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In this chapter, you find out how to turn on
and start using a new Windows 11 computer.

- Powering Up and Powering Down
- Finding Your Way Around Windows
- Switching from Windows S Mode to Windows Home

Using Your Windows 11 PC

Whether you've been using computers forever or just purchased your
first PC, there’s a lot you need to know about using the Windows oper-
ating system—such as where everything is, what it does, and how to
do what you need to do.

Powering Up and Powering Down

If you've already read Chapter 1, “Understanding Computer Basics,’
you know how to connect all the components of your new computer
system. The first time you turn on a new computer, you're led through
a series of steps to configure the computer for your needs. Follow the
onscreen instructions to get everything set up. It won't take long.
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The first time you power up your new PC is different from what happens after you have every-
thing set up. It's a more involved process because Windows walks you through a configuration
process that gets your computer ready for you to use.

When you first turn on your new PC (by pressing the computer’s “on” or power button),
Windows displays a series of setup screens. You're asked a number of questions that are used
to properly configure Windows for your use. For example, you need to select the region where
you live, the language you speak, and so on. You also select your Wi-Fi network and enter the
appropriate password.

During this initial setup process, you need to enter the email address and password for your
Microsoft account. If you don’t have a Microsoft account, click Create Account and follow the
onscreen instructions.

Throughout this entire process, just follow the onscreen instructions and make the necessary
choices. When you're done, Windows finishes the installation process and displays the desktop,
with everything set up and ready to use.

The next time (and all subsequent times) you turn on your computer, things are
a lot simpler, as noted in the following steps.

Booting Up

Technical types call the procedure of starting up a computer booting or booting up
the system. Restarting a system (turning it off and then back on) is called reboot-
ing.




Turn On Your Computer

After you've gone through the initial
setup and configuration, turning on
your computer is easy, especially if you
have a notebook or 2-in-1 PC. It’s just
a matter of powering on everything
connected to your computer—in the
right order.

Turn on your printer, monitor
(for a traditional desktop PC),
and other powered external
peripherals.

If you're using a laptop PC, open
the laptop’s case so that you can
see the screen and access the
keyboard.

@ Press the power or “on” button
on your computer. Windows
launches automatically and dis-
plays the lock screen.

Powering Up and Powering Down

Lock Screen Information

The Windows lock screen displays a photo-
graphic background along with some use-
ful information—including the date and
time, power status, and Wi-Fi (connectivity)
status.
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Press any key or move your
mouse to display the sign-in
screen.

@ Enter your password or PIN or
use your PC's fingerprint scan-
ner—however you've configured
your computer’s security—and
then press the Enter key on your
keyboard or click the next arrow
key onscreen. Windows displays
the desktop, ready for use.

Log In Options

Learn more about your PC's log-in options
in Chapter 7, “Working with Different
Users.”

Turn Off Your Computer

How you turn off your PC depends on
what type of computer you have. If
you have a laptop or 2-in-1, you can
press the unit’s power (on/off) but-
ton—although that typically puts your
PC into Sleep mode instead of turning
it all the way off. The better approach
is to shut down your system through
Windows.

@ Click or tap the Start button on e —
the taskbar or press the Windows
key on your computer keyboard
to display the Start menu.




Finding Your Way Around Windows

2 Type here to search

Click or tap the Power icon to

display the submenu of options. Pinned Aaaoes >
@ Click or tap Shut Down. ¢C @ 4@ & = B
0 | B
Sleep Mode N&krgsmw sﬁ‘ g Sciitaire sgw Snipp?nt"ml =
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that keeps your computer running in a
low-power state, ready to start up quickly
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Options menu—or, with many laptop e g o D sieep

PCs, by pressing the unit’s power button. o - s

(There’s also a hybrid sleep mode available e
© i O

only on desktop PCs that places any open
documents in memory while the PC goes
into a low-power state.)

D Sleep
(") Shut down

O Restart

O

Finding Your Way Around Windows

When it comes to finding your way around Windows 11, it’s all about learning
the different parts of the desktop. (And, for you more experienced users, the
Windows 11 desktop looks and works a bit differently than what you're used to
with Windows 10.)
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Use the Start Menu

You access all the software programs
and utilities on your computer via the
Windows Start menu. You can “pin”
your favorite programs to the Start
menu and view apps and files recom-
mended by Windows. You can even
view all the apps installed on your
computer and power off your com-
puter from the Start menu.

@ Click or tap the Start button or
press the Windows key on your

keyboard to open the Start menu.

@ At the top of the Start menu, you
see apps that have been pinned
to the Start menu. Mouse over
the Pinned area and scroll down
or back up to view all the pinned
apps. Click or tap any app to
open it.

@ At the bottom of the Start menu,
you see recommended apps and
recently used files. Click or tap an
app or file to open it.

@ View all the apps installed on
your computer by clicking or tap-
ping All Apps.

All apps  »

Pinning Apps

Learn more about pinning apps to the
Start menu and taskbar in Chapter 6,
“Personalizing Windows."
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@ Apps are listed in alphabetical
order. Scroll down the list to view
more apps.

@ Click or tap an app to open it.

Click or tap Back to return to the
main Start menu.

Finding Your Way Around Windows

Search for Apps and Files

You can also search for specific apps and
files from the Start menu. Just click or tap
within the Search field at the top of the
Start menu to display the Search pane.
(Learn more about searching from the
Search pane in Chapter 8, “Using Apps and
Programs.’)

View more recently used
files by tapping More in the
Recommended section.
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Chapter 3 Using Your Windows 11 PC

@ Recently opened files are listed in
reverse chronological order, most
recent files first. Scroll down to
view older files.

Click or tap any file to open that
file in the appropriate app.

@ Click or tap Back to return to the
main Start menu.

@ Click or tap your account name
or picture to change account set-
tings, lock your PC, or sign out of
your account.

Click or tap the Power icon to put
your PC to sleep, shut it down, or
restart it.

Close the Start menu by clicking
or tapping anywhere outside the

Start menu or clicking or tapping
the Start button again.

Different Looks

Your Start menu probably looks a little dif-
ferent from the ones shown in this chap-
ter—in particular, the icons you see. That's
because every person’s system is different,
depending on the particular programs and
apps you have installed on your PC.

Quick Access Menu

If you right-click (instead of left-click) the
Start button, you'll display an alternate
Quick Access menu. This is a menu of
advanced options, including direct links
to File Explorer, Mobility Center, and Task
Manager.
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Finding Your Way Around Windows

Use the Taskbar

The taskbar is that area at the bottom of the Windows desktop. Icons on the task-
bar can represent frequently used programs, open programs, or open documents.

Centered Taskbar Icons

In Windows 11, the main taskbar icons are centered by default. (If you've used previous ver-
sions of Windows, you're probably used to them being on the left side of the taskbar.) If youd
rather move the icons to the left side of the taskbar, read Chapter 6 for more information.

Open the Start menu by clicking or ‘ =

tapping the Start button. a O
@ Open any application pinned to aD é)

the taskbar by clicking or tapping

the application’s icon.

ey

@ Search your computer for files and
apps, or the Web for additional
information, by clicking or tapping
the Search icon. This opens the
Search pane, described in Chapter 8.

@ View all open applications in
thumbnail form by clicking or tap-
ping the Task View button. (Learn
more about switching between
programs in Chapter 8.)

@ Open the Widgets pane by click-
ing or tapping the Widgets but-
ton. (Learn more about widgets in
Chapter 6.)

Start or join a Microsoft Teams chat
by clicking or tapping the Chat
icon.

@ Open File Explorer by clicking or
tapping the File Explorer icon.
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The far-right side of the taskbar

is called the notification area, CTP
- 12:24 PM _@

Windows operations—sound, ‘ S FD® wnsan D

networking, power, time and

date, and so forth. Click or tap the

up arrow to view icons for more

items, normally hidden.

and it displays icons for essential

@ Open OneDrive by clicking or
tapping the OneDrive icon.

Connect to Wi-Fi networks, adjust
sound and brightness levels, and
make other quick adjustments by
clicking or tapping the middle of
the notification area to display
the Quick Access panel.

View recent notifications from
Windows and selected apps by
clicking or tapping the time and
date.

Minimize all open applications
by clicking or tapping the slim
Peek button at the far right of the
taskbar.

Taskbar Icons

A taskbar icon with nothing underneath
represents an unopened application. A
taskbar icon with a short line underneath
represents a running application. A taskbar
icon with a longer line underneath and a
slightly shaded background represents the
highlighted or topmost window on your
desktop.




Use the Quick Settings
Panel

Windows 11 features a new Quick
Settings panel that you use to adjust
basic settings—changing volume and
brightness levels, connecting to Wi-Fi
networks, switching to Airplane mode,
and adjusting the screen brightness.
You open the Quick Settings panel
from the notification area of the
taskbar.

@ Click or tap the middle of the
notifications area on the taskbar
to open the Quick Settings panel.

@ Use the Brightness slider to adjust
the screen brightness.

Use the Volume slider to adjust
the audio volume.

@ Click or tap the Wi-Fi button to
turn Wi-Fi on or off.

@ Click or tap the Wi-Fi right arrow
to connect to or switch Wi-Fi
networks.

@ Click or tap the Airplane Mode
button to turn Airplane mode on
or off.

@ Click or tap the Settings button to
open the Settings app.

Finding Your Way Around Windows
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Chapter 3

Use the Notifications Panel

The new Notifications panel in
Windows 11 is where you view system
notifications and notifications from
selected apps. It also displays a handy
calendar.

@ Click or tap the date and time
area of the notifications area
of the taskbar to display the
Notifications panel.

Recent notifications are displayed
here. Scroll down to view more.

@ Click or tap to read or take action
on any specific notification.

Mouse over any notification
and click the X to close that
notification.

Click or tap Clear All to close all
notifications.

@ Click or tap the up arrow by
the date to display a monthly
calendar. The calendar expands
up while the notifications panel
contracts upward.

@ Click or tap the up and down
arrows to display the previous
and upcoming months.

o Click the down arrow next to
the calendar to minimize the
calendar and display more
notifications.

Using Your Windows 11 PC
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Switching from Windows S Mode to Windows Home

Switching from Windows S Mode to Windows
Home

If you just purchased a new PG, it’s likely that your computer is running a special
version of Windows called Windows S Mode. Windows S Mode is just like regular
Windows except it can run only Windows apps downloaded from the Microsoft
Store. Computers running in Windows S Mode cannot use traditional desktop
software, such as Adobe Reader and Photoshop Elements.

Cloud Apps in S Mode

Windows S Mode can run cloud-based apps that run within a web browser, such
as Google Docs.

Microsoft’s stated reason for introducing Windows S Mode is to make Windows-
based computers more secure. Apps available in the Microsoft Store are
“Microsoft-verified” for security, whereas traditional software apps are not.

The built-in limitations of Windows S Mode make it less than ideal for many
computer users, especially those using older software not available in the
Microsoft Store. Fortunately, you can quickly and easily switch your version of
Windows from Windows S Mode to Windows Home, which does run traditional
desktop software. The switch takes just a few minutes of your time, and it’s
totally free.

Is Your Computer in S Mode?

To see if your computer is running in S Mode, click the Start button and select
Settings. From the Settings app, click System and then select the About tab. Scroll
to the Windows Specifications section and look at the Edition entry. If it says
Windows 11 Home in S Mode, your computer is running in S Mode. If it doesn't
say S Mode, it's not.
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Switch from Windows S
Mode to Windows Home

Any computer running Windows S
Mode, new or old, can be upgraded
to Windows Home for free. (Note,
however, that you cannot switch back
to Windows S Mode from Windows
Home; this is a one-way switch.)

@ Click or tap the Windows Start
button to open the Start menu.

@ Click or tap Settings to open the
Settings tool.

@ Click or tap System on the left.

Scroll down and click or tap
Activation on the right.

@ Go to the Switch to Windows 11
Home section and click or tap
Go to the Store. This opens the
Microsoft Store app to the appro-
priate Switch Out of S Mode
page.

@ Click or tap the Get button.

@ It only takes a few seconds—
no rebooting required—for
your computer to switch from
Windows S Mode to Windows
Home. When Windows notifies
you that the switch is complete,
click or tap Close.

OO

Settings

| 8 Ssystem
£) Bluetooth & devices

¥ Network & internet

¥

@ .-_k'tima:ion

ﬁ Troubleshoot

Q Go to the Store —@

You're all set!

You have switched out of S mode and can now install apps from outside the Store.



Switching from Windows S Mode to Windows Home

Microsoft sells four primary versions of Windows 11: Windows Home, Windows Pro, Windows
Enterprise, and Windows Education. At first glance, it’s difficult to tell the differences between
them, although the differences are there.

Most home and small business computers run Windows Home, whereas larger businesses and
organizations run Windows Pro or Windows Enterprise. The Pro and Enterprise versions are
functionally identical to Windows Home but offer more business-specific security and data
management features.

There’s also a Windows Education version, designed for use in schools. This version is similar to
Windows Enterprise with its enhanced security and network management functions.

S Mode is available for all four of these versions. So, a home computer may be running
Windows Home in S Mode and a business computer may be running Windows Pro in S Mode.
When you switch out of S Mode, you switch to the main version of Windows (Home, Pro, or
otherwise) installed on your computer.



Symbols

2-in-1 PCs, 15
setup, 16-17
shutting down Windows, 354
Tablet Mode, 28

4K resolution, 281

# (hashtags) on Twitter, 248

A

AARP Fraud Watch Network, 177
accent color of desktop, changing,
70-71
accepting friend requests on
Facebook, 237
accessibility features
additional options, 121
alternative input devices, 123
color filters, 116
connecting larger screen, 119
high-contrast mode, 117

Index

Immersive Reader (Microsoft Edge),
142-143

Magnifier tool, 114-115
mouse pointer size, 117
Narrator, 120
on-screen keyboard, 121-122
in Quick Access panel, 122
text cursor size, 118-119
viewing, 114
web pages, enlarging text, 115-116,
138
accessing shared content, 129
accounts
email
accessing via website, 196
Gmail setup, 196
Mail app setup, 188-189
People app setup, 199
Facebook, 236
Pinterest, 241
Twitter, 245



368 INDEX accounts (user)
accounts (user)
adding
child accounts, 91
creating new Microsoft account, 88-91
with existing Microsoft account, 87-88
benefits of, 86
picture changes, 82
sign-in options
for multiple users, 94-95
setting, 92-93
switching users, 95
types of, 85-86
Acorn TV, 283
Action Center, 51
adding
contacts, 200-201
users
child accounts, 91
creating new Microsoft account, 88-91
with existing Microsoft account, 87-88
widgets to Widgets panel, 77
addresses
email, avoiding phishing scams, 169
types of, 136

admitting participants to meetings in Zoom,
221

Airplane mode, 41, 132
albums (photo)

creating, 261-262

saving to OneDrive, 262
all-in-one PCs, 13

setup, 17-18
Amazon Appstore app, 233
Amazon Digital Music Store, 300-301
Amazon Music Prime, 299

Amazon Music Unlimited, 299
Amazon Prime, 275

Amazon Prime Video, 274
AMD chips, 349

Android phones, 224

installing Your Phone Companion app,
224

linking to PC, 224-227
phone calls from PC, 229-230
running apps on PC, 233
sharing web pages
from PC, 231-232
to PC, 230-231
viewing photos on PC, 232-233
antimalware (antivirus) software
list of, 181-182
need for, 355
Windows Security, 182-183
Apple iPhones, 224
Apple iTunes, 300
Apple Music, 299
Apple Safari, 147
Apple TV+, 275
Application key, 26
applications (apps). See also traditional
software
Amazon Appstore, 233
Android apps, running on PC, 233
downloading, 110
File Explorer, 307-308
changing folder view, 310-312
copying files, 316-317
creating folders, 314
deleting files/folders, 318
managing OneDirive files, 321



moving files, 317
navigating in, 308-310
opening, 308

organizing folders, 315-316
renaming files/folders, 315
sorting files/folders, 313

uploading/downloading OneDirive files,
322

frozen, troubleshooting, 334
Help system, accessing, 26
installing from Microsoft Store, 107-109
launching, 26
from Start menu, 36
from taskbar, 39
Mail, 187
account setup, 188-189
deleting messages, 195
downloading attachments, 191
formatting messages, 193
inserting attachments, 194, 270-271
moving messages to folders, 194
replying to messages, 191-192
resizing window, 190
sending messages, 192-193
viewing messages, 190-191

Media Player, listening to digital music,
301-302

menus in, 104
minimizing open, 40
multiple desktops with, 106
opening, 99-100
People, 199
adding new contacts, 200-201
additional contact information, 201
setup, 199
viewing contacts, 200

applications (apps) 369

Photos

brightness and contrast adjustments,
265

color and tint adjustments, 267
creating photo albums, 261-262
cropping photos, 263
filters for photos, 264
opening editing view, 262
removing red eye, 264
retouching photos, 265
rotating photos, 263
saving edits, 268
sharing photos, 269
special effects, 268
viewing photos, 259-260
pinning
to Start menu, 64-65
to taskbar, 67
preinstalled, 107
ribbons in, 104
searching, 98-99
in Microsoft Store, 107-109
in Start menu, 37
shortcuts, creating on desktop, 67
toolbars in, 104
uninstalling, 329
updates, 185
viewing
all apps, 98
open apps, 39
widgets for, 74
windows
closing, 101
maximizing, 101
minimizing, 101



370 INDEX applications (apps)
moving, 103
resizing, 102
scrolling, 100-101
snapping, 102-103
switching between, 105
Your Phone, 223
linking phone to PC, 224-227
phone calls from, 229-230
receiving text messages, 227
requirements, 224
sending text messages, 228
viewing photos on PC, 232-233
Your Phone Companion
installing, 224
linking phone to PC, 224-227
Zoom, 211
accepting invitations, 212-213
admitting participants to meetings, 221
applying virtual background, 216-217
business version, 212
ending meetings, 221
entering meetings manually, 214-215
leaving meetings, 218
scheduling meetings, 219-220
starting instant meetings, 218-219
starting meetings, 221
switching views, 216
attachments (email)
avoiding malware, 180, 356
downloading, 191, 197
inserting, 194, 198, 270-271
audio. See music

automatic connections to home network,
128

background
of desktop, changing, 68-70, 261
of lock screen, changing, 79-80, 261

for video chats, blurring in Microsoft
Teams, 206-207

virtual, in Zoom, 216-217
backing up files, 330-331
Backspace key, 8
BET+, 283
Bing, 148-149
blind carbon copies (Bcc) in Mail app, 193

blurring background in Microsoft Teams,
206-207

boards (Pinterest)
creating, 241-242
finding/saving items for, 242
pinning web page items to, 243-244
booting, 32
breadcrumb navigation, 309
brightness
of photos, adjusting, 265
of screen, adjusting, 41
BritBox, 283
BroadwayHD, 283
browsers (web), 135. See also search engines
Apple Safari, 147
Google Chrome, 147
Internet terminology, 135-137
managing OneDrive files, 320-321
Microsoft Edge, 135-137
enlarging text, 138
Immersive Reader, 142-143



InPrivate Browsing, 141
opening web pages, 137-138
personalizing New Tab page, 146
printing web pages, 143
returning to saved web pages, 139
saving web pages, 139
setting home page, 144
setting open pages on launch, 145
sharing web pages with phone, 231-232
tabs in, 138-139
viewing web page history, 140
Mozilla Firefox, 147
phishing filters for, 169
troubleshooting, web page not loading,
332
browsing online products, 154-155
buying
digital music from Amazon Digital Music
Store, 300-301
online products, 156-158
bytes, 4

C

calendar (in Notifications panel), viewing, 42

cameras
deleting photos on, 259
transferring photos from, 257-259
carbon copies (Cc) in Mail app, 193
CBS All Access, 281
cell phones. See Android phones
chats. See video chats
checkout (online shopping), 157-158
child accounts, 91

connections 371

choosing what to buy, 15-16
Chrome, 147
Chromebooks vs. Windows, 348
Clarity control (Photos app), 268
cleaning PCs, 353
clicking
with mouse/touchpad, 24
with touchscreen, 27
closing
Start menu, 38
windows, 101
cloud storage, 320
transferring photos from, 254
color
accent color of desktop, changing, 70-71
inverted with Magnifier tool, 114
of photos, adjusting, 267
of text cursor, 118-119
color filters, 116
Comcast, 282
computers. See PCs (personal computers)
computer viruses, 180
repairing infections, 356
symptoms of, 355-356
connections
for keyboards, 123
for larger screens, 119
for mice, 123
HDMI for TVs, 58-59
Internet
Airplane mode, 132
via home network, 126-128
via public hotspots, 129-131
requirements for, 125-126



372 INDEX connections

speed of, 351-352
troubleshooting, 331-332
USB
for external devices, 53-54
for printers, 56-57
wireless
for printers, 55-56
for TVs, 60
connectors, 10-11
2-in-1s, 16-17
all-in-ones, 17-18
desktops, 19-20
laptops, 16-17
contactless delivery, 165
contacts, 199
adding new, 200-201
additional information, 201
People app setup, 199
viewing, 200
Contrast control (Photos app), 265
contrast themes, 117
controlled folder access, 184
copying
email messages, 193
files, 316-317
copyright, Pinterest and, 243
corporate data breaches, 171
CPUs (central processing units), 5
Craigslist, 160-161

credit cards for online shopping, 159

Criterion Channel, 283
cropping photos, 263
cursor size, increasing, 118-119

customizing. See personalizing Windows 11

Dark mode, 72
default search engine, changing, 150
delaying updates, 342
Delete (Del) key, 8
deleting
apps, 329
desktops, 106
email messages
in Gmail, 198-199
in Mail app, 195
files, 318
error messages, 354
manually, 328-329
recovering deleted, 318-319, 354
with Storage Sense, 326-328
photos on smartphone/camera, 259
trial versions of software, 181
desktop
app shortcuts on, creating, 67
multiple desktops, 106
personalizing
accent color changes, 70-71
background changes, 68-70, 261
Dark/Light modes, 72
theme changes, 73-74
desktop PCs, 11-13
screen size, 12
setup, 19-20
digital cameras
deleting photos on, 259
transferring photos from, 257-259



digital music
listening with Media Player app, 301-302

purchasing from Amazon Digital Music
Store, 300-301

disabling Wi-Fi, 126
Discovery+, 276
Disney+, 277
displaying. See viewing
displays. See LCD screens; touchscreens
double-clicking with mouse/touchpad, 24
downloading
apps, 110
email attachments, 191, 197
files
avoiding malware, 180
from OneDrive, 323

dragging and dropping with mouse/
touchpad, 24

drive letters, 4
DuckDuckGo, 149

eBay, 161-162

Edge. See Microsoft Edge

editing programs for photos, 269

editing view (Photos app)
brightness and contrast adjustments, 265
color and tint adjustments, 267
cropping photos, 263
filters for photos, 264
opening, 262
removing red eye, 264
retouching photos, 265

email 373

rotating photos, 263
saving edits, 268
special effects, 268
email, 187
accounts
accessing via website, 196
Gmail setup, 196
Mail app setup, 188-189
People app setup, 199
addresses, 136
avoiding phishing scams, 169
attachments
avoiding malware, 180, 356
downloading, 191, 197
inserting, 194, 198, 270-271
Gmail, 196
account setup, 196
deleting messages, 198-199
downloading attachments, 197
inserting attachments, 198
replying to messages, 197
sending messages, 198
viewing messages, 197
identifying online fraud scams, 177
Mail app, 187
account setup, 188-189
deleting messages, 195
downloading attachments, 191
formatting messages, 193
inserting attachments, 194, 270-271
moving messages to folders, 194
replying to messages, 191-192
resizing window, 190
sending messages, 192-193
viewing messages, 190-191



374 INDEX email

Microsoft accounts, accessing via website,
196

spam filters, 176

posting status updates, 238
privacy settings, 171-175
viewing News Feed, 239-240

emptying Recycle Bin, 319
enabling Wi-Fi, 126
ending meetings in Zoom, 221

visibility of status updates, 239
Facebook Marketplace, 162-163
Family Safety Monitoring, 91
Favorites bar (Microsoft Edge), 140
Favorites list (Microsoft Edge), 139
feature updates, 339
File Explorer, 307-308

enlarging
pointer size, 117
text cursor size, 118-119
text size

with Magnifier tool, 114-115
in Microsoft Edge, 138
on web pages, 115-116
Enter key, 26
Escape (Esc) key, 8, 26
ESPN+, 283
Ethernet ports, 11
Etsy, 162
examining online products, 155-156
Exposure control (Photos app), 265
external devices, connecting via USB, 53-54
external hard drives for backup files, 330
external keyboards for laptops, 8
external monitors
for laptops, 7
HDMI ports for, 11

F

Facebook, 236
accepting/rejecting friend requests, 237
account setup, 236
finding friends, 236-237

changing folder view, 310-312
copying files, 316-317
creating folders, 314
deleting files/folders, 318
managing OneDrive files, 321
moving files, 317

navigating in, 308-310
opening, 39, 308

organizing folders, 315-316
renaming files/folders, 315
sorting files/folders, 313

uploading/downloading OneDrive files,

322

files, 307

backing up, 330-331

changing view in File Explorer, 310-312

copying, 316-317
deleting, 318
error messages, 354
manually, 328-329
recovering deleted, 318-319, 354
with Storage Sense, 326-328
downloading
avoiding malware, 180
from OneDrive, 323



in OneDrive
managing from File Explorer, 321
managing from web browser, 320-321

moving, 317

opening, 26

recently opened, 38

renaming, 26, 315

searching for, 99

sorting in File Explorer, 313

uploading to OneDrive, 322

filters for photos, 264
finding. See also searching

apps in Microsoft Store, 107-109
friends on Facebook, 236-237
online retailers, 154

Pinterest items for boards, 242
podcasts, 302-303

technical support, 336
traditional software, 109-110

Firefox, 147
folders, 307

changing view in File Explorer, 310-312
creating, 314

deleting, 318

moving email messages in Mail app, 194
navigating, 308-310

organizing, 315-316

renaming, 315

sorting in File Explorer, 313

groceries

Fraud Watch Network, 177

free streaming video services, 284

friends (Facebook)
accepting/rejecting requests, 237
finding, 236-237

frozen apps, troubleshooting, 334

frozen screen, troubleshooting, 334

fuboTV, 286

function keys, 8, 26, 352

G

Gallery View (Zoom), 216

gestures on touchscreens, 27

gigabytes (GB), 4

Gmail, 196
account setup, 196
deleting messages, 198-199
downloading attachments, 197
inserting attachments, 198
replying to messages, 197
sending messages, 198
viewing messages, 197

Google, 147-148

Google Chrome, 147
enlarging text, 115

Google Photos, 254

Google Podcasts
finding podcasts, 302-303

375

following Twitter users, 245-246
listening to podcasts, 304

list of podcasts, 305
graphic links, 136

formatting email messages in Mail app, 193
fraud scams, 176

avoiding, 178

identifying, 177-178

reporting, 179

green screen effect, 216
groceries, ordering online, 165



376 INDEX hard drives

hard drives, 4
hardware, 16
hashtags (#), on Twitter, 248
HBO Max, 278
HD (high definition), 281
HDMI (high-definition multimedia interface)
connections for TVs, 58-59
ports, 11
Help system for applications, accessing, 26
hiding
navigation pane (File Explorer), 312
ribbons, 105
high-contrast mode, 117
Highlights control (Photos app), 265
History list (Microsoft Edge), viewing, 140
home networks, 126
accessing shared content, 129
connecting to, 126-128
secured/unsecured, 127
setup, 351
home pages, 136
setting, 144
hotspots, connecting to, 129-131
hovering with mouse/touchpad, 25
Hulu, 279
Hulu + Live TV, 286
hybrid sleep mode, 35
hyperlinks, 136, 138
hypertext links, 136, 138

iCloud, 254

icons, 104
on taskbar, 40

identity theft, 167-168
avoiding phishing scams, 168-169, 356
corporate data breaches, 171
Facebook privacy settings, 171-175
protecting private information, 170, 356

Immersive Reader (Microsoft Edge), 115,
142-143

increasing
pointer size, 117
text cursor size, 118-119
text size
with Magnifier tool, 114-115
in Microsoft Edge, 138
on web pages, 115-116
initial configuration of PCs, 32
InPrivate Browsing (Microsoft Edge), 141
input devices, alternatives to, 123

inserting email attachments, 194-198,
270-271

Instagram, 250
installing
apps from Microsoft Store, 107-109
traditional software, 109-110
updates manually, 343
Your Phone Companion app, 224
instant meetings, starting in Zoom, 218-219
Intel chips, 349



Internet. See also web browsers
connections
Airplane mode, 132
via home network, 126-128
via public hotspots, 129-131
requirements for, 125-126
speed of, 351-352
troubleshooting, 331-332
searching, 147
via Bing, 148-149
changing default search engine, 150
via DuckDuckGo, 149
via Google, 147-148
terminology, 135-137
Internet service providers (ISPs), 125
inverted colors with Magnifier tool, 114
invitations, accepting
in Microsoft Teams, 204-205
in Zoom, 212-213
iPhones, 224
ISPs (Internet service providers), 125
iTunes, 300

J-K

joining chats, 39

Kaspersky Lab antimalware software, 182
keyboard shortcuts

Magnifier tool, 114

Narrator, 120

on-screen keyboard, 121

renaming files/folders, 315

liquid spills 377

keyboards, 7-8
connecting, 123
function keys, 8, 26, 352
liquid spills, troubleshooting, 353
on-screen, 121-122
operations, 26
kilobytes (KB), 4

laptops, 14
external keyboards/mice, 8
external monitors, 7
screen size, 12
setup, 16-17
shutting down Windows, 354
launching. See opening; starting
LCD screens, 6. See also touchscreens
brightness adjustments, 41
external monitors
connecting larger, 119
HDMI ports for, 11
for laptops, 7
sizes of, 12
leaving Zoom meetings, 218
Light controls (Photos app), 265
Light mode, 72
LinkedIn, 250
linking phone to PC, 224-227
links, 135, 138
liquid crystal display. See LCD screens
liquid spills, troubleshooting, 353



378 INDEX listening

listening
to digital music with Media Player app,
301-302
to podcasts, 304
to streaming music, 293
list of services, 299
local radio stations, 297
on-demand vs. personalized, 294
Pandora, 294-296
Spotify, 297-299
live tiles, 51,78
live TV, watching, 285-286
fuboTV, 286
Hulu + Live TV, 286
Philo, 286
Sling TV, 287
YouTube TV, 287
LiveXLive, 299
local accounts, 86
lock screen
contents of, 33
personalizing
account picture changes, 82
additional settings, 81
background changes, 79-80, 261
slideshows on, 80-81
viewing, 80
logging into Wi-Fi, 51
low storage space, troubleshooting, 352

Macs vs. Windows, 347-348
Magnifier tool, 114-115

Mail app, 187

account setup, 188-189

deleting messages, 195
downloading attachments, 191
formatting messages, 193

inserting attachments, 194, 270-271
moving messages to folders, 194
replying to messages, 191-192
resizing window, 190

sending messages, 192-193
viewing messages, 190-191

maintenance, 325

backing up files, 330-331
manually deleting files, 328-329
with Storage Sense, 326-328
uninstalling apps, 329

malware, 110

antimalware software

list of, 181-182

need for, 355

Windows Security, 182-183
avoiding, 180-181, 356
ransomware, 184
repairing infections, 356
symptoms of, 355
types of, 179-180

managing OneDrive files

from File Explorer, 321
from web browser, 320-321

manually deleting files, 328-329
manually installing updates, 343
marketplaces (online), 160

Craigslist, 160-161
eBay, 161-162
Etsy, 162



Facebook Marketplace, 162-163
Reverb, 163-164
maximizing windows, 101
meals, ordering online, 164-165
Media Player app, listening to digital music,
301-302
meetings
Microsoft Teams
accepting invitations, 204-205
launching, 207-210
Zoom
accepting invitations, 212-213
admitting participants, 221
ending, 221
entering manually, 214-215
instant meetings, 218-219
leaving, 218
scheduling, 219-220
starting, 221
megabytes (MB), 4
memory, 5
system requirements, 348
memory cards, transferring photos from,
257-259
menu bar, 104
menus in apps, 104
messages (email), 187
Gmail, 196
account setup, 196
deleting messages, 198-199
downloading attachments, 197
inserting attachments, 198
replying to messages, 197
sending messages, 198
viewing messages, 197

Microsoft Edge 379

identifying online fraud scams, 177
Mail app, 187
account setup, 188-189
deleting messages, 195
downloading attachments, 191
formatting messages, 193
inserting attachments, 194, 270-271
moving messages to folders, 194
replying to messages, 191-192
resizing window, 190
sending messages, 192-193
viewing messages, 190-191

Microsoft accounts, accessing via website,
196

mice, 8
connecting, 123
increasing pointer size, 117
for laptops, 8
operations, 24-25
microprocessor chips, Intel vs. AMD, 349
Microsoft accounts
adding users with, 87-88
benefits of, 86
creating new, 88-91
passwords for, 90
Microsoft Edge, 135-137
enlarging text, 115, 138
Immersive Reader, 115, 142-143
InPrivate Browsing, 141
opening web pages, 137-138
personalizing New Tab page, 146
printing web pages, 143
returning to saved web pages, 139
saving web pages, 139
setting home page, 144



380 INDEX Microsoft Edge

setting open pages on launch, 145
sharing web pages with phone, 231-232
tabsin, 138-139

viewing web page history, 140

Microsoft email accounts, accessing via

website, 196

Microsoft Store, finding and installing apps,

107-109

Microsoft Teams, 51, 203-204

accepting invitations, 204-205
blurring background, 206-207
launching meetings, 207-210
text chats in, 39, 210-211

mini-HDMI connectors, 59
minimizing

open applications, 40
windows, 101

Miracast, 60

modems, 126, 351

monitors. See LCD screens; touchscreens
mono audio, 122

mouse over operation, 25

moving

email messages to folders in Mail app,
194

files, 317
taskbar, 67
windows, 103

Mozilla Firefox, 147

multiple desktops in Task View, 106
multiple users, signing in, 94-95
music

digital music
listening with Media Player app, 301-302

purchasing from Amazon Digital Music
Store, 300-301

streaming music, 293
list of services, 299
local radio stations, 297
on-demand vs. personalized, 294
Pandora, 294-296
Spotify, 297-299

N

naming desktops, 106
Napster, 299
Narrator, 120
navigating in File Explorer, 308-310
navigation pane (File Explorer)
hiding, 312
navigating with, 309-310
Netflix, 280
network security keys, 128
network TV programming, watching, 284
networks. See also Wi-Fi
home, 126
accessing shared content, 129
connecting to, 126-128
secured/unsecured, 127
setup, 351
public, connecting to, 129-131
new features in Windows 11, 49-50
News Feed
personalizing, 77-78
viewing on Facebook, 239-240
notebook PCs. See laptops
notification area (taskbar), 40
notifications, viewing, 40
Notifications panel, 42, 51
numeric keypad, 8



(0

on-demand streaming music, 294
on-demand video, watching, 283
OneDrive, 319
cost of, 321
downloading files from, 323
managing files
from File Explorer, 321
from web browser, 320-321
opening, 40
saving photo albums to, 262
uploading files to, 322
online accounts, 86
online backup services, 330-331
online fraud, 176
avoiding, 178
identifying, 177-178
reporting, 179
online shopping, 153
Amazon Prime, 275
for groceries, 165
marketplaces, 160
Craigslist, 160-161
eBay, 161-162
Etsy, 162

Facebook Marketplace, 162-163

Reverb, 163-164

for meals, 164-165

retailers
buying products, 156-158
examining products, 155-156
finding, 154

searching for products, 154-155

safety concerns, 159

organizing

online storage (OneDrive), 319
cost of, 321
downloading files from, 323
managing
from File Explorer, 321
from web browser, 320-321
uploading files to, 322
on-screen keyboard, 121-122
open applications
minimizing, 40
viewing, 39
opening. See also starting
applications (apps), 26, 99, 100
from Start menu, 36
from taskbar, 39
editing view (Photos app), 262
File Explorer, 39, 308
files, 26
Help system for applications, 26

381

Microsoft Edge, setting open pages on

launch, 145
Notifications panel, 42
OneDrive, 40
Quick Settings panel, 40
Settings app, 41, 51
Start menu, 36
Task Manager, 51, 333
web pages, 137-138
Widgets pane, 39

open web pages, setting on launch, 145

ordering

groceries online, 165

meals online, 164-165
organizing

folders, 315-316

photos into albums, 261-262



382 INDEX PageDown key

P

PageDown key, 26
PageUp key, 26
Pandora, 294-296
Paramount+, 281
parental controls, 91
passwords
for Microsoft accounts, 90
security of, 93
patches, 185
pausing updates, 342
PC Health Check app, 48
PCs (personal computers)
Chromebooks vs. Windows, 348
cleaning, 353
components of, 3
connectors, 10-11
CPUs, 5
hard drives, 4
keyboards, 7-8
LCD screens, 6
memory, 5
pointing devices, 8-10
solid-state drives, 4-5
TPM chips, 6
connections
for external devices, 53-54
for keyboards, 123
for mice, 123
for printers, 55-57
for TVs, 58-60
higher-priced features, 349
Intel vs. AMD chips, 349

linking phones to, 224-227
Macs vs. Windows, 347-348
phone calls from, 229-230
preventive maintenance, 325
backing up files, 330-331
manually deleting files, 328-329
with Storage Sense, 326-328
uninstalling apps, 329
resetting, 343-345
running Android apps on, 233
setup, 16
2-in-1s, 16-17
all-in-ones, 17-18
desktops, 19-20
initial configuration, 32
laptops, 16-17
sharing web pages
from phone, 230-231
to phone, 231-232
system requirements
RAM, 348
storage, 349
text messages
receiving, 227
sending, 228
touchscreens, whether to buy, 349
transferring photos to
from cloud, 254
from memory card, 257-259
from smartphone/tablet, 254-256
troubleshooting
finding technical support, 336
frozen apps, 334
frozen screen, 334



Internet connection not working,
331-332

liquid spills, 353
low storage space, 352
printing problems, 332-333
repairing virus infections, 356
slow speeds, 333, 350
steps in, 334-335
symptoms of viruses, 355-356
web page not loading, 332
turning off, 34-35
turning on, 33-34
types of, 11
2-in-1s, 15, 28
all-in-ones, 13
desktops, 11-13
laptops, 14
what to buy, 15-16
viewing phone photos on, 232-233
Windows 11 system requirements, 47-48
Peacock, 282
People app, 199
adding new contacts, 200-201
additional contact information, 201
setup, 199
viewing contacts, 200
peripherals, 7, 10. See also printers
connecting via USB, 53-54
USB ports, 10
personal computers. See PCs
personalized streaming music, 294
personalizing Windows 11
desktop
accent color changes, 70-71
background changes, 68-70, 261

photos 383

Dark/Light modes, 72
theme changes, 73-74
lock screen
account picture changes, 82
additional settings, 81
background changes, 79-80, 261
slideshows on, 80-81
New Tab page (Microsoft Edge), 146
from Settings app, 83
Start menu, 64-65
taskbar, 65-67
widgets
News Feed, 77-78
Widgets panel, 74-77
Philo, 286
phishing scams, avoiding, 168-169, 356
phone calls from PC, 229-230
phones
Android, 224

installing Your Phone Companion app,
224

linking to PC, 224-227
phone calls from PC, 229-230
running apps on PC, 233
sharing web pages to/from PC, 230-232
viewing photos on PC, 232-233
deleting photos on, 259
transferring photos from, 254-256
photo albums
creating, 261-262
saving to OneDirive, 262
photos

attaching to email messages in Mail tab,
194

brightness and contrast adjustments, 265
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color and tint adjustments, 267
cropping, 263
deleting on smartphone/camera, 259
editing programs, 269
filters for, 264
as lock screen/desktop background, 261
organizing into albums, 261-262
removing red eye, 264
retouching, 265
rotating, 263
saving edits, 268
sharing
from Mail app, 270-271
from Photos app, 269
special effects, 268
transferring to PC
from cloud, 254
from memory card, 257-259
from smartphone/tablet, 254-256
on user account, changing, 82
viewing, 259-260
from phone, 232-233
Photos app
creating photo albums, 261-262
editing view
brightness and contrast adjustments,
265
color and tint adjustments, 267
cropping photos, 263
filters for photos, 264
opening, 262
removing red eye, 264
retouching photos, 265
rotating photos, 263

saving edits, 268
special effects, 268
sharing photos, 269
viewing photos, 259-260
pictures. See photos
Pin It button (web pages), 244
pinning
apps
to Start menu, 64-65
to taskbar, 67
Pinterest items to boards, 243-244
PINs, security of, 93
Pinterest, 241
account setup, 241
copyright and, 243
creating boards, 241-242
finding/saving items for boards, 242
pinning items from web pages, 243-244
podcasts, 302
finding, 302-303
listening to, 304
list of, 305
pointer size, increasing, 117
pointing devices, 8-10
pointing with mouse/touchpad, 24
ports, 10-11
posting
status updates (Facebook), 238
tweets (Twitter), 248
power supply
surge suppressors, 17
turning off PCs, 34-35
turning on PCs, 33-34
preinstalled apps, 107



preventive maintenance, 325
backing up files, 330-331
manually deleting files, 328-329
with Storage Sense, 326-328
uninstalling apps, 329
pricing Microsoft Store apps, 107
printers
connections
USB, 56-57
wireless, 55-56
types of, 55
printing
troubleshooting, 332-333
web pages, 143
privacy settings in Facebook, 171-175
private information
corporate data breaches, 171
Facebook privacy settings, 171-175
protecting, 170, 356
processors, 5
protecting yourself online. See security
public hotspots, connecting to, 129-131
pull-down menus in apps, 104
purchasing

digital music from Amazon Digital Music
Store, 300-301

online products, 156-158

quality updates, 340
Quick Access menu, 38

requirements 385

Quick Access panel, accessibility features in,
122

Quick Settings panel, 41, 51
opening, 40

R

radio stations, local, 297

RAM (random access memory), 5
system requirements, 348

ransomware, 184

reading text aloud, 120

rebooting, 32

receiving text messages via Your Phone
app, 227

recently opened files, 38
recovering deleted files, 318-319, 354
Recycle Bin

emptying, 319

restoring deleted files, 318, 354
red eye, removing from photos, 264
rejecting friend requests on Facebook, 237
removing red eye from photos, 264
renaming

desktops, 106

files/folders, 26, 315
Reply All option (Mail app), 192
replying to email messages

in Gmail, 197

in Mail app, 191-192
reporting online fraud, 179
requirements

Internet connections, 125-126

RAM, 348



386 INDEX requirements
storage, 349
Windows 11, 6, 47-48
Your Phone app, 224
Reset This PC tool, 343-345
resetting PCs, 343-345
resizing windows, 102
in Mail app, 190
resolution of TVs, 281
restaurant meals, ordering online, 164-165
retailers
buying products, 156-158
examining products, 155-156
finding online, 154
searching for products, 154-155
retouching photos, 265
returning to saved web pages, 139
retweeting tweets (Twitter), 249
Reverb, 163-164
ribbons in apps, 104
right-clicking
with keyboard, 26
with mouse/touchpad, 24
Start menu, 38
with touchscreen, 27
rotating photos, 263
routers, 126-128, 351
running Android apps on PC, 233

S

Safari, 147
Safe mode, 354
safety. See security

saving
photo albums to OneDrive, 262
photo edits, 268
Pinterest items on boards, 242
web pages, 139
scams
fraud scams, 176
avoiding, 178
identifying, 177-178
reporting, 179
phishing scams, avoiding, 168-169, 356
scheduling
meetings in Zoom, 219-220
updates, 341-342
screen
color filters, 116
enlarging with Magnifier tool, 114-115
high-contrast mode, 117
LCD screens, 6
brightness adjustments, 41
connecting larger, 119
external monitors, 7, 11, 119
sizes of, 12
touchscreens, 7
accessibility features, 118
emulation, 7
operations, 27
whether to buy, 349
scrolling
with keyboard, 26
with mouse/touchpad, 25
with touchscreen, 27
windows, 100-101
scroll wheel (mouse), 25
SD (standard resolution), 281



search engines, 147
Bing, 148-149
changing default, 150
DuckDuckGo, 149
Google, 147-148
searching. See also finding
applications in Start menu, 37
for apps, 98-99
for files, 99
Internet, 147
via Bing, 148-149
changing default search engine, 150
via DuckDuckGo, 149
via Google, 147-148
for online products, 154-155
from taskbar, 39
for Twitter users, 245-246
secured networks, 127
security
Craigslist transactions, 161
downloading email attachments, 191
identity theft, 167-168

avoiding phishing scams, 168-169, 356

corporate data breaches, 171
Facebook privacy settings, 171-175

protecting private information, 170, 356

malware
antimalware software, 181-183, 355
avoiding, 180-181, 356
ransomware, 184
repairing infections, 356
symptoms of, 355
types of, 179-180

Shadows control (Photos app) 387

online fraud, 176
avoiding, 178
identifying, 177-178
reporting, 179
in online shopping, 159
of sign-in options, 93
spam filters, 176
updates, 185
selling online. See marketplaces (online)
sending
email messages
in Gmail, 198
in Mail app, 192-193
text messages via Your Phone app, 228
Settings app
accessibility features
additional options, 121
color filters, 116
high-contrast mode, 117
Magnifier tool, 114-115
mouse pointer size, 117
Narrator, 120
on-screen keyboard, 121-122
text cursor size, 118-119
viewing, 114
opening, 41, 51
personalizing Windows 11 with, 83
setup for PCs, 16
2-in-1s,16-17
all-in-ones, 17-18
desktops, 19-20
initial configuration, 32
laptops, 16-17
Shadows control (Photos app), 265



388 INDEX shared content
shared content, accessing, 129
sharing
photos
from Mail app, 270-271
from Photos app, 269
web pages
from PC to phone, 231-232
from phone to PC, 230-231
YouTube videos, 289
shopping carts (online shopping), 156
shopping online, 153
Amazon Prime, 275
for groceries, 165
marketplaces, 160
Craigslist, 160-161
eBay, 161-162
Etsy, 162
Facebook Marketplace, 162-163
Reverb, 163-164
for meals, 164-165
retailers
buying products, 156-158
examining products, 155-156
finding, 154
searching for products, 154-155
safety concerns, 159
shortcuts to apps, creating on desktop, 67
shutting down Windows, 354
sign-in options
for multiple users, 94-95
security of, 93
setting, 92-93
switching users, 95
single-clicking with mouse/touchpad, 24

SiriusXM, 299
Skype, 51
Sleep mode, 35
slideshows on lock screen, 80-81
Sling TV, 287
slow speeds, troubleshooting, 333, 350
smartphones
Android, 224

installing Your Phone Companion app,
224

linking to PC, 224-227
phone calls from PC, 229-230
running apps on PC, 233
sharing web pages to/from PC, 230-232
viewing photos on PC, 232-233
deleting photos on, 259
transferring photos from, 254-256
S Mode, 45
switching to Windows Home, 43-44
Snapchat, 250
snapping windows, 102-103
social media, 235
Facebook, 236
accepting/rejecting friend requests, 237
account setup, 236
finding friends, 236-237
posting status updates, 238
privacy settings, 171-175
viewing News Feed, 239-240
visibility of status updates, 239
Instagram, 250
LinkedIn, 250
Pinterest, 241
account setup, 241
copyright and, 243



creating boards, 241-242
finding/saving items for boards, 242
pinning items from web pages, 243-244
protecting private information, 170
Snapchat, 250
TikTok, 250
Twitter, 244
account setup, 245
hashtags, 248
limitations on tweets, 247
posting tweets, 248
retweeting tweets, 249
searching for users to follow, 245-246
viewing tweets, 246-247
social networks. See social media

software applications. See applications
(apps); traditional software

solid-state drives, 4-5
sorting files/folders in File Explorer, 313
spam filters, 176
Speaker View (Zoom), 216
special effects for photos, 268
speed of Internet connections, 351-352
speeding up PCs, 333, 350
spills, troubleshooting, 353
Spotify, 297-299
spyware, 180
Start menu, 36-38
closing, 38
opening, 36
personalizing, 64-65
right-clicking, 38
searching for apps, 99
searching in, 37
viewing, 26

streaming video 389

starting. See also opening
chats, 39
instant meetings in Zoom, 218-219
meetings
in Microsoft Teams, 207-210
in Zoom, 221
status updates (Facebook)
posting, 238
visibility, 239
Sticky Keys, 122
storage
hard drives, 4
memory, 5
running out of space, 352
solid-state drives, 4-5
system requirements, 349
units of, 4
Storage Sense, 326-328
streaming music, listening to, 293
list of services, 299
local radio stations, 297
on-demand vs. personalized, 294
Pandora, 294-296
Spotify, 297-299
streaming video, watching, 274
Amazon Prime Video, 274
Apple TV+, 275
Discovery+, 276
Disney+, 277
free services, 284
HBO Max, 278
Hulu, 279
Netflix, 280
Paramount+, 281



390 INDEX streaming video

Peacock, 282 Teams. See Microsoft Teams
targeted services, 283 technical support
onTV, 287-288 finding, 336
street addresses, 136 scams, 178
surge suppressors, 17 terabytes (TB), 4
switching text
between windows, 105 enlarging
email accounts in Mail app, 189 with Magnifier tool, 114-115
users, 95 in Microsoft Edge, 138
views in Zoom, 216 on web pages, 115-116
Windows S Mode to Windows Home, increasing cursor size, 118-119
43-44 reading aloud, 120
system requirements text chats in Microsoft Teams, 210-211. See
Internet connections, 125-126 also video chats
RAM, 348 text messages
storage, 349 receiving via Your Phone app, 227
Windows 11, 6, 47-48 sending via Your Phone app, 228
Your Phone app, 224 theme of desktop, changing, 73-74
system units, 5 TIDAL, 299
TikTok, 250
T Tint control (Photos app), 267
toolbars in apps, 104
Tablet Mode, 28, 51 ToolTips, 25
tablets, 15 touchpads, 9
transferring photos from, 254-256 operations, 24-25
tabs in Microsoft Edge, 138-139 replacing, 123
taskbar, 39-40 touchscreen emulation, 7
moving, 67 touchscreens, 7
personalizing, 65-66 accessibility features, 118
pinning apps to, 67 emulation, 7
searching for apps, 98 operations, 27
taskbar icons, 40 whether to buy, 349
Task Manager, opening, 51, 333 TPM (Trusted Platform Module) chips, 6

Task View, multiple desktops, 106 trackball controllers, 123



traditional software, 16. See also applica-
tions (apps)
downloading, 110
finding and installing, 109-110
trial versions, deleting, 181
updates, 185
transferring photos to PC
from cloud, 254
from memory card, 257-259
from smartphone/tablet, 254-256
trial versions of software, deleting, 181
troubleshooting
PCs (personal computers)
finding technical support, 336
frozen apps, 334
frozen screen, 334

Internet connection not working,
3371-332

liquid spills, 353
low storage space, 352
printing problems, 332-333
repairing virus infections, 356
slow speeds, 333, 350
steps in, 334-335
symptoms of viruses, 355-356
web page not loading, 332

Windows
deleting files, 354
frozen screen, 334
recovering deleted files, 318-319, 354
Reset This PC tool, 343-345
Safe mode, 354

turning off
PCs, 34-35
Wi-Fi, 41

unsecured networks

turning on
PCs, 32-34
Wi-Fi, 41
TV programming. See video
TVs
connections
HDMI, 58-59
wireless, 60
resolution, 281
streaming video on, 287-288
tweets, 244
hashtags, 248
limitations on, 247
posting, 248
retweeting, 249
viewing, 246-247
Twitter, 244
account setup, 245
hashtags, 248
limitations on tweets, 247
posting tweets, 248
retweeting tweets, 249

391

searching for users to follow, 245-246

viewing tweets, 246-247

uniform resource locators (URLs), 136-137

uninstalling
apps, 329
updates, 341

universal serial bus. See USB (universal serial

bus)
unsecured networks, 127, 131



392 INDEX updates

updates
for Windows 11, 50
security of, 185
updating Windows
manually installing updates, 343
pausing updates, 342
scheduling updates, 341-342
types of updates, 339
uninstalling updates, 341
viewing update history, 340
uploading
files to OneDrive, 322
YouTube videos, 290-291
URLs (uniform resource locators), 136-137
USB (universal serial bus)
connections
for external devices, 53-54
for printers, 56-57
hubs, 54
ports, 10
user accounts
adding
child accounts, 91
creating new Microsoft account, 88-91
with existing Microsoft account, 87-88
benefits of, 86
picture changes, 82
sign-in options
for multiple users, 94-95
setting, 92-93
switching users, 95
types of, 85-86

Vv

versions of Windows 11, 45
video
live TV, 285-286
fuboTV, 286
Hulu + Live TV, 286
Philo, 286
Sling TV, 287
YouTube TV, 287
network TV programming, 284
on-demand video, 283
streaming video, 274
Amazon Prime Video, 274
Apple TV+, 275
Discovery+, 276
Disney+, 277
free services, 284
HBO Max, 278
Hulu, 279
Netflix, 280
Paramount+, 281
Peacock, 282
targeted services, 283
watching on TV, 287-288
YouTube, 288
sharing, 289
uploading, 290-291
watching, 288-289
video chats

differences between Windows 10 and
Windows 11, 51

joining, 39
list of services, 204



Microsoft Teams, 203-204
accepting invitations, 204-205
blurring background, 206-207
launching meetings, 207-210
text chatsin, 210-211

starting, 39

webcams for, 221

Zoom, 211
accepting invitations, 212-213

admitting participants to meetings, 221

applying virtual background, 216-217
business version, 212

ending meetings, 221

entering meetings manually, 214-215
leaving meetings, 218

scheduling meetings, 219-220
starting instant meetings, 218-219
starting meetings, 221

switching views, 216

viewing

accessibility features, 114
all apps, 98
calendar (in Notifications panel), 42
contacts, 200
email messages
in Gmail, 197
in Mail app, 190-191
Favorites bar (Microsoft Edge), 140

files, changing view in File Explorer,
310-312

live TV, 285-286
fuboTV, 286

Hulu + Live TV, 286
Philo, 286

Sling TV, 287
YouTube TV, 287

virtual background in Zoom 393

lock screen, 80
network TV programming, 284
News Feed on Facebook, 239-240
notifications, 40
on-demand video, 283
open applications, 39
photos, 259-260
from phone, 232-233
recently opened files, 38
ribbons, 105
slideshows on lock screen, 80-81
Start menu, 26
streaming video, 274
Amazon Prime Video, 274
Apple TV+, 275
Discovery+, 276
Disney+, 277
free services, 284
HBO Max, 278
Hulu, 279
Netflix, 280
Paramount+, 281
Peacock, 282
targeted services, 283
onTV, 287-288
tweets, 246-247
update history, 340
web page history, 140
web pages in Immersive Reader, 142-143
Widgets panel, 74-75
YouTube videos, 288-289

views, switching in Zoom, 216
Vignette control (Photos app), 268
virtual background in Zoom, 216-217



394 INDEX viruses

viruses, 180

repairing infections, 356

symptoms of, 355-356
visibility of status updates (Facebook), 239
volume, adjusting, 41

W

Warmth control (Photos app), 267
watching
live TV, 285-286

Internet terminology, 135-137
managing OneDrive files, 320-321
Microsoft Edge, 135-137

enlarging text, 138

Immersive Reader, 142-143
InPrivate Browsing, 141

opening web pages, 137-138
personalizing New Tab page, 146
printing web pages, 143

returning to saved web pages, 139
saving web pages, 139

fuboTV, 286

Hulu + Live TV, 286

Philo, 286

Sling TV, 287

YouTube TV, 287
network TV programming, 284
on-demand video, 283
streaming video, 274

Amazon Prime Video, 274

Apple TV+, 275

Discovery+, 276

Disney+, 277

free services, 284

HBO Max, 278

Hulu, 279

Netflix, 280

Paramount+, 281

Peacock, 282

targeted services, 283

onTV, 287-288
YouTube videos, 288-289

web browsers, 135. See also search engines

Apple Safari, 147
Google Chrome, 147

setting home page, 144
setting open pages on launch, 145
sharing web pages with phone, 231-232
tabs in, 138-139
viewing web page history, 140
Mozilla Firefox, 147
phishing filters for, 169
troubleshooting, web page not loading,
332
webcams for video chatting, 221
web pages, 135
addresses, 136-137
enlarging text, 115-116
InPrivate Browsing (Microsoft Edge), 141
opening, 137-138
personalizing New Tab page, 146
pinning items to Pinterest, 243-244
printing, 143
returned to saved, 139
saving, 139
setting home page, 144
setting open pages on launch, 145
sharing
from PC to phone, 231-232
from phone to PC, 230-231
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troubleshooting, 332
viewing history, 140
viewing in Immersive Reader, 142-143
websites, 136
accessing Microsoft email accounts, 196
widgets, 74
live tiles, compared, 78
personalizing
News Feed, 77-78
Widgets panel, 74-77
sizes of, 75
Widgets panel, 51
adding widgets to, 77
News Feed, 77-78
opening, 39
personalizing, 75-76
viewing, 74-75
Wi-Fi, 11,126
Airplane mode, 132
enabling/disabling, 126
logging in, 51
public hotspot connections, 129-131
turning on/off, 41
windows
closing, 101
maximizing, 101
minimizing, 101
moving, 103
resizing, 102
in Mail app, 190
scrolling, 100-101
snapping, 102-103
switching between, 105

Windows 11 395

Windows
Chromebooks vs., 348
drive letters, 4
Macs vs., 347-348
shutting down, 354
troubleshooting
deleting files, 354
frozen screen, 334
recovering deleted files, 318-319, 354
Reset This PC tool, 343-345
Safe mode, 354
updating
manually installing updates, 343
pausing updates, 342
scheduling updates, 341-342
types of updates, 339
uninstalling updates, 341
viewing update history, 340
Windows 10, changed operations in
Windows 11, 51
Windows 11
changed operations from Windows 10, 51
new features, 49-50
Notifications panel, 42
personalizing
desktop, 68-74, 261
lock screen, 79-82, 261
from Settings app, 83
Start menu, 64-65
taskbar, 65-67
widgets, 74-78
Quick Settings panel, 41
Start menu, 36-38
system requirements, 6, 47-48
tablet experience, 28
taskbar, 39-40
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updates, 50

versions of, 45
Windows Education, 45
Windows Enterprise, 45
Windows Home, 45

switching from Windows S Mode, 43-44

Windows key, 26

Windows Pro, 45

Windows Security, 182-183, 355
Windows S Mode, 45

switching to Windows Home, 43-44

Windows Update, 340

manually installing updates, 343

pausing updates, 342
scheduling updates, 341-342
uninstalling updates, 341
viewing update history, 340
wireless connections
for printers, 55-56
for TVs, 60
wireless gateways, 126, 351
wireless home networks, 126
accessing shared content, 129
connecting to, 126-128
secured/unsecured, 127
setup, 351
wireless routers, 126-128, 351

X-Y

Xfinity, 282

Your Phone app, 223
linking phone to PC, 224-227
phone calls from, 229-230

receiving text messages, 227
requirements, 224
sending text messages, 228
viewing photos on PC, 232-233
Your Phone Companion app
installing, 224
linking phone to PC, 224-227
YouTube Music, 299
YouTube TV, 287
YouTube videos, 288
sharing, 289
uploading, 290-291
watching, 288-289

Zoom, 211
accepting invitations, 212-213

admitting participants to meetings, 221
applying virtual background, 216-217

business version, 212
ending meetings, 221

entering meetings manually, 214-215

leaving meetings, 218
scheduling meetings, 219-220
starting
instant meetings, 218-219
meetings, 221
switching views, 216
zooming on touchscreen, 27
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