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This chapter shows you how Cortana can help
personalize and streamline your computing
experience by demonstrating these tasks:

=> Getting started with Cortana

=> Searching with Cortana

=> Using Cortana'’s notebook

=> Adding to Cortana’s skills

=> Setting tasks with Cortana

=> Having Cortana find your phone

=> Managing Cortana permissions

Using Cortana: Your
Personal Digital Assistant

Windows 10 Fall Creators Update has given Cortana a big boost.
Although it first appeared as a functional assistant on Windows
Phone, Cortana’s early skills have been greatly expanded so that
now it can help you find information, make connections, and save
the things that interest you, no matter what app you are using or
what kind of information you seek.

Cortana now does a whole lot more than it used to. You can simply
talk to it and use voice comments to ask questions, such as, “Is the
movie Marshall good?” Cortana will respond with the average rating
for the movie (out of 10 stars) and give you links to more informa-
tion, including directions to the nearest theater where the movie is
playing.

Cortana also helps you schedule appointments, figure out a song

you heard on the radio, decide whether to wear a coat today, and
much more.

Cortana reduces the need to do a lot of typing as you look for
information. You can simply say, “Hey Cortana!” and then ask the
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guestion or give the command you want Cortana to help you with. If that
sounds too good to be true, try it a few times. Here are some of the tasks Cor-
tana can do for you:

« Open an app you want to use

+ Give you the current weather

- Tell you the latest sports scores

+ Read the headlines

+ Find (and tell you about) top recipes
+ Put your computer to sleep

+ Locate the nearest Thai restaurant (and provide the directions to get you
there)

- Tell you a joke

« Set an alarm so you can have a quick nap

« Remind you of an upcoming event

« Increase or decrease the volume of your PC or device

« Keep track of your Microsoft account and your profile information

- Store information about your favorite places (stores, restaurants, and
more)

« Play a game with you (try saying, “Play movie game”)
« Tell you some trivia you can use to impress friends at a party

+ Help you find the name of the song you like (just give it a few of the lyr-
ics)

« Do quick number conversions
« Play a song in your Groove Music app

- Track packages that are being shipped to you
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Getting Started with Cortana

For the most part, Cortana works right off the bat without a whole lot of
intervention from you. Your computer does need to have a microphone if you
plan to use voice commands, of course, and if you want to wake Cortana up
by calling its name, you need to change a setting so that can happen.

Is This Thing On?

You can check to make sure Cortana will hear you by displaying Settings, choos-
ing Cortana, and clicking Talk to Cortana. Click the Check the Microphone link
at the top of the page. The Speech Wizard launches and walks you through

a series of steps, including repeating a phrase so the microphone can check

the function and sound level of your microphone. When Windows 10 tells you
everything is working properly, you're ready to speak to Cortana.

Leaving a Wake-up Call

Turn on the “Hey Cortana” feature so
that Cortana hears you talking and
activates the Search box to the right
of the Windows 10 Start button.

1. Click or tap in the Search box.

2. Click or tap Settings. The Talk to
Cortana page of the Cortana set-
tings appears.
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3. Set the Hey Cortana setting to the @
On position.

4. If you want to be able to keep
your computer from sleeping so
you can use “Hey Cortana” when-
ever your computer is plugged in, L
click this check box.

5. Choose whether you want
Cortana to respond to anyone
who says “Hey Cortana” or only to

you.
Keys, Not Commands @ @
If you'd rather use a shortcut key

than a voice command to acti-
vate Cortana’s abilities, slide the
Keyboard Shortcut setting to the
On position. This enables you to
put Cortana into “listening mode”
by pressing Windows+C.

Cortana on Your New System

If you've just purchased a new computer or device that is running Windows 10
Fall Creators Update, Cortana is there to walk you through the process of set-
ting up your system.

Cortana explains each step of the process and asks you to answer “Yes” or “No”
as it sets up the various options to get you going. You can ask questions along
the way, and Cortana responds in kind. If you'd rather not have your computer
talking to you while you're going through the setup process, you can always
click the sound icon to mute Cortana.
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Learning the Cortana
Tools

When you click or tap in the Search
box to the right of the Windows Start
button, the Cortana panel opens.
Along the left side of the panel, you
see several tools. To learn the name
of each of the tools, you can click the
Expand tool at the top of the tools
row.

1. Tap Home to see a mix of current
information tailored to your local
area, including weather condi-
tions, top headlines, nearby res-
taurants, and more.

O,
®

2. Tap Cortana’s Notebook to see
an overview of what you have
planned for today, as well as
favorite places, traffic conditions,
restaurants, headlines, and more.

3. Tap Devices if you have an Invoke
speaker designed specifically
to work with Cortana. (Think of
Amazon’s Alexa speaker.) Cortana
leads you through the setup pro-
cess.

4. Tap Collections to see favorites
you've saved in Books, Movies
& TV, Recipes, Restaurants, and
Shopping.

5. Tap Settings to see and change

Cortana settings as needed.

6. Tap Feedback to send Microsoft
your thoughts and suggestions
about Cortana.
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Searching with Cortana

Once you've set up Cortana to hear you when you say, “Hey Cortana,’ you

can ask for help in searching for anything. You can also ask a variety of other
questions that can help you organize and manage your day. Phrase your
question in a regular sentence-style question; Cortana asks for more informa-
tion if it doesn’t understand.

So What Is Microsoft Listening In On?

The user agreement language for Cortana tells you that Microsoft needs your
permission to collect and use your location information, as well as data about
your contacts, your voice input, information from your email messages and
texts, your browser history and search history, your calendar details, and other
information. Surely they need your shoe size, too? In this day and age, collect-
ing too much information makes some users wary, and that’s understandable.
But Microsoft is gathering usage data (and no doubt will be marketing products
in a way that makes good use of that data), and if you don’t mind the company
being up front about it, click | Agree and start having fun with Cortana.

You can take a look at the information Cortana is collecting by clicking Settings
in the navigation bar on the left of the Cortana panel and then clicking
Permissions & History. Click the Change What Cortana Knows About Me in the
Cloud link to review the interests, places, search history, and more information
Cortana has collected and saved to personalize your experience.

Seek and Find with Cortana

When you're ready to search for something, you can wake Cortana up by
saying, “Hey Cortana!” Or, if you prefer (if someone is listening on the other
side of the cubicle wall), you can click in the Search box and type the word or
phrase you're looking for.



1. Say,“Hey Cortana!” or click the
microphone icon on the right
side of the Search box. (If Cortana
doesn't respond to your voice,
click the Settings tool in Cortana
and make sure the Hey Cortana
slider is set to On.)

Speak up!

After you've turned on the Hey Cortana
setting so the tool is able to respond to
your voice commands, Windows might
prompt you to set up your microphone.
If you see the Set Up Your Mic message
box, click Next, read the sentences the
prompt displays, and click Finish to
complete setting up your microphone.
Cortana should now be ready for your
voice commands.

2. When you see Listening displayed
in the box, tell Cortana what to
search for (for example, “Find a
Thai restaurant nearby”).

What'’s That?

If Cortana isn't hearing you properly,
click the small microphone tool on

the right side of the Search box. This
opens the Cortana tool, and you can tell
Cortana what you're looking for.

3. Cortana instantly displays a
results page with a selection of
search results that match what
you're searching for. Click the
result that looks most promising.

4. Click the map if you want to use
the Maps app to find the route to
the location.

Searching with Cortana

©)

®

9

o
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Cortana: A Fount of Knowledge

You aren’t limited with Cortana to searching for restaurants or looking for

car reviews. You can ask Cortana what the weather will be like in Des Moines
tomorrow afternoon, suggest that it find the best prices for mid-sized rental
cars, or even ask it to find a new ringtone for your phone. Experiment with
Cortana and find out how helpful it can be to you. After you get over the awk-
wardness of speaking to your computer screen, it's rather fun.

Using Cortana’s Notebook

The benefits of having a digital personal assistant like Cortana go beyond
simply finding information on things you're curious about. Cortana also has
a notebook in which it collects resources and data related to more than a
dozen different topics. You'll find that you can locate and customize informa-
tion gathered in each of the following topic areas:

« About me « Meetings & reminders
« Lists + News

« Reminders « Packages

« Collected services « Pick up where | left off
+ Music + Shopping

« Connected home « Special days

- Skills « Sports

+ Cortana tips + Suggested reminders
+ Eat & drink + Travel

+ Finance + Weather

+ Getting around



Exploring the Cortana
Notebook

The Notebook is in the Cortana tools
along the left side of the Cortana
panel.

Click or tap in the Search box. The

Using Cortana’s Notebook

®
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Personalizing Cortana’s
Info

You'll notice that the various catego-
ries in the Cortana Notebook need
more information from you before
the results shown there will be very
helpful. For example, if you click the
Sports topic in the Notebook, you'll
see the settings Cortana has in place
for that choice as well as a link that
invites you to add your own favorite
teams so Cortana can track them for
you.

1. Click in the Search box and tap

® O

Notebook to display Cortana’s cat-
egories.

2. Click or tap the Eat & Drink cat-
egory and scroll down.

3. Tap the Add a Cuisine link. A list
of cuisine categories appears.

4. Tap or click the categories of cui-
sine you enjoy.
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5. Tap the Add button, and Cortana
adds the cuisine in the Cuisine
Preferences area of the Eat &
Drink category.

Adding to Cortana’s Skills

Cortana skills are new in Windows 10 Fall Creators Update, dramatically
expanding what Cortana can help you do, and opening the door for devel-
opers all over the world to create voice apps and tasks that Cortana can
incorporate.

The first skills available in Cortana had to do with travel, finance, and web-
based mail—offered by company names you will recognize—but they were
quickly followed by skills for music streaming, ticket purchasing, and restau-
rant reservations. The list of skills keeps growing. You can find a list of fea-
tured skills on the Microsoft website at www.microsoft.com/en-us/cortana/
skills/featured.


http://www.microsoft.com/en-us/cortana/skills/featured
http://www.microsoft.com/en-us/cortana/skills/featured
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Expanding Cortana’s
Skills

The skills are in Cortana’s Notebook
in the Cortana panel. To get started,
you need to add at least one skill to
Cortana’s capabilities.

tap in the Search box or

ofo




Click the Learn More About link.
Windows 10 opens the Edge
browser and displays a collection
of skills you can install.

Click the name of a skill you'd
like to add. A details panel opens
about that skill to provide more
information.

”

ana

Adding to Cortana’s Skills
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7. When Cortana ask for your per-
mission to access data in the skill
you've selected, say, “Yes” or click
the Yes button.

8. When prompted, click the
Authorize button (or say,
“Authorize”) to confirm the link
between Cortana and the skill
app. You can now receive infor-
mation from that skill by simply
asking Cortana about it. In this
example, if | say, “Hey Cortana, ask
Fitbit to tell me my activity sum-
mary,” Cortana tells me how many
steps I've walked, how many sets
of stairs I've climbed, and how
many calories I've burned so far
today.

New Skills All the Time
Microsoft is counting on develop-
ers to create a universe of voice
apps for Cortana (and already you
can find a healthy number of skills
in many different categories, and
the number increases continu-
ally). Click the link in Cortana skills
to review new featured skills peri-
odically for new additions.
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Picking Up Where You Left Off with Cortana

Another slick new Cortana feature in Windows 10 Creators Update enables you
to start a task on one computer or device and finish it on another. This might
come in handy when you're reading a major article for a presentation you'll be
giving later this week, and you don’t have time to finish it before it's time to
leave.

If you've turned on Cortana’s Help Me Pick Up Where | Left Off feature, you can
finish the article when you get home (as long as you log into your home com-
puter using the same Microsoft account you were using on the other computer
or device). The article appears as a link in your Action Center, bookmarked to
the place you left off.

Setting Tasks with Cortana

As you can see, Cortana really is more than a glorified search tool. She is
meant to be a personal digital assistant. She can help you with scheduling,
research, and more—just like a human assistant might. You can ask Cortana
to schedule tasks, create invitations, and more.

1. Click in the Search box or say,
“Hey Cortana!” to let the tool
know you have a request.

2. Speak the tasks you want Cortana
to perform, such as, “Wake me up
in 15 minutes.”
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3. Cortana answers your request
telling you what action she has
taken.

4. You can edit the task created by
clicking or tapping it.
5. Click or tap the slider to turn the

alarm off.

6. Edit alarm settings by clicking or
tapping the alarm.

7. Tap and hold the alarm to display
a delete option; tap Delete to
remove it.

Cortana, Your Instant

Assistant

Cortana is also available right on
your Lock screen. So without even
swiping open Windows 10 or
typing in the password, you can
simply ask, “Hey Cortana, when is
my next appointment?”and the
tool locates the information and
tells you.

Cortana on the Lock screen gives
you a number of rotating sugges- @
tions for the types of commands

or questions you might want to

offer. Also be sure to keep Cortana

Tips turned on (you can set this

in Cortana Settings and also in

Cortana Tips in the Notebook) so

you continue to get ideas on how

to improve and expand the way

you work with your personal digi-

tal assistant.
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Having Cortana Find Your Phone

Just like a real digital assistant who helps you locate your lost car keys or briefcase,

Cortana can help you locate your phone when you lose it.

Say, “Hey Cortana!”The Search
box becomes active and you see
the Listening message.

Ask, “Where's my phone?” Cortana
responds that it will attempt to
find it for you. After a moment or
two, you hear a message notifica-
tion on your phone (if it is within
earshot), saying, “Cortana is look-
ing for this phone”

When the phone is located, a
notification appears, telling you
Cortana has found your phone.
Click or tap Ring It to send a sig-
nal to your phone so that it will
ring.

Tap or click the map at the top of
the notification if you want to use
the Maps app to get directions to

where Cortana found your phone.

Click or tap Dismiss if you were
able to find the phone with the
notification sound and no longer
need the ring signal sent.

®

o ©

Managing Cortana Permissions

As you can imagine, with a personal digital assistant like Cortana, in order to

provide you with information relative to your likes and dislikes, your location,
and your interests, Cortana has to know a lot about you. In this day of cyber-

security concerns, you need to be able to manage how your information is

stored and used.

For that reason, you can choose how you want Cortana to gather information
on you and manage how it is used. You do this using Cortana settings.
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Managing Your
Permissions

Microsoft has been working with a focus
on security and privacy across the last
several iterations of Windows 10, and
the overall security effort is coalescing
into an organized permissions-based
system. Now your Cortana settings

are organized as one part of a large
Windows-wide security system designed
to give you the flexibility you want to
control your information while balanc-
ing that with the permissions you need
to get to the information you seek.

You can view and change the permis-
sions Cortana uses to search for, display,
and update your information by choos-
ing Settings in the Cortana panel.

1. Click in the Search box or say,
“Hey Cortana!” The Cortana panel

opens.
2. Click Settings.

3. Click Permissions & History.

4. Click Change What Cortana Knows @
About Me in the Cloud to view and
modify the types of information
Cortana stores about you.

5. Click or tap Manage the
Information Cortana Can Access
from This Device to limit what
Cortana will find and share about
your location, communications,
and browsing history.

6. Leave this set to on if you want
Cortana to be able to display
information you've stored in the
cloud in searches.



7.

Leave My Device History set to On
if you want Cortana to learn from
past searches and questions on this
device about the types of informa-
tion and topics that interest you.

Click or tap Clear My Device
History to erase past search data.

Set to Off if you want to stop
Cortana from keeping a history of
your searches.

Setting Notifications

One of Cortana’s strengths is that it can
use notifications to remind you of things
you want to be reminded about: upcom-
ing appointments, grocery items, work
tasks, and times for the kids' after-school
practices. You can control how and
when Cortana notifies you about various
events in Cortana settings.

1.

Display Cortana settings by clicking
in the Search box and choosing the
Settings tool. In the Settings win-
dow, click Notifications.

If you want Cortana to send
notifications to all your Windows
devices (tablet, computer, phone),
leave this set to On.

If you want Cortana to make sug-
gestions for items you might want
to add to your collections (for
example, when you search for a
specific recipe), leave this set to On.

Click Manage Notifications if you
want to leave notifications on
for some items but turn them off
for others. The collection choices
are Books, Movies & TV, Recipes,
and Shopping. By default, all are
turned On.

Managing Cortana Permissions

10
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Because Cortana can potentially add so much to your computing experience—
and because she is a seamless part of many of the apps you'll use every day—
developers recommend that for the best use of Windows 10, you should let
Cortana do what she does best.

But not everyone likes this sort of thing. Unfortunately, in the previous version
of Windows 10 (Windows 10 Anniversary Update), Microsoft did away with the
option to disable Cortana. So no matter what you do, it continues operating to
some degree in the background.

But you can limit the permissions you give Cortana for gathering and storing
information about your computing activities. To put a check and balance on
Cortana’s power, you make changes in Cortana Settings:

« In the Talk to Cortana category, set Hey Cortana to Off and the Lock Screen
setting to Off.

« In the Permissions & History category, set Cloud Search, My Device History,
and My Search History settings to Off. Click the Clear My Device History but-
ton to remove past search data.

- In the Notifications category, set Notification Between Devices and Category
Notifications to Off.

You can reverse these settings at any time to restore Cortana to normal function-
ality. You can also provide feedback to Microsoft (by using the Feedback tool in
the Cortana panel) if you want to weigh in on how Cortana stores and uses your
information in future updates of Windows 10.
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Free Time with Cortana

Like any good assistant, Cortana isn't all work and no play. In fact, you can play
games with Cortana (just say, “Hey Cortana, play movie game”), ask Cortana to
share some interesting trivia, or even ask it to tell you a joke. Here’s the result
when | said, “Hey Cortana, tell me a joke.” Not bad.




Use Personalization settings
to change the way Windows
10 looks and behaves.

Add a new background or create a
slideshow using your own images.



Symbols

3D modeling with Paint 3D app, 268
drawing in, 270
launching, 268
Mixed Reality and, 271
Remix 3D and, 272
saving in, 271-272
screen elements, 269-270
tools, viewing names of, 269

A

accent colors, changing, 112

accessibility
High Contrast settings, 113
Narrator tool, 27
Night Light feature, 216
accessing
Microsoft Store account, 176
OneDrive, 199
account picture, changing, 125-126

accounts
email
adding, 252-253
changing settings, 254
user, 148
adding new, 148-150

changing settings from Start
menu, 59

Microsoft Accounts versus Local
Accounts, 150

switching, 151
Action Center, 55,75
notifications, viewing, 138
activating Battery Saver app, 45-46
adding
appointments in Calendar app, 256
apps
to multiple desktops, 81-82
to taskbar, 68
app tiles to Start menu, 60
contacts
in People app, 248
in People Hub, 244-245
in Skype, 241



Index adding

Cortana skills, 95-98

devices, 39

email accounts in Mail app, 252-253
extensions in Microsoft Edge, 219-220
Favorites to Microsoft Edge, 222
Home button in Microsoft Edge, 207

notes to web pages in Microsoft Edge,
228

phone to Windows 10, 43-44
user accounts, 148-150
Add Notes feature (in Microsoft Edge), 207
Address bar (in Microsoft Edge), 207-208
address book, connecting in Skype, 242
albums (music), playing in Groove Music
app, 278
albums (Photos app), 262
alerts (security), changing, 140
all-day appointments, creating in Calendar
app, 256
antivirus programs, Windows Defender and,
141
appointments in Calendar app
adding, 256
sending invitations, 257
viewing, 255-256
apps, 15
adding
to multiple desktops, 81-82
to taskbar, 68
closing, 30, 171
finding on computer, 160
full screen, 170
installing from Microsoft Store, 174-175
managing from Microsoft Store, 175-176
in Microsoft Store, 17
opening, 56-58
privacy settings, 152
changing, 153
location information, 152-155
removing from taskbar, 68
searching in Microsoft Store, 174
snapping, 169-170

on Start menu, 18
choosing, 159
creating app groups, 163
in Tablet mode, 158
launching, 161
moving, 160-162
naming app groups, 164
organizing in folders, 60
pinning, 159-160
removing, 164
resizing tiles, 163
switching, 165
tiles on Start menu
adding, 60
removing, 61
resizing, 61-62
turning off live tiles, 62, 120
uninstalling, 177
universal apps, 157
window features, 167-169
updating from Microsoft Store, 176
viewing startup impact, 172
windows of, 165
elements of, 166-167
arranging
apps in multiple windows, 169-170
file display within folders, 193
windows, 73
arrow keys, 21
articles, saving to Reading List in Microsoft
Edge, 227
audiobooks, ebooks as in Microsoft Edge,
226
AutoComplete in Microsoft Edge, 208

Back button (in Microsoft Edge), 209
background, personalizing
color
changing, 110
creating custom, 110-111




in Mail app, 251
picture, changing, 109
backing up
Favorites in Microsoft Edge, 222
files, 304-305
choosing files for, 306
restoring from backup, 306-307
badges, 114
Battery Saver app, activating, 45-46
BitLocker, 311
blocking in Microsoft Edge
cookies, 230-231
phishing websites, 235
pop-ups, 234
Bluetooth, Dynamic Lock, 137
books in Microsoft Edge
as audiobooks, 226
downloading, 225
picking up where left off, 227
reading, 226
brightness
changing, 47
Night Light settings, 113-114

broadcasting games in Xbox app, 294-296

browsers (Microsoft Edge), 16, 55
Address bar, 208
articles, saving to Reading List, 227
AutoComplete, 208
eBooks
as audiobooks, 226
downloading, 225
picking up where left off, 227
reading, 226
extensions
adding, 219-220
enabling, 221
usage, 221
Favorites
adding, 222
importing, 223

browsing data

features list, 204-205
history, clearing, 218
Home button, adding, 207
Hub, 218
InPrivate Browsing, 212
keyboard shortcuts, 208
launching, 206
navigation tools, 209-210
new features, 204
notes, adding to web pages, 228
page view, zooming, 217
Reading view, 224
searching in, 212
changing search providers, 214-215
with Cortana, 213
OpenSearch standard, 215
security
blocking cookies, 230-231
blocking pop-ups, 234
clearing browsing data, 232-233
Do Not Track feature, 230
managing passwords, 234
saving passwords/form entries, 234
SmartScreen, 235
start page, choosing, 217-218
tabs
customizing New Tab window, 210
hiding, 211
opening, 210
pinning, 211
previewing, 211
themes, choosing, 216
tools in, 206-207
web pages, printing, 229

browsing data, clearing in Microsoft Edge,

232-233
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C

Calendar app
appointments
adding, 256
sending invitations, 257
viewing, 255-256
reminders, setting from sticky notes, 80
switching to Mail app, 255
Call History pane (in Skype), 240
call notifications in Skype, 240
Camera app, 267
cell phone
finding with Cortana, 101
linking to Windows 10, 43-44
changing
accent colors and transparency, 112
account picture, 125-126
account settings from Start menu, 59
background color, 110-111
background picture, 109
email account settings in Mail app, 254
encryption settings, 311
firewall settings, 146
game settings, 292-294
location settings, 154
Lock screen picture, 115-116
Most Used list (Start menu), 120-121
passwords, 131-133
PIN logon, 135
power management settings, 47-48
privacy settings, 153
screen brightness, 47

search providers in Microsoft Edge,
214-215

security alerts, 140

Start menu settings, 122

to Tablet mode manually, 63-64
themes, 118-119

time, 124-125

child keys, 23-24
choosing
apps on Start menu, 159
files/folders, 190-191
for backup, 306
messaging services in Skype, 243
multiple items, 19
start page in Microsoft Edge, 217-218
themes in Microsoft Edge, 216
touch keyboard type, 24
clearing in Microsoft Edge
browsing data, 232-233
history, 218
Click to Call feature (Skype), 239
clicking links in Microsoft Edge, 210
Close button, 70
closing
apps, 30,171
multiple desktops, 82
cloud storage with OneDrive
accessing, 199
on-demand access, 199-200
in Start menu, 201
storage space available, 200
support for, 199
in task bar, 201
collections (Photos app), 262
Collections tool (Cortana), 89
color
accent colors, changing, 112
background
changing, 110
creating custom, 110-111
High Contrast settings, 113
compressing files, 198-199
connecting
address book in Skype, 242
devices, 39
troubleshooting USB connections, 40
to wireless networks, 41-42



contacts
adding
in People app, 248
in People Hub, 244-245
in Skype, 241
communicating with
in People Hub, 245-246
in Skype, 242
connecting address book in Skype, 242
connecting other lists in People app, 247
finding
in People Hub, 244-245
in Skype, 241
managing in People app, 247
removing from People Hub, 246
Content area (in Skype), 240
contextual tabs (File Explorer ribbon), 186
controls (of windows), 166
cookies
blocking in Microsoft Edge, 230-231
types of, 232
copying files, 195-196
Cortana, 13, 55
capabilities of, 85-86
creating tasks in, 99-100
finding phone with, 101
games and jokes, 105

Help Me Pick Up Where | Left Off feature,
929

information collected by, 90
with keyboard shortcuts, 88
limiting, 104
on lock screen, 100
managing notifications, 103
managing permissions, 101-103
Notebook tool, 92-93
adding skills, 95-98
personalizing information, 94-95
searching with, 90-91, 213

customizing

setting up voice commands, 87-88
shutting down Windows 10, 34
tools in, 89

creations in Photos app, 265

creating, 266
editing, 267
viewing, 267

Creators Update

installing, 12
new features, 3-4
upgrading to, 8

custom background color, creating, 110-111
customizing

background in Mail app, 251
Cortana information, 94-95
Groove Music app, 278
Microsoft Edge
choosing start page, 217-218
choosing themes, 216
zooming page view, 217
New Tab window in Microsoft Edge, 210
Start menu in Tablet mode, 65
startup, 14
Windows 10
accent colors and transparency, 112
background color, 110-111
background picture, 109
changing account picture, 125-126
changing time, 124-125
displaying settings for, 108
game settings, 292-294
High Contrast settings, 113
Lock screen, 114-118
Night Light settings, 113-114
saving changes, 108
Start menu, 120-123
themes, 118-119



Index default settings

default settings, restoring in power man-

agement, 48

definitions, updating in Windows Defender,

144
defragmentation, 309-310
desktop, 13-14, 54
items on, 54-55
multiple desktops, 80
adding apps to, 81-82
closing, 82
creating, 81
switching, 82
Notifications tool, 75
checking notifications, 76
turning on/off notifications, 77
power user menu, 57
Start button, 56
Start menu, 57-58
adding app tiles, 60
changing account settings, 59
organizing app tiles in folders, 60
removing app tiles, 61
resizing, 58
resizing app tiles, 61-62
turning off live app tiles, 62
taskbar, 67
adding apps, 68
jump lists, 69
removing apps, 68
Task view, 75
windows
arranging, 73
elements of, 70-71
moving, 71
resizing, 72-74
shortcuts, 74
switching, 72
Details pane (in File Explorer), 182, 191
hiding/viewing, 184

devices
adding, 39
removing, 40
troubleshooting, 41
unrecognized, 40
USB connections, troubleshooting, 40
viewing installed, 39
Devices tool (Cortana), 89
dictating with touch keyboard, 25
digital assistant. See Cortana
disabling location information, 152
displaying
Most Used list (Start menu), 121
notifications, 76
Personalization settings, 108
Start menu in Tablet mode, 64
Task view, 75
Windows Ink Workspace, 78

Do Not Track feature (in Microsoft Edge),
230

downloading
eBooks in Microsoft Edge, 225
games in Xbox app, 296-298
drawing in Paint 3D app, 270
Dynamic Lock, 137

E

Ease of Access options, High Contrast
settings, 113

eBooks in Microsoft Edge
as audiobooks, 226
downloading, 225
picking up where left off, 227
reading, 226
Edge browser, 16, 55
Address bar, 208
articles, saving to Reading List, 227
AutoComplete, 208



eBooks
as audiobooks, 226
downloading, 225
picking up where left off, 227
reading, 226
extensions
adding, 219-220
enabling, 221
usage, 221
Favorites
adding, 222
importing, 223
features list, 204-205
history, clearing, 218
Home button, adding, 207
Hub, 218
InPrivate Browsing, 212
keyboard shortcuts, 208
launching, 206
navigation tools, 209-210
new features, 204
notes, adding to web pages, 228
page view, zooming, 217
Reading view, 224
searching in, 212

changing search providers, 214-215

with Cortana, 213

OpenSearch standard, 215
security

blocking cookies, 230-231

blocking pop-ups, 234

clearing browsing data, 232-233

Do Not Track feature, 230
managing passwords, 234

saving passwords/form entries, 234

SmartScreen, 235
start page, choosing, 217-218
tabs

customizing New Tab window, 210

hiding, 211
opening, 210

Favorites in Microsoft Edge

pinning, 211
previewing, 211
themes, choosing, 216
tools in, 206-207
web pages, printing, 229
edge gestures, 67
editing
creations in Photos app, 267
photos
in image editors, 264
in Photos app, 263-264
email. See also Mail app
accounts
adding, 252-253
changing settings, 254
messages
creating, 250-251
marking as junk, 255
organizing, 254
emoji keyboard, 26
enabling extensions in Microsoft Edge, 221
encryption, 311
events. See appointments
Expand the Ribbon tool, 71
Expand tool (Cortana), 89
expanding Groove Music toolbar, 277
extended keyboard, 24
extensions in Microsoft Edge
adding, 219-220
enabling, 221
usage, 221
extracting files, 198-199

F

facial recognition, Windows Hello, 130-131

Family Options (in Windows Defender), 148
Favorites in Microsoft Edge

adding, 222

importing, 223



Index Favorites button (in Microsoft Edge)

Favorites button (in Microsoft Edge), 207
Feedback tool (Cortana), 89
File Explorer, 55
files/folders
arranging folder display, 193
compressing/extracting, 198-199
copying, 195-196
finding, 189
moving, 197
rating, 192
selecting, 190-191
sharing, 196-197
tagging, 192
viewing additional details, 194
viewing file information, 191
launching, 180
libraries in, 188
panes, viewing/hiding, 184
Quick Access area, 182-183
Quick Access toolbar, 187
ribbon, 184
tabs in, 185-186
viewing/hiding, 186-187
screen elements, 181-182
searches, saving, 190
This PC area, 183-184
ToolTips in, 188
file information, viewing in Photos app, 263
File tab (File Explorer ribbon), 185
file types, finding, 189
files
arranging folder display, 193
backing up, 304-305
choosing files for, 306
compressing/extracting, 198-199
copying, 195-196
encryption, 311
finding, 189
moving, 197

on-demand access with OneDrive,
199-200

rating, 192
restoring from backup, 306-307
selecting, 190-191
sharing, 196-197
tagging, 192
viewing additional details, 194
viewing information, 191
finding. See also searching
apps on computer, 160
contacts
in People Hub, 244-245
in Skype, 241
files/folders, 189
file types, 189
phone with Cortana, 101
firewalls (Windows Firewall), 145
changing settings, 146
checking settings, 145
types of firewalls, 145
folders
arranging file display within, 193
finding, 189
merging when restoring files, 307
organizing app tiles in Start menu, 60
pinning to Quick Access area, 183
selecting, 190-191
unpinning from Quick Access area, 183
viewing additional details, 194
viewing file information, 191
forgotten passwords, 133
forgotten picture passwords, 136
form entries, saving in Microsoft Edge, 234
Forward button (in Microsoft Edge), 209
full screen apps, 170

G

Game bar (Xbox app), 290-291
keyboard shortcuts, 294
Game mode, turning on, 291




games, 17. See also Xbox app
broadcasting, 294-296
changing settings, 292-294
checking network status, 298-299
with Cortana, 105
finding and downloading, 296-298
playing, 290-291, 294
gestures, 27
edge gestures, 67
new trackpad gestures, 32
pinch zoom, 31
single tap, 28
swipe down, 30
swipe left, 29
swipe right, 29
swipe up, 30
tap and hold, 28
Get Help (in File Explorer), 182
Groove Music app, 17, 275
creating playlists, 279-280
opening, 276
personalizing, 278
playing music, 276-278
toolbar, 277
Groove Music Service, 17,276
groups for apps on Start menu
creating, 163
naming, 164

hard disk, optimizing, 309-310
help

searching for, 32-33

Tips app, 33-34
Help button, 71

Help Me Pick Up Where | Left Off feature
(Cortana), 99

hiding
File Explorer panes, 184
File Explorer ribbon, 186-187
tabs in Microsoft Edge, 211

keyboards

High Contrast settings, 113

history, clearing in Microsoft Edge, 218
HoloLens, 268

Home button (in Microsoft Edge), 207
Home tab (File Explorer ribbon), 185
Home tool (Cortana), 89

Hub (in Microsoft Edge), 207, 218

icons on taskbar, 13
image editors, 264
importing
Favorites to Microsoft Edge, 223
photos in Photos app, 264-265
Ink feature, 77
creating sticky notes, 79
displaying Windows Ink Workspace, 78
InPrivate Browsing, 212
installed devices, viewing, 39
installing
apps from Microsoft Store, 174-175
Windows 10 Creators Update, 12

Internet access, connecting to wireless
networks, 41-42

invitations, sending in Calendar app, 257

J

jokes with Cortana, 105

jump lists, 69
junk mail, marking email messages as, 255

K

keyboards
layout, 22
navigation shortcuts, 21-22
touch keyboard
dictating with, 25
emoji keyboard and, 26



Index keyboards

moving, 26
types of, 24
usage, 23
writing pad, 25
keyboard shortcuts
with Cortana, 88
for Game bar, 294
in Microsoft Edge, 208

launching

apps, 56-58

on Start menu, 161

File Explorer, 180

Groove Music app, 276

Mail app, 249

Microsoft Edge, 206

Movies & TV app, 281

Paint 3D app, 268

People app, 246-247

Photos app, 260

Skype, 238

troubleshooters, 308
libraries, 183

in File Explorer, 188
limiting Cortana, 104
linking phone to Windows 10, 43-44
links, clicking in Microsoft Edge, 210
live app tiles, turning off, 62

Local Accounts, Microsoft Accounts versus,

150

Location bar (in File Explorer), 181
location information

changing settings, 154

dangers of, 155

disabling, 152
locking computer, Dynamic Lock, 137
Lock screen

Cortana on, 100

personalizing, 114-115

changing picture, 115-116
creating slideshow, 117-118
stopping slideshow, 118

logging in, 12-13, 130

passwords, changing, 131-133
picture passwords
creating, 135-137
removing, 137
PIN
changing, 135
creating, 134
removing, 135
security versus simplicity, 130
Skype, 239
Windows Hello, 130-131
Xbox app, 288

M

Mail app, 248

background, personalizing, 251
email accounts
adding, 252-253
changing settings, 254
email messages
creating, 250-251
marking as junk, 255
organizing, 254
launching, 249
maximizing window, 249
screen elements, 249-250
switching to Calendar app, 255

managing

apps from Microsoft Store, 175-176
contacts in People app, 247
notifications in Cortana, 103
passwords in Microsoft Edge, 234
permissions in Cortana, 101-103

marking email messages as junk in Mail
app, 255

Maximize button, 70



maximizing Mail app window, 249
MCE (Windows Media Center Edition), 280
Media Center, 280
merging folders when restoring files, 307
messages (email) in Mail app
creating, 250-251
marking as junk, 255
organizing, 254
messaging services, choosing in Skype, 243
microphone, setting up, 91
Microphone icon (touch keyboard), 25
Microsoft Accounts, 13
Local Accounts versus, 150
Microsoft Edge, 16, 55
Address bar, 208
articles, saving to Reading List, 227
AutoComplete, 208
eBooks
as audiobooks, 226
downloading, 225
picking up where left off, 227
reading, 226
extensions
adding, 219-220
enabling, 221
usage, 221
Favorites
adding, 222
importing, 223
features list, 204-205
history, clearing, 218
Home button, adding, 207
Hub, 218
InPrivate Browsing, 212
keyboard shortcuts, 208
launching, 206
navigation tools, 209-210
new features, 204
notes, adding to web pages, 228
page view, zooming, 217
Reading view, 224

mouse usage

searching in, 212
changing search providers, 214-215
with Cortana, 213
OpenSearch standard, 215
security
blocking cookies, 230-231
blocking pop-ups, 234
clearing browsing data, 232-233
Do Not Track feature, 230
managing passwords, 234
saving passwords/form entries, 234
SmartScreen, 235
start page, choosing, 217-218
tabs
customizing New Tab window, 210
hiding, 211
opening, 210
pinning, 211
previewing, 211
themes, choosing, 216
tools in, 206-207
web pages, printing, 229
Microsoft Store, 17, 55, 173
accessing account, 176
installing apps, 174-175
managing apps, 175-176
searching for apps, 174
updating apps, 176
Minimize button, 70
Minimize Ribbon tool, 71
minimizing ribbon in File Explorer, 182
Mixed Reality, 268, 271
Mixer, 296
modeless windows, 165
Most Used list (Start menu)
changing, 120-121
displaying, 121
mouse usage, 19
navigation shortcuts, 20
power user menu, 20
selecting multiple items, 19



Index movies

movies
searching for, 282-283
watching, 283-284
Movies & TV app, 17, 280
opening, 281
searching the Microsoft Store, 282-283
toolbar, 281-282
watching shows in, 283-284
moving
apps on Start menu, 160-162
files, 197
touch keyboard, 26
windows, 71
multiple desktops, 80
adding apps to, 81-82
closing, 82
creating, 81
switching, 82
multiple items, selecting, 19
multiple windows, arranging apps in,
169-170
music
Groove Music app, 17, 275
creating playlists, 279-280
opening, 276
personalizing, 278
playing music, 276-278
toolbar, 277
Groove Music Service, 17,276
My People hub, 13, 16

N

naming app groups, 164

Narrator tool, 27

Navigation pane (in File Explorer), 181
hiding/viewing, 184

navigation shortcuts
with keyboard, 21-22
with mouse, 20

navigation tools in Microsoft Edge, 209-210

Network & Internet Settings, 42

network status, checking in Xbox app,
298-299

Networks tool, wireless network con-
nections, 42

new features
in Microsoft Edge, 204
in Windows 10 Creators Update, 3-4
new gestures, 32
New Tab window (in Microsoft Edge), cus-
tomizing, 210
Night Light feature, 216
settings, 113-114
Notebook tool (Cortana), 89, 92-93
adding skills, 95-98
personalizing information, 94-95

notes, adding to web pages in Microsoft
Edge, 228

notifications
badges, 114
call notifications in Skype, 240
managing in Cortana, 103
viewing, 138

Notifications tool, 13, 55, 75
checking notifications, 76
turning on/off notifications, 77

o)

on-demand access with OneDrive, 199-200

OneDrive
accessing, 199
on-demand access, 199-200
in Start menu, 201
storage space available, 200
support for, 199
in task bar, 201

onscreen keyboard
dictating with, 25
emoji keyboard and, 26
moving, 26



types of, 24

usage, 23
opening

apps, 56-58

on Start menu, 161

File Explorer, 180

Groove Music app, 276

Mail app, 249

Microsoft Edge, 206

Movies & TV app, 281

Paint 3D app, 268

People app, 246-247

Photos app, 260

Skype, 238

tabs in Microsoft Edge, 210

troubleshooters, 308
OpenSearch standard, 215
optimizing hard disk, 309-310
organizing

app tiles in folders in Start menu, 60

email messages in Mail app, 254

photos in Photos app, 262

Page Down key, 21
Page tab (in Microsoft Edge), 207
Page Up key, 21

page view, zooming in Microsoft Edge, 217

Paint 3D app, 268
drawing in, 270
launching, 268
Mixed Reality and, 271
Remix 3D and, 272
saving in, 271-272
screen elements, 269-270
tools, viewing names of, 269

panes (File Explorer), hiding/viewing, 184

passwords
changing, 131-133
forgotten, 133

personalizing

managing in Microsoft Edge, 234
picture passwords
creating, 135-137
forgotten, 136
removing, 137
saving in Microsoft Edge, 234
strong, 133
pausing movies and TV shows, 284
pen usage with writing pad, 25
People app
contacts
adding, 248
connecting other lists, 247
managing, 247
launching, 246-247
People Hub
contacts
adding, 244-245
communicating with, 245-246
finding, 244-245
removing, 246
setting up, 243-244
permissions
managing in Cortana, 101-103
webcam permissions in Skype, 238
persistent cookies, 232
personal digital assistant. See Cortana
personalizing
background in Mail app, 251
Cortana information, 94-95
Groove Music app, 278
Microsoft Edge
choosing start page, 217-218
choosing themes, 216
zooming page view, 217

New Tab window in Microsoft Edge, 210

Start menu in Tablet mode, 65
startup, 14
Windows 10

accent colors and transparency, 112

background color, 110-111



Index personalizing

background picture, 109
changing account picture, 125-126
changing time, 124-125
displaying settings for, 108
game settings, 292-294
High Contrast settings, 113
Lock screen, 114-118
Night Light settings, 113-114
saving changes, 108
Start menu, 120-123
themes, 118-119
phishing websites, blocking in Microsoft
Edge, 235
phone
finding with Cortana, 101
linking to Windows 10, 43-44
phone calls. See Skype
photos. See also Photos app; pictures
editing
in image editors, 264
in Photos app, 263-264
file information, 263
importing, 264-265
organizing, 262
viewing, 262
Photos app
creations, 265
creating, 266
editing, 267
viewing, 267
launching, 260
photos
editing, 263-264
file information, 263
importing, 264-265
organizing, 262
viewing, 262
screen elements, 261
video projects, creating, 266

picture passwords
creating, 135-137
forgotten, 136
removing, 137
pictures. See also photos
account picture, changing, 125-126
background picture, changing, 109
Lock screen picture
changing, 115-116
creating slideshow, 117-118
stopping slideshow, 118
pinch-zoom gesture, 31
PIN logon
changing, 135
creating, 134
removing, 135
pinning. See also adding
apps on Start menu, 159-160
folders to Quick Access area, 183
Recycle Bin to Start menu, 123
tabs in Microsoft Edge, 211
playing
games in Xbox app, 290-291, 294
movies and TV shows, 283-284
music in Groove Music app, 276-278
playlists, creating in Groove Music app,
279-280
pop-ups, blocking in Microsoft Edge, 234
power management, 44-45
Battery Saver app, activating, 45-46
changing settings, 47-48
restoring default settings, 48
power plans, 47-48
Power tool, 34
restarting Windows 10, 35
shutting down Windows 10, 35
Sleep mode, 35
power user menu, 57
accessing, 20
Preview pane (in File Explorer), 182
hiding/viewing, 184



previewing tabs in Microsoft Edge, 211
printing web pages in Microsoft Edge, 229
privacy
InPrivate Browsing in Microsoft Edge,
212

webcam permissions in Skype, 238
privacy settings, 152

changing, 153

location information, 152-155
Privacy Statement, 154

private appointments, creating in Calendar
app, 257

programs. See also apps
removing from Most Used list, 121
uninstalling, 121

Q

Quick Access toolbar, 71
in File Explorer, 181-183, 187
Quiet Hours (notifications), 77

R

rating files, 192
reading eBooks in Microsoft Edge, 226

Reading List (in Microsoft Edge), saving
articles to, 227

Reading view (in Microsoft Edge), 207, 224
Recycle Bin, 13, 55
pinning to Start menu, 123
Refresh button
in File Explorer, 181
in Microsoft Edge, 209
reminders, setting from sticky notes, 80
Remix 3D, 272
removing
apps
on Start menu, 61, 164
from taskbar, 68

screen brightness

contacts from People Hub, 246
devices, 40
picture passwords, 137
PIN logon, 135
programs from Most Used list, 121
resetting Windows 10, 48-50
resizing
app tiles on Start menu, 61-62, 163
Start menu, 58, 123
windows, 72-74
restarting Windows 10, 35
restoring

default settings in power management,
48

files from backup, 306-307
reviewing system status, 138-139
ribbon (in File Explorer), 184

minimizing, 182

tabs in, 185-186

viewing/hiding, 186-187
ribbon (of windows), 166
Ribbon tabs, 71

rolling back Windows 10 to previous
version, 50

S

saving
articles to Reading List in Microsoft
Edge, 227
Favorites in Microsoft Edge, 222
in Paint 3D app, 271-272
passwords/form entries in Microsoft
Edge, 234
personalization changes, 108
searches, 190
scanning with Windows Defender, 143-144
scheduling defragmentation, 310
screen brightness
changing, 47
Night Light settings, 113-114



Index scrollbars

scrollbars (of windows), 167
scrolling in Microsoft Edge, 210
Search box, 55
on desktop, 13
in File Explorer, 181, 189
finding apps, 160
search providers, changing in Microsoft
Edge, 214-215
Search tool on websites, 210
searches, saving, 190
searching
for apps in Microsoft Store, 174
with Cortana, 90-91
for games in Xbox app, 296-298
for help, 32-33
in Microsoft Edge, 212
changing search providers, 214-215
with Cortana, 213
OpenSearch standard, 215
for movies and TV shows in Microsoft
Store, 282-283
security
alerts, changing, 140
Dynamic Lock, 137
in Microsoft Edge
blocking cookies, 230-231
blocking pop-ups, 234
clearing browsing data, 232-233
Do Not Track feature, 230
managing passwords, 234
saving passwords/form entries, 234
SmartScreen, 235
passwords
changing, 131-133
forgotten, 133
strong, 133
picture passwords
creating, 135-137
forgotten, 136
removing, 137

PIN logon
changing, 135
creating, 134
removing, 135
privacy settings, 152
changing, 153
location information, 152, 154-155
simplicity versus, 130
system status, reviewing, 138-139

UEFI (Unified Extensible Firmware
Interface), 130

User Account Control, 139
user accounts, 148
adding new, 148-150
switching, 151
Windows Defender, 141
Family Options, 148
other antivirus programs and, 141
scanning with, 143-144
Security Center, 142
updating definitions, 144
Windows Firewall, 145
changing settings, 146
checking settings, 145
types of firewalls, 145
Windows Hello, 130-131
Windows SmartScreen, 147
Security and Maintenance window
changing alerts, 140
reviewing system status, 138-139
Security Center (Windows Defender), 142
selecting. See choosing
semantic zoom. See pinch-zoom gesture
sending invitations in Calendar app, 257
session cookies, 232
setting
reminders from sticky notes, 80
Tablet mode options, 65-66



setting up
Cortana voice commands, 87-88
microphone, 91
People Hub, 243-244
settings
Start menu, changing, 122
syncing, 197
Windows Firewall
changing, 146
checking, 145
Settings tool (Cortana), 89
limiting Cortana, 104
managing
notifications, 103
permissions, 101-103
Share tab (File Explorer ribbon), 185
sharing files, 196-197
shortcuts
navigation shortcuts
with keyboard, 21-22
with mouse, 20
window operations, 74
shutting down Windows 10
with Cortana, 34
with Power tool, 35
signing in, 12-13, 130
passwords, changing, 131-133
picture passwords
creating, 135-137
removing, 137
PIN
changing, 135
creating, 134
removing, 135
security versus simplicity, 130
Skype, 239
Windows Hello, 130-131
Xbox app, 288
simplicity, security versus, 130
single tap gesture, 28
skills (Cortana), adding, 95-98

Start menu

Skype
call notifications, 240
Click to Call feature, 239
contacts
adding, 241
communicating with, 242
connecting address book, 242
finding, 241
launching, 238
messaging services, choosing, 243
screen elements in, 240
signing in, 239
webcam permissions in, 238
Sleep mode, 35
slideshows on Lock screen
creating, 117-118
stopping, 118
smartphone
finding with Cortana, 101
linking to Windows 10, 43-44
SmartScreen (in Microsoft Edge), 235
snapping apps, 169-170
sparks, 296
Spotify, 276
Start button, 13, 55-56
power user menu, 20, 57
Start menu, 13, 15, 57-58
adding app tiles, 60
apps, 18
choosing, 159
creating app groups, 163
launching, 161
moving, 160-162
naming app groups, 164
pinning, 159-160
removing, 164
resizing tiles, 61-62, 163
changing account settings, 59
OneDrive in, 201
organizing app tiles in folders, 60



Index Start menu

personalizing, 120
changing settings, 122
Most Used list, 120-121
resizing, 123
turning off app tiles, 120
removing app tiles, 61
resizing, 58
in Tablet mode, 64, 158
displaying, 64
personalizing, 65
setting options, 65-66
turning off live app tiles, 62
start page, choosing in Microsoft Edge,
217-218
startup
impact of apps, viewing, 172
personalizing, 14
in Tablet mode, 158
sticky notes
creating, 79
setting reminders from, 80
stopping Lock screen slideshows, 118
Store app. See Microsoft Store
strong passwords, 133
swipe-down gesture, 30
swipe-left gesture, 29
swipe-right gesture, 29
swipe-up gesture, 30
switching
apps, 165
between desktops, 82
between Mail and Calendar apps, 255
user accounts, 151
windows, 72
Sync Your Settings tool, 197
syncing settings, 197
system status, reviewing, 138-139

Tab key, 21
Tablet mode, 63
changing manually, 63-64
edge gestures, 67
starting in, 158
Start menu in, 64
displaying, 64
personalizing, 65
setting options, 65-66
tabs
in File Explorer ribbon, 185-186
in Microsoft Edge
customizing New Tab window, 210
hiding, 211
opening, 210
pinning, 211
previewing, 211
tagging files, 192
tap and hold gesture, 28
tap gesture, 28
Task Manager
closing apps, 171
viewing startup impact of apps, 172
Task view, 55, 75
taskbar, 13, 67
apps
pinning, 68, 159-160
removing, 68
jump lists, 69
OneDirive in, 201
tasks, creating in Cortana, 99-100

themed slideshows on Lock screen,
creating, 118

themes

changing, 118-119

choosing in Microsoft Edge, 216
third-party cookies, 232
This PC area (in File Explorer), 183-184
three-finger swipe gesture, 32



thumbs keyboard, 24
tiles on Start menu
adding, 60
organizing in folders, 60
removing, 61
resizing, 61-62
turning off live updates, 62
time, changing, 124-125
Tips app, 33-34
title bar, 70, 166
in Skype, 240
toolbar
in Groove Music app, 277
in Movies & TV app, 281-282
in Xbox app, 288-289
tools
in Cortana, 89
in Paint 3D app, viewing names of, 269
ToolTips in File Explorer, 188
touch gestures, 27. See also Tablet mode
new trackpad gestures, 32
pinch zoom, 31
single tap, 28
swipe down, 30
swipe left, 29
swipe right, 29
swipe up, 30
tap and hold, 28
touch keyboard
dictating with, 25
emoji keyboard and, 26
moving, 26
types of, 24
usage, 23
trackpad, new gestures, 32
transparency, changing, 112
Troubleshooter tools, 41
troubleshooting
copy conflicts, 196
devices, 41
forgotten passwords, 133

updating

forgotten picture passwords, 136

games, checking network status,
298-299

launching troubleshooters, 308
Skype webcam permissions, 238
USB connections, 40
with Windows Recovery Environment,
307
TruePlay feature (game settings), 294
turning off
app tiles, 120
live app tiles, 62
notifications, 77
turning on
Game mode, 291
notifications, 77
TV shows. See also Movies & TV app

searching for in Microsoft Store, 282-283

watching, 283-284

U

UEFI (Unified Extensible Firmware
Interface), 130

uninstalling
apps, 177
devices, 40
programs, 121

universal apps, 157
window features, 167-169
unpinning
app tiles from Start menu, 120
folders from Quick Access area, 183
unrecognized devices, 40
updates
checking for, 302-303
setting options for, 303
updating
apps from Microsoft Store, 176
definitions in Windows Defender, 144



Index upgrading to Windows 10 Creators Update

upgrading to Windows 10 Creators Update,
8

USB connections, troubleshooting, 40
User Account Control, 139
user accounts, 148

adding new, 148-150

changing settings from Start menu, 59

Microsoft Accounts versus Local
Accounts, 150

switching, 151

\')

versions of Windows 10
determining installed version, 8
explained, 2

Video app. See Movies & TV app
video projects, creating in Photos app, 266
viewing
additional folder details, 194
appointments in Calendar app, 255-256
creations in Photos app, 267
File Explorer panes, 184
File Explorer ribbon, 186-187
file information, 191
in Photos app, 263
installed devices, 39
notifications, 138
photos in Photos app, 262
startup impact of apps, 172
tool names in Paint 3D app, 269
View tab (File Explorer ribbon), 186

voice commands with Cortana, setting up,
87-88

w

waking from Sleep mode, 35

watching movies and TV shows, 283-284
web browsers (Microsoft Edge), 16, 55
Address bar, 208
articles, saving to Reading List, 227

AutoComplete, 208
eBooks
as audiobooks, 226
downloading, 225
picking up where left off, 227
reading, 226
extensions
adding, 219-220
enabling, 221
usage, 221
Favorites
adding, 222
importing, 223
features list, 204-205
history, clearing, 218
Home button, adding, 207
Hub, 218
InPrivate Browsing, 212
keyboard shortcuts, 208
launching, 206
navigation tools, 209-210
new features, 204
notes, adding to web pages, 228
page view, zooming, 217
Reading view, 224
searching in, 212
changing search providers, 214-215
with Cortana, 213
OpenSearch standard, 215
security
blocking cookies, 230-231
blocking pop-ups, 234
clearing browsing data, 232-233
Do Not Track feature, 230
managing passwords, 234
saving passwords/form entries, 234
SmartScreen, 235
start page, choosing, 217-218
tabs
customizing New Tab window, 210
hiding, 211
opening, 210



pinning, 211
previewing, 211
themes, choosing, 216
tools in, 206-207
web pages, printing, 229
web pages
adding notes, 228
printing, 229
webcam permissions in Skype, 238
websites
adding as Favorites, 222
importing as Favorites, 223
Search tool on, 210
windows
of apps, 165
elements of, 166-167
universal apps, 167-169
arranging, 73
elements of, 70-71
moving, 71
multiple, arranging apps in, 169-170
resizing, 72-74
shortcuts, 74
switching, 72
Windows 10
desktop, 13-14, 54
items on, 54-55
multiple desktops, 80-82
Notifications tool, 75-77
power user menu, 57
Start button, 56
Start menu, 57-62
taskbar, 67-69
Task view, 75
windows, 70-74
file encryption, 311
Game mode, 291
Ink feature, 77
creating sticky notes, 79

displaying Windows Ink Workspace, 78

linking phone to, 43-44

Windows 10

logging in, 12-13, 130
changing password, 131-133
changing PIN, 135
creating picture password, 135-37
creating PIN, 134
removing picture password, 137
removing PIN, 135
security versus simplicity, 130
Windows Hello, 130-131
optimizing hard disk, 309-310
personalizing
accent colors and transparency, 112
background color, 110-111
background picture, 109
changing account picture, 125-126
changing time, 124-125
displaying settings for, 108
game settings, 292-294
High Contrast settings, 113
Lock screen, 114-118
Night Light settings, 113-114
saving changes, 108
Start menu, 120-123
themes, 118-119
resetting, 48-50
restarting, 35
rolling back to previous version, 50
shutting down
with Cortana, 34
with Power tool, 35
Sleep mode, 35
startup in Tablet mode, 158
troubleshooting
launching troubleshooters, 308

with Windows Recovery Environment,
307

updates
checking for, 302-303
setting options for, 303
versions of
determining installed version, 8
explained, 2



Index Windows 10 Creators Update

Windows 10 Creators Update
installing, 12
new features, 3-4
upgrading to, 8
Windows Action Center, 55, 75
notifications, viewing, 138
Windows Defender, 141
Family Options, 148
other antivirus programs and, 141
scanning with, 143-144
Security Center, 142
updating definitions, 144
Windows Explorer. See File Explorer
Windows Firewall, 145
changing settings, 146
checking settings, 145
types of firewalls, 145
Windows Hello, 130-131
Windows Ink Workspace, displaying, 78
Windows key, 21
Windows Media Center Edition (MCE), 280
Windows Mixed Reality, 268, 271
Windows Mobility Center, 51

Windows Phone, linking to Windows 10, 44
Windows Phone App, 44

Windows Recovery Environment, 307
Windows SmartScreen, 147

wireless networks, connecting to, 41-42
work area (of windows), 167

writing pad, 25

Xbox app
broadcasting games, 294-296
checking network status, 298-299

finding and downloading games,
296-298

Game bar, 290-291
keyboard shortcuts, 294

playing games, 290

signing in, 288

toolbar, 288-289

zooming
page view in Microsoft Edge, 217
with pinch-zoom gesture, 31
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