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Windows & Sizing

SnapWindows



System — Multitasking — Snap Windows

» Click System — Multitasking

» Click 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 to view shap layout
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» Hover over the Maximize icon
(upper right) o

» Select a layout to view multiple
opened windows




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 rifht

corner select Zoom and select a ax
3 Mewtab Ctrl+T
percentage N
» Most applications have a Zoom | o
feature in the View Menu :
D  History »
;; BI:;‘::;(: and lists \_ ,+>
ﬂ Extensions »
T Delete browsing data... Ctrl+Shift+De




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

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

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

Back up files, documents, and photos to OneDrive

F  Apps -

Remember installed apps and pinned app preferences

&S PC backup Partially backedup (& G Settings

Remember Windows settings and preferences

s Credentials
i@g Ma nage c loud stora ge 3 Remember Accounts, WiFi netwarks and other passwards

Storage estimate

sras




Home - Cloud Storage — Manage cloud storage

» Select Settings — Home — Manage cloud storage

Microsoft storage

account

mm  Microsoft 365 Family

Premium productivity apps, OneDrive cloud storage, and maore

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.

This includes files, photos, attachments, and more acros®your Microsoft 28GB/5GB

b

Try for free Learn more
&

Microsoft storage

This includes files, photos, attachments, and more across your Microsoft

account

Total used

2.8 GB/scs

Get more storage

56% used

28GB/5GE

. OneDrive

. Outlook (Attachments)

28GB 2
o2




All MS Office Apps — Default to One Drive

» Word, Excel, PowerPoint, Outlook, etc.

©

Save As
@ Home o
@ Recent [~= OneDrive - Personal
D New | Enter file name here
| Word Document (*.docx) -
= Open

‘ OneDrive - Personal

gmweiss5@gmail.com

Get Add-ins

More options...

Save As

ﬁh Home c

@ Recent [~ OneDrive - Personal
D New “Enterf e name here |

- | Excel Workbook (*xIsx) v |
> Open (=2
- J
. OneDrive - Personal
gmweiss>@gmail.com

Get Add-ins More options..




One Drive Access for File Explorer

S

» Go to File Explorer -

» Click “Your Name” - Personal

T Sort ~ = View ~ cen
C] Name - ~ Status Date modified Type Size

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

B Pictures (&} 5/7/2021 6:37 PM File folder
Public SR 4/30/2021 12:10 PM File folder

2% 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




System - Storage

» What’s On My Other Drives

System > Storage

@ Desktop

@ Other

OneDrive
O
a

E-Jv Temporary files
|

Show more categories
Storage management

@ Storage Sense

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

»  Cleanup recommendations
Over 512 MB of storage available.

€§3 Advanced storage settings

Backup options, Storage Spaces, other disks and volumes

Storage used on other drives

1.6 GB/175 GBE used

2.81 GB/175 GB used

1.65 GB/175 GB used

off @




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

g
H
8 ————
Uninstall unused or undesired apps & features
System & reserved 59.1GB
i
System files help Windows run properly
- Desktop 33.2GB
—
Manage the Desktop folder
Other 1.6 GB

—
Manage other large folders

OneDrive 281GB
-
Remove unused cloud-backed content

B

Temporary files 165 GB

El

"
Choose which temporary files to remove

Mail 141GB
.
Manage mail with the default app

[

Pictures 173 MB

Bl

Manage the Pictures folder

Music 287 MB

Manage the Music folder

> Documents 276 KB
=l

Manage the Documents folder

Videos 4.00 KB
(]

Manage the Videos folder




Storage on Hard Drive (C:\) in File Explorer

» Go to File Explorer
» Select This PC




COPYING

Snipping Tool & Clipboard



Copying
» Select Text or Image
» Ctrl + C

or

From click Copy lcon from Home Ribbon from any MS
Office Application




Snipping Tool - Capturing Screen

» Search or click Snipping Tool )

» Capture Screen Image

or
» Press Windows Key + Shift Key + S

i Znipping Tool

= New & B O~ ®-«

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




Copy Image to Clipboard

» Click Copy lcon

“}= Snipping Tool




Paste from Clipboard

» Ctrl +V

or

» Click Paste from Home Ribbon in any

MS Office Application

20

oy
T [Ty
Paste

v ¥

Clipboard [




Editing from Google Chrome

» In Google Chrome, click
Menu - Find and edit

21

oo

ip

« @ §

@ 0%

Jc3

MNew tab
New window

MNew Incognite window

Gall

Passwords and autofill
Histary

Downloads
Bookmarks and lists
Extensions

Delete browsing data...

Print...

Translate...
Find and edit
Save and share

Maore tools

Help

Ctrl+
Ctrl+N

Ctrl+5Shift+M

Signed in >

Ctrl+5hift+De

100% + o

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 &8 + V to view your clipboard histery and paste from it
—_— X
® © @ ;)
Clipboard lear all
yetarn
2 -
b
-
bed
m__—————
® e ..
o s &
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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
© F’p

Defaults for file and link types, other defaults

U.q Offline maps
o

Downloads, storage location, map updates

Apps for websites
Websites that can open in an app instead of a browser

Video playback
Cn Videoplay

Video adjustments, HDR streaming, battery options

Startup
Apps that start automatically when you sign in

o)

24




List of Installed Applications

» Click Settings — Apps — Installed apps

25

Apps

a— Installed apps

%= Uninstall and manage apps on your PC

- O
Apps > Installed apps

Search apps Q = &8
= Filter by: Al drives v ™ 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

“ Adobe AIR
4

30.0.0.107 | Adobe Systems Incorporated | 2/23/2023

Adobe Captivate 2019 (64 Bit)
- 11.5.5 | Adobe Systems Incorporated | 310 GB

2/23/2023

Adobe Captivate Quiz Results Analyzer

11 | Adcbe Systemns Incorporated | 2/23/2023

w

s




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 Syste

26



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

| e e e o @
W e o @ ©
B e s mcaporond | s en (_elis
vt sl L, o @D o
. f‘:f)ztzmnl:weu( | Noimpact Off | >

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

[}

S
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Co-Pilot (Al)

Preview



CoPilot Preview

» Click Settings — Personalize — Taskbar — CoPilot
» Click On

Personalization > Taskbar

Taskbar items
Show or hide buttens that appear on the taskbar

Q, Search Search box  ~

M Copilot in Windows {preview) Cn 0

29



Co-Pilot in Taskbar

» lcon will appear in Systems Tray

B & - + 78% <O»

2:54 PM
= b
AR @ s D -
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Co-Pilot Preview

» Click Co-Pilot Icon
» Type in your question
» Co-Pilot will respond

31

Copilot (preview) G C (W] X
O
r %
< E >
“in the
What are some daily habits of successful Why dc
i people the sea
Hi Gail, ask me anything or pick a suggestion to get started! &

4. Troubleshoot audio issues

lllustrate an image of a book transforming into a hot air balloon,
" taking readers on an adventure

Choose a conversation style

More

Balanced

Copilot uses Al. Check for mistakes. Terms Privacy

Get Copilot Pro

—] Link your work and personal accounts to have longer
conversations.

2:55 PM
=y b
| @' A TD@® o0
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