
Firefox will import the 
data and say it was 
imported successfully. 
Chrome’s bookmarks 
will be placed in “From 
Chrome” folders in 
your bookmarks menu 
and toolbar, but you 
can reorganize them 
however you like. 
 Download Your Add-
ons 
Firefox can’t import 
other data you may 
consider crucial, like 
your add-ons. You’ll 
have to hunt down 
equivalent extensions 
in the Firefox Add-ons 
gallery yourself. 
If you use a popular 
add-on from a big com-
pany, there’s a good 
chance there’s a ver-
sion of the extension 
for Chrome made by 
the same developer. 
Smaller, independent 
extensions may not be 
available for both 
browsers, but you’ll 
probably find an add-
on that can do some-
thing similar. 
Sync Your Firefox 
Browser Data Be-
tween Computers 
Firefox has its own 
browser sync feature 
that can keep your da-
ta in sync across multi-

 
If you’re thinking about 
switching to Firefox 
Quantum—or at least 
trying to switch—
Firefox makes it pretty 
easy. Firefox can im-
port your bookmarks, 
saved passwords, 
browser history, and 
cookies directly from 
Google Chrome. 
It can also import this 
data from Microsoft 
Edge or Internet Ex-
plorer, if you use those 
instead. 
Migrate Your Book-
marks, Passwords, 
History, and Cookies 
Firefox normally 
prompts you to import 
data the first time you 
install it. However, if 
you had Firefox in-
stalled previously and 
now want to import da-
ta, you’ll need to 
launch the tool manual-
ly. The Import Browser 
Data tool is a little hid-
den—it’s under the 
Bookmarks Manager 
window. 
To access the Book-
marks Manager, either 
click the Library icon 
on the toolbar and click 
Bookmarks > Show All 
Bookmarks, or press 
Ctrl+Shift+B. 

Click the “Import and 
Backup” button on the 
toolbar and select 
“Import Data From An-
other Browser”. (If you 
just want to import 
bookmarks you’ve ex-
ported from Chrome or 
another browser as an 
HTML file, you can al-
so just click “Import 
Bookmarks from 
HTML” here and then 
select the HTML file.) 
 
Select “Chrome” in the 
Import Wizard and click 
“Next” to import data 
from Google Chrome. 
Ensure all Google 
Chrome browser win-
dows are closed before 
you continue with the 
process. 
You’ll be prompted to 
choose which data you 
want to import. If 
you’ve set up multiple 
Chrome browser pro-
files, you’ll first be 
asked which profile you 
want to import data 
from. 
By default, Firefox will 
import Chrome’s Cook-
ies, Browsing History, 
Saved Passwords, and 
Bookmarks. You can 
uncheck any of these 
options to only import 
some types of data. 
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ple PCs, phones, and 
tablets. You can check 
your Firefox Sync set-
tings by clicking menu 
> Options > Firefox Ac-
count. If you haven’t 
yet signed in with a 
Firefox account, you 
can create one from 
here to start syncing 
your data. 
Sign in with the same 
Firefox account on all 
your devices and your 
data will be synced be-
tween them, just like 
with Chrome. Firefox 

syncs open tabs, histo-
ry, bookmarks, logins, 
add-ons, and prefer-
ences. So, once you 
set up Firefox once, it 
will sync your prefer-
ences to all your other 
PCs. 
You can get this same 
data on your phone or 
tablet, too. Firefox of-
fers apps for Apple’s 
iPhone and iPad as 
well as Google’s An-
droid. They provide a 
way to access your 
Firefox bookmarks, 

open tabs, saved pass-
words, and history on 
your mobile devices, 
too. 
Thankfully, with Firefox 
Quantum, Firefox now 
uses Google as the 
default search engine 
once again. Yahoo! is 
no longer the default, 
so you don’t have to 
worry about changing 
that. 
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Sign in with the 

same Firefox 

account on all 

your devices and 

your data will be 

synced between 

them, just like 

with Chrome. 

You may already have 

a few contacts in Out-

look or you might 

have an empty list. 

Either way, using a 

contact list is a helpful 

resource for keeping 

track of all the people 

who send or receive 

your email. With a 

contact list you can 

easily email someone 

by typing or selecting 

that person’s name. 

You can also refer to 

the contact list if you 

need someone’s mail-

ing address, phone 

number, or other in-

formation. But how 

can you effectively 

and easily create and 

steps are the same for 

Outlook 2013 and sim-

ilar for the previous 

couple of versions of 

Outlook. Open Out-

look and click on the 

People icon in the 

lower part of the left 

pane. Let’s say you 

don’t yet have any 

contacts or just want to 

add a new contact to 

your existing list. 

Click on the New 

Contact button on the 

Ribbon. In the Contact 

window, enter all the 

necessary contact in-

formation for this per-

son. Then click on the 

Save & Close button. 

That person is added 

add new contacts to 

Outlook? You have a 

number of options. 

You can manually cre-

ate a contact with all 

the necessary details. 

You can sync your 

contact list with a list 

from Gmail or another 

online service so you 

don’t have to manually 

add all your contacts. 

And you can select 

someone’s email ad-

dress to add that per-

son as a contact. Let’s 

check out the ways to 

set up your contacts in 

Outlook. 

I’m using Outlook 

2016 via my Office 365 

subscription, but the 
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to your contact list. 

Manually creating 

each new contact is 

time-consuming, and 

unnecessary if you 

already have a contact 

list with Gmail, Yahoo, 

or another service. In 

that event, you can 

export your contact 

list from the other ser-

vice and import it into 

Outlook. Here’s how. 

Fire up your browser 

and surf to your online 

service. With Gmail, 

you can select the 

contacts you wish to 

export, export a spe-

cific group, or export 

all contacts. With Ya-

hoo, your only choice 

is to export all con-

tacts. Click on the ap-

propriate command to 

export. Choose the 

option to export your 

contacts in Microsoft 

Outlook or Outlook 

CSV format. Save the 

exported CSV file. 

Return to Outlook. 

Click on the File 

menu and then click 

on Open & Export. 

Click on the Import/

Export button. At the 

Import and Export 

Wizard window, click 

on the option to Im-

port from another 

program or file if it’s 

not already selected. 

Click Next. At the Im-

port a File window, 

click on the option for 

Comma Separated 

Values if it’s not se-

lected. Click Next. At 

the next window, 

browse to and select 

the CSV file you ex-

ported. This window 

presents three op-

tions: Replace dupli-

cates with items im-

ported, Allow dupli-

cates to be created, or 

Do not import dupli-

cate items. The first 

option replaces any 

existing duplicate 

contacts with the en-

tries from the import-

ed list. The second 

option allows for du-

plicate contacts. And 

the third option pre-

vents any duplicate 

contacts from being 

imported. Select the 

option you want and 

click Next. At the next 

window, make sure 

Contacts is selected as 

the destination folder. 

At the final window, 

confirm that the CSV 

file will be imported 

into the Contacts fold-

er. Click Finish. 

You should see all the 

imported contacts in 

Outlook. Now let’s say 

you want to edit or de-

lete a contact. Perhaps 

there’s a contact you 

no longer need or 

perhaps you found 

duplicate entries, 

which could happen if 

you chose the option 

to allow duplicates to 

be created when you 

imported the contact 

list. To view the de-

tails for any contact, 

double-click on the 

contact name or right-

click on the name and 

select Edit Contact 

from the popup menu. 

 

Now revise the infor-

mation for the contact 

you selected, adding 

or changing some of 

the details. When 

done, click Save. Re-

view the information 

on the person’s con-

tact card and then 

close the card by 

clicking the X in the 

upper right corner. To 

delete a contact, just 

select it and press the 

Delete key on your 

keyboard or right-

click on the contact 

and select Delete 

from the popup menu. 

Now maybe you want 

to view two contacts 

together. Why? There 

might be information 

you want to copy from 

one contact to anoth-

er, such as the phone 

number or address for 

two people who live in 

the same household. 

Double-click on the 

first contact. Click on 

the Cancel button to 

How to Set Up Contacts in Microsoft 
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Save the exported 
CSV file. 
Return to Outlook. 

Click on the File 

menu and then 

click on Open & 

Export. Click on 

the Import/Export 

button.  



display the contact 

card. In the card, click 

on the Pin icon to pin 

the card so it stays vis-

ible. Double-click on 

the second contact 

and perform the same 

steps to keep the con-

tact card on the 

screen. Position the 

two contacts side-by-

side. Click on the Edit 

link in each one. Copy 

and paste the needed 

information from one 

contact to the other. 

When done, click 

Save for the contact 

whose information you 

revised and Cancel 

for the other. Close 

each of the two con-

tact cards. 

Here’s another way to 

create contacts. Right-

click on an email ad-

dress in a received or 

sent email. From the 

popup menu, click on 

the command to Add 

to Outlook Contacts. 

A contact card pops 

up for you to enter any 

further information 

beyond the name and 

email address. When 

done, click Save to 

add that person to 

your contact list. 

Here’s another way to 

add folks to your con-

tact list. After you’ve 

used Outlook for 

awhile, the program 

serves up suggested 

contacts based on 

people who have re-

ceived or sent you 

email. In Outlook 2016 

and 2013, you should 

see an entry called 

Suggested Contacts in 

the left pane of the 

Contacts window. If 

you see any suggest-

ed contacts that you 

want to become full-

fledged contacts, just 

drag and drop them 

into your regular Con-

tacts list. 

As a final step, add 

your contact list to the 

Outlook Address 

Book. Think of your 

contacts as a subset of 

your overall Outlook 

Address Book. By 

adding your contacts 

to this address book, 

you can access your 

contacts from within 

an email message by 

clicking on the To, Cc, 

or Bcc buttons. To get 

started, click on the 

File menu, click on 

the Account Settings 

button, and then click 

on Account Settings 

again. At the Account 

Settings window, click 

on the Address Book 

tab. Make sure an ad-

dress book is listed. If 

not, click on the New 

button. Select the op-

tion for Additional 

Address Books and 

click Next. At the next 

screen, select the op-

tion for Outlook Ad-

dress Book and click 

Next. Then click Fin-

ish. 

Right-click on your 

Contacts list in Con-

tacts view and select 

Properties from the 

popup menu. In the 

Contacts Properties 

window, click on the 

tab for Outlook Ad-

dress Book. Click on 

the checkmark to 

Show this folder as 

an email Address 

Book if it’s not already 

checked and click 

OK. 

Now go to email view 

and start a new mes-

sage. Click on the To 

field, and you should 

see your contacts 

listed. Double-click on 

the contact or contacts 

that you want to put in 

the To field. Click on 

any contact that you 

want to carbon copy 

on the message and 

click on the Cc tab. 

Click on any contact 

that you want to blind 

carbon copy and click 

on the Bcc tab. Send 

your email, and you’re 

done. 
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Add to Outlook Contacts. 

A contact card pops up 

for you to enter any 

further information 

beyond the name and 

email address. When 

done, click Save to add 

that person to your 

contact list. 



The Disk Cleanup tool 
included with Windows 
can quickly erase various 
system files and free up 
disk space. But some 
things–like “Windows 
ESD Installation Files” on 
Windows 10–probably 
shouldn’t be removed. 
For the most part, the 
items in Disk Cleanup is 
safe to delete. But, if your 
computer isn’t running 
properly, deleting some 
of these things may pre-
vent you from uninstalling 
updates, rolling back your 
operating system, or just 
troubleshooting a prob-
lem, so they’re handy to 
keep around if you have 
the space. 
Disk Cleanup 101 
You can launch Disk 
Cleanup from the Start 
menu–just search for 
“Disk Cleanup”. It will im-
mediately scan for files it 
can delete and display a 
list to you. However, this 
just shows files you can 
delete with your current 
user account’s permis-
sions. 
Assuming you have ad-
ministrator access to the 
computer, you’ll want to 
click “Clean Up System 
Files” to view a com-
plete list of files you can 
delete. 
To remove a group of 
files, check it. To keep a 
group of files, ensure it’s 
unchecked. You’ll see the 
maximum amount of data 
you can delete at the top 
of the window, and how 
much space you’ll actual-
ly save at the bottom. 
Click “OK” after you’re 
done selecting data and 
Disk Cleanup will delete 

the types of data you 
want to remove. 
Windows ESD Installa-
tion Files Are Important 
On Windows 10, there’s 
now a “Windows ESD 
installation files” option 
here. Deleting it can free 
a few gigabytes of hard 
disk space. This is proba-
bly the most important 
option on the list, as de-
leting it could cause you 
problems. 
These ESD files are used 
for “resetting your PC” to 
its factory default set-
tings. If you delete these 
files, you’ll have more 
disk space–but you won’t 
have the files necessary 
to reset your PC. 
You may need to down-
load Windows 10 installa-
tion media if you ever 
want to reset it. 
We recommend not de-
leting this, unless you 
desperately need the few 
gigabytes in hard disk 
space. Deleting this will 
make your life harder if 
you ever want to use the 
“reset your PC” feature in 
the future. 
Everything Else Disk 
Cleanup Can Delete 
So what do all the other 
options do? We went 
through Disk Cleanup 
and made a list. Note that 
we used Disk Cleanup on 
a PC running Windows 
10 with the Anniversary 
Update installed. Older 
versions of Windows may 
have slightly fewer op-
tions. Some options may 
only appear if you have 
certain types of system 
files on your hard drive. 
Windows Update Clean-
up: When you install 

updates from Windows 
Update, Windows keeps 
older versions of the sys-
tem files around. This 
allows you to uninstall the 
updates later. However, if 
you don’t plan on ever 
uninstalling any Windows 
updates, this is a waste 
of space. This is safe to 
delete as long as your 
computer is working 
properly and you don’t 
plan on uninstalling any 
updates. 
Windows Defender: 
This option deletes “non 
critical files used by Win-
dows Defender“, accord-
ing to the Disk Cleanup 
tool. Microsoft doesn’t 
explain what these files 
are anywhere, but it’s 
likely they’re just tempo-
rary files. You can select 
this option to free up 
some space and Win-
dows 10’s built-in antivi-
rus will continue running 
normally. 

Windows upgrade log 
files: When you up-
grade Windows–for ex-
ample, upgrade from 
Windows 7 to 10, or up-
grade from Windows 10’s 
November update to Win-
dows 10’s Anniversary 
update–Windows creates 
log files. These log files 
can “Help identify and 
troubleshoot problems 
that occur”. If you don’t 
have any upgrade-related 
problems, feel free to de-
lete these. 

Downloaded Program 
Files: This folder con-
tains ActiveX controls 
and Java applets that are 
downloaded from the In-
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Windows upgrade 

log files: When 

you upgrade 

Windows–for 

example, upgrade 

from Windows 7 

to 10, or upgrade  
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space. If you don’t plan 
on trying to troubleshoot 
any blue screens of death 
(or you’ve already fixed 
them), you can remove 
these files. 

System archived Win-
dows Error Reporting: 
When a program crash-
es, Windows creates an 
error report and sends it 
to Microsoft. These error 
reports can help you 
identify and fix problems. 
Archived error reports 
have been sent to Mi-
crosoft. You can choose 
to delete these, but you 
won’t be able to 
view reports about pro-
gram crashes. If you’re 
not attempting to solve a 

Microsoft’s browsers. 
Other browsers like 
Google Chrome and 
Mozilla Firefox have their 
own browser caches you 
would need to clear from 
within Chrome or Firefox 
themselves. Just remem-
ber: regularly erasing 
your browser cache 
slows down your web 
browsing. 

System error memory 
dump files: When Win-
dows crashes–known as 
a “blue screen of death“–
the system creates a 
memory dump file. This 
file can help identify ex-
actly what went wrong. 
However, these files can 
use a large amount of 

problem, they’re probably 
not important. 

System queued Win-
dows Error Reporting: 
This is the same as 
“System archived Win-
dows Error Reporting,” 
except it con-
tains queued error re-
ports that have not yet 
been sent to Microsoft. 
Windows ESD installa-
tion files: This one is 
important! As de-
scribed above, these files 
are stored on your PC 
and used to “Reset your 
PC” to its factory default 
settings. You can remove 
them to free up space, 
but then you’ll need to 
create and pro-
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ternet when you view cer-
tain web pages in Internet 
Explorer. Feel free to de-
lete these. They’ll be au-
tomatically downloaded 
again when you visit a 
website that requires 
them, if you need them. 
Temporary Internet 
Files: This contains 
your “browser cache” for 
Internet Explorer and Mi-
crosoft Edge. The 
cache includes bits and 
pieces of websites that 
are stored on your hard 
drive so you can load 
them faster in the future. 
You can clear this to free 
up space, but your 
browser cache will even-
tually fill up again. Note 
also that this only affects 
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vide Windows installation 
media if you ever want to 
reset your PC. 
Delivery Optimization 
Files: The “Windows Up-
date Delivery Optimiza-
tion Service” is the part of 
Windows 10 that uses 
your computer’s band-
width to upload app and 
Windows updates to oth-
er computers. This option 
allows you to remove da-
ta that’s no longer need-
ed, except for uploading 
to other PCs. 

Device driver packages: 
Windows keeps old ver-
sions of device drivers, 
whether they were in-
stalled from Windows 
Update or elsewhere. 
This option will delete 
those old device driver 
versions and keep only 
the most recent one. You 
can remove these files if 
your PC and its devices 
seem to be working 
properly. 
Previous Windows in-
stallation(s): When you 
upgrade to a new version 
of Windows, Windows 
keeps the old Windows 
system files around for 10 
days. You can then 
downgrade within those 
10 days. After the 10 
days, Windows will delete 
the files to free up disk 
space–but you can delete 
them from here immedi-
ately. On Windows 10, 
installing a big update like 
the Anniversary Update 
or November Update is 
treated basically the 
same as upgrading to an 
entirely new version of 
Windows. So, if you re-
cently installed the Anni-
versary Update, the files 

here will allow you to 
downgrade to the No-
vember Update. 

 Recycle Bin: Check 
this option and the Disk 
Cleanup tool will also 
empty your computer’s 
Recycle Bin when it runs. 
Temporary Files: Pro-
grams frequently store 
data in a temporary fold-
er. Check this option and 
Disk Cleanup will delete 
temporary files that have-
n’t been modified in over 
a week. This ensures that 
it should only delete tem-
porary files programs 
aren’t using. 
Temporary Windows 
installation files: These 
files are used by the Win-
dows Setup process 
when installing a new 
version of Windows or a 
major update. If you’re 
not in the middle of a 
Windows installation, you 
can delete them to free 
up space. 
Thumbnails: Windows 
creates thumbnail images 
for pictures, videos, and 
document files and stores 
them on your hard drive 
so they can be displayed 
quickly when you view 
that folder again. This 
option will delete those 
cached thumbnails. If you 
access a folder contain-
ing these types of files 
again, Windows will rec-
reate the thumbnail 
cache for that folder. 
We’ve also seen various 
other options here. Some 
only appear on previous 
versions of Windows, like 
Windows 7, and some 
only appear if your com-
puter has certain types of 
files on its hard drive: 

 Temporary Setup 
Files: Pro-
grams sometimes create 
setup files when you’re 
installing them and don’t 
automatically clean them 
up. This option will delete 
setup files that are no 
longer being used for an-
ything. 
Offline Webpages: You 
can save web pages for 
“offline” browsing in Inter-
net Explorer. Your 
“Offline Webpages” are 
web pages that have spe-
cifically been saved for 
offline use, and checking 
this will delete them. 
Old Chkdsk Files: The 
chkdsk tool runs when 
there’s file system corrup-
tion on your hard drive. If 
you see any “old chkdsk 
files”, these are frag-
ments of corrupted files. 
You can safely remove 
them unless you’re trying 
to recover important, irre-
placeable data. 
Setup Log Files: These 
log files are created while 
software is installing. If a 
problem occurs, the log 
files can help identify 
the problem. If you’re not 
trying to troubleshoot a 
software installation, you 
can remove them. 
System Error Minidump 
FIles: These are smaller 
memory dump 
files created when Win-
dows crashes in a blue 
screen. They take less 
space than larger 
memory dump files, but 
can still provide helpful 
information that identifies 
the problem. You can 
delete these if you’re not 
trying to troubleshoot sys-
tem problems. 
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help you carry in the   

7. Every commercial 

on television has a web 

site at the bottom of the 

screen. 

8. Leaving the house 

without your cell 

phone, which you did-

n't even have the first 

20 or 30 (or 60) 

years of your l  for pan-

ic,and you turn around 

to go and get it .. 

 10. You get up in the 

morning and go online 

before getting your cof-

fee.  

 11. You start tilting 

your head sideways to 

smile. : ) 

 12. You're reading this 

and nodding and 

1. You accidental-

ly enter your PIN on 

the microwave. 

 2. You haven't played 

solitaire with real 

cards in years.  

 3. You have a list of 15 

phone numbers to 

reach your family of 

three.  

 4. You e-mail the per-

son who works at the 

desk next to you.  

 5. Your reason for not 

staying in touch with 

friends and family is 

that they don't have e-

mail addresses.  

 6.. You pull up in your 

own driveway and use 

your cell phone to see 

if anyone is home to 

laughing.  

13. Even worse, you 

know exactly to whom 

you are going to for-

ward this message.  

 14. You are too busy  to 

notice there was no #9 

on this list.  

 15. You actually 

scrolled back up to 

check that there wasn't 

a #9 on this list ... 

Stuff you didn't know you didn't know! 
YOU KNOW YOU ARE LIVING 
IN 2017 
when.... 
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