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Welcome to Microsoft Edge!

We're excited for you to use the browser for business. The following
pages provide guidance on how to launch Microsoft Edge, how to
navigate the new layout, and how to take advantage of its features.
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Find Microsoft Edge
on your desktop

Windows 10
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m Find on your taskbar

Windows 11

Pinned Alspps >

Settings

Recommended

c' Get Started
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Navigate

Microsoft Edge

Add page to Favorites

'
Open Favorites menu
Open a new tab Open Collections
Enter a URL or search
Y M
; Dl 3 Newtad x |+ 1
= N Open
Settings

G Q_  Search or enter web address

Refresh

Search Contoso and the web

Apps

Access Profiles

Customize what
you see when
opening a new tab

Search online

Microsoft Office Microsoft Start The Landing Your Microsoft ...

Quick links
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Open and use the
settings menu

TR

New tab Ctrl+T

Open “Settings and more”

menu

0O G

New window Ctrl+N

) .  New InPrivate window Ctrl+Shift=N
Open a private

browsing window Zoom — 100% +
Zoom in/out or go full screen

Favorites Ctrl+Shift=0

e

Collections Ctel+Shift=Y

Downloads Ctrl+) See what yOU'VE
Apps > downloaded

. History Ctrl+H
See your web history
L
B
Extensions
Manage your G
extens|ons @ Performance
Alerts and tips < .
a : Discover new features
’ Print Ctrl+P and get tips
Print the page get tp
(G Web capture Ctrl+Shift=S
{5} Web select Ctrl+Shift=X
& Share
Ctrl+F
Search the page
trl+3Shift=U
Reload in In t Explarer mode
More tools >
. Settings
Access more settlngs €§3 g
D Show sidebar Ctrl+Shift=/
Help and feedback > .
@itien Provide feedback or get help

Close Microsoft Edge

Managed by your organization
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Set up your
work profile

= [ X

s = @ O

Work

Maya@contoso.com
.
' @ Syncison

Manage profile settings

Personal
mrobinson8574@outlook.com

R Browse as guest

@ Add a profile 9

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

[ &3 Settings x  +

&« G (? Edge | edge://settings/profiles

Settings

| Q bearch settings

I & Profiles
(0] Privacy, search, and services
€3 Appearance
[E Start, home, and new tabs
[ Share, copy and paste

@ Cookies and site permissions

) Your browser is managed by your

Your profile

Contoso Profile
- % maya@contoso.com

@ Syncison

(o

Manage account

() Sync

¥  Microsoft Rewards

= (m] X
. L a
+ Add profile

Import browser data

Import from

Microsoft Internet Explorer ~

Choose what to import

v*| Favorites or bookmarks

E@ Default browser
. Downloads &, Personal info /| Saved passwords
<> Famil 1
y . “ | Search engines
asswords
Edge bar
| v/ Browsing history
ot
A Languages B Paymentinfo
@ Printers 4 v Home page
O System and performance 9 C3  Import browser data
[J Phone and other devices
¥ Accessibility == Share browsing data with other Windows features > r
. WYY o e M)

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 and more menu , then select Settings
Step 2 On the Profiles page, select Import browser data
Step 4 Select the browser and data you'd like imported. Then, click ‘Import’
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Make your new tab a

Microsoft dashboard

(im] @Newtab“ x B - 0o X

C Q_  Search or enter web address

Search Contoso and the web

Quick links W

BB Microsoft 365

My Feed Money Sports News Local Coronavirus Watch Weather

& Personalize Content visible v

-
/ B¥ Microsoft 365 B Recent SharePoint sites ] & ToDo Tasks v ] 3§ Upcoming events ] e

. 3:00 PM
» Youupdated H  The Landing - Addatask

Fri at 125 PM Product Launch - Working MTG
1h
° Mark 8 Project Team

(O Schedule MTG with Brand team
bt
= 4:30 PM
@ Johanna Lorenz (O Update roadmap 1x1 w/ Nestor
30 min
Contoso Purchasing Data - Q1

lohanna Lorenz's OneDrive

Open in Excel
o Toumycpens Check off See your
your tasks calendar
See updates in i
your feed o ] i e

Mark 8 Project Team

m,

Contoso Purchasing Permissions - Q1

> You recently opened this
Open in PowerPoint OneDriveForBusiness » Johanna Lorenz vor

& Feedback
9,

When you open a new tab in Microsoft Edge, you have the option to see
a Microsoft 365 dashboard with upcoming events, your To Do task list,
and a personalized feed with relevant updates from across your work.

Step 1 Open a new tab in your work profile
Step 2 Click on the O “gear” icon and make sure “Content off” is not selected
Step 3 Select “Microsoft 365" from the content tabs (you may need to scroll down to see

the content tabs)
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Find work files and

information easier

0 | @ Nestor-Seachworkresults X | =+ - 8=

"r G \‘j https://www.bing.com/work/search?q=Nestor@igs=n&form=0BRE&msbsrank=0_2_Person_28&sp=-18&pq==8&sc=2-08sk=8cvid=5... A {5 {E i

. . - J—
B Microsoft Bing €~ BACKTO WEB SEARCH a Maya Robinson “ 35 (P =

&3 Contoso Electronics Nestor 9 Q
£2om Who can see work results? @
People .
&t Peop Nestor Wilke
Director - Operations
ot Groups
Overview Organization Recentfiles Groups Calendar
E Sites
1 NestorW@M365x53197808.... Reports to
% Files ‘ Patti Fernandez
# [ nestorw “" President
R, +12065550105
[ Messages _ Recent file
9 as/2121 New products recap
Nestor Wilke modified on February 6
T Yammer See profile >
Cw) Power BI Q Nestor Wilke 1 NestorW@M365x53197808.0nM
Director 2 nestorw
Operations, 36/2121 %, +1 2065550105

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) :
Files

Step 2 Search from: the search bar when you open a new tab, .
Bing.com/work, or your address bar if Bing is set as the default Sites

Step 3 From the Bing results page, click into the “Work” page along People
side other pages like Images, Maps, and News Acronyms

Step 4 Browser results or refine your search to find what you need by Floorplans

selecting a category from the left side of the pane

*Some options require set up by IT via Microsoft 365 admin center
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Adjust privacy settings

(im} Tr Tailwind Traders x |+ - 0 X
< 0 (5]  https://www.tailwindtraders.com A 1 7= '
About tailwindtraders.com
1 ) Connection is secure > 9 Login =

Permissions for this site
Cookies (3 cookies in use)

Tracking prevention for this site (Balanced)

Trackers (0 blocked)

start smart shopping

By uploading a photo

In Microsoft Edge, you can easily adjust privacy settings like how strict
you'd like to be when it comes to sites tracking 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 Use the toggle to turn Tracking prevention on or off. By default, Tracking
prevention is set to “Balanced”

Note You can further manage your privacy settings from the 'Privacy and services' page
in Settings
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Manage your favorites

Favorites 76 B8 Q -

|4 ¢ Favorites bar

B The Landing - Home
Search Contoso and the web
P Mark 8 Project Team - Home

B Other favorites

O = Favorites - o X
(@] @ Edge | edgey//favorites AN T ‘

Favorites Favorites bar R show favoritesbar Vg Add favorite  Bg Add folder -

| Q_ Search favorites | [] 8 The Landing - Home https://m365:5 ointcom/ x

B Microsoft 365 My Feed
| ¥ Favorites bar
Mark 8 Project Team - Home https://m365x5319' oint.com/sites/Mark8ProjectT. X
) P )

[ Other favorites

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 ¥ 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 ... then Open favorites page to manage your favorites in the Settings menu
(Ctrl + Shift + O)

Have a lot of favorites? Learn how to use Collections to

further organize yourself online on the next page!

11
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Use Collections to stay

more organized
go-e .. —— R

£ % _”' —+ Add current page
Redmond '), Heat - Advisory Search Contoso and the web

Mark 8 Project Team - Home

£ sharepointcom
= M Microsoft 365 My Feed Money Sports News & Persi
Product Launch.pptx
=. Microsoft 365 Q Recent SharePoint sites &
@ sharepointcom
5 You updated H  The Landing Letter to the Editor.docx
= Fri at 1:25 PM
@ Mark 8 Project Team @ sharepointcom

@ Johanna Lorenz

Contoso Purchasing Data - Q1
Johanna Lorenz's OneDrive

Open in Excel

o You recently opened
O Mon at 2:32 PM ;

Launch k
L 3D Printer & Feedback |
! - __Ouick Access )

Collections are a new way to save what you want online. You can save
websites just like Favorites, but you can also save images, text, and videos,
and even add notes to make it your own!

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

12
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Install extensions

0| G otensions x [EE =g X
C @ ctdge | edge//extensions % G = & Bl=
©) Your browser is managed by your crganization B Newtab CrteT
B New window
Extensions (-4 o Personalize your browser with extensions & MNew InPrvate window
‘ Extensions are simple tools that customize your browsé o
Q. Search nstaied etesions b @ inces ol tasinios Zoom 0%+ 2
= Favorites
| G extensions )
Installed extensions @ Collections CtrteShifte
@ Keyboard shortcuts
O History

From Microsoft Store
4 Downloads

B Acps
G Extensions a

@ Performance

e ike

Get exten:

O | BT tcrosohbdge Addon x BB - o x
e e O 1 c nitps//mieresohedge microsattcom/addony/Mieroson-Edge-Extensions-Home N .
Allow extensions from other
. o Micre -ons "™ el Developers
stores. Learn more @ Find new extengons B Microsoft | Edge Add-ons e -

Can't find what T-e looking for? You can also get extensions

icks
/ it Trending
2 Getstarted
B Themes
e g Categories Most popular

T Accessiiity

= .’I 9 - .
Devel 3
Vews & weather

Microsoft Rewards Capital One PayPal Honey. Adobe Acrobat: POF
PRGN Shopping: Add to. Automatic Coupo. edit. convert. sign.
*kok % 226) *k Kk (220 * ok kG (151

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 - Settings menu; here you will see
any installed extensions

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

13
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Install we
as apps

M | B Mail - Johanna Lorenz - Outlook X

<« C

33 Contoso Electronics

= £ Mark all as read Undo

= =
= ~ Favorites
& 82 Salesand Mar.. 7
2 Add favorite
- Folders
L 4
* E3 Inbox 3
Z Drafts
L
— ~
> Sent ltems
a
1 Deleted Items
B £3 Junk Email
5 Archive
(7 Notes

£ Conversation His...

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

Step 1

Outlock

o

+

) https//outlack office.com/mail/

D Search

Install Outlook

) Focused  Qther = Filter
Microsoft Viva
Welcome to your menthly ... 3/7/2022

Private to you Hi, Johanna Lorenz, Welc

February

Alex Wilber 2
IMPORTANT: Statement of ...  2/7/2022
Hello all, Here is the SOW file, please d

] Zero-Hour Auto...

Payroll Update

Urgent - Update Your Payro... 2/7/2022
Megan Bowen, Your payroll details nee...
Allan Deyoung J
IMPORTANT: Acount Updates ~ 2/7/2022

Hello, We are updating account access ...

Megan Bowen N

Custamar Purchasing Dataf 2072022

PWA; then click ‘Install’

Step 2

Pro Tip

To manage your PWAs, click into the
apps’

+
You can install any site as a PWA even if you don't see the B button; under
'Manage apps’ just click ‘Install’

Publisher: outlook offic

This site can be installed as an application. It will
open in its own window and safely integrate with

Windows features.

Install

bsites

(PWA) app

Not now

Select an item to read

Nothing is selected

v

w

o

QB O

!

Q9 O

New tab

New window

New InPrivate window

Performance

Alerts and tips

Print

Web capture

) Web select

Share

Find on page

" Read aloud

Reload in Internet Explorer mode

More tools

Settings
Show sidebar

Help and feedback
Close Microsoft Edge

Managed by your organization

+ . . . .
Look for the B3 button on the right-side of the address bar to install a site as a

settings menu then ‘Apps’ then ‘Manage

Zoom — 100% +
Favorites

) Collections

History

Downloads

Apps

Extensions
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Use Immersive Reader

D == Upgrades coming to Collection: X + - =

--r:-:-m‘.EF-.‘.-wndm-u-;mrn}\ur—nro’a I:T,, \L‘ G {E "

AY Read aloud AN Text preferences  SF Grammar tools

& @] (D) Reader Mode read://https_blogs.windows.com/?url=https%3A%2F%2Fblogs.wir

Reading preferences

Line focus 0

Helps to focus while reading by
highlighting one, three, o five lines

Focus on five lines at a time

Picture dictionary (]

Upgrades coming to Collections in Microsoft Edge When your cursar changes to a star,

select the word to see a picture

Summertime has arrived, and with that a chance to hopefully slow dow
bit, get outdoors and make memories with our loved ones. During this Translate

time of year, some of us are also planning travels or perhaps are tacklil = choose a language ~

Translate entire page

Reading online can often be difficult and distracting. Enter Immersive
reader for a more focused, customizable online reading 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-lasbles L]
B —Y Line focus 0 Splits words into syllables
o e e Helps to focus while reading by Parts of speech
Text spacing () highlighting one, three, or five lines Highlights all nauns, verbs, and adjectives
Wider spacing could improve reading
fluency W~ Nouns (]

Page themes = = W | verbs )

Aa Aa Aa B - Adiectives )

Focus on three lines at a time

More themes ™ Show labels

X

»
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Looking for
more tips?

Check out our Microsoft Edge tips page for the latest on how to
get the most out of using Microsoft Edge at work (or at home)!

Explore more tips!

B Microsoft

Al Microsoit

Microsoft Edge Features & Tips

Discover new features and helpful tips to get the best
experience out of Microsoft Edge.

Editor's Picks

Drag multiple items into

Bargain shoppers - your
Collections

shopping just got easier!

Have you found yourself digging
through site after s
great deal on an item

Pin sites to the taskbar for quick

Import settings and tabs from
access

Google Chrome
While on a website that has a list of

produ w highlight
multiple items, click and drag them over
to your Collections list, and drop them.

ou

The taskbar pinning wizard helps
pin your fava s 10 the &
The pinning wizard suggests up to 6

sites to pin based on your browsing hi

oking for
u want? We are
2 feature tha,

If you're a Google Chrome user, it just
got 2 lttle easier to bring your existing
browser experient

excited to share witl

h you into
Microsoft Edge with support for impor.

Features for Work

Get the flexibility you want to accomplish your
goals and t sing Microsoft Edge while at
work. Learm about all the features Copy content from Capture and mark up

plify your workday--and how to the web easily with
tarted--with these helpful tips

Write confidently on
the web with

Get a view of your
day with Microsoft

Microsoft Editor 365
‘
Password Monitor A new way to Browse efficiently

screenshots
web select

organize your tabs with vertical tabs!

with tab groups

Show all 21 tips

Search 0
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