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A tour of the Windows 10 taskbar
and what its icons do

The taskbar along the
bottom of Windows 10 is
unassuming, but there's
actually a lot going on
down there. We're going
to look really closely at
each section and what it
does, from the return of
the Start menu on the
left, all the way over to
the clock on the right. A
lot of this information will
be old hat for veteran
users, but we're hoping to
offer a complete introduc-
tion for those just getting
started with Windows 10.
Start menu

Those four little squares
in the bottom-left of the
screen are the Windows
button. Click it, and you'll
get access to some of
your favorite programs,
and the ability to browse
a full list of apps that are
installed on your comput-
er. The Start menu also
lets you shut down your
computer and diving into
system settings. The Live
Tiles on the right of the
start menu can be moved
around and put beneath
custom subheadings for
easy access. Clicking
them will open up Win-
dows programs, but often
they're animated so you
can see what's new and
relevant at a glance.
Many keyboards will have
a Start key built into
them, so you don't even
have to click the icon to

open it up. For more ad-
vanced users, right-
clicking the Start button
will provide quick access
to detailed system utili-
ties, such as Command
Prompt and Device Man-
ager.

Search and Cortana
The text box next to the
Start button says pretty
much exactly what it
does: "Search the web
and Windows". Clicking
here will pop up a menu
that will populate with
search results as you
type. These can be pro-
grams, documents,
songs, pictures, or just
about anything else. Just
above your typed search
query, you can click My
Stuff or Web to filter
based on content stored
on your computer, or con-
tent online. If you live in a
supporting country, you
can enable Cortana with
the gear on the left side.
This voice-enabled assis-
tant can intelligently exe-
cute tasks like send e-
mails, provide weather
results, and making cal-
culations. Cortana adapts
over time based on your
usage. For quick access
to Windows search,
pressing the Start button
on your keyboard and S
will get you started with-
out having to click the
search box.

Task View

Task View is an imagina-
tive way of managing
your active windows.
Clicking it will shrink all of
your programs so that a
small thumbnail of each
is visible. From there you
can click each one to
view the open app, or the
X to close it. The really
interesting feature is the
New Desktop button in
the bottom-left. Here you
can tailor-craft a desktop
built for specific tasks,
such as watching movies
or editing videos. This
means you won't have to
keep one desktop overly
cluttered with dozens of
windows, and instead
parse them out over sev-
eral task-focused desk-
tops. You can drag and
drop active windows in
Task view to the appro-
priate desktop easily.
File Explorer and
Pinned Programs

The File Explorer icon is
a yellow folder that, when
opened, will let you
browse through the con-
tent of your computer.
The other icons directly
beside it are pinned pro-
grams. These are
shortcuts to programs so
you can access them im-
mediately without having
to go rooting around in
the Start Menu or search
bar. Just about any type
of program can be pinned
here, or, if you don't ever


http://www.windowscentral.com/windows-10

Active Programs
Programs that are

currently open will
look a lot like
pinned
applications,
except there will
be a thin line
beneath them.
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use it, be unpinned. Right
click the program, and
you'll see options to pin
or unpin from the taskbar.
Some pinned programs
will provide more detailed
launch options after right-
clicking them, such as a
browser that goes directly
to a recent website rather
than the default front
page. Pinned taskbar
items can be reordered;
just hold left-click, move
your mouse, and release
left click to put it else-
where on the taskbar.
Active Programs
Programs that are cur-
rently open will look a lot
like pinned applications,
except there will be a thin
line beneath them. A
lighter background will be
behind the window that is
currently active, and if
more than one instance
of an application is open,
you'll notice the edge of
another tile tucked behind
the icon. To switch be-
tween multiple windows
of an application, just
move your mouse cursor
over the icon, and thumb-
nails of each window will
show up.

Move your mouse over
each of those thumbnails,
and they will highlight on
screen. Click whichever
one you want to switch
to. Some active applica-
tions will have other con-
trols accessible when you
mouse over them like
that, such as changing
status in Skype, or skip-
ping tracks in Music. This
way you can interact with
your programs without
having to open them. You
can also close programs

from these previews by
clicking the X in the top-
right of their thumbnails.
Right-clicking active pro-
grams in the taskbar will
bring up more detailed
tasks, similar to those
offered by pinned pro-
grams. Also like pinned
programs, they can be
repositioned within the
overflow menu or in the
system tray next to the
clock by dragging and
dropping.

Overflow

A small upwards facing
arrow will sit in the
taskbar, close to a collec-
tion of other icons in the
bottom-right of your
screen. Clicking it will
show other applications
that are running in the
background. Their icons
will often indicate the sta-
tus of the applications,
and right-clicking them
can bring up options for
interaction, much like ac-
tive applications. These
system tray applications
tend to keep to them-
selves without needing
much user involvement,
which is why they don't
live with the other active
applications. These will
often start running when
your computer boots up
though they can be disa-
bled from doing so in
Task Manager. You
should also have a bit of
empty space along the
taskbar just to the left of
the overflow arrow.

This space will fill up with
applications as you open
them, but it's also helpful
space for working with
the taskbar itself. Right-
click it to alter how the

taskbar behaves, such as
by adding additional
toolbars, or hiding the
Task View button. Hold
down your left mouse
button while the cursor is
in this space, and move it
to the left, right, or top of
the screen if you'd rather
the taskbar there.

Power Status

The plug and battery icon
will show how much pow-
eris left in your laptop.
The icon will change over
time, so can be very help-
ful for keeping tabs on
your battery life at a
glance. Don't worry too
much about it, though.
Windows will notify you
when battery life is get-
ting particularly low. Left-
clicking the battery icon
will let you easily turn
down your laptop's dis-
play brightness, and ac-
cess power settings.
Right-clicking the icon
gives even more
shortcuts to specific bat-
tery-related utilities, in-
cluding those provided by
your computer manufac-
turer.

Volume Control

Very simply, this allows
you to control the volume
out of either your comput-
er's speakers or head-
phones. Often keyboards
will have built-in volume
control that can do this as
well. Just click the speak-
er icon, and then click
and drag the slider up or
down to adjust. Click the
speaker itself in the pop-
up window to mute and
unmute. Right-clicking
the volume control pro-
vides access to detailed
sound settings, such as
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identifying where you
want audio coming out of,
and identifying micro-
phones attached to your
computer. Selecting
Open Volume Mixer will
allow you to adjust vol-
ume of individual pro-
grams.

Network Status

The next icon indicates
your network status and
often how you're connect-
ing to the internet. This
will be either wirelessly
over Wi-Fi, or connected
over an Ethernet cable.
Left-clicking the network
status icon provides a list
of networks you have
access to though you'll
often need a password to
log onto Wi-Fi networks.
Additional settings can be
seen when clicking Net-
work settings from this
screen. lcons along the
bottom of the network
status window will also let
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you turn off Wi-Fi or enter
airplane mode should the
need arise. When you're
encountering internet
problems, often right-
clicking this icon and left-
clicking troubleshoot
problems will solve your
issue.

Action Center

Action Center combines
notifications from all of
your various programs for
easy viewing. The icon
will turn white when a
new notification comes in,
such as via email. When
you click the icon, you'l
see all of your latest noti-
fications. Along the bot-
tom of the Action Center
are a series of toggles
that can helpfully connect
you to new networks and
save battery, among oth-
er things. If you want Ac-
tion Center to shut up for
a little bit, right-click the
icon and click Turn on

quiet hours.

Time and Date

The utility of the clock is
pretty universal. Moving
your cursor over it will
show an alternative for-
mat, so you're not left
counting out the months
trying to figure out which
one we're in. A left click
will bring up a larger cal-
endar where you can skip
forward and back a
month using the arrows in
the top-right of the win-
dows. Click today's date
at the top of the window
to zip back to today in the
calendar. You can dig
into additional date and
time settings from the link
at the bottom of this win-
dow.

What Google knows about us
Check out “My Activities” page in your google settings.

Google keeps records of where you have been, what you have searched
for, emails you have sent and received, if you use google docs it also
tracks what you are working on.

In addition google knows what videos you have watched.

Google Takeout users can download information from 37 different
areas.

Deleting your data is as simple as viewing it, just go to “My Activities”
page and you can choose to delete application specific data or you can
choose to dele all data.

Deleting all data may effect your search results and google will warn you
of this.

. ——.
6O V9, 1:024m

Click today's date
at the top of the
window to zip back
to today in the
calendar. You can
dig into additional
date and time
settings from the
link at the bottom
of this window
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The GDPR has
forced Facebook
to introduce new

privacy options

and they’ve
decided to roll
them out world

wide.

How to Protect Your Privacy on

Facebook

In response to the
Cambridge Analytica
fiasco and the new EU
General Data Protec-
tion Regulation
(GDPR), Facebook has
started making it easier
for people to control
who and what can see
and use your data on
Facebook. Let’s take a
look at what you can
do to protect your pri-
vacy.

Use Facebook’s New
Privacy Tools

The GDPR has forced
Facebook to introduce
new privacy options
and they’ve decided to
roll them out world
wide. At some point in
the next couple of
months you’ll get a pop
up asking you to make
some choices about:

Ads based on data
from Facebook’s
partners.

Information—like rela-
tionship status and
religion—that you
are currently shar-
ing on your profile.

Whether or not you
want to allow Face-
book to use facial
recognition.

When you get the pop
up asking you to re-
view them, do it
straight away. That

doesn’t, however,
mean there’s nothing
you can do now.

Complete a Privacy
Check-up

Facebook’s mobile app
has a handy Privacy
Check-up that walks
you through some im-
portant privacy set-
tings. For some rea-
son, it's not available
through the website.
Head to the Settings >
Settings and Privacy >
Privacy Shortcuts >
Privacy Check-up.

There are three sepa-
rate steps. First, you
select the default set-
ting for who can see
your posts when you
share them—Public,
Friends, Friends Ex-
cept, and Only Me. Of
course, whatever de-
fault you set here, you
can override when you
make an actual post.
For example, if your
default is to only share
posts with friends, you
could still share a par-
ticular post publicly if
you wanted to.

Next, you'll see a list of
all the information on
your profile and who
it's currently shared
with. | didn’t realize so
many of my old email
addresses were visible
to any of my 1500

friends, so | changed a
few of them to Only
Me.

Finally, you will see a
list of all the apps and
websites you’ve given
permission to access
your data. You can
change who can see
your activity in those
apps on Facebook
and, if you want, delete
an app and block it
from accessing your
data again. To do that,
tap the “X” and then
tap the “Delete app”
button. This is how
Cambridge Analytica
(and many, many other
companies) got data
from millions of Face-
book users, so it’s
worth going through
and removing any apps
you don’t use just in
case.

It's also worth noting
that you can clean up
your Facebook apps
on the website; there
justisn’t a simple wiz-
ard like there is in the
mobile app.

Think About What
You Post

This one probably goes
without saying, but you
should consider care-
fully what you post on
Facebook. It's easy to
let personal information
slip out. For example, a
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How to Protect Your Privacy on

Facebook

photo of a college ac-
ceptance letter could
give away things like
your address, date of
birth, and SSN. A pho-
to outside the front of
your house combined
with regular check-ins
nearby could reveal
where you live.

While it can feel like
you only interact with
your closest friends on
Facebook, you’re prob-
ably also friends with a
load of casual ac-
quaintances. If you
wouldn’t tell them
where you live or give
them your phone num-
ber when you see
them, you should make
sure that you don'’t ac-
cidentally give it to
them on Facebook.

Unfriend or Block
People You Don’t
Know or Like

| dTheought s.

* If you attempt to rob a bank you won't have any trouble with rent/food bills for the next 10

On the subject of large
friends lists, if there are
a lot of people you
don’t know—or don’t
like—on yours, you
should go through and
unfriend them. If you
really don’t like them
and think they might
wish you ill, you
should block them too.

While you can limit
your Facebook posts to
certain people, if you
have no intention of
speaking to a person
again, it's pointless to
remain friends with
them. Why share per-
sonal details with peo-
ple you don’t know or
like?

Limit or Delete Your
Past Posts

Facebook has been
around for over a dec-
ade. | know I've
changed a lot in the

years, whether or not you are successful.

* Do twins ever realize that one of them is unplanned?

last ten years and that
there are some very
embarrassing posts in
my history. I've been
using Facebook’s On
This Day feature

to slowly remove the
worst of them but if
you’ve got some poten-
tially personal or com-
promising posts in your
history, you should go
through and remove
them. If there’s more
than one or two, you
can change the privacy
on all your past posts
quickly or use a
Chrome extension to
delete them fully.

You should also un-tag
yourself from any bad
photos. It won'’t get rid
of them, but it will stop
people from finding
them through your pro-
file.

* What if my dog only brings back my ball because he thinks | like throwing it?

* If poison expires, is it more poisonous or is it no longer poisonous?

* Which letter is silent in the word "Scent,"” the S or the C?

* Why is the letter W, in English, called double U? Shouldn't it be called double V?

You should
also un-tag
yourself from
any bad photos.
It won’t get rid of
them, but it will
stop people
from finding
them through
your profile.
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How to Remove Facebook from Your Life (And Why That’s Nearly Impossible)

The #DeleteFacebook
campaign is a pretty clear
call to action, but most
people saying they want
to delete their account
never do. Why? Because
Facebook is really hard to
get rid of. If you want to
rid yourself of Facebook,
I’m going to tell you how,
but you probably won’t do
it.

How to Delete Your Fa-
cebook Account
Deleting your Facebook
account is technically
simple. Head to the ac-
count deletion page, click
the “Delete My Account”
button, enter your pass-
word and a captcha, and

boom, it’s done.

Okay, not quite. There’s a
14 day cooling down peri-
od where you can log into
your account and stop
the deletion process.
Don't log in for two weeks
and it's gone for real. All
your account data will be
deleted from Facebook’s
servers (although it can
take up to 90 days to be
fully removed) so it's
probably a good idea

to grab a backup first.

But deleting Facebook is
really only one part of
getting rid of Facebook.
The hardest bit is replac-
ing the things you actual-

ly use Facebook for.

Keeping Up to Date
With Friends and Fami-
ly

During Mark Zucker-
berg’s testimony before
the US Senate, he re-
peatedly denied that Fa-
cebook was a monopoly.
He couldn’t, however,
name a single largest
competitor. While Insta-
gram (a Facebook prop-
erty), Twitter (the mad
ramblings of people who
shouldn’t be let near key-
boards), and Snapchat (a
digital playground for
teens that Facebook is
slowly strangling to
death) are all technically

social networks, they
don’t fill the same roll.

Sure, some peo-

ple mi gdnmounce their
engagement or new baby
on Instagram, but they're
much more likely to do it
on Facebook. It's how |
told my extended circle of
friends that my granny
had died—it was the sim-
plest way to reach them
all.

There is nothing out there
right now that replaces
this, short of just ringing
around all your friends
and family and asking
them, “What’s up?” | trav-
el for most of the year, so
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How to Remove Facebook from Your Life
(And Why That’s Nearly Impossible)

Facebook is how | keep
tabs on what’s going on
at home. It’s just not real-
istic to keep in constant
contact with other people
leading their own lives
3000 miles away.

And yes, it’s true that
things like Google+ still
exist, but for a social net-
work to be useful, the
people with whom you
want to communicate
need to participate. And
most of them aren’t going
to switch to using some-
thing else just because
you want to delete Face-
book fromy o life.

Now don’t get me wrong,
Facebook’s News Feed is
far from perfect. In fact,
their algorithm is pretty
broken—though you

can make it less annoy-
ing. The thing is, for most
people, the positives out-
weigh the negatives.

Oh, and good luck re-
membering birthdays.

Messaging Your
Friends and Family
Facebook Messenger is
an incredibly popular
messaging service. It—
alongside WhatsApp
(another Facebook-
owned service)—are how
billions of people com-
municate every day.
Huge numbers of my
friends don’t have any
other contact details for
me, not even my email
address.

While your situation might

not be quite as extreme,
there’s a good chance
that some of the people
you communicate with
almost exclusively use
Facebook Messenger or
WhatsApp.

iMessage is a great alter-
native if everyone you're
chatting with has an iPh-
one, but SMS is a pretty
poor option. Those texts
can also get quite expen-
sive if you're sending
them internationally.

There are other messag-
ing apps like Telegram,
but good luck getting your
entire family to sign up.

Managing Teams and
Clubs

Facebook Groups have
become the de facto way
for a lot of teams, clubs,
and societies to interact
with their members.
Since e v e r yhasiFe-
cebook, why would they
not use it?

Again, there are alterna-
tives

like Teamer and Teamstu
ff, but the problem is get-
ting people to use them.
Having a Teamer account
doesn’t do you much
good if everyone else is
organizing things in a
Facebook Group. If
you're the one responsi-
ble for setting things up,
you might be able to
force it. But if you’re join-
ing an existing club, all |
can do is wish you good
luck in your foolish en-
deavors to convert them.

An Easy and Secure
Way to Log In
Passwords suck. Breach-
es of large companies
are an increasingly regu-
lar event and, because
people are absolutely
terrible about using the
same passwords for mul-
tiple services, those
passwords often can be
used to log in to other
accounts. We’'re big fans
of password manag-

ers here at How-To
Geek, but they can be
awkward to get started
with.

The Log In With Face-
book button is a great
way to instantly have a
more secure account on
a website. When 150 mil-
lion MyFitnessPal login
details were leaked last
month, the people who
had logged in with Face-
book were much better
protected.

You could set up a pri-
vate Facebook account
with only the barest of
your personal details—or
possibly an anonymous
Twitter account—but that
defeats the purpose of
getting rid of Facebook.
They can still track your
activity around the web if
you’re logged in to your
account.Maybe you're so
big on privacy that you've
never posted a single
thing on Facebook, but |
doubt it. how many likes it
had. It's okay, it's only
human. Everyone loves
to hate Facebook, but
very few people actually

go.

You could set up
a private
Facebook account
with only the
barest of your

personal details—
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1. Money cannot you when they're
buy happiness - in trouble again.
but it's far more someone when 4. Alcohol does
corqfortable to they're in trouble not solve any
cry in a Porsche problems - but
than on a bicy- then, neither
cle. does milk.
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3. If you help

SVECC

2. Forgive your
enemy - but re-
member the
asshole's name.

5. Many people
are alive only be-
cause it's illegal
to shoot them.

People helping

People - they will remem-

ber



