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Index

A
accent color, 41
Accessibility

Color Filters, 306–307
Contrast themes, 304–305
flash screen at audio notifications, 308–309
High Contrast dialog box, 305
keyboard, 310–311
Magnifier, 300–301
Narrator, 302–303
reading screen text, 302–303
text size, 298–299
Voice Access Guide dialog box, 313
voice control, 312–313

accounts. See user accounts
Accounts screen, 243
activity history, 294–295
AI (artificial intelligence), 316
alarms, Clock, 148–149
All Apps list, 7, 38
All Set dialog box, 285
apps

closing, 7
downloaded, installing, 15
features, 36–37
installing, 16–17
Modern apps, 37
pinned, 7
pinning

to Start menu, 26–27
to taskbar, 38–39

running, arranging, 20–21
searching for, 7
snap layout, 21
starting, 6–7
switching between, 18–19
tiles, moving, 27
uninstalling, 22–23

artificial intelligence (AI), 316
audio devices, switching between, 192–193
audio notifications, screen flash, 308–309

B
backgrounds

desktop, 41
lock screen, 30–31
removing from photos, 163

backup copies of documents, 211
battery life of tablet, 271
Bluetooth devices, locking PC automatically,  

288–289
browsing history, 291

C
Calculator, 144

converters, 144–145
History, 145
Memory, 145

Calendar, Outlook
custom, 126–127
events

adding, 120–121
by day, 119
by month, 118
by week, 118
Repeat dialog box, 122
today, 119

Week Numbers, 127
Camera app, 172–173

video recordings, 173
videos in Media Player, 179

cameras, exporting images, 153
canvas, importing to, 155
Character Map, 208–209
characters, deleting, 200
chatting in Copilot, 316, 318–319

adding images, 326–327
Open dialog box, 326
voice chats, 328–329

child accounts
adding, 254–255
restrictions, 256–257

Choose a Key Text Color dialog box, 269

CO
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Clock
alarms, 148–149
stopwatch, 149
timers, 149

Color Filters, 306–307
compressed files

creating, 237
extracting, 236–237
Select a Destination and Extract Files dialog box, 237

Contacts list, Outlook, 109
contacts, Outlook

Change Photo dialog box, 113
deleting, 109
editing, 110–111
exporting, 107
fields, adding, 114–115
importing, 106–107
list, 116–117
new, 104–105
New Contact List dialog box, 116
photos, 112–113
physical address, 105
viewing, 108–109
website information, 115

Contrast themes, 304–305
conversions, 144–145
Copilot, 316

AI (artificial intelligence), 316
chatting, 316, 318–319

images, 326–327
voice chats, 328–329

hallucinations, 317
image generation, 317, 324–325
language spoken, 329
LLM (large language model), 316
natural language, 316
saved conversations, 319
screenshots for troubleshooting, 327
text

generating, 317, 320–321

pasting limits, 323
rewrites, 322–323

CSV files, Outlook, 107

D
dark mode, 41
date and time, time zone setting, 43
Delete Browsing Data dialog box, 61
desktop, 4

background, 41
closing, 51
moving programs, 51
multiple, 50–51
shortcuts, 51
switching, 51

desktop icon, 4
devices, synching between, 34–35
digital cameras

exporting images, 153
exporting video, 176–177
Import Pictures and Videos dialog box, 176

Directions, Map Views, 138
Display settings, 44–45
documents

backup copies, 211
character deletion, 200
Character Map, 208–209
copying, 210–211
creating in OneDrive, 235
editing, 200–203
Find dialog box, 204–205
finding, 199
new, 196
Open dialog box, 198, 219
opening, 198–199
Save As dialog box, 197, 210
saving, 196–197
special symbols, 208–209
text

copying, 202
finding, 204–205
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documents(continued)
moving, 203
replacing, 206
selecting, 201

Documents folder, saving documents, 197
double-tap gesture, 260
downloads

app installs, 17
from web pages, 72–73

Dynamic lock, 289

E
editing documents

character deletion, 200
copying text, 202
finding text, 204–205
moving text, 203
replacing text, 206
selecting text for editing, 201

email. See also Outlook
addresses, 13
attachments

opening, 94
Save As dialog box, 95
saving, 95

contacts, 105
folders, 98–99
IMAP (Internet Message Access Protocol), 78
messages

attachments, 84–85
carbon copies, 81
contact lists, 117
copies, 81
deleting, 96–97
drafts, 86–87
font, 82
forwarding, 92–93
ordering, 89
paragraph formats, 82
pictures, 83
priority, 83

reading, 89
receiving, 88
replying to, 90–91
sending, 80–81
sending multiple, 81
style, 83
viewing, 89

POP (Post Office Protocol), 78
viruses, 95

email accounts
configurating additional, 78–79
deleting, 79
primary account, changing, 79

events, Outlook Calendar
adding, 120–121
all-day, 121
by day, 119
by month, 118
by week, 118
invitations, 124–125
recurring, 122
reminders, 123
Repeat dialog box, 122
today, 119

Export Contacts dialog box
Outlook, 107

extracting compressed files, 236–237

F
facial recognition sign-in, 284–285
Family window, 254–257
Favorite Added dialog box, 64
favorites

photos, 161
Weather, 142
web pages, 64–65

Favorites bar, Microsoft Edge, 66–67
File Explorer

compressed files, 236–237
Select a Destination and Extract Files dialog box, 

237
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copying files, 228
to OneDrive, 235

creating files, 231
deleting files, 232
deselecting files, 225
digital camera, 176
file selection, 224–225
gestures on tablets, 263
moving files, 229

to OneDrive, 234
opening files with different app, 238–239
pasting files, 228
Pictures folder, 156–157
Preview pane, 227
renaming files, 230
restoring files, 233
searches from folder, 131
View, 226

file selection
all files, 225
deselecting, 225
gestures on tablets, 263
groups of files, 225
multiple files, 224
single files, 224

files
compressed, 236–237
copying, 228
copying to OneDrive, 235
creating, 231
deleting, 232
downloading from web pages, 72–73
email attachments, 84–85
moving, 229
moving to OneDrive, 234
Open With dialog box, 238
opening with different app, 238–239
pasting, 228
renaming, 230
restoring, 233

Films and TV app, purchases, 184–185
Filter keys, 311
Find dialog box, 204–205
fingerprint sign-in, 282–283
folder selection, gestures on tablets, 263
folders

email messages, 98–99
Open dialog box, 84
Pictures, 156–157
saving documents, 197
searches from, 131
Videos, 177

forecasts of weather, 140–141

G
generative erase, photos, 163
gestures for tablets

double-tap, 260
file selection, 263
folder selection, 263
initiating actions, 262
moving items, 263
pinch, 261
slide, 260
spread, 261
swipe, 261
swiping screen, 262
tap, 260
tap and hold, 260
turn, 261
Windows control, 262–263
zooming, 263

H
hallucinations in Copilot, 317
headphones, 193
hibernate timeout, 33
High Contrast dialog box, 305
History list, web pages, 60–61
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I
identity verification, 35
image editing

Adjusting, 163
aspect ratio, 167
Auto Enhance filter, 162
effects, 164–165
rotating, 168
saving stills from video, 183

images
Copilot

chats, 326–327
generating, 317, 324–325

cropping, 166–167
deleting, 169
importing

from digital camera, 152–153
to canvas, 155

New Scan dialog box, 155
OneNote notebook pages, 218–219
Pictures folder, 156–157
Print Pictures dialog box, 170
printing, 170–171
repairing

automatically, 162
manually, 163

saving stills from video, 183
scanning, 154–155
searching for, 159
Select Device dialog box, 155
viewing by folder, 159
viewing individual, 158

IMAP (Internet Message Access Protocol), 78
Import Contacts dialog box, 106–107
Import Pictures and Videos, 152–153, 176, 177
InPrivate browsing, 275, 290–291
invitations to events, Outlook Calendar, 124–125

K
keyboard

accessibility, 310–311
Filter keys, 311

Sticky keys, 311
switching apps, 19
Toggle keys, 311
touch keyboard

icon, 264–265
layout, 266–267
text input, 266–267
theme, 268–269

keyboard shortcuts
opening web pages, 57
web page address, 55

L
large language model (LLM), 316
light mode, 41
links to web pages

file downloads, 72
selecting, 55
sharing, 69

LLM (large language model), 316
Location services

Maps, 137
Weather app, 141

lock screen
background, 30–31
pictures, 31
settings, 30–31
status app, 32–33

locking computer, 33, 274, 286–287
automatically, 288–289
Dynamic lock, 289

M
Magnifyer, 300–301
Making Sure It’s You dialog box, 284
Maps

directions to location, 138–139
location display, 136–137
traffic information, 139
Wi-Fi hotspots, 137

Media Player
Camera app videos, 179
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imported video, 177
Music folder, 186–187
music playback, 188–189
playback controls, 181
playlists, 190–191
random music play, 189
removing folders, 179
Video library, 178
Videos folder, 178–179
watching videos, 180–181

Menu icon, hiding, 37
Microsoft accounts

creating, 13
Outlook, 77
removing, 15
switching to, 12–15

Microsoft Edge
Favorites bar, 66–67
loading tab group, 63
new tabs, 56–57
opening recent pages, 63
opening web pages, 54–55
searching for sites, 70–71

Microsoft Store
app install, 16–17
movie purchases, 184–185
TV purchases, 184–185

Modern apps, 37
monitors, multiple, 44–45
mouse pointer, 4

multiple monitors, 45
movie purchases in Films and TV, 184–185
Music folder in Media Player, 186–187
music play in Media Player, 188–189

N
Narrator, 302–303
natural language, 316
networks, wireless, connecting to, 8–9
New Contact List dialog box, 116
New Scan dialog box, 155
notebooks, OneNote

creating, 212–213
deleting, 213
file types, 219
image captions, 219
images, 218–219
multiple, 213
pages, 214
sections, 215

Notepad
formatting text, 133
new document, 196
Save As dialog box, 133
saving notes, 133
temporary notes, 133
text selection, 201
writing notes, 132–133

notification area, 4
notifications, 4

screen flash, 308–309

O
OneDrive

accessing, 235
copying files to, 235
document creation, 235
moving files to, 234

OneNote
file types, 219
images in pages, 218–219
notebooks

creating, 212–213
deleting, 213
multiple, 213
pages, 214
sections, 215

text notes, 216
containers, 217

Open dialog box
chatting in Copilot, 326
documents, 198, 219
folders, 84
Pictures folder, 83
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Open With dialog box, 238
orientation of printing, 171
Outlook. See also email; email accounts

Calendar, 118–127
canceling sent messages, 101
contact list, 116–117
contacts

editing, 110–111
exporting, 107
fields, adding, 114–115
importing, 106–107
new, 104–105
photos, 112–113
physical address, 105
viewing, 108–109
website information, 115

Contacts list, 109
CSV files, 107
Deleted Items folder, 87
email accounts, additional, 78–79
Export Contacts dialog box, 107
IMAP (Internet Message Access Protocol), 78
Import Contacts dialog box, 106–107
Junk Email folder, 87
launching, 76
Microsoft account, 77
Outbox folder, 87
People, 104–105
POP (Post Office Protocol), 78
Reading pane, 89
Reply, 91
Reply all, 91
Sent Items folder, 87
settings, 77, 100–101
suggested replies, 101
Welcome to the New Outlook dialog box, 76, 77

P
paper for printing images, 171
passwords, 274

changing, 250–251
creating, 245

displaying characters, 9
forgotten, 247
resetting, 247
security, 251
switching accounts, 14

PC camera, taking pictures, 172–173
PC screen

desktop, 4
desktop icon, 4
mouse pointer, 4
notification area, 4
notifications, 4
Search icon, 4
Start button, 4
Start menu, 5
taskbar, 4
time and date display, 4

personalization, theme, 40–41
photos

albums, 159
aspect ratio, 167
collections, 159
contacts, 112–113
cropping, 166–167
favorites, 161
generative erase, 163
importing

from digital camera, 152–153
to canvas, 155

PC camera, 172–173
Pictures folder, 156–157
rotating, 168
scanning, 154–155

viewing scans, 155
slide shows, 160
user account picture, 249
webcam, as user account, 249

Photos app
aspect ratio, 167
background removal, 163
cropping images, 166–167
deleting images, 169
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effects, 164–165
favorites, 161
generative erase, 163
image repair, 162–163
Pictures folder, 156–157
printing images, 170–171
rotating photos, 168
searching for images, 159
slide shows, 160
trimming videos, 182–183
viewing images by folder, 159
viewing individual images, 158

Pictures folder, 156–157
Open dialog box, 83

PIN sign in, 280–281
pinch gesture, 261
pinned apps, 7, 26–27
pinning folders, 27
playlists in Media Player

creating, 190
deleting, 191
editing, 191
playing, 191
populating, 191

POP (Post Office Protocol), 78
Power icon, 10

tablet battery life, 271
Preview pane, File Explorer, 227
Print Pictures dialog box, 170
printing images, 170–171
privacy

activity history, 294–295
browsing history, 291
private information, 292–293

R
recurring events, Outlook Calendar, 122
reminders

events, Outlook Calendar, 123
To Do, 135

Replace dialog box, 206, 207
Reset this PC, 275

Restart, 11
restrictions on child accounts, 256–257

S
Save As dialog box

documents, 197, 210
email attachments, 95
Notepad, 133
videos, 183

Save As documents, 211
scanning for threats, 278
scanning images, 154–155

viewing scanned pictures, 155
screen brightness, tablets, 270
screen flash at audio notifications, 308–309
Screen timeout, 33
Search

from folder window, 131
from taskbar, 130–131

Search icon, 4
searches

Contacts list, Outlook, 109
for web sites, 70–71
match case, 205
previous term, 205
results optimization, 71
Start menu, 5
web page text, 59

security. See also Windows Security
browsing history, 291
checking for problems, 276–277
facial recognition, 284–285
fingerprint sign-in, 282–283
InPrivate browsing, 275, 290–291
locking computer, 274, 286–287
locking PC automatically, 288–289
notifications, 277
passwords, 274
PIN, 280–281
Reset this PC, 275
scanning for threats, 278
Sign-in options, 279
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security(continued)
User Account Control, 274
Windows Defender, 275
Windows Security, 275

Select Device dialog box, 155
Set Up a PIN dialog box, 281
Settings app

brightness level, 29
navigating, 28–29
Personalization, 27, 40–41
Startup page, 62

sharing computer
child accounts

adding, 254–255
restrictions, 256–257

passwords
changing, 250–251
creating, 245
forgotten, 247
resetting, 247

user accounts
creating, 244–245
deleting, 252–253
displaying, 243
password security, 245
picture, 248–249
switching, 246–247

sharing web pages, 68–69
Shut Down, 11
Sign In window, 14
Sign-in options, 279

All Set dialog box, 285
Enter Password dialog box, 281
facial recognition sign-in, 284–285
fingerprint sign-in, 282–283
Making Sure It’s You dialog box, 284
PIN, 280–281
Set Up a Pin dialog box, 281
Windows Hello Setup dialog box, 282

sleep mode, 10, 33
locking PC and, 289

slide gesture, 260

slide shows, 160
snap layout, 21
Sound Output panel, 192–193
Sound Recorder, 146–147

renaming recordings, 147
sharing recordings, 147
toggling recording list, 147

special symbols, 208–209
Speech, 312–313
spread gesture, 261
Start button, 4, 6

on taskbar, 47
Start menu, 5

All apps option, 5
pinned items, 5
pinning apps, 26
pinning folders, 27
Power icon, 5
recommended items, 5
search box, 5
Unpin from Start, 27
user account icon, 5

startup web page, 62–63
Sticky keys, 311
Sticky Notes, 133
stopwatch, Clock, 149
stylus, 267
swipe gesture, 261
switching user accounts, 12–15, 246–247
symbols, 208–209
syncing between devices, customizing, 34–35
System settings, Display settings, 44–45
system tray, icons, 46–47

T
tablets

battery life, 271
Choose a Key Text Color dialog box, 269
gesture types, 260–261
gestures for Windows control, 262–263
screen brightness, 270
stylus, 267
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touch keyboard
icon, 264–265
layout, 266–267
size and theme, 268–269
text input, 266–267

tap and hold gesture, 260
tap gesture, 260
Task View, switching apps, 19
taskbar, 4

customizing, 46–47
hiding, 47
icon order, 39
pinning apps, 38–39
removing app icons, 39
searches from, 130–131
switching apps, 18–19
touch keyboard icon, 264–265

text
copying, 202
cursor size, 299
finding, 204–205
finding on web page, 59
input with touch keyboard, 266–267
moving, 203
Notepad, 133
OneNote Notebooks, 216–217
Replace dialog box, 206, 207
replacing, 206
rewrites, Copilot, 322–323
selecting in documents, 201
size, 298–299

text generation, Copilot, 317, 320–321
themes, 40–41

Accessibility and, 304–305
Contrast themes, 304–305
touch keyboard, 268–269

time and date display, 4
time zone settings, 43
timers, Clock, 149
To Do

new lists, 134
new tasks, 135

populating lists, 134
reminders, 135
starting, 134
task repeats, 135

Toggle keys, 311
touch keyboard

layout, 266–267
size and theme, 268–269
taskbar icon, 264–265
text input, 266–267

traffic information, Maps, 139
turn gesture, 261
TV show purchases in Films and TV, 184–185

U
User Account Control, 274
user accounts

child accounts, 254–257
creating, 244–245
deleting, 252–253
displaying, 242–243
invitations, 255
passwords

changing, 250–251
secure, 245

picture, 248–249
sharing computer and, 243
switching, 12–15, 246–247
webcam photos, 249

V
verifying identity, 35
video recordings

Import Pictures and Videos dialog box, 153, 177
importing from digital camera, 176–177
Media Player, 177
Save As dialog box, 183
saving still images, 183
space, 173
trimming, 182–183
watching in Media Player, 180–181

Videos folder, 177, 178–179
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viruses, email attachments, 95
voice access, 312–313
Voice Access Guide dialog box, 313
voice chats in Copilot, 328–329
voice memos, 146–147
volume, 42

W–Z
Weather

Celsius, 143
checking forecast, 140–141
cities, removing, 143
city selection, 141–143
Fahrenheit, 143

web pages
back one page, 58
browsing history, 291
favorites, 64–65
file download, 72–73
Find on Page bar, 59
Find text on Page, 59
forward one page, 58
History list, 60–61
InPrivate browsing, 275
keyboard shortcuts, 55
link selection, 55
opening, 54–55
opening in new tab, 56–57
searching for, 70–71
sharing, 68–69
startup page, 62–63

webcam photos, as account picture, 249
Webdings, 209
Welcome to the New Outlook dialog box,  

76, 77
Welcome to Windows Hello dialog box, 284
Wi-Fi connections, 8–9

Map location, 137
widgets

adding, 48–49
moving, 49
news feed, 49
removing, 49
resizing, 49
widgets board display, 48

Windows
Restart, 11
Shut Down, 11
sleep mode, 10

Windows backup, sync settings, 34
Windows Defender, 275

scanning for threats, 278
Windows Fax and Scan, 154–155
Windows Hello Setup dialog box, 282
Windows Security, 275, 276–277
Windows spotlight, 30
Wingdings, 209
wireless network, connecting/disconnecting, 8–9


