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Agenda
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 Settings
 Searching for Settings
 Finding a Setting

 Personalization
 Background
 Colors
 Themes
 Lock Screen
 Taskbar
 Start

 Start Menu
 Accessibility

 Text Size
 Mouse Pointer
 Text Cursor

 Important Info
 About
 Windows Defender



Settings
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Search For Settings
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 Search for “settings” from the Taskbar
 Click the Settings Icon

Taskbar



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



Personalization
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Personalization – Setting Up Your Own 
Preferences
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 List of options to
personalized your
desktop



Personalization - Background
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 Options for Desktop Background



Background - Picture
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 Select Picture
 Chose a Recent Image
or
 Click Browse photos

to add a photo to your
desktop



Background - Slideshow
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 Select Slideshow 
 Click on Browse
 Select the folder

that contains your
photos

 Select how often
the pictures change



Background - Color
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 Select Solid Color
 Choose a background color



Personalization - Themes
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 Click Personalization – Themes
 Select a Current Theme
or
 Click Browse themes



Personalization - Lock Screen

13

 Choose your view
when the screen
is locked



Personalization - Lock Screen Status
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 Choose an application to show detailed status on the 
locked screen



Personalization - Screen Timeout - Power
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 Select Personalization – Screen Timeout – Power

(Settings for a Laptop)



Personalization – Taskbar Items
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 Search Box
 Copilot 
 Task view
 Widgets



Personalization - Taskbar – Task View
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 Click the Task View icon from the Taskbar to view all open 
applications.

 Press the Esc Key to return to the application you last 
had opened or click on one of the opened application to 
switch.



Personalization - Taskbar – Widgets On
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 Click the Widgets icon in the lower left corner.
 Click the plus sign to edit the Widgets.
 Select a widget and click Pin.



Personalization - Toolbar – Widgets Off
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 If you don’t want to view any widgets, you can turn this 
feature off.



Personalization – Start Menu
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 Choose how the Start Menu appears



Start Menu
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Start Menu
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 Click Windows icon
 Icons appear similar to

Smart Phone 



Start Menu – All Apps
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 Click All Apps for a list of all applications on your 
computer

 Right-mouse click on an application to “pin to start” or 
“unpin to start”



Start Menu – Recommended Files
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 By default, lists the last 6 files you worked on
 Click More to view all files viewed 



Start Menu - Options
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 Right-mouse click on Windows icon for a list
of specific settings.
 Settings – to quickly go to the Home screen

of settings
 Installed apps – to see a list of all apps installed

on your computer
 System – to view your device specifications
 File Explorer – File Manager
 Desktop – If in an application, click to return

to your desktop



Accessibility
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Accessibility – Help with Vision
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 Options to help with Vision



Accessibility – Text Size
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 Move the slider to increase the text size



Accessibility – Mouse Pointer
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 Select a mouse style
 Move the slider to change the size of the mouse



Accessibility – Text Cursor
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 Turn cursor indicator ON
 Pick size and a color



Important Window Info 

System & Windows Security
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System - About
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 Processor – CPU (Brains)
 RAM – Memory



Windows Security
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 In Settings, click Privacy & Security
 Click Windows Security
 Make sure all protection areas have a green check
 If you install any third-party anti-virus software, Virus & 

threat Protection will be 
“unchecked”
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