A

accessibility
audio notification screen flash, 216-217
color filters, 214-215
Contrast themes, 212-213
keyboard, 218-219
Magnifier, 208-209
Narrator, 210-211
screen reader, 210-211
Sticky keys, 219
text size, 206-207
Voice control, 220-221
AI (artificial intelligence), 224. See also Copilot
hallucinations, 225
All apps, 5, 6-7
app layout, 16-17
apps
arranging running, 16-17
closing, 7
features, 32-33
installing, 12-13
Microsoft Store, 12-13
pinning to Start menu, 22-23
pinning to taskbar, 34-35
searching for, 7
starting, 6-7
switching between, 14-15
uninstalling, 18-19
audio notification screen flash, 216-217

B
backgrounds
desktop, 37
Lock screen, 26-27
backups, syncing and, 31
Bluetooth, locking computer automatically, 200-201

C

Calendar module (Outlook)
adding events, 100-101
event reminders, 103
events by day, 99
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events by month, 98
events by week, 98
events with no time, 101
navigating calendar, 99
recurring events, 102
today’s events, 99
Camera app, 136-137
Media Player app and, 143
cameras
importing images, 120-121
importing video, 140-141
Celsius, Weather app, 117
Character map, 170-171
color
desktop background, 37
filters for accessibility, 214-215
contacts
creating, 94-95
editing, 97
email messages to, 95
importing, 96-97
photos, 97
physical address, 95
Contrast themes, 212-213
Copilot
chat, 224, 226-227
images in, 234-235
copying generated text, 229
hallucinations, 225
image generation, 225, 232-233
images in chats, 234-235
launching, 226
LLM (large language model), 224
natural language, 224
rewriting text, 230-231
saved conversations, 227
text generation, 225, 228-229
voice chat, 236-237
cropping images, 132-133
CSV files, 97



D

dark mode, 37
Date & Time, 39
desktop, 4
desktop background, 37
desktop icon, 4
devices, syncing between, 30-31
directions, Maps app, 112-113
display
extending, 40-41
monitors, multiple, 40-41
documents
copying text, 164
creating, 158
deleting characters, 162
finding text, 166-167
moving text, 165
opening, 160-161
replacing text, 168-169
saving, 158
special symbols, 170-171
text selection, 163
Documents folder, 159
domain names
email addresses, 72
web pages, 46
downloaded software
from web pages, 64-65
installing, 13
Downloads folder, 13
draft email messages, 78-79
Dynamic lock, 201

E

email accounts
configuring additional, 70-71
deleting, 71
email messages
copies, 73
deleting, 88-89
drafts, 78-79

file attachments, 76-77, 80, 85

opening, 86
saving, 87

fonts, 74

forwarding, 84-85

lists in, 74

multiple recipients, 73
opening in new window, 72
paragraph formatting, 74
pictures in messages, 75
priority, 75

reading, 81

receiving, 80

Reply, 83

Reply All, 83

replying, 82-83
restoring, 88-89

saving in folder, 90-91
security, 87

sending, 72-73

style, 75

to contacts, 95

F
Facial recognition, 196-197
Fahrenheit, Weather app, 117
favorites
Photos app, 127
Weather app, 116-117
web pages, 56-57

Favorites Bar (Microsoft Edge), 58-59

file downloads, web pages, 64-65
File Explorer
copying files, 178
creating files, 181
Cut command, 179
deleting files, 182
Downloads folder, 13
group selection, 175
moving files, 179
Paste command, 179
pasting files, 178
Pictures folder, 122-123
Preview pane, 177
renaming files, 180
restoring deleted files, 183
searches, 105
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File Explorer (continued)
selecting all files, 175
selecting multiple, 174
selecting single, 174
views, 176

files
attached to email messages, 76-77, 80, 85, 86,

87
copying, 178
creating, 181
deleting, 182
moving, 179
Preview pane, 177
renaming, 180
restoring, 183
selecting
all files, 175
groups, 175
multiple, 174
single, 174
views, 176

Films &TV, 148-149

fingerprint sign-in, 194-195

folders
deleting, 91
email messages, 90-91
pinning to Start menu, 23
renaming, 91
searches, 105

G-H

GPS (Global Positioning System), 111
hallucinations in AI, 225

hibernate setting, 29

History, web pages, 52-53

https (Hypertext Transfer Protocol Secure), 46

|

identity verification, 31

images
Copilot, 225, 232, 234-235
cropping, 132-133
deleting, 135
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importing from digital camera, 120-121

Lock screen slideshow, 27

Photos app, 124-125

removing background, 129

repairing, 128-129

rotating, 134

slide shows, 126

stills from video, 147

viewing by folder, 125

viewing individual, 124
InPrivate browsing, 187, 202-203
installing

apps, 12-13

downloaded software, 13
IP (Internet Protocol) addresses, 111
ISPs (Internet service providers), 77

K
keyboard
accessibility, 218-219
Sticky keys, 219
switching between apps, 15
L

light mode, 37

links, web pages, 47, 48

LLM (large language model), 224

location
Maps app, 110-113
Weather app, 115

Lock screen
background, 26-27
personalization, 26-27
slideshow, 27
status, 28-29

locking computer, 29, 186, 198-199
automatically, 200-201
Dynamic lock, 201

M

Magnifier, 208-209

Maps app
directions to location, 112-113
location services, 111



searching, 111

tilting, 111

traffic information, 113
Zooming, 110

Media Player

Camera app videos, 143
imported video, 141
Music folder, 150-151
playing music, 152-153
playlists, 154-155
video, 141

Video library, 142-143
video playback, 144-145

Menu icon, 32-33
Microsoft account, 5

Outlook, 69

Microsoft Edge

addresses, 46-47

Back button, 50

browsing history, 203
closing tabs, 49

domains, 46

Downloads pane, 64
Favorites Bar, 58-59

Find on Page, 51

Forward button, 50
History, 52-53

links, selecting, 47
loading tabs, 55

Microsoft Edge, 46-47
navigating, 50-51
opening, 46-47

opening in new tab, 48
opening web pages, 46-47
private browsing, 202-203
Recently closed tabs, 53

searching for web sites, 62-63

security and, 186
sharing web pages, 60-61
startup page, 54-55

Microsoft Store

apps, 12-13
Films & TV, 148-149

Monitors, multiple, 40-41
mouse pointer, 4
multiple monitors, 41
text manipulation, 165
multimedia
Music folder, 150-151
playing music, 152-153
playlists, 154-155
video, 141
Video library, 142-143
video playback, 144-145
watching video, 144-145
music
playback, 152-153
playlists, 154-155
Music folder, 150-151

Narrator, 210-211

Navigation pane, Outlook, 82

networks, wireless, 8-9

Notepad app, 106-107
Character map, 170-171
copying text, 164
creating documents, 158
deleting characters, 162
finding text, 166-167
formatting notes, 107
moving text, 165
opening documents, 160-161
replacing text, 168-169
saving documents, 158
special symbols, 170-171
temporary notes, 107
text selection, 163

notification area, 4

notifications, 4

0
Outlook
additional accounts, 70-71
Calendar module, 98-103
adding events, 100-101
events by day, 99
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Outlook (continued) primary account, 71

events by month, 98 Reading pane position, 81
events by week, 98 Sent Items, 79
events with no time, 101
navigating calendar, 99 P
recurring events, 102 passwords
reminders, 103 security and, 186
today’s events, 99 viewing, 9
Deleted Items, 79 PC screen, 4
deleting accounts, 71 People module (Outlook)
email messages CSV files, 97
copies, 73 editing contacts, 97
deleting, 88-89 emailing contacts, 95
drafts, 78-79 importing contacts, 96-97
file attachments, 85 new contacts, 94-95
fonts, 74 photos with contacts, 97
forwarding messages, 84-85 physical addresses of contacts, 95
Junk Email, 79 Personalization settings
message style, 75 lock screen, 26-27
multiple recipients, 73 themes, 36-37
opening in new window, 72 Photos app
paragraph formatting, 74 Auto Enhance, 128
pictures in, 75 cropping images, 132-133
priority, 75 deleting images, 135
reading, 81 effects, 130-131
receiving, 80 favorites, 127
replying to, 82-83 repairing images, 128-129
restoring, 88-89 rotating images, 134
saving in folder, 88-89 slide shows, 126
sending, 72-73 trimming video, 146-147
file attachments, 76-77, 80 ~ viewing images, 124-125
opening, 86 pictures
saving, 87 contacts, 97
launching, 68 Desktop background, 37
Microsoft account, 69 email messages, 75
navigation pane, 78 Lock screen slideshow, 27
Navigation Pane, hiding, 82 Pictures folder, 122-123
Outbox, 79 Lock screen slideshow, 27
People module PIN sign in, 192-193
contact creation, 94-95 P1:n to Start option, 23
contact edits, 97 pinned apps
contact importing, 96-97 navigating, 7
contact photos, 97 Start menu, 22-23

taskbar, 34-35
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Pinned items area, 5
Power icon, 5
Power options
Lock, 29
Restart, 11
Shut Down, 11
Sleep, 10
private web browsing, 187, 202-203

Recommended items area, 5
reminders
Calendar module, 103
To Do app, 109
resetting computer, 187

)

screen magnification, 208-209

screen reader, 210-211

Screen timeout
Lock screen and, 29

search box, 5

Search icon, 4

searches
documents, 161
File Explorer, 105
folders, 105
taskbar, 104-105
web sites, 62-63

security
account password, 186
email attachments, 87
Facial recognition, 196-197
fingerprint sign-in, 194-195
InPrivate browsing, 187, 202-203
locking PC, 186, 198-199

automatically, 200-201

Microsoft Edge and, 186
notifications, 189
PIN sign in, 192-193
resetting computer, 187
scanning for threats, 190
Sign-in Options, 191
User Account Control, 186

Virus & threat protection, 190
Windows Defender, 186, 187
Windows Security, 187
Settings App
opening, 24-25
searching for settings, 25
subcategories, 25
sharing web pages, 60-61
shortcuts
opening web pages, 49
opening web pages in tabs, 49
text selection, 163
web page addresses, 47
Sign-in Options, 191
Facial recognition, 196-197
fingerprint sign-in, 194-195
PIN sign in, 192-193
sleep mode, 10
locking computer, 201
Sleep settings, Lock screen, 29
slide shows
Desktop background, 37
Lock screen, 27
Photos app, 126
special symbols, 170-171
spyware, 187
Start button, 4
taskbar placement, 43
Start menu, 5
All apps option, 22
app tiles, moving, 23
pinning apps, 22-23
pinning folders, 23
starting apps, 6-7
uninstalling apps, 18
Unpin from Start option, 23
Sticky keys, 219
syncing between devices, 30-31
System tray icons, 42-43

T

tabs, web pages, 48-49
Task View, switching between apps, 15
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taskbar, 4 timeout settings, Lock screen, 29

app icons, removing, 35 To Do app

hiding, 43 adding items, 109

icon order, 35 new list, 108

icons, 4 reminders, 109

Outlook, 68 repeating tasks, 109

pinning apps, 34-35 traffic information in Maps, 113

searches, 104-105

Start button, 43 u

switching between apps, 14 user account, 5

System tray icons, 42-43 identity verification, 31

Volume, 38 User Account Control, 186
text v

Copilot video

copying, 229
generating, 225, 228-229
rewriting, 230-231

email messages

file size, 137

importing from digital camera, 140-141
Media Player, 141

still images from, 147

fonts, 74 il im

paragraph formatting, 74 trimming, 146-147

style, 75 watching, 144-145
Notepad ’ Videos folder, 142-143

Virus & threat protection, 190
voice chat in Copilot, 236-237
Voice control, 220-221

Character Map, 170-171
copying, 164
creating, 158

deleting characters, 162 Volume, 38
finding, 166-167 w
formatting notes, 107 Weather app, 114
mOVmg, 165 Favorites, 116-117
opening documents, 160-161 location, 115
rep!acmg, 168-169 other cities, 116-117
saving, 158 web pages
temporary notes, 107 addresses, 46-47
selecting, 163 Back button, 50
selection shortcut, 163 browsing history, 203
size, 206-207 closing tabs, 49
special symbols, 170-171 domains, 46
Text cursor size, 207 downloading files, 64-65
themes, 36-37 Favorites, 56-57
T}me & Language, 39 Find on Page, 51
time and date, 4 Forward button, 50

time zone setting, 39
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History, 52-53

InPrivate browsing, 187
links, selecting, 47
navigating, 50-51
opening, 46-47

opening in new tab, 48
private browsing, 202-203
Recently closed tabs, 53
reloading, 46

searching for sites, 62-63
sharing, 60-61

startup page, 54-55

Wi-Fi, connecting to, 8-9
windows

arranging, 16-17
maximizing, 16

Windows
restarting, 11
Shut Down, 11
Windows backup, 30-31
Windows Defender, 186, 187
Windows Defender Firewall, 186
Windows Hello Setup dialog, 194
Windows Security, 187
checking for problems, 188-189
Virus & threat protection, 190
wireless networks
Connect automatically, 9
connecting to, 8-9
disconnecting, 9
password, viewing, 9
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