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Manage content and app windows

As the name of the Windows 10 operating system indicates, most of the information you
view on your computer is displayed in windows—rectangular content frames. Windows

have common features. Depending on which system or app generates the window,

its controls might look slightly different, but in general, a window has a title bar at the top
that has a title in the middle and window-management buttons on the right side.

Note: When an app or system element is active, its window has a corresponding taskbar
button.

The three buttons on the right end of the title bar are:

®= Minimize: Minimizing a window doesn’t close the file or app in the window, but

closes the window on the screen. You can reopen the window by selecting the
corresponding taskbar button.

= Maximize/Restore: When a window fills only part of the screen, maximizing it

increases it to full-screen size. When a window is maximized, restoring it returns it to
its previous part-screen size.

= Close: Closing a window also closes the file or app that the window contains.

Minimize Restore
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To resize a window

= To manually change only the window height, point to the top or bottom of
the window frame, and when the pointer changes to a double-headed arrow, drag the
arrow up or down.

= To manually change only the window width, point to the left or right side of

the window frame, and when the pointer changes to a double-headed arrow, drag the
arrow left or right.

= To manually change the window size in any direction, point to a corner of
the window frame, and when the pointer changes to a diagonal arrow, drag the
arrow in any direction.

To maximize the height of a window without changing the width

= Point to the top or bottom of the window frame, and when the pointer changes
to a double-headed arrow, double-click.

To maximize a window

= Double-click the window title bar.

= At the right end of the title bar, select the Maximize button.

= Drag the window by its title bar to the top of the screen, and then release it.
= Press Win+Up Arrow to maximize a non-snapped window.

To restore a maximized window

= Double-click the window title bar.

= At the right end of the title bar, select the Restore button.

= Drag the window by its title bar away from the top of the screen, and then release
it.

= Press Win+Down Arrow to restore a non-snapped window.



To minimize the active window

= At the right end of the title bar, select the Minimize button.
= Press Win+Down Arrow to minimize a non-maximized window.

To minimize all windows

" Press Win+M.

To restore minimized windows

= Press Win+Shift+M.

To close a window

= At the right end of the title bar, select the Close button.

Move and arrange windows

Most people have at least a few windows open at the same time. You can move and
arrange windows by dragging them around the screen.

To drag a window

= Press and hold the window title bar by using the primary mouse button, your
finger.
= Move the pointing device until the window is where you want it.

To move a window

= Drag the window by its title bar to the new position.

= Press Win+Left Arrow or Win+Right Arrow to cycle the active window
through the left, right, and center of each screen.



Switching between windows

= |f you have more than one window open at the same time, you can quickly switch
between them by clicking the icon for that window on the taskbar.

Working with the File Explore

File Explorer is a tool used to perform the file management tasks which can display the
contents of your computers such as all the drives, folders, and files that are stored on your
computer.

To open File Explorer, click on the File Explorer icon located in the taskbar.

File Explorer

Alternatively, you can open File Explorer by clicking on the Start button and then clicking
on File Explorer.

File Explorer
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1. Navigation Pane

From the Navigation pane, you can view your computer’s file and folder structure and
access files and folders.

In the Navigation pane is the Quick access area; from the Quick access area, you
can quickly and easily navigate to folders you use regularly. To add (pin) a folder to the
Quick access area, right-click on the folder name and then select Pin to Quick
access from the drop-down menu.

2. Forward and Back buttons: Enables you to go to folders you’ve already

opened. If you go to a different folder, you can choose the Back button to return to
the last folder you accessed.

3. Ribbon: Enables you to perform layout (file), formatting (home), and
sharing (share) tasks, as well as how File Explorer displays your files and folders.



Tasks available to you might differ depending on what folder you select (e.g., Documents
vs Pictures).

To display the Ribbon, click on one of the menu items at the top of File Explorer, or

click on the Expand the Ribbon button (down-pointing arrow) located at the top

right-hand side of File Explorer. e
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4. Address Bar: Enables you to go to a different folder in the same Explorer window.

5. Column headings: Titles of each of the columns displayed in the file and folder

list. You can choose which columns you want to display by adding a column heading or
removing a column heading, as well as changing the order in which those columns are
displayed. Click on a column heading to sort your files and folders by that column (e.g.,
date modified).

6. Search Box: Allows you to search for subfolders, documents, images, programs,
Web pages, and bookmarks in the current folder.

7. File and Folder Listing: Shows you the files and folders in the current folder
(the folder you selected in the Navigation pane).

8. Preview/Details pane: Enables you to quickly preview an item, such as a photo,
without having to open that item. To open the Preview pane (it isn’t open by default),
click on the View menu at the top of File Explorer, then click on the Preview pane
button located at the left-hand side of the Ribbon in the Navigation pane area.

9. Status Bar: Displays information about a selected folder and its contents, such as the
total number of items in the folder, the number of items selected and total file size.



Contains buttons that enable you to quickly switch between thumbnail and detail views
for the items displayed in the current folder.

With Windows 10, if a folder contains subfolders, that folder name will instead have a
small right pointing triangle next to it.

Windows 10 | No triangle next to a folder name means the folder has no subfolders.

=% Network | Right-pointing triangle next to a folder name means that the folder has

subfolders.

v B ThisPC| Down-pointing triangle next to a folder name means that subfolders are

currently displayed for that folder.

To view a folder’s subfolders, click on the right-pointing triangle next to the folder and the
subfolders will be displayed, as shown below.
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Gives you access to the most often used file management commands. The Clipboard
group includes all the standard commands (Copy, Paste, Cut), along with the handy

Copy Path command. Just select a folder or file, click the Copy Path command,
and the current path is copied to the clipboard.
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In the Organize group, you’ll find that the Move To and Copy To commands are
readily accessible. The Delete and Rename commands also live in this group.

e Move To
Select a folder or file, click the Move To command, and select the new
location from the drop down menu that the selected folder or file to move to.

e CopyTo
Select a folder or file, click the Copy To command, and select the new
location from the drop down menu that the selected folder or file to Copy to.

The New group lets you create new folders and files of various types.

e Within File Explorer, select the New folder button. You can also right-click where

you want the folder to appear, then select New > Folder. Type the desired name for
the folder and press Enter.

The Select group offers a set of commands for selecting groups of files and folders.

View Tap

On the View tab you’ll find a host of commands for configuring the way File
Explorer displays files.

In the Panes group, you can configure the Navigation pane and enable or disable the
Preview pane or the Details pane.
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The Layout group sports a live

hover over an option in the gallery, and the file display changes accordingly.

Tiles: Shows icons of each item. Files also show file type and file size.
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Details: Lists and shows information about your files and folders. In this view, folders
show date last modified; files also show file type, file size, and date created.
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0 [@@] Extra large icons & Large icons Medium icans =51 [ Group by - [ item check b
Small icons EE List - ‘;I |]i|Add columns * I:| File name &
3 e = =i Sort
:| E= Tites EE content - h;v P size all columns to fit ] Hidden item
Layout Current view S
Computer Skills » CS Lectures »
Mame Date modified Type Size
Word Copy 12/2/2024 8:54 PM File folder
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List: Shows you the file or folder name and its associated icon.

Small, Medium and Large Icons: show the icons in a small, medium or a larger view

of file and folder icons. The name of the file or folder is displayed. Windows displays a
thumbnail of images.

The Current View group exposes several great commands. The Group By and Sort

By commands give you neat ways to narrow and organize the display of your files so
they’re readily available.
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Explore Windows settings

At some point, you may want to adjust your computer's settings. For example, you

might want to change your desktop background or modify your Internet settings. In
versions of Windows prior to Windows 10, the various settings that controlled the

behavior of the computer were available from Control Panel. Control Panel still exists
in Windows 10, but most of the settings have been moved from Control Panel to a much
simpler interface: the Settings window.

In its default configuration,
e The Settings window displays iconic representations of the 13 categories of
settings.
e Each category icon and name is accompanied by a short list of settings available in

that category, to give you an indication of where to find specific settings that you’re
looking for.

It’s easy to locate a specific setting from the Find A Setting search box at the top of each
page of the Settings window.

Windows Settings

Ef D

¥ o D l )

p - w74 I:._—I'/
System Devices Phone Network & Internet Personalization

Display, notifications Bluetooth, printers, mouse Link your Android, iPhone Wi-Fi, airplane mode, VPN Background, lock screen
power colors

= 2 & ® &

Apps Accounts Time & Language Gaming Ease of Access
Uninstall, defaults, optional Your accounts, email, sync Speech, region, date Game bar, DVR Narrator, magnifier, high
features work, family broadcasting, Game Mode contrast

O - %

Cortana Privacy Update & Security
Cortana language, Location, camera Windows Update, recovery,
permissions, notifications backup
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Features within

The Multitasking pane of

System

3 Display

@ Power & sleep
== Storage
(8 Tablet mode

Multitasking

% Shared experiences

»{  Remote Desktop

@ About

[ Notifications & actions

&1 Projecting to this PC

Active category the category the System settings page

KX SR
&3 Home MUItltaSk|ng
I Find a setting P I Snap

Arrange windows automatically by dragging them to the
sides or corners of the screen

@ o

When | snap a window, automatically size it to fill available
space

@ on
When | snap a window, show what | can snap next to it

@ on

When | resize a snapped window, simultaneously resize any
adjacent snapped window

@@ on

Virtual desktops

On the taskbar, show windows that are open on

Pressing Alt+Tab shows windows that are open on

| Only the desktop I'm using

| Only the desktop I'm using

v|

When you configure settings in the Settings window, your changes are implemented as

soon as you make them; it isn’t necessary to save your changes, and it’s not possible
to undo your changes other than by manually reversing each change.

As previously mentioned, Control Panel still exists and you can configure many of the

less frequently used settings there. The standard Control Panel configuration displays
category names followed by tasks you can perform in the categories.

[E8 Control Panel

s

Add a device

Programs

- v 4 [EH > Control Panel »

Uninstall 2 program

Adjust your computer's settings

System and Security

Review your computer's status
Save backup copies of your files with File History
Backup and Restore (Windows 7)

Network and Internet
View network status and tasks
Choose homegroup and sharing options

Hardware and Sound
View devices and printers

v

View by: Category ~

User Accounts
9 Change account type

35

Appearance and Personalization

X

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

®

Search Control Panel yel

- O X
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[E8 Al Control Panel Items

< ~ 4 [E3 > Control Panel » All Control Panel ltems >

Adjust your computer’s settings

"9 Administrative Tools

Qt BitLocker Drive Encryption
® Date and Time

s Devices and Printers

£ File History

4 HomeGroup

o
7

S Intel® HD Graphics

€2 Language

%% Network and Sharing Center
9 Power Options

e g Region

i Sound

® Sync Center

ﬂ Taskbar and Navigation

‘ Windows Defender Firewall

g AutoPlay

q Color Management

[® Default Programs

9 Ease of Access Center

Flash Player (32-bit)

&= Indexing Options

Q] Internet Options

@ Mail (Microsoft Outlook 2016) (32-bit)
/ Pen and Touch

d Programs and Features

™3 RemoteApp and Desktop Connections
@ Speech Recognition

2 system

[ Troubleshooting

.:‘ Windows To Go

vd Search Control Panel

View by: Small icons ¥

a’ Backup and Restore (Windows 7)
Credential Manager
j.‘l. Device Manager
EJ File Explorer Options
A Fonts
ﬁ Infrared
= Keyboard
O Mouse
=) Phone and Modem
@ Recovery
| od Security and Maintenance
& Storage Spaces
& Tablet PC Settings
33 User Accounts

B Work Folders

To open the Settings application

e Click the Start button, and then on the left side area select the Setting icon.

OR

Press Win+l.

£ Type here to search

Access

Alarms & Clock

Calculator

Calendar

14



To open the Control Panel:

e Type Control Panel in the taskbar Search Box. Then, select the Control Panel

app from the menu.
OR

e In the Start menu app list area, select any index letter. In the alphabetic index,
select W, expand the Windows System folder, and then select Control Panel.

Personalize your Working Environment

One of the things people like to do with their Windows computers is personalize the

user interface to reflect things they like and want to see rather than things that other people
have decided they should see.

To access the Personalization settings:

¢ Right-click anywhere on the desktop.

o Select Personalize from the drop-down menu. The Personalization settings will
appear.

View
Sort by
Refresh

Paste

Paste shortcut

[ Display settings
& Personalize N

Click the buttons in the setting window below to learn more about using the
Personalization settings.
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Background

Background

| Picture v I

Choose your picture

Configure the Start menu

Changing the Start menu configuration is a simple one-step process. For example,
when you turn the full-screen setting on or off, the change takes place immediately. It isn’t
necessary to sign out of Windows or restart your computer to implement it.

To Resize the Start Menu

e Drag the top border of the Start menu up or down to increase or decrease its
height.

e Drag the right border of the Start menu right or left to increase or decrease its
width.

You can change to the full-size Start screen or revert to the default Start menu size,

and configure other Start menu settings, from the Start settings pane on the
Personalization page in the Settings window.
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% Home Start

| Find a setting pe I Show more tiles on Start
@ off

Show app list in Start menu
B Background @ on

Personalization

Show recently added apps
@ on
Show most used apps
Themes @ off
Occasionally show suggestions in Start
@ on
= Taskbar Use Start full screen
@ off
Show recently opened items in Jump Lists on Start or the taskbar

@ on

Choose which folders appear on Start

(5]

Colors

Lock screen

] 4

il

Start

To switch between the default Start menu and full-size Start screen

1. Open the Settings window by selecting Start and then Settings or pressing Win+l.

2. Select Personalization, and then on the Personalization page, select Start.
3. Inthe Start settings pane, select Use Start full screen.
4. Select the Start button to test the setting.

To remove the app list from the Start menu

1. Display the Start pane of the Personalization settings page.
2. Turn off Show app list in Start menu.
3. Select the Start button to test the setting.
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Pinning and unpinning Apps

To add (pin) a tile to the Start menu:

1. Click the Start button, and then find the desired app from the list.

2. Right-click the app, then select Pin to Start. In this example, we'll pin the
Calculator app.

The app will be pinned to the Start menu.

) PowerPoint

D Microsoft Edge

a
@ 3D Viewer

A

g

A Access

9 Alarms & Clock
C

—
§#" Calculator

3 Pin to Start k

328 Calendar

 Camera

Cortana

Feedback Hub

£ Type here to search

Life at a glance

See all your mail in one place

et

Calendar

Photos

>

Movies & TV

To delete (unpin) atile from the start menu:

Y
PowerPoint
N

OneNote for...

Play and explore

&

Xbox Console...

adl

¥

Sticky Notes

Microsoft Store

p

Publisher

Right-click the desired tile, then selecting Unpin from Start.

4}

Solitaire

Office
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3] PowerPoint See all your mail in one place

» o
™ Microsoft Edge it @ @ E
i

Calendar

]
@ 3D Viewer

A

Fe
4

AT Access Photos Microsoft Store  Solitaire

e Alarms & Clock
- .
i 5 Y r 5 ]
c > P

Calculato Weather Movies & TV PowerPoint Sticky Notes Publisher
alculy’ r

gis¢ Calendar

X

f& Unpin from Start k

! Camera

Cortana

ﬂ

2 Feedback Hub Microsoft Edge | Calculator

£ Type here to search H ﬁ -

Set the desktop background and system
colors

To set one desktop background image
1. Open the Settings window, select Personalization, and then on the
Personalization settings page, select Background.

2. In the Background settings pane, select the Background list and then Picture.
3. In the Choose your picture area, do either of the following:

e Select a thumbnail to select a Windows 10 image or a previously selected picture.
e Select Browse. In the Open dialog box, browse to and select the image you
want to use. Then select Choose picture.

4. In the Choose a fit list, select Fill, Fit, Stretch, Tile, Center, or Span to
indicate the way you want to position the image.
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Or

1. Start the Photos app.

2. Locate and select the photo that you want to display as the desktop background.

3. At the right end of the Photos menu bar, select See more (...) > Set as > Set as
background.

@ Share Egj Print

Slideshow
Open with
Set as lock screen Copy
Set as background B Set as

Set as Photos tile View actual size

N S File info

Send feedback

To display a series of desktop background images

. Place the images you want to display into one folder.
. Display the Background pane of the Personalization settings page.

1

2

3. In the Background list, select Slideshow.

4. If you want to use a folder other than the one shown in the Choose albums for your
slideshow area (by default, this is your Pictures folder), select Browse. In the Select

Folder dialog box, browse to and select the folder of images you want to use.
Then select Choose this folder.
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5. If you want the background image to change more or less frequently than the

default of every 30 minutes, expand the Change picture every list and then select
1 minute, 10 minutes, 1 hour, 6 hours, or 1 day.

6. If you want to display the folder contents in a random order, turn on Shuffle.

7. In the Choose a fit list, select Fill, Fit, Stretch, Tile, Center, or Span to
indicate the way you want to position the images. Consider that image sizes in the

slideshow might vary.

To set a standard desktop background color

1. Display the Background pane of the Personalization settings page.

2. In the Background list, select Solid color to display the color grid. An outline
and check mark indicate the current background color.

3. Inthe color grid, select the color swatch you want to use.

To Change the Font Size

If you have difficulty seeing the text on your computer, you can increase the font size.
Increasing the font size will also increase the size of icons and other items on your

desktop.

1. Open the Settings app, and then select System.

Settings

Windows Settings

g System [}

Display, sound, notifications,
power

EI Phone
Link your Android, iPhone

Personalization

N

Background, lock screen, colors

i) Devices

Bluetooth, printers, mouse

Network & Internet
Wi-Fi, airplane mode, VPN

Apps
Uninstall, defaults, optional
features
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The Display options will appear. Use the drop-down arrow to scale up or down the

size. Note that a larger size may interfere with the way some items appear on the

screen.
3. Once you've made your selection, the changes will take effect.

Display

Find a setting

Scale and layout

Change the size of text, apps, and other items

| 200% (Recommended) N

Advanced scaling settings

Display resolution

| 2414 x 1600 (Recommended) v |
Display orientation
Multiple displays
[EH Control Panel
& = ~ 4 E> Control Panel
Adjust your computer’s settings View by: Cateq
‘ :'»sztem and Security User Accounts
iew your computer’s status
Save backup copies of your files with File History O Comnge acconsitlyps
Backup and Restore (Windows 7) S g
Appearance and Personalization
Q Network and Internet
View network status and tasks Clock and Region
Hardware and Sound Change date, time, or number formats
oo @ cemtcksonm
Adjust mobility setti indows suggest settings
SR Lo Optimize visual display
Programs

Uninstall a program
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How to set up a new printer

Trying to get your new printer up and running? Here are the basic steps you'll follow
to set up almost any printer

1. Plug in the printer's power cable and make sure it's turned on.

2. Connect the included cable (usually a USB cable) from the printer to the computer.
Note: The process will be different if you're using a wireless printer.

=

3. Open the Control Panel, and then select devices and printers.
4. Select the option Add a printer from devices and printer, then follow the
Instructions that appear.
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E_E Hardware and Sound

Add a device Add a printer

Start the Add Printer Wizard, which

~ Devices (1) helps you install a printer

@
DESKTOP-GALQK
EP

~ Printers (7)

K

@

=2 7 = b _

@ @

Brother Canon LEP2500 Fax Microsoft Print Microsoft XPS OneMote for PDFill
DCP-T320W to PDF Docurment Writer Windows 10 PDF&Image
Writer

« v P EET] » Control Panel » Hardware and Sound » v O
Control Panel H - c
ot ranstRome ? Devices and Printers
System and Security W Add adevice | Advanced printer setup Mouse G Device Manager
Change Windows To Go startup options
Network and Internet
# Hardware and Sound @ Auto Play . . .
Change default settings for media or devices | Play CDs or other media automatically
Programs
User Accounts 9 Sound
e Adjust system volume | Change system sounds | Manage audic devices
Appearance and
Personalization \[Q Power Optigns
Clock and Region Change battery settings | Change what the power buttons do | Change when the computer sleeps
Ease of Access Choose a power plan Edit power plan
Y3, Windows Mability Center
* Adjust commonly used mobility settings | Adjust settings before giving a presentation
s Devices and Printers
« v 4 F= » Control Panel > Hardware and Sound » Devices and Printers » ~ O

5. Now it's to printing something! For example, you could try printing any page, click
File > Print from your page, or simply press Ctrl+P on your keyboard.

6. A dialog box will appear. Locate and select the printer name from the list, then click

Print.

@ Print
General Options
Select Printer

= Fax
= HP Color LaserJet 3800

o

= Microsoft Print to PDF
= Microsoft XPS Documen

7@ Lexmark MX310dn

i1 Print as a PDF

<

Status: Ready
Location:

Comment:

Page Range
@ Al

Selection Current Page
O Pages

Enter either a single page number or a single
page range. For example, 5-12

>

Prntto file | Preferences |

Number of copies: [1 3]

Collate (53] L3
2R 428

[ Print

] [ cance | | Aoy

X
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To search on the printer driver from Google
We must write printer name in the browser as shown below:

In the example below, we're searching for canon M X920

GO g|e canon mx920 driver windows 10 X y & Q

Al Videos Images News Web Maps Books i More Tools

- Canon Asia
https://asia.canon : support 3 a

MX920 series MP Drivers Ver.1.01 (Windows)

Oct 15, 2021 — This file is a driver for Canon |J multifunction printers. You can install the
following items of the software: MP Drivers: The driver for Canon |J

.., Canon Singapore
https://sg.canon » support & a

MX920 series XPS Printer Driver Ver. 5.65 (Windows)

Oct 15, 2021 — This file is a printer driver for Canon |J printers. XPS printer drivers support 16-
bpc printing, which enables more smooth gradation printing than the current ...

Understanding user accounts

We store personal and business information on computer, and use them to access financial
and social information online. That information might be protected by a password, but the
password could easily be accessible to any other person who is using your computer. To
protect your privacy and the integrity of your information, it is important to control who
can sign in to your computer, and what they can do when they’re signed in.

Windows 10 requires at least one user account. You specify that account when you’re
completing the installation processes, or the first time the computer starts after Windows
10 has been installed. Windows 10 designates this first account as an Administrator
account so that the account can be used to manage the computer.

Each user account is either:

1. A Microsoft account, which is any email address that has been registered with
the Microsoft account service.
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2. A local account that exists only on a single computer and is not associated with a
specific email address.

You can use your Microsoft account to sign in to multiple computers, websites, and
services by using the same email address and password. By signing in with your Microsoft
account credentials, you can share settings and files among all your devices. Any device
you sign in to with this account has access to the same settings and information. Signing in
with a local account places limits on the applications you can purchase or download from
the Store.

Every user account is also classified as either:

1. An Administrator account: Administrator accounts are special accounts that are
used for making changes to system settings or managing other people's accounts. They
have full access to every setting on the computer. Every computer will have at least one
Administrator account, and if you're the owner you should already have a password to
this account.

2. A Standard User account: Standard accounts are the basic accounts you use for

normal everyday tasks. As a Standard user, you can do just about anything you would
need to do, such as running software or personalizing your desktop.

Generally, it's safer to be signed in to a Standard account than an Administrator account. If
you're logged in as an Administrator, it may actually make it easier for an unauthorized
user to make changes to your computer. Therefore, you may want to create a Standard
account for yourself, even if you're not sharing the computer with anyone. You'll still be
able to make Administrator-level changes; you'll just need to provide your Administrator
password when making these changes.

User Account Control

User Account Control (UAC) protects your computer from changes to Windows system
settings by requiring that an administrator expressly permit certain types of changes. Each
area of the Windows interface that requires administrator permission is labeled with a
security icon. When you attempt to access or change protected Windows settings, a User
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Account Control message box appears, asking for confirmation that Windows should
continue the operation. The message box varies depending on your account and the action

User Account Control X

Do you want to allow this app to make
changes to your device?

G UserAccountControlSettings

Verified publisher: Microsoft Windows

Show more details

Yes No

Adding and managing user accounts

The process for adding and managing user accounts is quite different for each version of
Windows.

To add a new user (with a Microsoft account):

1. Open the Settings app, and then select Accounts.

Settings

£52  SETTINGS | Fina a setting 2]

©
System Devices Network & Internet
Display, notifications, Bluetooth, printers, Wi-Fi, airplane mode,
apps, power mouse VPN
=4 2 =
Personalization Accounts Time & language
Background, lock Your account, sync Speech, region, date
screen, colors settings, work, family

e = O

Ease of Access Privacy

Update & security
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2. Select Family & other users.

someone else to this PC.
€ Settings
€53 ACCOUNTS
Your account
Sign-in options
Work access
Family & other users

Sync your settings

Scroll down to the Other Users section, then choose Add

| Find a setting

ko)

Add a family member
+ Y

Other users

Allow people who are not part of your family to sign
in with their own accounts. This won't add them to
your family.

+ Add someone else to this PC

3. If the new user already has a Microsoft account, enter the associated email address, and

then click Next.

How will this person sign in?

Enter the email address of the person you want to add. If they use Xbox Live,
QOutlook.com, Windows, or OneDrive, enter the email address they use to sign in.

javer.flors&38@gmail.com

T Pt

Privacy statement

The person | want to add doesn't have an email address

Mext Cancel
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4. The user can then sign in to the computer with his or her Microsoft account
information. Note that it may take several minutes to configure a user's settings when
logging in with a Microsoft account for the first time.

To add a new local user (without a Microsoft account):

1. From the Account settings, click Add someone else to this PC.

2. Select, The person | want to add doesn't have an email address
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3. The account creation screen will appear. Select Add a user without a Microsoft
account.

4. Enter an account name, and then type the desired password. It's important to choose a
strong password—in other words, one that is easy to remember but difficult for others
to guess. When you're finished, click Next.

5. The local user can then sign in to the
computer with this account.
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