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Lock Screen 

 

Click anywhere on the lock screen to unlock your computer.  Your user account 

name and picture will appear.  Type your password (if applicable) and then press 

Enter to sign in. 

 

This is the new interface – Metro.  Don’t worry – Microsoft didn’t get rid of the 

desktop all together – they just made it a little more work to get to.  But, this is a 

nifty window, though.  Instead of icons, we have tiles. And, some of these tiles 
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are smart enough to show what is going on immediately – things like the stock 

market, mail, and messaging. 

Your new favorite button – the Windows Button 

Or, my first response was, “Where are my minimize/ maximize/ quit buttons?” 

They are gone!  Now, we are more about “apps” – which takes up the entire 

screen (i.e. no maximize or minimize).  So, 

how do we switch back and forth?   

The Windows Button! ���� 

Think of this as “get me outta here”.  This will 

(usually) take you back to the start screen. 

Other Parts of the interface 

 

The first place we will go to is the “Charms Bar”.  This is on the right side 

of the screen or you can get to it by �+C.  When you place your 

cursor/finger over there, a bar shows up doing the most common things: 

• Searching for a program   

• Share things for social media 

• Start (our favorite button!)  

• Devices 

• Settings 

Searching for a Program 

Searching for a program should be pretty common now. Since Windows 

7 – I never look for a program – I just type in the first couple of letters of 

the program I’m looking for and it comes to me! 

Share Charm (����+H)  

The Share charm is a convenient way to share links, photos, and info 

without leaving the app you're in. You can share with one or two people 

at a time, or update your entire social network. 
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To use it: 

1. Open an app or folder 

2. Find a photo, link, or file to share 

3. Swipe down or right-click it to select it 

4. Swipe in from the right edge of the screen and then tap Share 

5. Tap or click the app you want to share with, then follow the directions on 

the screen 

 

Start 

My favorite button!  It’s the “get me out of here” button. 
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Devices (����+K) 

This allows you to 

manipulate your devices a 

little easier 

You can hook up printers, 

use another screen, or 

use it to sync with an MP3 

player. 

Changing around the 

user interface 

Ok, we understand what is going on.  But, on my Windows 7 computer, I could 

add items and move them around.  Can I do that here?  Yep! 

Take for example the Travel icon.  It’s cool – but, maybe I don’t want it on the 

“starting” part of my screen.  No problem – just like playing solitare – click- hold- 

and drag. 
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Voila! It moved over.  Does it have to be two tiles big.  Nope!  Just 

right-click on the tile. 

If you don’t want to see it on your start screen – you can unpin it 

from the start. 

If you want it to be only 1 tile wide, you can click on the “Smaller” 

icon to make the icon just 1 tile wide. 

If the movement will send you into conniptions, you can “Turn 

Live tile Off”  

On the far right side, we see a tile called “All apps”. This option 

shows all of the apps that are installed on the device. 
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Add and Remove Programs 

Adding Programs (oops, I mean “apps”) is done through Microsoft.  You can go 

to: http://windows.microsoft.com/en-us/windows-8/ and select on apps.  Search 

and download the apps that you are looking for. 

 

 

 

The device you purchased 

may have come with its own 

store where you can download 

apps specifically for your 

machine (like my Asus 

notebook).  This device (as 

yours should?) came with the 

Windows store app. 
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To search the store, use the Search Charm (however you want to get to it) and 

type in the item you are looking for.  For example, if we are looking for a Netflix 

app, search for Netflix. 
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The first thing that I want to do is remove a lot of the programs 

that came with the computer that I don’t want. The difficult part is 

to understand where they hid it!  But, taking the lessons of 

Windows 7 – you don’t have to know where to look – you just 

have to search! 

If you slide over to the right side of the screen – you will see the 

search icon.  Since I’m from “the old school” – I can search for 

control and the control panel will come up. 

 

Once the old “familiar” Control Panel comes up – a person can go to Uninstall a 

program to free up memory and space on the computer: 
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Share a folder / Using Homegroup 

Networking can be hard – even for the professional.  So, since Windows 7, 

they’ve given us the ability to share things easily through our network by using 

something called “Homegroup”. 

Search for Homegroup and then select the “Settings” section below the search 

box: 
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To simply have them interact with one another, look for the homegroup option on 

the other computer (or yours if a network is already set up) and give them the 

password that is given (this is case sensitive): 

 

 

 

 

 

 

 

After that, your new computer should show up just like any other computer on the 

network with only the files and folders you want shared: 
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And on another 

computer: 

 

 

 

But, what if I just want 

to share one folder? 

Then, you can go to 

that folder in the files explorer and right-click on it.  Then, select “Share with” and 
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“Homegroup”.  At that point, you can give people the right to just view the 

information in the folder or to add and modify the information in that folder. 

 

Right-click on the file… 

 

And select what the others can do with the file… (view or view and edit). 
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Skydrive 

If you've used previous versions of Windows, you're probably used to working 

with folders and files on your computer. But people are now more mobile than 

ever, and it's nice to have your files with you wherever you go. The cloud is 

generally the most convenient way to do this. If you store your files online, then 

all you need is an internet connection, and you'll be able to access your files —

 whether you're at work, at home, or at a friend's house. 

SkyDrive gives you 7 gigabytes of online storage space for free, and you can 

purchase more space if you need it. You can decide whether you want to store 

all of your files online, or just the most important ones. When you log in to 

Windows with your Microsoft account, it automatically connects to your SkyDrive, 

allowing you to access your files from the built-in SkyDrive app or the Photos 

app. 

Remember that same set of 

information we’ve been 

giving Microsoft to set up our 

computer?  We need to do it 

again to get access to our 

SkyDrive. 

I use Skydrive as an easy 

way to share files between 

computers or to have files 

that I might work on with 

other computers… 
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Now – you have 7Gb more space to use among all your computers and devices.  

Not a lot when it comes to pictures or music – but a ton when it comes to 

documents. 

Setting up you email 

You email was linked with the Microsoft 

Outlook email as soon as the computer was 

turned on and asked for an email.  That’s great 

for personal stuff – but what if we want our 

company email on there also?  Can I have 

*two* email accounts coming into my new 

computer? 

The key is to remember that Metro-style apps 

utilize new standard, system-level features. 

And adding an account in the Mail app occurs 

through such a feature, in this case Settings. 

Settings is available from the Charms bar. Or 

you can simply type �+ I to access it directly. 

The Settings interface for Mail, as you can 

see, includes just a handful of items. 
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Unfortunately, Windows 8 does not support POP3 as 

an email.  But, it does support IMAP which is how 

you get your email through the browser.  That will be 

under “Other Account” 

 

Before adding any information to the email and 

password, select “Show more details” at the bottom 

of the password: 

 

 

 

 

 

 

For godaddy accounts:  

The imap email server is imap.secureserver.net.  (port 993) 

The outgoing email server is: smtpout.secureserver.net (port 465 – with ssl) 
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How to Reset Your SkyDrive Account Password 
If you do not remember your SkyDrive account password, please follow the below instructions 

to reset your password. 

1. Go to https://account.live.com/ResetPassword.aspx 

2. Put in your Microsoft account email 

3. Enter the test characters you see 

You then have three options for resetting your password. The first option is to request a reset 

password link to be sent to your alternate email address(s) (set up in My Profile within 

SkyDrive). 

1. Select Email me a reset link and click the 

Next button. 

a. An email will be sent to your 

alternate email address(s).  

b. You will receive confirmation that 

an email was sent 

c. Access your personal email account 

and click the provided link. The link 

will then allow you to create a new password. Enter your new password twice 

and click Next. 

2. The second option for resetting your password is to use your personal security question. 

a. Select Security Question and enter the answer to your personal security 

question (set up in MyProfile in SkyDrive). Click the Next button. 
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b. If you answer your security question correctly, you will see the following screen. 

Enter your new password twice, and click the Next button. 

 

 

 

3. If you have not set up an alternate email address in your profile or have not set up a 

security question, you will need to use option #3. 

a. Click the link – I can’t use any of these options. 

b. Your email address will default in the Email address field. Enter an email address 

where you can be contacted in the Contact email address field. Click the Next 

button 

c. You will then be prompted to enter as much account information as possible. 

Click the Submit button when finished. 

d. You’ll then receive the following message: 
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a. 

 

c. 
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Sharing Files using SkyDrive 
Instead of running into size limits for email attachments, you can email or post a link to a file, 

folder, or photo album on SkyDrive. 

1. Upload your files to your SkyDrive. (Files can be up to 2 GB in size, depending on how 

you upload them.) 

2. Select the item you want to share. 

3. Choose Sharing, and then decide how you want to share. 

a. By email. When you share files this way, recipients will be able to see them 

when they go to SkyDrive.com and choose Shared. And you’ll be able to remove 

permissions for individual people later if you need to. 

b. On Facebook, Twitter, LinkedIn, and more—you can share SkyDrive files with 

any contact or network you’ve connected to your SkyDrive account. 

c. With a link (handy if you want to copy and paste into an instant message or 

webpage). 

I’m a fan of email – I guess I am of that age… 

So, go to the items you would like to share: 

• I’m going to share one document in a folder 

• I’m going to share an entire folder 

To share a document, it is quite easy.   

First, here is my skydrive on the location I’m going to share my images and documents: 

 

 

Now, I will share one document in a folder with “the other me”. 

1. Right-click on the item 

2. �+C to get the charms bar up 

3. Click on Share  
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Using the email, I will get this: 
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Now, I would like to create a common folder that either of us can put information in. 

How to share Skydrive folders 
Now, remember I only had 3 folders in my skydrive?  I’m going to create a 4th and share it with 

my alter-ego Dilbert. 

1. Just create a folder in the skydrive like any other folder. 

2. Right click and select SkyDrive->Share 

3. This may open a browser 

window which you will have to 

sign in using your creditentials. 

4. Then, send an email so that 

Dilbert can see this file: 
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Pretty soon, Dilbert will get an email saying he has control of a new folder. 

 

 

Click on the link for the folder and now The account has a new folder for Dilbert 

 

Now, though Microsoft’s infinite wisdom, you won’t see this drive unless you select on the 

dropdown for the SkyDrive and select Shared. 
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Managing 

User Accounts 

and Parental 

Controls 

If your kids are 

anything like 

mine – they may 

become a little 

obsessed with being on or going to places where we may not want them to go.  

So, Microsoft has given us a place to make sure our computer does only what it 

is supposed to even when we aren’t around.  Search for settings and search for 

“parental”. 
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To do this, we need to create a new kids account account: 

Search for users and “Add a user” 
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 Then, we have to set up how the kids can use the computer: 
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Web filtering: 
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If you select on the specific websites to view (or not), you can select websites 

they are not allowed to go to: 

 

Time limits – You can set these so they aren’t on the computer all day: 
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Then, when the kids login – it will set up the program for them: 

 

 

Picture passwords 

I usually don’t think of Microsoft as innovators, 

but this is a genuinely a good idea.  Instead of 

remembering a 

password – you 

just have to 

remember a path 

across a picture 

you select.  To 

set this up:  
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First, your account needs a password.  Then, you can set up a picture password: 

 

 

Then, it will ask you to set up the picture: 
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Once it is set up, you don’t have to remember a password – just the gestures you 

made: 
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More Advanced nooks of Windows 8 
The biggest reason that people dislike change is 

because we are good at the way things currently are.  

If we change, we have to find everything all over 

again.  Geeks are especially resistant because they 

spend a lot of time figuring out where everything was 

and how it works. 

But, with Win8, there is a keyboard shortcut to all the 

cool features in Windows.  All you need to do is press 

�+X on the main screen. 

This brings up all the things us older nerds would 

always rely on: 

• Device Manager 

• Command Prompt 

• Control Panel 

• Program and Features 

Just to name a few! 
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Keyboard shortcuts  

Key combination Description 

�+C Displays Charms menu. 
�+X Brings up a menu of advanced system options, 

including Windows Control Panel, Command Prompt, 
Task Manager and File Explorer. 

�+I Displays the Settings menu for the current app. For 
example, if you’re in Internet Explorer 10, this key 
shows Internet options. If you’re on the Start menu, it 
shows general OS settings. 

�+Q Brings up the apps search menu that allows you to 
search your list of installed programs 

�+D Activates desktop mode. 

�+Tab  Brings up the Task Switcher and toggles between 
Windows 8-style apps 

�+H Brings up Share menu for the current app. For 
example, hitting �+H in Bing Maps, lets you email or 
share map information on social networks. 

�+M Opens desktop mode and minimizes all windows. 
�+W Opens universal search menu and sets it to search 

settings 
�+F Opens universal search menu and sets it to search 

files. 
�+R Opens Run menu where you can launch programs by 

typing in their executable file names. 
�+E Opens File Explorer to the “My Computer ” view which 

shows all your drives 

�+Number Key 
(1-9) 

Switch to desktop mode and make the Nth application 
on the task bar active where N is the number key you 
hit and 1 is the furthest taskbar icon to the left. 

�+. (period key) Docks the current Windows 8-style application to the 
right or left, depending on how many times you hit it. 

�+Z Brings up app menu, which shows contextual options 
for the active app. 
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Nifty Apps currently available 

• Twitter 

• Facebook 

• Angry Birds 

• Fhotoroom 

• Kindle 

• Nook 

• Fruit Ninja 

• Adobe Reader 

• Dropbox 

• Evernote 

• Sketchbook Express 

 


