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Using the People app

The People app is the central place for all your contacts, and it's one of the most important apps you'll use in Windows
8. The People app can also be integrated with your favorite social networks, such as Facebook and Twitter. In this
lesson, you'll learn how to add, manage, and organize your contacts, as well as how to connect your social networks.

e To openthe People app, locate and select People on the Start Screen. The People app will appear.
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Click the buttons in the interactive below to become more familiar with the People app interface.
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Adding contacts

Rather than keeping a separate list of contacts for different apps—for example, email contacts and messaging
contacts—the People app keeps all of your contacts together. Once you've added contacts to the People app, you'll
use the same contact information to send emails, chat, and share files and photos.

There are two ways to add contacts:

e Manually entering information for each of your contacts.
o Importing existing lists of contacts from other accounts, like Gmail, Facebook, Twitter, and LinkedIn. If you
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already have a lot of contacts saved with another account, this method can save you a lot of time and effort.

To import contacts from a service:

Connecting to another account will import all of your existing contacts. If you choose to connect to a social network,
your news feeds and updates will also be integrated into the People app.

1. Inthe People app, hover the mouse in the lower-right corner to access the Charms bar, then select Settings.

2. The Settings pane will appear on the right. Select Accounts.
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Options

3. The Accounts pane will appear. Click Add an account.
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4. Select the service you wish to use. In this example, we'll add a Facebook account.
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5. The Connecting to a service page will appear. You will need to sign in to the chosen account.

() Connecting to a service

Log in to use your Facebook account with Microsoft.

Your Email: javier.flores838@gmail.com

Password: seBEREEe

W Keep me logged in

Forgot yvour password?

Sign up for Facebook I!::: Il !H Cancel

6. The Request for Permission page will appear with options and permissions. This page will vary depending on
which service you choose. Follow the instructions to give the People app permission to access your account.




(€ Connecting to a service

Microsoft is requesting permission to do the following:

' Access my basic information

§ Includes name, profile picture, gender, networks, user ..
1D, list of friends, and any other information I've made . .
public.

Access my profile information Microsoft
Birthday, Current City, Website and Work History

Access my photos
Photos Uploaded by Me

I;’\j Access my videos
Videos Uploaded by Me

Access information people share with me

Birthdays, Current Cities, Work History, Websites,
Photos and Videos

|E Post on my behalf

= This app may post on my behalf, induding status
updates, photos and more.

ﬂi Access posts in my News Feed

Access my data any time
Microsoft may access my data when I'm not using the
application.

@ Access Facebook Chat

Logged in as Javier Flores - Log Out "t Allow

7. Once you are connected, your contacts will be imported into the People app.
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g Unlike manually added contacts, any contacts imported from another service cannot be deleted. We've
noticed that connecting to some services (especially Twitter) may import contacts that you don't actually
need to communicate with. Be sure to consider how often you'll use all of your contacts before deciding to
import from any given external service.

To add a new contact manually:

If you don't have all of your contacts stored on your social networks, or if you just prefer to enter contact information
onyour own, it's easy to add contacts manually.

1. Right-click anywhere on the People app. A menu will appear at the bottom of the screen.
2. Locate and select New contact.
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3. Enter the contact information. At the very least, you should enter a first and last name, as well as an email
address. However, you can also enter other information, like phone numbers, alternate email addresses, and
work info.

4. Whenyou are finished filling out the contact information, click Save.

New contact

Account Email
Account Personal

Gmail ¥ flores.merced@yahoo.com X
T G—) Email
First name

Merced Phone

Mabile «

Last name

Flores

Company

Cancel

5. The contact will be added to the People app.
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Viewing and editing contacts

Once you've added some contacts, you're ready to start using the People app. It's easy to connect with any of your
contacts by navigating to their contact page. From there, you'll be able to see each contact's information, as well as
updates and photos from any connected social networks. You can also edit a contact if you need to change or update
information.

To view a contact page:

1. Locate and select the desired contact.
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2. The contact page will appear.
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Sometimes the Back Arrow may not appear on a contact page. If this occurs, right-click the mouse, and then
select the Home button from the menu at the bottom of the screen.

To edit a contact:

1. Locate and select the contact you wish to edit.
2. The contact page will appear. Right-click, and a menu will appear at the bottom of the screen.
3. Locate and select Edit.

Send message o
Facebook

Call mobile
9195551545

Send email
stefaniekrausel4@gmail.com

Gmail, Facebook Map address
Hamburg

Pin to Start Favorite

4. Modify the contact information as desired, then click Save. The contact information will be saved.
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Finding contacts
If you have a lot of different contacts, it can be difficult to locate the one you need. Fortunately, there are several ways

to find your contacts quickly.

To search for a contact:

e From the People app, type the contact you're looking for. Your search results will instantly appear on the left
side of the screen. Simply click a contact to open the contact page.
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To zoom out:

If youwant to jump directly to a specific place in your contacts list—for example, contacts whose names begin with
the letter G—you can zoom out to see a simplified view of your contacts.

1. From the People app, locate and select the zoom button near the lower-right corner of the screen.
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2. Your contacts list will zoom out. Simply click a letter to navigate to a specific set of contacts.
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Linking contacts

If you import contacts from multiple services, you may find that you have duplicate contacts. For example, you might
have imported the same contact from both Gmail and Facebook. You can link these together to create a single contact.

To link a contact:

1. Locate and select the contact you wish to link.
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2. The contact page will appear. Locate and select Link contacts.

o Favorite

Eﬂ Link contacts

3. The People app will suggest contacts to link if they share common information, like a name or email address.
4. Click the suggested contact, or click Choose a contact to select a contact manually.
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Linked profiles Suggestions
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5. Click Save.

Links for Stefanie M Krause

Linked profiles Suggestions

Stefanie M Krause
Gmail @ Choose a contact

Stefanie Krause

Gmail, Facebook

6. The information will be linked together into a single contact.
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Changing account permissions

Once you have added an account, like Facebook or Twitter, you may want to modify how much information the
People app can access. You can also choose to remove a linked account completely.
To modify account permissions:

1. Inthe People app, hover the mouse in the lower-right corner to access the Charms bar, then select Settings.
The Settings pane will appear on the right. Select Accounts.
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Accounts

Options

2. The Accounts pane will appear. Select the account you wish to modify.
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3. The account details will appear. Click Manage this account online to modify the account permissions.

(© Facebook
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4. The account permissions page will appear. This page will vary depending on which account you select. You can
either click the boxes to set specific account permissions (if applicable), or select Remove this connection
completely to remove the connection from your Microsoft account.
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5. Once you are satisfied with the changes, click Save. Your account permissions will be saved.

o Removing a linked account will also remove all contacts imported from that service.

Favoriting and pinning contacts

If you have certain contacts you use frequently, you may wish to favorite or pin those contacts for quick access.

To favorite a contact:

1. Locate and select the contact you wish to Favorite.
2. The contact page will appear. Select Favorite.
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3. The contact will appear under the Favorites group whenever you open the People app.
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To pin a contact:
Just like apps, you can also pin a contact to the Start screen.

1. Locate and select the contact you wish to pin.

2. The contact page will appear. Right-click, and a menu will appear at the bottom of the screen.
3. Select Pin to Start.
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4. Adialog box will appear. Click Pin to Start to continue.
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Pin to Start Favorite

5. The contact will be pinned to the Start screen. Simply click a contact on the Start screen to view that person's
contact page.

To unpin a contact from the Start screen, right-click on the contact page, and then select Unpin from Start



from the menu.
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Viewing your social feeds

The social page makes it easy to see a quick summary of the latest information from your connected social networks.
From here, you can edit your profile picture, post status updates, view your notifications, like and comment on

posts, and more.

To access the social page:

1. From the People app, click your profile picture.

People

Social

Me

2. The social page will appear.
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To change your profile picture:

It's easy to change your profile picture from the social page, but it's important to note that this will only change your
Microsoft account profile picture, not connected accounts like Gmail or LinkedIn.

1. From the social page, select your profile picture.
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2. The Change your account picture page will appear.

3. Click Browse to choose a new photo. If your computer or tablet has a built-in camera, you can click Take a
Photo to take a picture of yourself.

4. When you are satisfied, click Save. Your profile picture will be updated.

Change your account picture
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