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Windows 10: What’s New?

»

Get Skype Calendar

| Get Started

e = Al

Microsoft Edge  Photos Money

a

Store

File Explorer
3% Settings
" Power

i= Allapps

ACTION CENTER

No new notification:

8 @ O &

Tablet mode  Rotation lock  Note All settings

S °F S Fii}

Quiethours  Location

Windows 10 is one of Microsoft’s biggest updates ever to Windows. It's not a secret that Windows 8 was
a failure in the market, so Microsoft had to get things it right with Windows 10. Judging from the positive
reviews and high adoption rate, Microsoft did and Windows 10 is asuccess.

No matter if you’re moving from Windows 7 or 8, a lot has changed. This course covers the biggest

changes, including:

e How to use the new Start menu.

e Understand notifications and the Action center.
e How to use Window’s digital assistant, Cortana.
e Microsoft Edge, Windows new web browser.

e How to use multiple desktops.

e How to use Windows 10 on a tablet.

e Understanding Windows 10 settings.

-1 GHz or faster processor (CPU).
-2 GB Memory (RAM).
- 20 GB Hard Disk Space.

The minimum PC hardware specification you would need is:-
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The Start Menu

Computer Lab No.1 First Year/ First Semester

Open the Start Menu

Although Windows 8 replaced the old Start menu with the Start screen, the Start menu is back and

better than before in Windows 10.

Click the Start button.

Some apps can be displayed
as Live Tiles, which can show
information from that app.
For example, Mail messages
will be summarized in the
Mail app's tile, while the
Weather app's tile will show
your weatherforecast.

View Account Commands

Up in the upper left is your picture
and username. Click it to view
commands related to your Microsoft
account:

Click the Start button.

Click your user name.

Select the desired command:

e Change account settings:
Lets you make changes to
your Microsoft account,
including your picture,
password, and other
options.

e Lock: Locks your
computer, requiring a
password to use itagain.

e Sign out: Signs youraccount
out of Windows, so another
user can login.
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View and Start Apps

Here’s how to view and start an app:

Click the Start button.

M

Select All apps. Feree

Your Daily Digest far

| Chatter
il

Every app on your computer
is listed here. Just scroll

thrOUgh them until you find : ‘:Iﬁtﬁhfpe Ciendar
what you're looking for. ;.E:,,e e

Calculator Microsoft Eddge

Find and select the app you
want to run.

Ma i2p 1
) Alorms & Clock an e

File Explorer
Minneapolis Phone Compa.. OneNote

&,

:3 Settings

'L'j Power

= Allapps ag New
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Pin Apps to the Start Menu
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You can add or “pin” frequently used apps to the start menu for quick access.

Click the Start button.
Select All apps.

Every app on your computer
is listed here. Just scroll
through them until you find
what you're looking for.

Find and right-click theapp
you want to pin.

Select Pin to Start.
The app is pinned to the
start menu.

Remove a Pinned App
Click the Start button.

Right-click the app tileyou
want to remove.

Select Unpin from Start.
Note: Unpinning an app only
removes it from the Start
menu; it doesn’t uninstall it.
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Resize an App Tile

If there's a live tile we like, but want to see a bit more information—like with the Weather app—we can
make a tile bigger.

R

Click the Start button. E
Right-click the app tile. Recycle Bin

Select Resize. (}) Kotz Gaypool Life at a glance

| Salesforce Chatter
Vour Daily Digest for

Select a size.

F’ Started | Chatter
The tile is resized. Get Siype Calendar 4
Maps &
Peorie i Unpin from Start 0
Qt Resize > Small
Calculator sci] .
Turn live tile off < Medium vQ _
Alarms & Clock Pin to taskbar Wide - -

Lwd

File Explorer 5 Large
Phone Compa...  OneNote
£0} Settings

() Power

£ Allapps

H " me anything Q wm 71y B

Rename a Tile Group

You'll notice a gap between tile groups, where you can add a group title. If you want to change or add
one, you can just click the space...

Click the Start button.

/ Click in an empty name area

on the Start menu. et
PN 3D Builder Caleticlar
(-1} Enteranew group name and New

A
ress Enter.
P Access 2016 e w O -
Alarms & Clock Microsoft Edge : Cortana
Sunny

7 o 85 & 0% m;
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New
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New

Contact Support
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Move an App Title

Finally, if you don't like how the tiles are arranged, you can move them around.

Click the Start button.

Click and drag the desired
tile to a new location onthe
Start menu. . st

© Salesforce Chatter

Your Daily [jiqe‘-t tar
| Chatter

Calendar
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Notifications Pane and Action Center

The Action Center is a united place for all system notifications, such as incoming emails, and quick access
to various system settings.

Open the Action Center

ACTION CENTER

Click the Action Center
button on the taskbar.

Salesforce
[~ |-

Note: If you're on a
touchscreen you can also
open the Action Center by
sliding your finger in from
the right side of the screen.

Click anywhere outside the

Action Center to close it. & & >

Tablet mode  Quiethours  Batterysaver  All settings
s o % 3
VPN Bluetooth 100%

] 7 i e

Location Plane mode

| : | w7 )

View and Open a Notification

Here’s how to view and open a ACTION CENTER
notification:
Mail
Click the Action Center @ =
button on the taskbar. n Pi

Click any notification toopen
it.

The app that triggered the
notification opens. 3 S (%)

Tabletmode  Quiethours  Batterysaver  All settings
= 5 kS X
VPN Bluetooth 100%

0 % A b

Naote CustomGuide  Location blane mode

%00 AM
] ﬁ =T B s
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Dismiss a Notification

You can also dismiss notifications without openingthem.

Click the Action Center Y ACTION CENTER
button on the taskbar. g

Click a notification’s Close
button in the upper right.

Brian Pickle
<]

You can also click the Clear
All button to clear all of your

notifications at once.
There! All gone! - o P
Tabletmode  Quicthours  Batterysaver  All settings
il o * *

VPN Bluetooth 100%
0o 7 i 5=

Note CustomGuide  Location blane mode

i 900 AM
] ﬂ W B g ms

Use Actions

At the bottom of the Action Center is a grid full of buttons. These quick toggles let you do a lot with just
a few clicks. Some icons will open a Settings screen; others will simply toggle a function on or off.

Here’s how to use an action:
ACTION CENTER

Click the Action Center
button on the taskbar.

If necessary, click Expand to

ﬁ Brian Pickle
view all available actions. '

Click the action you wantto
use.

g S L]

Tablet mode Quiet hours Battery saver  All settings

- % 2

VPN Bluetooth 100%
Location pr

’ 9:00 AM
=W B s
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This table lists common actions that appear in the Action Center. Your Action Center may contain
different buttons, based on your computer’s configuration.

Tablet mode

Quiet hours

Battery saver

All settings

!

Connect

VPN

Bluetooth

Mote

‘

=

ira

Wi-Fi

Location

Airplane mode

H‘

Tablet Mode

Toggles between tablet and desktop mode.

Quiet Hours
Temporarily disable notifications.

Battery Saver

Turns on battery-saving features, at the cost of performance.

All Settings
Opens the All Settings screen.

Connect
Connect to a Bluetooth device.

VPN

Connect to a Virtual Private Network.

Bluetooth
Manage Bluetooth devices.

Brightness
Adjust your screen brightness.

Note
Create a note in MicrosoftOneNote.

WiFi
Toggles WiFi.

Location
Toggles location services on and off.

Airplane Mode
Turns off WiFi and Bluetooth.
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Customize Quick Actions

You can also customize the layout of youractions:

Click the Action Center
button on the taskbar.

Recycle Bin

Click All settings.
Click System.
Click Notifications & actions.

The four actions up top
under the Quick Actions
header are the four that will
appear on the first row, and
remain when the actions are
collapsed.

Click a Quick Actionslot.

Select the action you want to
appear in this slot.

ACTION CENTER

Brian Pickle
=

=) (2]

Tablet mode

&
All settings

Quiet hours Battery saver

3

Bluetooth

o

=i i

VPN 100%

)

£ Settings = X
fé&» SYSTEM | Find a setting £
Display i E:E] Connect

Quick 3
Notifications & actions Chikise §o @ Baittery savisi
- & features | | | |
) %P VPN 53
Multitasking - I |
= D Note
Tablet mode Select whic bar
Battery saver Tom:syster (S Quiet hours
Power & sleep N OﬁﬁCE & pr—
Storage Show me tij
@ o B%= Airplane mode 46
Offline maps
Shi
oW app @ Tablet mode
Default apps o on
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Cortana

Set Up Cortana

Cortana is the new digital assistant in Windows 10, and integrates search on both your computer and the
internet with the ability to quickly ask questions and issuecommands.

The search field on the taskbaris
where you get started.

Click in the Searchfield.

The first time you click inthe
search field, you'll be asked
whether you want to use
Cortana's help. You can
decline, if you just want to
use the search field for
searching, or accept to let
her have a bit more power.

2 Click Next.
Cortana needs access to = - @ O
some of your personal data
to be most effective, and
outlines it all so that you can

optinorout. O :
Here are some of the things |
- ) can do for you.
=1y Click I Agree.

You can also have Cortana
call you by your name, ora
nickname. Just specify it
here, then click Next.

T

[ / Enter your name, and click

| can remind you to do something at a
N ext particular time, place, or both.

Once Cortana is all set up, youcan
do a lot with her help.

Not interested

i ) - %00 AM
Search the web and Windows (9 : = s 1 ) B 712972015
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Search with Cortana

When you open Cortana, she displays the weather, any calendar events or reminders, some news
articles, and other things you may be interested in. If you've used Apple’s Siri or Google Now before
you'll be familiar with MicrosoftCortana.

You can use Cortana to search for ——_—
anything, either on your computer i
or on the internet. Just type what P

1 . | Notepad
you're looking for.

Store

@ Sticky Notes 8
Enter a search orcommand » .
in the Search field. Folders

Not:
...and search results appear. o

Documents

p. Click the item you wa ntto & MNotes for vacation,jnt
> Open B Meeting Notes.docx
. Web
£ notes
£ noteswap
58 My stuff
notes ‘ ) 3 EamBDil =] ’gs;,;::\“
Speak to Cortana

If your computer has amicrophone,
you can get Cortana's help bytalking
instead of typing. Just click the
Microphone button and tell Cortana
want you want todo.

Click the Microphone button.

Note: You can also simply say
“Hey Cortana” and whatyou
want her to do, if you've
enabled this feature.

Cortana starts listening, so
just talk away.

9:00 AM

T B 0015
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Say your command.

For example, you could tell
Cortana “Schedule a
conference tomorrow at2”.

Speak any additions,
changes, or corrections.

Say "Yes" when finished.

In addition to adding or editing
calendar events andreminders,
Cortana can set alarms, send emails,
get directions, do calculations, and
look up facts andinformation.

Open Excel

Find my Marketing Budget

Schedule breakfast tomorrow at9am
Remind me to call Lucy

What's 365 times 40?

Set an alarm for 4:30pm today.
What's the weather like?

How are the Vikings doing?

Computer Lab No.1 First Year/ First Semester

Conference
Tomorrow

2:00 PM|to |3:00 PM

D All day event

Jon's calendar -Outlook

Add

you can say Yes, No, or Cancel

i 5 - 9:00 AM
Schedule a conference at 2 [ ¥ R 7/29/2015

Open Microsoft Excel

Search for files that contain the file name “marketing
budget”.

Create an appointment for 9:00am tomorrow.
Set a reminder to call Lucy.

Calculates 14,600.

Sets an alarm for 4:30pm.

Display a weather forecast for yourlocation.

Display the great season the Minnesota Vikingsare
having.
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Microsoft Edge
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Windows 10 includes a new web browser, called Edge. Compared to Internet Explorer, Edge isfaster,
more secure, and more compliant with common web standards.

Edge replaces Internet Explorer as the first app that's automatically pinned to the taskbar.

Open Edge

il

Click the Edge Icon on the
taskbar.

Edge opens to its own start
screen, which includes news
headlines and weather for
your location.

The single text field near the
top is where you can search
for something or enter a
website address directly.

View Favorites

@
(2

Click the Hub button.
Click the favorites tab.

Your favorites appear on the
first tab of this menu, soyou
can quickly just click one
here.

Click the favorite site you
want to open.

B start X | = X

Where to next? ‘i

My news feed Customize

TODAY’S MICROSOFT EDGE TIP

Read without

¢ distractions

Select in the address bar for a
quiet reading view.

; 9:00 AM
® 0B 50005

@)

B start X |+ = =] X

r 9 =
1

©Ox =90\

[ At
Where ton FAVORITES

Import favorites

Favorites Bar

My news feed

A Wikipedia
@ w https://en.wikipedia.org/wiki/Main_Page

-

-

TODAY'S MICROSOFT EDGE TIP

Y Science News Headlines - Yahoo News
http://news.yahoo.com/science/

Read without

< distractions

Select in the address bar for a
quiet reading view.

9:00 AM
(I | DB 50
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Use Multiple Desktops

Computer Lab No.1 First Year/ First Semester

Another new feature in Windows 10 is Task View, which lets you have several desktops open. Adesktop is a
set of apps that are saved on the same page. If you have a lot of apps that you're switching between, you
can group them into a few different desktops and then switch between desktops instead of constantly

minimizing one window to get toanother.

View Windows and Desktops

Here’s how to view your open

windows and desktops:

Click the Task View button on
the taskbar.

Note: You can also press A+
D.

All the windows you have open
are reduced to thumbnails,
letting you switch between

apps quickly.

Click the window or desktop
you want to view.

Add a Desktop

Here’s how to add a desktop:

Click the Task View button on
the taskbar.

Click the New Desktop
button.

A new desktop is added, with
nothing on it yet, but any apps
you open while this desktop is
selected will be added to it.

Open the apps and windows
you want to appear on the
new desktop.

File Explorer Start - Microsaft Edge

Where (o next?

New desktop

9:00 AM
@ W B s

New desktop

" A
& W B s
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Move Windows between Desktops

We can also move windows between the differentdesktops.

Click the Task View button.

Click and drag a window
thumbnail to another
desktop’s thumbnail.

Desktop 1

New desktop

. 900 AM
B wm OB s

Remove a Desktop

Once you're done with a desktop, you can get rid of it.

Click Task View button.

Click a desktop’s close
button.

B Fie Explorer Start - Microsoft Edge
That desktop closes. If you :
had any apps still running on
that desktop, they'll move
over onto the nextavailable
desktop.

New desktop

. 900 AM
m e B s
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Tablet Mode

Enable Tablet Mode

If you're using Windows 10 on a hybrid computer, consisting of a touchscreen with a detachable
keyboard, you can use Tablet Mode to make it easier touse.

Swipe in from the right side
of the screen or click the
Action Center icon in the task
bar.

Note: You can also press
A8+ A, or if you're using a ‘[\1
detachable keyboard simply

detach it. ‘L’!E
Click the Tablet Mode .

button.

Once Tablet Mode is
engaged, apps will run full-
screen. The taskbarchanges,
and most parts of the
interface will be optimized
for touch instead of amouse
and keyboard.

%00 AM
P @ o ‘ B 700015

ACTION CENTER

Mail

= i_aLesfnrc hatt:

8 ¢

Teblet mode  Quiet hours

= )
VPN
4

Note CustomGuide  Location

900 AM
B A B =oaB
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View the Start Menu in the Tablet Mode

While in Tablet mode, a few things are done differently. For example, the Start menu is replaced withthe
Start screen and your live tiles now fill the whole screen.

Use the Start Menu

Here’s how to use the Start menu in Tablet mode:

Tap the Start menu.

The Start screen appears and
displays your livetiles.

Life at a glance

Calendar

Tap the Menu button inthe
upper right of the screento
view the Start menu.

Tap the All Apps buttonin
the lower right of the screen
to view all your apps. B Fie Explorer

(') Tapthe app you want to G S
Open. Play and explore

Weather

Note: You can also press o —
view all apps clicking the All ¥ & s
Apps button in the lower

right of the screen on the

desktop.
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To Switch Between Apps

Here’s how to switch between open apps:
Swipe your finger in fromthe @ sermnes
left or tap the Task View
button.

=

System
Display, notifications,

Tap the app you want to
open.

A0DS, Dower

Accounts
i ount, sync
work, other

Computer Lab No.1

Devices
Bluetooth, printers,
mouse

%
Time & language
Speech, regicn, date

First Year/ First Semester

| Find a setting

S

MNetwork & Internet

Wi-Fi, airplane mode,

VPN

)
o

-
Ease of Access
Narrater, magnifier,
high contrast

Personalization

Background, lock

screen, colors

G

Privacy
Location, camera
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To Close an App

Do any of the following:

If the app has a Close
button, click it.

Swipe your finger from the
top to the bottom of the
screen.

1. Click the Task View
button.

2. Click the app’s
Close button.

Computer Lab No.1

SETTINGS

=

System

Display, notifications,

apps, power

R

Accounts

8% | Settings

Devices
Bluetooth, printers,
mause

%
Time & language
Speech, region, date

First Year/ First Semester

| Find a setting

&

Network & Internet
Wi-Fi, airplane mode,
VPN

i
Oy

Ease of Access
Narrator, magnifier,
high contrast

v T

=

i

Personalization
Background, lock

screen, colors

&

Privacy
Location, camera

9:00 AM

DB peems

%00 AM
W B 70ms
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Turn Tablet Mode Off

Here’s how to disengage Tablet Mode:

Swipe your finger in from the
right OR tap the Notifications
button on the taskbar.

Tap the Tablet Mode button. 5

4

Tablet Mode disengages, and the
apps that were all running
separately in full-screen now appear
as windows on your desktop.

Computer Lab No.1

First Year/ First Semester
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The Settings App

Windows 10 has reorganized a lot of system settings into a brand new Settingsapp.

Click the Start button.

Recycle Bin

Select Settings.

Here in the Settings app,
there are a number of
categories that encompass
most of your computer's
settings.

Life at a glance

Calendar

e

Microsoft Edge

( f) Kayla Claypool

Get Started
Get Skype
Maps
People
Click a setting category.

Calculator

Alarms & Clock

Click a setting subcategory. .
File Bxplorer -

Weather

Each category has some
subcategories within it, listed
in the navigation pane on
the left. Click one of the

Play and explore

)

Settings

subcategories, such as
e ) £5%  SETTINGS
Notifications and Actions, to
view it.
Customize settings as = =)
d esi red . System Devices

Display, notifications,

apps, power mouse

Click the gear Icon to go back
to the main settings page.

L It

Click Close when you're
finished.

Accounts
Your account, sync
settings, work, other
users

Bluetooth, printers,

Time & language
Speech, region, date

" m

AN O

Photos Cortan

- 4 !
Owd 3
Phone Compa..  OneMote

(o)

&

Personalization
Background, lock
screen, colors

Network & Internet
Wi-Fi, airplane mode,
VPN

‘Cuadro resaltado

.
¢ A
-

Privacy
Location, camera

Ease of Access
Narrator, magnifier;
high contrast

Py

wm D B

f B
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Devices

Network & Internet

w4

Personalization

R

Accounts

(D
5
AT
Time & language
F
/
O
e
Easy of Access

N

Privacy

O

Update & security

Configure your display, notification, and powersettings.

Configure hardware and devices connected to your computer.

Configure your network settings.

Change the background, lock screen image, and colors.

Configure your connected Microsoftaccounts.

Change the time, date, language, and regional settings.

Configure accessibilities features for those with disabilities.

Configure which apps can access your hardware and data.

Update Windows and configure security settings.
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