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Windows & Sizing

SnapWindows



System — Multitasking — Snap Windows

» Click System — Multitasking

» Click the down arrow to the right of the On Switch to
view options

System > Multitasking

B

Snap windows
Snap windows to automatically resize and arrange them into layouts

When | snap a window, suggest what | can snap next to it

Show snap layouts when | hover over a window's maximize button

Show snap layouts when | drag a2 window to the top of my screen

Show my snapped windows when | hover over taskbar apps, in Task View, and when | press Alt+Tab

When | drag a window, let me snap it without dragging all the way to the screen edge




Snap Feature — Viewing Multiple Windows

» Open Multiple Applications

» Drag one window to the top of the screen to view snap
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» Hover over the Maximize icon | I | EI |
(upper right) | |
» Select a layout to view multiple
opened windows
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Sizing The Screen

» While surfing the net, to increase the screen size, press
the Ctrl Key and the Plus Sign

» To decrease the screen size, press the Ctrl Key and the
Minus Sign

» Using Google Chrome — Click Menu in the upper rigb

corner select Zoom and select a i _
percentage -

» Most applications have a Zoom :
feature in the View Menu R :
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Task Bar Settings



Personalization — Taskbar Items

» The following items are all on by default in the Taskbar:
Search Box
Task view
Widgets (temperature, MSN news, etc.)

Personalization > Taskbar

Taskbar items
Show or hide buttons that appear on the taskbar

Q Search Search box v
L Task view On o
(H Widgets On Q




Personalization - Taskbar — Task View

» Click the Task View icon from the Taskbar to view all open
applications.

‘= Q Search o E CT E' =

» Press the Esc Key to return to the application you last

had opened or click on one of the opened application to
switch to.




Personalization - Taskbar - Widgets On

» Click the Widgets icon in the lower left corner. | ® 2,

» Click the plus sign to edit the Widgets.

. 3 ® o
» Select a widget and click Pin % Pin
L]
Good afternoon Pin widgets
| . Family Safety
Focus session
1‘ Instant Play
E Outlook Calendar
§ Traffic incidents
Roadwork from Boulder Hwy to I- i Phone Link
515 N.
e \b . @ Photos
4 .’1;2' Sports
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X&Desemln & Spotify
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& Weather
i Find more widgets




Personalization - Toolbar — Widgets Off

» If you don’t want to view any widgets, you can turn this
feature off (Personalization —Toolbar).

[H Widgets of @ )




Task Bar Labels

» In Settings, select Personalization — Taskbar

» Scroll down to Taskbar behaviors

» Click the down arrow next to Combine taskbar
buttons and hide labels

» Select Never

Personalization > Taskbar

Taskbar behaviors
Taskbar alignment, badging, automatically hide, and multiple displays

Taskbar alignment

Optimize taskbar for touch interactions when this device is used as a tablet

When automatically hide the taskbar is also selected, touch-optimized taskbar will show instead

\:\ Automatically hide the taskbar
Show badges on taskbar apps
Show flashing on taskbar apps

Show my taskbar on all displays

When using multiple displays, show my taskbar apps on

Share any window from my taskbar

Select the far corner of the taskbar to show the desktop

Combine taskbar buttons and hide labels

Combine taskbar buttons and hide labels on other taskbars

Show smaller taskbar buttons

Center 7

All taskbars v

| Always
When taskbar is full

Never

When taskbar is full ~




Task Bar Labels

Personalization > Taskbar

Taskbar behaviors
Taskbar alignment, badging, automatically hide, and multiple displays

Taskbar alignment

Optimize taskbar for touch interactions when this device is used as a tablet

When automatically hide the taskbar is also selected, touch-optimized taskbar will show instead

D Automatically hide the taskbar

Show badges on taskbar apps

Show flashing on taskbar apps

Show my taskbar on all displays

When using multiple displays, show my taskbar apps on
Share any window from my taskbar

Select the far corner of the taskbar to show the desktop
Combine taskbar buttons and hide labels

Combine taskbar buttons and hide labels on other taskbars

Show smaller taskbar buttons

Center v

All taskbars v

| Always

When taskbar is full

Never

When taskbar is full  ~




Task Bar Labels

» Labels will appear in Task Bar for all open applications

L 'j Windows 11 g G m New Featunm '_j.a % Windows 11 % Windows 11 9 l' @ Setting




Storage

One Drive and Hard Drive (C:\)



Settings — Home - Cloud Storage

» You can use OneDrive (Microsoft) to backup your files

» Select Settings — Home — Cloud Storage - PC backup

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

Cloud storage

DESKTOP-80A9HM3
HP ENVY x360 Convertible 15m-esOxxx
Last backup: April 6, 2024

VAT

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

on Qutlook.

2.8 GB used of 5 GB (56%) gy Folders

Back up files, documents, and photos to OneDrive

P Apps .

Remember installed apps and pinned app preferences

&> PC backup Partially backed up (2 & Setings

Remember Windows settings and preferences

o Credentials
i‘?—,@ Ma nage c loud stora ge 3 Remember Accounts, WiFi netwarks and other passwards

Storage estimate

s




Home - Cloud Storage — Manage cloud storage

» Select Settings — Home — Manage cloud storage

Microsoft storage
This includes files, photos, attachments, and more acrosyour 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.
Try for free Learn more Microsoft storage
&> This includes files, photos, attachments, and more across your Micrasoft 28GB/5GB  ~
56% used
‘ Total used O
2.8 GB /5GB 0 cnebrive 28Ge 2
Get more storage § outlook (Attachments) 0@




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

Personal | Word Document (*.docx)

=~ Open

. OneDrive - Personal

gmweiss5@gmail.com

Get Add-ins

More options...

@ Save As
ﬁh Home c
[~ OneDrive - Personal
Recent
D New “Enterf e name here |
Personal | Excel Workbook (*xlsx) v |
= Open - (=
. OneDrive - Personal
gmweiss5@gmail.com
Get Add-ins More options... m




One Drive Access for File Explorer

(5= 8

» Go to File Explorer -

» Click “Your Name” - Personal

™ sort ~ = View ~ es
()] 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 12:10 PM File folder

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

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




System - Storage (C:\ drive)

» What’s On My Hard Drive (C:\)
» Click System - Storage

System > Storage
Windows (C:) - 475 GB
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System - Storage

» What’s On My Other Drives

System > Storage

@ Desktop 33.2 GB/175 GB used
L

@ Other 1.6 GB/175 GE used
L

ay OneDrive 2.81 GB/175 GB used
a

E-Jv Temporary files 1.65 GB/175 GB used
q

Show more categories

Storage management

-y

@ Storage Sense Off .’.:

Automatically free up space, delete temporary files, and manage locally available cloud content -

G/ Cleanup recommendations
Over 512 MB of storage available.

€§3 Advanced storage settings
Backup options, Storage Spaces, other disks and velumes

Storage used on other drives




Storage on Other Drives

» Viewing Storage on both One Drive and Hard Drive

System > Storage > Storage used on other drives > Windows (C:) - 475 GB
Storage usage

175 GB used 300 GB free

This is how your storage is used and how you can free up space.

Installed apps 64.6 GB

=1 System & reserved 59.1GB
I:I Desktop 33.2GB
Manage the Deskion folder

m Other 11.6 GB
—
Manage other large folders

OneDrive 2.81GB
(0 I
Remove unused cloud-backed content

@ Temporary files 165 GB

"
Chaose which temporary files to remove
= Mail 141 GB

.
Manage mail with the default app

E Pictures 173 MB

Manage the Pictures folder

J, Music 28.7 MB

Manage the Music folder

Documents 276 KB

Manage the Documents folder

Videos 4.00 KB

Manage the Videos folder
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Storage on Hard Drive (C:\) in File Explorer

» Go to File Explorer
» Select This PC = e -

23
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COPYING

Snipping Tool & Clipboard



Copy to Clipboard

> Select Text or Image
> Ctrl + C to Copy
or

» Click Copy lcon from Home Ribbon from any MS Office
Application

Iy ~
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Paste from Clipboard

» Ctrl +V

or

» Click Paste from Home Ribbon in any

MS Office Application

s

Paste

e

b

S

Clipboard [
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Snipping Tool - Capturing Screen

» Search or click Snipping Tool )

» Capture Screen Image

or
» Press Windows Key + Shift Key + S

i} Znipping Tool

t New © [ Q-+ ®-

Frass Windows logo key + Shift + 5 to start a snip

27



Copy Image to Clipboard

» Click Copy Icon
» Ctrl +V to Paste in any MS Office Application

28



Copy as Text in Snipping Tool

» Copy any text (if pasted will appear as an image — not
editable)

» Click Text Action lcon
» Click Copy all Text
» Paste Text in any MS Office Application to be edited

29



Editing from Google Chrome

» In Google Chrome, click
Menu - Find and edit

30

Find...
3 Cut
ID Copy

B Paste

Ctrl+F

Ctrl+X

Ctrl+C

Ctrl+V

O HMewtab
O Newwindow

MNew Incognito window

@ Gall

@a  Passwords and autofill
D History

& Downloads

¥ Bockmarks and lists
£} Extensions

B Delete browsing data...

=  Print..,

Search this page with Google...

[  Find and edit

& Moretoals

Help
®  Settings
3 Euit

100% + o

Cirl+T
Ctrl+N

Ctrl+Shift+N

Signed in »

Ctrl+5hift+De

Ctrl+P




Clipboard - Stores Copied Items

» Click System - Clipboard - Click On
» Press Windows Key + V to view Clipboard History

» Select Items to Paste from History

System > Clipboard

Clipboard history On o
Save multiple items to your clipboard—press the Windows logo key 82 + V to view your clipboard history and paste from it
— X
& @ @ ;)
Clipboard rall
a - -
2
bed
E————————-——
- o P
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Applications

List of Apps & Uninstalling Apps



System - Apps

» Click System — Apps

B Apps

» View Applications Stored on PC

Apps

— Installed apps
—  Uninstall and manage apps on your PC

E‘; Advanced app settings

Choose where to get apps, archive apps, uninstall updates

Default apps
L=|° PR

Defaults for file and link types, other defaults

Un Offline maps
L]

Downloads, storage location, map updates

Apps for websites

Websites that can cpen in an app instead of a browser

Video playback
O Vo ply

Video adjustments, HDR streaming, battery options

Startup
Apps that start automatically when you sign in

)

33




List of Installed Applications

» Click Settings — Apps — Installed apps

34

Apps

g— Installed apps

“=  Uninstall and manage apps on your PC

- O
Apps > Installed apps

Search apps Q = 88
= Filter by: Al drives v M Sortby:  Name (Ato Z)

134 apps found

Adobe Acrobat
20759 | Adobe Systems Incorporated 314 GB

Adobe Acrobat Reader
24,002.20759 | Adobe Systems Incorporated 803 MB

| 5/14/2024

H Adobe AIR

30.0.0.107 | Adobe Systems Incorporated | 2/23/2023

Adobe Captivate 2019 (64 Bit)
. 11.5.5 | Adobe Systems Incorporated | 3.10 GB

2/23/2023

Adobe Captivate Quiz Results Analyzer

11 | Adobe Systems Incorporated | 2/23/2023

b




Uninstalling Applications

» Click the three dots to the right of the application
» Click Uninstall

Adobe Captivate 2019 (64 Bit)

- 11.5.5 | Adobe Systems Incorporated | 3.10 GBG
2/23/2023

Adobe Captivats
11 | Adobe Systen

35



Apps at Startup

» Click Settings — Apps - Startup
» List of Apps that Load when PC is turned on

Apps > Startup

Apps can be configured to start when you log in. In most cases, apps will start minimized or may only start a background task. 1 Sort by:  Name v

B s e et e o @D
B s niarpastn | ot s o @ ©
BB e oo gt | ot s o @D ©
B oo oo comonmed | Mot measure o @D
. f‘:f)ztzmcl:\eu( | Noimpact Ol )@

CCXProcess
Adobe Inc. | Not measured

On @

Carbonite User Interface
Carbonite, Inc. | Not measured

m

On

Citrix Connection Center
Citrix Systems, Inc. | Not measured

On

Citrix FTA, URL Redirector

On
Citrix Systems, Inc. | Not measured

ExpressVPN.NotificationServiceStarter

@
ExpressVPN | Not measured

On

0 @ @

HP Command Center Lanucher
HP Inc. | Not measured

HP One Agent Service

HP Inc; HP Development Company, LP. | Not measured

(o}

S
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Co-Pilot (Al)

Preview



Co-Pilot in Taskbar

» lcon will appear in Systems Tray

B & - + 78% <O»

2:54 PM
= dy b
A RO @ s D -
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Co-Pilot Preview

» Click Co-Pilot Icon
» Type in your question

» Co-Pilot will respond

 Copilot O v (O m] X

Conversations

Previous week

i rerrsaron Good afternoon, Gail
What can | help you with today?

M S I'm Copilot, your Al sidekick. If you're new to Al, no worries. | can help refine your writing,

[t iod comeeation talk through your thoughts, dream up images, and more.

New Features in Window...
Casual Greeting Convers...
Casual Greeting Convers...
Casual Greeting Convers...

Friendly Chat Invitation - -
Create an image Try voice Take a quiz Write a first draft

Ask anything

9 Quick response v

39 8

Copilot uses Al. Check for mistakes. Conversations are used to train Al and Copilot can learn about your interests. Change this anytime in your settings or learn more.
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