Windows 8.1

Andy Rathbone



Table of Contents

o T 11T T o 1
F Y 0T 10 L A I £ = To USSP 1
HOW 10 USE ThiS BOOK ... .ttt e e e e e e et e e e e e e eeaeen e e e e aaeaeees 2
Touchscreen Owners Aren’t Left QUL ........oooiiiiiiii e a e e 3
AN What @DOUL YOU? ...t e e 3
Tote] g0 LY=o T o N I 010 = o o ) QPSR 3
BEYONA the BOOK ...ttt ettt ettt s e e e et et e e e nnne 4
Where t0 GO from HEIE.......cco o 4

Part One — Windows 8.1 Stuff Everybody Thinks You Already Know.........c.cccociiiimmmmnnnnncsssennnnnn, 5

Chapter 1 —What Is WINAOWS 8.17 ......cooiiiiiiiccccrerrrrrrrrrs s s s s s s s s s s s s s s s s 7
LArNiNg ODJECHVES .....eiiiiiiiiiiiii ittt e ettt e e e e e ettt e e e e e e e e a et e eeeeaaaeeaannnbeeeeeeaeeeaannrneeaaaaens 7
T (oTo U1 i o] o 1P 7
What Is Windows, and Why Are YOU USING 117 .....eooiiiiiiieie et 7
What's NeW in WINAOWS 8.17 ... 8
Should | Bother Upgrading to WINdOWs 8 OF 8.17 ... ..ttt 10
What's So Different ADout WINAOWS 87 ...ttt a e e e ae e e e e e e e anes 10
Can My Current PC Still RUN WINAOWS 8.17 ..ottt a e e e 11
The Four Flavors of WINAOWS 8.1.......ccoiiieiieeee e 12
REVIEW QUUESHIONS ...ttt e e e e oottt e e e e e e s e abbeeeeaaaeeesaanbbaeeeeaaeeaaannneneas 14
REVIEW ANSWETS ...ttt ettt oo e e e ettt oo e e e e e et ttta e e e e aeeeetaan e e eaaeeentann e eeaaeeennsnnnnaaaaaaanes 15

Chapter 2 — The Mysterious New Start SCreen..........cccccciiiiiiiriiiemninn e 17
=TT g1 To IO o] [=Tex V=L SRR 17
g (e T 0T i o] o 1SR 17
Being Welcomed to the World of WINAOWS ..........ooiiiiiiiiiiae ettt 17

UNnderstanding USEI @CCOUNTS ... 20
Keeping your account private with @ password ............ooooiii e 20
Signing up for @ MIiCroSOft @CCOUNT .......coiiii i et ee e e 23
Figuring Out the New Windows Start SCre€N...........c..ueiiiiiii i 25
Launching a Start SCreen pProgram OF @PP.....ccceiieeiieeeeeeeeeee e e e s e s e e e e s e s s s s e e s sa s s s s s e e s e e e e e e e e e e e aaaaaas 27
ViIieWiNg OF ClOSING YOUT OPEIM @IS ...utuutrtutrutttrnnnnnnnensnnnsssnsssssssssssssssssssssssssssssssssssssssssssssssssssssssmmnnnes 28
Finding a Start SCreen app OF PrOGram .. .cccii i e e e e e e s e e e e e aaaas 30
Adding or removing Start SCre€N ItEMS........coiii i 30
The Charms bar and its hidden ShOMCULS ...........c..uiiiiiiii e 31
T dgelo [WerTaTo Yo T0 =ToIr=T o] o T PSRRI 33
Customizing the Start SCIrEEN ...........eeiiiiie et e e e e e e e aeeaaaeas 35
EXiting from WINGOWS ...ttt e ettt e e e e e e s ettt e e e e e e e s e nntbeeeeeaaeeeeansnneeas 40
Temporarily leaving YOUr COMPULET .......ccoiiiiiiiiiiiiii 41
Leaving your COMPULEr fOr the Ay .........ooiiiiiiiiie e e e e e e e 42
REVIEW QUESHIONS ...ttt e e e e e oottt e e e e e e s e ae bt eeaaaeeesaanbbeeeeeaaeeaaannneeeas 44
REVIEW ANSWETS ...ttt ettt e e e e ettt e e e e e e et ttta e e e e e eeeeetaan e e e eaeeaentann e aeeaaeeennsnnnnaaaaaaaees 46

Chapter 3 — The Traditional DeSKEOP ..........ccoeiiiiiiiiiiiicrcrrr s 48
=TT g1 To IO o] [=Tex V=L SRR 48
g eTo 0T i o] o 1SR 48
Finding the Desktop and the Start SCreeN ..........cooi i 48
Working With the DesKtOp ........coooiiiiiiii 50

Summoning the Start sScreen and OPEN @PPS ....civiiviiiiiiee e 51
Jazzing up the desktop’s background.............cccviiiiiii 52
Snapping an app alongside the deskiop..........ccvvviiiiiii i 54

Dumpster diving in the ReCyCle Bin ..o 56



Table of Contents

Bellying Up 10 the TaskDar............uuuuuiiiiiiiiiiiiii ittt n e ebbeeeeeeneeneee 57
Shrinking windows to the taskbar and retrieving them ..., 58
Switching to different tasks from the taskbar's Jump LiStS..........cooiiiiiiiiiiiiiiiii e, 59
Clicking the taskbar's SENSItiVE @ras............ocuuiiiiiii i eeeea e 59
Customizing the taskbDar...........o e 61

Making Programs E@SI€r 10 FiNd ...........uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiie i eeeeeebe s eeeeeeeseeeeeeeereneeee 63

REVIEW QUESHIONS ...ttt e e e e e oottt e e e e e e s e ae bt eeaaaeeesaanbbeeeeeaaeeaaannneeeas 65

REVIEW ANISWEN'S ...ttt ettt ettt 5555555555ttt ettt sttt et e e ennnn e e 66

Chapter 4 — Basic Desktop Window MechanicCs............ccevviiiiiiiiiiiiiiins s s 67

=TT g1 Lo IO o] [=Tex 1)Y= RPN 67

INEFOAUCTION ... 67

Dissecting a Typical DesKtOp WINGOW ..........uuuuuiiiiiiiiiiiiiiiieiiiiiieiiiiiieeeeseeeeeeseesseeseeeeeeeseeeseseeseseseseseeneee 67
Tugging on @ WiNdOW’S tItle Dar.........cooiviiiiiiiii 69
Navigating folders with @ wWindow’s Address Bar..............cooiiiiiiiiiiiiiiiiiee e 70
Finding commands on the RIDDON ... 7
Quick shortcuts with the Navigation Pane..............ccoooiiiiiii e 72
Moving inside a window With its SCroll Dar..........coooiii i 74
BOING OIS ... 76

Maneuvering Windows Around the DESKEOP .........uuuuuuuuiiiiiiiiiiiiiiiiiiiiieiieiieieeeeeseeeeeeeeeeeeeebeeeereeeeeneeeenene 76
Moving a window to the top of the Pile......ccoiiiiiiiee e 76
Moving a window from here t0 there..... ... 77
Making a window fill the Whole desKtOp ...........eiiiii i 77
(O] o= g To = TR 13 T [0 PP 78
Making a window bigger OF SMaIlEr ... 78
Placing two WINAOWS Side DY SIAE.......coiii 78
Making windows open to the same darn SiZe..........coooioiiiiiiii 79

REVIEW QUESHIONS ...ttt e e e e e oottt e e e e e e s e ab bt eeaaaaeesaanbbnneeeaaeeaaannneeeas 80

REVIEW ANISWES ...ttt ettt ettt 555555555558tttk ettt ettt e e e nnnnnn e 81

Chapter 5 — Storage: Internal, External, and in the SKy ...........ccooocimiiiiii e 82

[T g1 Lo IO o] [=Tex 1)Y= TP 82

INEFOAUCTION ... 82

Browsing the File Explorer File Cabinets ...........coiiiiiiiiiiia et 82

Getting the LOWAOWN ON FOIAEIS ........ooiiiiiiiiie ettt e et e e e e e e e e 84

Peering into Your Drives, Folders, and Other Media................uuuuuuiiiiiiiiiiiiiiiiiiiiiiiiieieeeeeeeerereeeeen. 85
Seeing the fileS 0N @ AMIVE .....ooi et e e e e e e eeaa e s 85
Seeing What's iNSide @ fOlAN ... e e e e e e 87

Creating @ NEW FOIAEN ... .ottt e e e e e e e ettt e e e e e e e e s annn b reeeaaaeeeansnnees 90

ReNAMING @ Fl@ OF FOIABN ... .uuiiiiiiiiiiie ittt s s e bbb b b ee e e enennee 91

Selecting Bunches of Files OF FOIAEIS ...........uiiiiiiiieeie e 92

Getting Rid Of @ File OF FOIAET .......ueiiiiieieee ettt e e e e e e e e e e enneeees 92

Copying or Moving Files and FOIAEIS ............uiiiiiaiiiiei ettt e e e e 93

Seeing More Information about Files and FOIders. ... 95

WItiNG 10 CDS @NA DVDS......ciiiiiiiiiiiteiee ettt e e e e ettt e e e e e e s e b bbeeeeaaeeaaaanseaeeeeaaeeaaannnnsaeeeaaaaeaaanns 97
Buying the right kind of blank CDs and DVDs for bUrning ...........ccueeiiiaariiiiiieie e 98
Copying files to or from @ CD OF DVD .......cciiiiiiiiiiiiae ettt e e e e et e e e e e e e s neeeeeaaaaeas 98

Working with Flash Drives and Memory Cards ............oouuueiiiiaaiiiiiieie e e e e seieeeee e e e e 100

SkyDrive: Your Cubbyhole in the CloUdS...........cooiiiiiiiiiee e 101
Managing SkyDrive files from the deskiop ..........ooii i 103
Managing files from the Start screen with the SkyDrive app...........cceoiiiiiiiiiiiiiiee e 103
Accessing SkyDrive from the Internet.......... ..o 105

REVIEW QUESHIONS ...ttt e e e oo ettt e e e e e e s e aaee e et e e e e e e s s e antbsaeeeaaeeaaannnneneas 106

REVIBW ANSWETS ...ttt ettt et e et e et e et et e et e e e e e e e e s e e e s e e e s s e e e e ea s s e e s s eansrnanns 107



Table of Contents

Part Two — Working with Programs, Apps, and Files ... 109
Chapter 6 — Playing with Programs, Apps, and Documents...........ccccciniinemnnnnnnssssnsssnnnnes 111
=TT g1 To IO o] [=Te1 1)Y= PRSP 111
INEFOAUCTION ... 111
Starting @ Program OF @N A DD . ...ttt e e e e e e ettt e e e e e e e e s e e abtae e e e e e e e e e anrreneeaaaaeeaaaan 111
OPENING @ DOCUMEBNL ...ttt e ettt e e e e e ettt e e e e e e e s ettt e e e e eaeeaaaanneseeeaaaaeeesaannbeneeaaaaeaaaanns 113
SaAVING @ DOCUMENT ...ttt e e e ettt e e e e e e s ettt ee e e e e e e e s e nnaeaeeaaaaaeesaannbeneeaaaaeaaaann 115
Choosing Which Program Should Open Which File...........coiiiiiee e 116
Navigating the WindOWS STOIE .........ooiieiiiiie et a e e e e e eeeees 119
Adding New apps from the STOrE @PP. .. .uuuuueruiiiiiiiiiiieiiiieeetieeeeeeeererereeareerereeeeererrrrrrrrrrrrrrrrrararrrrrrnes 120
(81T oy =11 T g Te =T o] o 1= PR 122

(8] oTo E= A g T Y010 = o] o 1< TR PR 122
Taking the Lazy Way with @ Desktop ShOMCUL..........oooiiiiiiiii e 123
Absolutely Essential Guide to Cutting, Copying, and Pasting.............cccueiiiiiiiiiiiiiiieee e 124
The quick 'n’ dirty guide 10 CUt 'N" PASLE ......ccoiviiiiiiiiii 124
Selecting things t0 CUL OF COPY........uuiiiiiiie ettt e e e e et e e e e e e e e e ennreeeeaaaens 124
Cutting or copying your selected GOOUS............uuiiiiiaiiiie e a e aeeeaa e 125
Pasting information to @another Place ..............ooiiii e 127
REVIEW QUESHIONS ...ttt e e e e ettt et e e e e e e s e aabe e e e e e e e e e e s e antaseeeeaaeeaaannnneneas 129
REVIEW ANISWEN'S ...ttt ettt ettt ettt 55555555ttt ket ettt et e e e e e e e nn e 130
Chapter 7 — Finding the LOSt...........ciiiiiiii s s 131
=TT a1 To IO o] [=Tex 1)Y= PRSP 131
INEFOAUCTION ... 131
Finding Currently Running Start SCre€n APPS ......ccueiiiiiiieeiiii e a e 131
Finding Lost WINAOWS ON the DESKLOP. ........uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiieitiiieiie et bbeeeeeeeeeeeeeeeeeeeeeeneeees 132
Locating a Missing App, Program, Setting, or File ... 133
Finding a Missing File iNSide @ FOIAEN ...........uuuiuiiiiiiiiiiiiiiiiiiiiiiii bbb eeeeeeeeeeeee 137
FINAING LOSE PROLOS ...ttt ettt e e s e e e ne e 139
Finding Other Computers 0N @ NEWOTK ...........coiiiiiiiiiiiea e a e e 139
REVIEW QUESHIONS ...ttt e e e e et ettt e e e e e e e s e aabe e e e e e e e e e s e e anbtsaeeeaaeesaannnnnneas 142
REVIEW ANISWE'S ...ttt ettt ettt sttt 555555555kttt ettt ettt et e e e nnnnnn e 143
Chapter 8 — Printing and Scanning Your Work ..........ccooccmiiiiiimemmnin s 144
=TT g1 To IO o] [=Te1 1)Y= PRSP 144
INEFOAUCTION ... 144
Printing from @ Start SCIrEEN AP ... uuuuiiiiiiiiiiiieiiieeteeeeeeueeeeaeeeeeeeee e aeeeaeeeeaeseeeeeeseseesssssssssssssssssssssnrnnns 144
Printing Your Masterpiece from the DESKLOP .........uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiirieeeeeeeeeeeeeeseseeereererrrernnenee 146
Adjusting how your work fits 0N the Page...........cooiiiiiiiiii e 148
Adjusting YOUr PriNter'S SEHHNGS. .. ..uuuuuuuiiiiiiiiiiiiieiiiietiitbb bbbt e e bbb bbb bbb ebeeeessseseeeseernnnes 149

(0= 1o 1ot 11T = W o] (11 T TR PRSPPI 151
Printing @ WED Page ... 152
Troubleshooting YOUr PIINET .......ooiiiiiiiiii 152
Scanning from the STart SCrEEN ... 154
REVIEW QUESHIONS ...ttt e e e oo ettt e e e e e e s e aaee e et e e e e e e s s e antbsaeeeaaeeaaannnneneas 157
REVIEW ANISWE'S ...ttt ettt ettt ettt sttt 55555555tttk sttt ettt e e e nnnnn e 158
Part Three — Getting Things Done On the Internet...........ccoccciimmiicci 159
Chapter 9 — Cruising the WD ... 161
=TT a1 Lo IO o] [=Tex 1)V PRSP 161
INEFOAUCTION ... 161
What's an ISP, and Why Do | Need ONE? ......ccooiiiiiiiiieeeeeeeeeee e 161

Connecting Wirelessly to the INternet..............eoiiiii i 162



Table of Contents

Browsing Quickly from the Start SCreen ... 164
Navigating the Web with the Desktop’s Internet EXPIOrer..............uuueviiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiveeeeeeeneeens 167
Moving from one web page to another ............cooi e 167
Making Internet Explorer open to your favorite Site ..o 170
REVISIt TAVONTE PIACES .. ..o 171
Finding things 0N the INTErNEt. ... ... 171
The Web Page Says It Needs a Weird Plug-In Thing!..........cooooii e 172
Saving Information from the INternet ...............oii e 173
SAVING @ WED PAGE ...ttt e oot e e et e e e et e e e e e e e e e e e na e e teeeaae e e e aannrreeeaaaans 174
ST 1V 10T I (=) SRS 175
ST VT a Lo = T o] (o (0 PRSP 175
Downloading a program, song, or other type of file ..., 175
[EDOESNTWOIK .o 177
RemMoVving UNNEEAEA PIUG-INS ......uuuiiiiiiiiiiiiiiiiiiiiiiiiitettieeeeeeee et e e see bbbt sb e e st sseseseseeseeenenenee 178
REVIEW QUESHIONS ...ttt e e e e e e e ettt e e e e e e e s e aabe e e e e e e e e e e e anaaseeeaaaeeaaannnneneas 179
REVIEW ANISWEN'S ...ttt ettt ettt 5555555555555ttt ettt ettt et e e e nnnnnn e 180
Chapter 10 — Being Social: Mail, People, and Calendar..............ccooviiiiiiiiiriiisnsssssssssss s 181
ICT T a1 To IO o] [=Te1 1)V PRSP 181
INEFOAUCTION ... 181
Adding Your Social AcCoUNts 10 WINAOWS ...........uuiiiiiiiiiiiiiieie et e e e e e e eneeeeeeaa e 181
Understanding the Mail AP ... et e e e e et e e e e e e e aaea e eeas 184
Switching among the Mail app’s views, menus, and acCounts ............ccccceeeeeeeeeeieieeiiiiiceeeeeeeeeee, 185
Composing and sending @n €=Ml ...........ooiiiiiiiiiiie e e e e e eaa e 187
Reading a received €-Mail..... ..o 189
Sending and receiving files through e-mail ... 190
Managing Your Contacts in the PEOPIE APP ....uuuruuiiiiiiiiiiiiiiiiiiiieeiieeereeeeeeeeeeeereeseeeeeeeerererrrrrrrrrrrrr.s 192
F Yo o[ ale [ elelo] r=Tex £ TP PP P PP PP P PPPPPPPPPPPPPIRt 193
Deleting or €diting CONTACTS ... 195
Managing Appointments in CalENaAr............ooiii i e e e e e eeeeas 195
REVIEW QUESHIONS ...ttt ettt e e e e e e ettt e e e e e e e s e naee e e e e e e e e e s e e nnaseeeaaaeeaaannnneeeas 198
REVIEW ANISWET'S ...ttt ettt ettt ettt 5555555555555ttt ettt sttt et s e e nnnenn e 199
(00 JE°T o =1 g B R ST 1 =30 0 44T o 111 1oV 200
ICT T a1 To IO o] [=Te1 1)Y= PRSP 200
INEFOAUCTION ... 200
Understanding Those Annoying PermisSsion MESSAQgES ........uuuuuuuuuriiiiiiiiiiiiiiiiiiiiiiieieereeeeeeeeeeeeeeeeeenee 200
Assessing Your Safety in the Action Center ............ooii i 201
Avoiding Viruses with Windows Defender...............oooiiiiiii e 202
Staying Safe on the INternet....... ... a e 204
Avoiding evil add-0NS aNnd NiJACKETS ...........uuuuiiiiiiiiiiiiiiieiiiiibib bbb eeaaeeaeeeeeeesseeeeeeeeeeeenne 204
AVOIdiNG PRISNING SCAIMS......uuitiiiiiiiitieiieeeieeeeete bttt e et e e e ee e e et e et ae et e sses s s st ssssssssesssesesseebnnnsnnnnes 206
Setting Up Family Safety CONtrols..........ooo i e e e e e 207
REVIEW QUESHIONS ...ttt e e e e e ettt et e e e e e e s naee e e e e e e e e e e e e nneseeeaaeeeaaannnneneas 210
REVIEW ANISWEN'S ...ttt ettt ettt ettt 5555555555555 555555ttt £ttt s et e s e e e eneenne 211
Part Four — Customizing and Upgrading Windows 8.1..........cccccciiiiiiiiniimmmninn s ssnnnnns 213
Chapter 12 — Customizing Windows with the Control Panels ..........ccccccooeciiimniicccieennes 215
T a1 To IO o] [=Tex 1)Y= PRSP 215
INEFOAUCTION ... 215
Finding the Right SWItCh ..........ueiiiiii et e e e e e e e e e e neeeees 215
The Start Screen’s PC Settings SCrEeN...........uuiiiiii e ea e e e e 216
The Big Guns: The Desktop’s Control Panel ............oooouiiiiiiiiiiiie e 218

SYSLEM ANA SECUIEY ... eeeeeee ettt e e e e e ettt e e e e e e s s neeeeeaaaaeeesaannbeeeeaaaaeaaanns 220



Table of Contents

User Accounts and Family Safety ........ooouuuiiiiiiiii e 220
NEWOIK @NA INEEIMET.... .. ettt e bbbt e e e e e senenee 221
Changing the Appearance Of WINAOWS............ueiiiiiiiiiiiiiii e e e e e e e e eeeaaeeeaaanes 221
(Appearance and PersonaliZation) .............ueiiiioiiiiie e 221
Changing the desktop background ............oo i e e eea e 222
ChOOSING @ SCIEEIM SAVEN ....ceiiiiiiiiiiieiee e e e ettt e e e e e e ettt et e e e e e e e e aabeeeeeeaaeaaaannsseeeeaaaeeaaannnrnneeaaaans 223
Changing the CompPUter's theME...........ooii e eeee e 223
Changing the SCreen reSOIULION...........oi i e e e e e e reeaaaans 224
Hardware @nd SOUNG .........oo ittt e e e e ettt e e e e e e s e nbeeeeeaaeeeaanntbbaeeeaaeeeaannneeeas 226
AdJUSEING VOIUME AN SOUNGS......uuuttiiiiiiiiiiiiiiiiieeietbbebbbeeeee et ee e eee e e eeeseebbb bbb e s bbb e e e bsessessssssssesnebrnnnes 227
Installing Or SEHiNG UP SPEAKETS ......uuuiiiiiiiiiiiiiieeieeeeietet bbbttt e e e bbbt bbb e e e seeeneseeenenennne 228
Adding a BlUEtOOth Gadget..........uuiiiiiiiiiiiiiie bbb 229
Yo o[ aTe J= T o] 1101 =T ST P PP PP PP PPPPPPPPPPPPPRt 231
Clock, Language, and REGION .......... i e ettt e e e ettt e e e e e e e s s e natae e e e e e e e e s anereeeeaaaaeeaaanns 232
Adding or REMOVING PrOGramiS ......cciiiiiiiiiiiiiiiiii e 233
Removing apps @nd PrOGraIMS ... ...ooiuieiie e e e e e e eee e e e e e e e e eeaana e e e aaeeeeasan e e e eaaeeeeennnnnnaaeas 233
INSEAIlING NEW PrOGIAIMS ... uuittiiiiiiitieeeieeee ettt e ettt ettt sttt e e bbb beeebnnnnnes 234
Modifying Windows for the Physically Challenged .............oooiiiiiiiiiiaiiiee e 235
REVIEW QUESHIONS ...ttt e e e oo ettt e e e e e e s e aaee e et e e e e e e s s e antbsaeeeaaeeaaannnneneas 237
REVIEW ANISWE'S ...ttt ettt ettt ettt 555555kttt kst ettt ettt e e n e e e nn e 238
Chapter 13 — Keeping Windows from Breaking ............ccccoieiiiininmmmminnssssss s ssssssssssssssses 239
T T a1 To IO o] [=Tex 1)Y= PR 239
INEFOAUCTION ... 239
Tuning Up Windows with Built-In Maintenance TOOlS............coooi 239
Backing up your computer with File HiStOry .........cooiiiii 240
Finding technical information about your COMPULET.............ooiiiiiiiiiiiie e 244
Freeing up space on Your Nard AriVE .........coooiioiiie s 245
Empowering your POWET DULION ... 246
Setting up devices that don’t work (fiddling with drivers) ..., 247
REVIEW QUESHIONS ...ttt e e e e e ekttt e e e e e e e s nate e e e e e e e e e s s aanabseeeeaaeeaaannnnneeas 249
REVIEW ANISWEN'S ...ttt ettt ettt ettt 55555555tttk ettt ettt e e nnnnnn e 250
Chapter 14 — Sharing One Computer with Several People.........cccccceeeieiiiieiiieeeeceeeseee e 251
T T a1 To IO o] [=Tex 1)Y= PR 251
INEFOAUCTION ... 251
UNderstanding USEr ACCOUNTS. ... ....uuuuuutuitiieittiietiaettetbeeteeebeeeeeeeeeeesseeseessbeeeeb bbb e s e e sessssesseessssesssbesenenees 251
Changing or Adding USEr ACCOUNES........coiiiiiiiiiie ettt e e e e e e ettt e e e e e e e s annbeeeeaaaeeaaannns 253
Adding another USEr tO YOUN COMPULET. ... ...uuuuuutetiieieetitteeieeteeeteeeeeeeeeeeeeeeseesseeseeeeeeeeebebeeeeeeeeeseesnnnes 253
Changing an existing USEIr'S @CCOUNT .........oiiiiiiiiiiie ettt e e e e et e e e e e e e s nereeeaaaaeas 256
Switching QUICKIY DEIWEEN USEIS .....cooiiiieieie et e e e e e e e e e 257
Changing @ User ACCOUNE'S PICIUME .........iiiiiiiiiii ettt e st e e e e e e ee e e e e e e e e annes 259
Setting Up Passwords and SECUIILY .........oiuuiiiiiiiae ettt e e e e e e e e e e e s eneeeeeeeaaeeaaannes 260
REVIEW QUESHIONS ...ttt e e e e e ettt e e e e e e s e nabeee e e e e e e e s s e anbaseeeeaaeeaaannnnnneas 262
REVIEW ANISWE'S ...ttt ettt ettt 5555555tttk sttt ettt e e e e nnnnn e 263
Chapter 15 — Connecting Computers with @ Network...........ccoooiiiiiiiiiiccccce s 264
=TT a1 Lo IO o] [=Tex 1)V PRSP 264
INEFOAUCTION ... 264
Understanding @ NEtWOrK'S PartS ..........uuuuuiuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieeeeeeee e beebeeeeeeeeeeeeseeeseeseseeesenenees 265
Setting Up @ SMall NEIWOTK ...t e et e e e e e e et eeeeeaaaeeaanes 266
BUYiNg parts fOr @ NEIWOIK............eeiiiieeeiie ittt e e e e e s et e e e e e e e s e nnereeeeaaaeeaanns 266
Setting UP @ WIrlESS FOULET ...ttt e e e e e e e e e e e nnebaeeaaaens 266
Setting up Windows 8.1 to connect t0 @ NEIWOTK.........oooiuiiiiiiiiii e 267

Setting Up or Connecting with @ HOMEGIrOUP .........ciiiiiiiiiiiie e 269



Table of Contents

Accessing what others have SNared ...............uueiiiiiiiiiiiiiiiiii e ereerenee 271
Sharing a printer 0N the NEIWOIK ..........ooii e e e e 273
REVIEW QUESHIONS ...ttt e e e e e e ettt e e e e e e s e nate e e e e e e e e e s s e anbtbaeeeaaeeaaannnnneeas 274
REVIEW ANISWE'S ...ttt ettt ettt 5555555tttk sttt ettt e e e e nnnnn e 275
Part Five — Music, Photos, and MOVIEsS..........ccciiiiiieiiii s resssses s ea s s ea s s em s s em s sensnsens 277
Chapter 16 — Playing and Copying MUSIC........cccccouiiiiiiimmmmmniin s ssssss s ssssssss s s sssas 279
=TT a1 To IO o] [=Tex 1)Y= PR 279
INEFOAUCTION ... 279
Playing Music from the Start SCreen ...........ooo i 279
Handing Music-Playing Chores Back t0 WINAOWS..........coiiiiiiiiiiiiia e 282
[T o [F= W P 1= S TP T PP PP PO PP PPPPPPPPPPPPPR 282
Stocking the Windows Media Player LiDrary ... 284
Browsing Windows Media Player’'s LIDIrari©s ............uuuuuuuuiieiiiiiiiiiiiiiiiiiiiiiiesiieeeeeesssessseseeseeeeeeeeeeeeenees 286
Playing Music Files (MP3S and WIMAS) ........coiiii ettt e e e e e e et e e e e e e e e e anneeeeas 288
Controlling Your Now Playing IEMS ......cooiieieie et e e e e e e e e e e 289

L E= YT To 7 B L PRSP 291
PIAYING DVDS ...ttt ettt ettt ettt st £ ettt E ettt e et bttt ettt e s e e e e e nnnnnn e 292
Playing Vide0Ss and TV SROWS ......cceiiiiiiiiiiiii ettt e e e e e e et e e e e e e e e nanseeeaaa e e s e nneenees 292
Creating, Saving, and Editing Playlists .............ooiiiii e 293
Ripping (Copying) CDS t0 YOUr PC ... ..ttt e e e e e e e e e e neneeees 295
Burning (Creating) MUSIC CDS......cccii ittt e e ettt e e e e e e e aeb et e e e e e e s e neaeeeeaaeeeaaaannnnnees 296
REVIEW QUESHIONS ...ttt e e e e e ettt e e e e e e e s s naee e e e e e e e e e s e aanntteeeeaaeeaaannnnnneas 298
REVIEW ANISWE'S ...ttt ettt ettt ettt 555555kttt kst ettt ettt e e n e e e nn e 299
Chapter 17 — Fiddling with Photos (and MOVIES) ..........ccccimriiiiniinnmmmnin s s 300
T T a1 To IO o] [=Tex 1)Y= PRSP 300
INEFOAUCTION ... 300
Dumping a Camera’s Photos into YOUr COMPULET ..........uuuuuuuirieeriieeieeeerseenreeeeenrennneeesreseeeseresreenrnnnnnes 300
Taking Photos with the Camera APP .......cvvvii i 305
Viewing Photos from the Start SCreen ... 306
Viewing Photos from the DEeSKLOP ..........eiiiiiiiiiiiiiee e e e e e e e 309
Browsing your photos from the desktop’s Pictures folder.............uuiiiiiiiiiiiiieee e, 310
VIEWING @ SIIAE SNOW......uiiiiiiiiiiiii ittt bbbttt ettt et bb bbb eenneennnne 312
Copying digital photos t0 @ CD OF DVD.......coiiiiiiiieee et a e eeeeeeeaa e 313
REVIEW QUESTIONS ... ettt ettt e ettt e e e e et e e e ettt e e e ameeeeeeameeeeaaaneeeaeeanseeeaeannneeaeannees 315
REVIEW ANISWEN'S ...ttt ettt ettt ettt 55555555ttt ket ettt et e e e e e e e nn e 316
T BTl o =Y [ o 317
Chapter 18 — The Case of the Broken WINAOW............ccooiiiiiiiiiiiiiiii s s s s 319
=TT g1 To IO o] [=Te1 1)Y= PRSP 319
INEFOAUCTION ... 319
The Magic FiIXes in WINAOWS.........oooiiiiiii 319
Refreshing YOUr COMPULET...........eiiiiiie ettt e e e e e e e e e e e e e e e aaes 319
Remove everything from your COMPULET..........oiiiiiiiiiiiie e e e e e 321
Restoring backups With File HiStOry.........cooioii 323
Windows Keeps Asking Me for PErmiSSION..........cooii i e e 327

| Need to Retrieve Deleted Files. ... 328
My Settings Are MESSEA UD ......uiiiiiie ittt e e e e e e e e et e e e e e e e e e e naaeeeaaaeeeeaaannnenees 329

[ FOrgot MY PaSSWOIQ .......ccoiiiiiiiiiiiiiiiii e 330
My Computer IS FroZen SOlid..........u i it e e e e e e e e e e e e e e s e nnaenes 330
REVIEW QUESHIONS ...ttt e e e e e ekttt e e e e e e e s nate e e e e e e e e e s s aanabseeeeaaeeaaannnnneeas 332

REVIEW ANSWELS ...ttt ettt ettt et e et e e et e e e e e e e e s e e e e e e e s s e e e s easenes s seansrnanns 333



Table of Contents

Chapter 19 — Strange Messages: What You Did Does Not Compute ..........cccccmmmriiinnnisssnnnnnnneinnnnns 335
T T a1 To IO o] [=Tex 1)Y= PRSP 335
INEFOAUCTION ... 335
Could Not Enable File History. The System Cannot Find the Path Specified...............cccccooiiiiii. 335
Do You Want to Allow the Following Program t0 MaKe ...............uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiieeeeeeeeeeeenens 336
Changes t0 ThisS COMPULETT? ..... ...ttt e ettt e e e e e e e e s ae e e e e e e e e e aanrreneeaaaaeeaaanns 336
D0 YOU Want t0 SaVe ChangeS?.......coiieiiiiiiiee ettt e e e e e e ettt e e e e e e s e nnae e e e e e e e e e annnneeees 336
How Do You Want to Open This Type Of File7 ........uuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiesiireseeeeeesseseseesseeeenneeennnnne 337
INSEIMT IMEAIA.....ceiiiiiiiiiiiii 337
Malware Detected: Windows Defender Is Taking ACHON ............uuiiiiiiiiiiieeiee e 338
Removable Disk: Choose What to Do with Removable Drives.............oooooiiiiiiiaiiiiiiiieieee e 339
Sign In with @ MICroSOft ACCOUNL .......oiiiiiiie et e e e e e e e e e e e e e e e e eaes 339
There Is No Email Program Associated to Perform the............oooiiii e 340
RN o [ =TS] (= To 7N 1 o] o [PPSR 340
USB Device NOt RECOGNIZEM .......ooiiiiiiiiiiii ettt e e e e e e e e e e e e s s nneeees 341
WINAOWs SNt ACHIVALEA ..o 341
You Don’t Currently Have Permission to Access This Folder...........ccccccviviiiiiiiice 342
REVIEW QUESTIONS ...ttt ettt e e ettt e e e ettt e e e ettt e e e aaeeeeaeameeeeeaaneeeaeeanseeeaeannneeeeannees 343
REVIEW ANISWEN'S ...ttt ettt ettt ettt 55555555ttt ettt ettt et e e e e e e nn e 344

Chapter 20 — Moving from an Old PC to a New Windows 8.1 PC ............ccciiimmmmninnnssssesnnenennnnns 345
=TT a1 To IO o] [=Tex 1)Y= PRSP 345
INEFOAUCTION ... 345
Choosing How to Transfer Your Old INformation ..............cooiiiiiiiiii e 346
Transferring Information Between TWO PCS ... e 346
REVIEW QUESHIONS ...ttt e e e e et ettt e e e e e e e s e aabe e e e e e e e e e s e e anbtsaeeeaaeesaannnnnneas 350
REVIEW ANISWEN'S ...ttt ettt ettt ettt 55555555ttt ettt ettt et e e e e e e nn e 351

Chapter 21 — Help on the Windows Help System...........cccooiiiiiiiiiiiicici s 352
=TT g1 To IO o] [=Te1 1)Y= PRSP 352
INEFOAUCTION ... 352
Finding Help on the Start SCre@N ... a e 352
Consulting a Program’s Built-In COMPUIETr GUIU ........oieiiiiiiie et e e 353
Finding the Information You Need in WIindows Help .........cccuiiiiiiiiiii e 355
=TT IS0 o] oY o 355
Summoning the Windows TroublE@SNOOLErS ...........coiiiiiiiiiiie e 356
REVIEW QUESHIONS ...ttt e e e e ettt et e e e e e e s e aabe e e e e e e e e e e s e antaseeeeaaeeaaannnneneas 358
REVIEW ANISWEN'S ...ttt ettt ettt ettt 55555555ttt ket ettt et e e e e e e e nn e 359

Part Seven — The Part of TENS........iiiienrr s e 361

Chapter 22 — Ten Things You’ll Hate about Windows 8.1 (And How to Fix Them).........ccccccvrnnneee 363
=TT g1 To IO o] [=Te1 1)Y= PRSP 363
INEFOAUCTION ... 363
| Want to Avoid the Start SCreen! ...... ... e e e e e 363

SKIp the STt SCrEEN........eeeiiie et e e e e s e e e e e e e e e e nnraeeeaaaens 363
Tell desktop programs, not apps, t0 0pen Your fileS.........ooiiiiiiiiiii e 365
Knowing when the Start screen reappears unexpectedly..........ccooeiiiiiiiiiiiiieiee e 365
I Want to Avoid the DesKIOP! ......... e e e e e e e et e e e e e eeeaenanas 365
Windows Makes Me Sign In All the Time.........eeeiiiiii e a e e 366
The Taskbar Keeps DiSApPEAIiNG ........cceeeeiiuiuiiee e et e e e e e e e e e e e eeaa e e e e eaeeeaeannaaaeaaaeeeeennnns 367
| Can’t Line Up Two WIindows 0N the SCIreeN..........ccovviiiiiiiiiiieeeeee e 367
It Won't Let Me Do Something Unless I'm an Administrator! ... 368
| Don’t Know What Version of WIindows 8 | HaVe..........cooiiiiiiiiiiiiieee e 368

My Print Screen Key DOESN't WOrK .......cooiiiiiiiiie e 369



Table of Contents

REVIEW QUESTIONS ... ettt ettt e ettt e e e ettt e e e eaeee e e e amteeeaeameneeaaaneeeeesanseeeeeanneneaeanees 370
REVIEW ANSWETS ...ttt e e e e ettt e e e e e e et ettt e e e e e eeeeetasa e e eeaaeeessnn e e aaaeaeeensnnnaeenn 371
Chapter 23 — Ten or So Tips for Tablet and Laptop OWNErS ...........cccooviiiiiiiiinncisnnssss s 372
T T a1 To IO o] [=Te1 1)Y= PRSP 372
T (e T 0T i) o 1P 372
SWitching t0 AIrplane MOTE...........eeiiiiiee ettt e e e e e e et e e e e e e e e s sneseeeeeaaaeeaanns 372
Connecting to a Wireless Internet NetWOrK...........cooiiiiiiiii e 373
Toggling Your Tablet’'s Screen ROtation .............ooiiiiiiiiiiiiii e 374
Choosing What Happens When You Close Your Laptop’s Lid ........coooeeiiiiiiiiiiiieeeeee e 374
Adjusting to Different LOCAtIONS. ..........uuieiiiieeeeee et e e e e e eea e e s 375
Backing Up Your Laptop Before Traveling............uuuuuuuuuiiiiiiiiiiiiiiiieiiriiieessereseeesseeseeessrererenserenes 376
REVIEW QUESTIONS ... ettt ettt e ettt e e e ettt e e e ettt e e e amteeeeeameeeeeeaneeeaesanseeeeeanneneaeanees 377
REVIEW ANSWETS ...ttt e e e ettt e e e e e e et ettt e e e e e eeeeeaaaa e e e e eaeeeetsan e e eaaaaeennsnnnaeann 378

L€ o =TT 1 379





