




Computers For Seniors For Dummies®, 6th Edition
Published by: John Wiley & Sons, Inc., 111 River
Street, Hoboken, NJ 07030-5774, www.wiley.com
Copyright © 2022 by John Wiley & Sons, Inc., Hoboken,
New Jersey
Published simultaneously in Canada
No part of this publication may be reproduced, stored in
a retrieval system or transmitted in any form or by any
means, electronic, mechanical, photocopying, recording,
scanning or otherwise, except as permitted under
Sections 107 or 108 of the 1976 United States Copyright
Act, without the prior written permission of the
Publisher. Requests to the Publisher for permission
should be addressed to the Permissions Department,
John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ
07030, (201) 748-6011, fax (201) 748-6008, or online at
www.wiley.com/go/permissions.
Trademarks: Wiley, For Dummies, the Dummies Man
logo, Dummies.com, Making Everything Easier, and
related trade dress are trademarks or registered
trademarks of John Wiley & Sons, Inc. and may not be
used without written permission. All other trademarks
are the property of their respective owners. John Wiley &
Sons, Inc. is not associated with any product or vendor
mentioned in this book.

LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY:
WHILE THE PUBLISHER AND AUTHORS HAVE USED
THEIR BEST EFFORTS IN PREPARING THIS WORK,
THEY MAKE NO REPRESENTATIONS OR
WARRANTIES WITH RESPECT TO THE ACCURACY OR
COMPLETENESS OF THE CONTENTS OF THIS WORK
AND SPECIFICALLY DISCLAIM ALL WARRANTIES,
INCLUDING WITHOUT LIMITATION ANY IMPLIED

http://www.wiley.com/
http://www.wiley.com/go/permissions


WARRANTIES OF MERCHANTABILITY OR FITNESS
FOR A PARTICULAR PURPOSE. NO WARRANTY MAY
BE CREATED OR EXTENDED BY SALES
REPRESENTATIVES, WRITTEN SALES MATERIALS OR
PROMOTIONAL STATEMENTS FOR THIS WORK. THE
FACT THAT AN ORGANIZATION, WEBSITE, OR
PRODUCT IS REFERRED TO IN THIS WORK AS A
CITATION AND/OR POTENTIAL SOURCE OF FURTHER
INFORMATION DOES NOT MEAN THAT THE
PUBLISHER AND AUTHORS ENDORSE THE
INFORMATION OR SERVICES THE ORGANIZATION,
WEBSITE, OR PRODUCT MAY PROVIDE OR
RECOMMENDATIONS IT MAY MAKE. THIS WORK IS
SOLD WITH THE UNDERSTANDING THAT THE
PUBLISHER IS NOT ENGAGED IN RENDERING
PROFESSIONAL SERVICES. THE ADVICE AND
STRATEGIES CONTAINED HEREIN MAY NOT BE
SUITABLE FOR YOUR SITUATION. YOU SHOULD
CONSULT WITH A SPECIALIST WHERE APPROPRIATE.
FURTHER, READERS SHOULD BE AWARE THAT
WEBSITES LISTED IN THIS WORK MAY HAVE
CHANGED OR DISAPPEARED BETWEEN WHEN THIS
WORK WAS WRITTEN AND WHEN IT IS READ.
NEITHER THE PUBLISHER NOR AUTHORS SHALL BE
LIABLE FOR ANY LOSS OF PROFIT OR ANY OTHER
COMMERCIAL DAMAGES, INCLUDING BUT NOT
LIMITED TO SPECIAL, INCIDENTAL,
CONSEQUENTIAL, OR OTHER DAMAGES.

For general information on our other products and
services, please contact our Customer Care Department
within the U.S. at 877-762-2974, outside the U.S. at 317-
572-3993, or fax 317-572-4002. For technical support,
please visit https://hub.wiley.com/community/support/dummies.
Wiley publishes in a variety of print and electronic
formats and by print-on-demand. Some material included

https://hub.wiley.com/community/support/dummies#_blank


with standard print versions of this book may not be
included in e-books or in print-on-demand. If this book
refers to media such as a CD or DVD that is not included
in the version you purchased, you may download this
material at http://booksupport.wiley.com. For more
information about Wiley products, visit www.wiley.com.
Library of Congress Control Number: 2021949779
ISBN 978-1-119-84960-5 (pbk); ISBN 978-1-119-84961-2
(ebk); ISBN 978-1-119-84962-9 (ebk)

http://booksupport.wiley.com/
http://www.wiley.com/


Computers For Seniors For
Dummies®
To view this book's Cheat Sheet,
simply go to www.dummies.com and
search for “Computers For Seniors
For Dummies Cheat Sheet” in the
Search box.

Table of Contents
Cover
Title Page
Copyright
Introduction

About This Book
Foolish Assumptions
Icons Used in This Book
Beyond the Book
Where to Go from Here

Part 1: Get Going!
Chapter 1: Buying a Computer

What Can You Can Do with a Computer?
Get Up to Speed on Hardware
Input Devices: Putting Stuff In
Output Devices: Getting Stuff Out
What Is Software?

http://www.dummies.com/
file:///tmp/calibre_5.42.0_tmp_vvkfyyac/u2h8ydrz_pdf_out/OPS/cover.xhtml


Decide on a Type of Computer
Choose a Display Type
Evaluate Your Storage Options
Consider How You Will Get Online
Where to Shop for Your New PC

Chapter 2: Setting Up Your Computer
Out of the Box: Set Up Your New PC
Set Up Windows
Take a First Look at Windows
Use a Mouse, Trackball, or Touchscreen
Get Familiar with the Start Menu
Sign Out and In
Switch Accounts
Lock Windows while You’re Away
Restart Windows
Place the Computer in Sleep Mode
Shut Down Your Computer
Create Additional User Accounts
Change an Account’s Type
Manage Family Settings

Chapter 3: Buying and Setting Up a Printer
Do You Need a Printer?
Choose the Right Printer
Unpack and Install a New Printer
Set Up a Printer to Work with Windows
Set a Default Printer
Set Printer Preferences
Manage a Print Queue
Remove a Printer

Part 2: Getting Up to Speed with Windows
Chapter 4: Working with Apps in Windows

Learn the Names of Things



Start an App
Exit an App
Find Your Way Around in a Desktop App
Find Your Way Around in a Microsoft Store App
Work with a Window
Switch among Running Apps
Move and Copy Data between Apps
Install New Apps
Remove Apps

Chapter 5: Six Great Apps that Come with
Windows

Do the Math with the Calculator App
Write Brilliant Documents with WordPad
Jot Quick Notes with Notepad
Set Alarms and Timers
Keep Up on the Weather
Save Time with Cortana
Explore Other Windows Apps

Chapter 6: Managing Your Personal Files
Understand How Windows Organizes Data
Explore the File Explorer Interface
Move between Different Locations
Locate Files and Folders
View File Listings in Different Ways
Select Multiple Items at Once
Move or Copy an Item
Delete or Undelete an Item
Rename an Item
Create a Shortcut to an Item
Create a Compressed File
Customize the Quick Access List
Back Up Files to an External Drive



Chapter 7: Making Windows Your Own
Customize the Windows 11 Start Menu
Customize the Windows 11 Taskbar
Customize the Windows 10 Start Menu
Customize the Windows 10 Taskbar
Customize the Screen Resolution and Scale
Apply a Desktop Theme
Change Desktop Background Image
Change the Accent Color
Manage Desktop Icons
Add Widgets to the Desktop
Make Windows More Accessible

Part 3: Going Online
Chapter 8: Getting Connected to the
Internet

What Is the Internet?
Explore Different Types of Internet Connections
Identify the Hardware Required
Set Up a Wi-Fi Internet Connection
Assess Your Software Situation

Chapter 9: Browsing the Web
Meet the Edge Browser
Search the Web
Find Content on a Web Page
Pin a Tab
Create and Manage a Favorites List
Use Favorites
View Your Browsing History
Print a Web Page
Create Collections
Customize the New Tab Page and the Home Page
Adjust Microsoft Edge Settings



Chapter 10: Staying Safe While Online
Understand Technology Risks on the Internet
Download Files Safely
Use InPrivate Browsing
Use SmartScreen Filter and Block Unwanted Apps
Change Edge Privacy Settings
Understand Information Exposure
Keep Your Information Private
Spot Phishing Scams and Other Email Fraud
Create Strong Passwords

Chapter 11: Keeping in Touch with Mail
Sign Up for an Email Account
Set Up Accounts in the Mail App
Get to Know the Mail Interface
Receive Messages
Reply to or Forward a Message
Create and Send Email
Manage Addresses
Send an Attachment
Change Mail Account Settings

Chapter 12: Working in the Cloud
Understand Cloud-Based Applications
Use Office Online
Access Your OneDrive Storage
Add Files to OneDrive
Share a Folder or File Using OneDrive
Create a New OneDrive Folder
Use the Personal Vault
Adjust OneDrive Settings
Configure Online Synchronization

Chapter 13: Connecting with People Online
Use Discussion Boards and Blogs



Participate in a Chat
Understand Instant Messages
Explore Microsoft Teams
Explore Skype
Use a Webcam
Get an Overview of Collaborative and Social Networking
Sites
Sign Up for a Social Networking Service
Understand How Online Dating Works

Part 4: Having Fun
Chapter 14: Let’s Play a Game!

Learn the Types of Game Delivery
Explore the Various Gaming Genres
Understand How Game Makers Get Paid
A Few of My Favorites

Chapter 15: Creating and Viewing Digital
Photos and Videos

Capture Pictures and Video with the Camera App
Make Audio Recordings with Voice Recorder
Find and Play Videos Using the Movies & TV App
Transfer Photos and Videos from a Camera or Phone
View and Edit Photos in the Photos App
Create a Video with the Video Editor

Chapter 16: Listening to Music on Your PC
Preparing to Listen to Digital Music
Introducing Windows Media Player
Make Your Stored Music Available in Windows Media Player
Play Music
Create a Playlist
Rip a Music CD
Burn a Music CD
Acquire New Music



Part 5: Windows Toolkit
Chapter 17: Working with Networks

Plan and Set Up a Home Network
Enabling Wireless Router Security
Set Up File Sharing on Your PC
Choose What Folders to Share
Share a Local Printer
Connect Bluetooth Devices to Your PC
Use Your Cell Phone as a Hotspot

Chapter 18: Protecting Windows
Choose Security Software
Update Windows
Check Windows Security Settings
Change Your Microsoft Account Password
Change How You Sign Into Windows

Chapter 19: Maintaining Windows
Shut Down an Unresponsive Application
Troubleshoot Application Problems
Repair or Remove an App
Set an App to Run in Compatibility Mode
Restore Your System Files
Use Windows Troubleshooter Utilities
Reset Your PC: The Last Resort
Free Up Disk Space

Index
About the Author
Connect with Dummies
End User License Agreement

List of Tables



Chapter 4
TABLE 4-1 Some Key Windows Features
TABLE 4-2 Window Control Buttons
TABLE 4-3 Clipboard Actions

Chapter 5
TABLE 5-1 Commands on the File Menu in WordPad
TABLE 5-2 Other Apps That Come with Windows

Chapter 6
TABLE 6-1 Clipboard Actions

Chapter 7
TABLE 7-1 Windows Accessibility Features

Chapter 9
TABLE 9-1 Microsoft Edge Icons

Chapter 10
TABLE 10-1 Principles for Strong Passwords
TABLE 10-2 Examples of Strong Passwords

List of Illustrations
Chapter 1

FIGURE 1-1
FIGURE 1-2
FIGURE 1-3
FIGURE 1-4
FIGURE 1-5
FIGURE 1-6
FIGURE 1-7

Chapter 2
FIGURE 2-1
FIGURE 2-2
FIGURE 2-3



FIGURE 2-4
FIGURE 2-5
FIGURE 2-6
FIGURE 2-7
FIGURE 2-8
FIGURE 2-9
FIGURE 2-10
FIGURE 2-11
FIGURE 2-12
FIGURE 2-13
FIGURE 2-14
FIGURE 2-15

Chapter 3
FIGURE 3-1
FIGURE 3-2
FIGURE 3-3
FIGURE 3-4
FIGURE 3-5
FIGURE 3-6
FIGURE 3-7

Chapter 4
FIGURE 4-1
FIGURE 4-2
FIGURE 4-3
FIGURE 4-4
FIGURE 4-5
FIGURE 4-6
FIGURE 4-7
FIGURE 4-8
FIGURE 4-9
FIGURE 4-10
FIGURE 4-11
FIGURE 4-12



FIGURE 4-13
FIGURE 4-14
FIGURE 4-15
FIGURE 4-16
FIGURE 4-17
FIGURE 4-18
FIGURE 4-19
FIGURE 4-20
FIGURE 4-21
FIGURE 4-22

Chapter 5
FIGURE 5-1
FIGURE 5-2
FIGURE 5-3
FIGURE 5-4
FIGURE 5-5
FIGURE 5-6
FIGURE 5-7
FIGURE 5-8
FIGURE 5-9
FIGURE 5-10
FIGURE 5-11
FIGURE 5-12

Chapter 6
FIGURE 6-1
FIGURE 6-2
FIGURE 6-3
FIGURE 6-4
FIGURE 6-5
FIGURE 6-6
FIGURE 6-7
FIGURE 6-8
FIGURE 6-9



FIGURE 6-10
FIGURE 6-11
FIGURE 6-12
FIGURE 6-13
FIGURE 6-14

Chapter 7
FIGURE 7-1
FIGURE 7-2
FIGURE 7-3
FIGURE 7-4
FIGURE 7-5
FIGURE 7-6
FIGURE 7-7
FIGURE 7-8
FIGURE 7-9
FIGURE 7-10
FIGURE 7-11

Chapter 8
FIGURE 8-1
FIGURE 8-2
FIGURE 8-3
FIGURE 8-4
FIGURE 8-5

Chapter 9
FIGURE 9-1
FIGURE 9-2
FIGURE 9-3
FIGURE 9-4
FIGURE 9-5
FIGURE 9-6
FIGURE 9-7
FIGURE 9-8



FIGURE 9-9
FIGURE 9-10
FIGURE 9-11
FIGURE 9-12
FIGURE 9-13
FIGURE 9-14
FIGURE 9-15

Chapter 10
FIGURE 10-1
FIGURE 10-2
FIGURE 10-3
FIGURE 10-4
FIGURE 10-5
FIGURE 10-6
FIGURE 10-7
FIGURE 10-8

Chapter 11
FIGURE 11-1
FIGURE 11-2
FIGURE 11-3
FIGURE 11-4
FIGURE 11-5
FIGURE 11-6
FIGURE 11-7
FIGURE 11-8
FIGURE 11-9
FIGURE 11-10
FIGURE 11-11
FIGURE 11-12
FIGURE 11-13

Chapter 12
FIGURE 12-1



FIGURE 12-2
FIGURE 12-3
FIGURE 12-4
FIGURE 12-5
FIGURE 12-6
FIGURE 12-7
FIGURE 12-8
FIGURE 12-9

Chapter 13
FIGURE 13-1
FIGURE 13-2
FIGURE 13-3
FIGURE 13-4
FIGURE 13-5
FIGURE 13-6
FIGURE 13-7
FIGURE 13-8
FIGURE 13-9

Chapter 14
FIGURE 14-1
FIGURE 14-2
FIGURE 14-3
FIGURE 14-4
FIGURE 14-5
FIGURE 14-6
FIGURE 14-7
FIGURE 14-8
FIGURE 14-9
FIGURE 14-10
FIGURE 14-11

Chapter 15
FIGURE 15-1



FIGURE 15-2
FIGURE 15-3
FIGURE 15-4
FIGURE 15-5
FIGURE 15-6
FIGURE 15-7
FIGURE 15-8
FIGURE 15-9
FIGURE 15-10
FIGURE 15-11
FIGURE 15-12
FIGURE 15-13
FIGURE 15-14

Chapter 16
FIGURE 16-1
FIGURE 16-2
FIGURE 16-3
FIGURE 16-4
FIGURE 16-5
FIGURE 16-6
FIGURE 16-7
FIGURE 16-8
FIGURE 16-9
FIGURE 16-10
FIGURE 16-11

Chapter 17
FIGURE 17-1
FIGURE 17-2
FIGURE 17-3
FIGURE 17-4
FIGURE 17-5
FIGURE 17-6
FIGURE 17-7



FIGURE 17-8
FIGURE 17-9
FIGURE 17-10

Chapter 18
FIGURE 18-1
FIGURE 18-2
FIGURE 18-3
FIGURE 18-4
FIGURE 18-5
FIGURE 18-6
FIGURE 18-7

Chapter 19
FIGURE 19-1
FIGURE 19-2
FIGURE 19-3
FIGURE 19-4
FIGURE 19-5
FIGURE 19-6
FIGURE 19-7
FIGURE 19-8
FIGURE 19-9



Introduction
Computers for consumers have come a long way in just
40 years or so. They’re now at the heart of the way many
people communicate, shop, and learn. They provide
useful tools for tracking information, organizing
finances, and being creative.
During the rapid growth of the personal computer, you
might have been too busy to jump in and learn the ropes,
but you now realize how useful and fun working with a
computer can be. In fact, for seniors, the computer
opens up a world of activities and contacts they never
had before.
This book can help you get going with computers quickly
and painlessly.

About This Book
This book is specifically written for mature people like
you — folks who are relatively new to using a computer
and want to discover the basics of buying a computer,
working with software, and getting on the Internet. In
writing this book, I’ve tried to take into account the
types of activities that might interest a 55-plus-year-old
who’s discovering the full potential of computers for the
first time.

Foolish Assumptions
This book is organized by sets of tasks. These tasks start
from the very beginning, assuming you know little about
computers, and guiding you through the most basic steps
in easy-to-understand language. Because I assume you’re



new to computers, the book provides explanations or
definitions of technical terms to help you out.
All computers are run by software called an operating
system, such as Windows, macOS, or Linux. Because
Microsoft Windows–based personal computers (PCs) are
the most common type of computer, I am assuming that
you have a desktop or laptop PC running Windows.
Windows 11 is the latest version, but many people still
use Windows 10, so I cover both in this book. There are
also various types of mobile computers available, such as
tablets and smartphones, but this book doesn’t cover
them.
Windows is updated periodically, and each time there are
minor feature changes. This book is based on the late
2021 versions of Windows 10 and Windows 11. You may
encounter minor differences between what you see
onscreen and what you read about in this book, but they
should not prevent you from getting things done.

Icons Used in This Book
Sometimes, the fastest way to go through a book is to
look at the pictures — in this case, icons that draw your
attention to specific types of useful information. I use
these icons in this book:

 The Warning icon points to something that can
prevent or cause problems.

 The Remember icon points out helpful
information. (Everything in this book is helpful, but



this stuff is even more helpful.)

 The Tip icon points out a hint or trick for saving
time and effort or something that makes Outlook
easier to understand.

 The Technical Stuff icon marks background
information you can skip, although it may make good
conversation at a really dull party.

Beyond the Book
In addition to the material in the print or e-book you’re
reading right now, this product also comes with some
access-anywhere goodies on the web. Check out the free
Cheat Sheet for a checklist for buying a computer,
computer care and maintenance tips, and Windows
keystroke shortcuts. To get this Cheat Sheet, simply go
to www.dummies.com and type Computers For Seniors For
Dummies Cheat Sheet in the Search box.

Where to Go from Here
Whether you need to start from square one and buy
yourself a computer or you’re ready to just start enjoying
the tools and toys your current computer makes
available, it’s time to get going, get online, and get
computer savvy.

http://www.dummies.com/


Part 1
Get Going!



IN THIS PART …
Buying a computer
Finding your way around Windows
Buying and setting up a printer



Chapter 1
Buying a Computer

IN THIS CHAPTER
 Seeing what you can do with computers
 Getting an overview of hardware
 Understanding the roles of input and output

devices
 Appreciating operating systems and applications
 Deciding on a personal computer type
 Comparing display types
 Evaluating your storage options
 Considering your Internet options
 Shopping for your ideal PC

If you’ve never owned a computer and now face
purchasing one for the first time, deciding what to get
can be a somewhat daunting experience. There are lots
of technical terms to figure out and various pieces of
hardware (the physical pieces of your computer such as
the monitor and keyboard) and software (the brains of
the computer that help you create documents and play
games, for example) that you need to understand.
In this chapter, I introduce you to the world of activities
your new computer makes available to you, and I provide
the information you need to choose just the right
computer for you.
Remember as you read through this chapter that figuring
out what you want to do with your computer is an



important step in determining which computer you
should buy. You have to consider how much money you
want to spend, how you’ll connect your computer to the
Internet, and how much power and performance you
need from your computer.

What Can You Can Do with
a Computer?

Perhaps your friends and family have been telling you
that you need a computer, but have they explained why?
Today’s computers can do some pretty amazing things.
Not only can they connect you to the wide world of the
Internet, but they can run applications that let you store
and organize photos, write your memoirs, make your
own greeting cards, play all kinds of games, track your
investments, and so much more.
The following list walks you through some of the things a
computer will enable you to do. Depending on what
activities are important to you, you can make a more-
informed purchasing choice.

Keep in touch with friends and family. The
Internet makes it possible to communicate with other
people via email; share video images using built-in
video recorders or webcams (tiny video cameras that
capture and send your image to another computer);
and make phone and video calls using your computer
and Internet connection to place calls with services
such as Zoom and Skype. You can also chat with
others by typing messages and sending them through
your computer using a technology called instant
messaging (IM). These messages are exchanged in
real time, so that you and your grandchild, for



example, can see and reply to text or share images
immediately. Part 3 of this book explains these topics
in more detail.
Research any topic from the comfort of your
home. Online, you can find many reputable websites
that help you get information on anything from expert
medical advice to the best travel deals. You can read
news from around the corner or around the world. You
can visit government websites to get information
about your taxes and Social Security benefits, and go
to entertainment sites to look up your local television
listings or movie reviews.
Create greeting cards, letters, or home
inventories. Whether you’re organizing your holiday
card list, tracking sales for your home business, or
figuring out a monthly budget, computer programs can
help. For example, Figure 1-1 shows a graph that the
Excel application created from data in a spreadsheet.
Pursue hobbies such as genealogy or sports. You
can research your favorite team online or connect with
people who have the same interests. The online world
is full of special-interest discussion groups where you
can talk about a wide variety of topics with others.
Play interactive games with others over the
Internet. You can play everything from shuffleboard
to poker and even participate in action games in
virtual worlds. Love backgammon? Got you covered.
Online bridge league? There are hundreds. Any game
that you love offline, you can play online. You can play
games with the computer, with total strangers, or (my
favorite) with family and friends.
Share and create photos, drawings, and videos.
If you have a digital camera or smartphone, you can
transfer photos to your computer (called uploading) or



copy photos off the Internet (if their copyright permits
it) and share them in emails or use them to create
your own greeting cards. If you’re artistically inclined,
you can create digital drawings. Many popular
websites make sharing your homemade videos easy,
too. If you have a digital video camera or smartphone
and editing software, you can use editing tools to
make a movie and share it with others via video-
sharing sites such as YouTube or by email. Steven
Spielberg, look out!

FIGURE 1-1

Shop online and compare products easily, day or
night. You can shop for anything from a garden shed
to travel deals or a new camera. Using handy shopping
site features, you can easily compare prices from
several stores or read customer product reviews. Many
websites, such as pricegrabber.com, list product prices
from a variety of vendors on one web page, so you can
find the best deals. Beyond the convenience, all this
information can help you save money.

http://www.nextag.com/


Manage your financial life. You can do your banking
or investing online and get up-to-the-minute data
about your bank account, credit card balances, and
investments. For example, Figure 1-2 shows Quicken,
an application that enables you to track and view all
your bank accounts and investments in one place.

FIGURE 1-2

Get Up to Speed on
Hardware

Your computing experience consists of interactions with
hardware and software. I will explain both of those thing,
but let’s start with hardware. The hardware is all the
tangible computer equipment — the parts you can see
and touch.


