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How to Use the People App in Windows 8

In Windows 8, the People app is one part contacts list, one part social media center. Windows 8 computers come
with the People app pre-installed, making this a convenient way to keep in touch with the peoplein your life
from thefirst...

Part 1 of 3:

Opening the App

Accessthe start menu. There are several ways to do this— any of the methods below will work:
1. Moveyour cursor on the desktop all the way to the bottom right corner, then move it upward to
bring up the sidebar. Click the "Start" icon to open the Start menu.
2. You can also bring up the start menu by clicking the Windows key on the keyboard (located
between the Alt and Function keys).
3. If you have atouch screen monitor, you can simply touch the right edge of the screen and swipe
inward to bring up the sidebar. Tap the "Start" icon to open the Start menu.
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Internet Explorer

Messaging

Click the orange livetile marked " People." You will now be in the start menu, which displaysicons for
the various apps you have installed on your computer. Look for an orange box labeled as the People app
— it should have a picture of the silhouettes of two people.
1. If you don't see thisicon, don't worry. Click the magnifying glassin the top right of the Start screen
to bring up the search tool. Type "peopl€” into the text box. The app will be one of the top results.
Click onit to proceed.
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Log in to People using your Microsoft account. The first time you open the People app, you may be
asked to provide your Microsoft account login details. Thiswill be the email address and password you
provided when you set up your Windows 8 computer.
1. If you aready have aWindowsLive ID (e.g., an Outlook or Hotmail email account) or an XBox
LiveID, thisisthe email you should use — the accounts are the same[l]



Part 2 of 3:

Managing Your Contacts
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Import contacts from your social networks. Along the left side of the first screen you see, there will be
icons for many of of the most popular social networks, including Facebook, Twitter, and more. Click each

of these icons to add your contacts from the network to your People App.
1. You'll need to supply your login information and agree to let the app access your account for each

network you want to import from.
2. You can aso click "No thanks' to remove this option. If you decide you want to import your social

network contacts later, use the method below.
3. Note that contacts added this way cannot be deleted unless you delete them from the social network

siteitsalf.[2]



Alternatively, import your contacts with the Settings menu. Y ou can do this at any time — even if
you've already said that you don't want to import any contacts. Use the steps below:[3]
1. Moveyour cursor to the bottom right corner of the screen, then moveit up. You can also swipein
from the left side of the screen if you have atouch screen. Thiswill bring up the sidebar. Click the
" Settings” icon.
2. Click "Accounts,”" then "Add an account."

3. Click the social network you want to import your contacts from that network. Follow the on-screen
prompts to complete the process.
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Add contacts manually by right-clicking. If you want to add contacts one at atime, just right-click in
any of the empty space on the main People screen. Thiswill bring up the app options from the top and
bottom of the screen. Click the "New contact” icon in the bottom right.



1. On the next screen, fill out the contact information for your new contact in the appropriate boxes,
then click the "save" icon in the top right.

2. If you have atouch screen, you can bring up the app options simply by swiping in from the top or
bottom of the screen.
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Use the alphabetical buttonsto browse your contacts. From the main People screen, click the letters on
the right to see the contacts whose names start with that letter. Y ou can also use the "All contacts' button
to view your whole address book at once.
1. Notethat, by default, contacts are al phabetized by their first names. Y ou can change this by bringing
up the sidebar, clicking "Settings", clicking "Options’, and then flipping the switch next to " Sort my
contacts by last name."
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Click individual contactsto view their information. In thelist of contacts, you can click on any
individual name to see whatever information you have on this person. The precise information for each



contact will depend on how you got the contact.
1. For instance, if you import a contact from Facebook and this contact has not provided her phone or

email on Facebook, you won't see it in your contacts list.
2. If you have Skype information for any of your contacts, you will see options to contact these people

with asingle click on their individual pages.
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Alternatively, use the search bar to find contacts. Another way to find your contactsisto simply type
their names in the People app's search bar. Thisislocated in the top right of the screen at all timeswhile
you are in the app. Click the contact you want from the menu that drops down to access his or her page.
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Edit contactsthrough their individual pages. To change any of your contacts' information, first, open
their page in the address book. On your contact's page, right click an empty area on the screen (or swipein
from the bottom of the screen if you have atouchscreen) and click the "Edit" button in the bottom right.



1. On the next page, make any of the changes you wish, then click the save icon in the top right to save
the changes.

Pin to Start

Delete contacts. As mentioned above, you can only delete contacts that you've added yourself or imported
from Hotmail/Outlook. Y ou can't delete contacts that come from other sources — you must delete them on
the other social network first. Use the steps below to delete contacts:

1. Open the page of the contact you want to delete.

2. Right click anywhere empty on the screen to bring up the page options. Y ou can also swipein from

the bottom of the screen if you have atouchscreen.
3. Click the "Delete" button in the bottom right.
4. Click the"Delete" button that pops up to finalize the deletion.

Click the star icon to set contacts asfavorites. A "favorited" contact will appear as alarge icon on the
main People app screen, so you won't have to ook this person up in the contacts list. You'll also see recent



social media posts from the people in your favoriteslist on the main People screen.
1. To add someone to your favorites list, just click on the square box with the star icon on the main

People screen.
2. Click the contacts on the next page that you want to add. When you've selected everyone you want,

click the"Add" button in the bottom right.
3. Toremove someone from the favorites list, go to her contact page, then click the "Favorite" icon at

the bottom to deselect it.

Part 3 of 3:

Using Social Options
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View important notifications on the main People screen. The People app isn't just a contacts book —
it'salso aplaceto see al of your friends social media posts at once. Once you've imported some contacts
from social media, you'll start to see social media notifications about these people on the |eft side of the
main People screen.
1. For example, if you add someone from Facebook who has included his birthday in his profile, you
will get a notification on this person's birthday. If you joined this person's birthday party event on
Facebook, you would also see this notification here.



sts and more

Click "What'snew" to seeyour contacts social media posts. Clicking the large "What's new" button
on the main People screen will take you to a screen where you can see a selection of posts made by your
contacts recently on social media. Y ou can even click on each post individually to see who's commented

on it and respond with a comment of your own.
1. These postswill be from any social networks you've imported contacts from. Y ou may see posts

from Facebook, Twitter, Googlet+, and more — all in one place.
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Post your own social media updateswith the" Me" button. On the main People screen, you'll see a
button that says "Me" in the top left next to your profile picture. Click this to see your personal feed for the
socia networks you've connected to through People. From here, you can post status updates by clicking in
the corresponding boxes and typing your thoughts.



4. What's new >
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Change your update settingsin " What's new." Open the "What's new" screen from the main People
screen. If you've connected to more than one social network, you will see a small downward-pointing
arrow next to thetitle at the top of the screen. Clicking thiswill display alist of the social networks you're
currently receiving updates from.
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Pin to Start Edit

Pin contactsto seetheir updatesin the Start menu. If there are afew people that you're more interested
in seeing updates from than others, pinning them to the Start menu will make it so that you don't have to
open People to see their updates. To do this:[4]
1. Open the page of the contact you want in the contacts list.
2. Right click to bring the options tab up. If you have atouchscreen, you can aso swipe up from the
bottom of the screen.
3. Click the "Pin to Start" icon in the bottom right.



4. Click the second "Pin to Start" button to finalize. Y ou can type in the text box to give this contact a
nickname if you'd like. If you don't, People will use the real name.

5. You will now be able to see this person'sicon in the Start menu. To remove it, right click on it and
select "Unpin from Start.”
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Call people on Skype viatheir contact pages. As mentioned above, each each individual contact's page
will have options to start a Skype call if this person is aready one of your Skype contacts. Look to the
right of the person's name and picture for these options. "Call" starts avoice call. "Send message” starts a
text chat. "Video call" starts avideo call.
1. If you don't see the option to call your contact on Skype, you'll need to add him or her on Skype
first. See our relevant article on adding contacts in Skype for Windows 8 for more help.

Y ou finished reading the article "How to Use the People App in Windows 8" edited by the TipsM ake team.
We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles
on tips and guides. Thank you for reading and for following us regularly.
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