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Is Windows 11 Worth It?

» According to , Windows 10 will lose support
for future feature and security updates on October 14, 2025. After that date,
any business, regardless of size, will incur a significant risk of liability for using
Windows 10. With that in mind, upgrading to Windows 11 is obviously
necessary and entirely worth the time and effort.

» Windows 11 is designed to take advantage of the latest in both hardware and
software security protocols, something Windows 10 is not able to do. These
security measures help the operating system fend off various cyberattacks and
malware including software viruses and ransomware. Because Windows 11 is
a free upgrade to Windows 10, for most businesses and individuals there is
little reason not to upgrade.


https://learn.microsoft.com/en-us/lifecycle/products/windows-10-home-and-pro

Windows Security

In Settings, click Privacy & Security
Click Windows Security

Make sure all protection areas have a green check

vV Vv Vv Vv

If you install any third-party anti-virus software,
Virus & threat Protection will be
“unchecked”

» No longer need
any anti-virus software

Privacy & security > Windows Security

Windows Security is your home to view and manage the security and
health of your device.

Open Windows Security

Protection areas

G Virus & threat protection
Mo actions needed

Q Account protection
Mo actions needed

((B Firewall & network protection
Mo actions needed

— App & browser contro
-
Mo actions needed

g Device security
Mo actions needed




Minimum Requirements for Windows 11

To install or upgrade to Windows 11, devices must meet the following minimum
hardware requirements:

* Processor: 1gigahertz (GHz) or faster with two or more cores on a compatible 64-bit
processor or system on a chip (SoC).

* Memory: 4 gigabytes (GB) or greater.

« Storage: 64 GB or greater available disk space.

Recommendation for Buying a new PC with Windows | |
» Processor (CPU —“Brains”) — Intel CORE i7

» Memory — 8 gigabytes

» Storage — 512 gigabytes



Checking Specs on Old Computers

» In Settings — search for ABOUT to view the specs of your computer.

Settings

&

Q

Gail Weiss
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My Microsoft account

System
Display, sound, notifications,

Prower

Personalization

Background, lock screen, colors

Gaming
Kbox Game Bar, captures, Game
Maode

Update & Security
Windows Update, recavery,
backup

o 7

OneDrive Windows Update
Manage Attention needed
| aboull X
(D About your PC
Devi See n_c you have a 32-bit or 64-bit version
of Windows .
Bluet , iIPhone
= Taskbar notification area
Hear advanced information about controls
App 2 : A
Unine when navigating ail. syne
featu
= Learn more about news and interests on
the taskbar
Ease
[‘Ji”‘ Show all results risstons

e

Rewards

Sign In

&

Web browsing
Restcre
recommended

Network & Internet

Wi-Fi, airplane mode, VBN

Time & Language

Speech, region, date

Privacy

Location, camera, microphone
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About Command

CanView PC Specs

About

Your PC is monitored and protected.

See details in Windows Security

Device specifications

23-d050xt

Device name

Processor

Installed RAM
Device ID
Product ID
System type

Pen and touch

PCWeiss

ntel(R) Core(TM) i5-3330S CPU @ 2.70GHz 2.70
GHz

6.00 GB (5.87 GB usable)
999A3F94-2D02-417F-B401-C1A3TBFAC4SA
00326-10000-00000-AAT63

64-bit operating system, x64-based processor

Touch support with 10 touch points




Check Windows Update — PC Health Check

» In Settings, search WINDOWS UPDATE to check minimum requirements

L Settings
{it Home

Update & Security

=~ Windows Update
™ Delivery Optimization

w Windows Security

Windows Update

Optional quality update available

2025-07 Cumulative Update Preview for Windows 10 Version 22H2 for x64-
based Systems (KB5062649)

Download and install  View all optional updates

This PC doesn't currently
meet the minimum system

= [ ] . Get PC Health Check X
T Backup requirements to run
Windows 11
& Troubleshoot Get the details and see if there are
things you can do in the PC Health
&% Recovery Check app.
) Activation

(@ Gethelp

-~
-

Give feedback

d

X




New Settings



New Settings

» Search for “settings” from the Taskbar
. . & @ Work  Apps  Documents Web Settings  Peo| B G
» Click the Settings Icon

Best match

» Pin to Start or Taskbar & @

Search work and web Settings
System

Q setting - See work and web results >

Q Settings - Component of Microsoft o 7 Open

Windows
3R Unpin from Start
i >

© CEEITEE I s Pin to taskbar

Q settings app > €3 App settings

Q. settings display >

Q, setting up a brokerage account >
Apps

[ﬂs HP Privacy Settings >

[ Device Settings >

I8 Camera >

Settings (8+)

This PC - Documents (14+)

E

Taskbar




Finding a Setting

» Click Find a setting and enter the
setting you are looking for.

Find a setting

|/\

B \ ¢ ©

@ (o

Home

System

Bluetooth & devices

Metwork & internet

Personalization

Apps

Accounts

Time & language

¥ Gaming

X
9
®

Accessibility
Privacy & security

Windows Update




New Start Button Layout



New Start Menu

» Click Windows icon

» lcons appear similar to
Smart Phone

» Recommended — Most
Recent Files Used

[ 1

Q. Search for apps, settings, a

Pinned

C

Edge

Microsoft Store

Spotify

Word

Photos

Disney+

Recommended

w Outlook (new)
new| Recently added

@ Screenshot 2024-05-14 093926.png
2m ago

@ Screenshot 2024-05-14 092947.png
12m ago

Gail Weiss

na documents

All apps >
Excel PowerPoint Mail Calendar
& 6 A
Settings Microsoft 365 Solitaire & Adobe Express
(Office) Casual Games
"" - .
O = | =
Xbox Microsoft Prime Video TikTok
Clipchamp
More >

Screenshot 2024-05-14 094105.png
58s ago

Screenshot 2024-05-14 093501.png
7m ago

CX

Screenshot 2024-05-14 092850.png
13m ago
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New Start Button Layout (Settings)

» In Windows 11, the newly centered Start button uses the cloud and
to show recent files.

» Settings - Personalization - Start

Personalization > Start
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https://click.linksynergy.com/fs-bin/click?id=dQLmXUhvkMU&offerid=817940.6&type=3&subid=0
https://click.linksynergy.com/fs-bin/click?id=dQLmXUhvkMU&offerid=817940.6&type=3&subid=0

Applications

List of Apps & Uninstalling Apps



Applications Pinned to Start Button

» Most used applications will be pinned
to Start Button & @ =
. All
» Click All from Start Button
Most used

to view all applications on Computer

@ Google Chrome

[' Excel
. . . ['.I Word
» Most used applications listed first o e
and then in alphabetical order
m PowerPoint
A
[' Access
Acrobat Reader
Adobe Acrobat



Options for Applications

» Right-mouse click on an application listed and choose to:
Pin to Start
Pin to Taskbar
Uninstall the Application

M
[' Access _
S? Pin to Start
Accessibility More > <2 Pin to taskbar
Acrobat Reader [ Uninstall ® Run as administrator
Open file location
Adobe Acrobat @ P



Personalization



Personalization — Setting Up Your Own

Pre fe rences Personalization

Select a theme to apply

» Click Settings - Personalization

» List of options to
personalized your
desktop

@ Background

Background image, color, slideshow

Colors

Accent color, transparency effects, color theme

/ Themes
Install, create, manage

Dynamic Lighting

Connected devices, effects, app settings

Q Lock screen
Lock screen images, apps, animations

Text input

Touch keyboard, voice typing, emoji and more, input methed editor

Start

Recent apps and items, felders

g Taskbar

Taskbar behaviors, system pins

% Fonts

Install, manage

= Device usage

=@ selectall the ways you plan to use your device to get personalized tips, ads, and recommendations within Microsoft experiences.




Personalization - Background

» Options for Desktop Background

Personalization > Background

 S——

Pict
@ Back up your Pictures folder to automatically back up your background image. e

Solid color

'.EI Personalize your background

A picture background applies to your current desktop. Sclid coler or slideshow backgrounds apply to all your desktops.

| Slideshow

Windows spotlight

20



Background - Picture

» Select Picture
» Chose a Recent Image
or

» Click Browse photos
to add a photo to your
desktop

21

Personalization > Background

—

© Back up your Pictures folder to automatically back up your background image.

Start backup X




Background - Slideshow

» Select Slideshow

Personalization > Background

» Click on Browse

» Select the folder
that contains your
photos

© Back up your Pictures folder to automatically back up your background image. Start backup

@ Personalize your background Slideshow . ~
A picture background applies to your current desktop. Solid color or slideshow backgrounds apply to all your desktops.

} S e I eCt h OW Ofte n Choose a picture album for a slideshow Bromee
the pictures change

Change picture every

10 minutes v

Shuffle the picture order - )

Let slideshow run even if I'm on battery power - )

Choose a fit for your desktop image Fill =

Related settings

D Contrast themes N

Color themes for low vision, light sensitivity

22



Background - Color

23

» Select Solid Color

» Choose a background color

Personalization > Background

 —

@ Back up your Pictures folder ta automatically back up your background image.

B Personalize your background

@ The ThemeC folder isn't supported because of its location. Please choose another folder.

Choose your background color

Custom colors

A picture background applies to your current desktop. Solid color or slideshow backgrounds apply to all your desktops.

Start backup X

Solid color w ~

View colors
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Storage — One Drive



Settings — Home - Cloud Storage

» You can use OneDrive (Microsoft) to backup your files
» Select Settings — Home — Cloud Storage - PC backup

25

Cloud storage

With available storage, you can back up files or send and receive emai
on Qutloak.

2.8 GB used of 5 GB (56%)

&S PC backup Partially backed up (7

5:@3 Manage cloud storage >

Let's back up your PC

We'll back up your info in the cloud and automatically keep it up to date. Have peace
of mind knowing it's always protected, even if something happens to this PC.
Privacy Statement

DESKTOP-80ASHM3
HP ENVY x360 Convertible 15m-es0xxx
Last backup: April 6, 2024

=) Folders
Back up files, documents, and photos to OneDrive

=) Apps v

Remember installed apps and pinned app preferences

& Settings

Remember Windows settings and preferences

P Credentials

Remember Accounts, WiFi networks and other passwords

Storage estimate

e




Home - Cloud Storage — Manage cloud storage

» Select Settings = Home — Manage cloud storage

Microsoft storage

This includes files, photos, attachments, and more acros®your Microsoft 28GB/5GB v
account
EE  Microsoft 365 Family ~

Premium productivity apps, OneDrive cloud storage, and more

Try Microsoft 365 for free

Share with up to 5 others. Each person gets the latest

premium Microsoft 365 apps, 1 TB of cloud storage, and

more.
Microsoft storage
This includes files, photos, attachments, and more acress your Microsoft 28GB/5GB  ~

Try for free Learn more account
W
56% used

Total used L]

‘ G m 2.8 GBISGB 0 onenrive 28GB (3
Get more storage I outlook (attachments) 0@

26



All MS Office Apps — Default to One Drive

» Word, Excel, PowerPoint, Outlook, etc.
(@ s

@ Save As
H .
() Home [= OneDrive - Personal
Recent
D New | Enter file name here

| Word Document (*.docx) -

=~ Open

. OneDrive - Personal

gmweiss5@gmail.com

Get Add-ins

More options...

@ Save As
H .
[ @ Recent [~ OneDrive - Personal
D New “Enterf e name here |

| Excel Workbook (*xlsx) v

= Open (=
- J
. OneDrive - Personal
gmweiss5@gmail.com
Get Add-ins More options... m
e

27



MS Office Applications — Saving Files to Computer

» If you want to save your files to the computer’s hard drive (C:\) instead of the
One Dirive:

» In the application, select File = Options - Save
» Check Save to Computer by default
» Change the Default to the  veeoner X

o General [ ] : C
. d rlve | Customize how documents are saved.
[ ] D
isplay
Proofing Save Documents
Copilat —~
opre AutoSave files stored in the Cloud by default in Word (U
Save Save files in this format: | ‘Word Document (*.docx)
Language Save AutoRecover information every | 10 :l minutes
Accessibility Keep the last AutoRecovered version if | close without saving
Advanced AutoRecover file location: | ChUsers\SCSCOVAppData\Roaming\Microsoft\Word, | | Browse..,

[] Don't show the Backstage when opening or saving files with keyboard shortcuts

Customize Ribbon ) Lo adclitional mlace

Quick Access Toolbar Save to Computer by default

Default local file location: | C\Users\SCSCC\Desktoph

Add-ins

Default personal templates location: |

Trust Center

28



One Drive Access for File Explorer

» Go to File Explorer

» Click “Your Name” - Personal
+
Tl Sort ~ = View ~ s
()] Name ~  Status Date modified Type Size

Attachments & 4/30/2021 12:10 PM File folder
Documents & 2/23/2024 457 PM File folder
Music & 4/30/2021 1210 PM File folder

B Pictures (e} 5/7/2021 637 PM File folder
Public G A 4/30/2021 12:10 PM File folder

A" Personal Vault 5/25/2024 12:52 PM Shortcut 2KB

29
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Voice Activation



Voice Activated Navigation

» When enabled, the Windows 11 voice activated
navigation system allows users to choose which button to
click, move the cursor to specific areas on the screen, cut
and paste from the clipboard, and otherwise navigate and
input information into the system as if it were typed from
the keyboard.

» The Windows 11 voice activated navigation system is part
of the system accessibility features, but it is a powerful
tool that just about everyone will find useful at one time
or another.

31



Setting Up Voice Assess

32

Figure A
& Settings
R Mark Kaelin
marki@markwkaelin.com
Find a settlljg

System

© B

Bluetooth & devices

Network & internet

Personalization

B\ ¢

Apps

Accounts

o

Time & language

"‘

Gaming

| K Accessibility

W Privacy & security

@ Windows Update

Accessibility

0 Contrast themes

Color themes for low vision, light sensitivity

[ﬂ Marrator

Voice, verbosity, keyboard, braille
Hearing

E]l)) Audio

Mono audio, audio notifications

Captions

Styles, live captions

Interaction

Speech

Voice access, voice piing, Windows Speech Recognition

Keyboard

Sticky, Filter, and Toggle keys, on-screen keyboard

[I] Maouse

Mouse keys, speed, acceleration

Eye control

)

Image: Mark Kaelin/TechRepublic




Voice Access (Settings)

Figure B

| &  Settings Welcome to voice access X
A speech model will be downloaded to
allow voice access to understand you.

’Q\ Mark Kaelin |
mark@markwkaefin.com By selecting Download, you agree to the
| local processing of voice data. Your data 8
| isn't shared to the cloud.

Find a setting =3

Maore about voice access

Microsoft Privacy Statement Sract with
B System =~ your PC and dictate text. currently available in English

(United States)
£ Bluetooth & devices
[ Start voice access after you sign in to your PC

W Network & internet =
4 Personalization Related links  Learn more about voice access
B Apps
; Accounits Other voice command options
P Time & language Voice typing

\g} Dictate text with your voice. Press the Windows logo key B + H or select the mic button 4 on the
& Gami touch keyboard to dictate text anytime you're in a text box.

aming
| t Accessibility Windows Speech Recognition %
= at
E,” Classic voice command feature to help you interact with off @ ) ~
2 4 your PC and dictate text. available in multiple languages

J  Privacy & security
@ Windows Update Press the Windows logo key 38 + Ctrl + 5 to tum speech recognition on or off

Related links  Learn more about Windows Speech Recognition

L/



Voice Access

Figure C

& Vwice ancess guide = O bt
-
Work with menus and options Practice here by customizing your animal friend |
Voice access helps you interact with buttons, menus, and other options. To
learmn how, try the steps below in order,
e e e al-after-apa e a Animal friend Size
e Cat - i
Try saying “show numbers here” to place number labels on the background
color options. You can also use this command with any of the controls that
you want to interact with, Background color
1 | B
|
"] Add shacow @ ) Picture border
L

Tat4 < -



Voice Access Commands

35

Figure D

Voice access commands

Open this list any time by saying “what can | say”, Replace placeholder text (For example, “entity” with

“paragraph’] to form your voice command. For more information or to print, refer the woice access help

article,

Manage voice access & mic

Voice access wake up/sleep
Turm off microphone

Turn off voice access

What can | say

Open voice access settings
Open voice access help
Open voice access guide
Command mode

Diictation mode

Default mode

Interact with controls

Click/Tap <item name:

Double click <item name:
Scrall <scroll direction>

Start scrolling <scroll direction=
Stop scralling

Mowve to <item name:

Crmiin

oo rren s B Al L7

Interact with Apps

Open/Close <app name»

Switch to/Go to <app name>
Maximize/Minimize window
Restore window

Show task switcher

Go to deskiop

Search on <search engine> for <x=
Snap window ta <directions

* "% is the search query

* "search engine” can be Bing/Google/Moutube
* “diraction” is left/right/top-left/top-right/
hottom-left/battam-right

Interact with overlays

ShowHide numbers
Show numbers <scopes

Click/Right click <number>
- S P P
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