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Historical Background

In 1983, Microsoft launched the first version of Windows
which was in reality a graphical extension to its Disc
Operating System (MS-DOS).

In November 1985, Microsoft shipped Windows 1.0 which
allowed you to use a mouse to point and click instead of
having to type MS-DOS commands. This was followed in
December 1987 with the release of Windows 2.0 which was
designed for the Intel 286 processor. Windows/386 soon
followed to take advantage of the advent of Intel 386
processor.

In May 1990, Microsoft produced an Intel 386 processor
specific version of Windows which was able to run in multiple
'virtual 8086’ mode, but Windows applications were unable to
use any extended memory above 1 MB. In 1990, however,
Windows version 3.0 solved this problem and became a
huge success.

In 1992, Microsoft released the much needed updated
version Windows 3.1 which fixed most of the program bugs
in the previous version. Windows for Workgroups =]
followed in October 1992, and started to give the program the
power to control small networked groups of computers. This
was strengthened in October 1993 with the Windows 3.11
release, which included 32-bit file management and more
networking support.

In August 1995, Microsoft released Windows 95, a 32-bit
operating system in its own right which made full use of the
32-bit features of the then available range of Intel processor
chips. Microsoft had also put a lot of effort into this system to
make it compatible with almost all existing Windows and
MS-DOS based applications. This meant that parts of this
version of Windows were still only 16-bit in operation.

In June 1998, Microsoft launched Windows 98 which ran
faster, crashed less frequently and supported a host of new
technologies.
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Windows 98 improvements included the ability to find
information more easily on a PC as well as the Internet, open
and close programs faster and supported DVDs for storing
digital video, and improved MMX multimedia. In May 1999,
Windows 98 Second Edition was released. Windows 98
also introduced the ‘Quick Launch’ bar which allowed
programs to run without having to browse the Start, All
Programs menu or look for their desktop shortcut icon.
Windows 98 was the last version of Windows based on
MS-DOS.

In September 2000, Microsoft released Windows Me, as
the direct upgrade to Windows 95/98 for the home PC.
Windows Me loaded faster and ran more reliably. In addition,
it incorporated Wizards that let you set up home networks
and share Internet connections, had improved support for
digital cameras, video recorders, and multimedia with the
introduction of the Windows Media Player 7.

In February 2000, Microsoft released Windows 2000
Professional, together with two additional Windows NT
compatible versions of the software: Server and Advanced
Server. Users of Windows 95/98 could easily upgrade to the
Windows 2000 Professional version of this Operating
System (OS), while users of Windows NT could upgrade to
one of the other two versions of the OS.

In October 2001, Microsoft released Windows XP (XP for
eXPerience) in two flavours; the Home edition (less
expensive) as the direct upgrade to Windows 98/Me for home
users and the Professional edition (more expensive but with
additional functionality) for Windows 2000 or business users.
Windows XP looked different to previous versions of
Windows — there were changes to the desktop icons, start
menu and the Control Panel, while other concepts were
borrowed from Windows Me or Windows 2000.

There followed two major updates in the form of Service
Pack 1 (SP1) and, in August 2004, Service Pack 2 (SP2).
The latter update focused mainly on security of the computer,
and was over 260 MB in size. Microsoft made security the
central theme of SP2, although there were some additional
features that were not specifically geared to security.
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In late 2006, Microsoft launched Windows Vista with
software that allowed you to browse the Web, send and
receive e-mail messages, burn CDs and DVDs, edit photos
and videos, and improved home entertainment. It also came
with a range of security tools. BUT the hardware industry was
slow to produce drivers for Vista and it developed a
reputation for not working well with peripheral equipment.

In October 2009, Windows 7 was finally released after
many months of successful testing by millions of end users.
The result is the best operating system so far produced,
arguably by anyone.

Finally, in October 2012 Windows 8 was released with its
Modern interface — the subject of this book. Windcws 8
reflects the users preference for portable computing and
constant connectivity via the Cloud. The Modern interface
presents a radical redesign of the operating system and looks
similar to the Windows Phone interface. It allows live
information to be displayed on its tiles and supports both
traditional keyboard and touch-screen devices. Windows 8
comes pre-loaded with a number of Apps, such as Mail,
Internet Explorer, People, Calendar, Maps, Photos, Music,
Video and Messaging, with additional Apps available from the
Windows Apps Store. This is a truly different operating
system from previous versions of Windows, but worth the
extra learning curve.

vii
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About this Book
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Windows 8 Explained was written so that you can quickly
explore the workings of Microsoft's new Windows operating
system. Windows 8 is not the result of evolution from
previous versions of Windows, but a brand new product
designed to interface seamlessly with your Desktop, Laptop
or X86 Tablet. Windows 8 manages the available resources
of your computer and ‘controls’ the programs that run on it.
To get the most from your various devices, it is important that
you have a good working knowledge of its Operating System
(OS) which in this case is Windows 8.

The book covers the Windows 8 environment with its new
Modern interface (as shown above), many Apps and general
controls. Chapters include:

* Anoverview of the stylish new interface, including the
Modern interface, Desktop, Taskbar, running Apps,
the Tray Notification Area and using the Charms bar.

* How to manage Windows Settings, User Accounts,
Personalise your PC, control your System and work
with programs.

* How to use the Desktop File Explorer and the Internet
Explorer and how to use the e-mail App to keep in
touch with friends and family.

* How to use SkyDrive and use shared folders.

* How to work with and organise your digital photo-
graphs and import them from your camera.
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« Using bing maps to search for locations, services and
get driving directions, as well as help with public trans-
port.

¢ Manage the News, Finance and Weather Apps.

« Use the Windows Media Player to store and play your
music, burn CDs and install Media Center to access
the DVD playback facility.

« Connect to wireless networks and set up a
HomeGroup, share a printer and network PCs running
Windows 8 and Windows 7. How to use mobility tools
to keep your laptop running while away from home.

« How to generally control your PC, keep it healthy,
backup your important files and how to use Accessibil-
ity features if you have problems using the keyboard
or mouse or have poor eyesight.

« How to use the new Paint and WordPad Apps.

The material in the book is presented using everyday
language, avoiding jargon as much as possible. It was written
with the non technical, non computer literate person in mind.

This book applies to; Windows 8, 8 Pro and the vast
maijority of Windows 8 Enterprise. Also, parts of the book
should be applicable to Windows RT which is built on the
same foundation as Windows 8, but is a restricted version
designed specifically for ARM Tablets.

| hope that with the help of this book, you will be able to get
the most out of your computer when using Windows 8, and
that you will be able to do it in the shortest, most effective and
enjoyable way. Most of all, have fun!
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Microsoft have really produced a stunning operating system
with Windows 8. What you see above is the Modern interface
with live tiles. These will launch an application, but also have
the ability to display live information such as new e-mail
messages. The tiles are grouped in three sets: in the left set
there are Apps to access (from left to right) Mail, Internet
Explorer, Store, Calendar, Maps, SkyDrive, etc. In the
middle set, Apps access Bing (the Internet search engine),
Travel, Finance, etc., while on the right set you'll find the
programs you have installed. Tapping or left-clicking any of
these tiles, starts the appropriate App or program.

Windows 8 not only looks good, but it performs very well
indeed, it is fast to load and is stylish. At first you might be
puzzled not knowing how to configure your computer or
change screens, but don't worry, all will be explained in good
time! This is a brand new product with a brand new interface.

Windows 8 is the most secure version of Windows so far,
with most of its protection, such as Windows Defender’s anti-
spyware and Windows Firewall, working unobtrusively in the
background. It is best to sign in or create a Live acccunt to
get Windows security from www.windowsdefender.com.

Windows 8 also supports multi-touch screens, handwriting
and voice, but one needs suitable hardware to use these.
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Versions

Windows 8 is available in four new versions — three of which
are for the Intel and AMD PCs; Windows 8 (I'll call it Basic to
distinguish it from the more general term for Windows 8),
Windows 8 Pro and Windows 8 Enterprise and one, Windows
RT, which will only run on ARM processors, allowing for more
integration with the tablet market. However only the first three
of these can be bought as the Windows 8 RT version will only
be available pre-installed on new devices with ARM
processors and will include touch-optimised desktop versions
of Microsoft Word, Excel, PowerPoint and OneNote - it
cannot be bought separately.

If your current machine runs Windows 7 Starter, Home
Basic or Home Premium, you can upgrade to Windows 8
(Basic) or Windows 8 Pro. However, those on Windows 7
Professional or Windows 7 Ultimate will be able to Upgrade
only to Windows 8 Pro. Clients on Microsoft's Assurance
licensing agreements will be able to upgrade to Windows 8
Enterprise, but this is of no concern to most of us.

In short, owners of Intel and AMD PCs, laptops or tablets
with x86 or x64 processor will be able to choose between
Windows 8 (Basic) and Windows 8 Pro. Windows 8 Pro
offers several features including encryption, PC
management, virtualisation and domain connectivity. So the
choice is really made for you, particularly if you want to install
Windows Media Center which is only available to Windows 8
Pro as a separate ‘media pack’.

Windows 8 (meaning both Basic and Pro) will run all your
programs that currently run on Windows 7 or Windows Vista
and you can perform an in-situ upgrade retaining all your files
and settings. Upgrading from Windows XP requires an
entirely new (clean) installation which means that anything
not backed-up will be lost!

Finally, Windows 8 allows dual installation which you can
choose during the Setup by selecting the ‘Customised’ install.
In this way you can try the new Windows environment before
you commit yourself fully!
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System Requirements
To run Windows 8 a PC requires at least:
» A processor with a speed of 1 GHz or faster

* Available RAM: 1 GB (gigabyte) for a 32-bit (x86)
system or 2 GB for a 64-bit (x64) system

» A graphics card that is DirectX 9 compatible with a
WDDM 1.0 or higher driver

+ 20 GB of available hard disc space.
To use all of Windows 8's features you will also need:

» To access the Internet, get mail or download and run
Apps from Windows Apps Store, you need an active
Internet connection and a minimum screen resolution
of 1024 x 768.

» To use Windows Touch, you need a Tablet with an
ARM processor or a monitor that supports multi-touch.

» Depending on resolution, video playback may require
additional memory and advanced graphics hardware.

o HomeGroup requires a network and PCs running
Windows 8.

Upgrading to Windows 8

If your computer operates under Windows 7, then it will run
under Windows 8 without any problems. Windows 8 comes
either as a 32-bit or a 64-bit Operating System (OS), with
separate discs for the two versions. To use the 64-bit OS you
will require a 64-bit computer, so be careful. If you need to
find out which type of computer you have, check in the
System section of the Control Panel which in Windows 7 is
reached through the Start @ button.

You will also have to decide whether to do:

+ An Upgrade — which replaces Windows 7 (or Vista)
with Windows 8 and retains all your settings, data files
and programs, or
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* A Custom installation - after backing-up your settings
and data files carry out a clean install. This cures the
gradual slowdown that tends to happen to most PCs
over time and cleans your PC of any bugs it might have
picked up from the Internet. But, the downside is that
you'll have to reinstall all your programs! With Windows
XP you'll have to do a clean install.

Whichever installation you do, it is always a good idea to
backup your settings and data files before installing a new
operating system.

Before Installing Windows 8

To save time and help avoid problems during a Windows 8
installation, you should:

« Plug in and switch on all the peripheral devices you will
be using with Windows 8.

* Connect to the Internet. This way you will get the latest
installation updates, including security and hardware
driver updates that can help with the installation.

« Sign in or create a new Windows Live account as the
password is used by Windows 8 whenever you start
the program - if you don’t have a Live account, go to

http://download.live.com/ to download Live Essentials.

Having obtained a Windows Live account, you can now
proceed with the Windows 8 installation, following the
instructions given on screen. If all is well, you'll just have to
be patient now as this type of installation takes some
considerable time (depending on your system) and your PC
will reboot a number of times before installation is completed.
At some point you'll be asked to input your product key which
is usually on a label on the Windows 8 packaging.

If you choose to install Windows 8 on a partitioned drive,
so as to retain Windows 7, then a dual boot will be required
by changing a setting in the computer’s basic input/output
system (or BIOS).
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How to do this varies with different manufacturers. Usually,
you press a key (such as F2 or F12) immediately after turning
on your computer and before Windows starts. When the
BIOS setup screen appears in black and white, select the
Boot order option (or something similar), select the partition
drive letter onto which you intend to install Windows 8 as the
second startup device, save the setting changes, and then
exit the BIOS. This may sound a bit heavy but if you take
your time it should be no problem.

Installing Windows 8

Turn on your computer so that Windows starts normally,
open the DVD drive and insert the Windows 8 installation
disc. When you close the DVD drive, the Windows Setup
should start. On the Which type of installation do you
want? page, click:

» Upgrade if you are upgrading from Windows 7 and
want to retain your files and settings, or

« Custom, only if you are installing on a partition drive
and you want to retain your Windows 7 version. In the
where do you want to install Windows? page, select
Drive options (advanced) and select the partition that
you want to install Windows 8, then just follow the
instructions to finish the installation.

You will be asked to name your computer and use your
Windows Live user account.

The Windows.old Folder

If you delete or format a partition that contains a version of
Windows, all the data on the partition is permanently deleted.

However, if there is an existing copy of Windows on the
partition you selected (as it would be if you are upgrading),
and you don't format or delete the partition, your user files will
be saved to a windows.old folder on that partition (usually
C:), which you can browse after the installation completes.
This is a safety net, so that if anything goes wrong you could
restored your files after installing Windows 8.
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If all is well, however, it is recommended that you delete the
windows.old folder, as the amount of data stored in the
folder can be very large, thus reducing your available disc
space.

Anti-virus Software

You should now have a running version of Windows 8 to play
with, but before you do anything else you should reinstall
your anti-virus software. Without it you would be very
vulnerable on the Internet.

If you don’t have any and you don’t want to pay for this,
you can download excellent free anti-virus and anti-spyware
protection at:

www.windowsdefender.com
or
www.free.avg.com
I have used both of these on some of my computers for many

years and found them excellent. For more information on
Windows Defender, please refer to Chapter 13.

How to install programs in Windows 8 will become very
clear once Windows 8 is up and running, as described in the
next chapter.
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The Windows 8 Desktop

When you first switch on your tablet or PC a screen similar to
that in Fig. 2.1 appears on your display, known as the Lock
screen. Swiping upwards on the Lock screen or dragging the
mouse pointer upwards, displays a second screen in which
you enter your user details after which Windows 8 opens with
the Modern interface displaying the distinctive tiled Apps
screen shown for my version in Fig. 2.2 on the next page.

Fig. 2.1 A Windows 8 Opening Screen.

‘ Note: Most swipe movements of your finger on a
muilti-touch screen correspond to dragging the

' mouse pointer on a PC. Similarly, tapping on
such touch-screen devices corresponds to |
clicking the left mouse button. Touch and hold
corresponds to a right-click of the mouse button.
For more details, please refer to Appendix A.
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Fig. 2.2 The Tiled Apps in Windows 8.

The display shown in Fig. 2.2 is the tiled Start screen, with
tiles grouped into three columns. On the first two columns are
all the pre-installed Apps to access Mail, Internet Explorer,
Store, Calendar, Maps, SkyDrive, Bing, etc. while the third
column displays shortcuts to any programs you might have
installed yourself or were retained after upgrading. Tapping
or left-clicking any of these tiles, starts the App or program.

Tapping or clicking the Desktop tile shown at the bottom-
left corner of the Start screen in Fig. 2.2 above, opens the
Windows 8 Desktop shown in Fig. 2.3.

Fig. 2.3 The Windows 8 Desktop.
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To toggle between the Desktop or an App screen and the
Start screen, click the bottom-left corner of the Desktop
screen to reveal a thumbnail of the Start screen, as shown in
Fig. 2.3 on the previous page. Left-clicking this, opens the
tiled Start screen. Alternatively, press the Windows & key
on the keyboard to do the same thing.

The Taskbar

The thumbnail of the Start screen in Fig. 2.3, obscures the
left most part of the Taskbar which is situated at the bottom
of the Desktop screen, as shown separately in Fig. 2.4
below.

Fig. 2.4 The Internet Explorer and
— File Explorer Buttons.

To the right of the Taskbar you'll find the Notification Area,
which includes a Digital clock as shown in Fig. 2.5 below.

Fig. 2.5 The Notification Area.  [RCIEEI IS

Tapping or clicking the Date/Time display area in Fig. 2.5
above, opens the screen shown in Fig. 2.6 below and
selecting the Change date and time settings link, displays a
tabbed dialogue box in which you can change the date and
time, time zone and add two additional clocks. This can be
very useful if you have friends living at different time zones
and want to avoid
Monday, October 28 2042 waking them up!

Below we show the

. b’ display when you tap or
- click the DatelTime

¢ October 2012 » 4

Su Mo Tu We Th Fr Sa F
0t 2 3 4 9 6 f
7T 8 9 10 M R B =
19 16 17 18 19 20

n@aunny b > area after adding two
€5 6 1 8 50 more clocks to the local
1:47:41 PM tlme
Change date and time settimgs.. 4 Monday, October 29, 2202
3 Local time Mon 454 BM
147 Py, Calfornia  Mon %:54&M
291104201 | Sydney Tue 354 2M

4:54 PM

Fig. 2.6 The Change Date and VNl 0 o0
Time Screen.
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With this version of Windows, only programs that you chose
to pin to the Taskbar appear on it, as shown in Fig. 2.7.

Fig. 2.7 Windows 8 Taskbar Pinned
Program Buttons.

In this case the Internet Explorer button in Fig. 2.7 appears
as if there is another button hiding behind it. By placing a
finger or the mouse pointer on it, thumbnails are displayed
showing the opened Explorer tabs, as shown in Fig. 2.8.
This can also happen with other running items.

Fig. 2.8 Thumbnails Showing Open Internet Explorer Tabs.

As you can see, there were two tabs open in Explorer and
each is shown as a thumbnail. Moving the mouse pointer
over a thumbnail temporarily displays that window full size on
the screen so you can see in more detail what it contains. At
the same time, a Close [ button appears on the top-right
hand side of the thumbnail. Tapping or clicking a thumbnail
will open the Explorer tab with that view active, while tapping
or clicking the Close button will close that tab. Internet
Explorer behaves the same if opened from the tiled Start
screen.

Running Apps

Apps you have accessed during a session continue running
until you close them. To see which Apps are running, place
the mouse pointer at the bottom-left corner of the screen so
that the thumbnail of the Start screen appears, then drag the
pointer upwards to display a screen similar to that of Fig. 2.9
on the next page.
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PUATUAIO DESTINATIONS »

Fig. 2.9 The Thumbnails of Running Apps.

So now you can access any of these running Apps by
tapping or clicking on its thumbnail. You can also force an
App to close (stop running) by either right-clicking on the App
and selecting Close from the displayed menu or dragging the
open App from the very top of the screen towards the bottom
with either the mouse or your finger, as shown below.

Snap right g;'f‘:m

Flg 2.10 Closing Apps.

Pined programs on the Taskbar can be run by just tapping or
clicking on their button. To stop a running program, tap or
click the Close @ button that appears on the top-right hand
side of its open window or on its thumbnail, if not opened on
the screen.

To pin a running program on the

Recent

) Winbexpluined 001 Ovenvien Taskbar rightclick its image on the
Taskbar and select the Pin this

B Adobe Reader X program to taskbar option, as

Rl i shown here in Fig. 2.11.

B Close window

Fig. 2.11 The Right-click Options of a
Running Program.

1
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Status Buttons on the Notification Area

On the Notification area, also called the
System Tray, on the right of the Taskbar
that includes the digital clock and date,
you'll find other icons showing the status of the Action
Center H, power @1 (for a laptop), network M (Ethernet) or HI
(wireless), and the volume setting of your speakers [. Other
application icons are hidden by default and their notifications
are suppressed.

When you point to an icon, an information bubble opens
showing the status for that setting as
shown here.

However, tapping or clicking the
Network icon B, or M, for instance,
displays more detailed information
about whether you are connected and to
which network, as shown in Fig. 2.12.

Try tapping or clicking the Volume
icon @ to open the volume controls so
you can control the loudness of the
speakers attached to your PC, or built
into your laptop.

Tapping or clicking the Action Center
icon E gives you a quick view of the Fig. 2.12 Available
status of your PC (Fig. 2.13). Networks.

If any problems are shown, you
can tap or click the Open Action
Center link to find out what they
are and hopefully how you can
solve them.

By default, Windows places
any other icons in a
‘hidden’ area, but
you can tap/click the Show hidden icons button
& to temporarily show them again as shown
here. You can control which icons appear on
your System Tray by using the Customize link.

Fig. 2.13 The Action Center.
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The Charms Bar

Charms provide a quick and easy access to a wide
range of options from either the Start screen or
Apps screens. To access these, either point with
the mouse at the top-right corner of the screen or
swipe from the right edge of the screen towards the
left to reveal the Charms. As you move the mouse
pointer downwards towards the Charms, they
display within a dark bar as shown in Fig. 2.14.

The first of these is used to Search for Apps,
settings and specific files. It can also be used to
search within a running App. The Share allows you
to share content, while the Start displays the Start
screen and from there toggles to the Desktop view.
The Devices charm displays such peripherals as a
secondary screen, while Settings allows you to
change the settings within Windows 8, as well as
powering off (shutting down) your PC or device.

Ending a Session

Fig.
2.14.

When you have finished for the day, it is important to save
your work and ‘turn off your PC or tablet properly, both to
protect your data and to save energy. With Windows 8 there

the Power button

computer, only the

Options. computer.

are several options for ending
the session, all available from
of
Settings charm as shown in
Fig. 2.15 (see also Appendix B).
If you are the sole user of your

the

three

displayed options are available;
Sleep, Shut down or Restart.
Other options are displayed
once there are more family
Fig. 2.15 Shut Down members sharing the

same

13
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From here you can select to put the computer in Sleep mode,
Shut Down it down completely or Restart it to clear the
memory settings and reset Windows.

Selecting the Sleep option or closing the lid of a laptop
puts the computer to Sleep and turns the display and fan off.
A light on the outside of the case blinks to indicate that the
computer is asleep and the whole process takes only a few
seconds.

When you turn the PC back on or open the lid of a laptop,
the same Lock screen as if you just started your computer
displays (see Fig. 2.1). You will need to swipe or drag the
mouse pointer upwards to reveal the screen where you enter
your password. After providing your password, the screen will
look exactly as it did before you put your device to Sleep with
all your running Apps in place. The advantage of the Sleep
mode is that because you don’t have to wait for Windows to
start, you can resume work almost immediately

By default, selecting the Shut down option turns the
computer completely off, while the Restart option clears your
computer's memory settings and resets Windows.
Sometimes when you select either the Shut down or the
Restart option, Windows installs any updates first, if
available, before carrying on with the selected aption.

Note: It is important to let Windows install

its updates, even if you are in the middle of
doing something else. Far too many users
who skip this process, find themselves in |
trouble later. Updates are not there to
annoy you, they are there to protect you!
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User Accounts

What is shown in Fig. 3.1 is a composite of two screens; the
Charms bar options on the right of the display and what you
will see to the left of it, if you tap or click the Setting charm.

Fig. 3.1 A Windows 8 Opening
Screen.

If you are not sure how to
display the Charms bar,
please refer to the end of
the previous chapter.

Tapping or clicking the
Change PC settings link,
pointed to at the bottom of
the  Settings screen,
displays a new screen as
shown in Fig. 3.2 on the
next page with the Users
option open.

Windows allows for
several people (like a
family) to share a
computer, with each
having their own set-up, by
using individual  User
Accounts. Each account
tells Windows what files
and folders the holder can
access, what changes can
be made to the computer
and controls their personal
preferences.
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PC settings

Personalize
[l - _EECS

Notificatfons

Search

Share

General

Privacy

Devices

Wireless

Ease of Access

Sync your settings

HomeGroup

Windows Update

oy

Vou CBR SC 10 § 0L XSO DU YOUr S9CTNGS WON'Y 3™ Cemeeen the PCH YOu 180

St (5 8 Il ez

Chanas wour pesswort
Crante o pletrs pasoword
Conete s SO0

Ay it w0 Nt 3 DIVIOTD AR erter & when verng the BC.
e

Thers are no other aens on T IC.

il 2000

Fig. 3.2 The Windows 8 Users Settings Screen.

To add a user, simply tap or click the Add a user button at
the bottom of the screen to display the screen in Fig. 3.3 and
supply the appropriate information - it is that simple!

Fig. 3.3 The Add a User Screen.
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Personalisinglour PC

On the Settings screen in Fig. 3.2, selecting the first listed
option opens the screen shown in Fig. 3.4 below.

PC Settlngs Lock wreen  Start scremn  Account picre

Notifications
Search
Share

Wireless

Ease of Access

Lock screen apps

Sync your settings
CROows SPE1 19 An 18 Pt IO and ICw G Ratcs I "OURLIRONL Pven st
HomeGroup yous scrwen § 00
* & & @
Windows Update

Fig. 3.4 The Windows Personalise Settings Screen.

From here you can change the Lock screen (the first screen
you see when you starl Windows) to one of the alternatives
shown or you can browse though your pictures to choose one
of your own.

You can also change the Start screen and its colour, as
well as your account picture. When you select this last option
you are given the opportunity to use the camera on your PC
to take your picture there and then!

Finally, you can also choose which Apps should run in the
background and give you up-to-date information. There are
already some Apps preselected, but you can add to these by
tapping or clicking the # button.

Do try the various listed options under the PC Settings
before you leave this section — have a look and find out what
is on offer.

17
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Windows Themes

Another way of personalising your screen is with the
selection of themes which you can
L find in the Personalization option on
Settings the Settings screen. In Fig. 3.5 only
the top of the screen is shown.

Selecting this option, displays the
screen shown in Fig. 3.6 below.
Plenty to explore here! For example,
you can change (please refer to the
bottom of the screen in Fig. 3.6) the
Desktop background, Color, Sounds
and choose a Screen Saver.
Windows 8 comes with three default
Themes which include most of the
above changes at once, namely
Windows (the best choice), Earth
and Flowers. You can also get
additional themes online.

Fig. 3.5 The Windows
Personalization
Option.

t W o CormoiPanei » 22 Cortrol Panei ormt » Parsonekrsmen

Comtrol Panet Home.

Change the visuals and sounds on your comguter
Change deskton ons Gl 8 fhma 8 change the deuitos background. cole Koundy and xcrven tece oll o once. I
Change movse pomters
i
= _‘ o “ \
o - q ¥l
p Y a
- [ .
Wndows_ (= Fowens ‘
|
A, S - I — . ]
2 "
ey m:; b > &
Towba D Sirchd Sounds
Eave of Accom Comtw {

Fig. 3.6 The Windows Themes Settings Screen.
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Selecting a Screen Saver

. You can use the Screen Saver link in the
... Personalization window (Fig. 3.6) to open the
None screen shown in Fig. 3.7 below.

v Settings.. Preview

s

180 n ) On resume, display logon screen

Powes management

Conserve energy or maxianize pesformance by sdjusting displey
brightness and other power settings.

Change power settings

[ox ][ come

Fig. 3.7 The Screen Saver Settings Screen.

Tapping or clicking the down-arrow on the Screen saver box
reveals a drop-down menu of the installed screen savers you
can choose from, but it depends on personal preferences

In this window you can also change the time of inactivity
before the screen saver starts up. With some screen savers,
clicking the Settings button displays a box for you to control
their display settings. When you make all the changes you
want, tap or click the Preview button to see the effect of the
selected options in full screen. When you are happy, stop the
preview, then tap or click the Apply button followed by the
OK button.
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Controlling your System

The main way of controlling your computer (PC or tablet), is
through the Control Panel which provides quick and easy
ways to change the hardware and software settings of your
system. You can access the Control Panel either through
the entry on the Settings screen (Fig. 3.5) or the link
provided on the Personalization screen in Fig. 3.6. Either
way opens the screen shown in Fig. 3.8 below.

* S0 o Commelfonst o AN Comvenl Panel hem v & Soeh Control Ponet

Adjust your computer’s settings Vigs by Lasge icons
2
g W Action Conter @Y Administrative Tools
m AutoPlay ﬂ BitLocker Drive Encryption J"g Colar Management
@ Credential Manager ﬁ Date and Time m Default Programs
, Device Ma 1 Devices and Printers Display
nage - pl
@ Ease of Access Center @ Family Safety g File History
Flash Player E Folder Options R Foes
Q& HomeGroup P Indexing Options * Internet Options
wap Keyboard ? Language @ Locatian Settings
& Network and Sharing =
_’ Mouse t_t Canten | Notification Area Icons
Perfarmance information
7] e sy ' Persanalization g Phane and Madem
w Pawer Qptions ﬂ Programs and Features " Recovery
g RemoteApp and Desktop
@ Rgiso % Connections @ Soridd
0 Speech Recognition g Storage Spaces @ Syng Cennei
*’ System L Taskbar ri Traublexhooting
u User Accounts 3& Windows 7 File Recovery u Windaws Defender
e Windows Firewall ri Windows Mability Center ";, Windows To Go
Q Windews Update
v

Fig. 3.8 The Windows Control Panel Screen.
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From here you can add new hardware, remove or change
programs, change the display type and its resolution, control
your computer’'s setup and security, and a lot more besides.
However daunting this may look, it is a very good idea to get
familiar with the Control Panel features. Once you know your
way around it, you can set up Windows just the way it suits
you. The actual options available in Cantrol Panel depend
on your computer hardware and your version of Windows 8.

Changing the Windows Display

|.'Disp,_y' Windows 8 requires the highest possible screen
L © resolution that your graphics card is capable of
delivering so that it can give you better text clarity, sharper
images, and fit more items on your screen. At lower
resolutions, less items fit on the screen, and images may
have jagged edges. For example, a display resolution of 1024
x 768 pixels (picture elements) is low, while 1600 x 900
pixels, or higher, is better.

Whether you can increase your screen resolution depends
on the size and capability of your monitor and the type of
video card installed in your system. To find out if you can
increase the display resolution, use the Display icon in
Control (shown above), to open the Display screen, then
select the Adjust resolution link, to open the screen below.

¢ 8, ComwoiPanet » A2 Comtrol Ponel Newss o Dinpity ¢ lireon Revonsion v R »

Change the appear.nce of your display

Owyier: Mpide I, Dupley v
tavaen  TRETAL 1%,
Onarsenon Lomisone v

Advanced ettings

Progect 10 8 recond wremn (s prgss the Windows iepe soy (] o M
Mabe text snd other derra Larger OF smalber

What dinpley settings should | choosel

Fig. 3.9 The Screen Resolution Box.
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[ -

vagh

Tapping or clicking the down arrow to

| (WrmMemmeniod | the right of the resolution box, opens a
‘ drop-down box similar to the one
shown in Fig. 3.10, with your monitor’s
\ resolution settings and capabilities. It is
best to select the highest possible
resolution available.
024 = 768
Lo o i From the display in Fig. 3.9, you can
Fig. 3.10 The also arrange to Project to a second
Windows Display screen, if you have a larger monitor
Resolution. connected to your system.

Controlling Devices and Printers

rd T —— When your computer was first set up, your
L ! devices and printers should have been
installed automatically. If not, select the Devices and
Printers icon (shown above) from the Control Panel to open
the screen shown in Fig. 3.11 below.

@ 4 © @ AConbelPonditems ¢ Davices ond Privsers v € SewchDevhesandPrntes D
Addodevice  Add o primer & O
# Devices (2)
SesguteEtomel  TOSHIBA Lagtop

Drive

* Multimedia Devices (1)

" 4

me@va.com
NosisLoptep)

* Printers (4)

Adobe POF [ HPPhotommen  Micreesh X8
CAY0 serie Document Writer
:r 7 toms

Fig. 3.11 The Devices and Printers Screen.
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My Devices and Printers screen displays two devices, one
multimedia device and four printers, one of which is a Fax. In
the case of the printers, one is physical for printing to paper
and two for creating formatted print (Adobe PDF and
Microsoft XPS) documents.

With Windows 8, most devices and printers are
automatically detected at installation time, or during the
boot-up process. So if you add a new printer or a new device,
like a camera, to your system it should be recognised. You
may be asked for the necessary driver files if they are not
already in the Windows directory, but these come on a CD, or
can be found on the manufacturer's Web site.

Configuring your Printer

To control your printer, tap or click its icon in the Devices
and Printers screen (Fig. 3.11), to open a ‘Printer Control
window like that shown in Fig. 3.12 below.

e =  4PProwsmanCi0seres - OF

v 4 = « Devices and.. » HP Photosmart C4100 series |

HP Phoatosmart C4100 series

Printes, Scanner, Coprer
L] 0
U AxPottrat

Fig. 3.12 The Printer C_Jontrol Window.

From here you can control what is waiting to be printed and
customise paper orientation. Other device options specific to
the printer might also display.
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A newly installed printer is automatically set as the default
printer, indicated by a green & tick against it in the Devices
and Printers screen. To change the default printer, select a
printer connected to your PC, touch and hold or right-click it,
and choose the Set as default printer option from the
drop-down menu.

Once you have installed and configured your printers, the
quickest way to print a simple document or file is to print
using Windows itself. Locate the file that you want to print in a
folder, maybe Documents, touch and hold or right-click it,
and select Print from the displayed menu. Windows will print
it using your default printer settings.

Managing Print Jobs

If you want to find out what is happening when you have sent
documents to your printer, double-tap or double-click the See
what’s printing option in the Printer Control window, or
double-tap/click the printer icon #8 in the Notification Area
of the Taskbar, to open the Print Queue.

Preter  Document  Yiew
Document Neme Satus Ownes Pages Sae Swberated

B word #ro - Winkespiened 003 . Printing Noe &£10 20MB0_ WSR3 AM  1/N201

< >

Fig. 3.13 The Print Queue.

This displays detailed information about the work actually
being printed, or of print jobs that are waiting in the queue.
This includes the name of the document, its status and
‘owner’, when it was added to the print queue, the printing
progress and when printing was started.

You can control the printing operations from the Printer
and Document menu options of the Print Queue window.
Selecting Printer, Pause Printing will stop the operation until
you make the same selection again. The Cancel All
Documents option will remove all the print jobs from the
queue, but it sometimes takes a while. If an error occurs with
a print job, it will be necessary to use the Cancel All
Documents option, before you can print anything else.
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Working with Programs

Installing programs on your computer is
very easy with Windows 8. Just place
the CD or DVD that the software came on in the appropriate
drive and Windows will start the installation process
automatically. If you downloaded the program from the
Internet, it should run and install itself. Use the Programs
and Features icon on the Control Panel (shown above), to
open the screen shown in Fig. 3.14. Your contents will not be
the same, obviously!

ii‘ Programs and Features

* v 1 @ « All Controi Panel Re.. » Programs and Feature: v & SesrchPeograms and Festures 0

ontrol Panel Hi .
S e Uninstall or change a program

View instalied updates To uninstall a program, select i from the list and then chck Uninstall Change o
§ Tuin Windows features on or Repai
off
Organae - @

Name = Publisher
% Adobe hcrobat 7.0 Protessional Adobe Systerms
Bl Adobe Feader X (10.1.4) Adcbe Systems incarporated
Mave 2013 AVG Technolcgies
9 DealPly DealPly Techrologies Ltd
&) jasc Paint Shop Pro 8 Jasc Software inc
B Lotus NotesSQL 3.0t drwver
T Lotus SmantSutte - English Lotus Development Corparation
B Microseft Visual Co+ 2010 x86 Redrtributabiz - 100.. Microsoft Cosporation
@ Support.com Toclbar Ask.com
@ Support.com Toolbar Updater Ask.com

< >

' Currently installed programs Titsl size 683 1B
h‘.' 10 programs installed
-

Fig. 3.14 The Programs and Features screen of the Control Panel.

Uninstalling or Changing a Program

Uninstalling programs or changing an already installed one is
very easy with Windows. To do either, select the program you
want to work with. After selecting a program, three extra
options may appear after Organize; namely, Uninstall,
Change, and Repair. However, with some programs
Change and/or Repair are not available, while with others
Change is replaced by the Repair option only.
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Using the option to Uninstall a program, removes all trace of
it from your hard disc, although sometimes the folders are left
empty on your hard drive.

Note: Be careful with this application,
because selecting a program on the list
might remove it without further warning!

Running a Program as Administrator

If a program that you are trying to run gives you errors such
as Access Denied or No Permission, then running it as an
administrator can usually give the permission it needs to run
properly. With Windows, an administrator is someone
allowed to make changes on a computer that will affect other
users. These include security settings, installing software and
hardware, and being able to access all files on the computer.

Somewhat confusingly even if your account is set up as an
Administrator you will still be prompted to give
‘Administrator’ rights at certain times. There is a ‘Hidden
Administrator’ account with full powers over your computer
and this is the one you sometimes have to access.

Note: You should only allow a program
that you trust to run as administrator as
once you have given full permission, it will
have complete access to your computer.

If you are doing this while logged in as a standard user
instead of an administrator, then you will need to provide the
administrator's password before the program will run as
administrator.



4
The Desktop File Explorer

If you have used Windows 7 and Office 2010 (or Office
2007), you'll be familiar with the File
- Explorer (the old Windows Explorer), in
— which case you could skip this chapter. If, on
the other hand you did not have this

experience, read on!

File Explorer’s Libraries

In Windows 8 every user starts with their own Apps,
programs and a set of data folders called simply Documents,
Pictures, Music and Videos stored in Libraries. To see your
Libraries, tap or click the File Explorer button on the
Taskbar to open the Libraries window similar to that in
Fig. 4.1.

Home  Share  View

Menegr
2@ic. BB X= BT 0T

Copy Puste

Fig. 4.1 A Set of Personal Libraries.
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Libraries, although not folders themselves, can point to
different folders on your hard disc, or on an external drive
attached to your computer. They let you quickly access files
from multiple folders without moving them from their original
location. For example, say you have video files on both your
hard disc and on an external drive, you can now access all of
your video files from the Videos library. How to do that will be
discussed at the end of this chapter.

The left pane of the Libraries window, called the
Navigation pane, lists your Favorites and gives you access
to tree-style views of your Libraries, your HomeGroup, your
Computer, and your Network.

The right pane of the Libraries window lists the folders
and files in the selected location. Tapping or clicking a link in
the Navigation pane opens its contents in the right pane.

Folders are just containers in which you can store files or
other folders. Arranging files into logical groups in folders
makes it easier to locate and work with them. For example in
Fig. 4.2 below, folders are shown for one of my drives.

rome Share View - '
[CIOREE X L T Y vle »
= Documsents S Neme - Date modifi Type g™
il 4 AcxensDhe File fidde:
;I&. J Sosls Fil foidier
§ 09725 Windoas b Crplainnd e folde
Py i r e
i N File foider
> 3 et Ko b Excel 2070 Waskhools
1 Computer :
a WINDOWS (3 e
: 4 | Freton
| i a2 ! | Hamalend SOV
s SEA_DSC 6 e
» cn SITBA ) - oo "
) e folde
¢ b Lotus Weed Pre Dacs . B
J Mobie Fite foides v
[ JE— ¢ »
Siamms 1 Do sulactedd =1

Fig. 4.2 A Set of Folders in my Data Drive.

Double-tapping or double-clicking a folder opens it and
displays its contents as shown in Fig. 4.3 on the next page.
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Fig. 4.3 The Contents of a Foider.

Files contain related information, such as a word-processed
letter, a digital photo, a spreadsheet, a video or a music track.

Parts of a Window

in Fig. 4.4, a typical Windows 8 File Explorer window is
shown with its constituent parts labelled and later described.

Window Close Button
Maximise Button

Navigation Buttons Library Tools
Create New Folder Picture Tools

Address Bar Minimise Button

{ Quick Search Box \

mame  Share '.1'1 Manege Manage Menu Bar | Expand Ribbon— ¥, €
®© © ¢ H3 Ubreres o Pictures » Search Pictures gyton »
A Raxert plnces L] Help Button "
gt o q =
J Qecumeets =
J ok AL the Arch Beachid
| &
Mouse Pointer ‘ - -
¢ o Memey
| Bcatinniver Bettany Seroi| Bar Butedly
o8 Computer - ‘]
wa WNDOWS &) : diz \
&, Cra Oy ) L
on S5A DK &) By the mver Czanre Chrysanthermum Church
8 & v
e 5 Navigation Pane SellenPiaer S
i v N 9 Oetails Pane =g

Fig. 4.4 Parts of a Windows 8 File Explorer.
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You may have noticed by now that the buttons on the
toolbars of the different File Explorer windows change to
reflect the type of work you can do in that type of window. For
example, tapping or clicking the Picture Tools label above
the Menu bar, displays a Ribbon with appropriate tools to
Edit or View pictures, as shown in Fig. 4.5. The Ribbon will
be discussed shortly.

Library Toois | Picture Tpols
Home Share View Manage Manage
N P Y

A 2\ 5w

Rotate Rotate Shide Set as

left  right  show background To

Fig. 4.5 The Picture Tools Ribbon.

Once you open one Ribbon or used the Expand Ribbon v
button (see Fig. 4.4 for its location), then tapping or clicking
each Menu bar option (apart from File), displays different but
appropriate ribbons allowing you to work with the selected
option. You can close the Ribbon by tapping or clicking the
Minimise Ribbon ~ button which replaces the Expand
Ribbon v button, once the ribbon has been expanded.

The typical File Explorer window is subdivided into
several areas which have the following functions:

Area Function

Minimise button Tapping or clicking the Minimise

=a button stores a window and its contents
as an icon on the Taskbar. Clicking on
such an icon will restore the window

Maximise button Tapping or clicking the Maximise

‘E button fills the screen with the active
window. When that happens, the
Maximise button changes to a Restore
Down button which can be used to
restore the window to its former size.

Close button The extreme top right button that you
tap or click to close a window.
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The Desktop File Explorer

The Go Back (left) button takes you
to the previous display, while the Go
Forward (right) button takes you to
the next display. The down-arrow ~
gives access to Recent Locations.

Tapping or clicking this button takes
you one level up towards the
Desktop.

Shows the location of the cuirent
folder. You can change locafions
here, or switch to an Internet
Explorer window by typing a Web
address.

The box in which you type your
search criteria. As you start typing,
the displayed files filter down to just
the matching terms, making it much
easier to find your files.

The bar allows you to choose from
several menu options. Tapping or
clicking on a menu item displays the
pull-down menu associated with it.

A bar of icons that you tap or click to
carry out some common actions
(see Fig. 4.5). The icons displayed
depend on the type of window.

The bars/buttons at the extreme
right and bottom of each window (or
pane within a window) that contain a
scroll box/button. Tapping or clicking
on these, allows you to see parts of
a document that might not be visible
in that size window.

The arrow which appears when the
pointer is placed over menus, scroll
bars, buttons and lists or the hand
that displays when pointing to a link.
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The File Menu Bar Option

Tapping or clicking the File option on a window’s menu bar,
displays a screen similar to the one shown in Fig. 4.6. In this
case the Help option was selected to show you where to find
it. Each listed option under File displays different options in
the Details pane.

Open new window

- Open command prompt » 0 About Windows

E Open Windows PowesShell »

Fig. 4.6 The File Menu Option.

Items on the sub-menu marked with an arrow to their right b,
open up additional options when selected.

Note: Having activated the File menu, you can
close it without taking any further action by
simply tapping or clicking outside its window, or
by pressing the Esc key on the keyboard. If
you select the Close option instead, you will
exit the File Explorer altogether.
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Manipulating Windows

To use any Windows program effectively, including the File
Explorer, you need to be able to move a window or re-size it
so that you can see all of it.

Changing the active window - If you have several windows
open on the screen, you can make one active by simply
tapping or clicking it or, if it is not visible, tap or click its icon
on the Taskbar. In the case of running Apps, point at the
bottom-left corner of the screen with the mouse so that the
thumbnail of the Start screen appears, then drag upwards to
display them and click on the one you want. Swiping with
your finger from the left edge of the screen towards the
middle, displays open Apps in rotation.

Moving a window — To move a window, point to its Title bar
with either your finger or the mouse, and drag it until it is
where you want on the screen. You can only do this if the
window does not occupy the full screen and it has a
maximise button gk visible.

Minimising and maximising windows - To minimise a
window into a Taskbar icon, tap or click the Minimize button
#=a in the upper-right corner of the window. To maximise a
window so that it fills the entire screen, tap or click the
Maximize button mcls, or double-tap or double-click in the
Title bar. Double-tapping/clicking again will restore it.

A window that has been minimised or maximised can be
returned to its origina! size and position on the screen by
either tapping or clicking on its Taskbar icon to expand it to a
window, or tapping or clicking on the Restore Down button
K= of a maximised window, to reduce it to its former size.

Re-sizing a window — To change the size of a

window either place your finger on a visible-edge of

the window, or corner, and drag the edge or corner
| to the required place. With the mouse, the pointer
| first changes to a two-headed arrow when placed
at the edge or corner, as shown here, before you can drag.

Closing a window — To close a window and save screen
space and memory, tap or click the Close button
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Additional Sizing Features

Windows 8 also includes some additional ways to manipulate
windows. These can be carried out using a mouse or your
finger if you have touch-sensitive hardware.

Maximising windows — To maximise the current window,
you drag its Title bar up towards the top of the screen. When
the cursor touches the top of the screen, the window will
maximise.

Snapping windows to the edge of the screen — This allows
the display of two windows side by side (each taking half the
width of your screen, as shown in Fig. 4.7.
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Fig. 4.7 Two Windows Displaying Side-by-side.

To achieve this, drag one window to the left by its Title bar.
When the cursor hits the left side of the screen, the window
will snap to that edge and re-size to occupy the left half of the
screen. Next, drag a second window to the right by its Title
bar. When the cursor hits the screen edge, the window will
re-size and snap to the right half of the screen.

Restoring a maximised or snapped window — Drag the
window by its Title bar, back towards the centre of the screen
and it will return to its previous size and position.
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The Ribbon

Traditional menus and toolbars in File Explorer have been
replaced by the Ribbon — a device that presents commands
organised into a set of tabs, as shown in Fig.4.8.

F?b Explofar Application Bufto Minimise Ribbon Button
| Quick Access Toolbar g
File Button __Home Tab

Help Button

Hﬂﬂ’s View Manage
B . BB XEAY 0 Eee
Com. Poms o i MOt o Deivs Renema/ Mew T Mo 25 imen semen

Fig. 4.8 The Home Tab of the File Explorer Ribbon.

The tabs on the Ribbon display the commands that are most
relevant for each of the task areas in a Library acltivity (in this
case), as shown above for File Explorer.

Note the Minimise the Ribbon A button which you tap or
click to gain more space on your screen. It then changes to
the Expand the Ribbon ¥ button, which you tap or click to
display the Ribbon again.

Also note that there are three basic components to the
Ribbon, as shown in Fig. 4.9 below.

Y g Osen~ [H Seteaan
Setect none

@ rstony g iwert setection

— N
Groups Commands

Fig. 4.9 The Components of the Ribbon.

The Ribbon Components are:

Tabs There are several basic tabs across the
top, each representing an activity area.

4
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Groups Each tab has several groups that show
related items together.

Commands A command can be a button or a box to
read or enter information.

For each activity the Home tab contains all the things you
use most often, such as creating a New folder, the Copy and
Delete commands, etc. Tapping or clicking a new tab opens
a new series of groups, each with its relevant command
buttons. This really works very well.

Contextual tabs also appear, as we have seen earlier,
when they are needed so that you can very easily find and
use the commands needed for the current operation.

Below the content of the other three Ribbon tabs is
displayed.

Py e i

TR L e ‘
- ol Memeg e e ad ek © s
- H“‘ b -"" 3

Fig. 4.10 The Share Tab of the File Explorer Ribbon.
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Fig. 4.11 The View Tab of the File Explorer Ribbon.
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Adding Locations to the Library

To add a new location to a library, so that the contents of that
location are available to the Libraries, tap or click on the
required library entry, say the Videos library as an example,
to open the screen shown in Fig. 4.13 below, with the
Manage tab active.

| 1Y R Uiorary ool Video Tools videos - olEN
[ [P P “
m @ Otimize beary tor © g
. =]
Mg Set tave = Restore

— ocation * | Show 4 navgation pane|  serng:
Manage Bosary Wideos
View O1 (hange thes Bbeary &

sattings
e —

B Desirop

B Downicads

¥4 Recent places

% SyOmve

@ Ubeanes
3 Documents
o Music
3 Prcturns
nm .
Shem:  Stme Zh Shared  Liwary inchudes: 2 locations =38

Fig. 4.13 The Manage Tab of the File Explorer Ribbon.

As you can see from the above screen, the Videos library
already points to a videos folder which allows it to display the
above screen. To add another location to the Videos library,
such as a folder on another location on your hard disc

Ry CO"'@ining more

videos, tap or
Change how this library gathers its contents

Pinen you inchude s foldes in s lbeary_ the fles sppein o the libeary, but contimue to be storee
n thew cognal focaions.
Library locatons.

f

Vigeos
.W

Defoult and public sov..

Leam more abaut kbranes.

oF ettt

Fig. 4.14 Adding a Videos Library Location.

click the Manage
library option on
the Ribbon (to
be found under
File in Fig. 4.13).
This opens the
screen shown
here in Fig. 4.14.
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Next, tap or click the Add button to open the display shown
in Fig. 4.15 below.

® * ¢ b Compav » Ca@) v € SesrchDeta D) r
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B Nodlamtars A Nome ) Dete ey Type See -
ki Petiogs WOAN2072  Fiefoider
4% Fovertes i Protos RAVINZBIE  Fdefolder
I Desticp L Pictures V1201156 ke foider
. D b 1VOVZI20R18 e foider
35 Racent places b Program Fles 1 Fide frsicher
& SyOrve 4 Crsicken Outa Fuie foider
b R Etchangs O1A/2010 1924 File holder
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_’&_ﬁm_!' b Windows 17} Fde toicter v
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Fig. 4.15 Including a Folder to the Library.

On this screen you can locate the folder you want to include
in your library, say a Videos folder either on another partition
of your hard disc or additional hard disc, as shown above,
select it and tap or click on the Include folder button.

You can apply this procedure to other Libraries, such as
Documents, Music or Pictures. This is rather neat, | think!
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The Internet Explorer

To start Internet Explorer from the Desktop, tap or click its
icon @ on the Taskbar, while to start it from the Windows
Start screen, tap or click on its tile App pointed to in Fig. 5.1.

Either of these
two actions opens
the screen shown
in Fig. 5.2, which
displays a picture
with  bing (the
Internet  Search
Engine) ready for
you to enter your
query in its search
box.

Fig. 5.2 The Opening Explorer Screen.
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The Bing Home Page Hotspots

You might have noticed that on the bing Home page there
are small squares, called Hotspots which when you point to
them dnsplay information on cenaln aspects of the view, as
shown in Fig. 53 — a

The memorial here
i commemorates an attempt fo rather nice touch!
il Sy At the bottom of the
the Highlands? screen, which changes
" - its image daily, there is
== s ™ further information on

Fig. 5.3 The Wlndows Start Screen. the displayed npicture,

weather forecast and
what is popular now in the news, as shown in Fig. 5.4.

Fig. 5.4 Further Points of Interest.

The two arrows (top-right on the above screen dump) can be
used to go back to the previous day’s picture or forward to
the next day’s picture.

The Bing Search Preferences

On the top-right of bing’s Home screen you'll find the
Preferences [o] button. Touching with your finger or clicking
with the mouse, this button displays an Internet Explorer
screen similar to that in Fig. 5.5 on the next page.

Note: There is a lot on this Explorer screen
which you should open on your own monitor as
it is impossible to enlarge it any further on the
displayed screen dump. What is shown here is
for the General preferences for bing with other
screens available for Web, Search History and
Worldwide. Do look at all of these and make
any changes you need to, before using the
button to make them permanent.
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Fig. 5.5 The General Preferences Screen.

Searching the Web

In Fig. 5.6 below an enlarged bing search box is displayed.

I

O Show all @ Only from United Kingdom

bINg

Fig. 5.6 The Bing Search Box.

Note that you can specify that the results of your search
should come Only from the Unite Kingdom, if that is what
you want. However, before you type your query, have a look
at the very top of the screen, shown enlarged in Fig. 5.7 on
the next page.
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Fig. 5.7 The Top-left Bing Search Topics.

As you can see above, you can direct your search to
specifics, such as the WEB (the default), IMAGES, VIDEOS,
NEWS, etc. To search for pictures of Ely Cathedral, first
select IMAGES, then in the screen of endless images
displayed in Internet Explorer, type Ely Cathedral in the
Search box. The result is shown enlarged in Fig. 5.8 below.
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Fig. 5.8 Ely Cathedral in Pictures.

You can also search the VIDEOS option, where you'll find
some very interesting videos of the cathedral. Before some
videos start to play, an advert begins to display, which can be
unexpected and, therefore, rather confusing. Luckily, you are
given the choice to skip the advert.

If you exit Internet Explorer by starting another App,
because you wanted to, say, check your mail, then selecting
the Explorer tile again, will returned you to the exact screen
you were looking at before you left it. You will be forgiven if
you thought that there is no way out of this Web page!

To exit a Website, either type a new URL (Uniform
Resource Locator) of a Web page in the Address bar, or
grab the Explorer screen from the very top and drag it to the
bottom of the screen. This last move also exits the Explorer
all together. Next time you select its tile it will display bing.
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The Address Bar

There are many millions of Web pages to look at on the Web,
so where do you start? In Internet Explorer the Address bar
is where you type or paste, the address or URL of a Web
page you want to open.

For example, typing in the Address bar as shown in
Fig. 5.9 and tapping or clicking the Go to button will open
the list of books page on my personal Web site. Note that the
Go to button then changes to the Refresh button ¢ which
reloads the Web page shown in the Address bar when it is
tapped or clicked.

@ hitp://www.kantaris.com/noel/listhtm O v @ -

Fig. 5.9 The Address Bar.

The Address bar is the main way of opening new Web
pages when you know their URLs. A drop-down menu of the
most recent locations you have entered, can be opened by
tapping or clicking the arrowhead, the Autocomplete ~
button, at the right of the address box.

Explorer Buttons

The Internet Explorer is fully equipped with toolbars, which
have buttons you can tap or click to quickly carry out a
program function, as shown below in Fig. 5.10.

t Toon ieaip

S Pagev Seeye Toohe @ )

Menu Bar Home Button ' Tools Button |
Search Bar New Tab Favorites, Feed s & History Button

Fig. 5.10 The Internet Explorer Address Bar and Buttons.

It is possible to add several toolbars to the above display by
touching and holding or right-clicking on an empty part on the
top blue band of the above screen to display a drop-down
menu of Toolbar options shown in Fig. 5.11 overleaf.
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Explorer Toolbars

¥ [ Menu ber
Favorites bar
Command bar

Status bar

E Lock the toolbars

Show tabs on & separate row

Restore
Move
Size

- Minimize

o Maximize

x  Close AReF4

Fig. 5.11 The Toolbars List.

You can choose which
toolbars to display by tapping
or clicking the ones you want
to see. This places a tick
mark against the selected
toolbar. Tapping or clicking
again a selected toolbar,
deselects it.

Fig. 5.12 shows what you'll
see if all the toolbars on the
list were to be selected.

Fig. 5.12 Displaying All the Toolbars.

Tapping or clicking the down-arrowhead at Zomos .
the extreme right of the Status bar (at the |
bottom of Fig. 5.12), opens a menu of 150%
Zoom options, as shown here in Fig. 5.13. -

@ | 100% Cined
%
50%

Fig. 5.13 Zoom Options. R o
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Most of the buttons on the Address bar and other toolbars
are pretty self-explanatory. Those on the Address bar have
the following functions:

Button Function

e Back Displays the previous page viewed.
If there isn't one this is ‘greyed out'.

° Forward Displays the next page on the
History list.

= Autocomplete Opens a drop-down menu of the
autocomplete address bar pages.

4 Compatibility Improves the display of Web sites
designed for older browsers.

¢ Refresh Brings a fresh copy of the current

) Web page to the viewer.

s Stop Halts any on-line transfer of data.

£ Search Searches for the text typed into the
Search box.

Compatibility Mode

You may find that Internet Explorer 10 does not render
some older Web pages correctly. One of my online banking
sites for example has some problems with pagination. To
resolve these types of problem, just tap or click the
Compatibility View 4 button at the right end of the
Address bar. This displays the Web site as it would be if
viewed in a previous version of Internet Explorer, and
usually corrects display problems like misaligned text,
images, or text boxes.

This only affects the Web site that was active when you
select the Compatibility View button, other sites open at the
same time will still use normal Explorer functionality.

The Compatibility View = button only seems to appear
on the Address bar when it may be needed, so as time goes
by and Web developers bring their sites up to ‘scratch’ you
probably won't see it very often!
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The Menu Bar

The Menu bar is located below the Address bar (see
Fig. 5.12). It displays sub-menus when one of its menu
options (File, Edit, View, Favorites, Tools or Help) is
selected. Fig. 5.14 shows the sub-menu of Help and what
displays if you select the About Internet Explorer option.

Iinternet

g e— I ——n

Fig. 5.14 The Internet Options Dialogue Box.

Most of the Menu bar options are fairly self-explanatory, so |
leave you to investigate them by yourself. The only option
that merits deliberation in some detail is Favorites, to be
discussed shortly.

The Command Bar

The Command bar, below the Menu toolbar (see Fig. 5.14),
has the following default buttons:

Button Function

n Home Displays your specified home page,
with a Microsoft page as the
default.

-E.'! Feeds View Feeds on the open Web site.

If a feed is not detected the colour
of the icon remains grey.

Read Mail Opens your mail client so that you
can read your e-mail messages.



- Print
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Safety «

Tools =

“ Help

The Favorites Bar

The Internet Explorer

Prints the open Web page, or
frame, using the current print
settings.

Opens a menu that allows you to
open a new window, save the
current page, send it or a link to
send it by e-mail to a recipient,
zoom the page, or change the text
size on it.

Displays a drop-down menu that
allows you to delete the browsing
History, browse in private, see the
privacy policy of Web pages, turn
on the SmartScreen Filter so that
unsafe Web sites can be reported,
and activate Windows Update.

Displays a drop-down menu that
allows you to diagnose connection
problems, reopen the last browsing
session, manage pop-ups, specify
your Internet options, and generally
control how Explorer works.

Opens a drop-down menu giving
quick access to Help topics.

The Favorites bar has the following buttons:

Button

»

Favorites

Add to

Function

Opens the Favorites Center from
which you can choose the

Favorites, Feeds or History bars.

Adds a favourite site to the
Favorites bar.

In addition, there are links to suggested Microsoft Web sites.
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Favorites

Using Favorites (Bookmarks), is an easy way to save Web
page addresses for future use. It's much easier to select a

i Add to Faverites... ~ LE
—— I = :

5 MEDIA £
4 Micresolk Websibes

b MSDE Wehwites

4 Windens Live

£ 141 Intewmet L3d

£ Tdeyshop.com - Onfine Sere

@ Adube Systewns UK

£ ADSL guide

£ ALCS Copyngiut fees

€ stesDivect insurance -

Fig. 5.15 Favorites.

. Fimamciel Links I

page from a sorted list, than to
manually type a URL address into
the Address field. You don't have
to remember the address and are
less likely to make a typing error!

With Internet Explorer your
Favorites are kept in the
Favorites Center, shown in
Fig. 5.15, opened by clicking the
W Fmerites | button.

To keep the list open in a
separate pane, you click the Pin
the Favorites Center [# button.
To close it again, click its Close *
button.

Adding a Favorite — There are several ways to add a

Favorite to your list:

One way is to click the Add to Favorites # button to add
the address of the Web page you are viewing to a
Favorites bar which displays to the right of the Add to
Favorites & button. Another way is to touch and hold or
right-click the Web page you are viewing and select Add
to Favorites from the drop-down menu. This opens the
Add a Favorite dialogue box (Fig. 5.16) in which you can
give the new Favorite a name, and choose a folder to put
it in. Then just tap or click the Add button to finish.

. Add s Favorte
" i the webgage 8 ptevomte To pccese vou beioeer et the
Favorten Corter

Cmsten . Fouories

v N folier

[ 2 ][ coce

Fig. 5.16 The Add a Favorite Box.
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Browsing History

Internet Explorer stores details of all the Web pages and
fles you view on your hard disc, and places temporary

(Favedtes | Foads| Hestory |

T —

T 3 Weeks Ago
E 2 Weeks Ago
T Last Week
E Mondasy

| Tuesday

E Wednesdey
FE Thursday

i Today

16 bbc (www.bbc.co.uk)
£} google (www.google.co....

€ metoffice (www.metoffi.. |

£) news.bbc (news bbe.co..
() news.google (news.goog...
sesrch.bbc (w-dl.bb(._c..
Fig. 5.17 Web
Browsing History.

pointers to them in a folder. To return
to these in the future, tap or click the
View History tab in the Favorites
Center, to open the History list shown
in Fig. 5.17.

In this list you can see what Web
sites you visited in the last 3 weeks.
Tapping or clicking a listed site opens
links to the individual Web pages you
went to. Selecting any of these will
open the page again.

The length of time history items are
kept on your hard disc can be set by
using the Tools button and selecting
Internet Options to open the tabbed
dialogue box shown in Fig. 5.18.
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e e section, pointed to

[FE—— here, opens an

additional dialogue box
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the number of days
that History files are
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999) in the History

Browsang hetory
Dl teroorey e, et coobes. vt s, nd e tab. To delete all
[ Drlete trowpng ratory on et history items click the
- — Delete button in the
sovesrce “ Internet Options box,
Goe | ispope || twb || sy which will release the

hard disc space used.
E

Fig. 5.18 General Internet Options.
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Web Feeds

Web feeds (feeds for short) are usually used for news and
blogs and contain frequently updated content published by a
Web site. You can use feeds if you want updates to a Web
site to be automatically downloaded to your PC.

When you visit a Web page that contains feeds, the grey
Feeds button & on the Internet Explorer toolbar changes to
orange B). To look at the feeds, click
the feed symbol B). To get content  88cNews-uk
automatically downloaded to your — [ouimNessie et
computer, you will need to subscribe st poeost it R
to the feed. This is very easy to do, K08 U Wniowon o
and doesn’t cost anything! JuSt  your computer and can be viewsd i
tapping or clicking a Subscribe to  fereSsewmdote
this feed link, like that shown in .. . .

Fig. 5.19, opens the Subscribe to

this Feed box shown in Fig. 5.20. Fig. 5.19 Subscribing

T et e 1o 2 oo Feed.

o eoniemee s tamimscsosos | Clicking the Subscribe
SEN P i D button adds the feed to

Nome | EESESENNG J the ‘Common Feed
Owio: |5 Fondh ) [ Mo tokier List' in the Favorites
[ Addto Favortes Bar Center, and updated

¥hat s 2 Foad? Sscbe | | Cancel information from the
& feed will be

et b sty b B8 automatically  down-
loaded to your

Fig. 5.20 Subscribe to this Feed Box. computer for viewing in
Internet Explorer.

All your subscribed feeds will be listed in the Feeds section of
the Favorites Center. Selecting an item in the Feeds list,
shown in Fig. 5.21, will open it
in the main Explorer pane so
= addomones v | YOU Can keep up to date.

Favorites | Feeds | History

The Big Biog
Fig. 5.21 Feeds List.
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Tabbed Browsing

With tabbed browsing you can open several Web sites in one
Explorer window each in its own tab, and switch between
them by clicking on their tab. To create a new tab, tap or click
the New Tab icon ¥, pointed to in Fig. 5.22, immediately to
the right of the existing tabs.

Fle Ed¢ View Favorites Tooks ieip

Fig. 5.22 Creating a New Tab.

0 -cl@eing

Selecting the New Tab icon, displays the same address in
the Address bar which you'll have to replace with a new
address.

Fle €t Voew Fovord® Yook Hep
x @-[a-

% @) The Kantans’ Home Page .

8, Opeons =
@ > Poge- Sdayv Toohv @<«

? Help & Hom-to = D) Scan for Spywere [

-8 -
Fig. 5.23 The New Blank Page Tab.

Next, tap or click the entry in the Address bar to select it,
then simply type a new Web address, or use the Favcrites
button [ or select Favorites from the Menu bar and open
one of your Favorites.

Pop-up Blockes
SemartScreen Filter
Manage sdd-ons

-w::“' = ——— Explorer 10 has an InPrivate
hp_m%’g_d' restc | Brow§ing mode. opened by
Trackng Prosection. selecting Tools in the Menu
Lt bar, as shown in Fig. 5.24. This
i connection problerms. . 3 -
Reopen st broading sesion opens a new window with
s en b iScrees information about the InPrivate
View downiesds e}

mode and also informs you that
it has been turned on. You can
now safely browse without

; . leaving any traces. Just closing
Compatibiity View sertings the InPrivate window returns
:umwm'«*- you to standard mode.

eed discovery »

Windows Update

£12 developer tooks Fig. 5.24 The Tools Menu Bar

Intemnet options

Options.
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Saving and Opening a Group of Tabs

To save a group of tabs so that you can open the pages
again, do the following: Open the Web sites you want to
save, maybe ones with a common theme. Tap or click the
Favorites & button to open the Favorites Center, then click
the down-arrow by the Add to Favorites ! button, and
select Add Current Tabs to Favorites from the drop-down
list.

In the displayed dialogue box give a name to the folder to
contain the selected Web sites — | called it Best Buys,
(Fig. 5.25) and click the Add button.

Add Tabs lo Favorites

Type # folder name for the open Labs you
Tyvortes. To sccess your favortes. wl

LIV

Fig. 5.25 The Add Tabs to Favorites Box.

To open a group of tabs, click the Favorites | button, select
the group folder you want to open (see Fig. 5.26), and either
click the arrow to the right of the folder name %) to open all
the tabbed sites in the group, or tap/click the folder to display
all the Web sites in it and select one of them.

: I BestBuys 2|
7 Tdayshop.com - Online Store

| [ Fight booking, hotels and car hire... |

| [E] avto Trader X |

' 2| Nature's Best Supplements |

| & UK Resiways Route Meps & Tickets

Flg 5 26 Opening a Group of Tabs.
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Changing your Search Engine

You could change which Internet search engine you are
using, if you are not happy with bing. For example, to change
to Google, type www.google.co.uk in the Address bar (see
Fig. 5.27) and either press the Enter key on the keyboard or
tap/click the Go to = button to the right of the Address bar
to open Google's UK search page, as shown in Fig. 5.27.

Y cr— TERESREENA B L Sowm ©

BB @ tome e o B

Fig. 5.27 The Google Internet Browser.

To make Google your
default search engine, click

s "N the Tools E icon (also
File g pointed to at the top-right
Zoom (100%) ’ corner in Fig. 5.28), to
Sefety ’ open the Tools menu
i e 1 St Nt shown here in Fig. 5.28.
S abid From here click the
Internet options entry to

SRR open the multi-tab dialogue
FiZdaShptriies box shown in Fig. 5.29 on
Go to pinned sibes the next page.
 Intemet options A

Zbout Intemet Explorer Fig. 5.28 The Tools Menu.
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| General [ seuty | Privacy | Content | Conmectons | Programs | Advanced

@ To create home page tabs, type each address on its own ine.

linttp: /v bing.com

O Start with tabs from the last session
@ Start with home page
Tabs

Change how webpages are displayed in tabs. Tabs

Delete temporary flles, history, cookies, saved passwords, and web
form information,

[[J Detete browsing history on exit

Fig. 5.29 The Internet Options Dialogue Box.

All 'you have to do now is replace the entry in the Home page
text box with www.google.co.uk/ and click the Use current
button, followed by the OK button. From now on, whenever
you tap or click on the Internet Explorer icon or tile, you will
be displaying the Google UK page.

Note: As this book is about Microsoft's Windows 8,
I'll continue with what is supplied with it. Therefore,
in what follows the bing search engine will be used.
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Getting Help

You can get help with Internet Explorer as well as with bing.

Internet Explorer Help

You can get help with Explorer by tapping or clicking the
Help [_] button at the extreme right of the Toolbar and
selecting the Internet Explorer Help entry from the
drop-down menu of options shown in Fig. 5.30.

r

1 @ v Page~w Safety~ Toolsvig'h{

‘ Intemet Explorer Help Fl

What's new in Internet Explorer 10

Onl
e Fig. 5.30 Getting Help with

About Internet Explorer Internet Explorer.

This displays the Internet Explorer Help screen shown in
Fig. 5.31 below.

Browse the web Windows & Wondwws AT

Fig. 5.31 The Internet Explorer Help Screen.

You can work your way through the items listed on the left of
the screen at your leisure. What is displayed first is the Get
Started option.
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Getting Help with Bing

You can get help with bing by activating the Help entry at the
bottom of a bing screen, highlighted in Fig. 5.32 below.

Fig. 5.32 The Bing Help Link.

This opens the BING HELP screen shown in Fig. 5.33 below
which lists several help topics and the ability to search for a
particular topic.

| BING HELP Search Bing Help O] |

Bing Halp Home > Ot Bl 1 D
Bing Help MEED LORE ANPwERS?
Got staried with Bing Poous your resutss Saeictiaitont |
Bing FAQ Use sdvanced search |
Tow Bing Videss Advanced ssarch epten
Tew Bing Shapping Advanced search heywerds
Tow Bing Nows
Pix 8 problom
Tour Bing Maps
T Bing Travel Search @dn't catun the cowact resuin
Sos Mmere teurs Fow o ne resty
Find information sheut ener mosangas on the
Usehdl fostures from Bing Web
{iet Gadrch supgestions Wy sems resulin hove boos resnoved
Sew your seerch histery Refersnce
Finad bnotart smwers - A
Explore the Bing homapege l_'-"’"__ =
Ducide wilh the halp of you Hands Country. ragion, and languega caces
Transiste search rosvlls.
Gat camh back for enling purcheses Learn sbout safety and privasy
Absut Micreesd privecy and secstly pelicy
i e How Bing dalivers soorch reauis
Search ene o How ade aliect Bing search ressits
Find produce online Block auplch webshes
See wmar reviews ot 3 glonce Rapert 5 concern about 5 result
e Papa Ty Suboml 3 udamask concem
i ol e Use your hoowmans 15 deloto agrch Mstory
Gat the et nows Protoct yournell bum malwere
Find wosiubiusom Romediste detected mabware
Find movie, product. snd company webales
= Wetmeotor tiotn

FTg_533 The B-ing Help Tc;pics Sc-:reen.

Perhaps you can get back to this page when you need help
with some topic. In the mean time you might like to take a
Tour from the comprehensive list available under Get
started with bing.
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The E-mail App

Windows 8 comes with a Mail App,
the tile of which is to be found at the
top-left corner of the Start screen. It is
a similar program to the one in
Windows Live Essentials. The App is
designed to work with Windows 8 and as long as you are
connected to the Internet and set up correctly, you can
communicate with others by e-mail wherever they are in the
world, all you need to know is their e-mail address. In this
chapter | look at Windows Mail, but you can also use another
program if you prefer

Connecting to Your Server

If you already have a Live mail account, then the Mail App
will detect it, if not, then when you start Mail for the first time,
you will be prompted to add one. You will need the
following information from the supplier of your e-mail
service:

« Your e-mail address and password

« The type of e-mail server to be used

« The address of the incoming and outgoing
e-mail servers you should use.

If the connection process does not start
automatically, use the Settings charm, pointed to in
Fig. 6.1, to display the Settings screen, the top-half
of which is shown in Fig. 6.2 on the next page.

Fig. 6.1 The Settings Charm.
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Next, select the Accounts option
pointed to in Fig. 6.2, to display Fig. 6.3.
Activating the Add an account option,
displays the screen shown in Fig. 6.4.

Fig. 6.3 Adding
an Account. =
Fig. 6.2 The g
Settings Menu. g O
As you can see in Fig. 6.4, you have P

a number of choices of Internet-
based accounts, but if you have an
Internet-based account that is not .

Fig. 6.4 The Add an
listed or you need to add an account N ° .
based on a Website, then you can
choose the Other Account option.

Account Options.

You can add all your different e-mail accounts by following
the same procedure so you can view them all from the same
window. Once your connection is established, opening the
Inbox will display any messages waiting in your mailbox, as
shown in Fig. 6.5 on the next page.

This shows the default layout of the Windows Mail screen,
which consists of the Folder Pane on the left, a Message
List in the centre and a Reading Pane on the right with a
Message header above it.

The Folder Pane contains the active mail folders, such as
Inbox, Drafts, Sent items, Outbox, Junk and Deleted
items. Tapping or clicking one of these, displays its contents
in the Message List. Selecting a message in the list, opens a
preview of it in the Reading Pane.
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p— ©00]

Sont from Live Mall 10 Website srddram.

{41

Bl

W | st

Fig. 6.5 The Windows Mail Screen.

To check your mail at any time, either swipe upwards from
the bottom of the screen or right-click the mouse to display
the dark blue band shown in the composite above which
allows you to access the tools shown on it. Activating the
Sync é button will automatically download your messages, if
you have a Broadband connection.

A Test E-mail Message

Before explaining in more detail other features of Windows
Mail, | will step through the procedure of sending a very
simple e-mail message. The best way to test out any
unfamiliar e-mail features is to send a test message to your
own e-mail address. This saves wasting somebody else’s
time, and the message can be checked very quickly. In fact,
this is what was done above.

To start, touch or click the New ® button at the top-right
corner of the screen shown in Fig. 6.5, to open the New
Message window, shown in Fig. 6.6 on the next page.

Type your own e-mail address in the To field, and a title for
the message in the Add a subject field which will form a
header for the message when it is received, so it helps to
show in a few words what the message is about.

6
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ErrrT R ]

A-.“‘-wttd*
St raem Wandan b

Fig. 6.6 Sending a Test Message.

Next, type your own text in the Add a message field as
shown above. Note that the moment a word (or several
words) are highlighted in the main message, a bar of tools
displays at the bottom of the screen which allow you to
enhance your text, change its colour, increase its font size,
add emoticons and much more. Finally, if you make mistakes
and want to delete the message, press the Delete (3 button
otherwise press the Send @ button.

By default, your message is placed in the Outbox folder
and sent immediately if you are on Broadband. When Mail
next checks for mail, it should find the message and
download it into your Inbox folder.

Note: The Bcc field and Priority
shown in Fig. 6.6 only display when
you activate the Show more option
which is usually to be found just
below the Cc field.

Cc in Fig. 6.6 stands for ‘carbon copy’. Anyone listed in the
Cc field of a message receives a copy of that message when
you send it. All other recipients of that message can see that
the person you designated as a Cc recipient received a copy
of the message.
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Bcc stands for ‘blind carbon copy’. Bcc recipients are
invisible to all the other recipients of the message (including
other Bcc recipients).

Activating the down arrow against the -
Priority field, displays the available options """
as shown in Fig. 6.7. You can change the
priority if you need to, but the default is [ .o
normally good enough.
Fig. 6.7.

Replying to a Message

When you receive an e-mail message that you want to reply
to, Mail makes it very easy to do. The reply address and the
new message subject fields are both added automatically for
you. Also, by default, the original message is quoted in the
reply window for you to edit as required.

With the message you want to reply to still Noply .
open, tap or click the Respond &) button to W
display the available options, shown in Fig. 6.8. As | *®¥*
you can see, you can Reply only to the person Forward
who sent you the message, or to all the people Fiq 6.8
who received the message. The Forward option is G E25
used to forward the message to another person
altogether, in which case you'll have to supply their e-mail
address.

Using E-mail Attachments

To add an attachment to an e-mail message, such as a photo
or work file, simply tap or click the
Attach @ button to be found in the
bar of tools when you either
highlight a word, swipe from the
bottom of the screen upwards or
right-click the mouse button. Doing
so displays what is shown here.

Fig. 6.9 Selecting Files.
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You can now browse your computer to find the item you want
to attach, including your libraries where you might have
saved documents or pictures. Below, selected photos in my
pictures library are shown in the process of being attached.

Fig. 6.10 Selecting Photos to Attach to a Message.

Having selected the photos you want to attach tap or click
the Attach button to complete the process. Your e-mail
should now look similar to the one shown in Fig. 6.11.

[ Noel Kantaris Pictures for you 6? Q)
SN | 3 .
H | E
=

Yo rright ke 10 see these pictures

St brom Windows Mad

Fig. 6.11 An E-mail Message with Attached Photos.

All you have to do now is send the e-mail, perhaps to
yourself, so you can see and check the result. In the screen
above you are also invited to send your pictures via SkyDrive
instead. More about this later.
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Receiving Attachments

Fig. 6.12 below, shows the e-mail you'll receive with its
attachments had you sent it to yourself.

—— | ryYr

el
-
S L led o Sy o

|
‘ Vo gt B 0 e s gmas-

Yt Garn W wat

-_Fig. 6.12 Received E-mail Message with Attached Photos.

The received message shows the (.jpg) pictures together
with their name (if already named) and size and you are
invited to download them. Having done so, you can tap or
click each picture in turn to open the Options menu as
shown in Fig. 6.13.

Pictures for you

You might like to see these pictures

Sent from Windows Meil

Fig. 6.13 Options to Open or Save Received Photos.

If you choose to Open, the picture will be displayed full
screen. You also have the choice to Open with a particular
program capable of editing the picture. Selecting Save, a
screen similar to that shown in Fig. 6.10 is displayed from
where you can choose to Go up should you want to choose a
place to save the attachment other that your Pictures library.

Obviously, trying to save a document rather than a picture,
Mail will attempt to save it to the Document library.
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Deleting Messages

Some e-mail messages you receive will be worth keeping,
but most will need deleting. From the Read Message window
you just tap or click the Delete () button to do this.

Whenever you delete a message it is actually moved to the
Deleted items folder. If ignored, this folder gets bigger and
bigger over time, so you need to check it frequently and
manually re-delete messages you will not need again.

Sending an E-mail to the Drafts Folder

If you decide that your e-mail is not complete yet and further
changes are needed before sending it, use the Save Draft I
button to be found on the bar of tools at the bottom of the
screen when you swipe the edge from the bottom of the
screen upwards or right-click the mouse button,

To complete the process, close the e-mail down by
activating the Close ® button and selecting to Save draft
from the displayed menu option.

This allows you to retrieve later the e-mail from the Drafts
folder for further editing prior to sending it off.

Summary of System Folders

Windows Mail has six folders which it always keeps intact
and will not let you delete. Most of these have been
discussed already, but here is a summary of their function.

* The Inbox folder holds all incoming messages.
Messages in the Inbox folder can be moved or copied
into any other folder except the Outbox folder.

* The Outbox folder holds messages that have been
prepared but not yet transmitted. As soon as the
messages are sent they are automatically removed to
the Sent items folder.
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« The Sent items folder holds messages that have
been transmitted. You can then decide whether to ‘file’
copies of these messages, or whether to delete them.
Messages in the Sent items folder can be moved or
copied into any of the other folders except the Outbox
folder.

» The Deleted items folder holds messages that have
been deleted and placed in there as a safety feature.
Messages in the Deleted items folder can be moved
or copied into any of the other folders, except the
Outbox folder.

« The Drafts folder is used to hold a message you
closed down without sending by selecting the Save
Draft toolbar button, then the menu option when you
try to close it. Messages in the Drafts folder cannot be
moved or copied into any of the other folders. Simply
tap or click such a message to open it, edit it, and
then send it.

* The Junk folder (also referred to as Spam by some
e-mail accounts) is designed to catch unsolicited
e-mail messages.

Printing Messages

Occasionally you might receive an important e-mail
message that you would like to print and file for safe
keeping. This is easy with Windows 8, once you are
shown how to do it.

First, display the e-mail you want to print on your
computer's screen, then activate the Charms bar
and tap or click Devices which opens its window
and displays the printers available to you, as shown
in Fig. 6.14 on the next page. Your screen will most
certainly look different, but it is assumed here that
the printer you want to use is connected to your
computer and switched on. It is also assumed that
what you display on your screen is the actual e-mail
message, not a screen in Internet Explorer
associated with the e-mail.




| it
Kantaris We.

i
.

R

Fig. 6.14 The Message and Devices Options.

All you have to do to print the e-mail message is to tap or
click on the printer of your choice to display a screen similar
to that in Fig. 6.15. Tapping or clicking on the Print button
starts the process.

Fig. 6.15 The Printer Options.
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The People App

Windows Mail lets you create and
keep a list of People (called ‘contacts’
in previous versions of Windows) to
store details such as the names,
addresses, phone numbers, and
e-mail addresses of all those you communicate with most.

If you have upgraded to Windows 8, your ‘contacts’ would
have automatically been transferred across, but if you have
installed Windows 8 onto a partition, then your People list will
contain only the contacts you have added or imported into the
program from mail accounts you add to Windows Mail. If you
add Live Mail or Gmail into Windows Mail, then the
‘contacts’ list associated with these services will be
tansported across.

If all is well, selecting the People App on the Start screen,
should change your screen to one similar to that in Fig. 6.16.

Fig. 6.16 The Windows People List.

In Fig. 6.16, only a small part of the People App’s content, is
shown, but to preserve anonymity, all surnames have been
removed from the above screen.

@® People :
HM H}‘lc-‘:

o e = I
g = e < P "> > i
i Hkn H(‘ Hm HQUIE
| What's new L; H"‘ i H{ﬂq
> R n* =
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You can add a new person’s details by first swiping upwards
from the bottom of the screen (or right-clicking with the
mouse) to reveal the Tools bar at the bottom of the screen,
then selecting the Add [ button to display the screen shown
in Fig. 6.17 below.

New contact ‘

(OL |

® s

@ e

Fig. 6.17 Adding a New Contact.

You can select either account from the drop down menu:;
Live Mail or Gmail, because the information will be
synchronised and it will display in the People App's content.
You can now enter the name, phone, and e-mail details for
your new contact. Personal information can be entered if you
have the time, or entered later by editing the contact's entry.

To edit or delete a contact, tap it or double-click it to open it
in its own screen, then swipe upwards or right-click to reveal
the Tools bar at the bottom of the screen and select either
the Edit |4 button or the Delete [ button.

Unfortunately, there does not seem to be any facility for
adding photos of your contacts, as in earlier versions,
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To send a new message from your People list, open their

entry in the People list, as shown in Fig. 6.18, and tap or click

the Send email (s) button

: to open a pre- -addressed

® Adrian \ New Message windcw in
Contact Mail.

@ Sodemas One rather nice touch

v here is that, if you have
entered an address for a
(7) top sadrens | person, tapping or
clicking the Map address
(® button, opens up a
map showing the
i ——— —— person's address, as
Fig. 6.18 Selecting a Mail Recipient. shown in Fig. 6.19 below.

0 Call mobile
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Fig. 6.19 A Contact s Address on a Map.

The screen above is shown in the Maps App, which will be
discussed in detail in Chapter 9.
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The Messaging App

Another way of keeping in touch is

m through the Messaging App. Tapping
or clicking its tile on the Start screen,

opens the screen shown in Fig. 6.20.

Messaging .
S = (PSS H
e —
| team Noel

Kantaris
e

O iy Facetmok friemh by conwCOng Yo
accounts

.1 Focetoos ety

oo, thanky

Fig. 6.20 The Opening Messaging Screen.
There is a welcoming message from the Windows team
letting know what you can do with Messaging. For example,

you can tap or click the Facebook icon to log on to your
account and chat with your friends.

Yoo combet whars sngunt

Fig. 6.21 The Opening Messaging Screen Showing Facebook.



Keeping in Touch

The Calendar App

The Windows 8 Start screen also
11 provides you with a Calendar tile

which when you tap or click, opens
the screen shown in Fig. 6.22.

November 2012

Iv
1
i
!

Fig. 6.22 The Live Mail Calendar.

Above, an entry was tapped or clicked to display the
message This is a recurring event and underneath Open
one or Open series. As a recurring event, there is obviously
a series of repeated events which you can choose to open so
that you can edit the entry, as shown in Fig. 6.23.

Details Remembrance Day

":-- v 1 Sumdiny v v

Start

How long

AN day -
Fig. 6.23

— Opening a
Calendar

Entry to Edit.
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Similarly, you can make a new entry in your calendar, by
tapping or clicking on a given day to display the screen
below. Here, the Show more link in Fig. 6.23 has been
activated, so more information is displayed, as shown in
Fig. 6.24

Details

|“ 'IQ“ viiam v I

? viie viim v

| [ |

10w v
"1
Cafendar
How oftn
Once v
Raminder
5 miudng v
S
(S v Fig. 6.24
wo s Entering a
bl { New
S Calendar
= Entry.

This provides you with all the scheduling tools you will ever
need. You can enter appointments, birthdays, or fix meetings
with other people and invite them to the meeting. It also
supports day, week and month views (see Fig. 6.25) and you
can have multiple, colour-coded calendars, making it easy to
keep schedules for work, family, school and hobbies, etc.

Fig. 6.25 The Toolbar of the Main Calendar Screen.

It is worth spending sometime exploring this excellent facility.



7
The SkyDrive Facility

Microsoft's SkyDrive is one of the best Web storage services
available. You get 7 GB free Web space to store you photos
and documents so you can access them from wherever you
happen to be. You can also invite other users to access your
files for sharing or editing shared documents.

Note: SkyDrive should be treated as
a means of sharing and accessing
files when away from your computer,
not as a secure place to store your
only copies of photos or other work!

SkyDrive is pre-installed on Windows 8 and has
its own tile on the Start menu, shown here.
Tapping or clicking this tile opens a screen similar
to that in Fig. 7.1.

Noel's SkyDrive v

C]

Fig. 7.1 The Initial SkyDrive Screen with Toolbar Active.
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In this case, SkyDrive shows some of the default folders
empty. To display the toolbar at the bottom of the screen, as
shown in Fig. 7.1, with relevant tool buttons to the work being
carried out at the time, either swipe upwards from the bottom
of the screen or click the right mouse button.

Creating a Folder on SkyDrive

You can create additional folders or sub-folders by tapping or
clicking the New Folder & button, which [
displays the box shown in Fig. 7.2, where | === x|
a name can be given for a new folder and |
created by tapping or clicking the Create Fig. 7.2 Creating
folder button. Once this is done, open the
newly created folder, as shown in Fig. 7.3
below, then use the Upload @ button to save files into it
either as an additional backup or because you might want to
access these files when away from home.

a New Folder.

®© iPad Book Files ~

Thws foider @ emoty (hooW Unioed end Pick sorme fes. and you'l B9 20ie 10 access the fles rom sywhee.

® @® &

8

Fig. 7.3 The Opened Newly Created Folder on SkyDrive.

It is important to open the folder into which you want to
upload the files, otherwise they might be uploaded to a
different folder! Once you activate the Upload @ button,
Windows allows you access to the files on your computer so
you can select the files you want by tapping or clicking them,
then using the Add to SkyDrive button (it only appears on
the toolbar after you start selecting files) to begin the process
of uploading, as shown in Fig. 7.4 on the next page.
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Fig. 7.4 Selecting Required Files to Upload.

Tapping or clicking the down arrow next to Files, pointed to
at the top of the screen in Fig. 7.4, displays a list of possible
places on your hard drive for you to choose from. Selecting
Computer, allows you to get to files on your hard disc which,
in this example, were chosen specifically because they were
very large in size, ranging from 13.2 to 226 MB. As you tap or
click on such files, a tick mark appears next to their entry and
a thumbnail is added at the bottom of the screen. Activating
the Add to SkyDrive button at the bottom of the screen, also
pointed to in Fig. 7.4, starts the uploading process.

The time taken to upload files depends on the speed of
your Broadband connection and the size and number of files
selected, so be patient as it could take some time!

Note: Also be aware that there is a limit
to the maximum size of a file that you
are allowed to upload. If your files are
larger than 100 MB (this might increase
later), it is advisable that you either split
them, Zip them or turn them into a PDF
type before uploading.

Files larger than 100 MB will not upload, but produce an error
as discussed next.
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In fact, | had to experiment to find out the maximum size of
file that would upload, with the result shown in Fig. 7.5 below.

e mpoges |
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Fig. 7.5 The Upload and Rejected Files.

The result of the experiment showed all files below 100 MB in
size uploaded correctly, but all files above 100 MB were
rejected. It was necessary to experiment, because
information on the Internet persistently gave the maximum
allowable file size as 50 MB which clearly is not the case.

Using the Shared Folder

The Shared folder on SkyDrive is used for sharing photos
and other document files with friends or family. To start, go to
SkyDrive, then:

* Tap or click the Shared folder to open it.

* Swipe upwards from the bottom edge of the screen or
right-click to open the Tools bar.

e Tap or click the Upload @ button.

* If you want to upload photos, select Pictures (refer to
Fig. 7.4) which allows you to get to your photos on
your hard disc.

* Select the photos you want to share, then tap or click
the Add to SkyDrive button at the bottom of the
screen.

The selected pictures are uploaded into the Shared folder.
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Fig. 7.6 below, shows the contents of the Shared folder on
my SkyDrive.

® Shared ~
B
-
"
-
-

s " D ® @
Fig. 7.6 The Contents of Shared Folder on SkyDrive.

Tapping or clicking the Thumbnails @ button, changes the
display to that in Fig. 7.7.

® Shared -

2y

(o 3

Fig. 7.7 The Contents of Shared Folder Displayed as Thumbnails.

You can now return 1o the display of Fig. 7.6 by tapping or
clicking the Details @ button once more.

4
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SkyDrive App and Desktop Application

Microsoft has changed and integrated SkyDrive for use with
Windows 8 and these changes will be applied to users of
Windows 7 and Vista. The idea behind this is that you use
SkyDrive as the place in which to hold your documents,
photos, etc., and allow your PC, tablet and phone running the
Windows 8 Modern interface to synchronise with SkyDrive.

What this means is that you can access your documents
no matter where you are, on any of your devices. Any
changes you make to a file on any of your devices is applied
to your SkyDrive file.

The SkyDrive App that ships with Windows 8, is a mobile
App which you can use to view and change the contents of
SkyDrive, but only if you are connected to the Internet. In
other words, it only provides a live view of the contents of
SkyDrive. If you are not connected to the Internet, you
cannot see the contents of your SkyDrive.

In contrast, the desktop SkyDrive for Windows 8, allows
you to create new files, edit them, etc., while you are
disconnected from the Internet, but replicate these changes
to the SkyDrive, when you connect next time. This is
achieved through the automatic creation of a SkyDrive folder
on you PC, as shown in Fig. 7.8 below. If the Desktop App is
not on your computer, you can download it for free from:

http://windows.microsoft.com/en-GB/skydrive/download
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Fig. 7.8 The SkyDrive Folder on your PC.
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Note: Since Windows RT does not allow the
installation of external programs, the Desktop
application for SkyDrive, cannot be download
as described on the previous page.

Zipping Files
You can use the Desktop App of SkyDrive to zip files prior to
uploading them to SkyDrive. You do this as follows:

» Start File Explorer and go to a place on your hard
disc were you can select a large file to upload, as
shown in the example in Fig. 7.9.
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Fig. 7.9 Selecting Large Files on your PC.

* In the Share tab, activate the Zip option pointed to in
Fig. 7.9 above.

* The selected file (which is almost 120 MB in size) will
be zipped in a folder using the same name.

In Fig. 7.11 on the next page, you can see a drag and drop
operation using the File Explorer. To be able to carry out this
operation, you'll need to open two File Explorer windows as
discussed next.
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First, start File Explorer and locate SkyDrive on your Folder
List, then open the Documents folder on your SkyDrive.
Next, size the Documents window to something similar to
that on the right of Fig. 7.11.
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b g

4 ST Wendows  Eploined
i 000 eing tox Pud 3

J OTI Windvas § Explainad
§ rovs

| ®od Zipyet Bosk s

| Wndoms T aplened

§ rors

4 SUTI Windoas § Exploinsd
4 DR O AS TR 1§
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o Unpan iy gurigroms fowm insktber
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Fig. 7.10 The

Right-click File
Explorer Menu.

Now, touch and hold or right-click the
File Explorer icon on the Task bar and
select the File Explorer, pointed to on
the displayed menu in Fig. 7.10. This is
the only way to open two File Explorer
windows on the screen at the same
time. Next, size and move the newly
opened window next to the SkyDrive
Documents window and locate the file
you want to upload on your hard disc. In
this case, the zipped file has
compressed to just over 20 MB. Finally,
drag the zipped file from the left window
and drop it in the Documents window,
as shown in Fig. 7.11 below.
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Fig. 7.11 Dragging and Dropping a Zipped File into the Documents

Folder of SkyDrive.

Finally, revert to the Windows 8 mobile App to see the zipped
file, as shown in Fig. 7.12 on the next page.
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. @ Documents v on Noel's SkyDrive 1item

IPad_003 Mail and Safari
i €51 P 19.8 MB.

" Fig. 7.12 The Zipped File on SkyDrive.

Tapping or clicking such a file opens it in the desktop version
of SkyDrive from where you can retrieve the original file
provided your PC has the program that created the original
file installed.

A zipped file cannot be opened on the SkyDrive mobile
App of Windows 8, so perhaps the moral of the story here is
that you should avoid creating files larger that 100 MB, if you
want to access them from mobile devices!

Uploading a PDF File

If you have a very large file and you want to be able to refer
to it on a mobile device, but you haven't got to edit it, then
perhaps the best solution is to convert the file to PDF format
and upload that version.

For example, a book with a total size of 900 MB, can be
reduced to just under 35 MB when converted to PDF format.
That size file can then be uploaded using either the drag and
drop desktop method described on the previous page, or the
mobile SkyDrive App method described at the beginning of
this chapter. The result is the same in the end, as shown in
Fig. 7.13 on the next page.

Taping or clicking such a file opens it for you to examine,
as shown on a mobile device in Fig. 7.14 also shown on the
next page.

As you can see from the screen dump in Fig. 7.14, the
mobile device in this case is an iPad (as seen at the top-left
corner of the screen dump).
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Fig. 7.13 The PDF File on SkyDrive.

Using the New iPad

About this Book

Using the New iPad was wrilten o help users gat to gnips
with the iPao, released by Apple in 2012, ususlly refarred to
as the iPad third-generation or simply the iPad. The book will
also help Windows PC users to make the transition to the
iPad in as short a ime as possible

The new iPad is a very weli-constructed light product with
an exceptional display (2048 x 1536 pixels, which Is 4 times
that of iPad 2), reacting very well to finger-touch commands,
and @ battery that lasts a good 10 hours, unlike that of a PC
laptop. You can aisc use @ micro SIM, 1o use tha iPad whiie
away from your Wi-Fl at home or at & hot spot. You can
browse the Internet, sand and receive e-mail messages with
attachmants or send text messages from a Wi-Fi connection
to other iPad or iPhone users without charge.

Sa, whather you are an #Pad owner who wouid fike 16 know
a lot more what you can do with your iPad, which Apps are
more appropriate for a given situation, or @ Windows PC user
who would like to own the new iPad with all the advantages
that come with it then this is the book for you.

You might aiready know that Apple and Microsoft don't see
eye (0 eye. So, all lhe documentation available for the iPad
{(Apple does nol supply a user guide with the IPad) is hardly
of any use to 8 Windows PC user,

Fig. 7.14 The Opened SkyDrive PDF File on a Mobile Device.
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As we have seen earlier, in Windows 8 you can use either
the File Explorer on the Desktop to navigate to the
Libraries which point to the Pictures, Videos and Music
folders or use the tiles provided on the Start screen which
are used by mobile users (meaning mainly tablet users).

The Desktop Pictures Library

Window 8 in its Desktop mode provides a library for your
photos, called the Pictures library. It is the default location for
saving pictures and importing them from your digital camera.

Libeary Tools | Picture Tools

Home  Share  View Manage Manage - @
x - N [§oven - Hlserecan
L > 4 {Reoa Select none
Move Delete Rename W Propemes
ol o ol I @ rstony  @Binvent setection
@! v 1+ @)+ Libanes » Pictures
3 Favootes
H Desitop
m Downiosds
¥, Recent places AttheArch  Autumn Lesves Beachd!
G SkyDrrve
"q177
* G Uibraries g‘
> [} Documents ) . e
. J Music " o
hm,“ Boat in rives By the nves Cezanne-
lleryPlaver
i Videos e
# o} Homegroup
Noel Kartaris
68nems  Stote B Shaced  Library includes: 2 locations

Fig. 8.1 Digital Photographs in the Pictures Folder.

| put most images | like in this folder, but keep my personal
photos in sub-folders in another location on my hard drive.
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The Picture Tools

As you can see in Fig. 8.1, the Ribbon tools are mostly
greyed out until a picture is selected. When that is done, then
you can Delete the selected picture, Rename it, Move it,

Copy it, etc.

Home Share View

Rotate Rotete Slide Set ey

Librery Toots | Picture Tools

£\ 5§ g =

Fig. 8.2 shows the
tools available to
you on the Ribbon
when a picture is

Manage Manage

ett  dght show background 1 selected and the
@ > I e = Picture Tools
N button is tapped or
& Fovorits - clicked. You can
Z:L'Z‘.’:,d, ‘ E now Rotate the
Recert places D amenen s | Selected picture to
% SiyDiive i the left or right, Set
. it as background, or
‘@T::::;.,... - start a Slide show.
[ 3
: :A:‘:t" Bost in river Brittany Other Ribbon
Fig. 8.2 Picture Tools. g?,t;?';s alloge)'l:;;g

pictures with friends and family, as was discussed earlier. It
might be worth spending some time here, going through the
various Toolbar options, to discover for yourself what is

available.

The Windows Photo Viewer

To see a larger view of a picture, double-tap or double-click it
to open it in the Windows Photo Viewer, as shown in
Fig. 8.4 on the next page.

Open
i Pant
Photo Gallery |
L} Photos
B Movie Miker

i

l Choose Program...

Fig. 8.3 Program
Options.

The Toolbar at the top of the
Windows Photo Viewer, offers File
options to Make a Copy or Delete a
photo, Print or Order Prints, Burn a
selection of photos to a data disc or
use any of the listed programs in
Fig. 8.3 to Open a photo for viewing
or possibly editing.
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Fig. 8.4 The Windows Photo Viewer.

You can use the controls at the bottom of the Viewer to
navigate through the current folder, view the pictures in your
folder as a slide show, zoom in or out, rotate the image, and
delete it from your hard disc.

Printing Photos

Selecting a picture in the Viewer and clicking the Print option
in the Share tab, displays the window shown below.

e LS

How do you want 1o print your pictures?
Prrter Pepes uza: Qualiy: Paow type: P
P Photosmant CAVOD sevies v As &' 800 % 500 dots per nch v | Plewi PIOW .
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b
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Fig. 8.5 The Print Pictures Window.
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From here you can select the Printer to be used, Paper size,
Quality of print, Paper Type and a variety of layouts for your
pictures. All you have to do then is click the Print button.

The Photo App

Clicking the Photos tile on the
Start screen, displays the screen
shown in Fig. 8.6 below. Do note,
however, that the picture on the
Photos App tile shown to the left,

| changes because the photos in the
Pictures I|brary are shown as a live slide show, therefore
what is shown here is bound to be different for you.

Fig. 8.6 Location of Photos for the Mobile User.

As you can see from the above display, all possible locations
for photos are listed. The two main ones are the Pictures
library and SkyDrive, while the other two, Facebook and
Flickr, you can choose to Hide if your don't use these
facilities. The Devices option allows you to fetch photos from
attached devices or other computers on your network.

Next, tapping or clicking the photo in the Pictures library,
displays a new enlarged screen, as shown in Fig. 8.7 on the
next page.
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Fig. 8.7 The Contents of the Pictures Library.

To reveal the options shown at the bottom of the above
screen, either swipe upwards from the bottom of the screen
or right-click. The options allow you to Select or Delete
photos and start a Slide show. Another important option
available here is to Import pictures from a camera.

Cﬁtﬁg Photos from a Camera

There are many ways to import pictures from vour digital
camera (or phone) to your
computer. Windows 8 makes
the job extremely simple.

Choose a device to

import from Once you have taken some
- photos, connect the camera
yOu don't see your device listed. make sure

your device is tumed on and connected to (or phone) to your computer

your PC.

4 with the appropriate USB
n = cable, switch the device on
and tap or click the Import
option in Fig. 8.7 to reveal the
screen shown in Fig. 8.8.
Selecting the Portable
Device, displays Fig. 8.9
shown on the next page.

PombieDev\ceE‘

Fig. 8.8 Available Devices.
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Fig. 8.9 Importing Pictures from a Portable Device.

Tapping or clicking the Import button pointed to above, starts
importing the photos from your device into the Pictures
folder. You can tell that this is so by the number of increased
pictures now available in the Pictures library, as shown in
Fig. 8.10.

Fig. 8.10 The Increased Number of Photos in the Pictures Library.

The number of photos available in the Pictures library has
increased from 68 to 156. | did take rather a lot of photos on
my holiday last summer!

If you now tap or click the encircled right-arrowhead
pointed to in Fig. 8.10 above, a collage of your photos
displays on your screen, as shown for my photo collection in
Fig. 8.11 on the next page.
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e

Fig. 8.11 A Collage of Imported Pictures.

By default, a new folder appears in the Pictures library and
given a name made up from the date the pictures were
imported, like 2012-11-03 in this case. You can see this by
using the File Explorer on Windows 8 Desktop to look at the
content of the Pictures library as shown here in Fig. 8.12.

Each photo in

' '._“ Xab & the folder s
e T given a number
which depends
on your device.

S R Emem| o
e e ey — sl happy with this,
A iy l fine. If not you
= A RS | o speno o

8 L T ST while renaming
Qoo - h - the folder and
e emsoms e B et U ot ot =@ each picture.
Fig. 8.12 The Desktop Pictures Libraries If you are like
Contents.

me and you
don't import your photos into your computer often enough,
then this is the time to use the desktop File Explorer to
create new folders with appropriate names and sort your
photos now rather than later, as it is very easy to forget
where each photo was taken!
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Scanning Photos

To import the images from paper photographs or slides into
your computer you have to use a scanner. These are fairly
cheap these days, in fact many printers include the ability to
scan as well. To handle slides effectively though you need a
special slide and negative scanner, but be warned these are
not cheap!

Using the Windows Scan Facility

There are many ways to control a scanner using third party
software but Windows 8 comes with its own program called
Windows Scan, but you can only access it from the Control
Panel.

With your scanner properly installed and turned on,
you can open this program by tapping or clicking the
Desktop tile on the Start screen, then opening the
Charms bar shown in Fig. 8.13 and tapping or clicking
the Settings charm. This opens the screen in
Fig. 8.14 from which you can open the Control Panel
shown in Fig. 8.15. In the Control
Panel, tap or click the Devices and
Printers entry pointed to in
Fig. 8.15 below, to open a screen
similar to that shown in Fig. 8.16 on
the next page.

| e 8.13.
R .
c' s
a S pe—— ]
®
<% € Fig. 8.14 The
L= Settings Screen.

Fig. 8.15 The Control Panel Items.
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Fig. 8.16 The Devices and
Printers Screen.

From this menu of options you can
set the Scan Profiles and Scan
Properties and finally use the Start
scan option to open the screen

shown in Fig. 8.18.

Touch and hold or right-click
the default printer (which
happens to be an all-in-one
type) to open a menu of
options as shown in Fig. 8.17
below.

. Browse files »

Open

Open in new window

| See what's printing

.@ Set as default printer

| Printing preferences
Printer properfies
;hrt scan i
Scan profiles...

% Scan properties

I Create shortcut

| %) Remove device

Troubleshoot

Properties

Fig. 8.17 The Right-click
Menu.

It is assumed that
you have placed
your photo on the
scanner before
using the Preview
option so that you
can limit the actual
scan to the correct
size by dragging the

handles of the
cropping tool.
Having done so,

Fig. 8.18 The Preview of the Scanned
Photo.

you can use the
Scan button to start
the actual scan,

after which the screen shown in Fig. 8.19 is displayed.
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On this screen you
1 new photo or video was found can choose to

© Ao, sogenins, and oy Rums 0 import Review or Import
O mpant st now ams o E the scanned photo
? before  pressing

i N the Next button.

Accepting the
P [_we | | default setting and
pressing the Next
button,  displays
the screen shown
in Fig. 8.20 where you can enter a name, add a tag, etc.,
before finally importing it into its own folder available to the
Pictures library.

Select the groups you want to import

1 itam selected i 1 group

Fig. 8.19 The Import Pictures and Videos
Screen.

Your picturas and videos s grouped by dete and time. Each group will be seved to s different folder.
[ Sadoct o8

Enear 2 name
| @ 10/302012, 5:26 M
k< Add tags

¥

Fig. 8.20 The Import Pictures and Videos Screen.

The Windows Scan facility is not particularly intuitive, but it is
easy enough to work with once you find out how to do it. The
folder created and available to the Pictures library is similar
to that created when you import pictures from a camera.
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The Desktop Videos Library

In its Desktop mode, Windows 8 provides a library for your

videos, called the Videos library. It

is the default location for

saving videos you might have received as attachments to
e-mail messages, or imported from your video recorder.

Library Tools | Vioeo Took

fome  Share  View  Manage Py
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(& Paste shostas towoer
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Fig. 8.21 The Videos Folder.

The Video Tools

In Fig. 8.21 above, the Ribbon tools are mostly greyed out

l.uy?oen Wideo Tools
Manasge Pay

X =P

Move Copy Deiete Rename
e to- -

Home Share View

} Y

C Past oy
ooy e
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e ¢t B Libraries » Videos

®
ﬁ' Favortes

g Dewnlcads
g_ lxulph(u

T Lbranes
[ Documents
JMU«
[ Pictures
B videos

untii  a video is
selected as shown in
Fig. 8.22. When that is

done, then you can
Delete the selected
video, Rename it

Move it, Copy it, etc,,
while other Ribbon
options allow you to
Share selected videos.

Fig. 8.22 Video Tools.
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The Windows Video App

To start a video playing, double-tap or double-click it to open
itin the Windows Video App, as shown in Fig. 8.23 below.

Fig. 8.23 The Windows Video App.

If you now revert to the Start screen of

b e Windows 8, you'll see that the Video tile
displays the name of the last video you
(3 played. In your case this is bound to be

different, unless you have also named your
video Georgina! Tapping or clicking the Video
tile, displays a screen, part of which is shown in Fig. 8.24.

@ xbox video

spotlight

i
Fig. 8.24 Part of the Contents of the Video App.
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On the left of the screen in Fig. 8.24 shown on the previous
page, all the videos available to the Videos library are
displayed (you will have to swipe with your finger to the right
from the left edge of the screen or use the left arrow key on
the keyboard to reveal them), while to the right of the screen
thumbnails of videos, films or TV shows are displayed. When
you tap or click one of these, a small window opens giving
details of each item and giving you the opportunity to either
purchase or rent a DVD or watch a trailer.

The Desktop Music Library

In its Desktop mode, Windows 8 provides a library for your
music, called the Music library. It is the default location for
saving music you might have downloaded, or imported from a
CD.

Libreey Took | Music Tools
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B Videos v < >
Jaems  1emselected  State: B Sharnd  Libeary mcludes: 2 locaticns “or=

Fig. 8.25 The Music Folder.

The Music Tools

In Fig. 8.25 above, the Ribbon tools are mostly greyed out,
just as they are for the other Library folders until a music
folder or track is selected. When that is done, then you can
Delete the selected music folder or track, Rename it, Move
it, Copy it, etc., while other Ribbon options allow you to
Share selected music with your HomeGroup.
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The Windows Music App

To start a music track playing, double-tap or double-click it to
open it in the Windows Music App, as shown in Fig. 8.26
below.

Fig. 8.26 The Windows Music App.

If you now revert to the Start screen of
Windows 8 and tap or click the Music tile, it
displays a screen similar to that in Fig. 8.27
below.
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To reveal the music in the Music library, swipe with your
finger to the right from the left edge of the screen or press the
left arrow key on the keyboard. It is even possible to find out
the history associated with the group of musicians whose
music you are playing at the time, as shown in Fig. 8.28.

Fig. 8.28 Biographical Information of Musicians.

To the right of the screen in Fig. 8.27 (see previous page),
thumbnails of CD music covers are displayed. When you tap
or click one of these, a small window opens giving details of
the item and also giving you the opportunity to either buy the
CD or play a music track, but for that to happen you must join
the xbox music fraternity, as shown in Fig. 8.29 below.

% xbox music

Fig. 8.29 The Xbox Sign-in Screen.
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The Xbox Player

Joining xbox requires you to give your date of birth (month
and day - it seems to know the year)! Having done so and
accepting certain conditions, you are given an xbox user
gamertag’, as shown in Fig. 8.30.

Welcome to Xbox

Fig. 8.30 The Xbox Welcome Screen.

Once you join xbox, you can listen to music tracks, as can be
seen, but not heard, in Fig. 8.31.

% xbox music

now playing

Fig. 8.31 Playing an Xbox Music Track.

There is a lot more to xbox music playing, but I'm sure you'll
be able to discover everything there is to know by yourself.
Have fun!
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| hope you love maps as much as | do,
because this chapter is dedicate to them. Bing
Maps help you to see a 2D view of the world in
Road view, Aerial view, Bird’'s eye view,

: Streetside view and finally a 3D view. There
are also Venue maps which provide a way of seeing the
layout of a venue. You can use Bing Maps to plan your
holiday, search for locations and addresses, find local
services, get driving or walking directions, or just to enjoy
looking at maps in their various views.

Bing Maps are available all over the world and its satellite
imagery covers the entire planet, but at varying levels of
resolution. You can approach Bing Maps either from the
Desktop or by activating the Maps tile on the Start screen.

Bing Maps is an example of ‘cloud computing’ as you view
maps in a Web browser and everything is downloaded from
the Internet. The maps load quickly, especially if a reasonably
fast Broadband connection is available, otherwise a little
patience might be needed!

The Desktop Bing Maps Environment

Once your browser is open you can open Bing Maps in one
of two ways. You can type www.bing.com/maps into the
Address bar of your browser and press the Enter key, or you
can tap or click the Maps link in the Bing Navigation bar of
any Bing page, as shown in Fig. 9.1 below.

MAPS

Fig. 9.1 The Bing Navigation Bar.
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With either of these methods the opening screen should look
like that in Fig. 9.2 below.
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Fig. 8.2 The Opening Screen for the UK Bing Maps.

You can now type a location, such as clifton bristol followed
by map, to get a screen similar to that in Fig. 9.3 below.
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Fig. 9.3 A Search Screen for the UK Bing Maps Using a Location.

Tapping or clicking the Zoom link within the black oblong
above, allows you to zoom in or out to see more or less detail
of the area, while the Directions link changes the contents of
the left panel in Fig. 9.3 so that you can type information for
directions — more about this shortly.
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Map Views

Depending on your location, there are different map views
available in Bing Maps. These are controlled by the links at
the top the map area, as shown in Fig. 9.2. When the mouse
pointer hovers over the down-arrowheads of these two links,
it displays other links, as shown in Fig. 9.4.

| Road - Bird's eye - Traffic 5 : Road = Bedseye <5 Trafic | |
{b - i Burrd's eye |
Roz | ™Y worts - ¢ A befter anghe of aenial pholugrapiry
A standard road mal J g |
I N (o
' :e"al lock e above
Getaded om e
| W London Street Map
" Detailed maps for Greater L andon Igm tabets
< * Ordnance Survey Map
: ( Maps for outdoor iife
[ Automatic Fig. 9.4 The Road and Bird's
Switches to the best map stvle as you zoom Eye Links in Blng Maps

You tap or click these links to change between the available
views. In general, these links have the following effect:

Road — Displays a traditional style of map with a depiction
of roads, borders, rivers, parks and lakes, etc.

Bird’s eye — Displays aerial imagery of the same area. To
show road and street names, select Labels on its
drop-down options. The displayed images are not current
and their quality depends on the locality.

Traffic — Displays visual traffic data for motorways and
major trunk roads.

Ordnance Survey — This link on the drop-down Roads
options in Fig. 9.4, displays Ordnance Survey Maps of
the area. You'll need to zoom in or use a magnifying glass
to see details!

Perhaps it might be worthwhile spending some time here to
see the effect of all these links — far too many to give precise
description of their effect. Experimenting in this case is by far
the best way of finding out for yourself.

9
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Searching for a Location

If you want to find details of a particular location you just

search for it. This is a bing program after all! You can search

for an address, city, town, airport, county, country or

continent by typing details in the Search box and tapping or

clicking the Search button, as shown below.

OING | stives comawal o) J
— - i |
Fig. 9.5 Entering a Search Address.

The result of this search is shown in Fig. 9.6 below. Bing
jumped to a map of the Cornish town, placed a ‘marker’ on it
and showed the search result in text in the left pane of the
display.
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Fig. 9.6 The Result of a Search for a Town in Ordnance Survey
Map View.

For specific addresses, entering them in the form of
Address, town, post code usually gives the best results.
You can also search for geographic features such as parks,
mountains, lakes, etc., in the same way.

As shown in Fig. 9.6, the left pane can display a selection
of Nearby options based on the current map location.
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Tapping or clicking the Restaurants link displays a whole list
of restaurants with their addresses and numerical markers
showing their location on the map, as shown in Fig. 9.7.

e amcry e wars  mws  locM  mOm
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Fig. 9.7 The Result of a Search in Ordnance Survey View.

To revert to the previous view, tap or dlick the ( X) icon that
appears just outside the top left corner of the map. Now you
can look up other ‘nearby’ options.

Searching for Services

No matter where you are in the country, you can use Bing
Maps to find the nearest business, educational or
amusement service. Enter the appropriate words, followed by
the words in or near, and the town, city or other location in
the Search box. For example, typing galleries in st ives
cornwall in the Search box and selecting Bird’'s eye view,
displays the screen in Fig. 9.8, shown on the next page,
when you tap or click the Search button.
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Bing shows the results of the search in the left panel and a
map of the area in the right panel, with markers linked to the
results. You can now choose the gallery nearest the beach
where you would like to spend the rest of the day!

br\g peleries in ot ives comwall P e

Fig. 9.8 The Result of a Search for Galleries.

If you now tap or click a
marker, either alongside an
entry in the left panel or on
the map, an info window
opens with details of that
facility, as shown in Fig. 9.9.

Fig. 9.9 The Info Window.

Navigating the Map Area

With Bing Maps you can change what shows in the map
viewing area in two dimensions. You can pan the map (move
it across the screen at the same scale), and you can zoom it
in (to see a smaller area in more detail) or out (to see a larger
area with less detail). You can navigate around a map using
either your finger, the mouse or the supplied Navigation
controls shown at the top-right corner in Fig. 9.8 above.

Using your finger to move around a map by simply
touching the map and moving your finger in the direction you
want to go. To zoom out you just place two fingers on the
map and bring them together in a pinch movement and to
zoom in you spread your fingers outwards (see Appendix A).
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Using the mouse can also execute all the necessary
operations easily and quickly. For example, to pan the map,
just hold the left mouse button down to change the mouse
pointer to a hand & which you use to drag the map around
the screen. To zoom, just roll the mouse wheel away from
you to zoom in, and towards you to zoom out. The zoom will
centre on the pointer location on the map.

With these actions (fingers or mouse) you can almost
instantly zoom out to view the whole Earth, as shown in
Fig. 9.10, then move the pointer to a new location and zoom
in again to the scale you need. You can also centre and
zoom in on a location, by double-tapping or double-clicking it
on the map.

Fig. 9.10 An Aerial View of the Whole Earth.

To pan the map, you use a finger or point with your mouse
and left-click, then drag the map to move it to the direction
you want to go.

You can use the two Navigation controls to zoom in on
the centre of the map, and (@] to zoom out.

If you prefer using the keyboard, you can zoom in and out
with the + and — keys. You can pan left <, right <, up ¥, and
down & with the arrow keys. The choice is yours!
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Getting Directions

There are several ways in Bing Maps to get directions from
one location to another. You can type a from-to statement
into the search field, such as from st ives cornwall to
oxford, and tap or click the Search button; you can tap or
click the Directions link, enter a starting and ending location
and tap or click the Go button or get directions from an info
window (see Fig. 9.6).

The first method actually completes the operation as if you
had used the second method, as shown in Fig. 9.11 below.
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Fig. 9.11 Getting Driving Directions.

The program defaults to giving driving directions and the

¥ e « recommended route appears on the

B map as a blue line with green and red
‘):.f_._.:.::g-._ markers at either end as shown in
o o= Fig. 9.11 above. Bing Maps gives a

R e total distance, as shown on the left
P oo s panel of Fig. 9.11 and suggests

suitable routes in its detailed
numbered directions (you might have

Y ;i-::ub-,mmm-
Wy

mmemamwanme | 10 SCroll down to see these), part of
R which is shown in Fig. 9.12.
Arve ol Otord, Ouon

Fig. 9.12 The Suggested Route.
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If you tap or click on a route section in the left panel, an
enlarged map opens, as shown in Fig. 9.13.
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Fig. 9.13 Street View Information for a Section.

The Bird’s eye view of the above map is worth seeing, as
displayed below in Fig. 9.14.

o010

Fig. 9.14 Bird’'s Eye View for a Section of the Map.
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When you study the proposed route on the map you may find
you want to alter it. That's no problem with Bing Maps. You
can just drag a point on the blue directions line to any
location on the map. As an example, | decided to take the
scenic route to Oxford, as shown in Fig. 9.15, but doing so
has increased the journey time by 1 hour from the originally
suggested route, even though it is 1 mile less!
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Fig. 9.15 The Scenic Route.

Public Transport

Depending on where you are, the Public Transport feature
of Bing Maps may let you map your trip using train, bus and
coach transport. If transit information is available when you
search for directions between start and end locations in Bing
Maps, the Public Transport option Q will appear under the
Directions option, as in Fig. 9.16 below.

S Dala, V.5 XD
AQ Q8 901

Fig. 9.16 A Set of Public Transport Directions in Road View.
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The times of departure of the various methods of public
transport are given in the left panel. Again you'll have to scroll
down to see these. To plan your trip in the future, click the
down-arrowheads and select a new date and time.

This feature could be very useful, but untit much better
coverage is available in the UK you would be best using it
with care.

Walking for Charity

If you really want to walk from St. lves, Cornwall to Oxford,
then you might as well do it for charity. The map below gives
you precise directions. It will only take 79 hours and 5
minutes. Some brisk walk!
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Fig. 9.17 Walking the Distance in Road View.

However, since the last Windows 8 update, instead of getting
the above instructions, you get the message:

Walking directions are not available for a route of
this length. Try driving directions instead.

Obviously someone who does not believe in walking for
charity has decided that to walk this distance is rather
unhealthy (unless you use the driving directions and walk on
the motorway instead)! If you change the destination from
Oxford to Clifton, Bristol, the program accepts this as a
reasonable distance to walk, a mere 178.2 miles, taking 57
hours and 22 minutes. | wonder who measured this walk so
precisely!
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Printing Bing Maps

You can print both Road view maps and Bird’s eye view
maps with their direction information in Bing Maps. With the
map area you want to print on the screen, tap or click the
Print @ icon at the top right of the map area to display an
additional screen in which you can choose to print the Map
and text, Map only or Text only. With the first option, under
the main map you also get detailed maps of the start and end
destinations of your choice, even though these do not display
on the screen - only the directions appear on the preview
screen. Fig. 9.18 shows a scanned display of the printout.

Route: 186.7 mi, 3 hr 26 min
Dusty Peverporou
[ worn e Birmingham w
Wotartend o Cavemry
r— e Stratiord e Aven Mitton
: \ Keyres
crr b et Vegyr  Coueamer Chlisntom

= “Sweud Catont
Apeens e S Aven

ke Cansilt A
freee . 3 %

R

- " wout Souanatan ™

e

# 3°T Vomoshk Copnmu- g 823 Vemen
0203 e [$ 4 7]

Fig.9.18 Scannec; Directi;)r; Maps.
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Streetside View

If you tap or click the Streetside view | icon at the top
* of the map area, the cursor changes to a blue ‘Peg

Man' as shown here, with the map itself displaying blue
areas within which a Streetside view is available (Fig. 9.19).
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qu 9 19 Available Streetsnde View Area Coverage.

Europe, for the present, has only four areas in the UK and
two in France. The moment you move the ‘Peg Man' to one
of these areas the screen changes to that of Fig. 9.20.
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Fig. 9.20 The Microsoft Silveriight Installation
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Tapping or clicking the Start the map app, the Silverlight
App is installed within half a minute and the screen changes
to one similar to that in Fig. 9.21.
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[ fomassmn B Doy @ = om/ Dormmmy Povemary Qoo o Pt 5oe A Wiwv o wmprs. £08 WS G D @ ¢ e me wm- @ |

- R —

Fig. 9.21 A Streetside View Display.

To use the Streetside view effectively, it is best to exit the
above view, then use bing to search for a known address.

For example, let us search for the Streetside view of
Royal York Crescent in Clifton, Bristol. To achieve this, do the
following:

« Start Maps in Internet Explorer.

* Type the search criteria given above in bing and tap
or click the search button.

» When the road map of the area is displayed on your
screen, press the Search o button.

* When bing finds the location, press the Streetside
View icon to change the pointer to the blue ‘Peg
Man’.

Placing this on the desired location displays the screen
shown in Fig. 9.22 on the next page.
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Fig. 9.22 A Streetside View of the Royal York Crescent in Clifton.

There are several things to remember when you display a
location in Streetside view. These are:

To move to a required position on
a street, drag the street to the
focus in the small preview window
at the top-right corner of the
display, not the other way round.

v
To change the viewing direction -
use the curved arrows on the

navigation control.

To zoom in or out, tap or click the @ or @ buttons.

As you move the mouse pointer within
Streetside view, you'll notice that the
'Peg Man' changes its stance; upright

when you are following a road or pointing right
or left. Tapping or clicking the latter, moves
what you see in the direction pointed by the
‘Peg Man’.

Sometimes the pointer changes to a magnifying
glass with either a + or a - sign on it. Tapping or
clicking such a pointer zooms you in or out.
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Again, the only way of getting familiar with Streetside view is
by trying to use it and experimenting with the pointer.

Once you have found the area you want to explore with
Streetside view, tap or click the Enter full screen mode
button to view a larger Streetside view area. To return
Streetside view to its previous size, tap or click the Exit full
screen mode EJ button.

To exit Streetside view, tap of click the e putton
which returns you to Road view.

To see some really spectacular photos of the Royal York
Crescent, use bing to search for it, then tap or click the BING
APP pointed to in Fig. 9.23.

WEB IMAGE $ L S NEWS
bumg royal york crescent clifton bristol p
Fig. 9.23 About to Install the Bing App.

After accepting to install this App, the collage of photos
shown in Fig. 9.24 appers on your screen.

Fig. 9.24 A Collage of Streetside View Photos of The Royal York
Crescent in Clifton, Bristol.

What is shown above is only the first page of several pages
of these photos!
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Sharing Maps

if you tap or click the link pointed to in Fig. 9.25 at the top of
the bing Maps main window (you might have to increase the
width of the window to see it), you can e-mail the current map
or directions to a friend or colleague.

Fig. 9.25 The Share Link.

This Share button when clicked displays the small window
shown in Fig. 9.26.

— — — — From here you can

Share this map * | either have a copy
R | of the URL inserted
Prettresn *| in the body of an
mo ke L A e-mail  message
EMEED 4 A WEBPAGE |  when you click the
v I0="magviewsr"><lirame d="map" scroling="no" width="S0U" haight=""08¢" send button, or
Cony Costoinios and proview copy and paste the

Oy copring vk cote. you 29res 19 S terma of wos. HTML code to
- -— : embed the current
Fig. 9.26 The Link Window. map into a Web

page. You can then
either e-mail directly to a friend, or make the information
available in Facebook or Twitter.

Traffic View

Bing Maps has an exciting feature, that provides traffic data
for the motorways and major A roads in England, Scotland,
and parts of Europe.

In Fig. 9.27 on the next page, | show the Road map view of
a specific area, Clifton in Bristol, so that you can compare this
map with the Traffic version of the same area.

Whatever map view you are in, if you tap or click the
Traffic link, the parts of motorways and trunk roads that are
subject to traffic hold ups will be overlayed with colour, as
shown in Fig. 9.28, also shown on the next page.
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Fig. 9.28 Traffic View Around Clifton.

If your route shows red, it's stop-and-go for you, while green
means it is probably clear, as shown here. This is a very
good feature when you are about 10  sow Fast s senass
start your journey, but not so good if you

are driving at the time, unless you have a tablet device with
you! The map was updated only 10 min ago from writing.

When you are finished, click the Traffic link again to
deselect it and turn off the feature.
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The Ma_ps App

If you tap or click the Maps App tile on the Windows 8 Start
screen, what displays first on your screen is a map of your
location (if you have given your permission to be located).
Swipping upwards from the bottom of the screen or
right-clicking, displays the bing Toolbar at the bottom of the
screen, as shown in Fig. 9.29.

ong > ® ® ©@ ® ©

Fig. 9.29 The Bing Toolbar.

From here, you can Add a pin to the map, Show traffic,
choose a Map style, display My location, obtain Directions
and Find places or services.

If you tap or click on Map style, you'll see that the choice is
confined to either Road view or Aerial view, while the
Directions tool opens a window on the
top-right of the map screen as shown
here in Fig. 9.30. Note that the
program remembers the destinations
you used when using bing from the
Desktop. The only difference is that
the starting point of your journey is
assumed to be from your current
location, although you can easily Fig. 9.30 The
change this.

Directions Window.
A similar window is displayed if you
tap or click Find on the toolbar, which also includes a list of
suggested places taken from previous use of bing. If you
type, say King's College Cambridge, you are told to refine
your search. However, if you first search for University
Cambridge, then tap or click the Find tool once more, but
now type King’s College, you are taken to the correct place.

In Fig. 9.31 overleaf, King’s College is displayed on Aerial
View, but zoomed in so that its features are shown very
clearly. Try it for yourself.
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Fig. 9.31 Aerial View of King's College Cambridge.

To change the view to Traffic, you must first zoom out before
the App can display what you want. You cannot print anything
from within this App, but you can go to the Desktop version
of bing and get to the same display as the above before
printing. Strangely enough, searching for King's College
Cambridge on bing's Desktop version, finds the location
instantly!

As usual, the only way to find out how this App works is to
try it. Have fun!
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News, Finance & Weather

The News App

These days every newspaper and other

E news source has a Web site showing a

continuously updated online version of

- its news and story contents. We all like
to know what is happening and where.

Windows 8 goes one step further, it shows live content of
news continuously as it happens as shown in Fig. 10.1
below.

Hague blames Hamas for Gaza’Cetsis
with Israel

Fig. 10.1 The Top Story in Today’s News.

Although it is possible to use bing to search for news, it is not
as satisfying visually as using the News App, so it is not
worth spending time on it.
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News Layout

You can swipe to the left or use the right cursor key on the
keyboard to see more sections under headings like
Headlines, UK, World, Entertainment, Business and
Sport. In other words, everything to keep you occupied for
quite a long time.

Each section has several topics within it, as shown in
Fig. 10.2.

BING DAILY
UK »

Britain could intervene
in Syria as Cameron
considers no-fly zone
c THE THUGRAPH

David Cameron is discussing possibie

military action In Syria ot the Notionsl
Security Council.

Travellers hit by anti-austerity
strike
‘/‘ PRISS ASSOCMATION

Polling day shambles for coalition
climate change policy
m THE GUARDIAN

Lavt Updatos 1322

Fig. 10.2 Topics within a Section of Today’s News.

Reward of £10k
offered after deadly
house fire

‘ SHY NEWS

Up to £10,000 is being offered to heip
catch whoever was responsible for

houss fire which killed six members of
the same family.

b

Defence chief General
attacks Armed Forces
cuts

c T TILIGRAPH

Sir David Richards says cuts have left

Armed Forces unable to carry out all
tasks miresters demand Of them.

Kent police officers
arrested over crime
statistics

m THE GRARDIAN

Five officers questioned in inquiry into
dllegedt practice of persuading prisoners

10 admit to unsolved crimes 1o meet
detection targets.

Cameron urged to boycott summit
'/ PRESS ASSOCIATION

As you can see the last update was about 10 minutes ago
from the time of writing this sentence, so you do get the very
up-to-date news.

As the mouse pointer passes over a topic, lines around the
topic indicate that if you left-click, the full story of that
particular topic will display. Touching a topic with a finger,
also opens the topic in full screen.

Once a topic is selected, swiping upwards from the bottom
of the screen or right-clicking the mouse, displays options as
shown in Fig. 10.3 on the next page.
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Fig. 10.3 Cptior;s within Today’s News.

The tools at the bottom of the screen, allow you to change
the Text style and Text size, go to the Previous article or to
the Next article.

News from Specific Sources

At the top of the screen, second row, are icons to Featured
articles from specific sources. These icons appear at the top
of your screen whether you have selected a topic or not. To
see articles from, say, the Guardian, just tap or click the
theguardian icon, to display a screen similar to that in
Fig. 10.4 below.

@ BING DAILY

WORLD ¢

Cameron covsiders
arming Syrisn rebels

Check-in information

Hague blarves Hamas
for Gaza crsis with
Israel

‘o wn
L1 wahon

Travellers hit by anti- (e o Japan set to
vecona sy

austerlty strike elect seventh PB in six

% years
200 oty artes o tuzoe e Reward of 610k China's new leaders - D
sereces offered after deadly could have reform ::m":
house flre thrust upan them 10 retun e LEwrw bory
=
&

Rarriet Harman le3ds boycott over W18 110000 ¢ berg v Bresnen ot 18 Onid v e e
COUh wneer mat oapOneRe N3
Starbucks tax avoidance - = 4

W 11 s tomty

Obama #on with ‘it 8378

Gacase wll eh B great change e
newasders y

Fig. 10.4 Today's News from a Specific Source.
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News is ‘untouched by human hand’ as the stories, headlines
and photos you see on it are selected entirely by computer
algorithms, based on factors like how often and where a story
appears online. The grouping and ranking of stories depends
on such things as titles, text, and publication time.

The three icons at the
very top of the screen,
also shown here, have the
following functions:

* Touching or clicking the Bing Daily icon, displays the
screen that appears first when you tap or click the
News tile on the Start screen. It ‘Homes’ to the very
beginning of the News.

* Touching or clicking the Sources icon, displays a
screen similar to that in Fig. 10.5.

(€ sources

= e
aos ,\‘sf'\" \‘t ;
B-HEw  EEO

Al vme -~

- PEYDOE %8 w

Fig. 10.5 All the Available News Sources.

These are the sources from where you can select to obtain
news. For example, tapping or clicking on the BBC

News icon, displays everything available on this
source at the time, as shown in Fig. 10.6 on the

next page. Obviously this is not what you'll see,

because by the time you look at the BBC site the news would
have changed!
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Gaza crisis: Egyptians
back under-fire
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Fig. 10.6 Current News on the BBC.

Touching or clicking the My News icon, displays a

screen similar to that in Fig. 10.7

MY NEWS

MICROSOFT »

Analysis: New
Microsoft mantra after
Sinofsky - teamwork
oo

Afer nearty 1) yrars & the heim of the
‘word's largest software make, whach

st lounched 13 fest we- brand
comoutes, sourtes e the company

Microsoft CEO Balimer suggests
more hardware coming

ADD A SECTION

Microsoft serves up 60-

day trial version of
Cffice 2013

o s
People who want 10 Lske
‘ Office 2013 for 8 wpun
Whout Duywng Can NOw
Gownioad & 60-
evphsation sdbon. The
verson svadabre 15 the

Microsoft and Skype
gre dreaming up new

&d formats
P
lagRom Lo One has faced

Cuaenges m it extsting online ot
Csnent. whete the other 8 st getting
qoing. Now Macrosoft and i3 recenty-
Zuwed Skype are sefting out 1o prove

Fig. 10.7 The My News Content.

Add a sectlon

Microsoft provides this page as your first choice of My News
content, but as you can see, you can add to it by tapping or
clicking the icon with the + sign. Doing so displays the screen
in Fig. 10.8.

) =1 =1

Fig. 10.8 Adding

to the Content of My News.
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For example, if you type European News as your choice of
news and press the Add button, then a screen similar to that
in Fig. 10.9 will display.

®© ™y News
LUROPLAN NEWS » MICROSOFT «

— e
European Stocks Drop  Strikes s barometer of Microsoft's Windows
as Obama Holds Europe's austerity head, once a possible
Budget Talks tolerance Go le c CEQ, exits
= twopeen moces Acrose Euwrope oecoue AL
Sathned for 8 Ve day 9 kg 1B T streets 2 veteren Shaven Smotry
rienng 8 ham-monen ® exprees e anger
b o e Microsoft and Google
t vt vty Anancials coutd surface i
- & at trial
Europe's ‘op Chl’lslmas Burope tries to grab €2 5ba from Microsolt CEO Steve Bafimer
e
i Britain's EU rebate o artacks Android and Appie
o "
-
-
: Eurspean Tour Properties Microsoft in the post-Sinafeky era Microsoft CEC Steve Ballmer i
Ol rom clows B Ivitational Tournament staged at What 1 next? 10 bridge gap betwean 108 and
mo

Fig. 10.9 The Latest Content in My News.

If you want to remove a section of news, highlight it and use
the Remove & button also pointed to in Fig. 1€.10.

RELTERS FOX NEWS

= — e J e
European Stocks Drop Analysis: New Microsoft adds
as Obama Holds Sk Microsoft mantra after  selective sync to
Budget Talks Sinofsky + teamwork SkyDrive cloud starage
Return of Europe

““ = ""?_" ™ recession is bad news i
Prownes bovoch Ohema prevwrs for US.

by s g et e compeny o
EurOpess Yoocks U5 Futarsy MUTasoR CEO Nalimer ruggeets  Microso seres 7p 60 day tral
Drop Sofors Sudger Talks more hardwars remming of oot

Fig. 10.10 Removing a Section from the Content in My News,

This facility is extremely useful, as you customise exactly
what you want to see from the news of the day.
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The Finance App

If you have a financial or business
/\/'i interest in company stocks and shares,
i mutual funds and international currency
rates, then the Finance App will be

seful to you. If not, you can probably skip the rest of this
chapter. Windows 8's bing Finance offers an easy way to
search for share prices, mutual fund details and financial
information on publicly listed companies. All the things
pensions are made up from!

To access the bing Finance page, simply tap or click the
Finance tile on the Start screen to open the first screen with
the most recent news on finance, as shown in Fig. 10.11

BING FINANCE

=...1J’ S :'
it ) 1, - e . v
LN e
UK may never recover £66bn spent e
to rescue banks -

Fig. 10.11 Today's Bing Opening Finance Page.

The opening page should look similar to the one above, but
obviously with different content. To the right of the page
current topics under titles such as Market (you can see part
of this on the right of the screen above), Watchlist, News
and ‘Currencies’ Across the Market.

If you have obtained any quotes, these will be listed under
Watchlist. Fig. 10.12 on the next page, displays what
appears if you have not added to the list yet. You can add to
or remove from the suggested list.
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BING FINANCE To search for prices of

P o | mutual funds or stock

o w—_—)? p—— market  companies,

- g = = first tap or click the

— — ——— Add ® button to open

the screen in

| A a = 4 Fig. 10.13. Next, use

8A ek either their names or

® | their ticker symbols

b and start typing. Bing

xom o s o is very clever here

| with its Autosuggest
= feature.

Fig. 10.12 Items on Watchilist.

Add to Watchlist
[ ] [ ] (o]

Fig. 10.13 Adding to the Watchlist.

As you type in the first part of a name a list instantly appears
with suggestions on what you might be looking for, as shown
in Fig. 10.14 below. You just tap or click the option you want
in the list, the ticker symbol is automatically placed in the
Watchlist, and the home page changes to a detailed page of
data on the Company you searched for, as shown in
Fig. 10.15 on the next page.

r - — — . R— —

Add to Watchlist

Saint Gobain Oberiand AG
Saipem Spa London

Saipem Spa London

J Sainsvury PLC h London

Saint-Gobain London

Fig. 10.14 Autosuggestion.
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Company Summary

This gives an overview of the current UK financial situation of
the selected company, with access to the main news story on
the company displayed on the right of the screen of

Fig. 10.15.
' (®) SAINSBURY (J) PLC
£331802 Fme = R <=

R N L]
—a

-n

e
’ -
| e

- we  um  we ue - e ome
i ——— S
’ W Mest | i%em | 3% S g I

A e 17t 0K 121, Gl vt gt by

HEWS.

Sainsbury (J) Plc 28-
week Pre-tax Profit
Up

Sainsbury H Prowit
Rises Amid Strong
Growth In Non-feod

bhatatery g8 st et
- Somtaintt R
& =

ordrescamy
ot e

Fig. 10.15 SBRY Day Performance Chart.

Swiping to the left reveals screens which include summaries
on Key Statistics and Fund Ownership Trends, as shown

in Fig. 10.16 below.

(€) SAINSBURY (J) PLC
FUND OWNERSHIP TRENDS

Funds Fung Rating Buying/Seiing Trend
CF TY Int Equrty (Ebias) A Acc see @ Buyng
AEGON Europees Mix Fonds. e @ Seting
AEGON Wereidwiyd Aandelen Fands ke @ Seling
Optimum [bbotson Balances Grawth Plusy LT TR & Buyng
Optumum ibbotson Cons G Pl T2 T 2 @ Burng
Legal and General - L&G CAF UL bquitrack I e €@ Bupng
Pacworkd Track UK ae @ Selng
Smath & Withamson Enterpnse dund ehene € Bunrg
I Sman & Witlanmson UK Equity Gr Trust e € Burng
l HVIT intermational indes Tasst tae @ seiting

% Change
100.00%
99.85%
-926%

91.66%
86.35%
84.56%
81.96%
80.00%
75.00%

~7399%

I A3 Soempertd to hund's at portiom date

Fig. 10.16 Performance of Related Companies.
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Removing Companies from the Watchlist

To remove an entry from the Watchlist select it, then either
swipe from the bottom edge of the screen upwards or
right-click to reveal the Tools bar at the bottom of the screen
and tap or click the Remove [ button, as shown in
Fig. 10.17.

BING FINANCE

WATCHLIST »
SBRY tmeyathc | XOM
v A
MSFT F
v v
MMM me  GE
BA

; St

Fig. 10.17 Removing a Company from the Watchlist.

Market News

News stories on bing Finance are accessed by swiping left
to display the next screen from the Watchlist page. The
home page shows the Top stories for the Market generally,
as shown in Fig. 10.18.

BING FINANCE

WEwS -

Ikea ‘regrets’ using
forced prison labour

Bank lay-offs near UK home ownership at lowest
60,000 level since 1988

Fig. 10.18 Market News Home Page.
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Tracking Currencies and Commodities

Bing Finance offers data on how leading currencies are
performing against each other. You'll find a list of currencies
on Across the Market page (swipe left to the penultimate
screen) to display a page similar to that in Fig. 10.19.

BING FINANCE

ACROSS THE MARKET

W Corrpole s 159 B fuoerese 0.80
5 e 12918 I+l coorosiers 159
i 1.54 S 9.91
Gold e - Silver iy
== 1,713.80 0.00% = 32.29 9%
Crude ol : Natural gas
& s699 . A 379

Last Updated 17 November 2012 1713.00uotes delayed. Market dats by Mamingstar.

Fig. 10.19 Currencies and Price of Commodities.

Clicking on a link such as EURO €/GBP, displays a page of
current exchange rates for this and the other main financial

currencies, as shown in Fig. 10.20 on the next page.
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Fig. 10.20 Currency Exchange Rates and Conversion.

There is also a very useful currency converter at the bottom
left corner of the above page. Tapping or clicking its icon
displays the screen shown in Fig. 10.21.

Currency Converter

United Kingdom Pound £ v United States Dollar § v
1000.00 i 1588.54
1GBP = 1.5885 USD 1 USD = 0.6295 GBP

(3 converter

Fig. 10.21 The Currency Converter.

You can use the down-arrowheads to select from a list of
currencies which gives you an instant conversion rate.

* * *

Good luck using bing Finance, it certainly is quite
fascinating. One could spend hours trying to become a
millionaire, but be careful not to spend what you haven't got!
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The Weather App

These days the weather is an integral
part of news and finance. It certainly has
a profound effect on both of these, so |
decided to include it in this chapter.

Tapping or clicking the Weather App displays the following
screen.

CORNWALL, ENGLAND

BING WEATHER

Fig. 10.22 The Weather at your Locality.

The Weather App allows you to customise it and include
other localities, but to begin with it senses where you are, so
what is displayed when you first start it is related to your area.

As you can see from the opening screen, there are
additional screens which can be displayed by either swiping
to the left or using the slider with the mouse. The slider only
displays when your mouse pointer is placed near the bottom
of the screen.

Additional tools can be displayed on the screen by swiping
from the bottom edge of the screen upwards or right-clicking
with the mouse. The usual tools appear at the bottom of the
screen on the Toolbar, while at the top of the screen various
options are displayed, as shown in Fig. 10.23 on the next

page.
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Fig. 10.23 The Weather Toolbar and Options.

On the top of the screen you
can use the Places button
to open your Favourites. As
you can see, | have already
added an extra place by using
the @ button. In fact, the
buttons at the left of the
Toolbar at the bottom of the
screen only change to what
appears in Fig. 10.24 after you
have created an extra location
and tapped or clicked the
Current Location @] button.

(€ PLACES

FAVOURITES

Fig. 10.24 Items on Watchlist. Other Toolbar buttons can

be used on selected sites to
Remove them from Favourites, Pin to Start screen and
even change displayed temperatures from Celsius to
Fahrenheit.

A rather useful page in the Weather App gives you
Historical information on monthly temperatures, rainfall and
snow days, well worth examining these. Finally, if you are
interested in World Weather, you can look at it from the
comfort of your home by simply tapping or clicking the [}
button!
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Both Media Player and Media Center have been designed
to handle all your digital media content, such as digital music,
videos, photos, recorded TV shows and streamed Internet
media.

As you have seen earlier, media files are saved by default
to the Music and Video libraries automatically by the media
programs described here. The Media Player is available to
both Windows 8 and Windows 8 Pro, but not to Windows RT.

However, Microsoft has decided to remove DVD playback
from Windows 8, as the Operating System was primarily
designed for ultrabooks, tablets and hybrid PCs that lack
optical drives. So now Windows Media Player can only play
your music and your videos and display your pictures.

Note: f you want to play DVDs on your
computer's optical drive, you must download and
install Media Center which is only available to you
if you upgrade from Windows 8 to Windows 8 Pro
Pack, then apply to Microsoft for a product ‘key’ to
allow you to download and install Media Center
(free until 31/1/2013).

The Desktop Windows Media Player

: i The Desktop Windows Media Player is the main
media ‘workhorse’ in Windows 8. It has been
around for a few years now. It provides a
good-looking, intuitive and easy-to-use desktop

interface for you to play the digital media files stored on your
computer, or on CDs, or other external storage devices.
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You can organise your digital media collection, rip music from
your CDs to the computer and burn CDs of your favourite
music, so you can play them on your home system or in your
car.

It also lets you sync (synchronise) digital media files to a
large range of portable media devices (but not Apple iPods
and iPads unfortunately), and encourages you to shop for
digital media content online. In other words, with Media
Player you can play your audio and video material, view it,
organise it, or sync it, but not your DVDs.

Searching for the Media Player

By default, the Windows Media Player is not pinned on the
Taskbar, where it would be convenient to have it. So, the first
thing to do is find it using the Search charm, as shown in the
composite screen dump in Fig. 11.1 below.

Fig. 11.1 Searching for Media Player.

First, swipe from the right edge of the screen towards the left
or place the mouse pointer at the top-right corner of the
screen, to reveal the Charms bar, then tap or click the
Search charm as shown on the right of Fig. 11.1. This opens
a separate screen, shown on the left of the above display,
where you can type your search criteria.
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As you type, a number of
Apps appear on the screen
which reduce in number as
you continue typing.
Eventually the App you are
looking for is displayed on
the screen.

To pin this App on the
Taskbar, touch and hold or
right-click it to display the
options Toolbar at the
bottom of the screen, the left
part of which is shown in
Fig. 11.2. Next, tap or click

Flg 11.2 Flndlng an App the Pin to taskbar @
button to complete the
operation.

Starting Media Player

By default, tapping or clicking the Windows Media Player {3
button on the Taskbar will open the program.

Media Player displays many views onto your media, but if
you have a CD in your optical drive it might, when started,
look something similar to that in Fig. 11.3 below.
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Ll Money Mecey Money  B1Y ° e
L s08. it
Chuguatres it ]
Fomande 4
ot an
Gunnet Gamena! Garnen. -
L] Don Your Mother tnow 318
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B Teevoutormebm 29
LA 2
e

Fig. 11.3 A Player View of a Music CD.
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Ripping from Audio CDs

The tracks and songs on an inserted CD will not show in your
Library unless you ‘rip’ them from the CD. This is not as
destructive as it sounds. It simply means copying tracks from
the CD to the library on your computer’s hard disc, so that
you can listen to them whenever you want to.

The tracks ready to be ripped from the inserted audio CD
(see Fig. 11.3 on the previous page) display in the Details
pane with the album art and all the album tracks named and
selected ready to be copied to your library.

If the Media Player does not recognise the CD
m automatically it will show as an Unknown album. It

is usually easy to correct this by touching and
holding or right-clicking the default album artwork graphic
shown here and selecting the Find album info option. In this
case the artist's name and the album title are known and are
automatically inserted in the Search box (you might have to
type this information, if it isn’t picked up automatically), then
tap or click the Search button and hopefully select the correct
album from the list offered (Fig. 11.4)

Find album information -
1 i et aserescn mecrosoft com

Found 500+ Albumys) containing "My Dreams are Getting Batter Mike Nisbet & his Jazz Friends",

Gugtng nSormation Sansch
i [ Crnarm ove Getting Batiar Wi Minsat & o Jazz Frands X
M.‘H_ ~on
il et s g Joz Febonds s (30-) Alburrs (0
14 Trachs} Fronds
[ ™ Mire Musphy

- More. By

Frangy
Pad Farguses Jost Onchamios
10 Tracki)

0 Tracks
More.  Buy

— T Tolus You Ara. The Shoner Vou G0t

—— )

My Frinds Asa Going 1o Be Smangeny
Al the Rest Gisty s

11 Vonrbter Rk

Rasd he pecy ssmerd. ] [ anen |

Fig. 11.4 Finding Album Information for a CD.

Finally, after you have made the correct selection, tap or
click the Next button, check that the track information is
correct and select Finish to accept the info shown.
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By default, Windows Media Player rips fo .wma format with
CD quality encoding. This is good enough for me, but if you
want to change these settings click Rip settings on the
Button bar and choose More options.

If there are any tracks that you don’t want to rip, clear the
check box next to them (Fig. 11.3). When you are ready, click
the Rip CD # button on the Button bar to start the process.
You will be warned about licence requirements, etc., after
which ripping begins.

By default the selected tracks are copied to the Music
library on your PC with folders added and labelled with the
name of the artist or group.

™ ) While the ripping operation is in progress you
Pl can see exactly what is going on by looking at
the Rip status column. You can listen to the CD while you
are ripping it, so you needn’t get too bored. By the time you
listen to one track, the whole process would have completed.

To cancel ripping at any time, just tap or click the Stop rip
© button. Once you have done one CD you will find it very
easy to rip your whole collection.

Monitoring Folders

After removing the CD from optical drive, and restarting the
Media Player, it automatically searches the default folders
included in the libraries on your computer. If you ever change
the files in the Music, Pictures and Videos libraries, the
Media Player will automatically update what is available the
next time it starts up. To build your media library, you can
also include folders in the libraries from other locations on
your computer or external devices, such as portable hard
drives, or storage devices.

Player View Modes

Media Player lets you toggle between two main view modes.
The Player Library shown in Fig. 11.5 on the next page,
which gives you control of all the Player’s features, and a
Now Playing mode, shown in Fig. 11.6 also on the next
page, which gives a simplified view ideal for playback.
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Dy S e

Fig. 11.5 Parts of the Player Library Window.

- clEM| To move between these modes click
the Switch to Now Playing
button, or from the Media Player, the
Switch to Library B} button in the
upper-right corner pointed to in
Fig. 11.6.

Fig. 11.6 Now Playing Mode.

. When you tap or click an item, such as Music, in

At the Navigation pane it lists your media content in

: the Details pane. Tapping or clicking on Artist

will list your music files by artist and double-

tapping or double-clicking on a CD icon, lists the tracks on

that CD. Double-tapping or double-clicking on a track name
will start it playing in the Media Player.
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There are three different viewing options in % =
the Details pane, chosen from a drop- | e
down menu by tapping or clicking the arrow ™% bwanded e s
next to the View options button, shown = °**

here in Fig. 11.7, or by just tapping or Fig. 11.7 The
clicking the button itself repeatedly until you  View Options.
get the view you want. Do examine these

views to see which you prefer.

Searching a Library

When you want to find a specific artist, album title or song
name, you can simply type a search string in the Search box
as shown in Fig. 11.8. For example, typing help immediately
presents results of the search (top-half of Fig. 11.8) and
tapping or clicking on it, displays another screen with the
actual details (bottom-half of Fig. 11.8) naming the Beatles
album and the track number in this example.
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Figi 11.gSe_arching for Specific Mus-ic.

Double-tapping or double-clicking on the track number plays
the song. It is that simple!

The Playback Controls are always visible at the bottom of
the Player Library and their functions are similar to a normal
CD player. In any case, you can always find out what each
control button does by lightly touching it or hovering the
mouse pointer over it — its function appears in a text pop-up.
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Using Playlists

A Playlist is a saved list of media items (such as songs)
which appears in your Library on the left side in the
T Navigation pane. Creating,
} saving and editing Media Player
| s Ao Playlists of your favourite tracks
Unsaved fist | is very easy. You do it in the List
> pane shown in Fig. 11.9 which is
opened when you tap or click

the Play tab.

“"”"""E * If there are items in the list,

use Clear list to remove them.

Drag items here To name a new Playlist tap or

T e click the Unsaved list text item
pointed to in Fig. 11.9, type a

name, say Favourites, and click
Fig. 11.9 List Pane. the Save list button. You should
do this whenever you make

changes. To add songs to the Playlist find them in your
Player Library and just drag and drop them into the new list.

Play Burn Sync |

Once you have songs in your Playlist, you can move them
about and edit them by touching and holding or right-clicking
and choosing Remove from list or Move up or Move down.
You can also reorder them by dragging and dropping them
within the list.

For more options, click the List options [Z= button in the
top-right corner of the List pane. From here, you can sort
your list according to attributes such as artist name, title,
album and length. This is similar to sorting songs by columns.
Using Shuffle list rearranges the items in your Playlist in a

random order. T S omm
Once you have |g=5 77>, Ty
created and | e - » FltuEpen ey
saved a list it | gz -~ D = ]
shows in the |..=~  &¢ ——
Playlists item in = y -

the Navigation | == % =
pane, as shown - : =
in Fig. 11.10. Fig. 11.10 Playing the Favourite List.
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Burning CDs

With Media Player you can burn, or create, CD-R and
CD-RW type CDs, as long as you have a suitable recorder on
your PC. To begin, insert a blank CD into your disc drive. If
the AutoPlay window pops up, choose Burn an audio CD
using Windows Media Player. If not simply open Windows
Media Player as usual.

e - o= '] Youburna CD in the Burn List
e .| pane shown in Fig. 11.11. This
: should appear automatically, but

€D Dewve (D) if it doesn't just tap or click the

i & oo Burn tab.
79:57 free of 80 mins

If there are items in the list,
click Clear list to remove them.

Ll 5 To name the new disc tap or
click the Burn list item pointed
Drag Hems here to in Fig. 11.11, and type a

to creste 8 burn list,

name for it. This will show up on
CD players that support CD text.

As with a Playlist, to add
songs to the Burn list, find them
in your Player Library and drag

- 1 A, g ot and drop them into the new list.

Pane.

If necessary you next choose

the Disc Type you want to burn. There are three different
types of discs you can burn:

Audio CD — These hold about 80 minutes of music, are
readable by computers and are playable in any CD player.
This type was automatically selected in the example above.

Data CD — These hold about 700 MB of data, are readable
by computers and CD players that support playback of digital
audio files. They are not playable on standard CD players.

Data DVD - These hold about 4 GB of data and are
readable by DVD players that support playback of digital
audio files. They are primarily intended to be readable by
computers. In Windows 8 you need to install Media Center.

11
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To choose the type of disc to burn, click the Burn options
2% button in the top right corner and choose from the
drop-down menu. You can also adjust other options by
clicking More burn options which opens the Media Player
Options box shown below.

Comions [ x |
Player | Fip Musc Devces LT Pedomance | Libewy
e Specify setings for buming sudio end dete decs.

Gorwrad

Aot Y]

[ avtometically esect the diec after buming
Audio CDs

[ agply velume rveling acress Yads
[/10um D wathout gaps between Yacks
Ovta Do

Add 2 1ot of ol b fles 1 the doc i s formet: [, ¥
[#1use medie ivformetion 1 avange fies i felders en the disc

% | Cancel Aoty Heip
Fig. 11.12 Windows Media Player Options Box.

When you are happy with your settings, tap or click Apply
and OK, followed by the Start burn & button.

When the burn begins, the status is shown in a green bar
at the top of the Burn List. Tapping or clicking the blue text

link below it lets you see the
Cancel B s
@ scodeiccata: - status of each individual track.
ey Quite a  straightforward
Qrp — operation which you can use to

i create audio CDs to use in your
gnm car on those long boring
Burn fist

journeys abroad!

Fig. 11.13 Burn Status.
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Windows Media Center

Up to now, most people avoided using Windows
Media Center, particularly since Windows Media
Player used to serve their needs with playing
films on DVDs. Not anymore!

With Windows 8 your DVD playback requires the use of
Media Center, which you have to download and install on
your computer as mentioned at the beginning of this chapter.

Windows Media Center is designed to serve as a home-
entertainment hub for the living-room TV and was first
included in various versions of Windows XP (Media Center
edition), Windows Vista (Home Premium and Ultimate), all
editions of Windows 7 (except Starter and Home Basic), and
now in Windows 8 Pro, but as an add-on.

If you have a TV tuner for your computer, using Windows
Media Center allows you to watch, pause, and record live
TV, if not, there is still Internet TV which offers online shows
and movies. But you can also use Media Center to play your
videos and music and display your pictures from your
computer's local hard drives, optical drives and from
networks. It can then sort them by name, date, tags and other
file attributes.

Adding and Installing Media Center

To download and add either
Windows 8 Pro Pack or Windows 8
Media Center Pack to Windows 8,
swipe inwards from the right edge of
the screen or point to the top-right
corner of the screen with your
mouse, then tap or click on the
Search charm pointed to in the
composite in Fig. 11.14, then:

« Enter add features in the text
box and tap or click Settings.

N
=

e

[

e}

]

e

]

o

4

Fig. 11.14 Adding Features.
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* Tap or click Add features to Windows 8, then do one
of the following:

* To purchase a product key, tap or click | want to
buy a product key online. You will be guided
through the procedure on screen.

* If you already have a product key, tap or click |
already have a product key.

* Enter your product key and tap or click Next.
* Accept the license terms and tap or click Add features.

If you are running Windows 8, your computer will restart and
Windows 8 Pro with Media Center will be on it, while if you
are running Windows 8 Pro, the computer will restart and
Media Center will be on it.

Starting Media Center

After installing Windows Media Center, you
will find an additional tile on the Start screen,
shown here. Tapping or clicking on this tile,
starts Windows Media Center, as shown in
Fig. 11.15 below.

Fig. 11.15 A Media Center Screen.
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Now, you might be forgiven if you don’t know what to do next,
but don’t worry because soon you'll come to grips with
Windows Media Center. Normally the first screen you'll see
is that of Extras shown at the very top of the screen in
Fig. 11.15 on the previous page.

To move from one topic to another, either:

+ Swipe upwards and when the required topic is under
the focus (a kind of magnifying glass), swipe to the left
to bring the options within this topic to the focus.

« Use the keyboard arrow keys; the down-arrow key
moves the screen to the next topic, while the
right-arrow key moves the screen to the next option
within the selected topic.

The available topics are:

Extras with options to extras libraryand
explore

Pictures + Videos with options to picture library,
play,
favourites,
radio and
search

Music with options to music library,
play favourites,
radio and
Search

Movies with options to movie library and
play dvd

TV with options to recorded tv and
live tv setup

Tasks with options to sync,
add extender and
media only.

All you need to do here is try and see what is offered and
soon you will realise what additions to your system are
needed to get the most out of Media Center.

11
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DVD Playback

The most important function for me is that of being able play
a DVD on the laptop. Just insert the DVD into the disc drive
and Windows Media Center starts playing almost straight
away.

SHISVIRDISEE GOLLECTEON
o0
THE LIVINGPLANET
NORTHERNFORESTS

Fig. 11.16 Playing a DVD in Media Center.

Help and Support

It is left up to you to explore Media Center’s other features
listed on the previous page. At any time you can press the F1
function key to get detailed Help and Support from Microsoft
on topics such as how to connect your PC to your TV, how to
connect your PC to a standard external monitor, keyboard
and mouse, and how to stream your media over a home
network to a Media Center extender.

Depending on your choice, you can watch and record live
TV, create slide shows of your photos, listen to songs in your
music library, and play CDs and DVDs. You could not ask for
more. Have fun!
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Many homes and small offices these days have more than
one PC and connecting to a network is a priority so that you
can access the Internet from them all, share documents,
pictures or music, and print to a single printer. Windows 8
makes this process very much easier than with pre-Windows
7 versions of the Operating System (OS), especially if all the
computers are running under the same OS.

Joining a Network

Although there are many types of networks, such
as Wireless, Ethernet, HomePNA and
Powerline, these days practically everybody uses
Wireless (WiFi), so only this type of connection is
covered here.

To set up a wireless network each computer to be included
needs a Wireless Network Adaptor. These days all laptops
have these built in. With an older desktop PC a network
adaptor can be connected to one of its USB ports or installed
in an expansion slot.

You will also need a Wireless Router to allow access to
the Internet and to ‘connect’ your networked computers. Your
Internet Service Provider (ISP) will often offer an ADSL or
combination modem/wireless router as part of your
Broadband package and some might even come and install it
for you. Others might send you the necessary equipment and
a CD to make the installation easier for you.

Once you have obtained and installed all this hardware you
could, if you so wish, run the Set up a new network wizard
from the main PC that is attached to the router.
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To start the process of networking, use the Search charm, as
shown in the composite screen dump in Fig. 12.1 below.

Lo JNE e JE o S o JE o S o SN o I o Bt e

=
®
o
»
=
®
e
«

Fig. 12.1 Searching for Network Information.

First type network in the search box, then tap or click
Settings, as shown above. On the left half of the screen you

can use a list of options to
Connect to a network, a
HomeGroup, Choose homegroup
and sharing options, Share
printers, etc. As an example, tap
or click on the first item on the list
to display a screen similar to that in
Fig. 12.2.

The Connections screen that
opens (Fig. 12.2) displays all the
available WiFi networks near you.
One of these is your own, if already
configured and might already be
connected, while the others belong
to neighbours and normally require
a key to join them. To open this
screen in the future, tap or click on

Networks

-

Fig. 12.2 The
Connections Screen.

the Network icon on the right side of the Taskbar, 8 or «fl.

| suggest you have a look at the other Network settings in
Fig. 12.1, before you try to set up a new connection.



Connectivity & Mobility

To set up a new connection you need to access the Network
and Sharing Center, but first you must locate the Set up a

Network and Shanng Center
Set up 8 connectios QFinetwork

Fig. 12.3 The Set Up a Connection
or Network Option.

connection or network
option which is to be
found on the third column
of options listed in
Fig. 12.1 (partly obscured
as it happens) and shown
larger here in Fig. 12.3.

Tapping or clicking this option, opens the screen shown in

Fig. 12.4 below.

Choose a connection option

}. Set up 8 new network

~. Msmully connect 108 wirgless n@twork

onnect 10 8

i Connect to a workplace
LU

8 diat-ug of

L Nm']

Fig. 12.4 The Network and Sharing Center.

To continue, tap or click the Set up a new network — Set up
a new router or access point option in the window that

opens.

You will be stepped through the process of adding other
computers and devices to the network. If you need more
information here we suggest you look at the options on the

first column of Fig. 12.1.
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Network Connection

0754 With Windows 8 if a computer
212012 has a working network adaptor,
the Network icon appears in the Notification area at the
right end of the Taskbar.

This icon indicates whether your network adaptor is an
Ethernet ™ adaptor or a wireless il adaptor. With the
wireless connection icon the number of bars indicates the
signal strength, with 5 being the strongest. When the
computer is not connected to a network, an x shows on the
connection ™ icon, whereas while it is connecting it shows as
. When a wireless connection is available, the icon has a «#
starburst.

- a 10 o

When you physically connect your computer to a network
with an Ethernet cable, as is the case here, Windows 8
automatically creates the network connection, but to connect
to a wireless network for the first
Networks time, you need to make the
connection yourself.

To demonstrate this, the
Ethernet cable was removed
from my computer. Next, tapping
or clicking the available wireless
connection icon «f in the
Notification area of the
Taskbar opens a list of available
connections, as shown here in
Fig. 12.5.

The icon M adjacent to each
available connection indicates
its signal strength. Pretty good

Fig. 12.5 Available here, but not for the bottom one,
Wireless Connections. which ~ happens to be my
neighbour’s!

If you hover the pointer over an available
network connection a screen tip displays | i Wrazesk
information about the connection as shown on
the right for one of mine.
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Next, tap or click the
connection you want to
connect to, and then tap
or click the Connect
automqtically box to

select it followed by the
Connect  button  that
appears. If a WEP key or
WPA password is
required, you will be
prompted to enter it, and then Windows will connect to the
selected network.

WTH Home

- Connect automatically

Fig. 12.6 Connecting to a
Network.

Wireless Network Security

For very obvious reasons, when you set up a wireless
network you should set it up so that only people you choose
can access it. There are several wireless network security
systems available.

WPA (Wi-Fi Protected Access) encrypts information,
checks to make sure that the network security key
has not been modified and also authenticates
users to help ensure that only authorised people
can access the network.

WEP (Wired Equivalent Privacy) is an older network
security method that is still available to support
older devices. It uses a network security key which
encrypts the information sent across your network.
However, WEP security is relatively easy to break
and is not recommended on its own.

Also 802.1x authentication can help enhance security for
802.11 type wireless networks and wired Ethernet networks.
It can work with WPA or WEP keys and uses an
authentication server to validate users and provide network
access. This is used mainly in company networks.

12
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HomeGroup

the Control Panel. To do this, first activate the

Desktop Internet Explorer bring up the Charms

bar, tap or click on the Settings charm and select
Control Panel, as shown in the composite in Fig. 12.7.

' 8 The easiest way of getting to HomeGroup is via

[ ] A8 Caroet Ponet Homs - okl
T 0 ConvutPunst » 85 Conput Proust hame
| ors
P kol i
(7] 3 o :
| @ 8 o=
| J e . ..
H ooty romnens @ & -
o 1= J
" % "
| B ¢ -

Fig. 12.7 The .Hon.wéGroup C_gn_t-rauf;anel Link.

This feature simplifies the whole network procedure,
particularly when the networked PCs are running under
Windows 8.

Tapping or clicking the HomeGroup link, opens a screen
in which you are told that there is a HomeGroup available on
the network. Using the Join now button starts the process.

In the next screen, select what libraries and devices you
want to share and tap or click the Next button, then tap or
click Next followed by Finish to complete the process.

You have to repeat this procedure to add all your other
computers on your home network to the HomeGroup. Quite
a tedious operation, but it doesn't take long and in the end is
well worth the trouble.

Note: It is important to restart the computers for
these changes to take effect.
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Fig. 12.8 below, displays an example of the connections and
sharing permissions of one of my computers.

4 HomeGroup - o lEN|
@ < t o} » Con » ABC . v €  Sesrch Control Panst P
Change hormegroup settings i
Libsaries y v computer
) Pt B videos
& M &) Documens

@ Proters & Devices

Change what you re tharng with the homegroup

Altow o devsces on this network such a3 TVs and game conscles to play my shared content
Other homegroup achens

Viow or prnt the homegroup pesmwend

@ Chonge the password...

Leove the homagroup_

Change advenced thanng sstngs. .
Start the HomeGroup troubleshootes

| i
Fig. 12.8 A Computer's HomeGroup Screen.

All your Windows 8 computers in the same HomeGroup can
share libraries, folders, files, devices and media without ever
having to type passwords whenever anything is accessed.
You select what you want shared on each computer and as
long as it is ‘awake’ it can be accessed from the other
computers in the group with just a few taps or clicks. You can
even change what is shared, as shown in Fig. 12. 9.

- O

@ £ Change Homegroup Sharing Settings

Share with other homegroup members

Choose fles and devices you went fo share and set parmasion levels. {

Ulrary or fulder
= Pictures

H Videos
o Mk

3 Documents

IT(HE

@ Privters & Devices

Fig. 12.9 Changing HomeGroup Permissions.
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Here you can select what you want to share from a list of
your default libraries (Pictures, Videos, Music and
Documents) and your printers. Check the items you want to
share and click on Next.

Accessing HomeGroup Computers
Once the HomeGroup is created and all your home

| computqrs are joined, accessing their
' ,HM’W' shared libraries is very easy. Just open up
b & STUDYPC File Explorer and tap or click on
[y« M NorsTOR | Homegroup in the Navigation pane. In
i Documents | Fig. 12.10, you see the computers that are

dl s turned on and are not in sleep mode. The

i ,'.' vaos | STUDYPC is the computer | am on right
i Desktop now, while NOELSLAPTOP is a computer
#Dowisds | On the network and | can access all its

e 1011w, liDraries. Tapping or clicking on a library will
Fig- 1210 The  onan o all the folders and files in it. Very

Homegroup.

quick, easy and useful.

Sharing Printers

To share printers on your network, even if they are not in a
HomeGroup, so everyone in your household can connect as
long as the printers and PCs are switched on, do the
following:

* On the computer that has the printer attached to it, tap
or click the Desktop tile, then activate the Charms bar.

* Select the Settings charm, and tap or click on Control
Panel.

* Tap or click the Devices and Printers link to open the
Devices and Printers window, locate the printer
attached to the computer, touch and hold or right-click
and select Set as default printer from the displayed
drop-down menu.

* For the same printer, touch and hold or right-click and
select Printer properties from the displayed
drop-down menu to open the Properties dialogue box.
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Tap or click the Sharing tab, and tap or click the

[ M change sharing @ptens. | button and tap or click the Share this
printer box to select it, then press OK to approve the
options and close the Properties dialogue box..

- HP Photosmart C4100 series Properties fi |
Securty I Device Seftings | About

1f you share this printer, only users on your network with 2 usermame
d wwmmmmmwn The printer will not

ble when the computer sleeps. To change these settings,
*"*H:mgm&qmi&mkd
# Change Shating Options
[ Share this printer

Share name: | HPPhotosmart C4100 series

@ Render print jobs on client computers

Additional Drivers

[ok ][ Conce Aoy

Fig. 12.11 The Printer's Sharing Properties.

Before you can use a shared printer from your other
Windows 8 PCs on the network, you have to add it to the list
of available printers on each of the PCs, by doing the
following:

Open the Devices and Printers window again as
described on the previous page and click the | s apanter
button.

Select the option to Add a printer, and pick your
printer from the list, as shown in Fig. 12.12 on the next
page.

155



12 Connectivity & Mobility

Select a printer
& Adobe PDF on NOELSLAPTOP \\NOELSLAPTOMAdobe FOF
= (RSP PERESIURIER) \S7UOYRC\H? Prososrman CA100 series

RN e, -
9 The printer that | want isn't listed
[ Nem || cance

Fig. 12.12 Available Networked Printers.

* Click Next, and wait for the printer driver to be located
and loaded. When this is done you can then print a test
page to make sure everything works.

Now any computer on the network can select the printer and
use it just as if it were directly connected. To illustrate this
Fig. 12.13 below shows part of the Devices and Printers
window from a networked laptop.

- -

Adobe PDF HP Photosmart Microsoft XPS
C4100 serieson  Document Writer
I STUDYPC

| -

FE12._1 3 Acce@g :Sharez Printer over the Network.
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Using the Network

Once all the sharing and permissions have been sorted out
you can access the other computers and printers in your
network from the File Explorer window. As shown in
Fig. 12.14 they are listed in the Homegroup item on the
Navigation pane.

A vl Noe! Kantaris - olEN|
- rome  Sam viem ~ @
p Y il e g Open - [ et
- 5 Covy paie . " : mﬂv o D Satwct nome
PP ) rete oartaa 0 Coert ) Revame ':! P o e P
v Oy Select
@¢-7Hsmsuu~. v €&  $esrch Noel Kartavis p
i:-».- '-'smmvc' © 1]
[
. File Souler (v
‘hmubu e
& Mydive Mhatix
h Fin boltas Leavy
Shased
(@0 Ltwasies ) o
2 Secumen u-u v %
& Msic Shaved pronss
) Pcvons [+ NOELSLAPTOP ()
B v
. Dwiing B Detwaantn
1 Fie faldey Liwary
o} romepey | Pmongs P v
& STUDWC l; H-l-u- File foleher
.ul'l.,!5 N
A x Pchons
LS u-y _E:'n-y
[
i-k-l:-o
£ TR E) ;M
(L Sond
13 imwns Ea

Fig. 12.14 Network as Seen from the STUDYPC.

The above example shows how | can access my laptop from
my STUDYPC. | can open and move files between them and
even open and stream music and videos. In other words we
can start a video located on the desktop and have it play on
the laptop. These features are well worth the effort involved.
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Adding a Windows 7 PC to the Network

To add a PC running Windows 7 to the established wireless
network, do the following:

* On the PC running Windows 7, use the Start, Control
Panel option to open the Control Panel, then find and
click on the Network and Sharing Center to open the
screen shown in Fig. 12.15.

5 Lo o |
et : ' ot Tallm=c=5
j_ (-“."" 5 s M S e

. View your basic network information and set up connections
Maage wetbes emerts Y 4 ‘ ool map {
R Sy NOELSLAPTOP WTH e et
Change ashianced anng (The computert
setings

Change your nebwarking setngs.
S up & v CoRRECEn or natwerk
S0t up ¢ wralon, broadbond, dhnk-up. o6 hoc, o -

Pp ot nstucnt
Connact or soconnect 9 « wirsloss, wwed, dhsl-up, o1 YPN natwark connacton.

o) hosse homepoup ond hereny epteems
Accai O

Yoo tmhos poblems
m“‘“*-'m-‘m—

HomeGrauy
| Ko
| Irtermet Gpuan

Co -
|

Fig. 12.15 The Network and Sharing Screen on a Windows 7 PC.

e Click the Available to Join link, pointed to in
Fig. 12.15, to open a further screen with links to
information about HomeGroups and Sharing. On such
a screen, click the Join now button to open the first
Wizard screen shown in Fig. 12.16 on the next page.

* Select on this screen what you want to share and click
Next to open the second Wizard screen, shown in
Fig 12.17, also shown on the next page. On this screen
you are asked to enter the network password. If you
don’t know this password, click the Where can | find
the homegroup password link to open a Help screen
teling you how to find it. | have included this
information at the bottom of Fig. 12.17.
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Share with other home computers running Windows 7

Windons datocted s homegroup o your astmask. With & homagreup, you Can thave filas snd
printers asth cther Compuion nsmnang Windous 7. You can slso siresm merke 1o devices.

" Tell mme mene sbsd hemerougs
Suluct whet you want te shive:

Pl0scumenss
o Briars Q
1 Vadaes

I! [t | [ Conan |
— —
Fig. 12.16 The First Screen of the Join a Homegroup Wizard.

' el= 8 |
9!“"&-“

Type the homegroup password

A posssverd halps prevant -y fies and You can gt the
possaerd fram Nosl Ksntars on STUDYPC or snother mavber of the hemmproup.

Where can | fnd the ed]
Type the passward

Where can | find my homegroup password?

¥ you ever forget your homegroup password, you can find & by
opening HomeGroup in Control Panel on a computer that's part
of the homegroup. Here's howe

1. +Cick to open HomeGroup.

2. Click View or print the homegroup password

Fig. 12.17 The Second Screen of the Join a Homegroup Wizard.

» Next, type the password into the box of the above
screen and click Next, which opens the final Wizard
screen informing you that you have succeeded in
joining the Homegroup.

It might be a good idea if you tried to print a word processed
page from your Windows 7 PC to see if all is as it should be,
remembering that the PC which is connected to the printer
should be switched on.
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Mobility

By mobility | am referring here to computer mobility, not your
ability to get around! One of the nice things about using
Windows 8 on a mobile notebook or netbook PC is that the
most important configuration options are consolidated into a
single utility, the Windows Mobility Center. This is where
you should go when you want to control how your mobile PC
works.

Windows Mobility Center

To launch the Mobility Center, tap or click the Desktop tile
in the Start screen, then activate the Charms bar. Next, tap
or click the Settings charm, and select Control Panel.

At nearly the very end of the Control Panel list, you will
find the Windows Mobility Center
link shown here. Tapping or clicking
on this link, opens a window like
the one in Fig. 12.18 below.

-%_de&gﬁdmim Center

3 Windows Mobility Center = & -
% 98% available .
IS | Display Primary
E (@oe (WEES g |
Balanced v Rotate screen
Brightness Volume Battery Status Screen Orientation
No display No
connected pcnt:y::lups . Not presenting
Connect display Sync settings Tum on [}
External Display Sync Center Presentation Settings
l ®

Fig. 12.18 Windows Mobility Center for a Laptop.
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The Mobility Center includes panels for the most common
laptop settings. These are:

Brightness A slider temporarily adjusts the
2| Display display brightness. If you hover the
\ brightness mouse over the display icon it turns

into a button which opens the Power
Options window, where you can
change the brightness level on your
current power plan.

Volume Adjusts the volume level of your
computer's sound and lets you mute
Q CMute it. Tap or click the speaker graphic to

open the Sound dialogue box where
you can adjust all the audio settings
on your laptop.

Battery Status Displays the current charge status of
your computer’s battery and lets you
' change the power plan. Tap or click

the battery graphic, to open the
Power Options window where you
can edit the power plans and create
your own custom power plans, as
discussed in the next section.

Screen Orientation Displays the orientation of your
“ Prime screen. Tap or click the screen
E landseape graphic to open the Screen
Resolution panel , where you can
change the appearance of your

display.

External Display Lets you connect your laptop to an
No display external monitor or projector. Tap or
y o click the display graphic to open the
Screen Resolution window where
you can change the resolution and
orientation of both your internal and

external displays.
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Tap or click the Connect display
button to open the options available
for projecting to a secondary screen.

Sync Center Lets you check the results of your
No sync recent synchronisation activity if
partnesships you've set up your computer to sync

files with a network server.

All in all this is a very useful facility for mobile users. Some
notebook manufacturers might include their own panels.

Note: The Mobility Center by default, is only
available on laptops, netbooks, and tablet
PCs. It is not available on desktop computers
unless it is enabled.

Power Plans

If you are worried when using a laptop away from the mains
about how much power it is using, then read on as even the
best batteries seem to run low far too
quickly!

As well as the Battery Status tile in
the Mobility Center, the battery meter
@ in the Notification area of the
Taskbar shows you the state of your
laptop’s battery. If you hover over it, the
% charge appears. If you tap it or click
it, @ pop-up like that in Fig. 12.19 opens
showing what power plan is active. Fig. 12.19.

The Windows 8 Power Plans cater
for three main power designs that can help you save energy,
maximise system performance, or achieve a balance
between the two. To see the default power plans, tap or click
the More power options link in the above pop-up to open
the Power Options window shown in Fig. 12.20 on the next
page.
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You can also open the Power Options window from the
Battery Status tile in the Mobility Center, or by tapping or
clicking the Power Options link in the Control Panel.

[ Power Options - ol
| ? B+ ComuiPuned » ASComtreiPanel hams » Power Optiens v & p
Control Pane Home .
Choose of customise a power plan
Requare a password on A power plan & a collection of herdware and systern settngs (e duplay brghtnes, slesp, eic) that
wake-up mMansgeshow your computer uses power. | efl me man sboif power plans
Choose what the powes Plans shwwn on the battery mater
- .I—r-d(nn--ﬁ Change plan setbings
de—\gmu balences with anergy Capeble herdwere.
l
Craste s powes plon ) High pertormenta Change plan seltmgs.
D Chosse when to tum off the Fawoun performance but may use more energy.
dupley
I 'Ch-’:-hvnhum Hide adeitronsl plans @
O Powar sover Chamge plen sestmgs.

I Seves enargy by reducing your computer’s perfarmance where possible.

Windows Mobility Center
User Accounts Scroen bnghtnes: ©

Fig. 12.20 The Power Optuons Window.

The three default Power Plans are:

Balanced - Giving good performance when it is needed,
but saving power during periods of inactivity.

High performance — Giving maximum brightness and
performance, but using far more power, making it rather
unhelpful to mobile users unless they are plugged in to the
mains.

Power saver — Saves power by reducing screen
brightness and system performance. This can be useful if
you are ever ‘caught out'.

Which plan to use? For most people much of the time the
default Balanced plan is a good compromise between
battery life and performance. Many people will never change
it from the recommended option.
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When you are away from home and operating on batteries
the Power saver plan will probably give you a few more
minutes of battery life, but do remember to reduce display
brightness as this uses more power than any other part of a
computer. Also disconnect devices that you are not actually
using, such as USB devices which use power just by being
connected.

You should only really use the High performance plan
when you are connected to mains power and have a full
battery charge.

These three power plans should meet your needs most of
the time, but if you want to build your own, then you can use
one of the default power plans as a starting point. All of them
can be adapted by clicking on their Change plan settings
link in the Power Options window. The main settings in the
Edit Plan Settings windows that open are when to Turn off
the display, and when to Put the computer to sleep. But
the Change advanced power settings link gives you almost
absolute control over everything, as shown in Fig. 12.21.

ey Power Opons '—|
| Adeancad mivgs b

Seluct the power pian that you went 1 Custansies, When
checte sathmgs that reflect hew you want veur computer |
1 menege pouer:.

& Change seetng: that ere curmentty unsvadable |
Baianced [Retive] v

@ Delancad ~
@ Memuve » potswcrd o eskeup
Onbattany: res
Plugged in: Yes
& Hasd dick

& wansnet bplurer
3 Dushtop bachgreund sttings

+ Wirtless Adepter Sethngs
. »

L USResttions 4

Restere glan defacits

o Coanced heehy I
Fig-. 12.21 Changing Advanced Power S;nihgs.

You do have lots of option to examine and think about of their
effect, so spending some time here might be worthwhile.
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Windows 8 comes equipped with
a full range of utilities for you to
easily maintain your PC’s health
and well being. You can access
some of these tools by tapping or
clicking the Desktop tile in the
Start menu, selecting the
Settings Charm from the
Charms bar, then tapping or
clicking the PC info option listed
under Settings and pointed to in
Fig. 13.1. This opens the System
Information screen shown in
Fig. 13.2.

Fig. 13.1 Settings Options.

ontrod Panel Mome 1
s Sl View basc information about your computer
@ Device Manager Windows edibon
| & Remote settings Windows §Pro aith Medks
@ System prorection Center
€ 2012 Mbcresoh Corporation.
e
§ Advenced tystem seftings e
Systern
Retng mv ndows Expenen- ¢ indes
Processor Intad(R) Cove(Th) i7-35170 (PU @ 1.50GHz 1.90 GHz
\nstalles memory (RAMY:  4.00 GB (.52 GB usabie)
Systevn type: 64-tut Opevetng Systern o based processor
Pen ane Towch: Full Windows Touch Support sth 10 Touch Ponts
Computes mame. domain and mork group setings
Compaoer nerme SkudyPC
Action Ceveer Full computer name SkudyPC
Windows Update Computer descrpton:
Performance information snd e o ————
Took

Windows o:tvanon

Fig. 13.2 System Information Screen.

@ Windows 8
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This is the easiest to take a first look at — it displays such
things as your Operating System, System Summary,
Hardware Resources, etc. However, each computer is bound
to be different, so don’'t expect to see the same information,
but what is important here are the links at the left of the
screen which deal with prevention of system problems.

Problem Prevention

Windows 8 has strong protection against System corruption:

¢ System Protection
* System Restore
* Automatic Update

Each of these will be discussed separately.

System Protection

Windows applications sometimes can, and do, overwrite
important System files. Wlndows 8 protects your System
fles by automatically s
saving them at regular | .
intervals, but you must o Pl
check the settings and if ~

necessary change them. Sroem Pt

You con undo systen changes by revedng 3 A

The first setting to be o e s o s
checked is the System

Pectacsion Setngs
Protection. To do this, Avatals Doves et
tap or click the System T T N—
protection link at the
top-left corner in Fig. 13.2 oy oyl sl I
to open the tabbed s P — :
dialogue box shown in P
Fig. 13.3. [k ]| coca

With  the  System Fig. 13.3 System Protection Tab.
Protection tab selected,

check that the C: drive (the one that Windows 8 is installed
on), under Protection Settings in Fig. 13.3, is On.
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If not, select the option, then tap or click the Configure
button. This displays the dialogue box shown in Fig. 13.4.

Next, tap or click the C System Protection for Acer (C3
Turn on system P
protection radio button N e T R T
to select it and move the @ Tum on system otecion
slider next to Max Home st
Usage to, say, 2% to A e R s S
indicate the maximum Dk Spuce Usage
disc space to be used E(‘:”::L:T;‘;Y“,:’L‘;ﬁ:m’:ﬁ'::

for system protection,
then tap or click Apply,

Current Usage: Obytes

Max Usage:
followed by OK. -
This returns you to the g e e
dialogue box of Fig. 13.3
where you should tap or o Eonest

fcl;cgr et:tz ;::ee::g . eb;tct)?nnt F|g 13.4 System Protection.
right now. On the

dialogue box that opens, give the restore point a descriptive
name, and tap or click Create.

In the future, you can undo system changes by reverting
your PC to the state it was when you created the restore
point. This is done by activating the System Restore button
in Fig. 13.3 which starts the System Restore Wizard.

| @ - System Restore EX Tapp'ng or
Restare your computer to the state # was in before the selected cvent i gl'ICR;ng Next
Ispiays a

dialogue box
similar to that

Curvent tme rone: GMT Standard Trme

el — = shown in
Fig. 13.5.
\
Scan for affected programs
Fig. 13.5 System
<t | mmt> ot Restore Points.
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Restore points are created automatically by the system every
time you install or uninstall a program. This is a precaution
just in case a newly installed program creates problems, so
you can revert back to the state the computer was in prior to
the installation that caused the problem. This is an excellent
protection of your system.

Automatic Update

Windows can automatically update any System files as they
become available from Microsoft's Web site. To make sure
this happens, click the Windows Update link at the
bottom-left cormner in Fig. 13.2. This will connect you to
Microsoft's Web site which displays the screen in Fig. 13.6.

© + - * @ ComrolPanet » AN Control Panei ems > Windows Update v & sewenc £
Control Panel Home ©
Windows Update
Check for updates
Change setigs . T dat,
e :oou re set to ally install up
updates are available.
Restore hidden updates b
Most recent check for updates: Today at 0%11
Updates were instalied: Today at 09:53.
You recerve updates: For Windows and wther products from
Microsoft Update

installed Updates

Fig. 13.6 Windows Update Screen.

As you can see from the above screen, the system has been
set to automatically install updates. If that is not the case, you
can use the Change settings link to do so. This is important.

The Change settings link displays a window in which you
can choose to Install updates automatically, as shown in
Fig. 13.7 on the next page. This should guarantee you are
always up to date, which is important so as to make sure that
as possible security issues are found and corrected by
Microsoft they are installed on your system straight away.
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® + 1 W« ANContol Panel Rems + Windows Update » Change settings <10 [seachC_ P

Choose your Windows Update settings

When your PC is online, can check for updates and install them usng these
Settings. Whan new updates are svaiable, you can aiso choose 10 install Them when you st down your PC.

Important updates
Install updates -
Updates will be 3 mthe NG whan your PC 5 not on 3 metered
Intemet connection.

Updates will be automatically rstalled duning the masntenance window.
Recommended updates

[ Gve me recommended updates the same way | receve important updates
Microsoft Lipdate

7} Give me updates for other Microsoft products when | update Winoows

Note: Windows Update might update sl automatically first when checking for other updates. Resd owr
Reredcy statement online.

Ok || Comt

Fig. 13.7 Windows Update Settings Screen.

If you have to change the settings to the recommended one,
then tap or click the Check for updates link at the top-left
corner in Fig. 13.6, to get a list of updates for your system.

With the recommended settings all critical updates will be
downloaded and installed
automatically while non-
critical ones will display a
pop-up similar to the one
shown here.

System and Security

To examine the other options in the Windows System and
Security center, tap or click the Desktop tile on the Start
screen, then use the Settings charm and select Control
Panel. Next, choose to View by: Category, and
click the System and Security icon, shown here, to ‘
display the window shown in Fig. 13.8 overleaf.
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° System and Security - ol
® * ¢ @ ControlPanel » Sysem and Security v €& Sesrch Control Panel »
Control Panel Home Action Cenger
- Review your computer’s status and resodve asues.
. @ Change User Account Control settngs  Troubleshowt common computer problems
Network snd ntemet
Hardwese snd Sound Windows Firewall
Check firewall status  Allow an app therough Windows Frewsll
Prograrms.
st::y Ly * View amount of RAM snd processor speed ) Allow ramote sccess
Appearance and Launch remote sssistance  See the name of thes compuler .Mew
Peronalnshon
Windows Update
Clock, Language and Rugeon .Ywnnmmmud’ Check for updstes  install opbonal updates
Exne of Access View update hestory
Power Options

Change battesy seftings  Requare & password when the omputes wakes.
Change what the power buttons do  Change when the omputer sieeps

File History

Save backup copres of yous files with File Hstory  Restore yous files with File History
Manage BaLocker

Storage Spaces

Manage Storage Spaces

Admiristrative Tools

Free up desk space  Defragment and optarwse yous drves.

@ Creste ond format hard dusk partitions @) View event logs @) Scheduule tasks

Flash Player (32-bit)

Fig. 13.8 The Windows System and Security Screen.

Action Center

> The Action Center looks after message alerts from key
Windows security and maintenance features. When
- Windows requires your
attention, the Action Center
icon appears in the Taskbar.
Tapping or clicking this icon
opens a pop-up  box
(Fig. 13.9) which lists the
problems and gives
suggested fixes for them. You
can then tap or click a
solution to solve a problem.

Fig. 13.9 A Pop-up Alert Box.

You can also open the
Action Center itself to fine-
tune your requirements by clicking the Action Center link in
Fig. 13.8 above.
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Important items are labelled in red, to indicate that they are
significant and should be addressed straight away. In the
example in Fig. 13.9 there was no Firewall open, but just
clicking the View firewall options button, lets you cure the
problem instantly. Yellow items are suggested tasks, such as
recommended maintenance, that you should consider doing.

Windows Firewall
‘ Windows Firewall For your PC to be

heck fuewall statys  Allow an app through Windows Firewall secure make sure
!b ]

that the Windows
Firewall is switched on. Tapping or clicking the Check
firewall status link, displays the screen shown in Fig. 13.10.

& Windows Firewall - e -
(® v 1 @ « Sysem ondSecurity » Windows Firewall v e 2orch Control Parel
W —— Help protect your PC with Windows Firewall
Windows Firewall can help prevent hackers or malicrous software from gaining access to yous #C

Allow an spp or feature thiough the Internet of 8 network.
thiough Windows Fatewall
§ Change notification settings . @ Private networks Connected (&

& Tuin Windows Firewsll on or
oft Networks al home or work where you know and trust the peopie and devices on the network

% Restore detounts

Windows Firewall state: On
Advanced settu
Q e Incomirg cennections: Blocx all connections 1o spphcations thet are
Troubleshoot my network 0ot on the hst of sllowed apphastions
Active prvare networks: B wiHHome
Not#ication stete Not#y me when Windows Firewall biocks o
new app
I g Guest or public networks Not ionnected @

Networks in public places such o5 sinports of cales ‘

Windows Firewall stete: On
Incoming connections: Blosk all connections o apphcations that se \
not on the hist of allowed applicetions
See sho Actrve pubbc networks: Note
Action Center Noticatior. state Notty me when Windows Fisews!l blocks &
new opp

Network and Sharing Center

Fig. 13.10 The Windows Firewall Window.

A Firewall is a software security system that sits between
your computer and the outside world and is used to set
restrictions on what information is passed to and from the
Internet. In other words it protects you from uninvited access.
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If your Firewall is turned off, or you do not have up-to-date
virus protection, the Action Center will flag an error by
placing the R icon in the Notification area of the Taskbar.

Hard Disc Management

There are two Apps in Windows 8 to help you keep your hard
disc in good condition: Disk Clean-up, which removes
unnecessary files from your hard disc and frees up space,
and Defragment and Optimise Drives which optimises your
hard discs by rearranging their data to eliminate unused
spaces, which speeds up access to your hard discs.

Disk Clean-up

=3 To start Disk Clean-up, tap or click the Desktop tile

" on the Start screen, then activate the Charms bar
select the Search charm and type disk in the search box, as
shown in the composite in Fig. 13.11.

Fig. 13.11 The Disk Clean-up App.

Since you should use this App at least once a week, it might
be a good idea to place a tile of it on the Start screen. To do
this, right-click it to open the Tools bar at the bottom of the
screen, then tap or click the Pin to Start button.
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1
Note: If you are a tablet user, you'll find that
touching and holding does not emulate right-
clicking in this instance — it simply starts the App. |

Tapping or clicking the Disk Clean-up tile opens the Drive
Selection box shown in Fig. 13.12.

L

" As my computer has

Disk Clean-up >
' only one hard disc, the
3D B e & Tamey o st msmts | Disk Clean-up starts
Soreco: immediately. If your
e - "G | | System has more than
Sowving: System emor memory dumo e [ one hard disc, then

. = TR you'll be given the
Fig. 13.12 Selecting Drive. opportunity to select
which disc you want to

operate on before the Disk Clean-up scans the drive. It then
lists temporary files, Internet cache files, and other files that
you can safely delete, as shown in Fig. 13.13.

a2 Bld( Clean-up for Acef_(C:) “

Otk Gencr | Mo OsSore !
@. You can e Ok Gean o to free up to 183 GB of dak
wace on Acer C).

Fles to delete.

¥ ) T S T -

| 3 Temporary ntemet Fiey 1.3 MB

DI @B OMne wetcage: NOKB |
(1 10 Previous Windows matalalions) 179Ge

) & Recyde B Qbyes

Totel amount of Sek ace you gar 179Ge8
Desopbon

Dowrdoaded Feogam Fles are ActiveX controls and Java aoplets
dowroaded emtomatcally from the intemel whan you view cetan
pager. They are temporarly dared in the Downloaded Progrem
Fias folder on yous hard disk

Fig. 13.13 Files Found that can be Cleaned Up.
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As you can see, on my setup, | could free some considerable
disc space by deleting all the files selected (the longer you
use your PC the larger the files that could be deleted), and
especially by deleting the Previous Windows Installation(s)
as well — | did upgrade from Windows 8 to Windows 8 Pro.

Defragmenting Hard Discs

To start Disk Defragmenter, tap or click the Desktop

tile on the Start screen, then activate the Charms bar
select the Search charm and type defrag in the search box,
as shown in the composite in Fig. 13.14.

I
x

H

o]
]

(I

RO 2 m

® @ ® @ @

Fig. 13.14 Finding and Creating a Disk Defragmenting App.

Just as with Disk Clean-up, you could create a tile on the
Start screen by right-clicking the App and tapping or clicking
the Pin to Start button on the Toolbar that displays at the
bottom of the screen.

The Disk Defragmenter optimises your hard discs by
rearranging their data to eliminate unused spaces, which
speeds up access by all Windows and other program
operations. By default it is set to run automatically every
week, but you can change this by using the Run as
administrator tool pointed to in Fig. 13.14 above. This opens
the screen in Fig. 13.15 shown on the next page.
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® Optimise Drives = “.

You can optimise your drives to help yous carmputer run mare efficiently or analyse them to find out 7 they need to be
optimised. Only drives on of connected to your computer are shown,

Status

Drive Meda type Last run Current smatus
P Acer (C:) |
& Push Button Reset  Hard disk drive Never run OK (0% fragmented)
| g Recovery Hard disk drive 29/11/2012 1420 OK {0% fiagmented)
|
L] Qutlotinn
Scheduled optimisation
On Change settings
Drives sre being optimised sutomatically.
Frequency: Weekly
|
=

Fig. 13?15 The Optimise Drives Screen.

Tapping or clicking the Change settings button under the

Scheduled optimisation section, displays the screen in
Fig. 13.16.

ey Em| You can also analyse

| and defragment your

Opflaiiationsclaitts discs and drives
@ Run on a schedule (recommended) manua"y These dayS
el T = you don't even need

to close running Apps
or programs before

@ Notrfy me i three consecutive scheduled runs are missed

o Grooez starting the Disk
Defragmenter.
Cmen | |
" Fig. 13.16 Optimisation Schedule and || the percentage of

fragmentation on the
disc is high, you
should defragment
the disc. You can defragment a drive in the background by
minimising the window to the Taskbar and carry on with your
work as normal. This is extremely useful, as defragmenting a
large disc can take well over half an hour, but depends on
how full the disc is. The fuller the disc, the longer the
defragmentation process.

Drive Selection.
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Backing up your Data

Q,Anyone can lose files by either accidentally deleting or

replacing them, a virus attack, or a software or hardware
failure, such as a complete hard disc failure. With Windows,
you can use System Restore to recover your system files,
you can reinstall your programs, but what about your
precious data files, cherished pictures and videos of your
family? To protect these, you should regularly create
backups, or set of copies of your data files, stored in a
different location.

Too many people don't think about backing up their data
until it has already been lost! Please don't let this happen to
you. Windows 8 makes backing up easy, and has a range of
features to seamlessly protect your data and system setup.

Data Backup

Windows 8 allows you to back up your data files and recover
them later. To find the application that does this, activate the
Charms bar and type data backup in the Search box and
tap or click the Settings entry, as shown in Fig. 13.17

Fig. 13.17 Locating File History Applications.
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You need to attach an external USB drive to your computer
so that saved files can be copied to it. Having done this, tap
or click the Save backup copies of your files with File
History, to open the screen in Fig. 13.18 below.

1 UL > Control Panel » All Control Panei tems » File Hrstory v & SeachC. P

Control Panel Home ®
Keep a history of your files

Restore pessonal files File History saves copies of your hiles 5o you Can get them back f they're iost of

Select drrve

Exciude toiders L) File History is off

Adimgdaid setfings Copy files fromx:  ibranes, desiop, COMACIS, favorites and SkyDrve
Copy files ta:

. SEADSC®
w 140 GB tree cf 149 GB

See atso
Rexovery
Windows T File Recovery

Fig. 13.18 Turning File History On.

The first thing to do here is to tap or click the Turn on button
so that File History is turned on, which displays the
suggestion box in Fig. 13.19 below.

Obviously, it might be a
good idea to accept the
suggestion, but that is up
to you. What will be
saved are all the
Libraries, the Desktop,
Fig. 13.19 Suggestion Box. all your Contacts,
Favourites and all the
files on your SkyDrive.

Do you want to recommend this drive to
other members of your homegroup?

Do look at the options listed on the left-top corner of the
display in Fig. 13.18. Having started the process, be patient,
especially if this is the first time you are saving your files.
You'll know it is done when the date of the last save appears
under the image of the external disc in Fig. 13.18.
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Subsequent Backups

Once you create the initial backup, you really never have to
think about backing up your files again since Windows wil
regularly do this for you according to the schedule you set.

® = 1+ 3~ ANComtrol Panel hems > File History » Advanced Settings v &  SewcthC_ P
Advanced settings
Choose how often you want to save copies of your files, and how long 10 keep saved versions.
Versions
Save copies of files Every hour (default) v
Size of offing cache: 5% of disk space (default) v
Keep saved versions: Forever (default) hd
Llean up versions
HomeGroup
nm;xumdommmunmmmwmbmwmm
[#] Recommend this drive
Event logs
@ Open File History event iogs 1o view recent events or erors b
Cancel

Fig. 13.20 The Advanced Settings Screen.

Perhaps saving your files every hour might be a bit disruptive,
so you might want to change that option. You can also
choose to delete older backups to save disc space.

Restoring from Backups

Restoring files and folders from your backups is very easy.
There can be several backups (depending on the frequency
of backing up your data in Advanced Settings), from which
to make a choice. You do this by selecting the second option
of the search results, in Fig. 13.17

also shown here. Tapping or
clicking this option, immediately

displays a screen similar to that in Fig. 13.21 on the next
page.
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1 | Home vl G| Search Al » Ao
01 December 2012 18:34 | 1of 1
# File folder (4)
Contacts Desktop Favorites SkyDrive
# Library (4)
= =~
5 2 & R
Documents Music Pictures Videos
8 items =
<@ -
_ =

Fig. 13.21 Files to be Restored.

From here you can restore your files by selecting which
backup to use. Tapping or clicking the green circular arrow
will restore the latest backup, but you can also select whether
you want to restore files from an older backup by using the
left-pointing arrow or return to more recent backups by using
the right-pointing arrow.

You would normally pick to restore your selection to their
original location, unless you want them somewhere else, in
which case right-click the green I_ - ==
button and select from the i< @
drop-down menu, as shown here. -

Restore
Restore 10 )

If you need to make an ‘image backup’ of your whole drive,
meaning everything on your hard drive, Windows System
files, all your additional installed programs and all your data,
then you have to resort to programs specifically design for the
purpose. A quick search on the Internet should reveal a host
of such programs, but make quite sure that the one you
choose is compatible with Windows 8 (many are not)!
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A system image is a copy of the drive required for Windows
to run, and can be used to restore your computer if the hard
drive breaks down. However, some programs cannot restore
individual files from a system image backup, only the full
image, others can, so it's up to you which to choose to serve
your needs!

A system image is a particularly good idea just after you
have installed Windows 8 and have all your drivers and
working programs set up and running. Your PC will be
uncluttered and will be running at its fastest then. If disaster
strikes, that is a good place to rapidly return to and restore
your system. All you will have to do then is download updates
and restore your data files.

Windows Defender

Windows Defender is free anti-spyware software that can be
downloaded from:

www.windowsdefender.com

Windows Defender helps protect your computer against
spyware and other potentially dangerous software being
installed on your computer when you are connected to the
Internet. It offers two ways to help keep infections at bay:

* In real-time, it alerts you when spyware attempts to
install itself on your computer, tries to run on it, or
attempts to change Windows settings.

* At any time, you can scan for spyware that might be
installed on your computer, having bypassed
Windows Defender, and automatically remove them
and the problems they may cause.

To open Windows Defender, action the Charms bar, select
Settings, then Control Panel. Nearly at the bottom of the
displayed list of options (viewed in
Large icons), tap or click the

4 " Windows Defender
option shown here.
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This action opens a screen similar to that shown in
Fig. 13.22, provided the Defender is turned on. If it is not,
you may get a message asking you to do so.

PC status: Frotected

Windows Defender is momtcring your PC and heiping fo protect §

@ Reai-time protection On
1©& Virui and spywsre Oefintions:  Up to date

Scan detalls
Las: scan Today at 09:17 (Queck scan)

Fig. 13.22 The Defender’s PC Status Screen.

As you can see, in my case the Defender is turned on and
the PC Status is Protected. However, the first time the
Defender is opened, you will get a window in which you'll be
asked to Check for new definitions. With Windows
Defender, it is very important to have up-to-date ‘definitions’,
or files listing potential software threats. Once it is switched
on the program will work with Windows Update to
automatically install new definitions and keep them up to
date.

With Windows Defender you can run three types of scan
of your computer:

* Quick which checks the most likely places on your
hard disc that spyware will be located. This is the
default type and starts when you action Scan now.

* Full which checks all your files and all currently
running programs, but will seriously slow down your
computer while it is taking place.

13



13

182

Looking After Your PC

* Custom which allows you to select which partition,
hard drive or attached drives to scan.

Microsoft recommends that you Turn on real-time
protection which you can set in the screen of the Settings
tab. You can, of course, run a full scan if you think that your
computer is infected.

The real-time spyware protection alerts you when spyware
or other potentially unwanted software tries to install itself, or
run, on your PC. It also notifies you when Apps try to change
important settings.

Windows Defender operates under three alert levels and
depending on the level, it informs you or acts as follows:

* If the alert level is ‘severe’ or ‘high’, for example the
software tries to change settings which will damage
your PC, or tries to collect information without your
knowledge, then Windows Defender will remove such
software automatically.

* If the alert level is ‘medium’, for example the software
tries to affect your privacy or change settings on your
PC after notifying you and asking your permission,
then you will be offered a choice to either allow or
block such software. You should consider blocking it,
if you don't recognise or trust the originator of this
software.

* If the alert level is ‘low’, for example the software
might try to collect information about you or your PC,
after asking permission to do so, then you should only
consider blocking if you don’t recognise or trust the
originator of the software.

For more in-depth information, perhaps you should look at
Windows Defender Help, accessed by clicking the @ button
in Fig. 13.22.
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User Account Control

User Account Control (UAC), is a very important Windows 8
security feature which helps to prevent unauthorised changes
to your computer by programs, viruses or other users through
a network.

When an App (or program) tries to make system changes
such as: the installation of new software, modifications of
System files and folders, or modifications which affect other
users, UAC prompts you to ask for permission, &as in
Fig. 13.23.

# Program name:  UserAccountControiSettings

Venfied pubfisher: Microsoft Windows

w) Show details ﬁ“ Jl No I

Chan 3hy tif i ation ‘

Fig. 13.23 A User Account Control Prompt.

If you click No the change is not performed. If you click Yes
you give the application administrative permissions to make
System changes during the current session.

The easiest way to open User Account Control is to
action the Charms bar, select Search, type uca in the
Search box, tap or click the Settings option and select the
W Change User Account Control settings = Option. Alternatively, you can
find it with the Control Panel, Action Center, Change User
Account Control settings sequence.

The UAC window that opens has a slider as shown in
Fig. 13.24 on the next page. You can drag this slider to
change your UAC settings. By default, as shown, it is set to
notify you only when programs try to make changes to your
computer.

13
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This is the best setting to use. It gives good protection and
only bothers you when you try to open an old program, or
when something dangerous is about to happen.

A

Choose when to be notified about changes to your computer

User Account Control heips prevent potentially harmful programs from making changes to
your computer,

Tell me more about User Account Control setfings

Always notify
] B Notify me only when apps try to make changes to
my computer (default)
® Don't notify me when | make changes to
- ™~ Windows settings
- -
@ Recommended if you use familiar apps and visit
4 = familiar websites.
Never notify

o Cancel

Fig. 13.24 The Default Windows 8 UAC Settings.

When you first open the UAC window the handle of the slider
is not visible. To make it so, you must first double-tap or
double-click between the two black lines (the default position
of the slider). The four UAC levels ta choose from are:

1. Always notify me when - (a) Apps try to install software
or make changes to my computer, (b) | make changes to
Windows settings. This is the most secure setting but very
annoying. You are always notified before any changes are
made. The UAC prompt opens and your Desktop
background is dimmed. You cannot use your computer until
you choose Yes or No. | don’t recommend this setting!
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2. Notify me only when apps try to make changes to my
computer (default) — On this setting, the computer only
prompts you before programs make changes that require
administrative permissions. This level is less annoying as it
doesn't stop you making changes to the system, but only
shows prompts if an application wants to make changes. The
Desktop is still dimmed and you must choose Yes or No
before you can do anything else on your computer. This is
the best setting to use.

3. Notify me only when apps try to make changes to my
computer (do not dim my desktop) — Identical to 2 above
except that the Desktop is not dimmed. This level is less
secure as it is easier for malicious programs to simulate
keystrokes or mouse moves which interfere with the UAC
prompt.

4. Never notify when — Apps try to install software or make
changes to my computer or | make changes to Windows
settings. This level of the UAC doesn’t offer any protection
and is not recommended. It makes it much easier for rogue
programs to infect your computer and even take control of it.

Note: Whatever else you do with the UAC level
settings, make sure you don't use the 'never
notify’ setting or you will regret it one day!
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The Ease of Access Center

If you have problems using a standard computer Windows 8
has several features that may be of help.

# I\ The Ease of Access Center lets you change settings
\ ' to make your PC more accessible if you have visual or

hearing difficulties, suffer pain in your hands or arms
and/or have other reasoning and cognitive issues.

You can open the Ease of Access Center by using the
Settings charm, then selecting Control Panel and tapping or
clicking the Ease of Access Center, as shown in the
composite screen dump in Fig. 14.1.

!- t WD s CantratPunet ¢ A8 Covtrat Punl oy =

=l »

LFY 5 b
| @ 2 "%
| & »a =
= ® A
| &

A % o
| @ ¢ =

Fig. 14.1 The Ease of Access Center Entry in the Control Panel.

However, by far the easiest way to open the Ease of Access
Center, if you have a keyboard, is by using the Mr+U
keyboard shortcut (where ‘ is the Windows key on your
keyboard).
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Both methods open the screen shown in Fig. 14.2 below.

1 @ » Control Panel » All Control Panet ftems » Ease of Access Center
Controt Panei Home .
Make your computer easies to use

[ Change sign-in settings o
a Quick access to common tools

You can use the 100ls i tTus section 10 help you get started.

Windows can read and scan this Iist automatically, Press the SPACEBAR 1o
select the highiighted 1001,

DAmmrMNsmongmmxmmm

Start Magnifier & | Start Narrator

Start On-Screen ¢ Setup High
Keyboard Caontrast

Get recommendations 10 Make your computer

P Not sure whete tostan? °, ©

Explore all settings
When you select these settings. they will automatically stam each time you sign in.

Use the computer without a display
Ovptimize for biindness

Make the computer easier 10 see

Optimize visual display

Use the computer without 3 mouse or keyboard
Set up afternative input devices

Make the mouse easier 10 use
Adjust seftings for the mouse or other pointing cevices

6 Q oo @ &

Make the keyboard easier to use
Adjust settings for the keyboard

Use text or visual alternatives for sounds
Set up aiternatives for sounds

P Make it easier 10 focus on tasks
Adjust settings for reading and typing

m Make touch and tabiets easier to use
Adjust settings for touch and tabiets

Fig. 14.2 The Ease of Access Center Screen.

The Ease of Access Center includes a quick access panel
at the top with a highlight rotating through the four most
common tools; Start Magnifier, Start Narrator, Start
On-Screen Keyboard, and Set up High Contrast. A voice,
the Narrator, also tells you what option is selected.
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Pressing the Spacebar on a highlighted option will start that
option. If the Narrator annoys you, click the Always read this
section aloud box to remove the tick mark from it. While you
are doing this, you could also remove the tick mark from the
Always scan this section box, to stop the focus from
rotating between the four entries.

The U Get recommendations to make your computer
easier to use link opens a five-stage questionnaire, the first
screen of which is shown in Fig. 14.3 below.

@ - 1 @ « Ease_ » Getrecommenda.. v & SearchC. P

Get recommendations to make your computer easier to use
Ansvres the following questions 1o get recommendations for settings that Can make
your computer easier to see, hear, and use.

For each question, select all statements that apply to you. When you're done, you can
decide vuch settings 10 tum on.

Your answers are used 10 determine recommended settings only. if another program o+
Web site wants 10 use this information to better surt needs, you will be explicitly
asked for permission by that program. W

Eyesight (1 of 5)
Select all statements that apply to you:
[[Jimages and text on TV are difficult to see (even when I wearing glasses).
[] ighting conditions make it difficult to see images on my monitor.
[J1 am biind.
[[]1 have another type of vision impairment (even if glassas corect it).

Fig. 14.3 The First Screen of a Five Stage Questionnaire.

Depending on your answers to questions about performing
routine tasks, such as whether you have difficulty seeing
faces or text on TV, hearing conversations, or using a pen or
pencil, Windows will provide a recommendation of the
accessibility settings and programs that are likely to improve
your ability to see, hear and use your computer. This has to
be a good place to start.

14
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The Explore all settings section below the Get
recommendations ... link in the Ease of Access Center lets
you explore settings options by categories. When selected,
these will automatically start each time you log on to the
computer. They include:

* Using the computer without a display

* Making the computer easier to see

* Using the computer without a mouse or keyboard

* Making a mouse easier to use

* Making the keyboard easier to use

* Using text or visual alternatives for sounds

* Making it easier to focus on tasks

* Making touch and tablets easier to use.
In the next few pages | will give you an overview of these

various options, but | will not discuss any of them in too much
detail, as different people have different and specific needs!

The Microsoft Magnifier

To start the Magnifier, click on Start Magnifier (words not
icon) shown in Fig. 14.4.

& | Start Magnlfler  Start Narrator

\&H ¥ Set up High Contrast
& 100% views =

CmeAnD

Fi;;. 14.4 Computer écreen with the Magnifier Active.

The new Magnifier window has two views: Full screen (the
default), and Lens, selected from the Views drop-down list
shown open in the composite screen dump in Fig. 14.4.
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In Lens view, wherever you place the mouse pointer the
screen is magnified.

The Magnifier window allows you to increase €@ or
decrease @ the magnification, or use the Options icon ¥ to
turn on colour inversion, select tracking options and fine-tune
screen fonts.

If you don’t use the Magnifier window for more than a few
seconds, it turns into an actual magnifying glass icon, as
shown here. Clicking this Magnifier icon again,

v | re-opens the Magnifier window shown in Fig. 14.4.

To close down the Magnifier, click the Close
button gsEds in the Magnifier window.

This feature takes a while to get used to, but it can be well
worthwhile trying it out.

Microsoft Narrator

Narrator is a basic screen reader built into Windows and
may be useful for the visually impaired. It reads dialogue
boxes and window controls in a number of Windows basic
applications, as long as the computer being used has a
sound card and speakers or headphones.

To open the Narator, tap or click the Start Narrator option
in the Ease of Access Center (Fig. 14.2). Another way to
start Narrator is to use the key combination & +Enter.
Narrator will start speaking in a rather hard to understand
electronic voice reading everything that you point at with the
mouse pointer.

After starting Narrator, an icon is placed on the Task bar.
Clicking that icon opens the Narrator Settings screen in
which you can:

¢ Change how Narrator starts
» Change how you interact with your PC

* Change the pitch or volume of the current voice or
choose an alternative voice.

14

191



14

192

Accessibility

Finally, it might be worth visiting the Narrator keyboard
commands screen to find out what commands are available
to control Narrator. You do this by using the key combination
CapsLock+F1. On the screen that opens, you'll find both
keyboard commands and touch commands to completely
control Narrator. While you are looking at these commands,
you can stop Narrator from going on reading one command
after another, by pressing the Ctrl key.

If you find this Narrator useful you will need to play around
with it for a while until you get familiar with the way it works.

To close Narrator just use the key combination
CapsLock+Esc and click Yes on the warning box that
displays. Narrator even tells you that you are on the Yes
button just before it closes down!

The On-Screen Keyboard

To activate the On-Screen Keyboard (Fig. 14.5), click the
Start On-Screen Keyboard option in the Ease of Access
Center shown earlier in Fig. 14.2.

&~ On-Screen Keyboard - O

Fig. 14.5 The On-Screen Keyboard.

This excellent virtual keyboard opens on the screen and
allows users with mobility impairments to type data using a
mouse pointer, a joystick, or other pointing device. The result
is exactly as if you were using the actual keyboard. It has
three typing modes selected when the Options key on the
virtual keyboard is tapped or clicked, as shown in Fig. 14.6
on the next page.
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Use click sourd
Show keys 10 ma«<e it easier o move around the screen
[} Tum on numesic key pad

To use the On-Screer Keyboard:
(@) Click on keys
(OHover over keys

1over duret

() Scanthrough keys

# Use joysticx. game pad or other gamirg device
@ Use keyboardkey ~ Space BarKew

|Use mouse click

Text prediction:
il Use TextPrediction
[+ Insert spzce after predicted words

Contiol whethet the Or-Screen Keyboard starts when ! sign

[ o ][ omes

Fig. 14.6 The Virtual Keyboard Options Screen.

The three modes of the virtual keyboard are:

Click on keys mode - you tap or click the on-screen keys
to type text (the default mode).

Hover over keys mode — you use a finger, a mouse or
joystick to point to a key for a predefined period of time,
and the selected character is typed automatically.

Scan through keys mode - the On-Screen Keyboard
continually scans the keyboard and highlights areas
where you can type keyboard characters by pressing a
hot key or using a switch-input device.
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You can also adjust the settings for your ‘physical’ keyboard
by clicking the «<&> Make the keyboard easier to use entry
towards the middle of the Ease of Access Center window
(see Fig. 14.2), and selecting various options on the
displayed window, part of which is shown in Fig. 14.7 below.

® @ - * @« EmeofAccess_ » Make the heyboard easier 10 use v & sewtnC. P
~
Make the keyboard easier to use !
When you select these 100K They will automatically Start each DMe you Sign . h
[0 Vum on Mowe Keys ,:
Use the Aumenc keypad 10 move the mouse sound the seen. 'q‘
Set up Mouse Keys %
Mahe it easier %0 Yype 35
[0 Veon om Suchy Keys ﬁf
Press heyboasd shorinas (Such as CTRL+ALT+DEL) one bty at 2 tane. ;rl
|
Set up Stuhy Keys -‘{i
[0 Vwm on Toggte Keys
Her a wone when you peess CAPS LOCK, NUM LOCK, or SCROLL LOCK.
{1 Twm on Topgie Keys by hoiding down the NUM LOCK ey for 5 seconds
[ Ve o Filer Keys
ignoe or siow down brnef or st andd adpst ey repeat rages.
Set up Filter Keys v
oK Canced
= SRS S S T NN e gy s T u o

Fig. 14.7 Options to Make the Physical Keyboard Easier to Use.

On this ‘Make the keyboard easier to use screen’ you can:

Turn on Mouse Keys - lets you move the mouse pointer
by pressing the arrow keys on the keyboard's numeric
pad.

Turn on Sticky Keys - allows you to press the Ctrl, Alt,
and Shift, keys one at a time, instead of all at the same
time. This is useful for people who have difficulty pressing
two or more keys at a time.
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Turn on Toggle Keys — makes your computer play a
high-pitched sound when the Caps Lock, Scroll Lock, or
Num Lock keys are used. The Turn on Filter Keys
option tells the keyboard to ignore brief or repeated
keystrokes.

The Display Options

To make your screen easier to see you can try the Set up
High Contrast option in Fig. 14.2. This opens a window, part
of which is shown in Fig. 14.8 in which you can set programs
to change their colour-specific schemes to a High Contrast
scheme, change the size of text, set the thickness of the
blinking cursor, etc.

@-:) + 1 @ « Ease of Access » Make the computer easier 1o see v & Seacht_ P

Make the computer easier to see
When you select these 100ls. they will automatically start each time you sign in.

High Contrast
Choose a High Contrast theme
{4 Turn on or oft High Contrast when left ALT + left SHIFT + PRINT SCREEN is pressed
When using keyboard shortcuts to turn Ease of Access settings onc
[#] Display a warning message when turning a setting on

[#] Make a sound when turning a setting on or oft

Hear text and descriptions read aloud
(] Tum on Natrator
Narrator reads aloud any text on the screen. You will need speacers.
[[] Turn on Audio Description
Hear descriptions of what's happening in videos (when avallable).
Make things on the screen larger
Change the size of text and icons
[[] Turn on Magnifier
Magnifier zooms in anywhere on the screen, and makes everything in that area larger. You can v
oK Cancel Appty
= T e

Fig. 14.8 Options to Make Display Easier to Use.
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The Mouse Options

Clicking the .J» Make the mouse easier to use link near the
middle of Fig. 14.2, displays the window below.

® « 1 @ - EsseofAccess C. » Make the mouse easier 10 use v ¢  sesnc. P
-~

Make the mouse easier to use
When you select these 100k, they will automatically start each time you Sign in.

Mose posters
Cunge the coior and size of MOuse podeters.

= =N

ol ;
| toge - () O Large Black (9] Ozw “
==l csrdlsnl

Control the mouse with e keyboard

[0 Twn on Morse Keys
Use the mameric keyped 10 move the mouse avound the SOeen.

Set up Mowuse Keys

Make @ cosiey 10 MaREgE wAGONS
O a by M) Ovey & with the Mmouse

oK Cancet Aoy

Fig. 14.9 Making the Mouse Easier to Use.

Here you can change the colour and size of the mouse
pointer, and control the mouse pointer's movements with the
keys on the numeric keypad.

Tapping or clicking the Set up Mouse Keys link, pointed to
in Fig. 14.9, displays an additional window, shown in
Fig. 14.10 on the next page, in which you can control,
amongst other things, the speed at which the mouse pointer
moves, and the shortcut key combination you need to
activate and deactivate the numeric keypad.
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@ + 1 @ « Ease of Access Center > Set up Mouse Keys v & SeacthC. P

Set up Mouse Keys
] Tum on Mouse Keys i
Use the numeric keypad to move the mouse around the screen.
Keyboard shortaut
[#] Tum on Mouse Keys with left ALT + left SHIFT + NUM LOCK

When using keyboard shortauts $o tum Ease of Access settings o

[#] Display a waming message when tuming a setting on

[#] Make 2 sound when tuming a setting on or off

Pointer speed
Top speed: J
Low High : |
Acceseration
Slow Fast

[J Hold down CTRL to speed up and SHIFT to siow down
Other settings
oK || Cancel
R e = =0 e

Fig. 14.10 Mouse Keys Setup.

Apgrey

I'll leave it to you to explore the other settings on the list in the
lower half of the Ease of Access Center. It is the only way of
finding out what suits you personally.
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Paint & WordPad Apps

Like its predecessors Windows 8 comes with some very
useful accessory programs, some of which are good enough
to be ranked as ‘stand alone’ programs.

The Paint App

The new Windows 8 version of the Paint App is a
genuinely useful and easy-to-use application for
drawing and editing pictures or digital photographs.

By default, Paint is not pined on either the Taskbar or on
the Start screen. So, the first thing to do is find it, using the
Search charm, as shown in the composite screen dump in
Fig. 15.1 below.

L

ol
]

1

g B o

Fig. 15.1 Searching for Paint.

You could right-click the icon and pin it to the Start screen so
that you can find it a lot easier next time you need o run it.
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Starting Paint

Tapping or clicking the Paint icon, starts the program and
displays the opening screen similar to that in Fig. 15.2 below.
Here, | have used the File, Open menu command and
selected a photo from the Pictures library.

Home View - 0
3 Alcd @ . WMEEEE mAanE
o B -l L

Chpboard image Tools [Grushes| Shapes Sze | Color | Color Edrt
® . N . - . 1

colors

) 100% @ +

Fig. 15.2 The Paint Screen Displaying a Photo.

You can use Paint to create drawings on a blank drawing
area or add to existing pictures. This makes it useful for both
youngsters who want to play and professionals who need a
quick and lightweight image editor. With this in mind Paint
saves its files in .png format by default. That is the format all
the images in this book were saved in.
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As can be seen, Paint uses the Office 2010 Ribbon, with the
File button that opens the Backstage view, and tabs for

Home and View.

Tapping or clicking the File button displays the screen in

Fig. 15.3.
'! Recent pictures
New
1 Autumn Leaves
F‘y & £ Cif in Clouds

@ Save @5 ’

Q Primt ’

’g‘l Frog scanner or camera

] Sengd in email

ﬁ Set as desktop background »
J Properties
a About Paint

b J

Exnt

Fig. 15.3 The File Backstage View.

Many commands, that
are not related to
actual painting or
drawing, such as
Open, Save, Print,
Send in email, etc.,
are to be found under
File, including a list of
the most Recent
pictures you opened
in Paint.

The Home tab is the
one that displays all
the things you use
most often, such as
Image tools to crop,
re-size and rotate
images, Tools to
sketch drawings, erase
them, etc., Brushes
which includes all the
brushes you might
need, selection of
Shapes and Size of
lines and the ability to

change Color and select from a palette.

The View tab has the Zoom tools, as well as Rulers and
Gridlines for when you need to do detailed work in Paint.

What follows is a more detailed discussion of Paint and its
various tools, using simple examples to illustrate some of its

capabilities.
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Using Paint

The drawing area (where the photo is now showing in
Fig. 15.2), is where you create your drawings with the help of
various Tools. To select a tool, simply tap of click Tools on
the Home tab and tap or click the one required. Some tools
can work with either of the current foreground colour (Color
1) or background colour (Color 2) - dragging the tool with the
left mouse button uses the foreground colour and with the
right one the background colour.

More detail of the Tools functions is listed below.

Tool Function

Pencil Used to draw freehand lines in either
the foreground or background colour.

Fill with color Used to fill in any closed shape or
[ area with the current foreground or
background colour.

Text Used to add text of different fonts,
A“ sizes and attributes in the current
x| foreground colour, with either an

opagque or transparent background.

Eraser Used to change the selected
foreground colours under the eraser
icon to a background colour, or
automatically change every
occurrence of one colour in the
drawing area to another.

Pick color Used to set the foreground or
background colour to that at the
pointer.

Magnifier Used to zoom the image to different

magnifications. Left-click zooms in,
right-click zooms out.
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With Paint you can draw and paint on the screen in the same
manner as an artist works on paper or canvas. The tools
used are actually very similar; Brush, Watercolor brush, Oil
brush, Calligraphy brush, Airbrush, etc. However, the
techniques are a little different and for the first-timer it takes a
little getting used to.

Most of the tools in Shapes and Size are quite easy and
straightforward to use. To select a tool, tap or click on it, and
to use it move to a suitable position within the drawing area
and drag the tool around to accomplish the required task.
Sounds very artistic, doesn't it?

With most of the Toolbox options, dragging with the left
mouse button uses the active foreground colour, and with the
right button the active background colour. Releasing the
mouse button stops the action being performed.

If you make a mistake, you can select the Undo button
from the Quick Access Toolbar at the top of the Paint

screen, also shown here, or use the
Ctri+Z keyboard shortcut.

The Colour Palette

At the top-right corner of the Home tab is the colour palette,
as shown in Fig. 15.4.

T — i I | (]
i .D_]_
Color - - Edit

2 a coiors

Pr—
|

| Color
L1

Fig. 15.4 The Colours Palette.

The two squares on the left of the above screen show the
active colours which are presently in use. When you tap or
click on a colour in the palette, that colour will be set as the
foreground or background colour, depending on which
button, Color 1 (foreground) or Color 2 (background) was
selected at the time.

How you can use these colours with other tools, will be
discussed shortly.
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The colour palette shows the conventional colours that are
most used in Windows. You can very easily customise the
palette though, by tapping or clicking on any Edit colors,
option which opens the screen shown in Fig. 15.5 below.

e ¥ 00 RO

H EEEEEE

HEEEDENE

EHETEEEEEREN

AEAEEEEEN

 F F 2 0 B0 N

Custom colors:

'[:r':'—gr._{_g'_ Hac[167 | Roa 8
I_ | ! Sat (139 Green: |72
Define Custom Colors >> ColonSolid . 1126 Blue: 1208

l __OK_ ] Cancel Add to Custom Colors

—ee

Fig. 15.5 Selecting Custom Colours in the Edit Colors Screen.

To add colours to the colour palette, tap or click on the colour
selection area to place the colour picker on a colour of your
choice, then move the slider to select the depth of the chosen
colour.

As you move the cursor over the matrix panel, the
numerical boxes below it display the colour value in terms of
Hue, Saturation and Luminosity (H, S and L in many
graphics programs), and in terms of Red, Green and Blue
(R, G and B) content. When you tap or click the colour you
want, these values become ‘fixed’ and that colour is placed in
the Color|Solid box. Tapping or clicking the Add to Custom
Colors button will add the colour to the Custom colors
pane. They can then be selected for use in the main colour
palette.

If you know the RGB or HSL value of the colour you want
to use, you can enter their values into the individual boxes.
Tapping or clicking the OK button closes the Edit colors
dialogue box and places the customised colour on the third
row of the palette.
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Adding Text to an Image

Adding text to a drawing is easy. Simply choose the
foreground colour for the text, then select the Text tool from
Tools. The insertion pointer at that point takes the foreground
colour you chose.

Next, move the insertion pointer to the working area
and tap or click to open the text box by dragging it to
the correct size, type the text, and in the displayed Text
Tools, shown in Fig. 156, select Opaque or
Transparent, the required Font and its Size, and start
typing within the text box that you created.

Home View Text

] @
x A [BOpaquv | T .l--.D.--_-
‘ Wl b !

g'm‘
Color | Color
2

T An example of » label being cseated.
- * .0

-} 939, 711px 50% (= +

Fig. 15.6 Adding Text to a Picture or Drawing.

When you are happy with the text, click outside the text box
to paste it in the drawing and close the toolbar. However, it is
possible to move a text box before pasting by hovering the
cursor exactly over the dashed selection line until it changes
to a four-headed pointer, as shown above, then drag the text
box to a new position.
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Paint and the Internet

Even with the Internet, Paint can be a useful tool. | show
here the two main ways you can use it. One involves sending
your picture or drawing to a distant friend, and the other
getting pictures from your favourite Web sites.

Sending an Image with E-mail

To send the current image in Paint as an e-mail attachment,
just use the File, Send in email backstage command. This
opens your default e-mail program ready for you to enter the
receiver's address and your message. It couldn't be easier,
but don't forget to make sure the file is not too large,
otherwise you may tie up your recipient's connection for too
long. In fact some e-mail hosts don't allow very large files to
be sent as attachments.

Copying an Image from a Web Page

Often while browsing your favourite Web sites you might find
a picture that is just right for something you have in mind. No
problem, apart from copyright of course, so be on your guard.
I don’t have such an issue here, as the picture to be used as
an example is my daughter’s artwork!

To copy a picture, right-click the image and select Copy
from the drop-down menu. This places the image on the
Windows Clipboard. You could, of course, have chosen the
Save Target As option and saved the picture file on your
hard disc, but if you want to put it straight into Paint, so that it
can be changed (I would not dare) before it is saved, use the
Copy command.

Without doing any more editing operations, go to the open
Paint window and use the Clipboard, Paste option in the
Home tab, or the Ctrl+V keyboard shortcut. Both of these
commands paste the clipboard contents into Paint, as show
in Fig. 15.7 on the next page.
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Home View
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Fig. 15.7 Pasting Images into Paint.

Note that when an image is pasted, any previous selections
are closed and a new selection marquee is placed around the
new pasting, so that you can move it round the canvas as
you like.

Note: Don't forget that someone has the
copyright for the image you might have selected
to practice. If you want to use it in any way, you
must get the permission of the original owner.

All in all the capabilities available in Paint result in an
impressive App/program which makes it worthwhile giving it a

try.
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The WordPad App

WordPad is a text-editing program you can use to

create and edit documents. Unlike Notepad, WordPad
documents can include rich formatting and graphics, and you
can link to, or embed objects, like pictures.

The new Windows 8 version of the WordPad App is an
extremely useful and easy-to-use application. It can be used
to open and save text documents (.txt), rich text files (.rtf),
Word documents (.docx), and OpenDocument Text (.odt)
documents. Documents in other formats are opened as plain
text documents.

By default, just as Paint, WordPad is not pined on either
the Taskbar or the Start screen. So, the first thing to do is
find it using the Search charm, as discussed at the beginning
of this chapter, but you search for wordpad instead. Once
found, it is advisable to right-click the icon and pin it to the
Start screen so that you can find it a lot easier next time you
need to run it.

Starting WordPad

Tapping or clicking the WordPad icon, starts the program
and displays the opening screen similar to that in Fig. 15.8.

Home  Vaw ~9

Ols e  wn z2=-3 RPMP 2
e B UdXX £2-A- .".-m'-tb-'w-w- =

dramng ftme obpa

B . . s f s o5 s Teosehons } T 3 E vy '---5---'.‘_..-6"'

00% = +

Fig. 15.8 The WordPad Opening Screen.
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As with all programs that have a Ribbon across the top,
(Paint for example) tapping or clicking the File button (or
using the Alt+F keyboard shortcut) opens the Backstage
menu where you can do the usual non-word processing type
operations like Open, Save, Print and Send in email the
current document.

Recent documents J
" New
— 1 Calendar
123
(¥ open 2
3 10 tmes s, size
Sawe
Save s
rint L
=5 ° R
-E Page setup
[ of Seng m email
]
@‘ About WwordPad
Exe

Fig. 15.9 The Backstage Menu for WordPad.

Once WordPad is open you just get on with typing your
document into the working area. All the formatting and layout
controls are on the Home tab of the Ribbon. To insert a
picture click the Picture button and select its file. The Paint
drawing option opens the Paint App for you to create a
drawing. The Zoom, Ruler and Status bar controls are in the
View tab.

Have a look at the Quick Access toolbar B/ 9 €% on
the left of the window Title bar. It has icons for saving and
undoing and redoing actions. You can also add more quick
actions here.
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To illustrate some of WordPad's capabilities, you need to
have a short text at hand. Perhaps you might like to type the
memo below into a new document. At this stage, don’t worry
if the length of the lines below differ from those on your
display.

MEMO TO PC USERS

Data Processing Computers

The microcomputers in the Data Processing room are a
mixture of IBM compatible PCs with Intel Core Duo
processors running at various speeds. Alll are fitted with
combo CD/DVD drives. The PCs are connected to various
printers, including a couple of colour printers, via a network;
the Laser printers giving best output.

Structuring of Hard Disc

The computer you are using will have at least a 800 GB
capacity hard disc on which a number of software programs
have been installed. To make life easier, the hard disc is
partitioned so that data can be kept separate from programs.
The disc partition that holds the data for the various
applications running on the computer is highly structured, with
each program having its own folder in which its own data can
be held.

Fig. 15.10 A Document to Type in WordPad.

As you type in text, any time you want to force a new line, or
paragraph, just press the Enter key. While typing within a
paragraph, WordPad sorts out line lengths automatically
(known as ‘word wrap’), without you having to press any keys
to move to a new line.

It is assumed here that you are able to move around the
text by positioning the cursor where you want it to be by using
the mouse and the normal direction keyboard keys, and that
you can edit the text by using either the Delete or BkSp
(Backspace) keys. With the Delete key, position the cursor
on the first letter you want to remove and press Delete, while
with the BkSp key, position the cursor immediately to the
right of the character to be deleted and press BkSp. These
are rather basic skills!
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If, while you are typing, you make a mistake, you can always

select the Undo @ button from the
Quick Access Toolbar at the top of

the WordPad screen, also shown
here, or use the Ctrl+Z keyboard shortcut.

Saving a Document to a File

When you have finished typing the text, you can save it using
the Save I button on the Quick Access Toolbar, or using
the File, Save command on the Backstage screen. If this is
the first time you are attempting to save this document, a
Save as dialogue box appears on the screen with the cursor
in the File name field box waiting for you to type a name.
Save your document in .rtf (rich text format) giving it the

name Memo to PC Users.

If you want to save a copy of the document with another
name, use the File, Save as command which displays the

screen shown in Fig. 15.11.

Save a copy of the document

Rich Text document

Save the document i the Rich Text
format

L Offics Open XML document

ﬂ Save 3s b »

- |

l

.}s Page setup
(i 3] Sengd in email

Q About WordPad
-

Extt

] Save the document in the Office Open

XML format
‘OpenDocument tex:

Save the document in the
OpenDocument format.

Plain text document

Save the document as plan text without
line breaks of formatting

Qther formats

Open the Save as dislog box to select
from all possible file types.

7 Fig. 15.11 The Save As Dialogue Box._
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Document Editing

Text editing is usually carried out in the insert mode. Any
characters typed will be inserted at the cursor location and
the following text will be pushed to the right, and down.
Pressing the Insert key will change to Overstrike mode,
which causes entered text to overwrite any existing text at the
cursor.

When larger scale editing is needed, use the Cut, Copy
and Paste buttons on the Home tab of the Ribbon; the text
to be altered must be ‘selected’ before these operations can
be carried out. Selected text is highlighted on the screen.
This can be carried out in several ways:

a. Using the keyboard; position the cursor on the first
character to be selected, hold down the Shift key
while using the direction keys to highlight the required
text, then release the Shift key.

b. With the mouse; click the left mouse button at the
beginning of the block and drag the cursor across the
block so that the desired text is highlighted, then
release the mouse button. To select a word, double-
click in the word, to select a larger block, place the
cursor at the beginning of the block, and with the Shift
key depressed, move the mouse pointer to the end of
the desired block, and click the left mouse button.

c. Using the ‘selection area’ and a mouse; place the
mouse pointer in the left margin area of the WordPad
window where it changes to a right slanting arrow, and
click the left mouse button once to select the current
line, twice to select the current paragraph, or three
times to select the whole document.

Once text has been selected it can be copied to another
location in your present document, to another WordPad
document, or to another Windows application using the Copy

) button on the Home tab or the Ctrl+C keyboard shortcut.
Next, navigate to where you want the copied text inserted
and use the Paste [] button or Ctri+V keyboard shortcut.
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Selected text can also be moved, in which case it is deleted
in its original location by using the Cut & button or the Ctrl+X
keyboard shortcut, then moving to the required new location
and using the Paste (] button or Ctrl+V keyboard shortcut.

Finding and Changing Text

WordPad allows you to search for specified text, or character
combinations. In the Find mode it will highlight each
occurrence in turn so that you can carry out some action on
it. In the Replace mode you specify what replacement is to
be carried out.

For example, in a long memo you may decide to replace
every occurrence of the word ‘program’ with the word
‘orogramme’. To do this, first go to the beginning of the
document, as searches operate in a forward direction, then
choose the Replace % button on the Home tab to open the
dialogue box shown in Fig. 15.12.

Find what Program
|_Ropiece |

Replace wittr | Programme
Seplace All

Cancel

[[]Match whole word anly

[1Match case

Fig. 15.12 The Replace Dialogue Box.

You then type what you want to search for in the Find what
box. You can then specify whether you want to Match whole
word only, and whether to Match case, (upper or lower
case) by check-marking the appropriate boxes. Next, type the
replacement word in the Replace with box and make a
selection from one of the four buttons provided. Selecting
Replace requires you to manually confirm each replacement,
whilst selecting Replace All will replace all occurrences of
the word automatically.
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Formatting a WordPad Document

Text formatting can involve the appearance of individual
characters or words, and the indentation, addition of bullet
leaders and the alignment of paragraphs. These functions
are carried out in WordPad from the Home tab of the
Ribbon.

As an example of some of the formatting options, use the
Memo to PC Users document created earlier in rich text
format (.rtf), then highlight the title line, and change its point
size to 20, then embolden it and centre justified it by using
appropriate format buttons on the Home tab. You can also
change its colour to red to make it stand out. Next, select
each sub-title in turn and change their point size to 18, then
embolden them and change their colour to blue.

‘@#8 <@ -] Each paragraph of the rest of the
o Re | document was selected and its font
ArisiBlack ° | changed from Calibri to Arial by
persta w | choosing the font type from the
| Baskerville " drop-down list and changing its point
[ . | size to 14, as shown in the composite
Botenicel .« Lo screen dump in Fig. 15.13,
::'[:‘bﬂ_s"" = Finally, the date was inserted a line
Callbri Ught > | below the title by selecting the -
e 24 Date and Time button on the ™
ComsbetaMath |20 Home tab.
e oM o owewmetee  EW
Centax e Availasie formats
Comic Sans MS 72 08/12/2012

- S — ! m"l’“z
Fig. 15.13 The Font g
and Point Size Lists. 08 December 2012

Saturday. 8 December 2012
ay, 08 December 2012
You can then choose a | s

date format from the list | ™™™

shown in Fig. 15.14, say

the one highlighted here, ox Cancel
and right justifying it on the

page. Fig. 15.14 Date and Time

Formats.
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The result of all the formatting so far is shown in Fig. 15.15.
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Data Processing Computers

The microcomputers in the Data Processing room are a mixture of
1BM compatible PCs with Intei Core Duo processors funning at
various speeds Al are fited with combo CD/DVD drives. The
PCs are connected to vanous printers, inciuding a couple of colour
printers. via a network. the Laser printers giving dest output

Structuring of Hard Disc

| The computer you are using wil have at ieast a 800 GB capactty

1 hard disc on which a number of software programs have been
instated To make life easier, the hard disc Is parfitioned so that
dala can be kept separate from programs The disc partition that
hoids the data for the vasious applications running on the
computer is highty structured, with each program having its own
folder in which its own data can be heid

100% @ &

Fig. 15.15 The Display of a Formatted Document.

Formatting Lists

It is easy to create a bullet list in WordPad. Just type the list

as a series of separate lines, highlight them all and
«— tap or click the Bullet button on the Ribbon also
= shown here. This places bullets in front of each list
item as shown in Fig. 15.16

(00 TG VO I TR TR TR TR ARy TR XK | O LI F O 1 uu..'\..;...“]

To save a document, do the following:

k=Y
e s o

100% @
Fig. 15.16 Creating an Ordinary Bullet List.
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In fact if you click the down-arrow to the right of the Bullet
button, you'll see a list of six types of bullet ‘styles’ that you
can choose from, as shown in Fig. 15.17.

i. I
ii. .
"
iv. Iv.

aoow

e o o o
hoN=
Sow>»

Fig. 15.17 Types of List Styles Available.

The Ruler

The ruler is activated by default, but can be deactivated by
clicking the Ruler box to remove the tick mark in the View
tab on the Ribbon. The Ruler displays at the top of the text
area of the WordPad window, and lets you set and see Tab
points for your text, or visually change the left and right
margins of your document.

Setting your own tabs is easy by clicking within the ruler
where you want to set the tab. Tabs can be moved within the
ruler by dragging them to a new position, or removed by
simply dragging them off the ruler. Default tab settings do not
show on the ruler, but custom tabs do.

Printing Documents

As long as your printer has been properly installed, you
should have no problems printing your WordPad document.
However, before committing to printing, make sure that
WordPad is set to the same page size as the paper you plan
to use by clicking the File button and selecting the Page
setup option on the Backstage screen which opens the
dialogue box shown in Fig. 15.18 on the next page. From
here you can control the paper Size and Source, the
Orientation of the printout and the size of all the Margins
around the edge of the paper, and whether to Print Page
Numbers.



Paper

Size: Ad

Source: Aaromatically Select

Onientation Margins (millimeters
@ Portrait Left: ns
) Landscape Top: 254

] Print Page Numbers

x

Right

Bottom: | 254
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When you are happy
with the printer setup,
tap or click OK and

select the Print
button. From the
displayed Print
dialogue box you can
select between
different printers,
v including network

printers (if any), and
set their properties.

You can also
select to preview your
document before
committing to paper
which can save both
your paper and
printer toner or

38

Coancs

cartridge bills.

Fig. 15.18 The Page Setup Screen.

Embedding a Graphic into WordPad

Embedding a graphic into WordPad is similar to copying, but
with the important advantage that you can actually edit an
embedded object from within WordPad.

Home  View
——

N~ I

Clipboard image Tools [welesl Shapes  Sum

~ @
-

-

-

To embed a Paint image, first
create it in Paint, as shown in
Fig. 15.19, either in Paint
itself or by tapping or clicking
the Paint drawing

button on WordPad’s v‘j
Ribbon, shown here  ram
This opens Paint for “™
you to create the drawing and
save it as a .png file.

Fig. 15.19 Creating a Graphic.
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Next, start WordPad, open the memo, place the cursor
where you want to embed it, and make some room for the
graphic using the Enter key. Now from WordPad use the
Insert object button on the Ribbon to display the Insert
Object dialogue box shown in Fig. 15.20.

Resut
set he conents of e e 38 an obect it your
Gocument 80 hat you may actvat €usng the
PrOgram miieh Created &

Fig. 15.20 The Insert Object Box.

Tap or click the
Create from File
radio button, then

Browse to locate your
.png drawing, usually
in the Pictures library
and press OK to place
the selected graphic
into WordPad, as
shown in Fig. 15.21.

The size and shape of the embedded graphic was changed
to fit where it is shown. You can edit the graphic by first
right-clicking it and using the Copy command from the
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Data Processing Computers

1BM compatible PCs with Intel Core Duo processors running at
vanous speeds. Al are ffted with combo CD/DVD drives. The
PCs are connected to various prnters, including a couple of colour
printers, via & network, the Laser printers giving best output

Structuring of Hard Disc

The computer you are using wil have at least a 800 GB capacity
hard disc_on which a number of software programs have been
instaked To make ife easier, the hard disc 15 partitioned so that
data can be kept separate from programs, The disc partiion that
hokds the data for he vanous apphcations runming on the
computer ts highly structwed. with each program having fts own
fokter i which fts own data can be heid

oo @

The microcomputers in the Data Processing room are a mixture of

drop-down menu,
then tapping or
clicking the Paint
drawing button on
WordPad to open
Paint. Next, use the
Cliboard button to
Paste the graphic
into Paint. After you
edit it, use the File,
Update document
option to update the
graphic within the
document.

Finally, you might

need to resize and

Fig. 15.21 An Embedded Graphic in

WordPad.

reposition the
graphic to complete
your work.

That is it! | hope you will continue to explore Window 8's
capabilities which are far too many to include in this book.
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Controlling Windows 8

Windows 8 functions are at their best when you learn to use
the charms and finger gestures so that you can quickly jump
between the Desktop screen and the Start screen, or your
own programs and the new Windows Apps.

Below you will find a list of the most useful Windows 8
touch controls and their mouse and keyboard equivalents,
together with appropriate screens illustrating various
methods.

Displaying the Charms Bar

¢ Touch Control — Swipe with your thumb to the
left from the right edge of the screen.

Fig. A.1 How to Hold a Touch Screen.

« Mouse Control - Move mouse pointer to the top-right
or bottom-right corner of the screen.

« Keyboard Control — Press simultaneously the two
keys AF+C (where A is the Windows key on your
keyboard).
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Opening the Options Menu of Running Apps

Touch Control — Either swipe with a finger from the
bottom edge of the screen upwards or, if you are
holding the screen as shown in Fig. A.1, use your
thumb instead

Mouse Control — Right-click in an empty space of an
App.

Keyboard Control — Press simultaneously the two
keys BfF+Z (where BF is the Windows key on your
keyboard).

Fig. A.2 The Options Menu of a Running App.

Switching Between Running Apps

220

Touch Control — Swipe with a finger, ar thumb, from
the left edge of the screen towards the right.

Mouse Control — Move the mouse pointer to the
bottom-left corner of the screen, then when the Start
screen thumbnail displays, click and drag upwards.

Keyboard Control — Press simultaneously the two
keys &F+Tab (8 is the Windows keyboard key).
- EEE——— ® 6 6

b

Fig. A.3 Switching Between Running Apps.



Closing Running Apps

Touch Control — Drag a finger from the top edge of the
screen towards the bottom edge until the App
minimises and disappears.

Mouse Control — Move the mouse pointer to the top
edge of the screen and when it changes to an open
hand, then click and drag towards the bottom edge of
the screen until the App minimises and disappears.

Keyboard Control — Press simultaneously the two
keys Alt+F4.

Fig. A.4 Closing a Running App.

Displaying two Apps on Screen

Touch Control — Tap and drag an App with a finger
from its top edge to the right of left edge of the screen
until a thin vertical bar appears. The App snaps into
place making room for a second App to display at the
same time.

Mouse Control — Click and drag the top of an App with
the mouse pointer to the left or right edge of the
screen. Alternatively, right-click on the App and select
from the now displayed options, ‘snap left’ or ‘snap
right'.

221




Appendix A - Controlling Windows 8

* Keyboard Control ~ Press simultaneously the two
keys M+. (where . is the period key) to snap an App
to the left or press the three keys MF+Shift+. to snap
an App to the right.

Fig. A.5 Displaying two Running Apps on the Screen.

Zooming In or Out

* Touch Control — Place two fingers on the screen and
push them apart to zoom in; pinch two fingers
together to zoom out.

Fig. A.6 Using Fingers to Zoom Out.

* Mouse Control — Hold the Ctrl key down and use the
scroll wheel on the mouse to zoom in and out.
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Rearranging Tiles

e Touch Control — To move an App tile or a program
icon to a different position on the screen, tap and hold
it, then move it to a new position on the screen.

¢ Mouse Control — To move an App tile or a program
icon to a different position on the screen, click with the
left mouse button and while holding the button down,
drag the object to another position.

Fig. A.7 Rearranging Position of App Tiles on the
Start Screen.
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Turning off your Computer

There are alternative methods of turning off your computer
apart from using the Settings charm, then selecting the
Power button.

The quickest method is to use the Alt+F4 key combination,
but for this to work you must be displaying the Desktop.
Then, each time you use this key combination, it first closes
each open App, if there are Apps opened, then and only then,
it displays the screen in Fig. B.1.

o sucomwedws
a® Windows 8

n WM G0 o want The COmputer 10 307
ﬁ“ Nl e S D i

&

Clones ol eppmand turms off the PC

o Lance beio

Fig. B.1 The Shut Down Screen.

Clicking the down-arrow pointed to in Fig. B.1, opens a list of
options to choose from, as shown in Fig. B.2 below.

S svdomwedws
a@ Windows 8

“ WP 30 700 ARt the COmpuler 10 007

Switch e
Sogm out
s

Restart

o Cance: ]

Fig. B.2 The Shut Down Options List.
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An alternative way is to use the key combination &&+i where
& is the Windows key on your keyboard. This jumps to the
Charms, Settings, and gets you to the Power button
immediately, as shown in Fig. B.3. From there you can tap or
click the button and select the option you need

Settings

Control Panel
rsonaliz

aill |‘ )

Fig. B.3 Shortcut to Power Button.
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Yet another method is to create shortcuts and place them on
the Taskbar. Clicking such a shortcut performs the operation
required such as shutting down or restarting.

The Shutdown Shortcut
To create a shortcut do the following:

« When Windows displays the Desktop screen, right-
click it and select the New entry from the first
displayed menu, then the Shortcut option from the
second displayed list, as shown in Fig. B.4.

% Ffolaer

_la _Snozul :

B Bitmap image
View * =l Contact
Sort by * & Journal Docurment
Refresh 4 totus word Pro 9 Document
Paste @ Paint Shop Proimage
Paste shortast Rich Text Document
Undo Rename CtrleZ Text Documen
New __ *| I Compressed (pped) Foider

|
& Screen resoutien
" Personalize

Fig. B.4 Creating a New Shortcut.

* A shortcut is placed on the Desktop and a dialogue
box opens next to it, as shown in Fig. B.5. I Location
text box type: shutdown /s /t 0 making sure to include
the spaces between parameters; /s stands for
shutdown, /t is the time and 0 (zero) is the time prior
to execution.

What item would you like to create a shorteut fo?

ThvreEac) Mot yOu 10 Cragte IROICLES 10 10CaI O rtwont Dregrars Nuet. foloert
compura, or ernet sodremie.

Tyoe the caton of w aem.

Mo 0 cOneme

Concer

Fig. B.5 Naming a New Shortcut.
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* On the next displayed

screen, give the shortcut the

name Shutdown, then click Finish to create it.

* Now, right-click the newly created shortcut and select
Properties from the drop-down menu. This opens the

screen in Fig. B.6.

Shutdown Properties =

|Gonrm] Shorcut’ Ontens | Fomt | Liyoutt| Colors | Securiy | i

E Stutdoan
Tugettyee Agpiicaton
Tagetiocaton  SystemXd
Target Ci¥¥indous:System Yishdowmene.
Sawtin | CMSows: sy siem T
Shorteut g Nooe
Run Normal sndow: v
Commant
Ouen Flle Location Changs leon.. Advanced.

Co ] o

Fig. B.6 Shortcut Properties Screen.

* Clicking the Change Icon button in Fig. B.6, displays

an array of icons to
choose from, as
shown in Fig. B.7.
Perhaps the one
pointed to might be
appropriate.

Fig. B.7 Selecting an Icon
to Depict the New Shortcut.
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Finally, right-click the new icon Open
and select Pin to Taskbar, then s
repeat the right-click, but this & auasssminseatce
time select Pin to Start. This Pin 10 Tascoar
provides both an icon on the Send to '
Taskbar and a tile on the Start G
screen. ol
Create shortcut
Deete
Fig. B.8 Pining the Icon to Rename
Taskbar and Start Screen. Properties

The Restart Shortcut

To create a Restart button and tile, repeat the process
described for the Shutdown, but

Type the Location in Fig. B.5 as: shutdown /r /t 0,
where Ir now stands for Restart.

The name supplied by the computer on the next
screen will be shutdown, but you should change this
to Restart.

Proceed as before by right-clicking the icon, select-
ing Properties and clicking the Change Icon button
as per Fig. B.6.

Noxt select an icon |

to represent Restart,

as shown in Fig. B.9. | ‘s
You might like to S
choose a different

icon. Jr4 B ALD -
‘&AA”[I |
-l [l

wOAOLVE

Fig. B.9 Selecting an Icon | ;

L

[ o || omem

to Depict Restart.
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* Finally, pin the Restart icon on the Taskbar and Start
screen, as described for the Shutdown icon.

The Taskbar icons now look as shown in Fig. B.10 below.

Fig. B.10 The Taskbar with the Shutdown and Restart Icons.

When you finish pinning these two shortcut icons to both the
Taskbar and the Start screen, then you can delete them
from the Desktop.

Note: Please don't be put off creating these
icons. It will take you much less time to do so
than reading how to do it. In fact a fraction of
the time it took me to write about it!
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A Babam Computer Guidebook Suitable for All Ages
“,’ g

Windows 8 Explained

This book will help you to understand and explore Microsoft's latest operating
system - Windows 8. as you will need a good working knowledge of this to get the
most from your Desktop. Laptop or X86 Tablet. This book applies to: Windows 8, 8
Pro and the vast majority of Windows 8 Enterprise. Also, parts of the book should be
applicable to Windows RT which is built on the same foundation as Windows 8. but

- . . . . _-‘-r-'-“‘
is a restricted version designed specifically for ARM Tablets. ool
Among the many topics covered are: .

e An overview of the Windows 8 environment, including the Modern interface.

Desktop, Taskbar, running Apps, Tray Notification Area and Charms bar. .
© Managing Windows settings, User Accounts, Personalisation, controlling your
system and working with programs.
Using Desktop File Explorer, Internet Explorer and the e-mail App.
Using SkyDrive and shared folders.
Importing from your camera. working with and organising digital photographs.
Using Bing maps to find locations, services, driving directions and help with
public transport.
Managing the News, Finance and Weather Apps. ‘
Using Windows Media Player and installing and using Media Center.
Connecting to a wireless network. setting up a HomeGroup, sharing a printer. - ]
Using mobility tools to keep your Laptop / Tablet running while away from e
home.

o Keeping your computer healthy, backing up and using Accessibility features if

~ you have eyesight or dexterity problems.
e Using the new Paint and WordPad Apps.
© And more besides. ..

This book is written in plain English and aveids technical jargon wherever possible
so making your introduction to Windows 8 as easy as possible.
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