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Training Module 3
Topics:

Customizing Windows

Resize tiles and arrange them into groups. Customize your Start screen.
Browse the Internet beautifully.

Advanced desktop functionalities

Customize the taskbar to appear when you need it and hide when you
don’t. Manage apps and services with Task Manager, and get familiar
with your PC settings.



Customizing Windows
Resizing your app tiles

} GIV@ appS the Space they ﬂeed This appears when you right click on an app.

« Arrange the tiles on your Start screen the
way you want them.

« Resize the tiles, or simplify the Start
screen by turning off tiles.

This appears when you press and hold an app.




Customizing Windows
Grouping Apps

» Keep your apps organized.

« Group similar or related apps for convenient access.
« Name your groups for instant recognition.
« Zoom in and out to move tile groups on the Start screen.




Customizing Windows
Grouping Apps

» Keep your apps organized.

« Group similar or related apps for convenient access.
« Name your groups for instant recognition.




Customizing Windows
Changing your Start screen background

» Your Start screen. Your style.

« Choose from design, background, and accent colors.

« From the Start screen, open the Settings charm and select Personalize to get
started.

(®© Personalize




Customizing Windows
Navigating Internet Explorer 11

» Saving a webpage to your desktop.

« Keep a copy of your favorite webpage on your desktop.

e Open the Internet Explorer File menu and then select Save As to add
the webpage to your desktop.

Print 3 h |

File k Full screen F11
Zoom (100%) v Saveas. Ctrl+S
Safety > Find on this page Ctrl+F

Add site to Apps Suggested Sites

View downloads Ctrl+] N =

Manage add-ons
F12 Developer Tools
Go to pinned sites

Compatibility View settings

Internet options

About Internet Explorer




Advanced desktop functionalities
Customizing the taskbar

» Automatically hide the taskbar when you're
not using It.

 Enjoy more workspace on your screen.

« The taskbar is hidden when you move the mouse pointer away from it,
and it reappears when you point to it again.

Toolbars k

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop

Task Manager

v | Lockthe taskbar
. Properties I
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Advanced desktop functionalities

Customizing the taskbar

» Enjoy larger or smaller taskbar buttons—or

move the taskbar altogether.

« Use smaller taskbar buttons to allow more space to pin additional

programs.

« Unlock the taskbar to drag it to any
side of the screen.

Taskbar and Navigation properties
Taskbar | Navigation | Jump Lists | Toolbars

[lLock the taskbar
[ auto-hide the taskbar
[[use small taskbar buttons
Taskbar location on screen: | Bottom
Taskbar buttons: Always combine, hide labels v
Motification area: Customize. .

eview n yo
U button a kb

cu skbars?
ccccc




Advanced desktop functionalities
Customizing the taskbar

» Sneak a peek at your desktop.

 Declutter your desktop when several windows are open.
« Point to the far right edge of the taskbar to see your desktop free of open programs.

3:32 PM

b/16/2014
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Advanced desktop functionalities
Customizing the taskbar

» There are additional useful features on the
taskbar

« Tap or click the Sync Center icon for syncing information

« Tap or click the Battery icon for battery information

« Tap or click the Network icon for network connection information
 Tap or click the Speaker icon for volume control

3:32 PM
6/16/2014
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Advanced desktop functionalities
Customizing the taskbar

» Adding a folder (Shortcuts) to your taskbar

 Select commonly used folders to pin to the taskbar for convenient
access.

New Toolbar - Choose a folder
®© v &3 ThisPC + Network Drive (H) v| ¢ | | Search Network Drive (H:) P
QOrganize * Mew folder - @
P
¢ Eavorites *  Name Date modified Type Size (o)
o
1 local my docs File folder
/8 This PC |/ Outlook Archive File folder
J& Desktop | Scanned File folder
©] Documents | | sHorTCuTs | File folder
& Downloads L. Spark File folder
W Music l temp 9/ File folder
=) Pictures | Templates 6y File folder
Bl Videos |/ Transition Files 2 File folder ANYWHO
5 i B . USMTZUNC 8 File fold . .
Local Disk (& " fetatE bop Federal Bureau of Prisons Web Site
= Metwork Drive (H:) . VIDS 2/ File folder |
T2 templates (Wdefevdts || WINDOWS 17 AM  File folder cale
{3 Shartcut to Local Disk (C) 8/12/2008 122 PM  Shortcut KB w DCFS Travel System
€ Network v < > DCFS-POS STAFF DIRECTORY
Folder: | SHORTCUTS Dictionary and Thesaurus - Merriam-Webster Online
Diligent Search Service
Select Folder Cancel

Google

lllinois Department of Children and Family Services

Judici Welcome Page

MapQuest Maps - Driving Directions - Map

MNOAA - Mational Oceanic and Atmospheric Administration

Offender Search Inmate Search

United States Department of Justice Mational Sex Offender Public Website
USPS.com® - This service is currently unavailable

R EE ROk

Vendor Inguiries - Information Warehouse
WebMD

Welcome to the Illinois Sex Offender Registration Information Website
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Advanced desktop functionalities
Managing apps and services with Task Manager

» Use Task Manager to manage your apps and
monitor the efficiency of your device.

 Access Task Manager from the desktop taskbar or from the Start
screen.
 Press and hold (or right-click) the Start button and select Task Manager.
 Press and hold (or right-click) the taskbar and select Task Manager.
« From the Start screen, type “Task Manager” and press ENTER.

Toolbars R d Task Manager = =
[B] Microsoft PowerPoint (32 bit)

Cascade windows (W] Microsoft Word (32 bit)

Show windows stacked @2 Paint

Show windows side by side L] Photos

Show the desktop

Task Manager

o | Lockthe taskbar

| Properties

@ More details End task
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Advanced desktop functionalities
Managing apps and services with Task Manager

» Monitor the efficiency of your device.

« Know which apps are using your processing powetr.

« Use CPU percentages to see which
apps are active.

Task Manager = =

 Press and hold (or right-click) an e
R Eile Options  View
a pp On the IISt tO end the taSk, Processes Performance App history | Startup | Users | Details | Services
open the file location, and even ou P
N 2% 2.35 GHz Intel(R) Core(TM) i5-2520M CPU @ 2.50GHz
see the app propertles % Utilization 100%
Memory
4.6/7.9 GB (58%)
Disk 0 (C)
0%
Bluetooth
Mot connected
/\,,_/-—\u,-'\ﬂ_—._uz-,,__u,f\/_'_—//\\ﬁ___w,_w/’\v“’\-__/'\_
Wi-Fi 60 seconds
| 5 O R: 0 Kbps Utilization ~ Speed Maximum speed: 2,50 GHz
2% 2.35 GHz Sockets: 1
Ethernet ) Cores: 2
Mot connected Processes  Threads  Handles Logical processors: 4
116 1849 61627 Virtualization: Disabled
) Hyper-V support Nl
Up time L1 cache: 128 kB
11:06:25:44 L2 cache: 512 KB
L3 cache: 3.0MB
@ Fewer details ® Open Rescurce Menitor
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Advanced desktop functionalities
PC Settings

» Open PC settings.

« Easily access settings for all of your devices, power, accounts, and more
« To access PC settings, open the Settings charm.
« At the bottom of the pane, tap or click Change PC settings.

=T

dcfs.ad

Brightness

Motifications Power Keyboard

c Change PC settings
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Advanced desktop functionalities
PC Settings

» Make it more accessible.

« Customize your accessibility options for easy viewing and easier
working.

 From the Ease of Access menu, turn on Narrator to read text and describe buttons
that appear on the screen.

 Enlarge what's on your
screen using the Magnifier.

e On the H|gh contrast ta b, (© Ease of Access Hear text and controls on the screen
make text stand out for
easy reading.

Narrator
MNarrator

. Magnifier ot l
 Customize your Keyboard
. High contrast
to activate the on-screen ’
keyboard. femoer o
olce

Mouse

« On the Mouse tab, adjust
mouse settings.

« Show visual feedback to
show hand gestures.

16

MNarrator is a screen reader that reads all the elements on screen, like text and buttons.
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