everything

Removes all of your personal files, apps and settings.
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Perform a Fresh Start

How to Reset or Fresh Start

Performing a Fresh Start allows you to do a clean reinstallation and update of Windows, while keeping your
personal data and most Windows settings intact; an easier option than a full wipe and reinstall.

Be aware that Fresh Start will remove most of

your apps from your device, so you will have some
reinstalling to do. In some cases, a clean installation may improve your
device’s start-up and shutdown experience, memory usage, Microsoft
Store apps performance, browsing experience and battery life.

Looking at the website that Windows 11 sends

you to when you click on the Give your PC a Fresh
Start link, there will be a blue Open Recovery Settings box. Click
this, and you will automatically open the Recovery Settings section,
or you can access it via System > Recovery.

Apps

3=  Apps & features

7= Instalied apps, app execution aliases

@ Default apps

Defaults for file and link types, other defaults

a8 Offline maps

Downloads, storage location, map updates

B Optional features

Extra functionality for your device
Step 2 To find the Fresh Start tool, open the Windows
Defender tool (click on the shield icon in the
taskbar), and then click on the Device Performance & Health
section. You will need to click on Additional Info and then click
Give your PC a Fresh Start. If Fresh Start has previously been
performed, the date will be displayed here.

Give your PC a Fresh Start

Resatling your PC lats you perform a chean reinstallation and update of Windows while keeping your
personal data snd most Windows sattngs (mact. b some cases, & chaan iratallstion may improve your
davice' sacurity, b

Tor reset your PC, go b Start B - Settings © - Update & Security < = Recovery - = Resst this PC =
‘Gt Started. Then, select Keap my files, choose dowd or local, change your settings, and set Restore
proinstalied apps? 1o No.

Pharte: 1 yeu donl ses tha option 16 Mesters preinatalled apps, it meu v P doeis T have orenstalied
mprs configured

In verssors of Windows 10 price to version 2004 this feature was cabed Fresh Start and to use it you'd select
Start 8 - Settings - Update & security = > Windows Defender - Device performance & health.

e Frash Start st Additionalinfo 2. Gut Sarted.
Step 5 As you can see, all roads lead back to the Recovery
section in Windows 11. To perform a Fresh Start,
you’ll need to click the Reset PC button. This again brings up the
option pop-up window. For a Fresh Start, you’ll need to click the
Remove Everything button. It's worth saying again: Ensure your
data is backed up before doing this.

O Device security @ Storage capacity
| % Device performance & heatth

® Apps and software
& Family options Mo sies

T Protection history

& Fresh start

Start afresh with a clean and up-to-date installation of Windows. This will
keep your personal files and scme Windows settings and remove some of
Yeur apps.

In sene cases, this may Impeeve your device's starup and shutdown
Experience, memory usage, Store apps parformance, browsing experience

Additanal information

Step ki Microsoft recommends that you back up your files
before making changes like a clean installation
of Windows to your device. Make sure that you have access to all
reinstallation media (such as CDs), product keys, license or login
information and other materials needed to manually reinstall apps.

M Sat up backup

Select where you want to save your backup
‘We recommend that you save your backup on an external hard drive.

Save backup on:

Backup Destination Total Size

Free Space

Keep my files
Re

Step 6 You’ll now have the option to download
Windows 11 and re-install it using the Cloud
(meaning you’ll download it from the Microsoft servers), or as a
local reinstallation (which means you’ll have a physical copy of
Windows 11 either on disk or as a USB). Whichever method you
prefer, click the box and the process will begin.

Reset this PC

Cloud download

Downlcad and re-install Windows
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Troubleshooting
Windows Problems

Windows 11 includes some useful tools for checking and solving problems, but
sometimes you need to look a bit deeper. Occasionally you just need to go back to
basics. These tips will help you solve some common problems encountered.

First Things to Check

If you’re having problems with Windows Update, the Windows Update Troubleshooter might be able to
automatically fix the problem. Go to[Microsoft.com|and search for Update Troubleshooter.

Windows Update Troubleshooter et
that things don’t
always go smoothly when updating and have provided a dedicated
troubleshooting tool for use during this key task. If you’re having
problems with Windows Update, the Windows Update
Troubleshooter might be able to automatically fix the problem. Go
to[Microsoft.comland search for Update Troubleshooter.

& W Windows Updste

Troubleshoot and help prevent computer problems

[ :\'in‘d.ows Update

you pdating Windows.

MNarme
18 Windowes Update
 Windows Network Diagnastics

Mesd precscy wiatemant online

Advanced

Check for Updates Keeping your copy of Windows 11
up-to-date with the latest releases
can really help to avoid problems before they happen. Press the
Windows logo key and click Settings. Then choose Windows
Update and then select Check for updates. Install any available
updates and restart your PC if required.

Checking System Spec [EASEMK NGRS
installing or running a
particular app or game, it may be that your PC hardware is not up
to scratch. All commercial software will provide details of required
and (sometimes) recommended specification needed to run it. You
can check system spec at any time, just go to Control Panel and
select System and Security, then System.
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App Updates If an app or program isn’t working with
Windows 11, particularly after the
Anniversary update, try looking in the Windows Store for an update
and if that doesn’t work, delete and reinstall it. To check for
available app updates on the store, click the user icon next to the
search bar and select Downloads and Updates.
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Troubleshooting Windows Problems

Slow Boot Fix Like Windows 10 before it, Windows 11
uses a hybrid boot to enable fast boot
times. It sounds great but can actually slow down boot for some
users. Disable it by searching for Power Options in the Start menu
and running the matching Control Panel applet, then in the settings
click Choose to decide what the power buttons do.
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Check the Troubleshooters RN
Troubleshoot > Other
Trouble-shooters. This is where you'll find troubleshooter tests that
can be carried out for a wide range of Windows 11 components and
situations. Everything from Internet connectivity to keyboard
issues, power and video playback can be run from here.

System > Troubleshoot > Other trouble-shooters

Most frequent

q# Internet Connections

i) Playing Audio
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Printer

s Windows Update

different shell than previous
versions. The Explorer.exe process is still at its core but there are a
few additional components as well. If you click the Start button
and nothing happens or if the entire taskbar refuses to respond to

an interaction, open Task Manager (press Ctrl+Shift+Esc), find
Windows Explorer in the task list and click the Restart button.
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Restart Services Often, a problem could simply be a

Windows 11 service hasn’t started, or
failed to start. For example, a printer not printing may not be the
fault of the printer, but the Print Spooler Service. Click the Start
button, type ‘services’ and click to open the Services App. Find the
service, right-click, then click Restart or Start.
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Check Event Logs You can scrutinise the Windows 11
event logs to see if they reveal any
more information regarding the problem you’re having.
Right-click the Windows Start button, and select Event Viewer
from the list. In here you’ll find everything that’s happened to
your system since the day you turned it on.

Free Up Disk Space There are times when a lack of
available disk space can lead to
an unresponsive, or slow PC. System > Storage is a good place to
start, then follow the Clean-up Recommendations. Also, right-click
the C:\ drive in File Explorer, select Properties > Disk Clean-up.
Finally, also check Clean up Systems Files in the same window.
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