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Find Microsoft Edge
on your desktop
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Navigate
Microsoft Edge

Add page to Favorites
Open a new tab Open Favorites menu
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Open and use the

settings menu
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Set up a profile

Work

ﬂ Maya@contoso.com
. L=
¥:' @ Syncison

Manage profile settings

Personal
mrobinson8574@outlook.cor

R Browse as guest

@ Add a profile

In Microsoft Edge, you can set up different profiles to keep your
browsing separate based on what you're doing.

Step 1 Click on the profile image icon to the right of the address bar
Step 2 Select ‘Add a profile’
Step 3 Select ‘Add’ to start the process

Step 4 Repeat the process to set up a personal profile (hint: use different pictures to
differentiate between your work and personal profiles)
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Import browser data

22 Settings x P
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If you didn’t import browser data during the profile set up process,
or want to change which data you imported, you can at anytime.

Step 1 Click into the settings menu - to the right of the address bar

Step 2 Click into ‘Settings’ to access more options

Step 3 Under 'Profiles’, select ‘Import browser data’

Step 4 Select which browser you would like data imported from and which data you'd

like imported. Then click ‘Import’
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Add Office 365 to your
new tabs
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When you open a new tab in Microsoft Edge, you have the option
to see Office 365 docs, recent or shared files, and pinned sites.

Step 1 Open a new tab in your work profile
Step 2 Select “Office 365" from the content tabs

Step 3 Click on the O “gear” icon in the top right portion of the page

Step 4 Choose your page layout
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Find work files and

information easier

&< > 0O &  bing.com//work/search?q=daisysfiles * @~ ’
B . M 35664 "B —
L daisy's files & Q \iaya Robinsor Q 235600 ' =
ALL WORK @ IMAGES VIDEOS MAPS NEWS SHOP
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O Al
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[» Files Product Improvement Blog Q2
b Word - Maya Robinson modified on May 17t
1 Conversations In March 2020, we announced new features to support...Daisy Phillips, Sr Program Manager..,

) Power Bl

Feature Brainstorm
Word - Daisy Phillips modified on May 15th

2
G2 Send feedback What are the jobs to be done for our customers? Looking at the research.

Asset Tracker
Excel - Daisy Phillips modified on May 15th

Statue Titla Mandar Nama Craatad Start Data End / Dalivern: Date Proiect

Use Microsoft Search from any Bing powered search bar to also
search your work network. Get both web and work results using a
single search bar.

) ] What can |

Step 1 Sign-in to Bing.com with your work profile search for?*

(Microsoft Edge also supports single-sign on) -

iles

Step 2 Search from: the search bar when you open a new tab, Si

Bing.com, or your address bar if Bing is set as the default s
Step 3 From the Bing results page, click into the “Work” page FERIRIE

along side other pages like Images, Maps, and News Acronyms
Step 4 Browser results or refine your search to find what you need Floorplans

by selecting a category from the left side of the pane

*Some options require set up by IT via Microsoft 365 portal 9

w
\
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Adjust privacy settings

TY Tailwind Traders x |+
O 1 https:// www.tailwindtraders.com
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site.
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Tracking prevention J
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F Trackers (3 blocked)
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In Microsoft Edge you can easily adjust privacy settings, like how
sites can track you as you browse.

Step 1 Click on the & ‘lock’ icon in the address bar for privacy information related to the
page you're on

Step 2 To manage your privacy settings, click ‘Manage for all sites’ in the ‘Tracking
prevention’ section of the flyout

Step 3 From the 'Privacy and services’ page under Settings, select what level of Tracking
prevention you'd like

Step 4 Adjust other settings on this page to find the privacy level that's right for you
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Manage your favorites
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You can easily add favorites right from the address bar or you can
manage them from within the settings menu.

Step 1 Navigate to a page and click on the 32 button on the right-side of the address bar
to add the page to your favorites or use Ctrl + D

Step 2 To view a list of favorited pages, or to manage your favorites, click on the 7=
button located to the right of the add favorite button

Step 3 Select “Manage favorites” to open the Favorites page in settings or open the page
with Ctrl + Shift + O

11
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Install extensions
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You can easily install extensions in Microsoft Edge. Find them in a
brand-new store or install extensions from other stores.

Step 1 Navigate to the Extensions page through the -

any installed extensions

Settings menu; here you will see

Step 2 To access the new Edge Add-ons store, click the link located in the left-hand pane
on the Extensions page. Search for your favorite extensions via the search bar or by

browsing the categories

Step 3 To install extensions from other stores, flip the "Allow extensions from other
stores” toggle at the bottom of the left-hand pane on the extensions page

12
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Install a PWA

0 Microsoft Office Home x B
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Recommended

Progressive Web Apps (PWAs) offer a dynamic way to install a site
on your computer so you can access it like an app.

Step 1 Look for the © button on the right-side of the address bar to install a site as a
PWA; then click ‘Install’

Step 2 To manage your PWAs, click into the = settings menu then ‘Apps’ then ‘Manage
apps’

Pro Tip You can install any site as a PWA even if you don't see the © button; under

‘Manage apps' just click ‘Install’
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Use Immersive Reader

B® How international health careor X | =

‘ & O

i://https_news.microsoft.com/?url=https%3A%2F%2Fnews.r osoft.com%2Ftransfo 2Fhow-international-health-care-or izat & % =

A) Read aloud ~ AA Text preferences = Reading preferel

Text size

e

Text spacing
Wider spacing could improve reading

fluency

Page themes

More themes

The organization, which provides emergency care for about one-third
of Denmark’s population, saw calls to its emergency lines almost

double after the outbreak began, with around 2,000 calls coming in

Reading online can often be difficult and distracting. Enter
Immersive reader for an ad-free, customizable experience.

Step 1 When you see the [} icon in the address bar, click it to enter Immersive reader
(or press F9)

Step 2 Explore the options: You can have text read aloud, adjust text size and spacing,
and even break down the text into syllables or parts of speech

Step 3 When done, click the icon again to exit (or press F9 again)

Text preferences Reading preferences Grammar tools
Text size Syl-la-bles (]
. I_ine fOCI.IS O Splits words into syllables

" e o Helps to focus while reading by Parts of speech

Text spacing ° hlghllghtlng one, thr'ee_. or five lines Highlights all nouns, verbs, and adjectives

Wider spacing could improve reading

fluency . | Nouns [ ]

Page themes - = E W | verbs L]

Aa Aa Aa . | Adjectives (]
o Focus on three lines at a time —

More themes

14



How to... <
Collect and organize

content on the web

:j Globe-trotting photographer co X | = - o &
& O 8 https://news.microsoft.com/features/globe-trotting-photographer-uses-asus-zenbook-pro-duo-to-connect.. & ¥ = ﬂ

/ Features < Photography X

-+ Add current page G

Globe-trotting photographer
connects people to wildlife -
Stories

B microsoft.co

Instead of dozens of open tabs, try saving those sites — or site content in
general — to Collections. Name the collection and store info as you browse.

Step 1 Click on the Yg§ icon to open the Collections pane
Step 2 Start a new collection or open an existing one
Step 3 Add content: add the current page you're on or highlight/select page content

and drag it to the collection

Step 4 Click [_] to add a note or click --- for more options like exporting the collection to
Office 365 apps like Excel or Word
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FAQ

| tried to open a site and it
opened in Internet Explorer
instead. Wasn’t it supposed to
open in Microsoft Edge?

I've already signed into this
site using my work
credentials. Why is it asking
me to do so again?

I heard | can install extensions
from the Chrome web store. Is
that true?

How do | add a page to my
Favorites?

Are there more keyboard
shortcuts or tips | could use
with Microsoft Edge?

How do | change the default
search engine?

C

Sites that open in Internet Explorer mode are managed by your IT
department. If a site opens in Internet Explorer, email your IT with
the URL for the site so they can add it to the Enterprise Site list.
Once they do, the site should open in Microsoft Edge using
Internet Explorer mode.

Check to see if you are using your personal profile versus your
work profile. If you are, just switch to your work profile and try the
site there.

Yes! Because we share a common engine, you can install
extensions that might not have made it to the Microsoft Edge
Add-on store yet. Go to Settings > Extensions and flip the toggle
at the bottom of the screen to allow extensions from other stores.

On the right side of the address bar, click 7% to add the page to
your Favorites. If you want to see your Favorites, click 4=

Absolutely! For keyboard shortcuts, check out this site. For more
tips and tricks, look here.

Head into the 'Settings’ menu under ‘Privacy and services'. Under
‘Services' click ‘Address bar’ to set the address bar search engine.
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