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INTRODUCTION

WHY�THIS�BOOK�WAS�WRITTEN

Que Publishing’s Easy series is famous for provid-
ing accurate, simple, step-by-step instructions for 
popular so�ware and operating systems. Because 
Windows 8 is the biggest change in Windows in 
years, Easy Windows 8 is here to help you under-
stand and use it. Whether you’re a veteran Windows 
user or new to Windows and computers, there’s a lot 
to learn, and we’re here to help.

Easy Windows 8 makes learning the essential fea-
tures of Windows 8 painless and enjoyable. We 
spent months learning how Windows 8 works, what’s 
similar to previous versions, and what’s brand new. 
All of this information has been condensed into an 
easy-to-read visual guide that gets you familiar with 
this newest Microso� creation in a hurry.

We won’t waste your time discussing obscure opera-
tions that not even help desk workers or Windows 
geniuses ever use. Instead, our objective with Easy 
Windows 8 is to give you a solid grounding in the 
everyday features you need to make your computing 
life be�er, more productive, and even more fun.

HOW�TO�READ�EASY�WINDOWS��

Someday I might take a stab at writing the “great 
American novel,” but Easy Windows 8 is thoroughly 
grounded in fact. We’ve spent countless hours work-
ing our way through Windows 8’s features to bring 
you this book.

So, how should you get started? You have a few 
options, based on what you know about computers 
and Windows. Try one of these:

 � Start at Chapter 1, “What’s New in Windows 8,” 
and work your way through.

 � Go straight to the chapters that look the most 
interesting.

 � Hit the table of contents or the index and go 
directly to the sections that tell you stuff you 
don’t know already.

Any of these methods will work—and to help you get 
a be�er feel for what’s inside, here’s a closer look at 
what’s in each chapter.

BEYOND�THE�TABLE�OF�CONTENTS—
WHAT’S�INSIDE

Chapter 1, “What’s New in Windows 8,” provides a 
quick overview of the most important new features 
in Windows 8. If you’re reading this book mainly to 
brush up on what’s new and different, start here 
and follow the references to the chapters with more 
information.

Chapter 2, “Upgrading to Windows 8,” is designed 
for users of Windows 7 or previous versions who are 
upgrading to Windows 8. This chapter covers the 
process and helps you make the best choices along 
the way.

Chapter 3, “Essential Windows 8 Tasks,” shows you 
how to log in to Windows 8, how to use the touch 
keyboard or handwriting interface, how to use short-
cut keys, how to lock and unlock your computer, and 
how to shut it down or put it into sleep mode.

Chapter 4, “Using the Windows 8 User Interface,” 
helps you understand how to use the new tile-based 
user interface on the Start screen. Learn how to 
start programs, switch between programs, close 
programs, and search for files and programs.

Chapter 5, “Browsing the Web in the New UI,” 
provides step-by-step instructions on how to use the 
new features in Internet Explorer 10.

Chapter 6, “Enjoying Media with the Windows 8 UI,” 
shows you how to use the new Music, Video, and 
Photos apps.

Chapter 7, “Staying Connected with Windows 8 
Apps,” helps you use the new Mail, Messaging, Cal-
endar, Maps, and Weather apps to stay in touch with 
the world around you.
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Chapter 8, “Customizing the Windows 8 Start 
Screen,” shows you how to pin folders and websites 
to the Start screen, how to change its background, 
and how to rearrange tiles. You’ll also discover how 
to change your lock screen, Start screen, account 
picture, and time zone se�ings.

Chapter 9, “Using the Windows 8 Store,” takes you 
on a tour of the new Windows 8 online app store. 
Learn how to search for apps, download free apps, 
and buy new apps and Windows components.

Chapter 10, “Playing Games with Windows 8,” helps 
you take advantage of the new Windows 8 con-
nections to Xbox 360 and learn how to download, 
install, and enjoy free games available at the Win-
dows Store.

Chapter 11, “Running Desktop Apps,” helps you run 
and manage programs that run from the Windows 
desktop, use the new features in popular accessory 
programs, and print files.

Chapter 12, “Managing Storage with File Explorer,” 
helps you manage files, folders, and drives.

Chapter 13, “Networking Your Home with Home-
Group,” shows you how to use the HomeGroup 
feature to set up and manage a network with Win-
dows 7 and Windows 8 computers. This chapter also 
helps you understand which network functions can 
be performed from the Start screen, and which ones 
run from the Windows desktop.

Chapter 14, “Working with Photos from Your Desk-
top,” helps you import photos into your Pictures 
library, use the Windows Photo Viewer, and use 
SkyDrive for online photo and document storage 
and sharing.

Chapter 15, “Working with Music from Your Desk-
top,” helps you use Windows Media Player to play, 
rip, and burn music CDs.

Chapter 16, “Browsing the Internet from Your 
Desktop,” shows you how to use Internet Explorer 
10’s desktop-only features for tab, home page, and 
favorites management.

Chapter 17, “Adding and Using Multimedia Features,” 
introduces you to Windows Essentials 2012’s new 
Photo Gallery and Movie Maker and to Windows 
Media Center. Learn how to add these components 
to Windows so you can use them to edit, share, and 
enjoy photos and videos.

Chapter 18, “Advanced Configuration Options,” 
shows you how to add a second display, personalize 
your desktop, manage devices and printers, and add 
more features to Windows 8.

Chapter 19, “User Accounts and System Security,” 
introduces you to different ways to set up a Win-
dows 8 login for users, how to add additional users, 
and how to use parental controls to keep an eye on 
what young users are up to.

Chapter 20, “Protecting Your System,” shows you 
how to keep Windows 8 updated, protect your files, 
create a restore point, and check for spyware.

Chapter 21, “System Maintenance and Performance,” 
helps you improve system speed and solve problems 
that can prevent your system from running properly.

Baffled by PC and Windows terminology? Check out 
the Glossary!

Appendix A, “Windows Essentials 2012,” which is 
online, discusses the major features of Photo Gal-
lery, Movie Maker, Messenger, Mail, and other com-
ponents and where to learn more.

Appendix B, “Windows Media Center,” which is 
online, discusses customization options and where 
to learn more.

Also be sure to check out the additional tasks avail-
able online in PDF format at quepublishing.com/
register.

Enjoy!
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Chapter 18

ADVANCED�CONFIGURATION�OPTIONS
Windows 8’s standard configuration provides se�ings that many users like. 
However, you might want to change some of these se�ings. In this chapter, you 
learn how to connect and use an additional display, customize your desktop 
background and borders, run both a Windows 8 application and your desktop 
on a single display, manage your hardware, change default se�ings for media 
and media files, and add features to Windows.



Configuring Devices  
and Printers

Selecting a  
Screen Saver

Turning 
Windows 
Features On 
and Off

Configuring an 
Additional Display

Selecting Pictures for 
the Windows Desktop 
Background

Snapping Apps 
Feature
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ADDING�AND�USING�AN�ADDITIONAL�DISPLAY
You can add an additional display by using a laptop’s video port or a second video port on 
a desktop computer that already has a display connected to it. You can use the additional 
display to duplicate the first display, but for normal use, you might prefer to set it up as 
an extended desktop. With an extended desktop, you can run different programs on each 
display. Here’s how to make it happen.

Instant Search Made Simple As soon as you begin typing 
in step 3, Windows 8 opens the Search box and displays 
the text you type. �

NOTE

Continued

Start

Connect a video cable from your monitor to an unused video port.

Display the Windows Start screen.

Type displ.

Click Se�ings.

Click Change display se�ings.
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Laptops Versus Desktops in Display Setup This example shows how to add a sec-
ond display to a laptop. On a desktop, the second display icon might be displayed 
with a black frame (indicating it is inactive) as soon as you turn it on in step 6. �

NOTE

Continued

Turn on the display.

Click Detect.

The second display is detected.

Open the Multiple displays menu.

Click Extend these displays.

Click Apply.
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Continued

Click Apply.

Click OK.

Select the recommended resolution.

Click the second display icon.

Click Close.
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Windows 8 Remembers Which Display to Use When you close a pro-
gram a�er dragging it to an additional display, Windows remembers which 
display was last used for the program. When you open the program again, 
Windows uses the additional display to run the program. �

NOTE

End

Release the mouse bu�on to place the window.

Click the top edge of a program window and drag it to the other display.
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PERSONALIZING�YOUR�DESKTOP�BACKGROUND
Windows 8 normally uses a photo background for the Windows desktop. If you want to 
change to a different background, a plain background, or select multiple pictures for your 
desktop background, this tutorial shows you how.

Desktop Background = Wallpaper If you’re a longtime 
user of Windows, you might remember that desktop back-
grounds were once called wallpaper. �

NOTE

Continued

Start

Right-click the desktop.

Select Personalize.

Choose a theme.

The preview of the current theme.

Click Desktop Background to select images or background colors.

Control Panel
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Need More Background Choices? If you are not satisfied with the standard 
desktop backgrounds, use the Browse bu�on to locate a picture folder as a 
background source. You also can select a solid color for the desktop. �

TIP

End

Click empty checkboxes to select images.

Open to select the picture position.

Open to select how o�en to change the picture.

Click to shuffle pictures.

Open to select other backgrounds (your photos, solid colors, and so on).

Click Save changes.
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SELECTING�A�STANDARD�WINDOW�COLOR
The Personalization window also includes options for selecting your preferred window and 
taskbar color. Here’s how to choose your favorite.

End

Start

Click Color.

Automatic is the default selection.

Click a different color.

A preview of the current window and taskbar color.

Adjust the slider to lessen (le�) or increase (right) color intensity.

Click Save changes.
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CREATING�A�CUSTOMIZED�WINDOW�COLOR
The Color and Appearance window also includes a color mixer. Here’s how to  
create and select a custom window and taskbar color.

Starting Over with Another Color To abandon your 
changes, click Cancel in step 5. To use a different color, 
click any color desired and continue from step 1. �

TIP

End

Start

Select a standard color.

Click Show color mixer.

Adjust the Hue, Saturation, and Brightness sliders.

The window (and taskbar) color changes in real time as you adjust sliders.

Click Save changes.
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SELECTING�A�SCREEN�SAVER
The Windows 8 screen saver function helps to protect the privacy of your display when 
you’re away from your computer. This feature also helps to prevent an image being per-
manently burned into your screen—a major concern if you use a plasma HDTV with your 
computer. This tutorial shows you how to select and customize your favorite screen saver 
from the Personalization window.

Keeping Your System Secure with Screen Saver You can also select an option to display your 
logon screen a�er the screen saver works. Enable this option in the Screen Saver Se�ings dialog 
box if you use your computer where someone might want to snoop around its contents. �

TIP

End

Start

Click Screen Saver.

Open the Screen saver menu.

Select a screen saver.

Click Apply.

A preview of the screen saver.

Click OK.
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SAVING�A�DESKTOP�THEME
A desktop theme is the combination of desktop background, window color, sound 
effects, and screen saver. A�er you have made changes to any or all of these 
se�ings, you can save your selections as a new theme from the Personalization 
window. Here’s how.

Choosing Sound Effects You can select different sound effects for Windows events—such as 
startup, shutdown, errors, and so on—by clicking the Sounds option shown in step 1 and select-
ing different sounds for listed actions. The sound scheme you select is also saved as part of your 
theme. If you download a theme, custom sound effects might be included as part of the theme. �

NOTE

End

Start

Review your selections.

Click Save theme.

Type a name for the theme.

Click Save.

Your new theme, as it appears in the Personalization window.
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SNAPPING�APPS
If you have a widescreen display that runs at 1366x768 or higher resolution, you can use a 
new Windows 8 feature called Snapping Apps. Snapping Apps lets you view two Windows 8 
apps or one Windows 8 app and the Windows classic desktop at the same time. Here’s how 
it works.

Adjusting Display Resolution If you need to change the resolution on your display to 
1366x768 or higher (you should normally use the Recommended resolution), refer to 
the first section of this chapter, “Adding and Using an Additional Display.” �

NOTE

Continued

Start

Open a Windows 8 app from the Start screen.

Click the top edge of the program display.

Drag the program display to the le� or right edge of the screen.

Release the mouse. The program snaps to the le� or right edge of the screen.

Hover the mouse over the lower-le� corner of the screen.

Click Start.
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End

Open an app or the Desktop from the Start screen.

Drag the Windows 8 program to the other edge of the screen.

Release the mouse. The program snaps to the other edge of the screen.

To switch a program to full-screen view, drag the border of one program  
toward the program you want to hide.
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MANAGING�DEVICES�AND�PRINTERS�FROM�THE�
WINDOWS�DESKTOP
If you need to diagnose device problems, update drivers for a device, revert to older driv-
ers (rollback drivers), or manage devices and printers, use Control Panel’s Devices and 
Printers window. In this example, we use the Devices and Printers window to adjust mouse 
se�ings and power options.

Continued

Start

Right-click the bo�om of the Start screen.

Click All apps.

Click Control Panel.



327

Continued

Click Mouse se�ings.

Adjust se�ings as desired.

Click Apply.

Click OK.

Click View devices and printers.

Right-click the mouse image.
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Menu Options Vary with the Device You Select The options next to 
Add a Device and Add a Printer above the Devices section of the window 
change according to the item you select. For example, if you select the 
optical drive, you can also eject the media or adjust AutoPlay se�ings. �

NOTE

Continued

Select Power options.

Right-click your computer.
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Saving Power for Longer Ba�ery Life Use the Power saver option if you are running 
a laptop on ba�ery power or if you want to reduce power consumption on a desktop 
computer. Note that the screen is dimmer and the system is slower when you use this 
option. Click the Show Additional Plans arrow to see other power se�ings. �

TIP

End

Click High performance for fastest system performance.

Balanced is the default se�ing.

Click Close.
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CHANGING�DEFAULT�SETTINGS�FOR�MEDIA�
AND DEVICES
What happens when you plug in your digital camera, flash memory card, or USB flash drive? 
How about when you insert a music CD? You can choose what happens when different 
types of devices and media are inserted. In this example, you use the Control Panel to 
specify what happens when you insert flash memory cards from digital cameras, music CDs, 
and blank CDs.

Continued

Start

From Control Panel, click Programs.

Click Change default se�ings for media or devices.



331

Continued

Select Ask me every time from the Blank CD menu.

Click Ask me every time.

Select Play audio CD (Windows Media Player) from the Audio CD menu.

Click Save.

Open the Memory card menu.
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Second Chances to See AutoPlay If you didn’t move 
quickly enough to click or tap the message shown in step 
9, open File Explorer, right-click the drive, and then select 
AutoPlay to see the menu again. �

NOTE

Continued

Insert a flash memory card or drive into your computer’s card reader.

Click or tap the message screen.

Choose the option you prefer from the AutoPlay menu.
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Windows Media Player One-Time Se�ings The dialog 
box shown in steps 12 and 13 appears the first time you use 
Windows Media Player. If you have already run Windows 
Media Player, this dialog box will not appear. �

NOTE

End

Insert a music CD into your computer’s optical drive.

Click Recommended se�ings.

Click Finish.

The music CD plays automatically.
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A
accelerators (IE10), 281
account pictures, se�ing, 118-119
accounts

email accounts, se�ing up, 84-85
Microso� accounts, 22

adding payment method to, 132-133
signing up for, 22, 123

pictures, se�ing, 118-119
user accounts, 334

changing account type, 338-339
parental controls, 342-347
picture passwords, 348-351
PIN number access, 340-341
se�ing up, 336-337

addresses, entering, 265
adjusting tile size, 110-111
administrators, running apps as, 152
albums

playing, 250-253
rating, 251

All Apps screen, 3
opening, 148
starting apps from, 150-151

app tiles, 48
appointments

editing, 97
scheduling, 96-97

apps, 146. See also games
adding to desktop toolbar, 166
All Apps screen

opening, 148
starting apps from, 150-151

app tiles, 48
browsing in Store, 122-125
Calendar

editing appointments, 97
scheduling appointments, 96-97
viewing calendar, 94-95

closing, 44, 151
compared to desktop programs, 43-45, 

124

File Explorer. See File Explorer
finding “hidden” apps, 149
Games, 138-141
grouping, 47
installing, 126-127
integrated apps, 12
Mail

a�aching files to email, 89
creating email, 88
forwarding email, 87
reading email, 86-87
replying to email, 86-87
saving email as dra�, 88
se�ing up email accounts, 84-85

Maps, 98-99
maximizing, 151
Messaging, 90-91
minimizing, 151
Music

buying music, 76-77
playing music, 72-73

opening, 43
Paint, 160-163
People, 92-93
Photo Gallery, 179
Photos, 78-79
pinning, 46, 152-153
printing from, 164-165
rating, 130
reinstalling, 128
removing, 128
restricting, 345
running as administrator, 152
searching, 50

in Store, 129
on computer, 129

SkyDrive, 80
copying photos to, 234-235
installing, 232-233
sharing photos on, 236-237

snapping, 44, 324-325
starting from All Apps screen, 150-151

Store, 120
adding payment method to 

account, 132-133
browsing apps, 122-125
installing apps, 126-127
rating apps, 130
reinstalling apps, 128
removing apps, 128
searching for apps, 129
updating apps, 131

switching between, 44, 154-155
uninstalling, 109
updating, 131
Video

buying videos, 76-77
viewing video, 74-75

viewing all, 46, 148
Weather, 100-101
Windows Store for Apps, 10-11
WordPad, 156-159

arranging tiles on Start screen, 108
a�aching files to email, 89
audio

adding to movies or slide shows, 303
audio CDs

burning, 260-261
playing, 242-243
ripping, 246-249

music
buying, 76-77
Music library, 72
playing, 72-73, 250-253
playlists, 256-257
rating, 251
searching for, 77

troubleshooting, 385
audio CDs

burning, 260-261
playing, 242-243
ripping, 246-249

AutoPlay, 15-16, 332



B
background, personalizing, 318-319
backing up files, 358-359
ba�ery life, 329
BCC (blind carbon copy), 88
blocking

cookies, 283
popups, 284

browser. See IE10 (Internet Explorer 10)
browsing apps in Store, 122-125
Burn to disc command, 180-181
burning CDs/DVDs, 180-183, 260-261
buying

games from Store, 136-137
music, 76-77
video, 76-77

C
Calendar app

editing appointments, 97
scheduling appointments, 96-97
viewing calendar, 94-95

Camera, 81
CDs

burning, 180-183, 260-261
playing, 242-243
ripping, 246-249

Change PC Se�ings link, 52
changing

picture passwords, 351
user account type, 338-339

Charms bar, 49
opening, 29
searching for files, 51

chat, 90-91
checking

drives for errors, 376-377
security se�ings, 362-363
for viruses/spyware, 364
weather, 100-101

Clear QAM signals, 410
clearing

account picture history, 119
IE10 history list items, 289

closing
apps, 44, 151
Internet Explorer, 67-68

color
Start screen se�ings, 116
window color, 320-321

compatibility, so�ware/hardware, 23
completing Windows 8 installation, 20-23

configuring
additional displays, 314-317
default se�ings for media and devices, 

330-333
desktop background, 318-319
desktop themes, 323
devices and printers, 326-329
email accounts, 84-85
parental controls, 342-345
picture passwords, 348-351
PIN number access, 340-341
screen savers, 322
touch keyboard, 31
user accounts, 336-337
window color, 320-321
Windows Update, 356-357

conflicts, file/folder name conflicts, 
178-179

connecting
to hidden networks, 202-203
to secured private networks, 198-199
to unsecured public wireless networks, 

196-197
contacts, adding, 92-93
Control Panel

default se�ings for media and devices, 
changing, 330-333

Devices and Printers window, 326-329
Network and Internet window

creating HomeGroups, 210-211
joining HomeGroups, 212-213
opening, 208-209

cookie blocking, 283
copying

audio CDs, 246-249
files, 176-177
folders, 176-177
photos

copying and pasting, 227
to SkyDrive, 234-235

customizing
app tiles, 48
desktop background, 318-319
Lock screen, 114-115
Start screen

account pictures, 118-119
adjusting tile size, 110-111
border and color se�ings, 116
pinning folders to, 106-107
pinning websites to, 104-105
relocating tiles on, 108
time zone se�ings, 117
turning live tiles on/off, 112-113
unpinning objects from, 109

Windows Media Center, 410

D
date, displaying photos by, 300-301
default device se�ings, changing, 330-333
default media se�ings, changing, 330-333
deleting IE10 history list items

all items, 289
selected items, 288

desktop
background, personalizing, 318-319
desktop programs, 43-45, 124. See also 

specific programs
themes, selecting, 323
toolbar, adding apps to, 166
viewing web pages on, 69

desktop programs, 43-45, 124. See also 
specific programs

devices
default se�ings, changing, 330-333
managing, 326-329

Devices and Printers window, 326-329
digital cable signals, configuring Windows 

Media Center, 410
directions, ge�ing, 98-99
disconnecting from networks, 200-201
discs

burning files to, 180-183
forma�ing, 181

disks. See drives
displaying. See opening; viewing
displays

adding, 314-317
resolution, 324

documents, creating with WordPad, 
156-159

dra�s (email), saving, 88
dragging and dropping files/folders, 

177-178
Drive Tools, 375
drives

scanning for errors, 376-377
viewing drive information, 375

DVDs, burning files to, 180-183

E
editing

appointments, 97
images with Paint, 160-163
playlists, 257
tasks, 383

email
account setup, 84-85
a�aching files to, 89
creating, 88
forwarding, 87



408 email

H
handwriting with stylus, 34-35
hardware compatibility, 23
help

app help, 127
game help, 145
WordPad help, 158

Help, 53
“hidden” apps, finding, 149
hidden networks, connecting to, 202-203
history list (IE10)

clearing, 289
deleting selected items from, 288

home page (IE10), se�ing, 267
HomeGroups

creating
from Network and Internet window, 

210-211
from Start screen, 204-205

folder sharing, 215-216
joining

from Network and Internet window, 
212-213

from Start screen, 207
leaving, 217
opening files, 214
passwords, 206

I
IE10 (Internet Explorer 10), 54, 262

accelerators, 281
closing, 68
favorites

Favorites bar, 273
Favorites Center, 272-275
opening, 280
organizing, 276-277
saving tab groups as, 278-279

Frequent list
removing pages from, 63
reopening frequently visited pages, 

62
history list

clearing, 289
deleting selected items from, 288

home page, se�ing, 267
InPrivate Browsing, 60-61, 282-283
Internet privacy features, 286-287
links, opening, 268-269
new features, 9
Page Zoom, 270
popups, managing, 284-285
starting, 56, 264
tabbed browsing, 266

copying, 176-177
finding, 51, 153
grouping, 184-187
moving, 176-177
name conflicts, 178-179
Open XPS files, 371
opening, 214
recovering with File History, 360-361
removing properties from, 193
searching, 51
selecting, 184-187
syncing to Windows Media Player, 

258-259
viewing, 184-187
viewing properties of, 190-193
Zip files, creating, 188

finding
apps, 50, 129
files, 51, 153
“hidden” apps, 149
locations with Maps, 98-99
music, 77
video, 77

folders
copying, 176-177
displaying photos by, 300-301
moving, 176-177
name conflicts, 178-179
pinning to Start screen, 106-107
Sent Mail, 87
sharing in HomeGroups, 215-216
unpinning from Start screen, 109

forgo�en passwords, viewing hints for, 27
forma�ing discs, 181
forwarding email, 87
Frequent list (IE10)

removing pages from, 63
reopening frequently visited web 

pages, 62
Frequent Places feature, 189

G
games, 134

buying from Store, 136-137
Games app, 138-141
installing, 137
Xbox games, adding, 142-143

Games app, 138-141
The Green Bu�on website forums, 410
grouping

apps, 47
files, 184-187

reading, 86-87
replying to, 86-87
resizing photos for, 163
saving as dra�, 88

emoticons, entering, 32-33
enabling. See configuring
entering

emoticons, 32-33
symbols, 32-33

errors, scanning drives for, 376-377
expanding Ribbon, 173

F
Facebook, sharing photos with, 237
Family Safety

enabling parental controls, 342-345
reviewing parental controls, 346-347

Favorites bar, 273
Favorites Center, 272-275
favorites (IE10)

adding to Favorites bar, 273
adding to Favorites Center, 274-275
Favorites Center, 272
opening, 280
organizing, 276-277
saving tab groups as, 278-279

File Conflict dialog box, 178-179
File Explorer, 51, 168

files
burning to CD/DVD, 180-183
copying, 176-177
grouping, 184-187
moving, 176-177
name conflicts, 178-179
removing properties from, 193
selecting, 184-187
viewing, 184-187
viewing properties of, 190-193
Zip files, creating, 188

folders
copying, 176-177
moving, 176-177
name conflicts, 178-179

libraries, managing, 174-175
nodes and objects, 171
panes, 171
Ribbon menus, 172-173
starting, 170

File History
backing up files, 358-359
recovering files, 360-361

files
a�aching to email, 89
backing up with File History, 358-359
burning to CD/DVD, 180-183



409movies

system information, viewing, 368-371
System Restore, 388-391
tasks

editing, 383
scheduling, 380-383
viewing, 383

Windows Memory Diagnostics, 
378-379

Windows troubleshooters, 384-385
managing

devices and printers, 326-329
libraries, 174-175
popups, 284-285

Maps app, 98-99
maximizing apps, 151
media. See music; photos; video
memory, testing, 378-379
messages

chat messages, 90-91
email

account setup, 84-85
a�aching files to, 89
creating, 88
forwarding, 87
reading, 86-87
replying to, 86-87
resizing photos for, 163
saving as dra�, 88

Messaging app, 90-91
Messenger (Windows Essentials 2012), 

409
metadata, 192
Microso� accounts

adding payment method to, 132-133
signing up for, 22, 123

Microso� Digital Camera Codec Pack, 
223, 408

Microso� Points, 76
Microso� SkyDrive, 409

copying photos to, 234-235
installing, 232-233
sharing photos on, 236-237

Microso� Windows 8 page, 23
Microso� XPS Document Writer option, 

371
minimizing

apps, 151
Ribbon, 173

Movie Maker, 408
adding audio to movies or slide shows, 

303
creating movies from slide shows, 302

movies
adding audio to, 303
creating from slide shows, 302

J
joining HomeGroups

from Network and Internet window, 
212-213

from Start screen, 207
JPEG files, converting RAW files to, 408

K
keyboard shortcuts, 36-37

Apps bar, 88, 91
Charms bar, 51, 84

keyboards
on-screen keyboard, logging in from, 

27
shortcuts, 36-37

Apps bar, 88, 91
Charms bar, 51, 84

touch keyboard, 30-31

L
leaving HomeGroups, 217
libraries

managing, 174-175
Music library, 72
Pictures Library, 220-221
Videos library, 75

licenses, syncing, 131
LinkedIn, sharing photos with, 237
links, opening, 268-269
Live Mesh, 409
live tiles, 5, 112-113
locations, finding with Maps, 98-99
Lock screen, personalizing, 114-115
locking PC, 38
logging in, 23, 26-27

M
Mail app, 409

a�aching files to email, 89
creating email, 88
forwarding email, 87
reading email, 86-87
replying to email, 86-87
saving email as dra�, 88
se�ing up email accounts, 84-85

maintenance, 366
drives

scanning for errors, 376-377
viewing drive information, 375

power schemes, selecting, 372-373
ReadyBoost, 374
Refresh, 392-395
startup troubleshoot menu, opening, 

386-387

tabs
closing, 67
creating, 59
selecting, 58
switching between, 58

web pages
opening frequently visited pages, 

62
pinning to Start screen, 64-65
previewing, 271
printing, 271
removing from Frequent list, 63
unpinning from Start screen, 66
saving, 290-291
viewing on desktop, 69

website addresses, entering, 57, 265
images

account pictures, se�ing, 118-119
desktop background, personalizing, 

318-319
editing with Paint, 160-163
photos, 218

adding to Pictures Library, 220-221
copying and pasting, 227
copying to SkyDrive, 234-235
displaying by folder and date, 

300-301
importing, 78, 222-225
printing with Windows Photo 

Viewer, 230-231
renaming, 226
rotating, 226
sharing, 79, 236-237
taking with webcam, 81
uploading with SkyDrive, 80
viewing, 78-79, 228-229

resizing for email, 163
importing photos, 78, 222-225
InPrivate Browsing (IE10), 60-61, 282-283
installing

apps, 126-127
games, 137
SkyDrive, 232-233
Windows 8

completing installation, 20-23
so�ware/hardware compatibility, 

23
starting installation, 16-19

Windows Essentials 2012, 294-297
Windows Media Center, 304-307
Xbox games, 142-143

integrated apps, 12
Internet Explorer 10. See IE10
Internet privacy features, 286-287



410 moving

Refresh, 392-395
system information, viewing, 368-371
System Restore, 388-391
Windows Memory Diagnostics, 

378-379
personalizing. See customizing
Photo Gallery, 179, 300-301, 408
photos, 218

adding to Pictures Library, 220-221
copying and pasting, 227
copying to SkyDrive, 234-235
displaying by folder and date, 300-301
editing with Paint, 160-163
importing, 78, 222-225
printing with Windows Photo Viewer, 

230-231
renaming, 226
resizing for email, 163
rotating, 226
sharing, 79

on SkyDrive, 236-237
with social media, 237

slide shows
adding audio to, 303
creating movies from, 302

taking with webcam, 81
uploading with SkyDrive, 80
viewing, 78-79, 228-229

Photos app, 78-79
picture passwords

changing, 351
removing, 351
se�ing up, 348-351

pictures. See images
Pictures Library, adding photos to, 

220-221
PIN number access, se�ing up, 340-341
Pin site bu�on (IE10), 64
Pin to Start option, 64, 152
Pin to Taskbar option, 166
pinning

apps, 46
to desktop toolbar, 166
to Start screen, 152-153

folders to Start screen, 106-107
web pages to Start screen, 64-65, 

104-105
places, finding with Maps, 98-99
playing

CDs, 242-243
games, 144
music, 72-73, 250-253
video, 74-75

playlists
creating, 256-257
editing, 257

shortcut keys, 13
Start screen, 4
Switcher, 8
Windows Store for Apps, 10-11

New InPrivate tab bu�on (IE10), 60
New Tab bu�on (IE10), 59
nodes (File Explorer), 171

O
on-screen keyboard, logging in from, 27
Open File Location option, 153
Open XPS files, 371
opening. See also starting

All Apps screen, 148
apps, 43, 150-151
Charms bar, 29
favorite websites, 280
file a�achments, 89
frequently visited web pages, 62
HomeGroup files, 214
links, 268-270
Network and Internet window, 

208-209
startup troubleshoot menu, 386-387

optimizing performance. See performance 
optimization

options. See se�ings
organizing favorites (IE10), 276-277

P
Page Zoom (IE10), 270
Paint, 160-163
painting apps, 160-163
parental controls

enabling, 342-345
reviewing, 346-347

passwords
for HomeGroups, 206
password hints, 27
picture passwords

changing, 351
removing, 351
se�ing up, 348-351

viewing, 26
payment methods, adding to account, 

132-133
PC Se�ings screen, 52
People app, 92-93
performance optimization. See also 

troubleshooting
drives

scanning for errors, 376-377
viewing drive information, 375

power schemes, selecting, 372-373
ReadyBoost, 374

moving
app tiles, 48
files, 176-177
folders, 176-177
tiles on Start screen, 108

multimedia. See music; photos; video
multiple items, selecting, 172
music

buying, 76-77
Music library, 72
playing, 72-73, 250-253
playlists

creating, 256-257
editing, 257

rating, 251
searching for, 77

Music app, 73
buying music, 76-77
playing music, 72-73

Music library, 72

N
name conflicts, 178-179
navigating Start screen, 28
Navigation pane (File Explorer), 171
.NET Framework, 296
Network and Internet window

creating HomeGroups, 210-211
joining HomeGroups, 212-213
opening, 208-209

networks
disconnecting from, 200-201
hidden networks, connecting to, 

202-203
HomeGroups

creating from Network and Internet 
window, 210-211

creating from Start screen, 204-205
folder sharing, 215-216
joining from Network and Internet 

window, 212-213
joining from Start screen, 207
leaving, 217
opening files, 214
passwords, 206

network options, 200-201
secured private networks, connecting 

to, 198-199
unsecured public wireless networks, 

connecting to, 196-197
new features, 2-3

integrated apps, 12
Internet Explorer 10, 9
live tiles, 5
Search feature, 6
Se�ings menu, 7
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Sent Mail folder, 87
se�ing up

additional displays, 314-317
default se�ings for media and devices, 

330-333
desktop background, 318-319
desktop themes, 323
devices and printers, 326-329
email accounts, 84-85
parental controls, 342-345
picture passwords, 348-351
PIN number access, 340-341
screen savers, 322
touch keyboard, 31
user accounts, 336-337
window color, 320-321
Windows Update, 356-357

se�ings. See also customizing
game se�ings, 145
Lock screen, 114-115
time zone se�ings, 117
UAC (User Account Control) se�ings, 

354
viewing, 52

Se�ings menu, 7
Se�ings pane, 52
Share tab, creating Zip files with, 188
sharing

folders in HomeGroup, 215-216
photos, 79

on SkyDrive, 236-237
with social media, 237

shopping. See buying
shortcut keys, 13
shortcuts, 36-37

Apps bar, 88-91
Charms bar, 49-51, 84

shu�ing down, 39
signing up for Microso� accounts, 22, 123
size of tiles, adjusting, 110-111
SkyDrive, 80, 409

copying photos to, 234-235
installing, 232-233
sharing photos on, 236-237

Sleep, 39
slide shows, 79

adding audio to, 303
creating movies from, 302

snapping apps, 44, 324-325
social media, sharing photos with, 237
so�ware compatibility, 23
sound

adding to movies or slide shows, 303
audio CDs

burning, 260-261
playing, 242-243
ripping, 246-249

reviews of apps, viewing, 130
Ribbon menus, 172-173
Rich Text Format (RTF), 157
ripping CDs, 246-249
rotating photos, 226
RTF (Rich Text Format), 157
Run as Administrator option, 152
Run setup.exe command, 16
running apps as administrator, 152

S
Save As command, 156
Save command, 156
saving

email as dra�, 88
tab groups as favorites (IE10), 278-279
web pages, 290-291

scanning
for errors, 376-377
for viruses/spyware, 364

scheduling
appointments, 96-97
tasks, 380-383

screen savers, selecting, 322
scrolling, 28
Search, 6
searching

for apps, 50
in Store, 129
on computer, 129

for files, 51
for “hidden” apps, 149
for locations, 98-99
for music, 77
for video, 77

secured private networks, connecting to, 
198-199

security, 352
File History

backing up files, 358-359
recovering files, 360-361

Internet privacy features, 286-287
parental controls

enabling, 342-345
reviewing, 346-347

UAC (User Account Control), 354-355
Windows Action Center, checking 

security se�ings with, 362-363
Windows Defender

options, 365
scanning for viruses/spyware, 364

Windows Update, 356-357
selecting

files, 184-187
Internet Explorer tabs, 58
multiple items, 172

popups, managing, 284-285
power options, 39
Power saver option, 329
power schemes, selecting, 372-373
previewing

music, 72
video, 74
web pages, 271

Print menu, 164
printers, managing, 326-329
printing, 164-165

HomeGroup passwords, 206
photos with Windows Photo Viewer, 

230-231
web pages, 271

priority levels, assigning to email, 88
privacy, Internet privacy features, 286-287
private networks, connecting to, 198-199
properties (file)

removing, 193
viewing, 190-193

protecting computer. See security
public wireless networks, connecting to, 

196-197
purchasing. See buying

R
rating

apps, 130
music, 251

RAW files, 223
converting to JPEG, 408

reading email, 86-87
ReadyBoost, 374
recovering files with File History, 360-361
Refresh, 392-395
refreshing PC, 392-395
reinstalling apps, 128
relocating tiles on Start screen, 108
removing

apps, 128
file properties, 193
picture passwords, 351
web pages from Frequent list, 63

renaming photos, 226
replying to email, 86-87
resizing photos for email, 163
resolution (display), 324
resources for information

on Windows Essentials 2012, 409
on Windows Media Center, 410

restarting, 39
restoring system, 388-391
reviewing

games, 144
parental controls, 346-347
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tracks (music)
playing, 250-253
rating, 251

troubleshooting
startup troubleshoot menu, opening, 

386-387
Windows 8 Help, 53
Windows troubleshooters, 384-385

turning on/off live tiles, 112-113
Twi�er, sharing photos with, 237

U
UAC (User Account Control), 354-355
undoing System Restore, 391
uninstalling apps, 109
unlocking PC, 38
Unpin from Start option, 66, 153
unpinning items from Start screen, 66, 109
unsecured public wireless networks, 

connecting to, 196-197
updates

app updates, 131
Windows Update, 356-357
upgrading to Windows 8, 14

completing installation, 20-23
so�ware/hardware compatibility, 

23
starting installation, 16-19

upgrading to Windows 8, 14
completing installation, 20-23
so�ware/hardware compatibility, 23
starting installation, 16-19

uploading photos with SkyDrive, 80
URLs, entering, 57, 265
User Account Control (UAC), 354-355
user accounts, 334

changing account type, 338-339
parental controls

enabling, 342-345
reviewing, 346-347

picture passwords
changing, 351
removing, 351
se�ing up, 348-351

PIN number access, 340-341
se�ing up, 336-337

Using Microso� Windows Live (Soper), 
409

V
video

buying, 76-77
movies

adding audio to, 303
creating from slide shows, 302

removing apps, 128
searching for apps, 129
updating apps, 131

stylus, 34-35
surfing web. See web surfing with IE10
Switcher, 8
switching

between apps, 44, 154-155
between Internet Explorer tabs, 58

symbols, entering, 32-33
syncing

files to Windows Media Player, 258-259
licenses, 131

system information, viewing, 368-371
system maintenance, 366

drives
scanning for errors, 376-377
viewing drive information, 375

power schemes, selecting, 372-373
ReadyBoost, 374
Refresh, 392-395
startup troubleshoot menu, opening, 

386-387
system information, viewing, 368-371
System Restore, 388-391
tasks

editing, 383
scheduling, 380-383
viewing, 383

Windows Memory Diagnostics, 
378-379

Windows troubleshooters, 384-385
System Restore, 388-391

T
tabbed browsing (IE10), 266
tabs (IE10)

closing, 67
creating, 59
selecting, 58
switching between, 58

taking photos with webcam, 81
tasks

editing, 383
scheduling, 380-383
viewing, 383

testing memory, 378-379
themes, selecting, 323
tiles

adjusting size of, 110-111
live tiles, turning on/off, 112-113
relocating on Start screen, 108

time zone se�ings, 117
toolbar, adding apps to, 166
touch keyboard, 30-31

music
buying, 76-77
Music library, 72
playing, 72-73, 250-253
playlists, 256-257
rating, 251
searching for, 77

troubleshooting, 385
spyware, checking for, 364
Start screen, 4, 42

account picture, se�ing, 118-119
apps

closing, 44
grouping, 47
moving app tiles, 48
opening, 43
pinning, 46
searching for, 50
snapping, 44
switching between, 44
viewing all, 46

border and color se�ings, 116
HomeGroups

creating, 204-205
joining, 207

navigating, 28
pinning items to

apps, 152-153
folders, 106-107
web pages, 64-65, 104-105

starting Internet Explorer 10 from, 56
tiles

adjusting size of, 110-111
relocating, 108
turning live tiles on/off, 112-113

time zone se�ings, 117
unpinning items from, 66, 109
zooming, 47

starting. See also opening
apps from All Apps screen, 150-151
File Explorer, 170
IE10 (Internet Explorer 10), 264
Internet Explorer 10, 56
Windows 8 installation, 16-19
Windows Essentials 2012, 298-299
Windows Media Player, 240-241

startup troubleshoot menu, opening, 
386-387

Store app, 120
adding payment method to account, 

132-133
browsing apps, 122-125
buying games, 136-137
installing apps, 126-127
rating apps, 130
reinstalling apps, 128
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Windows Media Player, 238
albums

playing, 250-253
rating, 251

CDs
burning, 260-261
playing, 242-243
ripping, 246-249

file syncing, 258-259
playback controls, 244-245
playlists

creating, 256-257
editing, 257

starting, 240-241
visualizations, 254-255

Windows Memory Diagnostics, 378-379
Windows Photo Viewer

printing photos, 230-231
viewing photos, 228-229

Windows Store for Apps, 10-11
Windows troubleshooters, 384-385
Windows Update, configuring, 356-357
Windows Vista, upgrading to Windows 

8, 19
Windows XP, upgrading to Windows 8, 19
wireless networks

disconnecting from, 200-201
hidden networks, connecting to, 

202-203
HomeGroups

creating from Network and Internet 
window, 210-211

creating from Start screen, 204-205
folder sharing, 215-216
joining from Network and Internet 

window, 212-213
joining from Start screen, 207
leaving, 217
opening files, 214
passwords, 206

network options, 200-201
secured private networks, connecting 

to, 198-199
unsecured public wireless networks, 

connecting to, 196-197
word processor, 156-159
WordPad, 156-159
Writer (Windows Essentials 2012), 409

X-Y-Z
Xbox games, installing, 142-143
Xbox Live, 138
Xbox Music store, 72

Zip files, creating, 188
zooming Start screen, 47

favorites
Favorites bar, 273
Favorites Center, 272-275
opening, 280
organizing, 276-277
saving tab groups as, 278-279

history list
clearing, 289
deleting selected items from, 288

home page, se�ing, 267
InPrivate Browsing, 282-283
Internet privacy features, 286-287
links, opening, 268-269
Page Zoom, 270
popups, managing, 284-285
starting IE10, 264
tabbed browsing, 266
web pages

previewing, 271
printing, 271
saving, 290-291

website addresses, entering, 265
webcam, taking photos with, 81
website addresses, entering, 57, 265
WEI (Windows Experience Index) score, 

369
window colors, selecting, 320-321
Windows 7 computers

adding to HomeGroups, 212
upgrading to Windows 8, 14

completing installation, 20-23
starting installation, 16-19

Windows Action Center, checking 
security se�ings with, 362-363

Windows Defender
options, 365
scanning for viruses/spyware, 364

Windows Essentials 2012, 408
components of, 408-409
first-time startup, 298-299
installing, 294-297
Movie Maker

adding audio to movies or slide 
shows, 303

creating movies from slide shows, 
302

photos, displaying by folder and date, 
300-301

resources for information, 409
Windows Experience Index (WEI) score, 

369
Windows Media Center

customizing, 410
installing, 304-307
overview of, 308-311
resources for information, 410

searching for, 77
Videos library, 75
viewing, 74-75

Video app
buying videos, 76-77
viewing video, 74-75

Videos library, 75
viewing

all apps, 46, 148
app reviews, 130
calendar, 94-95
drive information, 375
file properties, 190-193
files, 184-187
folder sharing se�ings, 216
HomeGroup passwords, 206
password, 26
photos, 78-79

by folder and date, 300-301
in Windows Photo Viewer, 228-229

se�ings, 52
system information, 368-371
tasks, 383
video, 74-75
web pages on desktop, 69

viruses, checking for, 364
visualizations (Windows Media Player), 

254-255

W
wallpaper, configuring, 318-319
weather, checking, 100-101
Weather app, 100-101
web browser. See IE10 (Internet Explorer 

10)
web pages

adding to Frequent list, 62
addresses, entering, 57
favorites

Favorites bar, 273
Favorites Center, 272-275
opening, 280
organizing, 276-277
saving tab groups as, 278-279

frequently visited web pages, opening, 
62

pinning to Start screen, 64-65, 104-105
previewing, 271
printing, 271
removing from Frequent list, 63
saving, 290-291
unpinning from Start screen, 66, 109
viewing on desktop, 69

web surfing with IE10
accelerators, 281
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