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Notebook Prep before Travel & Presentations

Problem 1: You need to attend a Zoom meeting, but don't have a camera on
your main PC. OK, pull out the notebook you haven't used in months and sign
in. Results: Bad connection. The computer is trying to install updates while
you’re in a conference, and it can’t juggle all those tasks at once. The issue
could be internet limitations, so this can still happen on the latest, fastest
computers.

Problem 2: You take your notebook on vacation, and check mail while waiting
for your group to be called for boarding. Boarding starts, and because it's going
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to be a long flight, you shut down. Result: Installing updates. Do not shut down

your computer.

These are the same problem, and have the same fix. Any Windows computer
not used recently is missing patches from the most-recent Patch Tuesday. The

anti-virus is out-of-date. The cloud backup is not current. The individual apps

are out of date. Turning that computer on told it to catch up, on all of that, all at

once.

Before you travel, or present a slideshow, before anything that can’t be
interrupted, here’s what to do:

¢ Plug in the notebook. Charge the battery.

F Edit Plan Settings

< % 4 @ = PowerOptions » Edit Plan Settings v 5 trol Pane o

Change settings for the plan: High performance

Choose the sleep and display settings that you want your computer 10 use,

i On battery -" Plugged in

20 minutes

ke Turm off the display; 4 minubes

W Put the computer to desp: 10 minutes Mever

Save changes Cancel
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¢ Click the Start button, type ‘power’, click on ‘Edit Power Plan.' Check the
power settings, and set the notebook to not sleep for at least an hour,
when plugged in.

o Wait at least half an hour, and sign out and restart. That’s two steps.

¢ Repeat: Let the system just sit there for another half hour, sign out, and
restart. If 'Installing Updates' appears again, repeat the restart.

e Check the calendar: Scheduled security updates are bunched up to late
in the day on the second Tuesday of each month. Not all of them arrive
then, just most of them.

— Settings O,

Windows Update

m You're up to date
u Last checked: Today, 6:10 AM Check for updates

More options

D E Pause updates

Select the date to pause updates until. Learm mord

Pick a date

 Finally, if traveling, pause updates until after your return. From Settings,
Windows Update, Pause updates, Pick a date to resume.

Those updates aren’t random. With planning, they don’t have to interrupt you,
your travel, or your video conferences.
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Shortcuts for Speed

Most Windows users just use a mouse for everything. That's OK. But the top
5%, the fastest office workers I've seen, don't reach for the mouse when it can
be avoided; they just use keyboard shortcuts. My usual comment applies:
Memorize at least three of these shortcuts, and come back for more later.

Essential Keyboard Shortcuts

Keyboard shortcuts are the fastest way to cut down on repetitive actions.

¢ Win-d — Show or hide the desktop (Minimize ALL, or bring them back)

¢ Win-e — Open File Explorer

¢ Win-a — Open Quick Settings (Volume control, live captions, others)

¢ Win-v — Open clipboard history

e Win-Shift-s — Launch Snipping Tool for screen captures. (OR PrtScn OR
PrintScreen)

Snap Layouts for Docking Windows

Windows 11’s Snap Layouts help users lay out their desktops without dragging
windows around.
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¢ Holding the Win button and tapping any arrow key moves the current
window and docks it. Left and Right are the most useful, and move the
windown to the left or right half on the current monitor. For multiple-
monitor users, repeat that combination to move the window to the near
half of the next monitor, in either direction. Win + down arrow switches a
program out of full-screen (maximized) mode, and repeating that
minimizes the program. Win + up arrow brings it back.

¢ Drag the top bar of a program near the top edge of the screen and drop
onto the shape and position that the program should fill.

Shortcuts in File Explorer

Small shortcuts that add up across hundreds of file operations:

Ctrl-Shift-n — New folder

Alt-Up — Move up one folder level

Shift + Delete — Permanently delete

F5 — Refresh view (Also works in browsers)
Ctrl + L — Jump to address bar.

The Classic Shortcuts

These shortcuts have been in Windows since the 1990's.

Ctrl-a — Select entire document
Shift-End — Select to end of line
Shift-Home — Select to beginning of line

e Ctrl-c — Copy
e Ctrl-x — Cut
e Ctrl-v — Paste

o Alt-F4 — Exit Program*
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e Ctrl-F4 — Close Window*
e Ctrl-z — Undo
e Ctrl-y — Redo

There are more shortcuts on the Keyboard Shortcuts chart on my website, or

ask for the postcard version when | see you in-person.
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Keyboard Short Cuts for Windows 11

Window Snapping Managing Desktaps

I 4 Lefy Snap window o leflside & s Cerls D Create and onlos new deskiap
7+ Right Snap windaw o right side £+ Ctrl = Fd Clese cusrent desktap
4 Up Snap window to top/maximize £ + Cirl = Left/Right Switch desktops
7 s Down Snap window te battemSminimize
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T OrCTRL + Esc Shows Windows Start Moni
Managing Windows . search (keyboardy
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I3 4 Tab  Task view; switch windowsidesktops &2« 4 Open Quick Settings
&1+ Tab Switch beteoen windows. =« H atart Dictatian
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Roname: F2 EBelect fram curesarn Cirl » Shila « Home/End
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*Using F4 or any of the other function keys on a laptop may also require using
the 'fn' key for a Windows command instead of a hardware switch, like 'sound
on'. This can usually be turned on or off as a hardware option. | can change
that setting, but not remotely.
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