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Regarding the Scope of 
this Handbook

This handbook covers the basics of buying, setting up, operating, and maintaining 
your PC. It focuses on the Windows® operating system (through Windows 11), and on 
the Chrome browser (although the Edge browser is quite similar). Approximately 70% of 
home computers are PCs running the Windows operating system, so very likely you will 
Bnd the information in this handbook relevant to your needs.

jut, Must to be clear, this handbook does not cover Nacs, which run on a signiBcantly 
di’erent operating system, or tablets, which in many ways are more like smartphones 
than PCs. Ueither does it cover repairs requiring the opening of your PC, which are best 
handled by a trained professional. If something smells like it–s burning, you–ll want to call 
in a tech pro.

I include many security tips and suggestions throughout this handbook in the relevant 
sections. 2nfortunately, PC and internet security is a broad topic these days 5 and getting 
continually broader 5 so I was not able to cover internet security in depth in this book. If 
you are interested in staying safe online 5 and you should be 5 note that I will be releasing 
another book, along with a parallel video course, in the third quarter of z0zH.

jefore we dive in, let me assure you that these days you don–t need to be a tech wiJard to 
operate a PC e’ectively and eOciently. Lowever, the more you know, the more conBdent 
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you–ll feel trying something new, or dealing with the occasional hiccup. Ny goal is to teach 
you what you need to know, without burdening you with things you don4t need to know.

Lappy computing=
Sohn Clites
Mohn>tech?mez.com



Foreword

Imagine your favorite cinema cowboy. I think of Clint Eastwood, but feel free to 
choose your own.

 
In my mind, I see Clint on top of his horse. They’ve traveled a lot of miles together, 

and they have an unspoken bond.
 
In fact, Clint bought this particular horse because he sensed that bond right away. 
 
Clint then bought the proper gear for his new horse. Bridle, bit, blanket, saddle. And 

a curry comb, of course. 
 
Clint and his horse have grown to become partners. Clint’s horse serves him well, 

almost reading Clint’s mind at times. He wants to serve and please his master.
 
In return, Clint cares for his horse, giving him ample time to rest, and never pushing 

him too hard. And when Clint rides into a new town, his -rst stop is always the livery. 
There he hands over the reins, knowing that his horse will be fed, watered, and given a 
good brushing down.

 
Clint depends on his horse, and he wants to keep his fourJlegged friend healthy and 

content.
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In much the same way, you probably depend on your YC. 4o it’s important to buy the 
YC that’s right for you, and to buy the necessary peripherals. xou’ll want to set it up so 
that it will do what you need it to do. And you’ll want to take care of your YC’s health.

 
If you take care of your YC using the simple tips and routines that follow, your YC will 

perform better for you, and you’ll head oz problems at the pass. xou can e—tend your 
computer’s useful life, save money, and avoid a lot of frustration.

  
This book is written in plain language. xou don’t need to be a tech whi“ to follow 

along”even if you consider yourself a bit Rremedialq when it comes to computers.
 
The real challenge isn’t understanding”it’s building good habits. That means putting 

things on your calendar, setting reminders, and actually doing the things that will keep 
your YC running well.

 
:ead on with a positive mindset. Oot down notes. And start thinking of your YC like 

the modern e!uivalent of that trusty horse5 something you depend on”and something 
worth taking good care of.

 
Set’s saddle up and get started6



Chapter One

Introduction to PCs

I n this chapter, we’ll look at what a PC is, what makes it "personal", and how it’s 
diferent urom other compgtinv debices like smartphones or ta.letsW je’ll also rebiew 

the mayor components comprisinv Aogr PCW

Just What Is a PC?

- PC, or personal compgter, is a veneralFpgrpose machine desivned principallA uor indiF
bidgal gseW 'or manA, itBs almost impossi.le to imavine liue withogt oneW PCs come in two 
main :abors, desktops and laptopsW xoth do essentiallA the same thinvsH rgn provrams, 
store ?les, allow Aog to sgru the we., and help Aog staA connected to the worldW Choosinv 
.etween a desktop and a laptop outen comes down to space, porta.ilitA, and, ou cogrse, 
.gdvetW jeBll discgss selectinv a PC in the neqt chapterW

Tow do smartphones difer urom PCsO -uter all, smartphones continge to .ecome 
eber more sophisticated, and these daAs can do mgch ou what a PC canW Toweber, PCs 
and smartphones habe sivni?cant diferencesH theA venerallA rgn on diferent operatinv 
platuorms, debice settinvs are thereuore diferent, how theA access the internet is diferent, 
as is the maintenance reSgired uor each, and the issges Aog can eqpect to encognterW

Uhen we habe ta.lets, which lie somewhere .etween smartphones and PCsW jhile 
some ta.lets rgn on the jindows operatinv sAstem which is cobered in this hand.ook, 
more rgn on -ndroid, like smartphones do, or on -ppleBs iJNW LltimatelA, I opted to 
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inclgde discgssion ou ta.lets in mA gpcominv vgide to smartphonesW 2'or inuormation on 
gpcominv .ooks, write toH contact)techzmeYWcom; 

What Makes a PC "Personal"?

jhen Aog hear "personal compgter", think cgstomi—ationW Gogr PC isn’t ygst a machine, 
it’s your machineW Gog can adygst settinvs which will chanve the look and ueel ou Aogr 
PC, install provrams that sgit Aogr interests or prouession, and venerallA orvani—e Aogr 
divital world ygst the waA Aog like itW (ater in this vgide we will look at the bariogs settinvs 
options in jindowsR I think AogBll .e sgrprised to see ygst how cgstomi—a.le Aogr PC isW

6ow letBs rebiew the components ou a PCW Uhe voal isnBt to prepare Aog to .e an IU 
tech, .gt simplA to vibe gs a common boca.glarA to gse as we vo uorwardW

Hardware, Firmware, and Software

-t a hivh lebel, Aog can think ou Aogr PC as a person, consistinv ouH

  Tardware is the .odAH it inclgdes all the phAsical componentsDkeA.oard, 
screen, processor, hard dribe, memorA, and portsW

  Noutware is the mindH the applications and provrams Aog gse eberA daA to write, 
.rowse the we., check email, or manave Aogr ?nances, amonv manA other tasksW

  'irmware is the nerbogs sAstemH it’s a laAer ou soutware em.edded in the hardF
ware itseluW It helps Aogr PC .oot gp, and helps diferent parts ou Aogr compgter 
commgnicate properlA with each otherW

Uhe .alance ou this chapter will uocgs on Aogr PCBs hardware componentsW (et’s pop 
the hood and take a closer look at what’s insideW

Essential Computer Components
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Gogr PC mivht look like a sleek laptop, or ygst a modest .oq gnder Aogr deskW 7evardless, 
.eneath the sgruace, PCs are larvelA the same, with the same keA partsW Uhese components 
determine how uast Aogr machine is, how mgch it can do at once, and how relia.le it will 
.e ober timeW

The Brain and Memory

-t the heart ou Aogr PC is the CPL, or Central Processinv Lnit, also called the "chip"W It’s 
the .rain ou the machine, carrAinv ogt instrgctions and doinv calcglationsW Uhe uaster the 
CPL, the snappier Aogr compgter will .e when openinv provrams or ygvvlinv mgltiple 
tasksW

7ivht neqt to the CPL is 7-” 27andom -ccess ”emorA;W Uhis is Aogr PC’s workinv 
memorAW It temporarilA holds the inuormation Aogr compgter is actibelA gsinvW ”ore 
7-” means Aogr compgter can handle more at once withogt slowinv downW No 7-” 
also contri.gtes to 8 or detracts urom 8 the speed at which Aogr PC can operateW

Uhen there’s storaveDwhere Aogr ?les, provrams, and operatinv sAstem libeW Uhese 
daAs, most PCs come with either a traditional 1TMM0 2hard disk dribe; or a uaster, 
sleeker 1NNM0 2solidFstate dribe;W NNMs .oot gp Aogr PC uaster and load provrams more 
SgicklAW UheA are also less prone to damave since theA habe no mobinv partsDwhich 
is an important consideration iu Aog will ureSgentlA .e on the vo with Aogr PCW NNMs 
also gse slivhtlA less enervA, and donBt make the scratchA sognds that TMMs sometimes 
doW Uhe draw.ack is that NNMs tend to cost more than TMMs, .gt not a lot, and mA 
recommendation wogld .e to vo with the NNM gnless the price diference is vreat, and 
Aog plan to keep Aogr PC in one spotW

The Supporting Cast

”other.oardH Uhis is the central circgit .oard that connects all the parts ou Aogr comF
pgterW It’s where eberAthinv plgvs in and commgnicatesW
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Power NgpplA LnitH Uhe PNL conberts electricitA urom Aogr wall ogtlet 2which is 
alternatinv cgrrent at 993F9Y3 bolts; into a uorm Aogr PC can gse 2lowFboltave direct 
cgrrent;W 

Kraphics Card 2KPL;H Iu the CPL is Aogr PC’s .rain, the KPL is its artistic eAeW 
It handles anAthinv bisgalDwhich is especiallA important uor vaminv, photo and bideo 
editinv, or hivhFres displaAsW ”anA PCs gse intevrated vraphics 2.gilt into the CPL;, .gt 
hivherFend ones maA habe a dedicated KPLW

Coolinv NAstemH CPLs and vraphics cards venerate heat, so Aogr compgter needs uans 
or coolinv sAstems to keep temperatgres in checkW - hot compgter is a slow compgtF
erDand sometimes a .roken oneW

Nognd CardH ”ost PCs habe .giltFin sognd these daAsW Iu Aog’re an agdiophile or doinv 
prouessional agdio work, Aog mivht gse a separate sognd card, .gt uor most ou gs itBs not 
necessarAW 

Inpgt>Jgtpgt PortsH Uhese inclgde LNx ports 2uor :ash dribes, printers, keA.oards;, 
TM”I or MisplaAPort 2uor monitors;, and agdio yacksW 'amiliari—inv Aogrselu with Aogr 
PCBs ports will help Aog plgv in con?dentlAW Gog shogld de?nitelA identiuA Aogr LNx 
port2s;, since AogBll almost certainlA .e gsinv it to connect bariogs debices to Aogr PCW

Seeing and Interacting: Monitors, Mice, Touchpads, and Touch 
Screens

J.biogslA, AogBll need to interact with Aogr compgterW Uhe primarA ogtpgt debice will 
.e Aogr monitorW Uhere are bariogs inpgt debices, vibinv Aog some choiceW

Monitors/Screens

”ost desktop compgters come with a separate, standinv monitor, which connects to 
the compgter towerW Uhese screens come in diferent si—es, with Y9 to Y“ inches .einv 
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commonW - larver screen can .e easier on the eAes and more comuorta.le iu Aog spend a 
lot ou time in uront ou Aogr compgterW

(aptops habe monitors .gilt into their lids, tApicallA .etween 9N and 9“ inchesW Iu 
AogBre gsinv a laptop at home, Aog can connect it to a larver eqternal monitor uor more 
comuorta.le biewinvW

Keyboards, Mice, Trackpads, and Trackballs

jeBre all uamiliar with keA.oardsW je gse them to enter most data on ogr PCsW Iu Aog 
.gA a laptop, AogBll ou cogrse vet whicheber keA.oard is intevrated into itW 2It is possi.le, 
howeber, to connect a diferent keA.oard, either bia a ca.le or xlgetoothW; Iu Aog .gA a 
desktop, a monitor will outen .e .gndled in with the tower, .gt Aog maA .e a.le to select 
the monitor Aog preuerW 

UipH Iu Aog will .e tApinv in a lanvgave .esides @nvlish, Aog can add that lanvgave to 
Aogr preuerences and then recon?vgre the keA.oard so that Aog can tApe in characters not 
gsed in @nvlishW 'or details, click hereW

(etBs discgss some other inpgt debicesW 

Uhe mogse has .een arognd uor aves and is uamiliar to almost eberAoneW It lets Aog mobe 
a pointer arognd the screen to click, drav, scroll, and selectW ”ost mice todaA are wireless, 
thogvh wired ones can still .e uogndW

- track.all is another eqternal debiceW jhile similar to a mogse, a track.all is stationarAW 
Instead ou mobinv it a.ogt as Aog wogld a mogse, Aog vgide the cgrsor and make 
selections .A rollinv the .all on top ou the track.allW Gog mivht think ou a track.all as an 
gpsideFdown mogseW  

- trackpad, also called a togchpad, is a .giltFin alternatibe to a mogse, uognd on nearlA 
all laptops these daAsW Instead ou mobinv an eqternal mogse arognd, Aog simplA slide Aogr 
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?nver across the :at sgruace in uront ou the keA.oard to mobe the cgrsorW Gog can tap to 
click, gse two ?nvers to scroll, and eben pinch to —oom on some modelsW

Urackpads are conbenient, especiallA uor porta.le gse, since theA’re .gilt rivht into the 
laptopDno eqternal vear or :at sgruace is neededW UheA’re also vood uor workinv in tivht 
spaces, sgch as on an airplane or at a small deskW Toweber, some gsers ?nd them less 
precise than a traditional mogse, especiallA when doinv detailed work like dravvinv ?les 
or editinv photosW Gogr PCBs trackpad maA seem a .it sensitibe or awkward gntil Aog 
.ecome accgstomed to itW Iu Aog continge to wrestle with the trackpad, Aog can adygst 
its sensitibitAH 

In jindows 99, vo to Nettinvs O xlgetooth P debices O UogchpadW GogBll see seberal 
control settinvs which Aog can adygst gntil the trackpad ueels rivht to AogW In jindows 
93, vo to Nettinvs O Mebices O UogchpadW Uhere will .e a dropFdown meng in which Aog 
can chanve the Uogchpad sensitibitAW

'inallA, we habe togchscreensW ”anA laptops now come with togch screens, which 
allow Aog to scroll, tap, and —oom with Aogr ?nvers D ygst like Aog wogld on a smartF
phone or ta.letW - togch screen can .e especiallA helpugl when readinv lonv docgments 
or scrollinv throgvh we.sitesW Gog can pinch to —oom, swipe to scroll, or tap to select 
withogt gsinv a mogseW Uhese laptops will also habe a keA.oard, vibinv Aog the :eqi.ilitA 
to gse whicheber Aog chooseW ”A cgrrent PC has .oth a togchscreen and trackpad, and I 
gse .oth, dependinv on the taskW

jhich is .etterO Uhere is no clear winnerW Nelect whicheber Aog preuer, to make Aogr 
time at the compgter more enyoAa.le, and less ou a chore 8 which leads gs nicelA into ogr 
neqt chapterW



Chapter Two

Choosing the Right 
Computer for Your 
Needs

B uying a new computer can feel a bit like buying a car—there are lots of models, lots 
of features, and plenty of jargon. But don’t worry. This chapter will help you cut 

through the noise and focus on what really matters: your needs.

Desktop vs. Laptop

Let’s start with the big decision: desktop or laptop?

Desktops are great if you have a dedicated workspace and don’t plan to move your 
computer around. They usually o-er better performance for the price, and have fullzsixe 
keyboards and screens. They’re also a little more durable since they don’t get banged 
around.

Laptops, on the other hand, are all about convenience. They’re compact, portable, and 
perfect if you travel, move between rooms, or like working from the couch. They’re a little 
harder to upgrade later, and typically cost more for the same power—but they make up 
for it in FeJibility. Oor many of us, the laptop is the only real choice.
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Sf you’re considering a laptop, you’ll likely see models with and without touch screens. 
P touch screen can make it easier to scroll, tap, drag windows, and navigate, especially 
for users who are more comfortable with phones and tablets. Nn the downside, they may 
cost a bit more and will likely re(uire more fre(uent cleaning due to smudging. Today 
there are many "Es which have both a touch screen and a touchpad )aka RtrackpadR–, so 
you can have the best of both worlds. 

'egardless of whether a "E has a touchscreen or not, you should be able to easily 
connect an eJternal device U a mouse or trackball U by plugging it into your "EMs W2B 
port.

How Important Is the Brand Name?

1ven a cursory search on the internet or at your local big boJ store will reveal just how 
many brands there are available these days. 2ome of the major names include C", Dell, 
Lenovo, Psus, Pcer, Toshiba, and Yicrosoft )yes, they produce "Es as well as software–. 

Xhich brand is best? ThereMs no clear answer. Through the years, SMve owned a Toshiba, 
two or three C"s, a 2amsung, and two Dells, including my current "E. Pll have been 
dependable and served me well. Sf you search the internet a bit, youMll likely Gnd C" and 
Dell topping many RbestR lists.

S would recommend staying with one of the betterzknown brands. 'eputations are 
earned. Plso, if you buy an o- brand, you may have more diKculty getting it serviced. 
3ou might be tempted to buy a RBrand ZR "E just because of its low price. Cowever, if 
you do some shopping around and are a little patient, youMll almost certainly be able to 
Gnd a namezbrand "E on sale. 

Xhile S would suggest sticking with a major brand, beyond that, S think that your 
particular needs are more important than the name. 2o letMs consider what type of user 
you are, and what youMll likely need.
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Matching the PC to Your Needs

Iot everyone needs a powerhouse "E. Let’s look at some user types and what kind of 
system Gts best.

Everyday Use

Sf you’ll be browsing the web, emailing, attending Voom calls, writing, or playing solitaire, 
you don’t need topztier specs. Cere are the desired speciGcations )and donMt worry if you 
donMt understand some of these terms. Hust ask for them–:

  Pt least $ 8B of 'PY

  P q40 8B )or more– 2olidz2tate Drive or traditional Card Drive

  Sntel i4 or PYD 'yxen 4 processor minimum

  7ideo editing is a system hog.

Sf you plan to purchase a laptop, S strongly suggest buying one with an 22D, which will 
stand up to travel better.

P budget or midzrange machine will do just Gne and can be purchased for 9®  z90  .

Creative Tasks

Xill you be working with photos, videos, or music? 3ou’ll want to purchase a "E with a 
bit more horsepower. 7ideo editing in particular is a system hog. 2peciGcations:

  Pt least A0 8B of 'PY

  P 4Aq 8B )or more– 2olidz2tate Drive

  Oaster processor, such an Sntel i4 or i/

  7ideo editing is a system hog.
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1Jpect to pay 90  z9=  .

Gaming or High-Performance Use

8o big. Desired speciGcations:

  Pt least A0 8B of 'PY minimum

  P 4Aq 8B )or more– 2olidz2tate Drive

  Yultizcore processor

  Dedicated graphics card

 These machines can be pricey, 9A,    and up, but they’re built for speed and power.

Additional Considerations:

  Do you prefer a touch screen or touchpad? S have a Dell Snspiron qzinzA, which 
has both. S mainly use the touchpad, but Gnd the touch screen handy for some 
activities.

  3ou might also look for a model with two W2B ports if you might be plugging 
more than one device at a time into your "E.

Other Items

Xhen you purchase your computer, consider what else you will need, such as peripherals. 
2ometimes you can get special prices for addzon items at the time of initial "E purchase. 
2ome items which you might want to pick up include:

  2urge protector and smart charger

  Youse if you prefer one
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  Ceadset

  Pn eJternal drive for backups

  P carry case or protective sleeve for a laptop

Should You Buy the Extended Warranty?

Xhile we are discussing purchasing addzons, letMs address the (uestion of whether you 
should purchase an eJtended warranty, which will almost certainly be o-ered to you.

This is a tough (uestion because, among other factors, the answer depends on your 
personality. 3ou might simply feel more comfortable purchasing an eJtended warranty 
)aka Rprotection planR, Rservice planR, or Rservice contractR–, and they arenMt generally 
all that eJpensive. Cowever, according to "EYag, they generally arenMt worth the eJtra 
money. 

Sn general, S would agree with "EYag. "Es have become more dependable over the 
years. Pnd if you are going to encounter a problem with your "E, it will likely surface 
early, when your "E is still under warranty. SMd (ualify this by saying that if you plan to 
travel fre(uently with your computer, with all the attendant jostling, you might consider 
an eJtended warranty as worthwhile. 

Migrating from Your Old PC

2witching over to a new "E involves more than just unboJing it. "rograms, folders, Gles, 
and information stored by your browser need to be migrated over to your new "E. 

The process of migrating to a new "E is much easier than it used to be. This is especially 
true if your old "E runs on Xindows P and so does your new "E. S bought a new Dell 
laptop recently and because my old "E )a 2amsung– and the Dell both run Xindows with 
the Ehrome browser, the migration was surprisingly straightforward. 
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That said, if you get nervous at even the suggestion of performing the migration 
yourself, itMs worth paying a tech pro to handle it for you. This is an important job, after 
all. Sf S recall correctly, Best Buy o-ered me this service for 9A  . Xhile S opted to do the 
migration myself, youMll of course want to verify the cost and weigh whether itMs worth the 
money to you. )"erhaps you have a techzsavvy friend or relative who can help you for free 
or a modest bribe.– Plso be aware that even if you pay to have the migration done, youMll 
probably still need to reload software youMve purchased onto your new "E. 

Sf you might do the migration yourself, or are simply curious about what it entails, SMve 
included a highzlevel checklist as an appendiJ.

What to Do with Your Old computer? 

Oirst, S’d recommend keeping your old "E around for perhaps a month after migrating 
to the new "E, just to be sure that you didn’t miss porting over any important programs 
or data during the migration.

3ou may wish to donate your old computer after you’ve completed the migration to 
your new "E. To me, donating it is preferable to simply trashing it. There are many people 
around the world who simply cannot a-ord to buy a "E, and who would be very happy 
to receive your handzmezdown.

Sf you instead opt to toss your old computer, please do so in a responsible way. 
Eomputers contain small amounts of harmful metals and also Fame retardants, which 
can Gnd their way into the environment if not disposed of properly.  Sf you aren’t sure 
how to properly dispose of your computer, contact a local ST professional.

Important: Xhether you plan to donate your old computer or simply dispose of it, 
be sure to Grst wipe the old "E’s hard drive. 3ou don’t want your sensitive data to fall into 
the wrong hands. Nnce you are ready to wipe your old computer, follow thesesteps )for 
Xindows AA–:

●QQQQQNpen 2ettings.
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●QQQQQ2elect R2ystemR, then R'ecoveryR.
●QQQQQIeJt select R'eset this "ER.
●QQQQQIeJt 2elect the option to R'emove everythingR.
3ou can watch this video to see the process step by step: https:RRwww.youtube.comR

watch?vSH=qzbDoqBuP

Sn the neJt chapter, we’ll walk you through setting up your new "E, step by step.



Chapter Three

Setting Up Your PC

Y ou’ve got your new PC, still in the box, or maybe you’re setting one up again after 
a move or a cleanup. Either way, this chapter walks you through what to do before 

you press that power button—and what to expect afterward.

Selecting a Space

Before setting up your PC – ideally, before you even buy it – give some consideration 
to where you’ll be using it most often. Where you put your PC matters, especially for 
desktops, because once it’s set up, you likely won’t want to move it again. Choose a spot 
with the following in mind:

  Flat, stable surface with good ventilation (not tucked into a tight cabinet)

  Access to power outlets and, if needed, your router for a wired connection

  Comfortable seating and desk height, and su-cient elbow room

  Proper lighting and screen positioning to avoid eye strain and neck pain

For laptops, you have more Iexibility, but if you’re setting up a permanent or semi'per'
manent workspace, it’s still worth thinking about posture, lighting, and comfort. Tf youHll 
be connecting to the internet via Wi'Fi, set up near the router, or try to be line'of'sight.



GNE BERTSSED’O PC NASKB119: Mq

Unboxing and Assembling

1pen the box and lay out all the components. You’ll typically Qnd:

  Ghe computer itself (desktop tower or laptop)

  Jonitor (desktop)

  Power cord or adapter

  9eyboard and mouse (for desktops, and occasionally for laptops)

  Oetup instructions or Luick'start guide

Dight now, before doing anything else, record the information speciQc to your 
computer, such as model number and serial number, plus the date purchased and where. 
Ghe model and serial numbers may be on the box. Tf not, gently turn your computer over 
and look for a label or a 2D code which you can scan. 1nce you Qnd the information, 
write it down and Qle it in case you need it later. You might also take a picture with your 
cell phone and email the picture to yourself, so that this key information will always be 
handy if you need to call tech support, or in case of loss or theft.

Ghis is also an excellent time to register your PC. Oure, youHre in a hurry to begin 
using your new PC, but if you skip the registration step during setup, you may never get 
back to it. And registering your device will help tremendously should you need to contact 
the PC makerHs Gech Oupport, or if you need to exercise your warranty.

While youHre handling the administrative tasks, put your receipt and warranty infor'
mation in an envelope and Qle it where it will be handy if needed. And if you will use your 
PC for work, check to see if you might be able to deduct all or part of its cost.

Desktop Setup
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When setting up your desktop, itHs best to perform the following steps in the order 
indicated:

M. Place the computer tower on the Ioor or a stand—not directly on carpet.
3. Connect the monitor using an NKJT, KisplayPort, or 4RA cable (these will be 

included).
5. Plug in the keyboard (and mouse if applicable) via 6OB ports.
j. Connect the power cord from the tower to a surge protector (not straight into the 

wall socket).
z. Connect the monitor to power as well.

Sote: We will discuss connecting your PC to the internet in Chapter ®.

Tf you are curious as to what NKJT, KisplayPort, and 4RA cables look like, you can 
do a Luick Roogle search on each. Nowever, almost certainly the speciQc cables you will 
need will be packaged with your computer.

Ghere are a number of reasons why you should not place the desktop tower directly on 
carpeting:

  Heat buildup: Carpeting can block airIow to the underside vents or fans, 
especially if the tower has a bottom'mounted power supply or intake. Ghat 
trapped heat shortens the life of components.

  Dust accumulation: Carpet Qbers generate dust and static. PCs sitting on 
carpet suck in more dust, which clogs fans and Qlters faster.

  Static electricity risk: While modern PCs are well'shielded, static electricity 
from carpet can, in rare cases, cause component damage.

  Stability: Ooft or uneven carpet can cause the case to wobble or sit at an angle, 
especially on plush or high'pile carpeting.

Laptop Setup

Vaptop setup is even easier:



GNE BERTSSED’O PC NASKB119: 3M

M. Plug in the power adapter to a surge protector.
3. 1pen the lid—it may power on automatically or you may need to press the power 

button. (Tf nothing happens, donHt panic. Tt could >ust be that the battery needs to be 
charged Qrst.)

5. Tf using an external mouse or keyboard, plug those in via 6OB or connect via 
Bluetooth later.

Cables and Wiring

Get Organized from the Beginning

9eeping cables organi“ed helps avoid tripping ha“ards, dust bunnies, and frustration. 6se 
twist ties, 4elcro straps, or binder clips to route cables neatly along the back of your desk. 
Ko it while you are setting up your desktop, so you won’t have to crawl around under the 
desk later.

Surge Protection and Safety

Always plug your computer and monitor into a surge protector. Electrical surges can 
happen due to lightning strikes, the return of power after an outage, or even the sudden 
demand for electricity when larger appliances (such as vacuums or air conditioning) 
are turned on. Electrical surges can fry delicate components instantly. Consider a surge 
protector with battery backup (an uninterruptible power supply or 6PO) if you live in an 
area with freLuent outages.

First Boot: What to Expect

When you power on your PC for the Qrst time, you’ll be guided through the Windows ” 
setup process. We’ll walk through most a bit later.
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Creating a Password and Using Biometrics

But Qrst, let’s discuss creating a secure way to sign in. Tf you use a Jicrosoft account to 
sign in (for example, perhaps you already use 1neKrive or Windows5®z), you can use that 
account’s user name and password. Tf you choose to create a local account instead, you’ll 
be asked to create a new password for your PC. Tt is important to note that changing your 
password for one Jicrosoft product changes your password for AVV of your Jicrosoft 
products. 

You can always ad>ust your sign'in preferences later by going to Oettings J Accounts J 
Oign'in options.

Gip: Choose a password that’s easy for you to remember but di-cult for others to 
guess. Avoid using names, birthdates, or simple words like KpasswordL or KM35jz®L. 
Nackers are very skilled at pulling this information from social media.

Windows also lets you sign in using a faster or more convenient method, such as a PTS, 
Qngerprint, or facial recognition. Ghese options may be oMered during setup, or you can 
enable them afterward in your Oettings. Go explore these sign'in options, go to: Oettings 
J Accounts J Oign'in options. Oimply follow the onscreen instructions for each.

Ghese biometric options are both secure and convenient. With a simple tap or a Luick 
look, you can unlock your PC in seconds — no typing needed, and no worries about 
someone else getting ahold of your password.

Tn the next chapter, weHll Qnish the physical setup of your computer system by con'
necting peripherals.



Chapter Four

Connecting Peripherals 
and Drivers

N ow that your PC is up and running smoothly, it’s time to connect the extras that 
make it more functional. In this chapter, we’ll talk about how to hook up your 

printer, external storage, webcam, and how to stay powered up and protected. We’ll also 
discuss what “drivers” do and how to do a bit of troubleshooting should a device not work 
as expects. 

Printers and All-in-One Devices

Nowadays, these devices are usually plug-and-play. Most connect to the computer via 
USB. Just plug the cable into the USB port and turn on the device—Windows should 
then detect and install the required driver (this term is discussed below) automatically. 

If the printer is not automatically detected, try the following :rstR

  Check all physical connections,

  Oestart the printer and your PC.
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If these steps fail, you may need to update the printer driver D the little bit of code 
which allows the PC and printer to communicate. Frivers and troubleshooting them are 
covered later in this chapter. 

If you’ll be using a wireless printer, you’ll need to connect it to your Wi-6i network. Be 
sure that you know the name of your Wi-6i network and the network’s password before 
beginning. (If your Wi-6i has not yet been set up, refer to Chapter ; and to the Lome 
Wi-6i Setup Checklist at the end of this book.) Most printers today have a small screen 
which guides you through the setup/ consult the setup manual which came with your 
printer. Ehis video shows how to connect a wireless printer (and also a smartphone) to 
your Wi-6i networkR 

httpsR??www.youtube.com?watch=vVfGhLBMz_&Ck"tV;s

External Data Devices

2xternal data devices vary from thumb drives (also called Ajash drivesA) to heavy gaming 
drives the si_e of a small book. Oegardless, these devices all plug into any available USB 
port. Ehey’re great for backups, transferring :les, or expanding your storage. When you 
plug one in, it should appear automatically in 6ile 2xplorer under “Ehis PC.” 

IMPHOEYNER Oemoving an external device without safely eKecting it :rst can lead to 
data loss or corruption, especially if you were writing to the device. Eo safely eKect the jash 
drive, select the caret symbol at the right of your lower task bar, click the 2Kect symbol, 
and wait a couple of seconds until a message displays saying that the device can be safely 
eKected.

Cameras and Sound

Most laptops now come with a built-in webcam and microphone. If yours doesn’t—or if 
you want better quality—you can plug in an external webcam via USB. Ys with printers, 
most will install automatically. 5ou may be instructed to go to a website to download 
driver software.
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Cameras

If you are having a video chat or meeting and you can see others, but they can>t see youR
3. 6irst check to see if there is a physical slider next to the camera lens that is closed, 

covering the lens. Ery moving the slider to uncover the lens. (Ehat’s the voice of 
experience speaking.)

4. Check Settings Z Bluetooth " devices Z Cameras Z Camera privacy settings. Be 
sure that the slider next to Camera is set HN, allowing applications to access the 
camera. 

0. If everything above seems H' so far, it might be a driver issue.  See the section 
on drivers below.

Sound

Plug standard headphones or speakers into the green audio Kack or a USB port. Connect 
wireless ones via Bluetooth. 5ou can select which sound device you want to use under 
Settings Z System Z Sound.

If you are experiencing microphone issues, :rst go to Settings to verify that the proper 
device is selected. Ylso check in whichever application you are using (for example, 7oom 
or zoogle Meet) to be sure that you are not muted there. 

Wireless Peripherals

If your PC has Bluetooth built in (most do), you can pair wireless input devices easilyR
3. 6irst ensure that the device is charged, that it is switched on, and is in pairing 

mode.

4. zo to Settings Z Bluetooth " devices Z Ydd device.
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0. Select the device from the list when it appears and follow any prompts.

–. 6ollow any additional prompts to complete pairing.

EipR Bluetooth range is limited. 6or best results, keep your devices within a few feet of 
the computer and make sure there aren’t walls or large obKects in between.

Understanding Drivers

Frivers are tiny programs that help your PC’s hardware and software talk to each other. 
2very component—your printer, graphics card, webcam, sound system—has its own 
driver. Frivers reside in your PC>s :rmware.

Without the right drivers, your PC will likely still run, but certain features won’t work 
properly. Maybe the screen resolution will look fu__y, or the sound won’t play. 

Most drivers install automatically in Windows 3® and 33. When you connect a new 
device or :nish setting it up, Windows usually :nds and installs what’s needed. Ylso, 
drivers often will be downloaded automatically when you are online, and then installed 
the next time you reboot your computer. 5ou can also install drivers manually by visiting 
the manufacturer’s website and searching for the model number of your computer. 

Updating and Troubleshooting Drivers

Many problems which seem mysterious—maybe your webcam or printer suddenly isn’t 
working properly—can often be solved with a simple driver update. Lere’s what to do if 
you suspect a driver issueR

  zo to Settings Z Windows Update and check for updates.

  Hpen Fevice Manager (search for it from the Start menu) to look for any 
devices displaying warning symbols. If you :nd any, right-click on that device 
and choose Update driver.
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  Gisit the manufacturer’s website (Fell, LP, Tenovo, NGIFIY, etc.) and down-
load the latest driver manually.

  If you are still experiencing issues, uninstall the driver from Fevice Manager, 
then restart your PC. Windows will usually reinstall the correct version.

Caution: Never download drivers from pop-up ads or random websites claiming to 
“:x your drivers.” Ehese are often scams and may install malware on your computer.

With your peripherals connected and con:gured, the physical setup is done. Tet>s now 
turn our attention to the Windows R operating system. 



Chapter Five

Windows Basics

N ow that your PC is physically set up, it’s time to get the Windows ® operating 
system up and running. You can think of Windows ® as your PC’s main control 

center. It lets you run applications, manage bles, and jrowse the wej, among many other 
things. Without it, your PC is (ust a fancy xand evpensi)eM paperweight.

Installing the Windows ® Operating System

If Windows Is Pre-Installed:

1ost new PCs come with Windows :: already installed, so the initial setup is minimal.

Power on your PC and follow the guided setup- language, keyjoard layout, WiF6i, 
1icrosoft account, and pri)acy preferences. You’ll want to ha)e the WiF6i network name 
and password handy jefore jeginning. xWe’ll discuss connecting to your WiF6i in detail 
in Chapter T.M 1ake sure you connect to the internet during setup. Hhis allows Windows 
to download and acti)ate any important updates automatically. 

If Windows Is Not Pre-Installed:
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Gut in case you’re setting up from scratch or doing a fresh install, here are the steps-

  You’ll need a ”ash dri)e xsometimes called a 0thumj dri)eU or 0pen dri)eUM 
loaded with Windows :' or ::.

  Plug the ”ash dri)e into your computer’s zAG port and joot up. Your PC will 
typically detect it and jegin the installation process.

  6ollow the onFscreen prompts to install Windows, which will guide you through 
the process step jy step.

  When prompted, enter your product key xgi)en to you after purchasing WinF
dowsM to acti)ate Windows.

Your Windows® operating system performs se)eral functions, many of them jehind 
the scenes. Youqll learn more ajout these functions and how you can tailor them to your 
needs in the chapter Personali?ing your PC and Aetting zp Dccounts. Gut for now, letqs 
take a Quick look at some jasic functionality. SeadyJ

Logging in

6irst letqs co)er the brst step- Hurning on your PC. Ho do this, press the power key. Itqs 
usually located at the top right of the keyjoard, jut may je located on the side. If you 
ha)e diLculty bnding it, consult the 3uickFAtart Ruide that came with your PC. Note 
that you should press the power key brmly, jut not hold it down. xEolding the power key 
down for se)eral seconds is actually how you can force stop a locked computer.M Now je 
patient. It may take se)eral seconds for your PC to joot up.

Dfter jooting up, youqll need to log in. When you do this, you are actually signing into 
the Windows operating software. zse the same credentials that you used xor set upM in the 
last chapter. 

Note that it is possijle to set up multiple users on a single computer, each with their 
own capajilities and settings. Weqll co)er this in a later chapter, in case this might apply 
to you.
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The Windows Desktop

Knce logged in, there will je an open beld in front of you which is called the ;Oesktop;. 
xHhis term has nothing to do with the term ;desktop computer;.M Initially it should je 
largely empty xunless you migrated o)er lots of stu+ from your pre)ious computerM. Gut 
you should see a few icons xthose little picturesM on the left, including the Recycle Bin, 
Control Panel, and your personal folder. Youqll want to click on these icons and 
evplore, jut letqs discuss them jrie”y-

  Secycle Gin- when you delete a document, image, ble, or folder, itqs not immeF
diately erased from your PC. Instead, it goes into the Secycle Gin. Items in the 
Secycle Gin can je restored until they are permanently deleted jy clicking the 
Bmpty Secycle Gin icon at the top of the screen.

  Control panel- Hhis icon is a handy shortcut. When you doujleFclick it, youqll 
see ma(or Windows settings, and also all programs installed on your PC. If you 
later want to uninstall a program, you can do that from here.

  Your personal folder- You can sa)e all of your content xdocuments, photos, etc.M 
in this folder. OoujleFclicking this icon is one of a numjer of ways to Windowsq 
6ile Bvplorer, which we will discuss shortly.
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Oesktop with icons to the left and Haskjar jelow

The Taskbar

/etqs now turn our attention to the jottom of the screen. Hhat row of icons is called the 
;Haskjar;. Youqll je using it often.

Atarting at the left, youqll see a jlue sQuare, usually referred to as the ;Windows jutton;. 
When you click on it, a jov opens. In it youqll see se)eral icons for freQuently used 
programs. In the jottom right of this jov is a jutton which looks like a circle with a 
)ertical line through it. Hhat is the Atart4Sestart jutton. Click it and youqll see options for 
turning your computer o+, restarting it xperhaps after downloading a software updateM, 
and putting it to sleep.

"ust to the right of the Windows jutton is the Aearch beld. You can enter here to search 
for something on your PC, which is helpful if you (ust canqt rememjer where you sa)ed 
something. You can also search the wej from this beld.

Ds you open applications and jegin working, youqll notice that the applicationsq icons 
will je added to the middle and right of the Haskjar. If you evpect to use one of these 
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applications freQuently, you can rightFclick on its icon and click on ;Pin to taskjar; in 
the menu which displays. Hhen, whene)er you wish to open that application simply jy 
doujleFclicking its icon in the Haskjar.

Ho the far right of the Haskjar youqll see a few icons. Hhis part of the Haskjar is called the 
Notibcation Drea. Hhe icons displayed here will )ary, jut might include WiF6i status xon 
or o+, signal strengthM, sound )olume, and jattery status ! much like the gauges and lights 
on your automojile dashjoard. Hhere will also je a caret symjolL clicking it will usually 
display ;o)er”ow; icons which couldnqt bt in the Notibcation Drea. 6inally, looking at 
the far right corner, youqll see the current date and time. 

Navigating File Explorer

Windows also includes 6ile Bvplorer, which is your digital bling cajinet. You open it jy 
doujleFclicking the icon that looks like a manila folderL you should see this folder icon 
on your Oesktop and in your Haskjar. You should see some standard folders xOesktop, 
Oownloads, Oocuments, Pictures, 1usicM already set up for you. You can create addiF
tional folders as you need themL simply click the M sign at the upper left. When you create 
a new folder, you can nest it under another if youqd like. 

Hip- Consider what content you evpect to je sa)ing going forward and let that guide 
you as you create and organi?e your Bvplorer folders.

Eere are a few ways to make 6ile Bvplorer work harder for you-

  zse the 3uick Dccess area to pin freQuently used folders. 3uick Dccess appears 
automatically as a dropdown menu when you open 6ile Bvplorer. It shows 
freQuently used folders and recently opened bles. You can pin any folder jy 
rightFclicking it and selecting ;Pin to 3uick Dccess.;

  SightFclick a ble or folder to rename, delete, or mo)e it Quickly jy selecting the 
desired action in the dropFdown menu.

  zse the Aearch jar at the top right to bnd bles jy name or keyword.
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  Aort bles jy date, type, or si?e jy clicking the column headers. Note that clicking 
a column heading again will re)erse the order of the data displayed, so you could, 
e.g., easily display data from lowest to highest, and then highest to lowest.

  zse Ctrl M D to select e)erything in a folder. Comjine this command with Ctrl 
M C or Oelete for Quick tasks. Youqll learn many more keyjoard shortcuts like 
these in the bnal chapter.

6ile Bvplorer showing 3uick Dccess at the top

Install Key Software Packages

With Windows now installed, this is a good time to take stock of software programs you 
may need to reload, as these often arenqt migrated o)er from your old PC. Aome common 
software that you may need include-

  Dnti)irus- Dcti)ate or install anti)irus protection xWindows Oefender, Norton, 
1alwarejytes, etc.M. Windows includes Windows Oefender Dnti)irus software. 
Eowe)er, you might want to consider additional protection.

  KLce Auite- Install 1icrosoft KLce xor the free alternati)e KpenKLce suiteM 
for word processing, presentations, spreadsheets, etc.

  PO6 Seader- Install Ddoje Dcrojat Seader or your preferred alternati)e. ;PO6; 
stands for ;portajle document format;, which is a type of ble designed to je 
readajle jy most software packages. 
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  Cloud Atorage- ;Cloud storage; simply means storing data xbles, folders, images, 
)ideosM on remote ser)ers. Ooing so pro)ides a jackup in case you lose your 
computer or for any reason cannot access needed data on your PCqs EOO 
or AAO dri)e. Cloud data is also easily shared with others, which is particuF
larly useful for sending large bles such as photo aljums or )ideos.  Hhere are 
many cloud storage pro)iders, jut the most commonly used include KneOri)e, 
Roogle Ori)e, or Oropjov.

Hhese days, most software can je downloaded from a wejpage. Ge sure that jefore 
attempting to download and acti)ate any software package you ha)e the acti)ation code, 
which ser)es as proof that you purchased a software license.

K2, itqs bnally time to take your PC for a spin on the internet highway. /etqs get you 
connectedO



Chapter Six

Getting Online

W hile there are many activities that you can do o,ine’ youwll almost certainly 
gant to also do some online’ such as sendinp and receivinp emails’ shokkinp’ or 

checbinp your .anb .alanceS  o in this lesson ge discuss pettinp onlineS
L
jetws .epin .y revieginp the mafor comkonents ghich gorb topether to allog you to 

surT the ge.S
L
Io connect to the internet’ youwll need an internet service krovider’ or P -S  ome 

gellAbnogn P -s include  kectrum’ &ICI’ and DomcastS Ihere are many P -s’ althouph 
there may only .e one or tgo servinp your peoprakhic areaS

L
Ihere are a Teg gays in ghich you mipht .e connected to your P -S Pn the olden days’ 

ge connected usinp repular khone lines’ via either dialAuk or ( j )dipital su.scri.er lineOS 
Ihese days’ youwre more libely connected .y ca.le or “.erAoktic ca.le’ or kossi.ly satelliteS 

L
”nce the dipital sipnal Trom your P - reaches your home’ a modem converts that sipnal 

to analopS Ihe gord HmodemV means HmodulatorAdemodulatorV’ indicatinp its role in 
convertinp the in.ound and out.ound sipnalsS Ptws kossi.le to set uk a very simkle home 
netgorb gith fust a modem .y connectinp your -D directly to the modemS 

L
Fogever’ most home netgorbs also incorkorate a routerS PT you klan to connect more 

than one device )-Ds’ smartkhones’ IJsO to the internet’ or to use WiANi’ then youwll need 
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a router as gellS Ihe router acts libe a traYc cok’ directinp sipnals and coordinatinp all oT 
your devicesS Pt also connects to the modem and Trom there to the P -S

L
Ihese days’ the modem and router may .e com.ined in a sinple device’ usually reTerred 

to as a HpategayVS
L
3og that gewve revieged the comkonents oT a netgorb’ letws loob at the tgo tykes oT 

internet connectionq gired and girelessS

Wired (via Ethernet cable)

Ihis is the oldAschool method’ .ut itxs the most sta.le’ and also penerally the TastestS –ou 
simkly klup one end oT an 6thernet ca.le into your comkuter and the other into your 
routerS Ptws Tast’ secure’ and not aGected .y galls or interTerenceS

Pn case you are unsure ghat 6thernet ca.les loob libe’ they are much libe khone ca.les 
.ut thicberS &n 6thernet ca.le gill have a s>uarish klastic connector at each end )apain’ 
much libe a khone ca.leO ghich is inserted into a kort desipned skeci“cally to accekt itS 
When “rmly inserted’ youwll hear a HclicbVS 6thernet ca.les can come in several diGerent 
colors’ .ut the color does not indicate any diGerence in cakacityS )Pxve added an imape oT 
an 6thernet ca.le to akkendiB Fome WiANi  etuk DhecblistSO

Wireless (Wi-Fi)

Ihis is ghat most keokle use todayS –our -D connects to your home netgorb via radio 
gavesS Ptws convenient and doesnxt re>uire cordsS Fogever’ the sipnal can .e geabened R 
oTten sipni“cantly R .y distance’ thicb galls’ or interTerence Trom other devicesS

3oteq PT you already have a WiANi netgorb set uk’ simkly do the Tolloginpq

Ko to  ettinps 7 3etgorb C internet 7 WiANiS Ihen clicb  hog availa.le netgorbsS 
 elect your netgorb Trom the listS –ou gill need to enter the netgorb kassgordS 
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–ou can then clicb the .oB ghich says 5Donnect &utomatically5S Ihen’ iT the connecA
tion is .roben or ended Tor any reason’ your -D gill reconnect to the netgorb githout 
your needinp to lop .acb inS

Initial Setup

Ihere are a Teg steks involved in settinp uk your WiANi’ .ut the krocess is simkle iT taben 
set .y stekS Io assist you’ youwll “nd a very detailed Fome WiANi  etuk Dhecblist as an 
akkendiBS 1ead throuph it all .eTore .epinninp the setuk so youwll have a pood idea oT 
ghat youwll .e doinpS

P gonwt rekeat the checblist steks here’ .ut gill hiphlipht a Teg kointsq

  When kluppinp in and turninp on the various devices’ .e sure to do so in the 
order indicatedS

  3ame your netgorb somethinp easy to identiTyS –our neiph.orsw netgorbs 
mipht also disklay on your -D in the list oT netgorbs availa.le’ and youxll gant 
to .e a.le to identiTy yoursS

  "e very sure to create a stronp kassgord usinp a miB oT letters’ num.ers’ and 
sym.olsS (o not use HkassgordV or H8U:;$'VS Facbers have .een bnogn to 
cruise slogly throuph neiph.orhoods loobinp to hacb into home WiANi netA
gorbsS (onwt mabe it easy Tor themS

  Write dogn the kassgord and save it’ kerhaks in multikle klacesS

  When kromkted to select a security mode’ select W-&U or W-&:S While W-U 
is secure’ W-: has much stronper encryktion’ so select it ghen itws an oktionS 

”nce the setuk has .een comkleted’ connect your -D’ smartkhone’ and other gireless 
devices to the netgorbS 
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Improving Your W-Fi Connection

Io imkrove your systemws sta.ility’ ghenever kossi.le kosition your router in a central 
location in your home’ or in or near the room ghere you anticikate usinp your comkuter 
most oTtenS PT this is not kossi.le’ consider addinp a WiANi eBtender or a 9 " eBtenderS

& WiANi eBtender is a device that amkli“es and eBtends the ranpe oT your eBistinp WiANi 
sipnal to areas ghere itxs geabS 6Btenders are tykically ineBkensive and easy to install? they 
klup into a repular electrical outletS -rices Tor eBtenders .epin at around !:NS

L
& 9 " antenna is similar to an eBtender’ .ut the sipnal is not relayed onS 1ather’ the 

antenna kicbs uk the WiANi sipnal and Tunnels it directly into your -DS -rices .epin at 
less than !8N’ so you mipht gant to try this oktion “rstS Pt mipht .e a very ineBkensive 
solutionS

L
3ote that Tor .oth eBtenders and 9 " antennas’ there are many .rands’ models’ 

and kricesS P recommend checbinp kurchaser ratinps and comments .eTore mabinp your 
choiceS

Troubleshooting Common Network Issues

6ven iT you set everythinp uk kerTectly’ kro.lems are libely to occur Trom time to timeS 
-oger outapes are a common source oT issuesS PT your online connection is .roben and 
you eBkerience trou.le pettinp .acb online’ try the Tolloginp .eTore callinp Tor helkq

  PT you connect to the internet via 6thernet ca.le’ veriTy that the ca.le is securely 
connected at .oth endsS PT the kro.lem kersists’ try a diGerent kort or ca.leS

  PT nothinp gorbs’ it could .e that the kro.lem lies gith your P - )internet service 
kroviderOS Dall them and asb iT there is an outape in your areaS

Nor WiANi issues skeci“callyq

  (ou.lechecb that WiANi is ena.led in your -Dxs netgorb settinpsS 

  Iry kluppinp into a diGerent kort on the routerS )Ihere are penerally tgoSO (oinp 



IF6 "6KP3361w  -D F&3("””2q :O

this gill oTten resolve the issueS

  1estart your router .y unkluppinp it Tor a Tull 8N seconds’ then kluppinp it .acb 
inS –ouxll need to pive it time to Tully koger ukS

Considerations When Traveling

PT you chose to kurchase a laktok rather than a desbtok’ you libely did so to pive yourselT 
the Treedom to tabe your -D gith you ghen you are agay Trom homeS &nd indeed’ itws 
easier than ever to stay connected ghen you travelS Fogever’ here are a Teg cautions to 
beek in mindq

"e very cautious ghen usinp ku.lic WiANi’ such as in a mall’ coGee shok’ airkort’ or even 
your hotel roomS Ihese netgorbs are not secureS ”Tten a kassgord isnwt even re>uiredS 
6ven iT one is’ asb yourselT iT you trust everyone else around you gho is usinp the same 
netgorbS

–ou should mabe a small investment to pet a J-3 )virtual krivate netgorbOS What a 
J-3 does is to krovide endAtoAend encryktion’ mabinp it imkossi.le Tor most hacbers to 
snatch your dataS & J-3 gill also dispuise ghere you are khysically locatedS

6ven iT you have a J-3’ avoid kossi.ly eBkosinp sensitive data .y mabinp online 
kurchases’ Tor eBamkle’ or accessinp .anb inTormationS

Ihere is a lot oT discussion a.out ghether itws really necessary to kut your -D )and cell 
khoneO in &irklane mode ghen PyinpS Pt is .est to Tollog the cregws instructionsS Ihe 
&irklane mode sgitch can .e Tound under  ettinps 7 3etgorb C internetS

PT you have a korta.le charper ghich contains a lithiumAion .attery’ you should stay 
a.reast oT stricter re>uirements cominpS Ihe N&& already .ans .aps containinp electronA
ics usinp lithiumAion .atteries Trom .einp checbedS While you may still .rinp these devices 
a.oard in your carryAon .ap’ you may .e re>uested to beek them in sipht at all timesS Ihe 
kractice oT charpinp your -D in the overhead .in gill .e krohi.itedS
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Ihe reason is simkleS jithiumAion .atteries penerate a lot oT heat’ and have caused “res 
a.oard klanes’ many oT them leadinp to crashes’ at least one oT them gith Tatalities )a 9-  
Pipht in UN8NOS Nor this reason’ it is unsaTe to leave electronics containinp lithiumAion 
.atteries out oT vieg in the carpo holdS While these .atteries could still cause a “re in the 
ca.in’ the “re gould hokeTully .e noticed and kut out .eTore pettinp out oT handS  o 
understand that stricter kolicies are Tor everyonexs saTetyS

When on the po’ youwll libely .e unklupped much oT the timeS –ou can adfust your 
settinps to pet the most Trom your .atteryS Ko to  ettinps 7  ystem 7 -oger C .atteryS

(id you bnog that sgitchinp oG your WiANi ghen you donwt need to .e online gill 
also conserve .attery kogerQ Ihe reason is that ghenever the WiANi sgitch is on’ your 
comkuter gill .e continually searchinp Tor a WiANi sipnal’ ghich causes an unneeded drain 
on your .atteryS

3og that your comkuter is connected to the internet’ youxre ready to po sur“npR –ouwll 
do that via a H.rogserVS Pn the neBt chakter’ letws revieg the many thinps that the Dhrome 
.rogser’ includinp ta.s and eBtensions’ can do Tor youS 



Chapter Seven

The Chrome Browser

I n the last lesson, we got you ready to surf the web. But before you paddle out into the 
waves, you need to understand the interface you’ll be using: your web browser.

In this chapter, we’ll explain what a browser is, why many people use Google Chrome 
as their web browser, and how to manage browser windows, tabs, extensions, and im-
portant settings — all in plain language, without the jargon.

What Is a Browser? 

You’ve almost certainly used a browser, even if you didn't know what it was called. 
Whenever you’re connected to the internet, whether you’re reading the news, checking 
your email, or shopping online, you’ll be doing it through a browser. But just what is a 
“browser” anyway?

A web browser is simply an interface program that lets you access websites. When you 
open your browser, a screen called a "window" will display. Don’t confuse this “window” 
with your “Windows ®” operating system; they are completely diMerent entities.

Common browsers include Google Chrome, Eicrosoft zdge, EoFilla Sirefox, and 
Apple’s Pafari. Windows JCs come preloaded with Eicrosoft zdge, but many people 
prefer Chrome. zither browser is One for most users. If zdge came pre-loaded on your JC, 
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and you’d prefer to use Chrome, you can download it simply by searching on “Download 
Google Chrome”. It’s completely free.

Tote that it’s easy to switch between browsers, and in fact you can have both installed 
on your JC at the same time. I use Chrome predominantly, but in the morning I often 
check the news and weather via my zdge browser.

Navigation Basics

4et’s begin by reviewing how to navigate Chrome. UTote that zdge is organiFed in very 
much the same way as Chrome.R Sirst note that whereas the Windows “taskbar” is located 
at the bottom of the screen, the Chrome “toolbar” is located across the top of the screen.

Begin by Onding the “address bar” at the top left of the screen. When you are on a web 
page, its 1q4, or virtual location on the internet, will display here. You can also go to a 
particular 1q4 by typing it in the bar. 

4et’s skip over to the right corner. At the very top you’ll see three icons: 
3. a minus sign: Clicking this symbol "minimiFes" the window while still leaving it 

open. 2o display the window again, click the Chrome Uor zdgeR icon in your 
2askbar at the bottom of the screen.

). two sXuares, one atop the other: Clicking this symbol reduces the siFe of the 
windows; clicking it again returns the window to cover the entire screen

K. an +: Clicking this icon closes the window and any tabs open in it.

You can resiFe windows when they are not covering the entire screen. 2o do this, move 
your cursor to the edge of the window until you see a double-headed arrow. 2hen click to 
"grab" the edge and pull it in the desired direction. 2his function is Xuite handy if you'd 
like to have more than one window open at time, perhaps side by side.
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Immediately below the maximiFe icon Uthe middle oneR you'll see a circle. Clicking this 
opens your proOle, which contains basic information about you and your account. You 
can edit your proOle here.

And below the close icon, the +, you'll see three dots stacked vertically. If you click on 
this icon, the Chrome menu displays as a drop-down menu. You’ll see a lengthy list of 
functions and shortcuts, such as opening a new window, managing tabs and extensions, 
managing passwords, clearing stored data, even translations. We will discuss using many 
of these functions and features in this lesson. 

What Are Tabs?

You’ll also need to know the term “tab”. Within a single window, you can have several tabs 
open simultaneously. Sor example, you might have your email inbox open in one tab, your 
calendar in another, and three diMerent websites open in three other tabs, all in the same 
window. 

Browser tabs look much like tabs at the top of a manila folder in a Oling cabinet. You 
can switch Xuickly between applications simply by clicking the appropriate tab. Tote that 
the application you are leaving will still be open, and you can easily return to it.

2o open a new tab, click Ctrl V 2, or simply click the V sign at the top right of 
your screen. 2o close a particular tab, simply click the + at the right end of that tab. 2o 
reposition a tab, simply click on it and drag it right or left.

You can even create tab groups. Sirst click the four-box icon at the top left of your 
window. Click Create a new group and name it. 2o add a tab to this new group, simply 
click on a tab, then right-click, then in the drop-down menu select Add tab to new group.

2ip: qeopen a recently closed tab: Jress Ctrl V Phift V 2, or Eenu U⋮R 5 Listory 5 
recently closed pages. 2his is very helpful if you close a tab in error. 
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Bookmarks

Nne useful feature for organiFing projects and tasks is bookmarking. If you'd like to return 
to a webpage at a later time, you can bookmark it. 2o do this, while on the page, simply 
click the star icon in the address bar. You’ll be prompted to give the page a name and 
indicate which virtual folder to save it in. 

You can access a bookmark later from the Bookmarks Bar Uat the extreme right of the 
top toolbarR, or from the main three dots dropdown menu. 2o delete a bookmark, simply 
right-click on it and choose Delete. If you'd like your bookmarks to display across the top 
of the screen for Xuick access, click Ctrl V Phift V B or go to Pettings 5 Appearance 5 
Phow bookmarks bar.

Low would you use bookmarking to organiFe your work? 4et’s say you are planning 
a trip abroad, and there are many things to do, such as Onding accommodation. You’ve 
found the website of a great resort and would like to be able to easily retrieve the website 
later. Pimply save that site in a new folder called “6acation”. You can add other sites to 
this folder as you Ond them, making side-by-side comparisons easier. 

Caution: While windows and tabs are extremely handy, having too many open at the 
same time can slow down your JC. 2his is because application processes may be running 
on each webpage in the background on each page. Closing windows and tabs should help 
speed up your JC, but you may also need to restart the browser, by simply closing and 
reopening it, or restart your JC.

Tow that you understand browser windows and tabs, you can level up your game by 
adding some browser extensions. 

Extensions: Handy Add-Ons

Chrome can assist you with many tasks. Nver time, you'll discover more and more ways 
to use its features. But you can expand Chrome's capabilities further by using extensions. 
zxtensions are "applets" which add speciOc features or functionality, such as grammar 
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checking, password storage, translations, and ad blocking. A favorite of mine is Loney, 
which Onds discount codes and cash-back deals when I shop online.

You can download extensions from the . Be extremely cautious, however, of down-
loading extensions from other sites, as extensions can carry malware. It's a good idea to 
check reviews of an extension before downloading it. Also, during installation, note what 
permissions you'll be granting the extension. Pome virus protection software will verify 
an extension’s safety prior to downloading it, and will block the download of suspect 
extensions. I use Guardio for this.

Nver time, you may acXuire a siFeable collection of extensions. 2o manage extensions, 
click the puFFle piece icon Utop rightR and select Eanage extensions. Delete extensions that 
you no longer use. You can pin to the top taskbar extensions which you use freXuently.

Lere is a screen capture which should help orient you. It indicates the terms we just 
discussed Uat the top and rightR, as well as those which we learned in the chapter about 
Windows basics Uat the bottomR.

Important Windows and Chrome features

Understanding Cookies and Cache
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Sirst, what do these terms mean? Cookies and cache are somewhat similar but serve 
diMerent purposes.

Cookies are small bits of user-speciOc text code which are downloaded to your JC 
by websites that you visit. 2he ostensible reason is to personaliFe your user experience. 
Cookies can store information such as your login details and shopping cart contents, and 
any information which you've entered into an online form, such as shipping information. 
2his is convenient if you plan to return to the website, especially if you were in the middle 
of a task when you left the site. Cookies allow you to simply pick up where you left oM.

While cookies can be a convenience, they could potentially pose privacy issues. Cookies 
track your behavior, for example, which web pages you’ve visited and interacted with. 
2his information can also be used to determine which ads are presented to you, which 
can become annoying.  

Because of privacy concerns, when you visit a new website, you will often be asked to 
accept or reject cookies. interested in learning more about the regulations around cookies, 
visit . 

Tote that when you open an incognito window Udiscussed belowR, none of your 
browsing history, cookies, or information which you may have entered on a screen will 
be saved. 

While we are discussing cookies, let’s address the matter of whether you should log out 
of websites before closing the browser, or if simply closing the browser is su8cient. 

qecall that cookies are user-speciOc. If you are the only person using your JC, then it 
really doesn’t matter if you log out or not.

Lowever, if others might use your computer after you, you should log out of any open 
website before closing the browser. 2his signals to the website that you have indeed closed 
your session. Ntherwise, if you simply close the browser without signing out, cookies may 
indicate that your session is still open. Pomeone else could come along and see which sites 
you’ve visited. Worse, if they then visit a site that you failed to log out of, the cookies might 
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automatically sign them back in, thinking that person is you, returning. You certainly 
don't want anyone else accessing your email or banking information–

Po it is better to log out of sensitive sites before closing the browser. And if you are 
using a public computer, perhaps at the library, be very sure that you log out of all the 
sessions, including your email. 2o be doubly secure, when using a public JC, Orst open a 
window in incognito mode, which is discussed below.

And what is cache? Cache also contains information about sites that you’ve visited, 
but for diMerent reasons. Cache stores images which have been downloaded to your JC, 
as well as some code. Ptoring this information helps webpages load faster when you return 
to them, because some of the information has been pre-loaded.

Although cached information reduces screen loading times, it can eventually slow 
down your computer as images and other data which are no longer needed begin to accu-
mulate, clogging the system. 2herefore, it’s a good idea to purge your cache periodically 
to reduce clutter. 

2o purge cache, and also cookies, click the three vertical dots at the upper right of your 
browser screen, and then select Delete browsing data from the dropdown menu. You can 
choose which typeUsR of data to purge, and for which time period.

Incognito Mode: Private Browsing

A handy feature in Chrome is "Incognito mode". UNther browsers have similar features 
which go by other names.R Incognito mode provides a degree of anonymity, as an Incog-
nito window doesn't save browsing history or cookies, and to a degree masks who you are.

Low might you use Incognito mode? 

Sirst, as your browsing history isn't stored, any subseXuent users can't see where you've 
been.
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Websites also won't know if you've visited them before. 2his can allow you to bypass 
paywalls. Sor example, many online magaFines allow you to read only a few articles for free 
each month, after which you must subscribe. By using Incognito mode, you can continue 
to read articles for free. UI use this trick so that I can do the 1PA 2oday crossword every 
morning without subscribing. Phhh.R

Incognito mode can also help you secure better pricing when shopping online. I travel 
a great deal and use Incognito mode when shopping for the best airfare. Why? Because 
travel websites and airlines sometimes use tracking cookies to detect when you've searched 
a route multiple times. I’ve demonstrated a desire to buy, and the airline’s system will price 
seats accordingly.

As an example, let's say you searched a carrier's website for a ticket from Tew York to 
Jaris in a certain date range. You Ond a decent fare but would like to shop around a bit 
more. 4ater, you see a better fare for the same route and write down the Qight details. But 
when you go back to the carrier's site, you can't Ond the cheaper deal. What's going on?

2he carrier's website has downloaded cookies to your computer. When you returned 
to the carrier's website, the cookies told the program that you'd searched this route before. 
It surmised that you were serious about buying, and didn't show the cheaper fare. When 
using Incognito, your searches aren't saved, and cookies are cleared after each session. 2his 
gives you a clean slate and may help you get lower prices.

2o open an incognito window, type Ctrl V Phift V T, or click the three-dot menu U⋮R 
at the top-right of Chrome, then select Tew Incognito Window.

Be aware that Incognito mode has limitations. To one who has access to your JC 
will be able to see which sites you visited while in incognito mode. Lowever, your 
employer, internet service provider, or school may be able to access this information. 2o 
gain greater anonymity and to encrypt your information, consider using a 6JT Uvirtual 
private networkR.
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If you haven't been using Incognito mode, you can still clear your browsing data 
manually by clicking the Chrome menu 5 Listory 5 Clear browsing data. Choose what 
data to remove and how far back.

Chrome’s Security Features

As your browser is your connection to the web S the good, the bad, and the ugly S you 
need to exercise some caution. Sortunately, Chrome comes with a number of built-in 
security features, including:

  Pafe Browsing warns you if you are trying to navigate to a website which looks 
suspicious.

  Chrome can suggest strong passwords and save them securely so that you don't 
have to remember or record them all. I use this feature and suggest that you 
consider doing so, too. 6isit chrome://settings/passwords to manage saved 
logins. 

  You can easily run a Xuick safety check in Chrome: Eenu U⋮R 5 Pettings 5 
Jrivacy and security 5 Pafety Check. You'll usually be alerted automatically at 
the moment, but it doesn't hurt to run a safety check now and then.

2ake a few minutes to explore your Chrome browser. You might just discover some-
thing new.

In the next chapter we’ll look at personaliFing your JC further by adjusting your 
Windows settings and setting up additional users.



Chapter Eight

Personalizing Your PC 
Settings & Setting Up 
Users

Y our computer is fully operational now, but there’s still a bit of tweaking to do. 
Although we covered some of the basics of Windows earlier, there is much more 

to explore. In this chapter, you’ll learn how to personalize the way your computer looks 
and sounds.

Essential Settings to Review and Adjust

Windows 11 ® gives you a great deal of control over how your PC looks, feels, and 
performs. Let’s walk through these, focusing on settings that most users will want to 
review and possibly adjust. These settings a(ect everything from screen appearance to 
battery life, startup behavior, privacy, and more. 

To access the Windows settings, press the Windows key )usually sitting in the lower 
taskbar, to the left+ “ I. Alternatively, you can type S”ettingsH in the search Eeld, then 
click on ”ettings when the search results display.
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Yes, there are many settings, and a lot of decisions to make, but we’ll only cover here 
some that you might want to change at the outset. And don’t overthink this step. You can 
always return and make changes. 

Display Settings (Settings > System > Display)

These settings can greatly a(ect how easy your PC screen is on your eyes. If you use your 
PC often, be sure to review the Kisplay settings. ”peciEc settings includeZ

  ”et the brightness until its comfortable for you to read. Dote that in di(erent 
lighting conditions, you may want to adjust this setting.

  The ”cale and layout setting allows you to adjust text size and screen elements 
as needed for comfortable reading. Dote that this setting in Windows a(ects 
display globally and is independent of the SUoom inH function in the Chrome 
browser which you might use on a particular webpage. 

  Kisplay resolution should be set to the recommended setting for the clearest text 
and images.

  Dight light reduces blue light in the evening to make the screen easier on your 
eyes.

Sound Settings (Settings > System > Sound)

If you plan to use your PC’s builtJin speakers and microphone, you can skip on down. If 
you plan to set up new speakers )which would include a headset or earbuds+, add them 
as indicated. And if you would like to use an external microphone, you can add it here. 
These devices may be connected via Nluetooth or by a 2”N cable.
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NoticPations (Settings > System > NoticPations)

Bere you can choose which apps can send you notiEcations. I hate being interrupted and 
sometimes not even knowing why, so I turn o( most notiEcations.

roweB and &atteBy Settings (Settings > System > roweB C &atteBy)

We discussed these settings brieMy earlier. If you are going to be traveling with your PC, 
you will likely be relying on your battery at least some of the time. You might wish to 
review and adjust these settings prior to leavingZ

  ”creen Timeout 3 ”et how long the screen stays on when the PC is idle. ”etting 
a lower value saves power.

  ”leep ”ettings 3 Choose when the PC should go into Ssleep modeH when inacJ
tive. )To wake up a sleeping computer, press any key and wait a moment for the 
screen to display.+

  Nattery ”aver 3 Turn this on when the battery is low to extend usage time. This 
is a handy setting for laptops on the go.

TipZ Oecently Windows 11 on my Kell laptop was crashing fre'uently. I was always 
able to restart my PC and boot up, but the problem was irritating and a bit concerning. 
Gventually I reinstalled Windows, but that failed to Ex the problem. :n a whim, I began 
putting my computer into ”leep mode before closing the lid, and that seems to have 
resolved the issue. You might try this if you have a similar problem.

StoBage C kleanup (Settings > System > StoBage)

As you use your PC, programs and data will naturally accumulate. It’s a good idea to 
periodically check how much space is available on your hard drive. Faintain a good 
Sbu(er’ of free space to keep your PC humming along. 
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When you enter the ”torage settings, you’ll immediately see how much free space you 
have, and what’s using space on your hard drive. Photos and videos are fre'uent culprits, 
as are apps. You may opt to move some photos and videos to the cloud or an external hard 
drive. 

You can also check under Cleanup suggestions. Dote that while it;s typically :5 to 
purge the Oecycle Nin )as its contents have already been discarded+, you may want to look 
through Kownloads to see if there is anything you want to save before purging. 

Turn on ”torage ”ense, which will automatically delete temporary Eles and recycle bin 
content for you.

There are many other settings under ”ystem, but for now you probably don’t need 
to adjust any others. You may, however, want to review each subcategory of settings for 
future reference.

NetwoBI C znteBnet Settings (Settings > NetwoBI C znteBnet)

These settings should look familiar, since you came here to set up your WiJ4i. Nut let;s 
review some of the key ones.

WiJ4iZ Renerally, you’ll want the toggle switch turned :n. When it is, you can see the 
various networks in the immediate area. There are often many, which is why you should 
name your network something easy to recognize. If it’s not already selected, select the one 
that you’ll be using, and enter the password when prompted. 

!PDZ We discussed !PDs brieMy earlier. A !PD will help you greatly in staying secure 
online. Windows does not provide you with a !PD? however, many virusJprotection 
packages include a !PD, and you’ll want one. :nce it’s switched on, you shouldn’t need 
to worry about it anymore.
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Fobile hotspotZ You may never use this feature, but it can come in handy at times. It 
allows you to share your internet connection with another device nearby. In e(ect, your 
PC will act as a WiJ4i router. 

Airplane modeZ We’ve discussed this feature. It’s best to follow your Might crew’s 
directives about whether you can or cannot use WiJ4i. :nce you’ve landed, be sure to 
turn it back on&

reBsonali,ation (Settings > reBsonali,ation > &aPIgBoundT koloBsT 
h-emes)

What’s one of the Erst things you do when you move into a new place> Fost likely, you’d 
decorate it to suit your taste. 

In a similar way, there are many personalization options in Windows. 4rankly, many 
are bells and whistles rather than critical settings. Bowever, you may want to choose light 
or dark mode based on your preference for eye comfort. Fany folks like to upload a photo 
of a pet or tropical beach to serve as their desktop background. You can also play around 
with color schemes. This is the fun stu(, so feel free to poke around. 

StaBtup Apps (Settings > Apps > StaBtup)

I encourage you to take a look here. It might be a little surprising. There are three 
categories of appsZ

Installed appsZ You might want to click here and see just how many apps are already 
loaded on your computer. )Fany were preloaded at the factory.+ :ver time, you’ll want 
to uninstall those which you don’t choose, but at this point I discourage you from doing 
that, as a program that you don’t recognize may be important behind the scenes.

Kefault appsZ ”ometimes you have a choice of which apps you’d like to perform a 
particular function. 4or example, you might want to use the Chrome browser rather than 
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the default Gdge browser, or you might want to change your email service to Rmail. Bere’s 
where you can make those changes.

”tartup appsZ ”kip down to ”tartup apps, which is the most important setting in this 
category. These settings control which programs start automatically when you turn on 
your PC. Kisable apps you don’t need right away to speed up boot time. This does not 
uninstall these apps? it just means that they aren’t automatically launched when you Erst 
boot up. Fost apps aren’t in fact necessary when you Erst boot up. Keselecting apps from 
the startup se'uence can make 'uite a di(erence, so if your boot time seems slow, this is 
the Erst place to check.

APPounts and SignOin Lptions (Settings > APPounts)

There is a lot of information in this block of settings, covering a wide range of content. 
You may want to adjust your ”ignJin options right from the getJgo and circle back to the 
rest later.

Reneral account informationZ As Windows is a Ficrosoft product, your Ficrosoft 
account information displays at the top. You’ll see, for example, what you’ve purchased 
from Ficrosoft, such as Ficrosoft V7- or cloud storage.

”ignJin optionsZ ”crolling down, you’ll End a number of options for how you’d like 
to sign in )via PID, Engerprint, or facial recognition )if available+ for faster, more secure 
login. Dote that if you’d like to activate facial recognition or Engerprint signJin, you’ll 
need to scroll down to Additional settings and toggle on the Erst switch, 

hime C banguage (Settings > hime C language)

These settings are largely selfJexplanatory, but I’ll make a couple of suggestions. 
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If you travel much with your computer, be sure the ”et time zone automatically setting 
is switched on. This setting will update your PC;s clock and display time if you cross time 
zones, and also for Kaylight ”aving Time.

If you plan on writing a great deal, you might also want to review the options under 
Typing. Perhaps you’d like to try out the !oice typing function.

If you plan to type in a language other than Gnglish, click on Language 8 region, then 
next to Preferred languages, click the Add a language button. You can set this language as 
your preferred language or leave it as Gnglish.

APPessiWility (Settings > APPessiWility)

The many settings here are grouped into !ision, Bearing, and Interaction. Gach is selfJexJ
planatory. Adjust settings to suit your personal needs and preferences.

rBivaPy Settings (Settings > rBivaPy C SePuBity > SePuBity)

You’ll End a lengthy list of settings in this category. Bowever, in most cases you will want 
to use the default settings. Bere are just a couple of suggestionsZ

Windows ”ecurityZ Windows 11 provides solid outJofJtheJbox security which includes 
virus protection, account protection, a Erewall, browser control, and device security. I 
recommend using what is provided, but if you plan to be online very much, you might 
want to look at additional protection. I’d get a !PD at a minimum, for reasons already 
mentioned. There are many reputable companies. Fany packages include other services 
such as automatic driver updating and suggestions for freeing up space on your PC.

2nder Windows permissions N Reneral, I suggest that you turn o( Let apps show me 
personalized ads.
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Oeview and adjust which apps can access your location, microphone, or camera unless 
truly needed. Dote that the default settings are typically So(H. You may End that you need 
to speciEcally grant some apps, such as Uoom or Roogle Feet, permission to access your 
microphone and camera.

 

Uindows .pdate (Settings > Uindows .pdate)

Complex software like Windows needs to be updated regularly. 2pdates may consist of 
bug Exes or additional functionality. It’s important to install updates regularly to stay 
protected and running smoothly.

When you click Windows 2pdate under ”ettings )it;s the last option if you scroll 
down+, you can immediately see if your system is upJtoJdate or if there are updates 
pending. If there are updates pending, you’ll want to download them soon. This is a 
twoJstep processZ

1. You’ll download the code to your computer. Bow long this takes will vary. After 
downloading the new code is on your computer but not yet activated.

q. You’ll need to restart your computer for the new code to be incorporated and 
active. This process can take several minutes? usually Windows will give you an 
estimated time for the update process. It’s best to launch the restart manually 
when you won’t need your computer for a time. Also be sure that your computer 
is plugged in before launching the restart, as you don’t want to run the risk of 
an update being interrupted partway through.

Setting .p Additional .seBs

If you’re the only person using your PC, you’ll likely just need your main account. 
Nut if others )spouse, grandkids, housemate+ share the same machine, you may want 
separate proEles. Why> Necause each user can have their own settings, documents, and 
applications. When a user logs in, Windows calls up their individual proEle. Therefore, 
each user should review the settings discussed above.



–:BD CLITG”-P

There are basically just two types of accountsZ
1. AdministratorZ Admins have full access. They can install programs, change 

system settings, and manage other accounts.

q. ”tandard 2serZ This user type is great for guests or kids. A standard user can 
use applications and update settings but can’t install programs or make major 
changes.

To add a new account, go to ”ettings N Accounts. ”croll down, and down some more, 
to the Accounts settings section, then select :ther users N Add account. Dote that you 
should have available the phone number or email address of the individual you want to 
add.

Whew& Are you still with me> Yes, there are a lot of settings to review. Bowever, you 
don’t need to customize everything right away. The outJofJtheJbox presets are generally 
:5, and I’ve noted above where you likely will want to modify these.

Taking the time to go through the ”ettings when you do have time will give you a 
much more intimate understanding of your PC and what it can do for you. And making 
your PC feel familiar and comfortable can make a big di(erence. The better it suits your 
preferences, the more likely you are to enjoy using it.

Dext up, we’ll discuss three of the applications from Roogle which you’ll likely want 
to be familiar with. 



Chapter Nine

Using Gmail, Google 
Calendar, and Google 
Meet

S o far in this handbook we’ve focused on getting your computer set up. Let’s shift our 
focus now to actually using your computer. 

In this chapter, we’ll walk you through how to use Gmail — Google’s widely used 
email service — along with two other handy tools from the Google suite: Google Calendar 
and Google Meet. These tools are free, powerful, and integrated.

Getting Started with Gmail

One of the Erst things you’ll likely want to do is send and receive email. @mail is still 
one of the most common ways people stay in touch, whether it’s sharing photos, setting 
appointments, or receiving newsletters. 

Gmail is a free email service provided by Google. If you have a Google account, you 
already have a Gmail address — it usually looks something like yournamePgmail.com. 
Gmail can be accessed from any device with an internet connection, whether you’re on 
your JC at home or using your smartphone while traveling.
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Gmail Basics

If you don’t yet have a Gmail account, it’s easy to create one. Simply go to www.google.
com, click Gmail in the upper right, and on the ne“t screen click ”Create account.Y Wou’ll 
be guided through a few simple steps. Once done, you can log in anytime at Gmail.com.

Dhen you open Gmail, you’ll land in your Inbo“. –own the lefthand side, you’ll see 
several online folders " which Gmail terms ”labelsY " already created for you. These labels 
include Important, Sent, –rafts, Trash, and Spam, among others. Wou can also create new 
labels simply by clicking on the +q+ sign to the right of +Labels+.

Wou can move the labels you use most frejuently to the top of the list. To reorder a 
label, simply click on it and drag it up or down to a new position. 

To read an email, Rust click on it. Wou’ll see the message body, any attachments, and 
buttons to Feply, -orward, or –elete. To open an attachment, simply click on it.

Caution: Malware can be delivered through email attachments. The malware is genB
erally ”releasedY when the attachment is opened. Ae very wary of opening an attachment 
to any odd or une“pected email. Klthough most virus protection software will scan 
attachments before opening them, it’s best to play it safe, set curiosity aside, and simply 
delete any suspicious emails.

Fed 1ags include: 

  an email from an unknown sender, or one with a subRect line or email content 
which does not seem to pertain to you

  an email address which contains transposed letters, other misspellings, or which 
substitutes numbers for letters, or doesn’t relate to the company which supposB
edly sent the email

  an email which says that there is an urgent matter which needs to be handled 
right away " typically either a rejuest for money or asking you to verify some 
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sensitive information, such as your login credentials

To send an email, click the Compose button in the upper left. @nter the recipient’s 
email address, enter a subRect, type your message, and click Send. 6ote that if the recipient 
is already in your list of Contacts, their email address should pull up after you key Rust the 
Erst few characters.

To attach a photo or Ele, click the paperclip icon in the Compose window, then 
navigate through your folders to End what you are looking for.

If youzd like to review an email that you sent " or simply want to verify that you did 
send it " you can click on the Sent label at left. Klternatively, you can search for it from 
your Inbo“ by entering the recipient or subRect in the Search email Eeld at the top.

Organizing and Managing Your Gmail

Spam

6o discussion of email would be complete without a discussion of spam. Spam is the bane 
of the email universe. 

Gmail tries to reduce the number of spam emails which land in your Inbo“ by autoB
matically routing suspect emails to the Spam label. Wou can actually train Gmail over time 
to do a better Rob of this. If you open an email in your Inbo“ and determine it to be spam, 
click the Feport Spam icon " which looks like a stop sign " at the top of the email.

2nfortunately, sometimes legitimate emails mistakenly end up in Spam. This is parB
ticularly true if you are receiving the Erst email from someone, so they are not recogni/ed 
by Gmail. If you are anticipating an email which doesn’t arrive, check Spam. Wou can avert 
future delivery issues emails by clicking on the email and then clicking 6ot Spam at the 
top. 
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Contacts

If you’ll be corresponding with someone often in the future, you can add that person to 
Gmail’s ”address bookY as a contact. To do this, go to https:33contacts.google.com3 and 
click the ”q Create contactY button in the upper left corner. If you’ve already e“changed 
emails with a person, Gmail has probably already added them to your Contacts.

If you’ll be emailing a group of people regularly, you can easily create a distribution 
list. To create a distribution list, go to https:33contacts.google.com3. 6e“t create a label 
by looking for the labels on the left and clicking ”qY. Wou might, for e“ample, create a 
label called ”Monthly newsletterY. 

6e“t search to End a contact youzd like to add to the dBlist. In the contact’s proEle, 
click either the q Label button or the pencil icon to pull up a list of labels and click the 
one you want to add the contact to. 6ote that a contact can be added to more than one 
list.

Using Google Calendar to Stay Organized

Google Calendar helps me stay on top of things by keeping track of important dates and 
recurring events. I could not manage without it. Dhile Calendar is pretty intuitive, letzs 
review a few useful features.

To access Calendar from Gmail, click the (Bdot grid in the upper right and select 
Calendar.  Or simply do as I do and always keep Calendar open in its own tab.

Click on a date or use the Create button on the left to add ”eventsY. 6ote that events 
are assumed to be oneBo)s, but you can click –oes not repeat under the date and time of 
the event to set it up as recurring. 

Sometimes you’ll receive an email inviting you to an event, such as a meeting or 
webinar. Often there will be a notice in the email to the e)ect of ”Kdd to calendarY. If 
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so, there should be a Google Calendar icon. Click this and Google Calendar will open 
and the familiar ”Create an eventY bo“ will display. Feview the information " especially 
the time /one " and if it looks O', click to add it to your calendar.

In addition to events, you can also create ”tasksY in Google Calendar. 2nlike events, 
tasks are not scheduled activities with a speciEc time and date. Tasks are instead reminders 
to complete something before a certain date. Once set up, a task will reappear on your 
calendar each day until you mark it complete or delete it.

If you often interact with people in another time /one, Google Calendar has a handy 
feature you’ll like. Click the gear icon at the upper right to open Settings. There you’ll see 
that you can set not only your own time /one, which you’ll typically set as the primary, 
but also a secondary time /one. 2nfortunately, you are limited to setting up two time 
/ones.

Once you e“it settings and return to the calendar, you’ll see both your primary and secB
ondary time /ones displayed. 6ote that times should automatically adRust with –aylight 
Saving Time " in your time /one or theirs. 

Tip: If you use the secondary time /one feature because you often communicate with 
someone in another country, itzs best to set up any recurring meetings in the secondary 
time /one 4i.e., their time /one! rather than your own. Otherwise, shifts due to –aylight 
Saving Time can throw you out of sync with your contact. 4Kgain, thatzs the voice of 
e“perience.!

Hosting Video Calls with Google Meet

-inally, let discuss Google Meet, which is a free videoconferencing tool. Dhile there are 
a number of similar platforms available, I prefer Google Meet. DhyZ Letzs compare it to 
other teleconferencing platforms: 

  Skype, which was for a long time the only real videoconferencing option for the 
general public, has been phased out by Microsoft. 

  There is -acetime, but it rejuires that both parties use Kpple products, so that 
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e“cludes us5 Knd that leaves ;oom.

  ;oom, perhaps the bestBknown teleconferencing platform, is not a bad product 
by any means. Nowever, although ;oom still o)ers a free version, calls are 
limited to %x minutes. To make calls longer than that, you need to subscribe to 
a paid version. Klso, recurring meetings are a bit clunky to set up and to cancel 
or reschedule.

  Knother commonly used teleconferencing platform is Microsoft Teams. KlB
though it was developed for business use, Microsoft now o)ers a free version 
for personal use. Itzs very similar to Google Meet, and itzs certainly an option if 
you prefer it.

Let’s look brie1y at some of what Google Meet o)ers: 

  Meetings don’t need to be set up in advance, and are very easy to launch, as we’ll     
see in a moment.

  Jarticipants can easily send te“ts, documents, and images via Chat.

  Screensharing lets attendees see what you see in your browser.

  Wou can easily add or change a virtual background.

   Meetings can be recorded.

   2p to Uxx attendees can attend a meeting5

   Google Meet is very intuitive.

  Knd Google Meet is UxxO -F@@

It is e“ceedingly simple to create a meeting and to invite attendees. There are a couple 
of ways to launch a Google Meet meeting, but here’s how I do it:

  -rom Gmail, I click the Meeting icon at the left. 4It looks like a video camera and 
is Rust below the Mail icon.!

  On the ne“t screen I click ”6ew meetingY.
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  In the dialog bo“, I click to copy the link to the meeting.

  I then send the link to the attendee4s! by email or DhatsKpp.

  I click the Start now button in the dialog bo“, and Google Meet launches the 
meeting on my end.

  Once inside of the Google Meet window, I admit attendees as they rejuest entry.

The whole process is even simpler than it might appear above. I can literally complete 
the process in less than 9P seconds. 4I timed myself.!

Wou can download the Google Meet app to your computer, but it’s not even necessaryQ 
the meeting can be conducted completely on the web.

There is really only one caveat: To launch a meeting, you must have a Google account 
of some kindQ this can be a Gmail account. 6ote that meetings attendees do not need to 
have a Google account to attend, Rust the host. 

Google Meet is e“tremely intuitive. If you spend P minutes poking around in it, you’ll 
know Rust about everything you need. 

These are the basics you’ll need to use Gmail, Google Calendar, and Google Meet. There 
are other apps within Google Dorkspace, but these are the three that most people use 
frejuently, so I suggest you start with them. 

In the ne“t chapter we’ll look at how to keep your JC clean, happy, and humming 
along. 



Chapter Ten

Maintaining Your PC’s 
Health

Y ou may remember the cowboy trope I used in the Foreword. Well, you will likely 
come to rely on your PC as our cowboy does on his horse. Attend to it regularly, 

and it will serve you well for a long time to come.

In this chapter we’ll discuss the maintenance of your PC, principally cleaning its 
exterior as well as “digital cleaning”. We’ll present a few other miscellaneous tips as well. 

Keeping Your PC’s Exterior Clean

Exterior cleaning consists mainly of two things:
1. cleaning the screen

2. cleaning the keyboard. 

Cleaning your PC’s screen
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First, it’s a good idea to turn oz your computer ®rst. This minimi(es the risk of damage 
or shock. And if you also plan to clean the keyboard, you will de®nitely need to turn oz 
your PC, so you may as well to so now.

Ideally you should use a micro®ber cloth speci®cally intended for cleaning computer 
screens or lens. You can ®nd them online at Ama(on.com or in computer or photography 
stores. Avoid using paper towels. 

First use the cloth dry, wiping in a gentle, circular motion. If a dry cloth does not clean 
your screen su)ciently well, lightly dampen the cloth with water and try again. If this 
still does not clean the screen su)ciently, try Windex ? Electronics Wipes qNOT regular 
Windex ? sprayJ or wipes made to clean eyeglasses. These cleaners consist principally 
of diluted isopropyl alcohol, are safe, and evaporate, leaving the screen dry and free of 
residue. 

Although some sources say that you can use gentle soap or detergent if diluted, I avoid 
doing so. The reason is that you’ll need to make a second pass with a clean, damp cloth 
to remove any residue. For this reason, also avoid using baby wipes, which contain soaps. 
Dryer sheets can also leave residue on your screen and should be avoided.

Keyboard cleaning

Keyboards can become extremely dirty over time. Have you ever sat down to work on a 
computer, only to face a really disgusting keyboardL So, clean your computer regularly. I 
generally clean mine every Friday afternoon.

Begin by turning oz your computer completely. You don’t want to inadvertently press 
a combination of keys which locks your computer or initiates some unfamiliar function. 
qThat’s the voice of experience.J 

Now blow away any loose grit or bagel crumbs by using a can of compressed air, 
preferably with a no((le straw to concentrate the force of the air stream. Be careful not 
to invert the can, as it may contain li8uid propellent which could leak.
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Next use a lightly dampened cloth or eyeglass wipes to clean the tops of the keys and 
the nooks and crannies between them.  For a more thorough cleaning, you might also use 
an old toothbrush. 

You can also gently pop oz keys. qSome computer shops sell a special tool for this.J You 
may need to do this if crumbs or grit have worked their way under the keys. Remove only 
a couple of keys at a time so that you are sure which key goes where when replacing themU

Finish up the –ob by cleaning other surfaces, such as where your hands routinely rest. 
And don/t forget to clean out VSB and other ports using your can of compressed air. 

Finally, make future cleaning easier by always keep food 9 and especially drinks 9 far 
away from your laptop or keyboard.

Digital Cleaning and Backups

Now that your PC is nice and sparkly on the outside, it’s time to give some thought to 
tidying up the interior as well. Initially this may not be a big issue, but with time, –ust like 
in your garage, –unk accumulates.

We’ve already discussed places where –unk data might hide, including:

  Downloads folder

  Browser cache

  Recycle bin

  PhotoM"ideo folders

Note: Clearing your browser purges the –unk that has accumulated. It should not, 
however, delete your bookmarks.
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You should purge your email inbox fre8uently. If you don/t important emails might 
become buried. Set yourself some regular time, at least weekly, to go through your inbox. 
Purge what you can. 0ove others that don/t re8uire immediate action to the appropriate 
label qfolderJ. 

Tip: We all subscribe to newsletters, product trials, etc., and end up receiving tons of 
unwanted emails. When deleting unwanted emails, you should also click %Vnsubscribe% 
to stop receiving future emails from this source. 

And don’t forget to periodically purge unneeded applications as well. Keeping clutter 
down can boost your PC’s performance.

Windows Storage Sense ?, which comes free with Windows, can help you see in a 
general way what is taking up space. CCleaner ? is an inexpensive and simple—to—use tool 
which you might also consider. And if you subscribe to a "PN service 9 as you should 
9 the company will almost certainly ozer other services similar to CClean and Storage 
Sense.

Backups and Data Safety

Two key tools for securing your PC and data are regular backups and antivirus protection.

Backups

You can initiate backups at the same time you tidy up your hard drive. If you tidy up and 
purge ®rst, then there will be less to back up.

You can also use Windows Backup or File History to create regular automatic backups. 
Cloud services like OneDrive or Google Drive are great for automatic syncing. Keep a 
copy of your most important ®les in a second location qexternal drive, secure cloud folder, 
etc.J. Better safe than sorry.
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Antivirus Software and Firewalls

Windows Defender ? is built—in and provides strong basic protection. Firewalls help 
block unauthori(ed access to your device. Windows has one enabled by default.

You can also install additional software like Bitdefender or 0alwarebytes. There are 
many reputable brands. Their speci®c ozerings overlap but will dizer somewhat, so look 
for what you really need. Note that these service providers fre8uently ozer discounts and 
specials, so take a few minutes to shop around.

Keep Windows updated. Your PC may alert you automatically when an update is 
available. And make a habit of restarting your PC regularly to clear temporary memory 
qRA0J and apply system updates. 

Adhere to Best Security Practices

"PNs, ®rewalls, and antivirus software will go a long way toward keeping malware out of 
your computer and keeping your data safe. However, you can greatly increase your online 
security by following a few commonsense practices:

  Vse strong passwords qnot your pet’s name or your birthdayJ and never share 
them. Change passwords periodically. You can rely on Chrome/s Password 
0anager to remember your current passwords if you can/t keep up.

  Always sign out after using a shared or public computer. If you don’t, the next 
user may be able to access your account. qRemember cookiesLJ

  Consider using two—step authentication q2FAJ. If you bank or shop online, 
you’re no doubt familiar with two—step authentication. At login the website will 
ask to send a one—time code to your phone or email address. You enter this code 
on the login screen to verify that you are in fact trying to log in. You can turn on 
2FA at myaccount.google.comMsecurity.
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While adhering to security best practices can perhaps be a bit of an annoyance at times, 
it’s nothing compared to having your account hacked. And hackers today are 8uite savvy. 
Don/t make yourself an easy target.

Power and Charging Tips

It/s important to understand a bit about keeping your PC charged and safe 9 particularly 
if you have a laptop, which is likely to run on battery power a good deal of the time. jet/s 
begin with a 8uick look at e8uipment.

Equipment

Constantly recharging your PC/s battery to 1;;> may reduce the life of the battery. 
Therefore, ideally you should buy a %smart charging strip,% which stops charging your PC 
qor cell phoneJ battery before it reaches 1;;>. Also, using a smart charging strip will save 
you a bit by reducing the amount of electricity you use.

When charging your laptop, be sure to use the correct power cable. While some 
smartphone charging cables might ®t your laptop’s port, they aren’t made to deliver the 
proper amount of power. This can lead to very slow charging&or, in some cases, no 
charging at all.

Power modes

As noted earlier in this handbook, leaving your PC plugged in continuously is generally 
safe, if you use a good surge protector. However, doing so may reduce the life of your 
battery by overcharging it. 

For laptops, it/s important to understand what happens when you close the lid. De—
pending on the settings, your PC might:

  Do Nothing 9 your PC continues to process whatever is in progress. 

  Sleep 9 is not a complete shutdown, but puts your computer in a reduced—power 
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state, while preserving whatever is in memory, which allows you to 8uickly 
return to work when the lid if opened. Your PC uses less power when in Sleep 
0ode.

  Hibernate 9 is similar to Sleep 0ode, but %deeper%3 current work is saved to your 
HDDMSSD and then the computer shuts down, so your PC uses even less power 
than when in Sleep 0ode.

  Shutdown 9 is what it sounds like. All work is ®rst saved, and then your PC shuts 
down in a systematic way. This is preferable to turning your PC oz by pressing 
and holding the power button.

You can choose what you would like your laptop to do when you close the lid. Simply 
go to Settings 5 System 5 Power ° battery.

Avoid Overheating

We discussed overheating way back in Chapter R, but it bears repeating. 

Overheating is often overlooked but can cause serious damage to your hardware. 
Blocked vents and dusty fans are the usual suspects. 0ake sure your computer has room 
to breathe&don’t place it on carpet or soft surfaces. Ideal operating temperatures for 
most PCs are between S;TF9-STF q1;TC9RSTCJ. Avoid direct sunlight, hot cars, or poorly 
ventilated spaces.

Staying organized

It’s not a myth&leaving too many browser tabs or program windows open really can slow 
down your PC.  The same is true of a Desktop cluttered with ®les, shortcuts, and folders. 
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Chrome and other browsers can use a surprising amount of memory, especially if tabs 
are running videos, ads, or scripts in the background. Booting up will also take longer, as 
Windows has to load and render them every time you boot up. 

So keep your desktop clean and your tabs under control. If you’re not using something, 
close it or ®le it away. Your PC&and your brain&will thank you.

By now, you should be feeling much more knowledgeable and con®dent. But we aren/t 
®nished yetU In the next chapter, you’ll learn more tips and shortcuts. Read onU



Chapter Eleven

Useful PC Tips, 
Shortcuts, and 
Troubleshooting
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IildoP, ha, a guict–il scopb arr Phe—e !ou pal ,et time—,z aca—m,z ald —emilde—,- xt’, 
.—eat ko— —ememge—il. meetil.,z g—eab,z o— Phel to tabe the poobie, out ok the ovel-

A Little Help from AI

:x i, he—ez ald IildoP, WW ilpcude, :x–roPe—ed hecrz cibe voipe t!ril. OIildoP, 7e! 
0 RF ald ilte.—atiol Pith pcoud ,e—vipe, cibe 6ip—o,okt 2/3- qooc, cibe 6ip—o,okt 'd.e 
o— 6ip—o,okt 2/3 pal lot olc! ace—t !ou to mi,,reccil.,z gut ,u..e,t gette— rh—a,il.z o— 
evel ,umma—ife a—tipce, ko— !ou- You dol’t have to dive —i.ht ilz gut it’, Po—th bloPil. 
the!’—e the—e Phel !ou’—e —ead!-

Function Keys

:p—o,, the tor —oP ok !ou— be!goa—dz !ou’cc nld ,eve—ac 1ulptiol 7e!,z cagecced 1W 
th—ou.h 1WJ- qhe,e ma! re—ko—m diTe—elt aptiol, dereldil. ol the r—o.—am !ouD—e 
u,il.- :c,o lote that ik !ou r—e,, ald hocd doPl the 1ulptiol OklF be! at the coPe— cekt ok 
the be!goa—d Phice r—e,,il. ole ok the 1ulptiol be!,z it Picc re—ko—m a diTe—elt kulptiol- 
)ome u,ekuc kulptiol be!, ald be! pomgilatiol, ilpcude5

  1W5 +rel, hecr il mo,t r—o.—am,- Rald! to bloPN

  135 Kek—e,he, a PildoP Oto mabe ,u—e that it i, di,rca!il. urdated ilko—matiolF

  kl 0 1W5 qo..ce, to muteLulmute the ,ould

  kl 0 1J5 Kedupe, ,ould vocume
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  kl 0 125 xlp—ea,e, ,ould vocume

  kl 0 135 qu—l, gapbci.htil. ok be!goa—d ol ald oT

  kl 0 1/5 Kedupe, ,p—eel g—i.htle,,

  kl 0 1M5 xlp—ea,e, ,p—eel g—i.htle,,

  kl 0 1W?5 sartu—e, al ima.e ok the ,p—eel- 

x nld the ,p—eel partu—e kulptiol to ge ve—! u,ekuc il mal! ,ituatiol,- 1o— eGamrcez x 
mi.ht u,e it du—il. a r—e,eltatiol to Suipbc! .—ag al ima.e ok a ,cidez —athe— thal madc! 
,p—iggcil. a gulph ok lote, geko—e the r—e,elte— advalpe, to the leGt ,cide- :c,oz ik x leed 
to poltapt a ,urro—t de,b ko— al! —ea,olz it’, oktel hald! to have a ,p—eel,hot to attaph 
to the tipbet x ,ugmit- 

Keyboard Shortcuts You’ll Actually Use

xl additiol to the kulptiol be!,z the—e a—e ,eve—ac othe— be! pomgilatiol, Phiph !ou’cc 
nld eGt—emec! u,ekuc- 7e!goa—d ,ho—tput, a—el’t Bu,t ko— tephie,ythe!’—e ko— al!ole Pho 
Palt, to Po—b ka,te— ald avoid acc that pcipbil. a—ould-

  sor!LCa,te5 C—e,,il. st—c 0 s to.ethe— porie, hi.hci.hted teGt- st—c 0 Z thel 
ra,te, it Phe—eve— the pu—,o— i, —ero,itioled-

  ;ldoLKedo5 Hid !ou Bu,t .ook urE C—e,, st—c 0 8 to.ethe— to uldo Phat !ou 
Bu,t elte—ed9 r—e,, them a.ail to gapb ur alothe— ,ter- x nld that x u,e st—c 0 8 
k—eSueltc!- :ld ik !ou phal.e !ou— mild a.ailz r—e,, st—c 0 Y to.ethe— to —edo 
Phat !ou Bu,t —eve—,ed- 

  )hoP o— hide the de,btor g! r—e,,il. the IildoP, 7e! 0 H- qhi, i, a hald! 
Pa! to to..ce getPeel Phateve— !ou a—e Po—bil. ol at the momeltz ald the 
He,btor-

  qo orel 1ice 'Grco—e—z r—e,, IildoP, 7e! 0 '- qhi, i, hald! ko— Suipbc! 
copatil. a leeded nce-
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  qh—ou.hout thi, dopumelt Pe di,pu,, va—iou, )ettil.,- qo Suipbc! —evieP o— 
phal.e )ettil.,z r—e,, IildoP, 7e! 0 x- 

  +rel qa,b 6ala.e— g! r—e,,il. st—c 0 )hikt 0 ',p acc to.ethe—- You pal ac,o 
r—e,, :ct 0 st—c 0 Hec ald thel ,ecept qa,b 6ala.e—- qhe qa,b 6ala.e— accoP, 
!ou to ko—pe ,tor a r—o.—am Phiph i, k—ofel o— r—ope,,il. ve—! ,coPc!-

  xk !ou’cc ge aPa! k—om !ou— Cs ko— a time ald Poucd cibe to copb itz r—e,, 
IildoP, 7e! 0 U- Ihel !ou —etu—lz Bu,t elte— !ou— Cxw a, u,uac to ulcopb 
it ald —etu—l to Po—b-

qhi, ci,t i, g! lo meal, eGhau,tivez gut the,e cittce t—ipb, pal ,ave !ou ,i.linpalt time- 
You mi.ht Palt to rca! a—ould Pith them to gepome mo—e kamicia— Pith acc that !ou pal 
do- :ld dol’t Po——!- You Pol’t g—eab al!thil.N

What to Do When Things Go Wrong

'vel the ge,t Cs, hit a gumr loP ald thelz gut oktel the ,ocutiol i, ,imrce- Re—e 
a—e ,ome pommol ,pela—io,z ald HxY nGe, !ou mi.ht t—!( ald Phat to do ik !ou leed 
a,,i,talpe-

Do-It-Yourself Issue Resolution

The computer won’t turn on

  Hougce–phepb that the roPe— pagce i, ,epu—ec! rcu..ed il to the roPe— ,t—ir o— 
outcet ald ac,o the pomrute—-

  q—! a diTe—elt outcet o— roPe— ,t—ir-

  xk u,il. a cartorz it mi.ht ,imrc! ge that the gatte—! ma! ge dead- jive it a keP 
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milute, to pha—.e-

  xk the molito— ,ta!, gcapbz the Cs mi.ht ge olz gut the di,rca! ma! lot ge 
Po—bil.- :—e the—e ildipatiol, that the Cs i, il kapt olz ,uph a, al! ci.ht,z o— 
kal ,ould,E 

You can’t connect to the internet

  Ze—ik! that the Ii–1i i, tu—led ol Opcipb the Ii–1i ipol lea— the pcopbF- 

  xk the Ii–1i ,i.lac i, Peabz t—! movil. pco,e— to the —oute— ik ro,,igce- You mi.ht 
pollept !ou— Cs di—eptc! to the ilte—let via 'the—let pagcez the—eg! g!ra,,il. 
the Ii–1i-

  xk !ou— Ii–1i ,i.lac i, ph—olipacc! Peabz pol,ide— ru—pha,il. al eGtelde— o— a 
;)A altella-

  6abe ,u—e :i—rcale 6ode i, oT-

  qu—l oT acc eSuirmelt ald tu—l devipe, gapb ol il o—de—5 modemz thel —oute—z 
thel Cs- :ccoP ,u$pielt time at eaph ,ter ko— the devipe to kucc! roPe— gapb 
ur-

  )ee ik othe— devipe, a—e pollepted y that hecr, la——oP doPl the i,,ue- xk !ou— 
rhole o— tagcet pal polleptz thel the r—ogcem i, r—ogagc! the Cs it,eck —athe— 
thal the ilte—let polleptiol-

  xk r—ogcem, re—,i,tz the i,,ue mi.ht lot ge il !ou— ,etur- soltapt !ou— xlte—let 
)e—vipe C—ovide— to ,ee ik the—e i, a .ele—ac outa.e il !ou— a—ea-

Your computer is running slowly

  6abe ,u—e !ou have elou.h k—ee ha—d d—ive ,rape- jo to )ettil.,z thel )!,temz 
thel )to—a.e- 
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  xk the—e i, cittce k—ee ,rapez pco,e ulu,ed r—o.—am, ald g—oP,e— PildoP, ald tag,-

  : ra—tipuca— r—o.—am ma! ge ho..il. —e,ou—pe,- C—e,, :Uq0sqKU0H'U ald 
thel ,ecept qa,b 6ala.e—- xk a r—o.—am i, u,il. eGpe,,ive sC; o— memo—!z ,ecept 
it ald thel r—e,, 'ld qa,b- 

  Ke,ta—t !ou— pomrute— to pcea— temro—a—! memo—!-

  shepb ko— IildoP, urdate, y the! ma! ge —ullil. il the gapb.—ould- You 
pal hact urdate, ultic !ou a—el’t aptivec! u,il. the Cs-

  )pal ko— macPa—e o— vi—u,e,- 

Mouse or keyboard isn’t working

  Kercape gatte—ie, ik the!’—e Pi—ece,,-

  ;lrcu. ald —epollept the ;)A pagce- AcoP al! du,t o— cilt k—om the ro—t- 

  q—! alothe— ;)A ro—t o— te,t the devipe ol a diTe—elt pomrute—-

  1o— Acuetooth devipe,z poln—m the!’—e pha—.ed urz rai—edz ald tu—led ol-

No sound from the speakers

  6abe ,u—e the ,ould i,l’t muted Ophepb the ,reabe— ipol il the lotinpatiol, 
a—ea ok the ta,bga—F-

  soln—m the po——ept audio outrut i, ,ecepted Oe,repiacc! Pith headrhole, o— 
eGte—lac ,reabe—,F-

  shepb the vocume goth ol the Cs ald the ,reabe—,-

  Ke,ta—t the pomrute— ik leeded-
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Your webcam or microphone isn’t working

  6abe ,u—e alothe— arr i,l’t u,il. the pame—a o— mip ac—ead!-

  jo to )ettil., 4 C—ivap! 4 same—a o— 6ip—orhole ald poln—m that appe,, i, 
accoPed- Oqhe dekauct Picc r—ogagc! ge that appe,, i, w+q accoPed-F

  shepb the arr il u,e O8oomz 6eetz etp-F to ge ,u—e that !ou a—el’t muted- xk !ou 
dol’t arrea— to ge mutedz —e,ta—t the arr to —e–e,tagci,h polleptiol-

You can’t install a program or app

  shepb that !ou’—e pollepted to the ilte—let-

  6abe ,u—e the—e’, elou.h k—ee ,rape ol !ou— d—ive-

  +lc! doPlcoad ,oktPa—e k—om a t—u,ted ,ou—pe- Zi—u, r—oteptiol ,oktPa—e Picc 
gcopb the doPlcoadil. ok arr, ,u,repted ok poltailil. macPa—e-

  )ome il,tacc, —eSui—e admil arr—ovac- 6abe ,u—e that !ou— r—once .—alt, !ou 
admil —i.ht,-

The computer freezes or crashes

  Iait 2? ,epold, y ,ometime, it —e,ocve, it,eckz oktel g! —egootil. it,eck-

  C—e,, st—c 0 :ct 0 Hecete to orel qa,b 6ala.e—- Uoob ko— al! k—ofel arr, ald 
eld them-

  Ke,ta—t the pomrute— g! pcipbil. the gcue IildoP, ipolz thel the ,ta—t guttol 
il the coPe— —i.ht ok the rorur PildoP- 
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  xk !ou— pu—,o— i, copbed ald !ou pal’t pcipb ol the gcue IildoP, ipolz r—e,, 
the roPe— guttol ko— ,eve—ac ,epold, ultic the Cs tu—l, oT- ;l,aved Po—b Picc 
r—ogagc! ge co,tz gut ,ometime, thi, i, ulavoidagce-

  xk the Cs k—eefe, oktelz ,omethil. ma! leed deere— atteltiol- qhe—e mi.htz ko— 
eGamrcez ge a pol"ipt getPeel ,oktPa—e arr,z o— the Cs ma! ge ove—heatil.- 

  xk the Cs i, a cartor ald k—eSueltc! gepome, ve—! hotz ru—pha,e a Cs poocil. 
rad- 

Your printer won’t print

  6abe ,u—e the r—ilte— i, tu—led ol ald r—ore—c! pollepted-

  shepb ko— rare—z ilbz ald e——o— me,,a.e,- 

  'l,u—e !ou’ve ,ecepted the po——ept r—ilte— geko—e r—iltil.-

  Ke,ta—t goth the r—ilte— ald the Cs to —e–e,tagci,h the polleptiol-

You’re seeing pop-ups or odd browser behavior

  Kul a kucc altivi—u, o— macPa—e ,pal-

  scea— !ou— g—oP,e—’, paphe ald poobie,-

  Hi,agce al! ulkamicia— o— —epeltc! added g—oP,e— eGtel,iol,-

  Ke,et !ou— homera.e ald ,ea—ph el.ile ik the!’ve geel phal.ed-

When in doubt, restart!

  )imrc! —egootil. nGe, mal! i,,ue,- qhi, i, t!ripacc! ole ok the n—,t thil., al xq 
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teph Picc t—!-

Warning5 1—eSuelt ove—heatil. pal pau,e !ou— Cs to k—eefe o— p—a,hz —e,uctil. il ro,–
,igce data co,, o— re—malelt dama.e to ha—dPa—e ald gatte—ie,- qu—l oT !ou— pomrute— 
ald cet it pooc doPl- 1o— Cs,z pol,ide— ru—pha,il. a poocil. radz avaicagce olcile ko— ce,, 
thal Q2?- 

R

Calling Tech Support

xk !ou’—e t—uc! ,tupbz dol’t ,uTe— il ,icelpe- :,b a teph–,avv! k—ield ko— hecrz o— pacc a 
r—oke,,iolac- xl kaptz it’, a .ood idea to nld a teph r—o geko—e !ou —eacc! leed ole- You 
mi.ht t—! Ae,t Au!z Phiph ,eem, to have Pecc–t—ailed ,taT- Ae ,u—e to P—ite doPl the 
rhole lumge— ko— qeph )urro—tz ald ac,o ko— !ou— x)C- 7eer them hald!-

qeph )urro—t i, the—e to hecr !ouz gut !ou Palt to ge ,u—e that !ou do !ou— ra—t to 
hecr —e,ocve the i,,ue a, Pecc- x ,u..e,t the koccoPil. ,ter,5R

W- qabe a momelt to pomro,e !ou—,eck- :.itatiol doe, lot hecr u, thilb pcea—c!- 
qabe a pource ok deer g—eath, geko—e r—opeedil.-

J- weGtz .et pcea— ol eGaptc! Phat the i,,ue i,- xk the—e Pa, a ,eSuelpe ok aptiol, that 
r—epeded the r—ogcemz P—ite the,e doPl- :c,o —epo—d al! aptiol, that !ou have 
ac—ead! t—iedz ,uph a, —e,ta—til. !ou— Cs- You ma! ko—.et detaic, cate—z ald !ou 
Palt to ge a, pcea— a, !ou pal ald lot omit al! imro—talt detaic,- :c,oz !ou ma! 
have to —epoult Phat harreled to mo—e thal ole re—,olz ald that Picc ge ea,ie— 
ik !ou have lote, to —eke— to-

2- x, the—e al! ,urro—til. ilko—matiol Phiph mi.ht hecr eGrcail the i,,ueE )p—eel–
,hot, il ra—tipuca— pal ge ve—! hecrkuc- You pal u,e kl 0 1W? to partu—e !ou— kucc 
,p—eel- xk ko— al! —ea,ol !ou palDt u,e !ou— be!goa—dz !ou pal tabe a ,p—eel,hot 
Pith !ou— pecc rhole-

S- Ket—ieve the rhole lumge— ko— qeph )urro—tz rcu, the modec lumge— ald ,e—iac 
lumge— ko— !ou— Cs- ORorekucc! !ou did a, x —epommelded il sharte— 2 ald 
nced thi, ilko—matiol aPa! ko— ,uph al oppu——elpe9 ik lotz ,ee gecoP-F :c,o .et a 
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rel ald rare— to —epo—d detaic, k—om the pacc-

3- 6abe the pacc- Ihel !ou .et pollepted to ,omeolez pommulipate !ou— i,,ue a, 
pcea—c! a, ro,,igce- :ld acPa!, —ememge— that the re—,ol !ou a—e ,reabil. to 
did lot p—eate the i,,uez ald Palt, to —e,ocve itz too- Ae pacmz rocitez ald r—ovide 
a, mal! detaic, a, !ou pal- Ae ,u—e to .et a pa,e lumge— il pa,e koccoP–ur i, 
lepe,,a—!-

/- Aeko—e pco,il. the paccz ge ve—! pcea— agout Phat the leGt ,ter, a—e- Ihel Picc 
qeph )urro—t poltapt !ouz ald g! Phat meal, Orholez emaicFE 

M- woP ,it gapb ald tabe alothe— g—eath- YouDve dole Phat !ou pal do ko— the 
momelt-

xk !ou palDt nld the detaic, ko— !ou— Csz the ea,ie,t Pa! to appe,, acc ok the ilko—matiol 
( ilpcudil. r—ope,,o—z K:6z r—odupt xHz ald devipe xHR ( i, to pcipb that IildoP, ipol 
il the qa,bga—z ald t!re T:gout !ou— CsT at the tor ok the goG Phiph ror, ur- :cc ok the 
—ecevalt ilko—matiol Picc di,rca!z ald the—e i, evel a Tsor!T guttol to mabe it ea,! ko— 
!ou to ,eld the ilko—matiol to qeph )urro—t- 

woPz r—ilt ald ,ave the ilko—matiolN

Final Thoughts

sol.—atucatiol,N You’ve pome a col. Pa!- qabe a momelt to coob gapb ald pol,ide— 
acc that !ouDve cea—led- 1—om phoo,il. ald ,ettil. ur!ou— Csz to beeril. it —ullil. 
,moothc! ald u,il. it Pith polndelpez !ou loP have the tooc, ald bloPced.e to .et the 
mo,t k—om !ou— di.itac pomraliol-

R
woz !ou dolDt bloP eve—!thil.z gut !ou ,houcd ac,o have a muph gette— idea ok Phe—e 

to coob ko— the al,Pe— Phel !ou have a Sue,tiol- :ld ik ,omethil. phal.e, Oa, teph acPa!, 
doe,Fz !ou’ve .ot the kouldatiol to beer cea—lil.-

R
woP ,addce ur ald elBo! that leP CsN 



Afterword

A lthough you've reached the end of this handbook, your computer education 
should not end here. Tech continues to evolve, mostly in a good way, and you'll 

want to try to stay on top of major advancements. 

Before leaving you, I would like to say, "Thank you!" for purchasing this handbook. I 
sincerely hope that you found it helpful and will refer back to it. My goal was to provide 
readers with the knowledge they would need day to day, without including a lot of 
unnecessary details and clutter.

If you believe that I've succeeded, please let me know. If you purchased this book 
through Amazon Kindle, you can leave a review and comments easily by returning to 
the book's information and order page on Amazon. I would greatly appreciate your 
comments. Your reviews can help turn browsers into buyers!

If you would like to contact me directly, you can send your comments and suggestions 
to: john@tech4me2.com. 

On www.tech4me2.com, I'll include information and updates which I believe will be 
of interest to many of my readers. I also have plans for future books, and will post updates 
about these on the website. 

If you would like to receive the appendices and checklists as printable PDF documents, 
you can simply click here to request them. There will of course be no additional charge.
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As a -nal note, I know that some folks, myself included, are visual learners. If you are as 
well, you might wish to check out my videoJbased course, which parallels this handbook 
but includes screen captures and videos which I could not include in a book.

Thanks again, and Happy Computing!
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Glossary of Common 
Terms

T his glossary denkes cey moput-erbrela-ed -erps ik-rodtmed -hrotghot- -his .oocf 
Terps are lis-ed aluha.e-imally Aor easy reAerekmef

vk-iSirts woA-:are, v urograp uamcage desigked -o de-em-" .lomc" akd repoSe palib
miots soA-:are lice Sirtses akd suy:aref

vuu, whor- Aor Pauulima-iokPf v urograp -ha- uerAorps a sueminm -asc ok yotr CB" stmh 
as a :e. .ro:ser" :ord uromessor" or malekdarf

Gamctu, v saSed mouy oA yotr nles -ha- mak .e res-ored ik mase yotr moput-er mrashes 
or da-a is los-f

Glte-oo-h, v :ireless -emhkology Aor mokkem-ikg deSimes oSer shor- dis-akmes" stmh as 
headuhokes or cey.oardsf

Gro:ser, v urograp tsed -o ammess -he ik-erke-f Coutlar .ro:sers ikmltde Moogle 
Bhrope" EimrosoA- zdge" akd EoFilla xireAoIf

Bamhe, 'pages akd da-a Arop a :e.si-e yotJSe Sisi-ed :himh is saSed ok yotr moput-er 
-o pace loadikg oA -he si-e Aas-er ok yotr keI- Sisi-f
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Blotd w-orage, Hklike suame Aor saSikg nles" ammessi.le Arop aky deSime mokkem-ed -o 
-he ik-erke-f zIapules, Moogle UriSe" HkeUriSe

Boocie, v spall .i- oA -eI- mode :himh uroSides a :e.si-e :i-h ikAorpa-iok a.ot- yot" 
stmh as yotr logik ikAorpa-iok akd .ro:sikg his-ory ok -he si-ef

BC—, Bek-ral Cromessikg —ki-f HA-ek malled -he J.raikJ oA yotr moput-erWi- uromesses 
iks-rtm-ioks akd rtks urograpsf

UriSer, v spall uieme oA soA-:are -ha- helus yotr CB mopptkima-e :i-h hard:are 
deSimes lice urik-ers" poki-ors" akd :e.mapsf

xile zIulorer, v -ool .til- ik-o (ikdo:s -ha- helus yot .ro:se akd pakage yotr nles 
akd Aoldersf

xire:all, v semtri-y sys-ep -ha- mok-rols :ha- da-a mak ek-er or leaSe yotr moput-er" 
heluikg -o .lomc hamcers akd Sirtsesf

xirp:are, woA-:are s-ored ikside hard:are deSimes )lice yotr CBJs po-her.oard; -ha- 
helus -hep ouera-e morrem-lyf

Miga.y-e )a..reSia-ed MG;, The tstal tki- oA peastre oA s-orage/ -he higher -he 
ktp.er" -he pore nles" uho-os" e-mf" yot mak saSe ok yotr CBf

Nard UriSe )NUUYwwU;, ’otr moput-er&s paik s-orage deSimef NUUs are pemhakimal 
akd slo:er" wwUs are Aas-er akd pore dtra.lef

'mok, v -htp.kailbsiFed spall grauhim syp.ol -ha- reuresek-s a nle" Aolder" or auulimab

-iok ok a moput-er smreekf

'k-erke- werSime CroSider )'wC;, The mopuaky :himh mokkem-s yot -o -he ik-erke- )efgf 
wuem-rtp" TbEo.ile" BoI" vTRT;f 
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'C address, 'k-erke- Cro-omol addressf 's a tki1te mharam-er s-rikg :himh -ells :here a 
moput-er is loma-ed akd i-s 'k-erke- werSime CroSiderf This address :ill mhakge :hek -he 
tser&s uhysimal loma-iok mhakgesf

Eo-her.oard, This is -he mek-ral mirmti- .oard -ha- mokkem-s all -he uar-s oA yotr 
moput-erf '-&s :here eSery-hikg ultgs ik akd mopptkima-esf

Huera-ikg wys-ep, The more soA-:are -ha- pakages yotr moput-er&s resotrmes akd 
allo:s yot -o ik-eram- :i-h i-f )efgf" (ikdo:s 0j or 00;

CUx, Cor-a.le Uomtpek- xorpa- is a tkiSersal domtpek- Aorpa- :himh mak .e oueked 
akd read .y diVerek- urograps" akd -hereAore Are1tek-ly tsed Aor sharikg domtpek-sf

Cor-, v uhysimal mokkem-iok uoik- ok yotr CB Aor ma.les or ammessoriesWlice —wG 
uor-s" NUE'" or headuhoke ®amcsf

Co:er wtuuly —ki-, The Cw— mokSer-s elem-rimi-y Arop yotr :all ot-le- ):himh is 
al-erka-ikg mtrrek-; ik-o a Aorp yotr CB mak tse )lo:bSol-age direm- mtrrek-;f 

KvE, Kakdop vmmess Eeporyf whor-b-erp pepory tsed .y yotr CB -o rtk auus 
akd uromesses :hile -he moput-er is okf

Kot-er, v deSime -ha- mokkem-s yotr hope ke-:orc -o -he ik-erke- akd allo:s ptl-iule 
deSimes -o go oklikef

wkiuuikg Tool, v -ool ik (ikdo:s -ha- le-s yot -ace smreeksho-s oA all or uar- oA yotr 
smreekf

Ta., The uresek-a-iok oA a sikgle :e.uage :i-hik a .ro:ser :ikdo:f v :ikdo: pay 
mok-aik seSeral ouek -a.s a- okmef 

Tasc Eakager, v t-ili-y -ha- sho:s :ha-&s rtkkikg ok yotr CB akd le-s yot mlose 
tkresuoksiSe auusf
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Tasc.ar, The .ar )tstally a- -he .o--op oA -he smreek; :here yot mak see ouek urob
graps akd ammess se--ikgsf

—K8, —kiAorp Kesotrme 8oma-orf The tki1te PaddressP ok -he (orld (ide (e. Aor 
a resotrme" Aor eIapule" a mopuakyJs :e.si-ef

—wG, —kiSersal werial Gtsf v moppok uor- tsed -o mokkem- ueriuherals lice Eash 
driSes" cey.oards" akd urik-ersf

FCL, Fir-tal CriSa-e Le-:orcf v FCL hides yotr 'C address akd also ekmryu-s yotr 
da-a" eSek :hek yot are tsikg a ut.lim (ibxif

(ibxi, (ireless ke-:orcikg -ha- allo:s yot -o mokkem- -o -he ik-erke- :i-hot- uhysimal 
ma.lesf

(ikdo:, The ipage oA a :e.uage as disulayed ok yotr smreekf v :ikdo: pay mok-aik 
seSeral ouek Ta.sf v :ikdo: shotld ko- .e mokAtsed :i-h -he EimrosoA- (ikdo:s G 
ouera-ikg sys-epf



New PC Shopping 
Considerations

D esktop or Laptop? Consider your portability needs.

Limit your search to known brands with solid reputations.

Windows version (preferably Windows 11, or the most current).

At least 8 GB RAM (16 GB for heavier use).

SSD storage (256 GB or more recommended).

CPU: Intel i5/Ryzen 5 or better.

SuFcient screen size and resolution.

(Nor laptops) A touch screen may be desired.

xumber of USB ports and other connections.

Webcam and microphone (if not included, budget for eJternal ones.

Warranty or support plan, if desired
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Accessories: keyboard, mouse, printer/scanner, eJternal storage, surge protector/smart 
charger.



Home Wi-Fi Setup 
Checklist

O verview: What You'll Be Doing

Setting up a home Wi-Fi network involves:

  Connecting your modem and router.

  Accessing the router's settings via a web browser.

  ConPguring your network name and password.

  Connecting your devices to the new network.

Equipment Needed (Verify you hve all before beginning)

  Modem: Irovided by your (nternet Service Irovider )(SIM.

  Router: Uay be a separate device or combined with the modem.

  Ethernet Cable: Tsually included with your router.

  Computer or Smartphone: fo access router settings.

  Router Manual: For speciPc instructions and deBault login details.

Jasic Wi-Fi setup with separate modem and router



OHNL CE(f9S41

           Image credit: https://www.xfinity.com/

Step-by-Step Setup

,. Position Your Router: Ilace the router in a central locationj elevatedj and 
away Brom obstructions like walls or large metal ob2ects to ensure optimal signal 
distribution.

3. Power Oc the Modem: Tnplug the modem to reset it beBore connecting new 
devices.

z. ConneAt the Router to the Modem: Tse an 9thernet cable to connect the 
modem to the router's WAL or (nternet port. fhis cable should come packaged 
with the router.

1. Power On DeviAes: Ilug in and turn on the modem. Wait Bor it to Bully 
initiali5e. fhenj plug in and turn on the router. Wait Bor it to boot up completely.

6. ConneAt a Computer to the Router: Tse another 9thernet cable to connect 
your computer to one oB the router's EAL ports. fhis ensures a stable connec-
tion during setup.

8. LAAess Router Settings: Hpen a web browser on the connected computer. 
9nter the router's (I address into the address bar )commonly ,43.,80.7., or 
,43.,80.,.,M. fhis inBormation is usually Bound in the router's manual or on a 
sticker on the device.

". Iog Un to the Router: 9nter the deBault username and password )oBten Rad-
minR Bor bothM. xeBer to the router's manual Bor eGact credentials.

0. Change Default Credentials: Lavigate to the administration settings and 
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change the deBault username and password to secure your router.

4. Set Fp Wi-ki NetworT: NetworT Name (SSUD): Choose a uniDue name Bor 
your network. Create a strong password using a miG oB lettersj numbersj and 
symbols. Select secuity mode )WIA3j or WIAz Bor enhanced securityM.

,7. Save Settings and Reboot: Save the new settings. fhe router may reboot to 
apply changes.

,,. ConneAt DeviAes to Wi-ki: Hn your devicesj search Bor the new network name 
)SS(KM. 9nter the password you set to connect.

,3. Gest the ConneAtion: 9nsure all devices can connect to the internet. (B issues 
arisej consult the router's manual or (SI support.

Ldditional Gips

  kirmware Fpdates: xegularly check Bor and install router Prmware updates to 
maintain security and perBormance.

  2uest NetworT: (B you BreDuently have guests )Bor eGamplej you operate an 
AirbnbMj you might want to set up a guest network separate Brom your main 
network.

  DeviAe PlaAement: For larger homesj Wi-Fi eGtenders or mesh systems can help 
eliminate dead 5ones.



Migration checklist

S witching to a new PC is much easier than it used to be. If you currently use Chrome 
as your browser and will also use it on your PC, you'll knd that boopmarps, -assv

words, and other information will -ort oAer automatically. (nd if you currently store data 
)kles, folders, -hotos, Aideos; on the Cloud, you won't need to -ort that data oAerY you 
can sim-ly access the Cloud data from your new PC.

qou -robably will, howeAer, need to reinstall some a--lications that you use freWuently. 
Nindows is lipely already -revinstalled, but other -rograms will need to be reloaded. "ote, 
howeAer, that if a -rogram runs –on the web– G meaning that no software has to loaded 
on your PC's driAe to use the software G then that -rogram won't need to be -orted oAer. 
)Moogle Zeet and xoom are eHam-les of this ty-e of software.;

:ere are the general ste-s inAolAed in migrating to your new PC1
2. Zape a full bacpu- of your im-ortant kles, on an eHternal driAe, on the cloud, 

or both.

L. 3ist your freWuently used -rograms and download the installers and record 
-roduct peys in case they need to be reventered.

4. Sync your browser with the cloud if -ossible )for boopmarps and -asswords;.

T. 5ransfer kles using an eHternal hard driAe or cloud storage as the intermediary.

R. 6einstall your essential a--s and tools on the new PC.

E. Checp your -assword manager or eH-ort your saAed -asswords. )"ote1 If you 
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use Chrome's Password Zanager G discussed later G your -asswords -ort oAer 
automatically.;

U. z-date and -ersonaliCe your settings on the new PC.

5his is not as com-licated as it might seem, but you may o-t to enlist assistance. 


