CHAPTER 2

Customizing
Windows

Windows comes with a number of features that enable you to personalize
your computer. Not only can you change the appearance of Windows to suit
your taste, but you can also change the way Windows works to make it easier
to use and more efficient.

Settings

Windows Settings

| Fim:\ a setting

System :.E Devices Phone
Display, sound, notifications, Bluetooth, printers, mouse Link your Android, iPhone

power

Network & Internet Personalization Apps
Wi-Fi, airplane mode, VBN Background, lock screen, colors [ Uninstall, defaults, optional
features

Accounts Time & Language Gaming
Your accounts, email, sync, Speech, region, date Xbox Game Bar, captures, Game
work, family Mode

Ease of Access Search Privacy
Narrator, magnifier, high Find my files, permissions Location, camera, microphone
contrast

Update & Security
Windows Update, recovery,
backup




Pin an App to the Start Menu

Open the Settings App

Change the Lock Screen Background
Add an App to the Lock Screen
Synchronize Settings Between PCs
Access an App’s Features

Pin an App to the Taskbar

Adjust the Volume

Set the Time Zone

Configure Windows to Work with Multiple Monitors . . . .

Customize the Taskbar’s Notification Area
Set Up Multiple Desktops




Pin an App to the Start Menu

You can customize the Start menu for quick access to the apps you use most often. If you have an
app that does not appear as a tile on the Start menu, you usually open the app by first navigating
the Start menu’s apps list to locate the app, possibly negotiating one or more submenus along the
way. For apps you use often, you can avoid this extra work by pinning their icons permanently to

the right side of the Start menu. After you have pinned an app, you launch it by displaying the Start
menu and clicking the app.

Pin an App to the Start Menu

€@ Click Start (z8).

1 2B O Typehere to search o & e P~ ] A S W F D

o Locate the app that you want to pin
to the Start menu.

e Right-click the app.

H | £ fype here to search
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The app shortcut menu appears.
@ Click Pin to Start.

G & B D
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1 Pin to Start
More

i) Uninstall
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O A tile for the pinned app appears on the
right side of the Start menu.

Il

Note: To remove an app tile from the Start
menu, click Start (&&), right-click the tile, and
then click Unpin from Start.

Note: If you have a large screen, you can show
more tiles on the Start menu. Click Start (3&),
click Settings (), click Personalization, click
Start, and then click the Show more tiles on
Start switch to On.

Note: You can also widen the Start menu by
clicking and dragging the right edge of the
menu.

Productivity

|lo % @ = =

A O W oz

A2 Type here to search

Can I move an app tile within the Start menu?
Yes, you can move any app tile to a different
position within the Start menu. To move a tile, click
Start (28), press and hold the mouse button as you
drag the tile to its new position, and then release
the mouse button.

Can I change the size of a Start menu tile?

Yes. In all cases, you can select either a Small or
Medium square. With some apps, you can also choose
either a Wide rectangle or a Large square. To change
the size, click Start (a&), right-click the app’s tile,
click Resize, and then click the size you want.
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Open the Settings App

ou can configure and customize many aspects of your Windows system using the Settings app.

Settings is the Windows app that you use for customizing and tweaking your PC. Many of the
sections that follow in this chapter, including changing the Lock screen background and adding an
app to the Lock screen, are performed using the Settings app. Settings also offers a wealth of other

options that you can use to customize your PC

| Open the Settings App |

Open the Settings App
€@ cClick Start (z8).

© Click Settings ().
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3D Viewer

A
Alarms & Clock
. AMD Radean Software

. AMD Radeon™ Seitings Lite

£

Calculator
Calendar
O

Candy Crush Friends
. Cortana

[
E Dolby Audio
F

E Feedback Hub
G

[ o

‘ pel ffy'pe here to search
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The Settings app appears.

Note: You can also open the Settings app
by pressing ()+(0.
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Settings

System
Display. sound, netifications,
pover

Network & Internet
Wi-Fi, airplane mode, VPN

Accounts
Your accounts, email, sync,
wark, family

Ease of Access

-

X

Narrator, magrifier, high
contrast

Update & Security
Windows Update, recovery,
backup

Q

- o X
Windows Settings
| Find & sett |
i'="-' Davices D Phone
Bluetooth, printers, mouse Link your Android, iPhone
T
@ Personalization 8= apps
Background, lock sereen, colors 8= Uninstall, defaults, optiona
festures
F-‘$ Time & Language @ Gaming
A Spezch, region, date Xbex Game Bar, captures, Game
Mode
/O Search EI Privacy
Find my files; permissions Location, camera, microphone
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Navigate the Settings App p— ST
o Click a category. Windows Settings

[ 5o |

1 System ﬂ a‘:‘ Devices D Phone
Display. sound, n fons. Bluetooth, pnnters, mouse Link your Android, iPhone

power

i .
@ Network & Internet @ Perscnalization 8= Apps
WiLFi, sirplane made, VPN Background, lock sersen, calors 8= Uninstall, defaults, cptions|
festures
R Accounts (‘“$ Time & Language @ Gaming
Your accounts, email, syn. AT speech region, dte Xbox Game Bar, captures, Game
work, family Mode
{‘17 Ease of Access /O Search EI Privacy
~=" Marstor, magrifier, high Find my files, permissions Location, camers, mizrophane

contrast

TN Update & Security
K/

Windows Update recovery

backup
The Settings app displays the category. oye Setins - o x
o Click a tab. @ Home Display
. . i ~|  Brightness and color
e Use the controls on the right side of
. . , System Change brightness for the built-in display
the app window to modify the tab's !
. S Night light
settings. £ 0 o=
. . . 4 Sound Night light setiings

Windows puts the new settings into

O] Notifications & actions
eﬁ:eCt- ‘9 Windows HD Color

Focus assist
o YOU Can Cljck BaCk (é) _if you need tO - Sj;:;:‘a;ls and more vibrant picture for videos, games and apps that 0
return to the previous screen. . SR
ttery
=i Scale and layout
Change the size of text, apps. and other items
08 Tablet mode | T = ‘
B Muttitasking Advanced scaling settings

5 Projecting to this PC Display resolution

[ 1022 <768 |

2 Shared

If I know which setting I want to work with, is there a quick way to display it?
Yes, you can use the taskbar’s Search box, which enables you to quickly search for the setting that you want
to work with. Click inside the taskbar’s Search box and then begin typing the name of the setting you want.

For example, if you want to change the brightness level of your display, type brightness in the taskbar’s
Search box and then click Change brightness level from the search results that appear. Note that related
Settings items might also appear in the search results under the Settings heading.
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Change the Lock Screen Background

ou can make your Lock screen more interesting by changing the image that appears as its

background. Locking your computer is a useful safety feature because it prevents unauthorized
users from accessing your files and your network. If you find yourself looking at the Lock screen
frequently, you might prefer to see something other than the default image. Windows comes with
several system pictures that you can use, or you can use one of your own pictures.

o Open the Settings app.

Note: See the previous section, “Open the
Settings App.”

e Click Personalization.

The Personalization settings appear.

© Click Lock screen.

e Click the Background .- and then click Picture.

Note: If you want to use a series of Microsoft Bing
photos as the Lock screen background, click
Windows Spotlight instead.

e To use a default image, click the thumbnail of
the picture that you want to use.
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{ Picture

vlﬂ

Choose your picture

R T




e To use one of your own pictures, click Browse.

o Click the picture that you want to use.
e Click Choose picture.

The image appears the next time that you
lock your computer.

TIP
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€ Settings

@ Home Lock screen

Find a setting pe) | Preview

Personalization

B Background
&) Colors
C8 Lock screen
& Themes
A Fonts

B8 Start

Background

& Taskbar ‘ Picture ‘/‘

Chaose your picture
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3 Quick access
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8
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v
|
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How do I lock my computer?

Click Start (28), click your user icon on the left side of the menu, and then click Lock. You can also
press C)+(T). You can configure Windows to automatically lock the computer after it has been idle for a
specified amount of time. Follow steps 1 to 3 to open the Lock screen settings, scroll down and click the
Screen timeout settings link, click the Sleep ~.- and then click the number of minutes of idle time after
which Windows locks your PC. If you have a tablet or notebook PC, be sure to set the sleep timeout both
for when your PC is plugged in and when it is on battery power.
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Add an App to the Lock Screen

hen you lock your PC, Windows displays status icons for some apps. For example, the status icon

for the Mail app shows the number of unread messages. The Lock screen also shows any new
notifications that appear for the Calendar app, such as an upcoming appointment. If you lock your
computer frequently, you can make the Lock screen even more useful by adding icons for other apps,
including ones that support notifications.

| Add an App to the Lock Screen
o Open the Settings app. o,sw T o %

Note: See the section “Open the Settings App” Windows Settings
earlier in this chapter. (Tman |
© Click Personalization.
= 5 o P— s 0 B

P
@ Netwark & Internet @ Personalization 0 E=  Apps
Wi-Fi, airplane mode, VAN Background, lack screen, o 8= iinstall, defaults, optional

features

R Accounts (1‘$ Time & Language @ Gaming
Your accounts, email, syng AT speeh region dete Xbex Game Bar, captues, Game
work, family Mode

|, Easeof Access /O Search EI Privacy
i Location camera, microphone

Marator, magrifier, high Find my files, permissions
contrast

~

TN Update & Security
K/

Windows Update recovery

backup
The Personalization settings appear. R - o x
o Click Lock screen. & Lock screen
. . Find a setting o l Chaose your picture
e To set a quick status icon for an app, = r —
. Personalization = b —
click a button.
P& Background F—
&) Colors
Get fun facts, tips, and more from Windows and Cortana on your lock
= ankscfeen@ m &
& Themes

Choose one app to show detailed status on the fock screen

Ay Fonts

B8 Start

Choose which apps show quick status on the lock screen

Show lock screen background picture on the sign-in screen
@ o

Screen timeout settings

= Taskbar
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The Choose an App window appears. € seunon - o x
Click the app for which you want to add a B s Lock screen
quick status icon to the Lock screen. Find aseting P] croose yourpire

.
e Repeat steps 4 and 5 to set the other quick - ﬂﬂ..E

status icons. Background )
. . &) Colors 4’
@ If you do not want an app associated with o R T s
the icon, you can click None.
= Themes 3D Viewer
: on the lock screen
A4 Fonts ‘: Wﬁlmo
B8 Start
Lenovo Pen Settings
= Taskbar n the lock screen
s ==
Microsoft To Do
4 the sign-in screen
Alarms & Clock
o To choose which app displays its detailed € seunon ER
status, click here and then click the app o AOr—

from the menu that appears' Find a setting Ll Choose your picture

Note: If you do not want a detailed status, click Personalizaion ﬂﬂ..E
None.

Background

B

Colors

Windows puts the new settings into effect, and | #®
the apps appear on the Lock screen the next £ Locksareen
time that you use it. @

Get fun facts, tips, and more from Windows and Cortana on your lock
screen

@ o
Themes

Choose one app to show detailed status on the lock screen

- “
7
B8 Start
Choose which apps show quick status on the lock screen
&= Taskbar

x[mlal || ||

Show lock screen background picture on the sign-in screen
@ on

Screen timeout settings

What is the difference between a quick status and detailed status?

A quick status means that the Lock screen shows only a small icon for an app, and that icon displays the
number of recent or unread items, such as the number of unread email messages in the Mail app. A detailed
status means that the Lock screen shows more information from the app. For example, if you have an
upcoming event in the Calendar app, the Lock screen shows the details of that event, including the event
title, location, and time.
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Synchronize Settings Between PCs

f, besides your Windows desktop computer, you also have a Windows notebook and a Windows

tablet, using the same Microsoft account on each platform means that you can synchronize data
among them. You can sync customizations, such as backgrounds and themes; system settings, such
as languages and regional settings; Microsoft Edge data, such as favorites and history; and app
settings and more. This gives you a consistent interface across your devices and consistent data so

that you can be more productive.

| Synchronize Settings Between PCs

o Open the Settings app.

Note: See the section “Open the Settings App”
earlier in this chapter.

© Click Accounts.

The Accounts settings appear.

@ Click Sync your settings.
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g System

Display. sound, nofifications
power

@ Network & Internet
Wi-Fi, airplane mode, VPN
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Your accounts, emai

work, family

&
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Marator, magrifier, high
contrast

~

TN Update & Security
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backup
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Bluetooth, printers, mouse Link your Android, iPhone

.
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Mode

/O Search EI Privacy
Find my files, permissions Location, camera, microphone

L Settings

@ Home

Your info

Find a setting

Accounts

R=  Your info
= Email & accounts
€\ Sign-in options

B3 Access work or school

2 Sync your settings 0

PAUL M

togophilia@outiook.com

Billing info, family settings, subscriptions. security settings, and more

Manage my Microsoft account

Sign in with a local account instead

Create your picture
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The Sync settings appear.
@ Click the Sync settings switch to On.

Under Individual Sync Settings, click the
switch to Off beside each type of setting

that you do not want to include in the sync.

The next time Windows syncs, it does not
include the settings that you turned off.
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€ Settings - o x
@ Home SyﬂC your settlngs
Find a setting P 1 Sync your settings to other devices using logophilia@outlook.com.

Accounts How does syncing work?

Sync settings
A= Yourinfo @) of 4
= Email & accounts

Individual sync settings
& sign-in options o
£51 Access work or school .
> Syncyour settings

an
er W ettir
°

Help from the web

Fixing OneDrive sync problems
€ Settings - o x
@ Home SyﬂC your settlngs

Find a setting

Accounts

RZ  Your info

B2 Email & accounts
€ Sign-in options

B2 Access work or school

Sync your settings

«Q

Sync your settings to other devices using logophilia@outlook.com.
How does syncing work?

Sync settings

@ on

Individual sync settings

Theme
@ o

Passwords

@ o
N 5 )
@ o

Other Windows settings

@ o

Help from the web

Fixing OneDrive sync problems

Why is the Passwords switch disabled in my version of Sync Your Settings?

This occurs when you have yet to verify your identity on your PC. Verifying your identity means having a
confirmation code sent to the mobile phone number associated with your Microsoft account. To verify your
identity, use the taskbar’s Search box to type actions and then click View recommended actions to keep
Windows running smoothly. In the Security and Maintenance window that appears, you should see the
message “Verify your identity on this PC.” Click Verify to the right of that message, and then follow the
instructions that appear for having the confirmation code sent to your mobile phone.
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Access an App’s Features

epending on the app, you might see a few tabs across the top of the window, as well as a Search

box in the upper-right corner of the window. However, almost all the apps that come with Windows
include a strip running down the left side of the window. This is the app menu, and it gives you access
to a number of features, including commands, settings, and views. This menu shows only icons at first,
but you can open the menu to display the names of each feature. You can then click the feature that

you want to use.

Access an App’s Features

Display the Menu 1
o Open the app that you want to
work with.

© cClick Menu (=).

@ The app menu expands to show the
feature names.

i
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Humidity, 64%
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Maps

Historical Weather
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News

Send Feedback
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Mon 20
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Partly Sunny

Get Microsoft News
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Sign out

Hourly

Settings
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Mostly Cloudy

Visibility 9.9 mj
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Rain

Details

4 Summary

*

=
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e 27* Wind ¥ 2mph  Visibility' 9.9 mi
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Hide the Menu
Note: If you click a menu feature, &

the app automatically hides the menu. @
You need to manually hide the menu if p
you decide not to select a feature. .
@ click Menu (=). N

©
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Get Microsoft News
logophilia@outlook.com
Sign out HOU"'y # Summary Details

Settings

© The app hides the menu. —

Forecast

Indianapolis, IN

X (0] F
(<2 2 7 c
Partly Sunny

Updated as of 2:30 PM

Feelsliks 27 Wind Y 2mph  Visibility 9.9mi
Barometer 3061in  Humidity 64%  Dew Point 14°

Daily

Mon 20
& & &
28° 5 40° 33 36° 32 ?

Partly Sunny s ' Cloudy Showers Cloudy

Hou rIy #4 Summary Details

Do all apps use the Menu icon?

No. The so-called Modern apps that ship with
Windows — including Mail, Calendar, People, Maps,
News, and Weather — use the Menu icon (=), as
do some third-party apps. However, the so-called
Desktop apps — including File Explorer, Paint, and
WordPad — do not use this feature.

Are there more app features that I can access?
Yes, you can also display the Settings pane, which
displays app-specific settings. The layout of the
Settings pane varies between apps, but it usually
includes commands for setting app preferences and
options. To display an app’s Settings pane, click
Menu (=) and then click Settings ().

35



Pin an App to the Taskbar

inning an app to the Start menu, as described
the app just two clicks away. If you have an a

P

earlier in this chapter, is helpful because it puts
pp that you use frequently, you might prefer to

have that app just a single click away. You can achieve this by pinning the app to the taskbar. You
can pin an app to the taskbar either from the Start menu or from the taskbar itself.

‘ Pin an App to the Taskbar

Using the Start Menu
€ cClick Start (z8).

o If you do not see the app you want to
pin, scroll down through the apps list.

-
D
& F
@
o
i

-8 | A2 Type here to search

Producivity

BB

sivm

A

E] Alarms 8 Clock

. AMD Radeon Software
. AMD Radeon™ Settings Lite

c
Calculator
Calendar
Gl

m Candy Crush Friends
B

o

E Dolby Audio
B Feedback Hub

| an PSP

e Use either the Start menu tiles or the
apps list to locate the app that you
want to pin to the taskbar.

e Right-click the app.
© click More.
@ click Pin to taskbar.

e

0O
B
&t
&
i

K=

& | 2 Type here to search

Microsoft Edge.

licresoft Salitsire Collection

58 Unpin from Start

<@

M Uninstal

resoft To D
Movies 8TV

N

[|]
o

(o
OneDrive
I Onehoie

P
- Paint 3D

Netflix
New

A O w7 D)
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@ An icon for the app now appears in
the taskbar.

Using the Taskbar

Launch the app that you want to pin
to the taskbar.

o Right-click the running app’s taskbar
icon.

o Click Pin to taskbar.
O click Close (X).
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Unlimited movies, TV
shows, and more.

Watchranywhere. Cancel anytime.

TRY IT NOW >

BR  © Type here to search

© An icon for the app remains on the
taskbar.

58 O Type here to search e .

Can I change the order of the taskbar icons?

Yes. Click and drag a taskbar icon to the left or right
and then drop it in the new position. Note that this
technique applies not only to the icons pinned to
the taskbar, but also to the icons for any running
programs.

How do I remove an app icon from the taskbar?
If you decide that you no longer require an app to be
pinned to the taskbar, you should remove it to reduce
taskbar clutter and provide more room for other app
icons. To remove a pinned app icon, right-click the
icon and then click Unpin from taskbar.
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Adjust the Volume

hile an audio or video file is playing, you can adjust the volume up or down to get its audio

just right. If you are listening to media by yourself, you can adjust the volume to suit the music
and your mood. However, if there are other people nearby, you will probably want to use the volume
control to keep the playback volume low to avoid disturbing them. If you need to silence the media

temporarily, you can mute the playback.

Adjust the Volume

@ 1In the taskbar, click Volume ().

: 7:26 AM
< A S g P %

o
i
@
: ]

The Volume window appears.

Click and drag the slider to set the
volume level that you want.

@ You can also click Toggle mute (4%) to
mute the volume (¢ changes to gx).

Windows sets the system volume to the
new level.
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Set the Time Zone

o ensure that your system clock is accurate, you should set the time zone to correspond to your

location. When Windows configures your computer, it performs a number of chores, including
setting the current system time and time zone. However, for the time zone, Windows defaults to
Pacific Time in North America. If this is not the time zone used where you live, you must select the
correct one to ensure that you have the accurate system time.

Set the Time Zone \

o Open the Settings app. o,smmgs =5 %

Note: See the section “Open the Settings Windows Settings

App” earlier in this chapter. (e |

o Click Time & Language.
=1 — i O || .S
® it B B D

features

R Accounts (D$ Time & Language 0 @ Gaming
Your accounts, email. sync AF cpeccn region date Xbox Game Bar, captures, Game

work family Mode

(L Easeof Access /O Search & Privacy
— Find my files, permissions Location, camera, microphone

Narrator, magnifier, high
contrast

Update & Security
Windows Updste, recovery,
backup

Q

e Click the Time zone ~~ and then click your S - o x

time zone. 1 Home Date & time
. . . . [Find a setting ) Ci d d til
Windows adjusts the time to the new time | ) Sonsenk dofe.and fine
zone Time & Language 12:15 PM. Wednesday, March 4, 2020
. Set time automatically
B Date &time @@ o
@ Region Set time zone automatically
@D on
#F  language

Set the date and time manually

0 Speech Change

Synchronize your clock

Last successful time synchronization: 3/4/2020 8:41:44 AM
Time server: time.windows.com

Sync now
Time zone

[ wc-06:00) Pacfic Time (s & Canada) v @

Adjust for daylight saving time automatically
@ o

how additional calendars in the tackhar
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Configure Windows to Work with Multiple Monitors

You can improve your productivity and efficiency by using a second monitor. To work with an
extra monitor, your PC must have a second video output port that is compatible with the video
input port on the monitor, as well as a cable to connect the ports. Modern PCs and monitors use

HDMI ports connected with an HDMI cable.

After you have connected your PC and the external monitor, you then need to configure Windows to
extend the Start screen to both the main screen and the second monitor.

o Connect the second monitor to your PC.
o Open the Settings app.

Note: See the section “Open the Settings App”

earlier in this chapter.
@ Click System.

The System settings appear.
@ click Display.

© click the Multiple displays ..

@ Click Extend these displays.
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pawer

@ Network & Internet
Wi-Fi, airplane mode, VPN
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Your accounts, emal, sync,

weork, family

L Ease of Access
=" Narrator, magnifier, high

contrast

Update & Security
Windows Update, recovery,
backup

Windows Settings

Devices D Phene

Blustooth, printers, mouse Link your Android, iPhone

Zl Personalization =§ Apps

Background, lock screen, colors Uninstall defaults, optional
ahisrai

(T, Time & Language Gantiny
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Speech, region, date Xbox Game Bar, captures, Game

Mode

p Search E] Privacy

Find my files, permissions Location, camera, microphone

& Ssettings - o x
G Home Display
g - y ;
et 2] Multiple displays

System Multiple displays

I Duplicate these displays ;Ha
2 Disy

play 4 Duplicate these displays
) Sound Extend these displays 0
Show only on 1
[ Motifications & actions
Show only on 2

D Focus assist Graphics settings
) Power & sleep
O Battery Sleep better

Night light can help you get to sleep by displaying warmer cofors at
- night. Select Night light settings to set things up.

Storage

8 Tablet mode

Help from the web
Hi Multitasking

Adjusting font size
1 D Changing screen brightness

Setting up multiple menitars
2 Shared Fixing screen flickering
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Windows asks you to confirm the
display changes.

o Click Keep changes.

Click the monitor that you want to R =
set as the main display. i Displsy
9 Click Make this my main display [ Fina s setng | Rearrange your displays
(D ChangeS tO E). System S;E‘:gnag:iis:.ﬂwbélowwchaﬂge the settings for it. Press and hold (or select) a display, then drag to
Windows connects to the second = Display
monitor and uses the selected 4 sound
monitor as your main display. ) otiteations & sctions 2
Focus assist

@) Power& sleep

3 Battery . =
Identify. Detect
I8 Tebletmode Multiple displays
i Multitasking ‘M xl:rplay: :
R Fbisne s M Make this my main display
| TIPS

Why does my mouse pointer stop at the How do I configure Windows to stop using the

right edge of the left screen? external monitor?

This means that you need to exchange the Follow steps 2 to 4 in this section to open the Multiple

icons of the left and right monitors. To do that, | Displays list and then click Show only on 1. You can also
click and drag the left monitor icon to the right | usually revert to using just the original PC screen by
of the other monitor icon (or vice versa). disconnecting the monitor from your computer.

41



Customize the Taskbar’s Notification Area

You can customize how Windows displays the taskbar’s notification area icons to ensure a particular
icon is always visible or to turn off an icon’s notifications.

The notification area shows only a few icons by default: Microsoft OneDrive, Network, Volume, and
Notifications, and notebook PCs also show the Power icon. You might want to customize the default
arrangement. For example, many notification icons offer quick access to their programs’ features when
you right-click them. If there is an icon that you right-click frequently, you might want to configure
the notification area to show the icon on the taskbar.

\ Customize the Taskbar's Notification Area

o In the taskbar's Search box, type notifications. e 5 (8 &
© Click Taskbar notification area. =
Notifications & actions
settings > g
System settings
Settings Taskbar notification area

System settings

[ Turn app notifications on or off >

L Notifications privacy settings > R
I Open
e e
L1 choose which apps show 5> Get quiek help from web
notifications

Changing taskbar color
(2 Change braille notification

- > o
timeout Pinning contacts to the taskbar

L] - Hide: netifications viken Pinning an app to the taskbar

duplicating screen Showing the battery icon on the taskbar
) Choose how long netifications 5
are shown
29 Allow My People netifications >
D Focus assist >
L] Show Windows welcome 5
R notifications é l O B @ = = A w
The Settings app displays the Notifications & setigs - o x
Actions window. & Hole Tockbiar
. 0 0 Find a setting Replace Command Prompt with Windows PowerShell in the
@ Click Select which icons appear on the taskbar. B | s i et i
+X
Personalizati
s @ o
R Bsckoioud Show badges on taskbar buttons
@ o
@ Colors Taskbar location on screen
L8 Lockscreen ‘ Bottom x4
@ Themes Combine taskbar buttans
[ Always, hide labels
5 Fonts
e How do | customize taskbars?
&3 Start
& Taskbar

Notification area

Select which icons appear an the taskbar 0

Tumn system icons on or off

Multiple displays
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The Select Which Icons Appear on the 07« Setigs - o x
Taskbar window appears. Select which icons appear on the taskbar
e Cchk the SWitCh to On for eaCh icon you Always show all icons in the notification area
want to display in the notification area. € or
- Microsoft OneDrive @ o
. OneDrive Up to date
0 Click Back (&) to return to the ’
opo . . N Power @ o
Notifications & Actions window. Fully charged (100%)
. Netwark @ o
Logophilias Intemnet access
. Volume @ o
Speakers: Muted

Windows Explorer @) or
Bluetooth Devices

Windows Security notification icon (@) OFf
Windows Security - Actians recomimi..

- SkypeBridge @) or
Skype - Signed In
Windows Explorer Off
Safely Remove |lardware and Gject...
j SmartAudio 3 @) of
Controls Conexant audio
@ click Turn system icons on or off (not shown). [+ = o =
o Click the switch to Off for each system icon Turn system icons on or off
you want to prevent from appearing in the - & 5

notification area.

Volume @ o

Network o on

@ You can click Show hidden icons (A) to see
> > AC Power =
your hidden icons. = | @ o

Input Indicator @ o 4
n ey @ o

Windows puts the new settings into effect.

oA @@ o
H Touch keyboard @) or
H Windows Ink Workspace @ o

. on e wa (rowsesmne

Is there a faster way to show every Can I configure the taskbar to always appear on the screen?
icon on the taskbar? Yes. The default taskbar state is hidden, and you display it by
Yes. Follow steps 1 to 3 to open the moving the mouse pointer ([}+) to the bottom of the screen. This
Select Which Icons Appear on the gives you more desktop room, but if you would prefer not to
Taskbar window. Click the Always perform this extra step to display the taskbar, right-click the
show all icons in the notification taskbar, click Taskbar settings, and then click Automatically
area switch to On. hide the taskbar in desktop mode ([] changes to []). Click OK.
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Set Up Multiple Desktops

You can make your PC screen easier to manage and less cluttered by organizing your running
programs into two or more desktops. Each desktop includes only the windows of the programs
that you have assigned to that desktop. For example, you might have a work desktop that includes
only a word processor, a spreadsheet, and Microsoft Edge for research; a social desktop that includes
only Mail, People, and Calendar; and a media desktop that includes only Music, Photos, and Videos.

You can quickly switch from one desktop to another.

pM e Desktops

Add a New Desktop
€@ In the taskbar, click Task view (g1).

0 Click New desktop.

January 17  seeai & activities
ﬁ Micr Store

Search results: amazon

Amazon
R £ Type here tosearch

&
Minecraft for

Windows 10 Starter
Collection

@

Spotify Music
B @ = &~ A\ g A

@ Windows creates a new desktop.

© Your original desktop is shown as
Desktop 1.

See more days in timeline

January 17 s
ﬁ Microsoft Store

Search results: amazon
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Switch to Another Desktop

In the taskbar, click Task
view (5t) (not shown).

@ You can position the mouse
pointer () over the other
desktop to see the programs
running within that desktop.

o Click the desktop you want to use.

Windows switches to that desktop
and displays its running programs.

Note: Any new programs you launch
will now appear only in the selected
desktop.

Move a Program to a Different
Desktop

In the taskbar, click Task
view (5t) (not shown).

o Right-click the program you
want to move.

© Click Move to.

e Click the desktop to which you
want the program moved.

@ You can also click New desktop
to move the program to a new
desktop.

Windows moves the program to
the selected desktop.

What shortcut methods can I use? How do I close a desktop?

Press )+ to open Task view. To switch between | Click Task view (&) to display the desktop
desktops, press and hold ()+(21) and then press () | thumbnails. Position the mouse pointer (]}) over
or (£ until you see the desktop you want, and then the desktop you want to close and then click Close
release all keys. You can also press (J+(E)+() to ). If the desktop contained running programs,
create a new desktop. they are assigned to your original desktop.
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