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Microsoft Windows 10 — Part 1

ABOUT THIS COURSE

COURSE PREREQUISITES

Before beginning this course, students should be comfortable using the keyboard and
mouse. No previous experience with other versions of Windows is necessary, although it
may be helpful.

COURSE OVERVIEW

This booklet may be used as either a self-contained course in Windows 10 or a user’s
reference manual to find out specific areas or functions of Windows.

COURSE OBJECTIVES

By the end of this Part 1 course, users should be comfortable logging into Windows 10,
completing basic actions using its user interface, customizing the user interface,
understanding its security features, and using both Microsoft Edge and File Explorer.

How To USE THIS BOOKLET

This course is broken up into six lessons. Each lesson focuses on several key parts, each of
which are broken down into easy-to-follow concepts. Note that there are a series of e-
learning episodes that follow the sequence of this book that a learner could use for a visual
explanation.

There is also a collection of Exercise Files; if you wish to use these download the files to a
convenient location. They will be referenced throughout this course and may support your
learning experience.

WINDOWS AS A SERVICE

Microsoft has announced that this version of Windows will be the last numbered version
that it will offer. Future improvements and changes will be released as regular operating
system updates, rather than new versions.

Because of this, your version of Windows may not be exactly the same as the images shown
in this manual. As well, some steps may be slightly different than what we have presented.

This courseware was written with Build 10240 of Version 10. You can view your current

version and build by press Win + R to open the Run dialog. Then, type, “winver” and click
OK. The resulting dialog will provide the desired information.

© All rights reserved. 10f311



[2] Microsoft Windows 10 — Part 1

LESSON 1:
GETTING TO KNow PC’S AND

THE WINDOWS 10 USER
INTERFACE

Lesson Objectives

In this lesson you will learn how to:

= |dentify the components of a personal computer
= Sign into Windows 10

= Navigate the desktop

= Explore the Start menu

© All rights reserved. 2 of 311
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Microsoft Windows 10 — Part 1

TOPIC A: Identify Components
of a Personal Computer

Microsoft Windows 10 is the latest major Windows release from Microsoft.

Topic Objectives

In this topic, you will learn:
»= About personal computers
= About computer hardware
= About operating systems
= About application software

PERSONAL COMPUTERS

Commonplace in just about every workplace and home today, personal computers (PC’s)
are small computers that are intended to be used by an individual user. Sometimes referred
to as workstations, personal computers can range widely in size and portability. While many
workplaces use desktop PC’s, laptop and notebook PC’s are also common as they allow you
to carry your computer with you wherever you go.

A point of distinction that continues to this day is that a personal computer refers to a
computer that runs Microsoft Windows. If it uses Apple OS X, then it is typically referred to
as a Mac. While today both are very similar in architecture and operation, this was not
always the case and people still tend to categorize computers into PC’s or Mac’s.

HARDWARE

The term hardware is used to refer to the various physical parts that make up a personal
computer. This hardware is what the operating system and its applications use to run. A
typical PC consists of a computer case, power supply, motherboard (which includes a
processor, RAM, and graphics card), as well as a hard drive on which data is stored.

While optical disk drives (CD/DVD/Blu-ray) are still common, they are slowly being phased
out as Internet speeds increase, online storage becomes more common, and flash-based
thumb drives increase in size.

Also considered as hardware are any external devices that can be attached to a computer
through various connectors. For example, most personal computers have a monitor,
keyboard, and mouse attached connected to them. In the case of a laptop computer, these
devices are built directly into the computer’s case.
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OPERATING SYSTEM

The operating system (OS) runs on your personal computer’s hardware and provides a user
interface that you can use to interact with the computer itself and run application software.
Additionally, an operating system manages your computer’s resources (memory, processing
power, networking, etc.) so that you can utilize them much more easily than would
otherwise be possible:

There are several different operating systems that are available, including Microsoft
Windows, Apple OS X, Linux, Solaris, and FreeBSD. In today’s business environment, you will
typically find that Microsoft Windows is by far the most used operating system. This is
followed distantly by Apple OS X and Linux. Other operating systems are used for more
specialized purposes.

It is important to note that the Microsoft Windows branding includes several different
versions of the same operating system. For example, while this course focuses on Windows
10, you may run into Windows 8, Windows 7, Windows Vista, and even Windows XP.
However, as Windows 10 is designed to replace these versions, older versions of Windows
will become less common.

APPLICATION SOFTWARE

While the operating system provides you with an interface to interact with your computer
and its resources, application software is provided to help you complete a specific task. For
example, word processing software such as Microsoft Word exists to help you compose,
edit, or view documents.

Occasionally, software may be bundled and sold as suites, which include several individual
applications that can typically work with one another. Microsoft Office, for example, is a
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productivity suite that includes programs to help you compose documents, presentations,
spreadsheets, and much more.

When application software is opened on your computer, it is separated from the operating
system using a window. For example, if you open WordPad you will see that it appears in its
own window on your desktop:

This system allows you to run multiple applications at the same time without getting them
confused. Additionally, it provides some separation between the operating system and the
software that runs on it.
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TOPIC B: Sign Into Windows 10

Unless it has been preconfigured otherwise, the first task that you will need to do when you
turn on a computer running Windows 10 is to sign into your Windows account. Over the
course of this topic, you will learn about how your computer starts up, the parts of the Lock
screen, and how to sign into Windows 10.

Topic Objectives
In this topic, you will learn:
= About the boot process
= About the Lock screen
= About the Sign In screen
= About the Ease of Access menu
* About the Shut Down Options menu
= About the password sign in process

THE BOOT PROCESS

Just like when you start the ignition of your car, a computer needs a few moments to start
up completely. When you first turn on your computer, it will automatically enter the boot
process. This process is handled by your computer’s BIOS (Basic Input/Output System). This
is specialized software that is stored on your computer’s motherboard and is separate from
the operating system. It is used to control basic computer functions like hardware
configuration and the boot process.

This boot process will begin by first checking that there are no problems with your
computer’s hardware using POST (Power On Self-Test). If any errors are found, you will
typically hear a beep followed by an error message displayed on your screen. If no errors are
found (as is almost always the case), the boot process will continue. The BIOS will continue
on and hand over the boot process to the boot manager that is used by the operating
system. In the case of Windows 10, this is the Windows Boot Manager (BOOTMGR). This
boot manager will then continue to load the operating system itself. This stage is
represented by a loading screen which will eventually give way to the Lock screen.

The speed of the boot process depends on the hardware that your computer uses. In some
cases your computer might be so fast that you barely notice the boot process at all, but it
still happens in the background.

THE LOCK SCREEN

Once your computer has completed the boot process, you will be greeted by the Lock
screen. This screen will display some basic information about your computer when it is not
in use. It consists of a background picture, as well as some basic information such as the
date and time, network information, app status updates, and more:
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4713

Wednesday, July 8

To continue logging into your computer and move past the Lock screen, click anywhere on

the screen or press any key on your keyboard. This will cause the Lock screen to roll up and
reveal the Sign In screen.

THE SIGN IN SCREEN

Once you've arrived at the Sign In screen, you may choose which user you would like to log
in with. (In this example, John Smith is the only available user account, so it is already
selected.) After having chosen a user, type the password into the provided field and press
Enter on your keyboard or click the small arrow button to sign in:

K

John Smith

k.c
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EASE OF ACCESS MENU

Located in the lower right-hand corner of the Sign In screen, the Ease of Access button (&)
will display the Ease of Access menu. This menu includes several controls that you can use
to adjust various accessibility options before you even sign in:

John Smith

bewidget: tlook.
abcwidgets@outlook.com Magnifier

On-5creen Keyboard

High Contrast

off [ ]
Sticky Keys

off |

Filter Keys

For example, you can change the screen contrast, adjust the magnification, display an on-
screen keyboard, enable the Narrator feature, and much more.

SHUT DOWN OPTIONS MENU

Also located in the lower right-hand corner of the Sign In screen is the Shut Down button (O]
). Clicking this button provides you with options to shut down the computer, restart it, or
put it in sleep mode to conserve power without having to turn it off completely:

John Smith

abcwidgets@outlook.com

Sleep

Shut down

Restart

1 ¢ (D
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PASSWORD SIGN IN

To help protect the contents of your Windows account, you will typically need to enter a
password in order to sign into it. You can do this by typing it into the Password text box on
the Sign In screen and pressing Enter or clicking the accompanying arrow button:

John Smith

abcwidgets@outlook.com

Alternative Passwords

Aside from traditional alphanumeric passwords, Windows 10 also supports both PIN and
picture passwords. PIN passwords are simple numeric passwords that can be used in place
of a regular password. The idea behind this is that you can much more easily log into your
Windows device using a numeric combination:

John Smith

abowidgets@outlook.com

Sign-in options
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Note that if you have the PIN option enabled, the “Sign-in options” link will appear below
the PIN field. Clicking this link allows you to log into your account using your standard
password if you wish.

Picture passwords are similar to a PIN in that they offer you a simplified way to log into your
account. Instead of having to type in your password, you recreate mouse gestures on a
picture that you previously set up. If you have configured picture passwords for your
account, the Sign In screen will look substantially different:

In order to log in, you need to recreate the gestures that you used when setting up the
picture password. In this case, a circle was dragged around the runner, while angled lines
were dragged along the tops of the cliffs:

Once you successfully recreate these gestures, you will be logged into your account.
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AcTiviTy 1-1
Signing into Windows

To get started with Windows 10, you would like to start up your computer and sign into
your account.

1. To begin, turn on your computer if it isn’t on already.

2.  Once the boot process is complete, the Lock screen will be displayed. Notice that it
shows the current date and time. Additionally, your network connection will be
indicated using an icon in the lower right-hand corner of the screen:

Wednesday, July 8

3. Pressthe Enter key on your keyboard to display the Sign In screen:

K

John Smith

abewidgets@outlook.com
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4. Review this screen and click the Ease of Access button(E):

Ease of access

1l O

3

5. The Ease of Access menu will provide you with a variety of different accessibility

options. For example, you can increase the contrast of your screen by clicking the
High Contrast option:

MNarrator
Magnifier
On-Screen Keyboard

High Contrast

off [ |

Sticky Keys
Off

Filter Keys

Note that the Narrator may begin automatically and audibly list the options on this
menu.

6. Click the Network button (&)
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7. The Networks pane will now be displayed on the right side-hand of your screen. It
will list any networks that your computer might already be connected to:

Networks

Connections:

T—
T2 ek

8. Click anywhere inside the Sign In screen to close this pane. Click inside the
Password text box and type your password. Press Enter:

9. You will now be logged into your computer using your Windows account:

This exercise is now complete.
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TOPIC C: Navigate the Desktop

Once you have logged into Windows 10, you will be greeted with the desktop. This is where
you will do most of your work in Windows; this is where software applications are displayed.
Over the course of this topic, you will learn all about how to navigate through the desktop.

Topic Objectives
In this topic, you will learn:
= About the desktop
= About the taskbar
= About the notification area
= About tooltips
= About context menus
*= About jump lists
= About dialog boxes
= About desktop icons
* How to enable Tablet mode

THE DESKTOP

Rather than show the Start screen (which was a large component of Windows 8 and
Windows 8.1), Windows 10 will automatically display your computer’s desktop:

The Windows 10 desktop (1) is designed to be used just as you would your desk or table at
work. Items can be arranged in any order, folders and files can be saved on the desktop, and
most programs run in separate windows on the desktop.
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The Recycle Bin icon (2) is located in the upper left-hand corner by default. Any files that are
going to be erased from your computer are stored here until the bin is emptied. If there are
deleted files in the Recycle Bin, the bin will appear full:

~

Recycle Bin

The taskbar (3) will display any programs you currently have open or have pinned to it.
Additionally, the taskbar now incorporates a search field:

= 210PM
NHOR 5005

THE TASKBAR

The taskbar is located along the bottom of your screen and incorporates the Start button,
search field, and notification area. In between the search field and the notification area, all
open or pinned programs and folders are displayed:

By default, the taskbar includes pinned icons for Microsoft Edge, File Explorer, and the
Windows Store. Additionally, you will see an icon that toggles Task View. By hovering your
mouse cursor over a pinned icon, you will see a tooltip that displays the application name:

o G | Q

When an application is opened, that application’s icon will appear to the right of any pinned

icons:
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If you notice that an application icon on the taskbar appears to be stacked, this indicates
that two windows for this application are open. For example, here you can see that two
WordPad windows are open:

To see a thumbnail of what is being displayed in each window of an open application, hover
your cursor over the icon of that application on the taskbar. For example, here are the
thumbnails for two open WordPad windows:

B Document - WordPad B Document - WordPad

As you open and use more applications, new application icons will be added to the right of
the last taskbar item. You can click and drag these icons (including those that are pinned)
wherever you like. For example, if you wanted to put the File Explorer icon in the first (left-
most) position on the taskbar, you would click and drag the File Explorer icon to the left of
the Microsoft Edge icon:
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To customize the taskbar, right-click a blank area of it to display a context menu. Move your
cursor over the Toolbars submenu and you will see a complete list of all the toolbars that
can be shown (or hidden):

Toolbars T Address
Links
Search L} S
Desltop

~" Show Task View buttan

Show touch keyboard button Mew toolbar...

Cascade windows

Show windows stacked

zide

Show windows side by

Show the desktop

Task Manager

Lock the taskbar Windows

Properties Evaluat]

The taskbar context menu also gives you access to other options. For example, you can
modify the search field, organize the windows on your screen in a variety of different ways,
and lock the taskbar so that no changes can accidentally be made to it.

Clicking the Task Manager option will display the Task Manager window, while clicking the
Properties option will give you access to more advanced taskbar options.

THE NOTIFICATION AREA

Located in the lower right-hand corner of your screen, the notification area displays a
number of small icons that show the status of some computer functions and programs, as
well as the system date and time:

12:54 PM

AW B o0

When you first log into Windows 10, there are a few services and background programs that
start in order to provide extra functionality for the computer. For example, you will see
icons that provide information about network connectivity, sound volume, and the Action
Center. Certain icons (typically those that are related to programs) in the notification area
will hide themselves in order to make more room on the taskbar. To view hidden items, click
the “Show hidden items” button (E):
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12:55 PM

N DO B o005

Most icons in the notification area can be interacted with by clicking, double-clicking, or
right-clicking on them.

For example, if you click the time, you are shown a basic calendar as well as controls to
access date and time options:

12:56:49 PM

July 2015

Su Mo

TOOLTIPS

If you are ever unsure of what an icon in the notification area or on your desktop is used for,
you can hover your mouse cursor over that item to display a tooltip. This tooltip will
typically display the name of the item, but sometimes it can include a description and other
information.
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For example, if you hover your cursor over an icon in the notification area, you will see a
tooltip that describes its current state:

Mew notifications

12:58 PM

A T Eh‘ 7/24/2015

CONTEXT MENUS

Context menus appear when you right-click an item in Windows 10. This menu will provide
you with options to work within the context of the item that was selected.

For example, if you right-click the Recycle Bin on your desktop, you will see an option to
empty it, pin it to the Start menu, and more:

Open
& Empty Recycle Bin
Pin to Start

Create shortcut

Rename

Properties

If you are trying to interact with an item in Windows but can’t, find the option that you are
looking for, there’s a good chance it can be found in the context menu.

Pinned

JUuMP LISTS

I Desktop
A jump list appears when you right-click a program icon on the
taskbar, or if you click and drag an icon off the taskbar in an
upwards direction. For example, the jump list for the File
Explorer icon looks like the image to the right: B Pictures

Downloads

E Documents

Frequent
How the top portion of a jump list looks will depend upon what
application it is for. In this case, there is a list of folders that Music
have been pinned in File Explorer, as well as a list of folders that
are frequently accessed. The lower portion of a jump list will
consist of at least two options: a shortcut to open the
application (File Explorer in this case) and a command to pin (or s¢ Unpin this program from taskbar
unpin) this application to the taskbar. If the application is % Close all windows
already running, you will also see a command to close it and any
of its open windows. (n ;) Q

Videos

B File Explorer
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DIALOG BOXES

While working with Windows 10, you may run into a dialog box. These are small graphical
pop-ups that are used to provide you with information about a task that you are about to
do, or want to do, as well as prompt you for a response. For example, if you choose to
permanently delete a folder, a dialog box will be displayed that asks you to confirm this
action:

Delete Folder x

Are you sure you want to permanently delete this folder?

X Mew folder
Date created: 7/9/2013 633 PM

Yes ] No

In this case clicking Yes will delete the folder, while clicking No will cancel the action and
close the dialog box. However, you may run into dialog boxes that only include a single OK
button, or buttons that complete unique actions. Clicking the Close button (X) in the upper
right-hand corner of a dialog box has the same effect as clicking No or Cancel. If you do not
see this button available, you must choose one of the buttons on the dialog box to continue.

DESKTOP ICONS

There are several different desktop icons that you might run across as you work with
Windows 10.
In the example to the left, you can see four icons. As
you already know, the Recycle Bin (1) is a storage area

for files or folders that are ready to be deleted.

There is also a folder (2) called “New folder” that
contains subfolders and data. (You can tell this
because the icon of a folder in Windows 10 will
change to reflect its content. For example, if there was
a folder on your desktop with some pictures inside,
you would see small thumbnail images of some of
those pictures poking out of the folder.)

The “Notes” icon is a file (3) that was created in Notepad (a very basic text editor) and saved
on the desktop. This means that the file will always be there on the desktop until it is moved
or deleted.

Finally, the last icon is a shortcut (4) that is used to open Microsoft WordPad, a very simple
word processor that is included with Windows 10. Shortcuts are direct links to files, folders,
or (most often) applications. You can tell that this is a shortcut by the small arrow in the
corner of the icon.
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Clicking any of these icons will select it. Double-clicking an icon will open the file/folder or
launch the application. Here we can see the contents of the “New folder” folder displayed in
File Explorer after it was double-clicked:

(e = | New folder - m} *
Home Share View [7]

N » Mew folder v O Search Mew folder yel

v 3 Quick access Mame Date modified Type Size
[ Desktop New folder
‘ Downloads New folder (2)

¢z Documents

7/9/2015 8:24 PM File folder

7/9/2015 8:24 PM File folder

&= Pictures
D Music

m Videos

#@ OneDrive
[ This PC

¥ MNetwork

2 items =

You can also right-click an icon to see contextual options based on that particular item. For

example, when you right-click a file icon you will see options to cut it, copy it, rename it, and
much more:

Open
Print

Edit

Open with

Share with

Restore previous versions

Send to
Cut
Copy

Create shortcut
Delete

Rename

Properties
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Icons can be moved one at a time around the desktop by clicking, dragging, and then
releasing the icon at the desired location. Additionally, you can move files in and out of
folders using this method.

To move multiple icons all at once as a group, first click and drag a box around the icons in

question to select them. You will see a blue area outlining where you have dragged; this
means that the items are selected. Below, you can see that two desktop icons are about to

be selected:

Recycle Bin Mew folder

=

Wordpad
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Upon releasing your mouse button, any icons within the selection area will now be selected.
Now if you click and drag any of the selected icons, you can move all of them as a group:

ENABLING TABLET MODE

First introduced in Windows 8, the Start screen was a full-screen replacement for the Start
menu, but with many more features and expanded customization capabilities. While this
feature proved useful for those with touch-enabled devices, it was less useful for traditional
PC users. While the default Start screen was done away with in Windows 10, it can be
brought back by enabling Tablet mode.

To enable Tablet mode, first click the Action Center icon in the notification area:

The Action Center pane will open along the right-hand side of your screen. In the Action
Center, click “Tablet mode:”

ACTION CENTER

Security and Maintenance

A Disable apps to help improve perfor
1 apps that start a

Settings

# Updates were installed

| & 0

ode | Rotation lock  Note

o

VPN
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With Tablet mode enabled, your screen will change to incorporate the Start screen.

Additionally, any traditional windowed applications will be replaced with full screen apps

and access to the desktop will be removed:

Play and explore

® @

Life at a glance

To disable Tablet mode, follow the same steps and deselect the “Tablet mode” option:

L8 & O
3

Tablet mode | Rotation lock  Mote All settings

o S i)

Quiet hours Location

9:00 PM

= ) E 2/9/2015
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AcTivity 1-2
Navigating the Desktop

Now that you understand how to sign into your Windows 10 account, you would like to
begin acquainting yourself with its interface. Specifically, you would like to practice
navigating the desktop.

1. To begin, turn on your computer if it isn’t on already and log into your Windows
account.

2. The desktop will now be displayed:

(Your desktop may be slightly different from what is shown here. If so, that’s OK.)

3.  Move your cursor over the File Explorer icon on the taskbar. A tooltip will be
displayed:

File Explorer

n A
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4. Click the File Explorer icon to display the File Explorer window on your desktop:

(Note that the application’s taskbar icon is now underlined to indicate that it is
open.)

5. Right-click the File Explorer icon. You will see a jump list. Click “Close window:”
Pinned

Desktop

Downloads

Documents
B Ppictures

Frequent

Music
Videos

File Explorer

Unpin this program from taskbar

Close window

3
| AQ
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6. Right-click on a blank area of the desktop and click New = Folder:

View
Sort by
Refresh
Paste
Paste shortcut
New b
[0 Display settings
ﬂ Personalize

Folder
#| Shortcut

|&| Bitmap image

5] Contact

%| Journal Document
=| Rich Text Document
|=| Text Document

Compressed (zipped) Folder

7. Afoldericon will appear on the desktop with the name selected. Press Enter to

apply the default name (“New folder”):

Mew folder

8. It turns out that you do not need this folder, so click on this folder to select it. Then,
use your mouse to drag this folder to the Recycle Bin:

© All rights reserved.
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9.

Release your mouse button to place the folder in the Recycle Bin. Note that the

icon will change to indicate that it currently has items in it. Double-click it:

10. The Recycle Bin will now be open in File Explorer

folder listed:

Recycle Bin

. You can see the “New folder”

= |
Home

+

st Quick access

[ Desktop

¥ Downloads

[%| Documents
Pictures

B Music

B Videos

@ OneDrive
[ This PC

¥ Network

1item

Regycle Bin Tools  Recycle Bin

Share  View Manage

&l » RecycleBin »

New folder

v O Search Recycle Bin 2

11.

12.
Recycle Bin:

© All rights reserved.
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Right-click the Recycle Bin icon and click Empty

Click the Close button in the upper right-hand corner of the File Explorer window:

Open
sl Empty Recycle Bin Ik
Pin to Start

Create shortcut

Rename

Properties
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13. A dialog box will be displayed that asks you to confirm your choice to delete the
contents of the Recycle Bin permanently. Click Yes:

Delete Folder

Are you sure you want to permanently delete this folder?

X

Mew folder
Drate created: 7/9/2015 %24 PM

This exercise is now complete.

© All rights reserved.
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TOPIC D: The Start Menu

Windows 10 uses the Start menu’s as the primary gateway to everything your computer has
to offer. All installed programs can be accessed here. As well, you can view different
locations on your computer, access your computer’s settings, and more. Over the course of
this topic, you will learn all about the Start menu.

Topic Objectives
In this topic, you will learn:
= How to use the Start button
» About the different parts that make up the Start menu
= About regular tiles and live tiles
» How to resize the Start menu
» How to view all apps in the Start menu

USING THE START BUTTON

To view the Start menu, click the Start button in the lower left-hand corner of your screen:

(Alternatively, you can open the Start menu by pressing the Windows key on your
keyboard.)

In addition to displaying the Start menu, the Start button provides you with quick access to

many different Windows tools and settings. To view these options, right-click the Start
button:
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Programs and Features
Power Options

Event Viewer

Systern

Device Manager
MNetwork Connections
Disk Management

Computer Management

Cormmand Prompt

Cormmand Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

Run

Shut down or sign out

Desktop

In addition to a variety of tools and utilities, you can also find options to sign out of your
account and shut down your computer.

ANATOMY OF THE START MENU

The Windows 10 Start menu takes some concepts from the Start screen that were used in
Windows 8 and incorporates them into the traditional Start menu that has been included in
Windows since 1995:

John Smith Life at a glance

| Get Started

Get Skype Calendar
Maps

People e w

Calculator Microsoft Edge

Meostly Cloudy

78° % NE

Washington,... Phone Compa.. OneNote

Alarms & Clock

Play and explore

File Explorer > ';‘ @

8% Settings KXbox Groove Music

1 - China wants to
P

O Power steal gold-

— ) market control

i= Allapps = from the Wast

Search the web and Wi
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For example, you will see that the right side of the Start menu is populated with tile groups.
These tiles act just like shortcuts on the desktop in that clicking on them will open an
associated app or software application. These tiles can be grouped or rearranged into
categories to suit your own preferences and you can add your own tiles if you wish.
However, keep in mind that each copy of Windows 10 includes the same set of basic tiles.
As there are quite a few different tiles on the Start menu, a vertical scroll bar is provided so
that you can see all the tiles that are available.

In the top left-hand corner of the Start menu, you will see your user name and profile
picture. Clicking on this item will provide you with options to change account settings, lock
your account, and sign out of it entirely:

£ John Smith

3

i Change account settings

Lock

| Sign out

Just below your user name, you will see a list of frequently used apps. The items that
populate this list are added automatically. Although you cannot add items to it manually,
you do have the ability to remove items. To do this, right-click an item and then click, “Don’t
show in this list:”

John Smith

Pin to Start

Pin to taskbar
Uninstall

Don't show in this list

3

In the lower left-hand corner of the Start menu you will see a list of
core commands: File Explorer

@:3 Settings

lf_') Power

All apps
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Clicking the File Explorer entry will display File Explorer on your desktop. If you click the
small arrow that is adjacent to this entry, you will see a jump list that includes pinned and
frequently accessed locations:

Pinned

Desktop

Downloads

E Documents

File Explorer B Pictures

- Frequent
Sethings

Power Music

§= Allapps Mew — m Videos

Clicking the Settings listing will display the Settings window:

Settings - o x
€03 SETTINGS [1
= ER @ Z o
°
System Devices Network & Internet Personalization Accounts
Display, notifications Bluetooth, printers, Wi-Fi, airplane mode, Background, lock Your account, sync
apps, power mouse screen, colors settings, work, other

users

N C - O

Time & language Ease of Access Privacy Update & security
Speech, region, date Narrator, magnifier, Location, camera Windows Update,
high contrast rec ckup

Clicking Power will provide you with options to temporarily
suspend your computer by putting it to sleep, restarting it, or
shutting it down entirely: = FleE Shut down

Sleep

settin  Restart

Power

k

= All apps
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Clicking the “All apps” listing will turn the entire left side of the Start menu in an
alphabetical list that displays every app and desktop application that has been installed on
your computer:

0-9 Life at a glance

Alarms & Clock Calendar

Calculator e w O

rL-*.Jalend.ar Microsoft Edge

30 Builder

Mestly Cloudy

<)

Camera
78° % = NE
Contact Support 76° i

Cortana Washington,... Phone Compa...  OneNote

2
O

Play and explore

()]

Get Office - .-
o ~
Get Skype '.‘ O -

Kbox Groove Music Movies 8 TV
~ ] . Chinawants to R . -‘ -l
e Music steal'gold- For many Greeks, the lines

market control © | ngw start at midnight
from the West

Get Started

([

Finally, while it is not part of the Start menu per se, it is important to note that the search
field on the taskbar will automatically become active when the Start menu is displayed. This
means that if the Start menu is displayed, anything you type will automatically be entered
into the search field. This system allows you to quickly find and open applications by typing
their name and then pressing the Enter key without having to navigate through the Start
menu at all.

TILES

Each tile in the Start menu represents an associated app or desktop application. Clicking on
these tiles will open that application on your desktop. While there are many different tiles
that represent many different apps shown here by default, it is important to remember that
this section of the Start menu is entirely customizable. You can remove tiles, add tiles,
categorize them into new or existing groups, and rename those groups.
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Resize Tiles

Tiles can come in four different sizes: small, medium, wide, and large. In the default
configuration, most of the tiles use the medium size, but tiles that display information more
often use the wide size. However, a tile can be resized to any of the above four sizes.

To resize a tile, right-click on it and move your cursor over the Resize option. The Resize
submenu lists all the available sizes and the current one will be denoted by a checkmark.
Click a new size to apply it:

Life at a glance

Calendar Unpin from Start

Resize > Small
e Turn live tile off Medium

Pin to taskbar ~  Wide
Microsoft Edge Cortana

k Large
Mostly Cloudy

78° % Bl NE

Washington,... Phone Compa...  OneNote

Move Tiles

Tiles can be moved around within their categories, as well as from one category to another.
Just like when moving icons around on your desktop, tiles are moved using the click and
drag method.

For example, suppose that you wanted to move the News tile to a more prominent place at
the top of the Start menu. To do this, you would click and hold down your mouse button on
this tile and then drag it upwards:

,Q John Smith Life at a glance

Get Started
B cetsipe
9;_ Maps
. People
B calculator

O Alarms & Clock

File Explorer
8} Settings Play and explore

™ Power

£= Allapps
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As you are dragging this tile, any adjacent tiles will darken and automatically move to
accommodate the News tile’s new location. Once your cursor has arrived at the new
location, releasing your mouse button will place it there:

,O\ John Smith Life at a glance

’ t Started

a Get Skype
9;_ Maps

. People
E Calculator Calendar

E) Alarms & Clock

e i

Microscft Edge

Partly Cloudy

7 6 o 85 Ijj a
75° |

File Explorer > Washingten,... Phone Compa...  OneNote

@ Settings Play and explore

d) Power

= Allapps ';‘

ﬁear:h the web and Windows

Rename Sections
To help keep things organized, tiles on the Start menu can be sorted into sections. By
default there are two sections: “Life at a glance” and “Play and explore.” Both these and any

other sections can be renamed by clicking on the section name and then typing into the
provided text box:

XN -
®

F

After renaming a section, press the Enter key to apply the new name:
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Add New Sections
To create a new tile section, click and drag a tile so that it appears above the title of an

existing section. When you see a coloured bar, you are in the right position:

3

OneNort

Play and explore

Release your mouse button to create the new tile section and add the current tile to it.
While this new tile section does not yet have a name, a placeholder name will appear. From
there you can rename the section as normal:

Partly Cloudy

76° % | g2

Washington,... Phone Compa...

Name group

Play and explore

Remove Tiles
Any tile that appears on the Start menu can be removed. To do this, right-click the tile in

guestion and then click “Unpin from Start:”

Life at a glance

<

Calendar Mail Unpin from Start

Resize

e E Turn live tile off

Pin to taskbar

Microsoft Edge Photos Cortana
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The selected tile will then immediately be removed from the Start menu:

Life at a glance

Calendar

e @)

Microsoft Edge Photos

If you wish, you can even remove all the tiles from your Start menu so that only the left side
of the Start menu is displayed.

LIVE TILES

By default, many tiles are considered live tiles. These types of tiles show live and constantly
updating information directly.

For example, you can see the top headlines within the News tile, current weather conditions
in the Weather tile, financial news in the Money tile, and your latest e-mail messages in the
Mail tile:

2 John Smith e

Microsoft Edge

’ Get Started Mestly Clear

)| GetSkype 760 85

2 M
g aps Washington, ... Phene Compa.. Onelote

. People Play and explore

E Calculator

EJ Alarms & Clock ';‘ @ ﬁ

Xbox Groove Music Movies & TV

Chinawants to  For many Greeks, the lines

steal'gold- now start at midnight
market control

from the West

Money =

File Explorer

@ Settings ﬂ

d) Power

Eg All apps

Search the web and Windows
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To disable this feature for a specific tile, right-click it and click “Turn live tile off:”

e N O

Microsoft Edge Photos

Maostly Clear

76° 7 | = NE

Washington| Unpin from Start | OneNote
Play and expli Resize

Turn live tile off

Pin to taskbar ant
e - -
& =/ -

Groove Music Mownes 8 TV

To re-enable this feature, click the “Turn live tile on” option instead.

RESIZING THE START MENU

While the contents of the Start menu can be modified, you can also change its dimensions.
For example, if your PC uses a widescreen monitor you might want to increase the width of
the Start menu, or you could increase the height of the Start menu so that you don’t have to
scroll to see all the tiles that have been pinned to it.

To resize the Start menu vertically, move your cursor to the top edge of the menu until you
see it turn into a double-headed arrow. Next, drag upward to increase the size of the Start
menu or downward to decrease it:

John Smith Life at a glance

Get Started

Get Skype

Maps

Pecple e

Calculator Microsoft Edge Photos
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To resize the Start menu horizontally, move your cursor to the right-most edge of the menu
until you see your cursor turn into a double-headed arrow. Next, drag to the right to
increase the width of the menu or to the left to decrease it:

,Q John Smith Life at a glance

Most used

. - el
Y Get Started '.‘ (o) i
a Get Skype Calendar Xbox Groove Music Movies & TV

©  Maps Chinawants to
- steal'gold-

e w O market control
People from the West:

B Calculator Microsoft Edge  Photos Money

Mostly Clear

76°% g1 @8

G Alarms & Clock

Washington,... Phone Compa..  OneNote

(= File Explorer
Settings
Power

= o apps

Note that when you resize the Start menu horizontally, you are only able to do it in
increments that equal the width of all the tiles in a particular section. This means that if the
Start menu includes two sections, you can have the two sections appear adjacent to each
other to have a wider menu, or above and below each other to have a taller, narrower
menu.

VIEWING ALL APPS

To view a list of all the apps and applications that have been installed on your computer,
click the “All apps” option in the lower left-hand corner of the Start menu:

File Explorer

Settings

Power

= All apps
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Now, the list of apps will be displayed and organized alphabetically:

0-9 Life at a glance
I 3D Builder

A

Alarms & Clock

2@ m O

Cterst Microsoft Edge  Photos
New
Mostly Clear

Camera

Contact Support 76 . ES [j:L ma

Cortana Washington,.. | Phone Compa.. = OneNote

Play and explore

G yaas
° -

Xbox: Groove Music Movies & TV

Chinawants to  Saeseso o

steal' gold- - ~ 5

market control S h

from the West i 3.\ ‘ ] T |
(] "

Money B ‘New" i -

@<+<@ac " orpa=m"

™

Clicking on an entry listed here will launch the associated app, while right-clicking on an
entry will give you options to pin this app to the Start menu or to the taskbar:

Calculator

Calendar

C _ _
MM pin to Start

Contad pin to taskbar

Cortana

To return the Start menu back to its default state, click the Back button:

o Groove Music
. New

& Back |3

Summary

Over the course of this topic you were introduced to the concept of PC’'s and how they
operate. Additionally, you should now be comfortable completing very basic tasks in
Windows 10, including signing into your Windows 10 account, navigating the desktop, and
using the Start menu.
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LESSON 2:
USING WINDOWS STORE APPS
AND NAVIGATION FEATURES

Lesson Objectives

In this lesson you will learn how to:
= Multitask with apps
= Search your computer

= View notifications

In this lesson you will learn about:
=  Windows Store apps

=  Windows 10 navigation
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TOPIC A: Multitask with Apps

One of the core functionalities found in Windows 10 is the ability to multitask with apps. By
being able to master this functionality, you will be able to work much more efficiently with
multiple applications. Over the course of this topic, you will learn all about how to multitask
with apps.

Topic Objectives
In this topic, you will learn:
= How to switch between apps
= About the Snap feature
= How to use the Snap Assist feature
= How to close an app

SWITCHING BETWEEN APPS

In Windows, you can interact with different windows and items as if you were moving
objects around on the surface of a desk. For example, windows can overlap each other and
can be stacked. If you have two or more open apps on your screen, you can switch back and
forth between them by clicking on a portion of the window.

In the image below, there are two open windows. Notice how the Microsoft Edge window
has a thin blue border and overlaps the File Explorer window. Both of these things mean
that the Microsoft Edge window is the currently the active window:

When you have several windows open at once,
clicking between windows (and sometimes moving
them) becomes impractical. That’s why every
window that is currently open on your desktop
displays an associated icon on the taskbar with a
blue underline. The active window will also have an
icon that will appear shaded in compared to the others.
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By clicking on a taskbar icon for another open app, you can switch to that app. You can also
cycle through open apps by holding down the Alt button and pressing the Tab button. When
you are at the desired window, release both keys to jump to it:

THE SNAP FEATURE

A very neat feature in Windows 10 is the ability to snap apps to either side of the screen or
in any of its four corners. This allows you to keep an eye on one app while working with one
or more other apps at the same time.

To snap any open app to either the left or right side of your screen, drag the title bar to
either the left or right edge of the screen until you see a ripple effect expand to outline half
of the screen:

Y 4
China wants to stealgold=marke
control from the'West

Release your mouse button and the selected app will expand to fill in that half of the screen:
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Home Search Quotes

Today Watchiist News Investing  Personal Finance

@
~ ‘ D
Bing - Microsoft Edge = k
8 T - ‘

=
>4

aag)
¥

China wants to steal gold-market control from the West

DOW
17,548.62

492240
2,051.31
6,667.55

Add 3 faunrite

To snap an app to a corner, click and drag the title bar of the app in question to the
appropriate corner of the screen:

Search Quotes

nvesting  Personal Finance

‘_!b!'!;—r‘f’ |

China wants to steal gold-market control from the West

17,548.62

To unsnap an app, click and drag its title bar towards the center of the screen.
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USING SNAP ASSIST

When you snap an app to any area of your screen, the Snap Assist feature will automatically
display thumbnails of any currently open apps in the empty adjacent space. In this example,
as the Money app was snapped to the right side of the screen, Snap Assist is shown on the
left:

Home Search Quotes

Today Waichiit News Investing Personal Finance

Bing - Microsoft Edge

DOW
17.548.62

492240
2,051.31
6,667.55

Clicking on any one of the thumbnails listed here will fill in the remaining space with the
associated app. In this example, the Microsoft Edge thumbnail was selected:

X .
O bing.com e Search Quotes

Watchlist ~ News nvesting  Personal Finance

DOW
17,548.62

4,922.40
2,051.31
6,667.55
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CLOSING AN APP

There are several different ways that you can close an open app. The most straightforward
method is to click the Close button in the upper right-hand corner of each app:

= Home

o Today  \Watchlist

China wants to stealigold=market
control from the West

WE

DOW
17,548.62

Search Quotes ,O

Investing  Personal Finance Real Estate  Careers  Videos

'y 7

| | — e
| Greece blinkﬁd’ﬂd itﬁst siX months
| of chaos havé beena@@mplete waste

Bus!

T +33.20 +0.19%

You can also right-click the title bar or taskbar icon of the app in question and click “Close

window:”

© All rights reserved.

China wants t( pinned

control from t
WY = B Desktop

Downloads

E Documents
DOW

17,548.62 B Pictures

Frequent

Music

Videos

B File Explorer

Unpin this program from taskbar

Close window
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AcTiviTy 2-1
Multitasking with Apps

As multitasking is an extremely useful feature, you would like to practice multitasking with

apps.

1. To begin, loginto your Windows 10 account.

2.  Click the File Explorer icon on the taskbar to open this application:

3. Next, click the Start button and then click on the News tile:

2 John Smith Life at a glance
Mo

¥ GetStarted
8| et skype Calendar

©  Maps

- e

B calculator Microsoft Edge

Mostly Sunny
7 o 85
76

Washington,...

) Alarms & Clock

Play and explore

File Explorer
3% Settings
™ Power

i Allapps
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0l NE

Phone Compa...  OneNote

G s
° -

Groove Music Movies & TV

Exclusive: Clinton to face
grilling by uni:w leaders on
trade, economic issues

News
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4. The News app will now be displayed on the desktop:

Choose edition

Recommendect
United States (English)

Canada (English)

5.  You would like to snap
the News app to the left
side of your screen.
Click and drag the title
bar of the News app
window to the far-left
edge of your screen
until you see a ripple
effect:

'e Application Settings

6. Release your mouse
button and the News

app will now take up choose edion
the left side of your S,

screen: Canada (English)
' Canada (frangais)
United States (espanol
Others
Argentina lespancl)
Australia English)

Osterreich (Deutsch)

Belgie (Nederlands)

You can always change it fram the Application Settings
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7. The Snap Assist feature is now shown on the right side of your screen. Click the File
Explorer thumbnail:

Choose edition
Recommended

United States (Engish)

Canada (English)

Canada (frangais)

United States (espafiol)

Others

Argenting (espanol

Australia (English)

Osterreich (Deutsch)

Belgie (Nedertands)

You can always change it from the Application Settings

8.

Downiosd:
Choose edition his PC
Recommended -
ictures
United States (English) usic gz o
usic i Videos
Canada (English) e e eer.

Canada (frangais)

+ Recent files (0
United States (espafiol)

Others.
Argentina (espafiol)
Australia (English)

Osterreich (Deutsch)

Belgie (Nederlands)

You can always change it from the Application Settings

9. Close the News app by clicking the Close button in its upper right-hand corner:

My News -+ Search ,O
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10. Although the News app is now closed, the File Explorer window will still be snapped
to the right side of the screen. To unsnap this window, click and drag the title bar of
this window towards the middle of the desktop:

11. File Explorer will now be displayed in the middle of your desktop:
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4

12. Right-click the File Explorer taskbar icon and click “Close window:’
Pinned

Deskiop

Downloads

E Documents

B Pictures

Frequent

Music

Videos

File Explorer

Unpin this program from taskbar

Close window

i | A

13. Sign out of Windows 10 to complete this exercise.
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TOPIC B: Search Your
Computer

Windows 10 now offers improved access to its search functions through the incorporation
of the search box into the taskbar. The most notable change you will find, however, is that
Microsoft Cortana has now been integrated with Windows search functionality. Over the
course of this topic, you will learn all about the various ways that you can search your
computer.

Topic Objectives
In this topic, you will learn:
= About Cortana
= How to set up Cortana and use its voice commands
= How to use the search field
= How to use the Cortana menu and the Cortana notebook

GETTING TO KNOW CORTANA

Microsoft Cortana is a digital assistant that was first created by Microsoft for Windows
Phone. Its chief purpose is to facilitate the search functionality in Windows 10 through
integration with the Bing search engine. It can also complete basic tasks for you such as
setting reminders, scheduling appointments, and much more. Windows 10 marks the first
time that that this powerful feature has made it to Windows on the PC.

Cortana is special in a few different ways. One of these features is that it can function not
only on text-based input, but also using natural voice commands. This means that you can
interact with Cortana by simply talking to your computer and asking questions. For example,
you could ask Cortana, “Will | need a coat tomorrow?” and Cortana will use its Bing
integration to look up the weather for tomorrow and provide you with an audible answer —
just like a natural conversation!
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SETTING UP CORTANA

Before you can start using Cortana, you first
need to complete some simple configuration
tasks to get it working properly. To do this,
first click inside the search box on the
taskbar. Some information about Cortana
and what it is capable of will be displayed.
Click Next:

(If you do not wish to enable Cortana at this
time, clicking the “Not interested” button will
hide this information.)

As Cortana collects your information and
uses it with Microsoft operated services
(such as Bing), you will need to agree to a
privacy statement before continuing. Clicking
the “I agree” button will continue the
configuration process:

O

T Before we get started, I'll need
some info.

To let Cortana do her best work, Microsoft

&2 collects and uses information including your

- location and location history, contacts, voice
input, searching history, calendar details,
content and communication history from
messages and apps, and other information on
your device. In Microsoft Edge, Cortana collects
and uses your browsing history. You can always
tinker with what Cortana remembers in the
MNotebook, disable Cortana in Microsoft Edge, or
turn Cortana off entirely.

Privacy Statement

1 Search the web and Windows

© All rights reserved.
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Here are some of the things | can
do for you.

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

L’vear:h the web and Windows
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At this point you need to enter the name that you
would like Cortana to refer to you as when
responding to queries. Upon entering a name, click
Next to continue:

Next, you will be prompted to allow Cortana to use
your location. For the best results, click Allow:

O

To help out, | need to use your
location. Do you want to let me
do that?

O

O Mo thanks Allow s

== Search the web and Windows

© All rights reserved.

O

Great! Now what would you like

me to call you?

Johd

Search the web and Windows
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Click Yes to confirm this setting:

Let Search access your location and location history?

Let Search access your location and location history?

To change this later, go to the Settings app.

.

At this point you can choose to have Cortana listen for the prompt “Hey Cortana.” By
enabling this option, you don’t have to use the search box to interact with Cortana. All you
will need to do is say, “Hey Cortana” followed by a query such as, “What’s the weather
outside?” If you wish you enable this feature, click the “Yes please” button.” Otherwise, click
“Not now:”

O

Ok, John. Next, here's how we
can talk.
If you'd like, Cortana can listen when you say

"Hey Cortana.” Mo typing or clicking required.
Want to turn that on?

Hey Cortana

O

Mot now Yes please

. Search the web and Windows

If you choose to enable the “Hey Cortana” feature, you will then be asked to speak various
phrases into your microphone so that it can learn to recognize your voice pattern.
Otherwise, the configuration process will be complete.

USING CORTANA VOICE COMMANDS

There are hundreds of possible voice commands that you can use to interact with Cortana.
For example, you can conduct mathematical operations (“What’s the square root of 42?”),
set reminders (“At five o’clock, remind me to call Jane”), get directions (“Get me directions
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to the nearest Starbucks.”), play music (“Play the Rolling Stones”), and even get it to tell
jokes (“Tell me a joke”).

If Cortana has been configured, you will see that the search box on the taskbar includes a
small microphone button:

Listening...

(You can also toggle this feature by pressing Win + C on your

keyboard.)

g Here's the current weather.
As you speak a voice command, its interpretation of what o
you are saying will be p_rmted in the search qu. Afte.r a_ . _\'. ] N
moment, a response will be presented both visually inside ol 0= /7 W
the Cortana menu and audibly. For example, here you can Mon13 Tuels Wed1s Thute  Fi7
see Cortana responding to the query, “What’s the weather 5 & & % &
like at Halifax in Canada?” S|l E2 55| =

Data from Foreca
See more in MSN Weather

Show weather updates for this city

b See more results on Bing.com

©

What's the weather like outside?
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The “Hey Cortana” Feature

If you have chosen to enable the “Hey Cortana” feature, then you don’t need to use the
microphone button to interact with Cortana. At any point that you require Cortana’s
assistance, just say “Hey Cortana” followed immediately by your command. For example, if
you wanted to know the weather you would say, “Hey Cortana, what’s the weather like
outside?”

A smaller version of the Cortana menu will appear and the question “what’s the weather
like outside” will be displayed inside the search box:

what's the weather like outside 1yilgard

The results of this command will then be displayed visually and audibly in the Cortana menu
as before.

Secondary Commands
Occasionally a command will require secondary
information. For example, suppose that you wanted
Cortana to set a reminder for you and you say, “At
five o’clock remind me to call Jane.” Cortana will
process this information and then give you a chance g
to confirm it (“Yes”), repeat the command (“No”), or e \BE
cancel the whole process (“Cancel”):
Today
(Rather than having to repeat yourself, you can also
adjust the reminder manually in the Cortana menu
using the various items outlined in blue.) Only once

5:00 PM

Remind Cancel

Search Using Bing

As Cortana is fully integrated with the Bing web
search engine, you can use Cortana to search the
web. For example, suppose that you wanted to
research the War of 1812. To do this, toggle Cortana
and say “The War of 1812.” Following this
command, Cortana will open the Microsoft Edge you can say Yes, No, or Cancel
browser (or, if it is open already, a new tab will be
created). The search results based on your query will
be displayed:

© All rights reserved. 59 of 311



(60]

Microsoft Windows 10 — Part 1

B The Warof1812. -Bing X =+

< > O ‘ 8 bing.com

> bing  The war of 1812,

Web Images Videos Maps News Explore

6,450,000 RESULTS Any fime

War of 1812 - Wikipedia, the free encyclopedia
en.wikipedia.orgiwikiWar_of_1812 ~

The War of 1812 was a military conflict, lasting for two-and-a-half years, fought by the
United States of America against the United Kingdom of Great Britain and ...

Origins - Declaration of war - Course of the war - Theatres of war

War of 1812 - Facts & Summary - HISTORY.com
wwyi_history.com/ftopics/war-of-1812 ~

Find out more about the history of War of 1812, including videos, interesting articles,
pictures, historical features and more. Get all the facts on HISTORY com

The War of 1812: An Overview - About.com Education
militaryhistory.about.com » Conflicts - Wars Through History ~

1812 to 1815. Resulting from American anger over trade issues, impressment of ._

Home | The War of 1812 | PBS

wwwi.pbs.org/wnediwar-of-1812 ~

For two and a half years, Americans fought Against the British, Canadian colonists, an
native nations. In the years to come, the War of 1812 would be celebrated in

Short History of the War of 1812 - USS Constitution Museum

www.ussconstitutionmuseum. b /bicentennial/short-histery-1812 ~

was a developing nation. Although twenty years had passed since the end of

et ranan

Videos - The U.S. Constitution - Swamp People - Games - War of 1812 - James Madison

The War of 1812 was fought between the United States and Great Britain and lasted from

d

g
Short History of the War of 1812. At the beginning of the 19th century, the United States

I
=
& o

*

@l two-and-a-half years, fought by
of America against the United K.
Britain and Ireland, its North Am
and its American Indian allies. £

en.wikipedia.org

- oy |
Start date: Jun 18, 1812
End date: Mar 23, 1815

Related people

g <

b
Andrew Tecumseh  James Thomas
Jackson Madison Jefferso

People also search for

.’ EpET
fo]

American Battle of Burning of  Louisian

Revolutionar New Washington  Purchas
YT Octannn

USING THE SEARCH FIELD

While Cortana can search your computer for
specific files or folders (such as “Find the
Welcome to PowerPoint presentation”), it
can sometimes get confused when you have
more complex file names like
“3QTR_results_presentation.pptx.” In such
situations, typing a query into the search
field on the taskbar is often a smoother
experience.

To use the search field, click inside it and

then type your query. The results will
immediately be shown in the search menu:
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web
jol
jol

3QTR_results_presentation.pptx
PPTX File
Last modified: 7/13/2015

3qtr13

3qtr13 parker seal

3qtr12

3qtr

3qtrx hydrogen generator

3qtrx hydrogen generataor for sale
3qtrx hydroxy generator

3 gtr ton truck

My stuff

1
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The search menu is divided into two sections:

System Information
Desktop app

System

Control panel

Apps
B system Configuration

Settings

5 About your PC

% Adjust system volume

% Change system sounds

Store
&  Systems Of Human Body

Glitch in the System

Web
22 systemic lupus erythematosus

L system sensor

oR My stuff

system|

The top part of the section will list the top results from the search (1). Typically this is
where you will see what you are looking for. Below the top results section, the search menu
will be divided into sections based on the results (2). For example, you will see suggested
web searches, items that can be found in the Control Panel, any apps or applications that
you might have installed, as well as items in the Windows Store.

(As the top result in a search will already be selected, pressing Enter on your keyboard will
automatically open that result after conducting a search.)

At the bottom of the search menu after you conduct a search, you will also see two buttons:
“My stuff” and Web.

a® My stuff “ L2 wWeb

system

Clicking the “My stuff” button will display only results from your computer and ignore
results from the web. Additionally, it will display an expanded search tool. This will include
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much more detailed information about the results of the search, as well as tools to sort
those results:

system

Sort: | Mast Relevant ~ Show: | Al v £ search the web
Apps

This Device Seeall 2

ig_ System Information Ej System Configuration

Folders

This Device Seeall 2
System Tools 7/4/2015 Z:0
C:\ProgramData\Microsoft\Windows\Start Menu\Programs\Windows Accessories
Windows System 7/4/2015
C:\ProgramData\Microsoft\Windows\Start Menu\Programs

Settings

This Device See all 29

E About your PC

On the other hand, if you click the Web button, then the results of a Bing web search using
those terms will be displayed in the Microsoft Edge browser:

x [+ = o X

O | & bingcom % =2 & -

b bing = system ﬂ

Explore Frangals  John

B system - Bing

Web  Images  Vidoos  Maps  News

NOUN

1. a set of things working together as parts of a mechanism or an interconnecting
network:

structure i complex - network - More

2. a set of principles or procedures according to which something is done; an

12370,000,000 RESULTS Narrow by language ~ Nartow by region ~

Related searches
SyStem System Restore
[ 'sistsm | (®) Muscular System

Computer System
Skeletal System

Operating System

Human Body Systems

Online Training System
Performance Management Systems.

organized scheme or metho
synonyms: method - methodology - technique - process - procedure - More

Powered by OxfordDictionaries - © Oxford University Press

System - Wikipedia, the free encyclopedia

en.wikipedia orghwiki/System ~

A system is a set of interacting or interdependent components forming an integrated
whole. Every system is delineated by its spatial and temporal boundaries ..
Systems Theory - Systems Analyst - Systems Engineering

System | Define System at Dictionary.com

dictionary.reference com/browselsystem

noun 1. an assemblage or combination of things or parts forming a complex or unitary
whole: a mountain system; a railioad system. 2. any assemblage or set of

system - definition of system by The Free Dictionary
www thefreedictionary.com/system ~

USING THE CORTANA MENU

When you first click inside the search box, the Cortana menu will display the home page. By
default, this includes basic information such as the current weather conditions in your area,
recent news headlines, and anything your might have on your schedule. However, keep in
mind that all of this is completely customizable.
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On the left-hand side, you will see a stack of icons that can display different

areas of the Cortana menu:

Clicking the hamburger icon (E) at the top will expand the menu to show

names of each option:

CORTANA
Home
Notebook
Reminders

Feedback

YouTube Bullie...

58 Askme anything

The Notebook button will display the Cortana Notebook.
This is where you can customize how Cortana operates
in a variety of different ways. For example, you can
choose what categories of information you would like to
include on the home page of the Cortana menu:

© All rights reserved.

the

Notebook

R=

o
e

About Me

Connected Accounts

Settings

Eat & Drink

Events

Finance

Getting around

Movies & TV

Music

News

Sports

Travel

Ask me anything
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Clicking the Reminders button will display the Reminders list. Reminders
This is where any reminders that you scheduled through
Cortana will be listed. Using the controls here, you can

remove, modify, sort, and add reminders: O S e

All Time P

Finally, the Feedback button provides you with the
opportunity to provide feedback to Microsoft about Cortana
and how it performs:

Provide feedback

O Dislikes
Ask me anything

Include a screenshot
Privacy Statement

Learn more

Ask me anything

USING THE CORTANA NOTEBOOK

=l Notebook
ol A= About Me
Cortana’s Notebook is where you can access some of
the settings that control Cortana and choose what kind
of information you would like Cortana to display on its

B E% Connected Accounts

o @ Settings
=

home page. B Y0 Eat & Drink
3 Events
With the Notebook button selected on the Cortana &7 Finance

menu, you will see that it is divided into two sections: _
f= Getting around
&

Movies & TV
5 Music
News
@7 sports
l%\,:' Travel

Ask me anything
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The top section includes the following options:

R= About Me

E Connected Accounts

ﬁ} Settings

Let’s look at each option in detail.

About Me: Clicking this option will give you access to controls to change the name that
Cortana uses for queries, as well as how it pronounces it.

About John

Change my name

Change the name Cortana uses for you, or how Cortana
pronounces it.

Favorite places

Edit favorites

Home, work, and other saved favorite locations

Additionally, you can add, edit, or remove favorite places. This is useful if you are frequently
asking for directions, since it is easier to say “Where is the closest Coffee Club to work?”
than “Where is the closest Coffee Club to 4867 Complicated Drive?”

Connected Accounts: If you are using an Office 365 account to log into your Windows 10
account, Cortana offers an expanded feature set.

Connected Accounts

Cortana can provide you more value when your accounts
and services are connected. Manage your connected
accounts here.

Office 365 Off
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Settings: This is where you will find most of the settings
that control how Cortana works — on the right.

Settings

Cortana can give you suggestions, ideas,
reminders, alerts and more.

The first switch at the top of the menu will allow you to
turn Cortana off entirely. Additionally, you will find a link
that allows you to see and manage what Cortana knows
about you. This is typically information like search
history, interests, saved places, and other items (as

shown below): Hey Cortana

Let Cortana respond to "Hey Cortana.”

® On

Settings

Cortana can give you suggestions, ideas,
reminders, alerts and more.

Respond best:
O To anyone
® On

®) Tome

The second switch from the top, Hey Cortana, allows you to toggle the “Hey Cortana”
feature on or off. Remember, this allows you to say “Hey Cortana” followed by a command
or query without having to interact with Cortana in any other way. Additionally, you can
choose to have Cortana respond best to just you or whomever happens to be using the
computer. If you choose the former option, Cortana will then need to learn your voice by
having you read a number of different statements:

Settings

Hey Cortana
Let Cortana respond to "Hey Cortana.”

Respond best:

O To anyone

®) Tome

Relearn my voice
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Lower in the Settings menu, you will find a toggle (“Find flights and more”) to control how
Cortana automatically finds tracking information, such as flight numbers in any messages
that you receive. It can then use that information to provide you with up-to-date

information.

Additionally, you will also find a toggle (“Taskbar tidbits”) that controls whether or not
Cortana can issue you greetings or other information inside the search box, but not audibly:

Settings

Relearn my vaice

Find flights and more

Detect tracking info, such as flights, in messages

on my device.

® On

Taskbar tidbits
Let Cortana pipe up from time to time with
thoughts and greetings in the Search box.

® On

ow Bing filters adult content fro

or manage other

Below the toggles and buttons, you will find links that allow you to directly access Bing
SafeSearch settings to filter the content that can be returned from a Cortana search, as well
as modify other privacy settings and learn more about Cortana and search in Windows 10.

Showing and Hiding Categories

Cortana’s home page can provide you with all sorts of
information. For example, you can display sports scores,
recent news, recipe suggestions, and much more.
Additionally, the more Cortana knows about your likes
and dislikes, the better it can provide results that are
more tailored to you.

To customize what categories of information are shown
on the Cortana home page, refer to the second half of the
Settings menu (as shown on the right):

Clicking on a category will show contextual options that
allow you to tailor the category to your needs. For
example, if you click the News option, you will see a toggle
at the top of the menu that gives you the options to turn

© All rights reserved.

Notebook

Eg Connected Accounts

fé? Settings

Y0 Eat & Drink
£33 Events

4 Finance

= Getting around
3 Movies & TV
5 Music

News

m’ Sports

l%ﬁ Travel

J:J' Weather

Ask me anything
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off news cards so that headlines are removed from the Cortana home page entirely:

News

Get the latest headlines and stories on the topics that
interest you most and for places you care about.

News cards

@ on

Local news

@ on

Headline news

@ on

Recommended stories

@ on

News topic cards

Save

(]

Below that primary toggle, you can choose to add or remove local news, headline news,

recommended stories, news category cards, and/or trending news:

© All rights reserved.

Local news

@ on

Headline news

@ o

Recommended stories

@ o

MNews topic cards

@ on

News category cards

@ on

Save

Ask me anything

)
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Additionally, you can choose to give precedence to headlines that relate to a specified

category or topic. For example, you can choose to follow only “Technology headlines” or

something much more specific like “Pluto:”

Mews topic cards

@ on

News category cards

@ on

Trending news

@ on

News categories you're tracking

Technology headlines | + Add a category

News topics you're tracking

News about Pluto | + Add a topic

Save

L-':-.S-( me anything

=

Any changes that you make to a category will immediately be represented on Cortana’s

home page:

Q&A: What New Horizons could tell us about ...

+ 3 minut:

Watch: Here's What New

Horizons' Pluto Flyby Will Look ...

Wired News . 20 minutes ago
from the web

See all news like this

Ask me anything
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TOPIC C: View Notifications

Notifications have been a component of Windows in one way or another for quite a while.
While their core purpose (to alert you of events) is unchanged, they have been updated in
different ways. Over the course of this topic you will learn all about notifications and how
they have changed in Windows 10.

Topic Objectives
In this topic, you will learn:
= About Windows 10 notifications
= About the Action Center
* How to open and close the Action Center
= How to clear notifications
* How to customize notification settings

ABOUT WINDOWS 10 NOTIFICATIONS

Notifications are a way in which apps and Windows 10 itself alert you of important events
without directly interrupting whatever you’re working on.

For example, if you insert a removable device into your computer, Windows 10 will show a
notification in the lower right-hand corner of your screen:

DISK151 (E:)

Notifications also act as a shortcut to address what is happening. For example, if you were
to click on a notification about a removable device that has been connected to your PC, a
menu of options will be provided in the upper right-hand corner of your screen:

DISKTST (E2)

Choose what to do with removable drives.

' Configure this drive for backup
&1 rile History

Caonfigure storage settings
Settings

Open folder to view files
File Explorer

Take no action
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Similarly, if you were to click on a notification that was displayed because you received a
new e-mail message, the message in question will be opened in the Mail app.

Notifications can be useful to let you know what’s going on. However, there may be
instances where they don’t need any action from you. While they will automatically be
hidden from view after a few seconds, you can choose to disregard a notification entirely by
moving your mouse over the notification and clicking the small X button in its upper right-
hand corner:

DISK151 (E:)

ABOUT THE ACTION CENTER

The Action Center has been completely reorganized in Windows 10 and its purpose has also
changed somewhat. While it is still an area where you can view security and maintenance
notifications, it also acts as a central hub where you can view and interact with notifications
from apps of all kinds. Additionally, it has been designed to provide you with quick access to
a number of the more frequently used Windows 10 settings.

Instead of appearing in a window, the Action Center appears as a task pane on the right
hand-side of your screen:

ACTION CENTER

Security and Maintenance

Stocks close up more than 1% amid

Windows Feedback

o= How do you feel about the quality ¢
a

o ey Bl e 8 o

08 @
Tablet mode Rotation lock  Note
=

Connect
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The top three quarters of the Action Center lists notifications and organizes them by app
(Tips, Money, etc.) or category (such as Security and Maintenance). You can interact with
these notifications in the same manner as you would if they appeared on your screen. For
example, clicking on a notification will allow you to address it or view its associated content.

The lower quarter of the Action Center includes a grid of quick actions. By default, these
quick actions include a “Tablet mode” toggle button and a rotation lock toggle for tablets.
You will also find links to the Settings window, the OneNote notes feature, VPN connection
information, device connection information, and toggle buttons for Location and Quiet
Hours features (which both silence notifications).

Clicking a quick action button will toggle a setting (such as Quiet Hours or Tablet mode),
display a window (such as All Settings or Notes), or display settings directly within the task
pane (such as Connect).

OPENING AND CLOSING THE ACTION CENTER

In the notification area, you will see the Action Center taskbar icon:

%01 AM

A~ 1 i) E 771472015

This taskbar icon will change slightly depending on if there are new notifications available in

the Action Center:

If there are no new notifications, then the icon will have no fill:

If you have enabled the Quiet Hours feature so that you are not bothered by new
notifications, the icon will look like this:

=
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No matter what the state of the Action Center icon is, clicking on it will display the Action
Center task pane:

ACTION CENTER

Security and Maintenance

You have 2 or new app

A Disable apps to help improve perfor

Tips

Wondenng what's n
For info about Window:

Wondening what's new?

For info about Wind 0, go to Start =

Money

Stocks close up more than 1% amid

Windows Feedback

gm How do you feel about the quality ¢
-

seman Fonl Al #Hln el

& [ S
Tablet mode Rotation lock  Mote All settings

oF (S faa)

Quiet hours Location

903 AM

~ B By 74005

When you are done with the Action Center, click on another area of your screen or the
Action Center icon in the notification area to close it.
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CLEARING NOTIFICATIONS

As the Action Center acts as a hub for any and all notifications, it can sometimes become a
little cluttered. To help keep things neat, you have the option to clear individual, categories
of, or all notifications. To clear an individual notification, click the small X button in its top
right-hand corner:

ACTION CENTER

Security and Maintenance

A Disable apps to help improve perfor

You have 3 or more new apps that start a

To clear all of the notifications from a specific app or category, first move your mouse
cursor over the app or category header. This action will display an X button. When this
button is clicked, it will clear all of the notifications in the associated app or category:

ACTION CENTER

Tips

0 Wondering what's new?
For info about Windows 10, go t

Wondering what's new?
For info about Windows 10, go t

Finally, to clear all of the notifications within the Action Center, click the “Clear all” link in
its upper right-hand corner:

ACTION CENTER

Money

stocks close up more than 1% amid
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If the notifications have been cleared from the Action Center, only a simple message will be
displayed in addition to the quick action buttons:

ACTION CENTER

No new notifications

3 @ O
Tabletmode  Rotation lock | Note

e

Connect

CUSTOMIZING NOTIFICATION SETTINGS

Like many of the components that make up Windows 10, the Action Center and the
notification settings can be modified in different ways. To customize these settings, first
display the Settings window by clicking “All settings” in the Action Center:

Windows Feedback

o= How do you feel about the quality ¢
-

semaa Fonl Al #Hlhn mien i

@ [ 2L

Tablet mode  Rotation lock  Mote All settings

(S fia

Quiet hours Location

Then, click the System category:
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Settings

202 SETTINGS

=

System
Display, notifications,
apps, power

AT
Time & language
Speech, region, date

Find a setting

e =

Devices Network & Internet
Bluetooth, printers, Wi-Fi, airplane mode,
mouse VPN

Personalization
Background, lock
screen, colors

s & O

Update & security
Windows Update,
recovery, backup

Ease of Access Privacy
Narrator, magnifier, Location, camera
high contrast

L

Accounts
Your account, sync
settings, work, other
users

With the System category displayed, choose the “Notifications & actions” sub-category. All
settings to customize notifications and the Action Center will be listed here:

& Settings
£33 SYSTEM
Display

Apps & features

Multitasking

Tablet mode

Power & sleep

Storage

Offline maps

Default apps

About

Find a setting

Quick actions

Choose your quick actions

Bll&| D &

Select which icons appear on the taskbar

Turn system icons on or off

Notifications

Show me tips about Windows
@D on

Show app notifications

@D on

Show notifications on the lock screen

@ o

Show alarms, reminders and incoming VOIP calls on the lock
screen

Let’s examine the settings that are available in this category by section:
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Quick actions

Choose your quick actions

B @ || D/ &

Select which icons appear on the taskbar

Turn system icons on or off
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In the “Quick actions” section, the four small buttons are used to select the four primary
quick actions that you would like to have displayed on the Action Center. For example, you
could swap out the “Tablet mode” button for the VPN toggle if you wanted. However, the
available actions will be shown by default if the action buttons area in the Action Center is
expanded.

Below these buttons are links to choose exactly what is shown in the notification area. For
example, you could choose to hide the volume control icon or an icon from a third-party
program.

The Notifications section includes toggles that allow you to choose what kind of
notifications are displayed and when:

Notifications

Show me tips about Windows

@ on

Show app notifications

@ on

Show notifications on the lack screen

@ on

Show alarms, reminders and incoming VOIP calls on the lock
screen

@ on

Hide notifications while presenting

@ O off

By default you will see notifications that include tips and app notifications. Additionally, you
can choose to have notifications shown on the Lock screen, as well as alarms, reminders,
and incoming VOIP calls. If you wish, you can also choose to have all notifications hidden
while you are presenting in PowerPoint or another application.
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The “Show notifications from these apps” section is where you can turn on or off
notifications on an app-by-app basis:

Show notifications from these apps

Mail @D on
On: Banners, Sounds

o Microsoft OneDrive m On
-

On: Banners, Sounds

Mews . ) On

On: Banners, Sounds

- Windows Explorer m On

On: Banners, Sounds

For example, if you wanted to prevent the News app from displaying notifications, you
would toggle its associated control to the Off position.

AcCTiviTY 2-1
Viewing and Managing Notifications

You have noticed that you have received a few different notifications over the past few days
since you started using Windows 10. You would like to use the Action Center to view and
manage these notifications.

1. To begin, loginto your Windows 10 account.

2. Examine the notification area on the far right-hand side of the taskbar. Click the
Action Center icon:

%03 AM

A BT ) L?* 7/14/2015
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3. The Action Center task pane will now be displayed on the right-hand side of your
screen. The upper portion of the task pane will be populated with notifications,
while the lower portion will display quick actions:

ACTION CENTER

Security and Maintenance

A Disable apps to help improve perfor

ap start a

Wondering wh

For info abol
For info abo

Money

Stocks close up more than 1% amid

Windows Feedback

gm How do you feel about the quality ¢
-

Hlemnae A vemas Frnl abhmad Hhon moanlibe -

g & O i

Tablet mode Rotation lock  Note All settings
= i & fan}

Quiet hours Location

4. Review the list of notifications. Beside any notification, click the downward
pointing arrow in its lower right-hand corner to expand it:

ACTION CENTER

Money

m Stocks close higher for fourth sessio
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5. Review this notification. When you are done with it, clear it by clicking the X button
in its upper right-hand corner:

ACTION CENTER

Money

m Stocks close higher for fourth
session as earnings ramp up

6. The selected notification will now have been cleared from the Action Center. Next,
you would like to clear all of the notifications that you see here. In the upper right-
hand corner of the Action Center, click the “Clear all” link:

ACTION CENTER

Money

Stocks close up more than 1% amid

(If you do not have any notifications, skip to step eight.)

7. All of the notifications that were listed in the Action Center will now have been
cleared:

ACTION CENTER
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8. To make room for more notifications, you would like to only show the top row of
action buttons at the bottom of the task pane. Near the lower right-hand corner of
the Action Center, click the Collapse button:

08 &8 [J

Tablet mode Rotation lock  Mote All settings

(S i

Quiet hours Location

9. The Action Center will now look like this:

ACTION CENTER

No new notificatio

=) & o

Tablet mode  Rotationlock  Note

10. Click anywhere outside of the Action Center to close it. Log out of your Windows 10
account to complete this exercise.
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TOPIC D: Windows Store Apps

The Windows Store lets you search through a wide variety of apps that have been created
by third-party developers. Once you have found an app that you like, you can then choose
to purchase, download, and install it to your PC. These apps range from games to
productivity software, with a wide selection that is available for free. In this topic, you will
learn how to use the Windows Store to find and download new apps.

Topic Objectives
In this topic, you will learn:
= About Windows Store apps
* How to open the Windows Store
* How to navigate through the Windows Store
* How to download and install apps from the Windows Store
= How to uninstall apps downloaded from the Windows Store

ABOUT THE WINDOWS STORE

The Windows Store is a central hub where you can find, download, and install new apps, all
from one central location. This saves you from trying to track down apps from various places
on the Internet and provides a much simpler way to install them. Additionally, the Windows
Store allows you to download games, music, and even television episodes and movies.
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OPENING THE WINDOWS STORE

To open the Windows Store, click the Store tile on the Start menu:

Greece's Deal: How the deal works
What Could

Passibly Go

Wrong Now?

= File Explorer

Settings
Power

All apps

(You may need to scroll down a little bit to see this tile.)

You can also type “Store” inside the search box and click on the top result:

ﬁ Store

Trusted Windows Store app

s

% Setup PIN sign-in

Settings

28 My stuff 2 Web

store
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No matter which way you open the Windows Store, it will appear on the desktop in its own

window:

Store

Games  Music

Home  Apps

Movies & TV a Search jel

Flipboard
knge yet Your personal magazine
App top charts App categories Game top charts Game categories Featured

Picks for you Show all

Netflix Microsoft Solitaire Collecti... ' HP Scan and Capture =

Installed Free ‘ .

NETFLI x Popular now Popular now Popular now [

v/_}

CoMMON WINDOWS STORE APP NAVIGATION FEATURES

At the time of publication, there were hundreds of thousands of apps available in the
Windows Store, and even more music, movies, and games. Luckily the Windows Store has
several different features to make navigation easier:

Home  Apps

Games  Music Movies & TV

Despicable Me: Minion Rush

Minions are ready for their tastiest challenge yet

App top charts App categories Game top charts Game categories Featured
Picks for you e Show all
Netflix Microsoft Solitaire Collecti... \\ HP Scan and Capture -
Installed Free ;] .
NETFLI x Popular now Popular now Popular now [
v/_}
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When you first open the Windows Store, you will see some popular downloads (apps,
games, movies, etc.) featured prominently in the carousel gallery (1). Above this you will
see five main categories: Home, Apps, Games, Music, and Movies & TV (2). You can click
any category to view related results:

Store

Apps Games Music Movies & TV A Search

The Island Castaway®: Lost World™ HD

Being stranded on a remote island has never been so entertaining!

Game top charts Game categories Featured games

Games we picked for you Show all

FarmVille 2: Country Escape T Hill Climb Racing

Free Free
Popular now , / Popular now
5_“":! s

Near the top right-hand corner of the Windows Store, you will see the Search field (3). Using
this feature you can enter keywords to find the item you are looking for across all of the
categories. For example, here we were looking for PowerPoint:

Simple Solitaire
Free

Popular now

Store - o %
Home Apps Games Music Movies & TV jes | jol ‘l
. n H n
Refine Results for "PowerPoint
Type
Apps (36) Show all
Apps
Games n a
Albums
Songs
PowerPoint Mobile Word Mobile Excel Mabile Preview Open Powerpoint
Mavies Preview Preview aladatl Files
Hk Ay ke Free ke
Free Free Free
TV shows
Albums (3)

Mission Statement 100 Tracks of PowerPaint OS
Powerpoint Powerpoint Music Emily's Got Ebola

(Clicking on any result listed here will display the associated product page.)
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Finally, if you scroll down with any of the categories displayed, you will see many different
general categories (4) that can help you find the download that you want. For example, the
Home category will show lists for the most popular free apps, the most popular paid apps,
and apps that are the highest rated by other users:

Store - 0 x
Home Apps Games Music Movies & TV 2 PowerPoint jol
App top charts App categories Game top charts Game categories Featured
Picks for you Show all

Netflix Microsoft Solitaire Collecti... HP Scan and Capture -
Free Installed Free 1 .
NETFLIX Popular now Popular now Popular now
e
Top free apps Show all
i W .
Facebook Netflix Skype Adobe Photoshop Hulu Plus Viber - Free Phone VLC for W
Jodedeoh Jedr ek ek EXPTESS Hrdrkey Calls & Text 2 8 8
Free Free Installed P Free ThIK Free
Free Free
Best-rated apps Show all

DOWNLOADING AND INSTALLING WINDOWS STORE APPS

Once you have found the app that you are looking for, you can start to download and install
it from its product page. The product page typically includes a description of the app, a
selection of screenshots, user reviews, technical information, and a list of related apps. To
download and install the app, click the Free button:

Home  Apps Games

Screenshots ehone

OREZ 2 G

2 A

Music  Movies & TV

Twitter
Twitter Inc.
Hhkr

£ Share
With Twitter, you can watch the world unfold like never

before.
More

Ratings and reviews

Cam you guys update this app
*

2 search gel

Show all

Parity

ek
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(If it is a paid app, you would see a price instead, and would be prompted to enter account
and payment information upon clicking it.)

A progress bar will then appear and indicate the download and installation process:

Store - o %
Home Apps Games Music Movies & TV 1 o} Search pel |
Twitter
Twitter Inc.
ey
£3 Share

With Twitter, you can watch the world unfold like never
before.
More

5.8 MB of 5.8 MB

Screenshots shone

[©]
5]
- -
&
a2
[~]
Ratings and reviews Show all
Q /I Cam you guys update this app Parity
- B g

When the process is done, the app is ready to be used and can be found through the Start
menu. Additionally, an Open button will also be displayed on the product page:

o«
Home  Apps  Games Music  Movies & TV a Search 2 ‘
Twitter
Tuwitter Inc.
Ay
£3 Share
With Twitter, you can watch the world unfold like never
before.
More

This product is installed.
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UNINSTALLING APPS

To uninstall an app, first display it in the Start menu or using the search field. Right-click the

listing and click Uninstall:

wWeb

a
0
0

© o o v o

Twitter

Trusted Windows Store app

twitter.cqd

twitter

twitter Io|

Pin to Start
Pin to taskbar

Uninstall

s

twitter logo

L twitter analytics

twitter stock

twitter search

twitter sign up

twitter search people

My stuff

Twitter

P Web

)

If you choose to use the search box, the app will immediately be uninstalled from your
computer. If you choose instead to use the Start menu, a pop-up dialog will ask you to

confirm your choice. Click Uninstall to complete the process:

© All rights reserved.

This app and its related info will be

uninstalled.

| Uninstall |

L3
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ACTIVITY 2-2
Working with Windows Store Apps

You would like to add some apps to your computer from the Windows Store so that you can
do more with your computer.

1. To begin, loginto your Windows 10 account.

2. Open the Windows Store by typing “Store” into the search box on the taskbar and
clicking the top result:

ﬁ Store

Trusted Windows Store app

Settings

¢ Set up PIN sign-in

58 My stuff £ Web

store
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3. The Windows Store will now be open in its own window on your desktop:

Home Apps Games Music Movies & TV

Despicable Me: Minion Rush

Minions are ready for their tastiest challenge yet

App top charts  App categories Game top charts

Picks for you

Mail and Calendar
Installed
Popular now

Star Wars: Commander
Free

Popular now

Game categories

a ‘ search

Featured

Facebook
Free

Popular now

Show all

Fal

4. Near the top of the Store window, click the Apps category:

Store

Home  Apps Games

Music

Movies & TV

MMIEEEE. . &

5. Scroll down and review all of the options that are presented in the Apps category:

Hulu Plus

Watch current episo

App top charts

Apps we picked for you
NETFLIX @ ebay

Top free apps

Twitter
wwwss wewes

NETFLIX

Adobe Photoshop

Facebook Netflix Hulu Plus.

and full seasons

App categories Featured apps

Heart
RADIO

VIC for Windows 8 iHeartRadio

-----

VIC for Windows B Twitter

amazon

/&Q amaz
o

Adobe Reader Touch _Amazon
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6. Near the top right-hand corner of the Store window, click inside the Search box.
Type “Adobe Reader:”

2 Adobe Reade] | xR

7.  Pressthe Enter key on your keyboard. You will see a list of apps in the Windows
Store that match the terms that you entered. Click the Adobe Reader Touch option:

Store - 0 x
Home Apps Games Music Movies & TV a ‘ pel |
Refine Results for "Adobe Reader"

" Apps (2)

Apps

Games %
L3

Albums

Songs
Adobe Reader Touch How to Use Adobe
i adalad Reader
Movies Free N
$4.49
TV shows
Songs (1)

The Old Rose Reader
Mari Kimura

Free

8. The product page for this app will now be displayed. Review its information and
then click the Free button:

Store - o x
Home Apps Games Music  Movies &TV R Adobe Reader o

Adobe Reader Touch
Adobe Systems Incorporated
&3 Share

Adobe® Reader® is the free, trusted leader for reliably
viewing and interacting with PDF documents acrass
More

Screenshots
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9. After a few moments, the app will start to download and install. You can keep track

of its progress by watching the progress bar just below the app description:

Home  Apps

Games  Music  Movies & TV L a

Adobe Reader Touch

Adobe Systems Incorporated
ok

£ Share

Adobe® Reader® is the free, trusted leader for reliably
viewing and interacting with PDF documents across
More

3.6 MB of 14.2 MB

Adobe Reader

10. Once the download and installation process is completed, the Open button will be

displayed. Click it:

Home  Apps

Games Music  Movies & TV jes

Adobe Reader Touch

Adobe Systems Incorporated
ok

£ Share

Adobe® Reader® is the free, trusted leader for reliably
viewing and interacting with PDF documents across
More

This product is installed.

Adobe Reader

11. The Adobe Reader Touch app will now be displayed in its own window. Close it by
clicking the Close button in its upper right-hand corner:

Adobe Reader Touch

Adobe Reader

Getting Started Recently Viewed

No recent documents to display.

Open File

Getting Started

Online
Support Forum .

Try Adobe EchoSign

© All rights reserved.
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12. It turns out that you don’t need this app, so you would like to remove it. Click Start
- All apps:

File Explorer

@ Settings

I:!:I Power

= All apps

Ask me anything

13. Scroll through the list of apps in the Start menu. Right-click the listing for Adobe
Reader Touch. Click Uninstall:

0-9

30 Builder

Adobe Reader Touch

Pin to Start
Alarms

Pin to taskbar

Uninstall

3

Calculator

Calendar

B

Camera

Contact Support

2
O

Cortana
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14. A pop-up dialog will be displayed. Click Uninstall to complete the process:

This app and its related info will be
uninstalled.

| Uninkstall |

15. The app will now have been uninstalled from your computer and you will no longer
see it listed within “All apps” on the Start menu. Close the Store window and then
sign out of your Windows 10 account to complete this exercise.
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TOPIC E: Windows 10
Navigation Summary

One of the key things that you need to know to successfully use Windows 10 is how to
navigate through it. Over the course of this topic you will learn about the various methods,
gestures, and keyboard shortcuts that you can use to efficiently make your way around the
Windows 10 interface.

Topic Objectives
In this topic, you will learn:
= About moving between apps
* How to complete basic navigation actions
* How to modify the layout of desktop windows

MOVING BETWEEN APPS

Gestures and keyboard shortcuts continue to be a component of Windows, but a few things
have changed.

On the following pages, you will see several common tasks. Each task is followed by the
different methods that you can use to complete it.

Switch to a Recent Window

Mouse Technique

Move your cursor over an application icon on the taskbar to see a thumbnail of its open
window:

Bing - Microsoft Edge

Click a thumbnail or the icon to switch to that application.
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Keyboard Shortcut
Alt + Tab

Touchpad Gesture

Swipe left or right with three

fingers and scrub through the
available apps. Remove your

fingers from the touchpad to

open the selected app.

Display the Task View
Mouse Technique
Click the Task View button beside the search box on the taskbar:

Keyboard Shortcut
Win + Tab

Touchpad Gesture

With the desktop displayed, swipe
up on the touchpad with three t

fingers. A( p
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Peek at the Desktop
Mouse Technique

Right-click the edge of the notification area and click “Peek at desktop:”

Show desktop
Peek at desktop

Keyboard Shortcut
Win +,

Touchpad Gesture
None

Minimize All Open Windows and Display the Desktop
Mouse Technique

Click the thin Show Desktop button at the far-right side of the taskbar:

:43 P
)

1
A W) B 5 0e0ms

Keyboard Shortcut
Win +D

Touchpad Gesture

Swipe down on the touchpad with
three fingers.

Re-Maximize All Windows Previously Minimized
Mouse Technique
Click the thin Show Desktop button at the far-right side of the taskbar:

1:43 PM

N O R 20000

Keyboard Shortcut
Win +D

© All rights reserved.
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Touchpad Gesture

Swipe up on the touchpad with
three fingers.

BASIC ACTIONS

%IL

Here is how to complete some basic actions with the Windows interface.

Task Mouse Technique
Close a Click the X button in the upper
Window right-hand corner of any open
window:
— O
Maximize a  Click the square Maximize
Window button near the upper right-
hand corner of any open
window:
Minimize a | Click the Minimize button near
Window the upper right-hand corner of
any open window:
_I,\} O > ‘
Scroll Up or | Click the scrollbar buttons or
Down/Left  drag the scrollbar into position.
or Right Alternatively, you can spin a

scroll wheel if your mouse has
one.

© All rights reserved.

Keyboard Shortcut = Touchpad Gesture

Alt + F4 None

Win + Up Arrow None

Win + Down Arrow  None

Left, Right, Up, or None

Down Arrow keys
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Task

Display the
Start Menu

Display the
Search
Menu

Wake Up
Cortana
with
Speech
Recognition

Display the
Action
Center

Mouse Technique

In the lower left-hand corner
of your screen, click the Start
button:

Click the microphone button
on the right of the search box:

Click the Action Center button
in the notification area:

%41 AM

~ T ) E‘k 7/15/2015

MODIFYING WINDOW LAYOUT

Keyboard Shortcut

Win

Win +S

Win + C

Win + A

Touchpad Gesture

None

None

None

Swipe from the right
edge of the touchpad
inwards.

pe

Here is how to modify the layout of windows on your desktop. (Note that this subtopic
discusses some features that have not been covered yet. These features will be covered
later in this course.)

Task

Snap an App
(to the left or
right side of
your screen)

Mouse Technique

Click and drag an open app window to the left or
right edge of your screen until you see a ripple

effect. Release your mouse button.

© All rights reserved.
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Win + Left or Right
Arrow

99 of 311



[100]

Microsoft Windows 10 — Part 1

Task Mouse Technique Keyboard Shortcut

Snap an App Click and drag an open app window to the corner | None
(to one of the | of your screen until you see a ripple effect.

four corners of = Release your mouse button.

your screen)

Unsnap an Click and drag a snapped app towards the middle ~ Win + Up Arrow or
App of your screen. Release your mouse button. Down Arrow
multiple times

Create a new Display the Task View and then click the New Win + Ctrl + D
Virtual Desktop button:
Desktop

_I_

Mew desktop

3

~ 1 qy) E _I'I'T' .

Close Current Display the Task View and then click the X button | Win + Ctrl + F4
Virtual near the top right-hand corner of the virtual
Desktop desktop in question:

Desktop 1 Desktop 2

Switch to a Display the Task View and then click the Win + Ctrl +
Virtual thumbnail of the virtual desktop in question: Left/Right Arrow
DESktOp Desktop 1 Desktop 2 X

Summary

Over the course of this lesson, you learned how to navigate through Windows 10 and how
to use its powerful multitasking features. You should now be comfortable switching
between apps, snapping apps, using Cortana, and viewing notifications. Additionally, you
should be comfortable viewing the Action Center and using the Windows Store to find and
download apps.
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LESSON 3:
WORKING WITH DESKTOP
APPLICATIONS

Lesson Objectives

In this lesson you will learn how to:
=  Work with desktop windows
= Manage files and folders with File Explorer

= Create and modify files with desktop applications
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TOPIC A: Work with Desktop
Windows

Working with desktop windows is a key skill when using Windows 10. By being able to
manage windows on your desktop and switch between them easily, you can multitask
between applications and be more productive than ever. Over the course of this topic, you
will learn how to work with a desktop window.

Topic Objectives
In this topic, you will learn:
= About desktop windows
= How to resize windows
=  How to minimize, maximize, and restore windows
= How to cascade, stack, and switch windows
= How to view windows side by side
* How to use the Shake and Peek functions

ABOUT DESKTOP WINDOWS

When you choose to open an application or an app, a window will appear for that item on
the desktop. This window contains the application. It can be moved around, resized, and
organized in relation to other windows to facilitate the ability to work with multiple apps at
once.

Desktop windows for applications tend to incorporate the same interface style and controls.
For example, let’s look at the window for the Microsoft WordPad desktop application:

100% (2 [ ]

Along the top of this window is the title bar (1) which shows the name of the application
and the name of the file that is currently open. In the upper right-hand corner of the
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window, you will also see the Minimize, Maximize/Restore, and Close controls (2). The

window itself is represented by a very thin colored border around the application. (Keep in
mind that this border will not be visible if the window has been maximized.) The content of
the application will be displayed inside this border.

App windows appear slightly different, but include the same basic components like the title
bar and the thin colored border:

Meney

Home Search Quotes /0

Today  Watchlist MNews Investing  Personal Finance Real Estate  Careers  Videos

Tech stocks can't possibly live up to
this bubble hype

M va h

jilebanking from

fuss MainStreet

DOW

18,086.45 - -33.80 -0.19% Simpl |f\l VDU r
PP B finances :
| with 12 months [(ESFY
i of interest-free
NASDAQ 5.210.14 T +4696 EERESEGRIEN Dorrowing
S&P 500 2126.64 t +235 s o it &8 on balance
RESIZING WINDOWS

Any window that is not minimized or maximized can be manually resized. To do this, move
your mouse pointer to the outside edge of an open window. When the mouse pointer
changes to i, =, or V\a, click and drag the border of the window to make it as large or small

as you like:

© All rights reserved.
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USING MINIMIZE, MAXIMIZE/RESTORE, AND CLOSE

The Minimize, Maximize/Restore, and Close buttons are located in the upper right-hand
corner of almost every window you open on the desktop:

- O Pt ‘

Clicking the Close button will close the window or program:

The middle button is a dual-use button. The most common form it takes is Maximize ( " ),
which when clicked will make the window fill your entire screen (with the exception of the
taskbar):

o] = | Document - WordPsd - a8 x

e

© All rights reserved. 104 of 311



[105]

Microsoft Windows 10 — Part 1

When a window is maximized, the Maximize button will change to Restore Down ( & ).
When this button is clicked, it will restore the window back to the size it was before it was
maximized:

UsING CASCADE, STACK, AND SIDE BY SIDE FUNCTIONS

Windows 10 also includes several options that will automatically arrange all open windows.
To access these options, open the windows that you would like to arrange and right-click on
a blank area of the taskbar:

Toolbars >
Cortana >
- Show Task View button

Show touch keyboard button

Cascade windows

Show windows stacked

Show windows side by side

Show the desktop

6 items
Task Manager

Lock the taskbar
Properties

In the middle of the context menu that appears, you will see three window management
options: “Cascade windows,” “Show windows stacked,” and “Show windows side by side.”

Clicking the “Cascade windows” option will place all open windows into a neat overlapping
stack:
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Clicking the “Show windows stacked” option will display all open windows in a vertical

stack:
B s + i
O =
Where to next?
T *
b Quick sceess
9 Deskop
& Downloads
& Documents
&) pictures L Downlond
(=]
= -
'Ij X
Faste B U 2-A
&
1oo% &
@ O 1 =m

Finally, clicking the “Show windows side by side” option will display all open windows
beside each other:

Where to next? jel

My news feed

rerns
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(If there are only two windows, then you will see them in a similar configuration as if you
were to use the “Show windows stacked” option.)

USING SHAKE AND PEEK FUNCTIONS

If you’re working with a lot of windows, you will find that they will sometimes clutter your
desktop. This can become problematic when you would like to focus on just one window.
The Shake function will cut through the clutter by minimizing every window except the one
that you are working with.

To use this feature, click on the title bar of the window you would like to work with. While
holding down your left mouse button, give it a quick shake from side to side:

= | File Explorer
Home.
4 # > Quickaccess

# Quick access Frequent folders (6)
I Desktop

Desktcp

[l
T

Recent files (0

= | File Explorer
Share

T % > Quickaccess

# Quick aceess Fieguent folders (6)

M Desiop Desktop
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If you are working with a window or multiple windows and you would like to get a quick
look at the desktop, press and hold Win +, (comma) on your keyboard. As long as you hold
this key combination, you will be able to see your desktop:

(Note that a transparent outline will denote any currently open windows. Additionally, you
will be unable to interact with any items on the desktop.)

AcTiviTy 3-1
Working with Desktop Windows

During your typical workday you find yourself using multiple applications at the same time.
You would like to practice managing the windows for these applications so that you can be
more efficient.

1. To begin, sign into your Windows 10 account.

2.  On the taskbar, click the Microsoft Edge icon to open that program:
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3. The Microsoft Edge window will now be displayed. If this window isn’t maximized,
click the Maximize button in the upper right-hand corner:

1|
N

(If the window is already maximized, skip to the next step.)

4. Click the File Explorer icon on the taskbar:

2 0 il n a

5. AFile Explorer window will now open and show you the “Quick access” screen:

Where to next? a

Halifax, Nova Scotia

A% bz

6. Click the Store icon on the taskbar to open it. Your screen will now look similar to
this:

(]

Home 1

App top charts  App categories Game top charts  Game categories  Featured

Picks for you
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7. Your screen is getting pretty cluttered at this point. Right-click a blank area of the
taskbar and click “Cascade windows:”

Toolbars >
Cortana >
/' Show Task View button
Show touch keyboard button
Cascade windows
Showwindows stacked
Show windows side by side
Show the desktop
Task Manager
/' Lock the taskbar

Propertics

8. All of the open windows will now appear in an overlapping stack. On top of this
stack will be the last window that was displayed — Store in this case:

Grim Legend ng Of The Dark Swan (Full)
. feuding kingdoms!

9. Next, peek at the desktop by pressing and holding Win +, (comma) on your
keyboard:

(Note the transparent outlines of the currently open windows.)
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10. Release the key combination to stop peeking at the desktop:

Grim Legenc Of The Dark Swan (Full)
ing kingdoms!

11. Click and hold the title bar of the Store window and rapidly shake it from side to
side. The two other windows will be minimized automatically:

Grim Lege

12. In the top right-hand corner of the Store window, click the Close button:

13. Close any remaining windows using the Close button. Sign out of your Windows 10
account to complete this exercise.
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TOPIC B: Manage Files and
Folders with File Explorer

One of the tasks that you will use Windows 10 for is to organize and manage files. The
primary tool to facilitate this task is File Explorer. Over the course of this topic you will learn
all about File Explorer and how to use it to manage files and folders.

Topic Objectives
In this topic, you will learn:
= About files, folders, and libraries
= About File Explorer
= About tabs and the ribbon interface
= About the Quick Access toolbar
= How to pin locations for quick access in File Explorer
* About the Recycle Bin

FILES AND FOLDERS

You can think of a computer like a filing cabinet. The smallest item you would put in a filing
cabinet would be a single sheet of paper with some information on it. This piece of paper is
comparable to a single file on your computer. Very large files may be several pieces of paper
stored together, but they would still be considered a single, albeit large, entity:

PN Document
——| Rich Text Document
B=| 3.20KB

Continuing with our filing cabinet example, a folder in Windows is exactly like a folder you

would find in a filing cabinet. Many files can fit inside of it, and a folder can be named
anything at all. Folders can even contain other folders:

Folder

LIBRARIES

Libraries are an important organizational component that was first introduced in Windows
7. To continue with our filing cabinet example, a library can be thought of as a group of files
and folders that are all related in some way but are separated by some sort of divider inside
a drawer of the filing cabinet.

A library’s primary advantage as opposed to standard folders is that they can reference files
and folders that are located anywhere on your computer, even on networks.
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In Windows 10, there are four default libraries:

“ = Libraries
= Documents
JP Music
=| Pictures

B Videos

In addition to these default options, you can create your own, custom libraries.

One thing that you need to keep in mind about libraries in Windows 10 is that, with the
exception of a few individual ones that are listed in the “Quick access” area, the primary
libraries list is hidden from File Explorer by default. To display the libraries list within the
Navigation pane of File Explorer, right-click a blank area of the Navigation pane and click
“Show libraries:”

¥ Metwork

Show libraries
Show all folders

Expand to current folder

o itermns 1 itemn selected

GETTING TO KNOW FILE EXPLORER

File Explorer (previously known as Windows Explorer in Windows 7 and earlier) is the key
tool that you will use to keep your files and folders organized.

Opening File Explorer

While you can find and open File Explorer from the “All apps” list on the Start menu, it is
often quicker to click the File Explorer icon on the taskbar:

File Explorer

R Q

Or, press Win + E on your keyboard. Additionally, keep in mind that File Explorer will
automatically open whenever you double-click on a folder on your desktop.
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The File Explorer Interface
When you open File Explorer, it will look something like this:

y < | File Explorer o - o x
e — Home  Share  View (]

5 > Quickaccess » e ~| O | Search Quick access »
s Quick access ~~ Frequent folders (6)
I Desktop Desktop Downloads Document ts Pictures
& Downloads | This PC " This PC Lj OneDrive OneDrive
= [~
&) Documents
Pictures Music Videos
This PC This PC
b s d 8-
& OneDrive ~~ Recent files (0)
[ This PC After you've opened some nal show the most recent ones here.
i DVD Drive (D3 )_CCS

¥ Network

Let’s look at the different components.

Title Bar (1) The title bar of the File Explorer window will display the current folder or
library that is open, as well as the Minimize, Maximize, and Close buttons.
You will also notice a row of icons on the left. This is the Quick Access
toolbar, which will be discussed in the next topic.

Ribbon Click a ribbon tab to display related commands:
Tabs (2)

ooooooo

Note that additional tabs (called contextual tabs) may be available
depending on the folder that you are viewing. For example, the Recycle
Bin and libraries both have contextual tabs.

Address The address bar displays what folder is currently open, as well as a
Bar (3) breadcrumb trail showing the parent folder. You will also see some simple
navigation controls as well as a search field:
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Navigation = The Navigation pane displays a list of quick access # Quick access

Pane (4) locations (such as your desktop), libraries, your

[ Desktop

OneDrive folder, your PC, hard drives, removable 4 Downloads
devices, and network locations:

2| Documents
= Pictures
J’! Music

B videos

@ Onelrive
[ This PC

#8 DVD Drive (D) 1_CCS

¥ Network
Working Finally, the working area will display the files or folders within the location
Area (5) you’re currently viewing:
E <= Deskt o xs

€ © T BB ThiePC » Desklop >

New folder

TABS AND THE RIBBON INTERFACE

File Explorer contains four basic tabs by default: File, Home, Share, and View. Below is a
breakdown of the types of commands on each tab.

File

The File menu in File Explorer contains
the following commands (shown on
the right):

The right-hand side of the File menu
will display frequent locations. Click
any items within this list to open
them. You will also notice that you can
pin frequently visited places to this
menu by clicking the pushpin icon to
the right of each entry. Some items

© All rights reserved.

1l | = | File Explorer

Frequent places
|:| Open new window
1 Desktop -
n 2 Downloads -
B 3 Documents -
4 Pictures -
5 Music -
& Videos =
|Z| Change folder and search options
Q-
x Close
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will already be pinned by default, like the desktop.

On the left-hand side of the File menu, you will see commands to open all kinds of different
tools in Windows 10, as well as new File Explorer windows. In addition, you will also see a
link to Help and a command to close the File Explorer window.

Home
This tab contains five groups with general productivity and organizational commands:

= | Desktop

Home Share View

/ 3 g item + & o
_WJ dh Cut - = x -I Ly MNew item ﬁ 3 Open ESEIEG all
_| w.| Copy path T | Easy access - Edit Select none
Pinto Quick Copy Paste N Move Copy Delete Rename New Properties

access "] Paste shortcut ta- to- falder £ History Dﬂlnverl selection

Here is breakdown of each group within this tab:

Clipboard The Clipboard group contains commands related to copying and pasting.
For example, you can see that there are general cut, copy, and paste
commands as well as commands to copy file paths and paste shortcuts.
Additionally you will see a command to pin the selected item to the “Quick
access” portion of the Navigation pane.

Organize The Organize group includes four commands that allow you to move, copy,
rename, and delete items.

New The New group provides commands to create new items in the current
folder. As well, the “Easy access” button allows you to include files or
folders in a library, map them as a drive, and modify network options.

Open The Open group contains commands to view more information about the
selected file or folder. You can also open the selected item.

Select The last group on this tab provides three different commands to select
items.

Share
This tab in File Explorer contains just two groups:

| ] = | Desktop

“ Home Share View
B| Burn to disc % ;

=1 Print B Specific people...
5hare  Ema Zip _ Stop Advanced

=0 Fax T sharing  security
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Here is a breakdown of each group within this tab:

Send The Send group of the Share tab contains several commands you can use
to share selected item(s). You can open the Share task pane, e-mail the
item(s) as an attachment, zip it, burn it to disc, print it, or even fax it.

Share with | This group allows you to share files and folders with other users on the
same network as you. Also in this group you will see a command that will
open security settings for the current item.

View

This tab controls how you view, sort, and group files:

| [4 || = | Folder

Home Share View

' [l Preview pane @] Extra large icons [ Large icons (5] Medium icons l Group by * [ ttem check boxes Y
[TE Details pane [ Small icons HEE List 1] Add columns = [] File name extensions “ -
Na;;?‘a:?” EE Tites 2= Content < Z;r.t {4 size all columns to fit ] Hidden items H‘de,tﬁ,‘;md i
Here is a breakdown of each group within the View tab:
ch ols  Windows 10 - o x

Panes

This group contains controls to
toggle the Navigation pane, Preview
pane, and Details pane on or off.
The Preview pane is useful when
trying to find a particular
photograph or file:

The Details pane will display more
technical information about the file,
including the file size, date, and
more:

© All rights reserved.

s Quick sccess
o Desttop

& Dewnloads
#) Documents
& Picures

>
B video:

& OneDrive

3 This BC
o DVD Drive (07 1.CCS,

¥ Network

A1« Local Dk () 5 Windows >

Wieb > Wallpsper >

img! img2 img3
imgt imgl3

Windows 10

Sitems 1 item selected 611 KB

i DVD Drive (D) LCCS.

o Network

« Local Disk (€] » Windows

ol Windows 10

> Web » Walipaper »

o i I

Windows 10

ima imgl3

Siems 1 item selected 611 KB
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Layout

Current
view

Show/hide

This group contains a gallery of possible layout styles for the working area. Just
click on a style to apply it. Use the arrows on the right of the gallery to see all of
the available options:

| Extra large icons [&=| Large icons
s Medium icons  EEE Small icons -
F B List == Details

1|

The next group allows you to control how items in the File Explorer window are
sorted and grouped. For example, if you wanted to sort your Pictures folder by
date, you would use the “Sort by” drop-down command in this group:

(e = | Wallpaper
“ Home Share View
[I [TH Preview pane [ Extra large icons [&) Large icons I Group by ~
[TE Details pane ozl Medium icons | Small icons - [T Add columns +
Mavigation _ Sort

TeRe EEF List I== Details S by~ {7 Size all columns to fit
. ame
Date modified
Type
Size
Date created
Authors
Tags
Title

| Ascending
Descending

Choose columns...

You can also customize the Details view with the “Add columns” and “Size all
columns to fit” commands.

The final group in this tab allows you to show and hide various elements in File
Explorer:

|:| ltem check boxes ) |:"|

[] File name extensions K-

Hide selected Options
[ ] Hidden items — -

By default, all of these items will be unchecked. This group also contains a
command to open the Folder Options dialog. In this dialog, you can further
customize how you interact with and view items in File Explorer.
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Contextual Tabs

Additional tabs may appear on the File Explorer ribbon depending on the type of file that
you have currently selected. For example, if you select a picture file, the Picture Tools —
Manage contextual tab will be shown on the ribbon, which you can then select:

N Picture Tools ~ Windows 10 — O Y
Home Share View Manage e

&, ~
LN
Rotate Rotate Slide Set as Castto

left right show background Device =

[ == — L= I -
4 Downloads = - -— - :
img1 img2 img3 imgd img13
45| Documents

The commands that are available on each of these tabs are all different, but relate to the
selected item. For example, if you have a picture selected, the Picture Tools — Manage tab
will provide you with controls to rotate the picture, set it as a background, present itin a
slide show, and even cast (send) it to a connected device.

THE QuicK ACCESS TOOLBAR

Like many other applications, File Explorer incorporates a Quick Access toolbar. This toolbar
is fully customizable and allows you to add any commands that you wish. The idea behind
this feature is that you can add commonly used commands to this toolbar so that you will
always have ready access to it and not have to dig through the tabs on the ribbon.

The Quick Access toolbar is found in the upper left-hand corner of the File Explorer window:

I [+] = Mew folder
“ Home Share View

b » Mew folder

#F Quick access Name

I Desktop
4 Downloads

By default you will see two commands: Properties and New | & ][50 Mew folder
Folder. To add a new command, click the drop-down arrow

He Customize Quick Access Toolbar

to the right of Quick Access toolbar and click on one of the Undo
commands that are listed (shown on the right): Redo

# Quickg]  Delete

V| P rti

(Items with a checkmark have already been added to the o Nr:,z:.;::;
Quick Access toolbar. Clicking on these items will remove ¥ Down Rename

¥5 Docu
them) Show below the Ribbon

- Pictur
_h Music

' | Minimize the Ribbon
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Alternatively, you can right-click on a command that appears directly on the ribbon and
click, “Add to Quick Access Toolbar:”

| 4] = | New folder

Home Share View

>( - q open - FH selectall
Add to Quick Access Toolbar
Pin to Quick Copy

access

Select none
Show Quick Access Toolbar below the %bbon :Fl Invert selection

Clipboard Organize Minimize the Ribbon

Dele

To remove a command, right-click on it directly within the Quick Access toolbar and click,
“Remove from Quick Access toolbar:”

¥ = | Mew folder

Eemove from Quick Access Toolbar

Show Quick Access Toolbar below the %bbnn

Minimize the Ribbon
PINNING LOCATIONS FOR QUICK ACCESS

Formerly known as the Favorites section, the “Quick access” section in the Navigation pane

of File Explorer gives you a place where you can quickly access your most frequently used
folders and libraries:

mll = | File Explorer — [m] b
Home Share View o
< v M 3k > Quickaccess » v & Search Quick access -]
~ 3t Quick access ~ Frequent folders (6)
I Desktop Desktop Downloads
& Downloads - This PC ‘ This PC
#7 Documents
%= Pictures Documents Pictures
. A= OneDrive = OneDrive
b e =
E Videos
Music Videos
@ OneDrive Jﬁ This PC ﬁ This PC
& This PC
i DVD Drive (D) J_ccs, ~ Recent files (1)
¥ Metwork ‘=] Document This PC\Desktop\New folder

There are a few different ways that you can pin a folder or library to this section in the
Navigation pane.
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You can click and drag the item from the working area of File Explorer to the “Quick access”

section:

5 | Desktop

N
Home Share View
“

v gk Quick access
B Desktop
‘ Downloads
@ Documents
#=| Pictures
=Jl Itusic

« ‘4 I > ThisPC » Desktop

Folder

|b| & Pinto Quick access |

E Videos

(Note that when dragging items to the “Quick access” list, the black bar indicates the

positioning of the item in the list.)

You can also right-click an item and click “Pin to Quick access” on the context menu:

1N

Home Share View

= | Desktop

#F Quick access
I Desktop
* Downloads

Documents

= Pictures

-
-
-
-

Or, click to select an item and then click Home = Pin to Quick access:

€« « ‘" B > ThisPC » Desktop »

Open
Open in new window

Pin to Quick access %

Share with

NN

Pin to Quick Copy

dCCESS %

© All rights reserved.

= | Desktop

Share View

* u o Cut

Paste

w..| Copy path
]ﬂ Paste shortcut

Clipboard
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To unpin an item from the “Quick access” list, right-click the item in question and then click
“Unpin from Quick access:”

| (] 5 | Desktop
“ Home Share View
\n © 4 B ThisPC > Desktop
“ 3 Quick access
Folder
I Desktop 2
“ Downloads
47 Documents
7=| Pictures
Folder
D Music Expand
ﬁ Videos Open in new window
@ Onelrive Unpin from Quick access %
Share with 5
= R T

THE RECYCLE BIN

If you delete an item by selecting it and pressing the Delete key on your keyboard or right-
clicking it and clicking Delete, the item is moved to the Recycle Bin before it is completely
deleted.

The Recycle Bin is accessible from the desktop and it is opened by double-clicking its icon:

-

Recycle Bin

When the Recycle Bin is open, it will look like any other folder you can view using File
Explorer. There is an address bar and search field at the top, a list of links to other locations
on your computer on the left, and the contents of the Recycle Bin in the middle. However,
the contextual Recycle Bin Tools — Manage tab is also available on the ribbon:
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RN

Home

T &

Share View

» RecycleBin »

st Quick access
[ Desktop

4 Downloads
¥ Documents

L "

&= Pictures
D Music

B Videos
& OneDrive
[ This PC
& DVD Drive (D) )_CCS,

¥ Network

1item

Recycle BinTools  Recycle Bin

Manage

~ 0

Search Recycle Bin

Folder

To restore all items in the Recycle Bin and return them to their original locations, click
Recycle Bin Tools — Manage - Restore all items:

-

View Manage
=)
i == A
Empty Recycle Bin |Restore

Restare the

Recycle Bin Tools  Recycle Bin

Share

If there is anything to restore, you will be asked to confirm your choice:

Recycle Bin

I Are you sure you want to restore all the iterns from the Recycle Bin?

Mo

Click Yes to move the items in the Recycle Bin back to their original locations.

To delete items in the Recycle Bin permanently, click Recycle Bin Tools — Manage - Empty

Recycle Bin:

Eif

Empty  Recycle Bin
Recycle Bin | properties

L+

© All rights reserved.
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If there is anything to delete, you will be asked to confirm your choice. Click Yes to delete
the items:

Delete Multiple ltems x

il'i Are you sure you want to perranently delete these 2 itemns?

Yes Ma

(Note that this dialog box will look slightly different if there is only one item in the Recycle
Bin.)

As well, you can delete individual files or folders by selecting the items to delete in the
Recycle Bin and pressing Delete on your keyboard.

AcCTiviTy 3-2
Managing File and Folders with File Explorer

To better understand how to keep the files and folders organized on your computer, you
would like to practice using File Explorer.

1. To begin, log into your Windows 10 account.

2.  On the desktop you should see the Exercise Files folder. Double-click this folder to
open it in File Explorer.

Note that the folder icon indicates that it contains multiple folders and files.
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3.  Your Exercise Files folder will now be open in File Explorer. Double-click the

“Starting Files for Activities” folder:

<+ | MOS9001_Windows_10_1_ExerciseFiles
Home Share View

« v 4 » MOS3001_Windows_10_1_ExerciseFiles »
- B s MName Date modified
[ Desktop - Completed Activities 12:20 PM
; Downloads P Completed Lesson Labs 12:20 PM
@I Documents - Starting Files for Activities [} 015 12:19 PM
. Starting Files for Lesson Labs i 015 12:20 PM
[#= Pictures *
b Music
B videos
‘@ OneDrive
I This PC

8 DVD Drive (D:) )_CCS:

¥ Network

4items  1item selected

v 0
Type

File folder
File folder
File folder

File folder

Search MOS%

Size

4. The contents of the “Starting Files for Activities” folder will now be shown. Double-

click the “Lesson 3” folder:

< | Starting Files for Activities

Home Share View
< v 4 » MOS9001_Windows_10_1_ExerciseFiles » Starting Files for Activities »
- -
- G rees MName Date modified
[ Desktop - Lesson 1 7/2015 12:18 PM
& Downloads ~ # Lesson 2
] Documents Lesson 3 s
Lesson 4
[#=] Pictures »
Lesson 5
b Music Lesson 6 7/17/2015 121 PM
| videos
4@ OneDrive
[ This PC

8 DVD Drive (D1) )_CCS:

& Network

Gitems  1item selected

v 0
Type
File folder
File folder
File folder
File folder
File folder

File folder

Size

]

Search Starting Files for Activi., 0

X
L]
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5.  With the contents of the “Lesson 3” folder now shown in File Explorer, you will see

the “Presentation” folder. Double-click it:

I 4 < | Lesson3 - [m} x
Home Share View

L]
« v 4 < Starting Files for Activities » Lesson3 » v | @& Search Lesson 3 -l
e — MName Date modified Type Size
[ Desktop Presentation k T/17/201512:22 PM  File folder

»
4 Downloads ~ #
| Documents +

-

[#= Pictures

b Music

& videos
/& OneDrive
I3 This PC
8 DVD Drive (D:) )_CCS:

¥ Network

Titem  1item selected

6. The contents of the “Presentation” folder will now be shown. As you can see, it

contains a variety of different file types:

[ < | Presentation [m} s
Home Share View

L]
< v 4 << Starting Files for Activities » Lesson3 » Presentation v | & Search Presentation el
~

. Name Date modified Type Size

I Desitep o (5 imgo /i PG File 221KB

4 Downloads P ,;, Presentation Notes Rich Text Document 1KB

[ Documents || Presentation.pptx PRTX File 790 KB

[#=] Pictures »

b Music

| videos
4@ OneDrive
& This PC

8 DVD Drive (D1) )_CCS:

£ Network

3 items
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7. There’s an image file in this folder that you would like to preview. Enable the
Preview pane by clicking View = Preview pane:
'™ < | Presentation - a X
Home Share View [7]
[TH Preview pane | @] Extra large icons ] Large icons [ Group by = [] ttem check boxes 7
[I [TH Details Dane% &5 Medium icons  EE Small icons - ([ 4dd columns ~ [ File name extensions
Na;:*:,i“.“” EE List [=oetmis |~ f,;'f {22 size all columns to fit [ Hidden items h 1 || CpimE
8.

With the Preview pane now displayed on the right side of the File Explorer window,

click to select the image file (img0). You will see a preview of this image now
displayed in the Preview pane:

¥ <1 Picture Tools  Presentation - a 4
Home Share View Manage

@

& - < Starting Files for Activities » Lesson3 » Presentation w @& | SearchPresentation P

- i TErs MName Date modified T

[ Deskiop 5] imgo

& Downloads || Presentation Notes b

] Documents |1 Presentation.pptx

W Pictures

D Music

B videos
<a OneDrive
& This PC

il DVD Drive (D:) J_CCS

¥ Network

<
Jitems  1item selected 220 KB

(Note the Picture Tools — Manage contextual tab that is displayed on the ribbon
while the picture is selected.)

Disable the Preview pane by deselecting the “Preview pane” command on the View
tab:

[+] = | Picture Tools  Presentation

Home Share View Manage

[I [TM Preview pane| [@l Extra large icons [&] Large icons
E]Detai[;\s‘pane == Medium icons  [EE Small icons -
Mavigation

pane = B List == Details -
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10. Click to select the “img0” file and then click Home = Delete:

| [ & Picture Tools
Home Share View Manage
=] [ Cut
—T o
= w.| Copy path «
Pin to Quick Copy Paste Move
e |7] Paste shortcut fo -
Clipboard

Copy
tclv -

Presentation

Y
Pk

Delete  Rename

Organize

11. The selected file will now no longer be listed within the Presentation folder as it

has been moved to the Recycle Bin:

< | Presentation

- [m] X
Home  Share  View (2]

« . <« Starting Files for Activities » Lesson3 » Presentation v & Search Presentation yl

# Quick access Name Date modified Type Size

I Desktop + | [5] Presentation Notes 2:21PM  Rich Text Document 1KB

& Downloads »* |J Presentation.pphx 2:21PM  PPTXFile 790 KB

[&| Documents #

[ Pictures #*

12.

Return to the previous Lesson 3 folder by clicking the Back button:

K

-

Home

61} v

Share View

13.

< Starting Files for Activities » Le

o

Inside the address bar you will see a breadcrumb trail that lists some of the various

parent folders that contain the current one. Click the “Starting Files for Activities”

folder:

I 4 < | Lesson3

Home Share View
« > v 1t < Starting Files for Activities > Lesson 3 “ O
- -
# Quick access Name Date modified Type
[ Desktop Presentation 7720151222 PM  File folder
J Downloads

| Documents

LR

%] Pictures

© All rights reserved.
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14. To the immediate left of the address bar, click the Up arrow to view the parent
folder of the current one:

| [ 5 | Starting Files for Activities
Home Share Wiew
«

v 1‘% s MOS3001_ Windows,

15. You will see the contents of the parent folder (your Exercise Files folder), including
the “Starting Files for Activities” folder that you were just viewing:

| [ [ = | MOS3001_Windows_10_1_ExerciseFiles — O x
Home Share View [7]
v > _Windows_10_1_ExerciseFiles » v Search MOS3001_Windows_1...
< T MOS9001_Windi 10_1_Ex Fil [<] S h MOS9001_Wind, 1. R
~
# Quick access Name Date modified Type Size
ompleted Activities ile folder
[ Desktop * Completed Activiti File fold
‘ Downloads - Completed Lesson Labs File folder
- tarting Files for Activities ile folder
] Documents . Starting Files for Activiti File fold
- Starting Files for Lesson Labs File folder
[ Pictures -
D Music
B Videos
fa OneDrive
[ This PC
& DVD Drive (D7) J_CCS,
& Network
ditems  1item selected =

16. Click Desktop from inside the “Quick access” section of the Navigation pane:

' |ﬂ = | MOS3001_ Windows_10_1_ExerciseFiles

Home Share View

« v » MOS0 _Windows_10_1_Exercise
- Mame
w g Quick access
I Desktop o Completed Activities

. 5 D@Iujads

Completed Lesson Labs

'y
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17. Any files or folders that reside on your desktop will now be displayed within File
Explorer. Add your Exercise Files folder to the “Quick access” section by right-
clicking on that folder and clicking “Pin to Quick access:”

m | |i'| = | Desktop
Home Share View
< « I Il > ThisPC » Desktop »

#F Quick access MOS8001_Windows_10_1_ExerciseFi

I Desktop = les
; Downloads Open
ﬁ D t Open in new window
£ Locuments
Pin to Quick access %
[7%=| Pictures
b Music Share with b

18. You Exercise Files folder will now appear within the “Quick access” list:

[} Iﬂ = | Desktop

Home Share View

« v 4 Bl » ThisPC » Desktop

s Quick access MO59001_Windows_10_1_FxerciseFi
¥ Desktop = les

; Downloads
.ﬁ] Documents

7| Pictures

MOS3001_Windc _
J'l Music
H Videos

19. Double-click the Recycle Bin icon that is on the desktop:

|

Recycle Bin

(Note that it appears full to indicate that it currently holds at least one item.)
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20. A new File Explorer window will open and display the contents of the Recycle Bin:

i DVD Drive (D1 CCS.

o Network

21. Inside the new File Explorer window, click Recycle Bin Tools — Manage - Restore

all items:
i . ﬂ = | Recycle Bin Tools Recycle Bin
“ Haome Shara‘ View Manage
o & |8
Empty Recycle Bin | Restore =store the
Recycle Bin properties alllj'gems selected items

22. Adialog box will ask you to conform your choice to restore the items within the
Recycle Bin. Click Yes:

Recycle Bin

I Are you sure you want to restore all the itemns from the Recycle Bin?

e [ e
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23. The image file that you deleted previously will now have been restored to its
original location and the Recycle Bin will appear empty:

wmIiyil=l Recycle BinTools  Recycle Bin - o X
Home Share View Manage 0
4 14 » RecycleBin v & Search Recycle Bin -l
s Quick access This folder is empty.
[ Desktop

¥ Downloads

] Documents

| Pictures
MOS9007_Winde

D Music

B Videos
7@ OneDrive
[ This PC
i DVD Drive (D:) J_CCS

¥ Network

Ditems

24. Close all open File Explorer windows and sign out of your Windows 10 account to
complete this exercise.
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TOPIC C: Create and Modify
Files with Desktop
Applications

Windows 10 is preloaded with some basic applications that allow you to do all sorts of
different tasks. For example, File Explorer lets you navigate through the folders and files
that are stored on your computer, Microsoft Edge lets you browse the Internet, and
WordPad lets you open and create simple documents. Many of these applications (and
others) use the same techniques to complete basic tasks. Throughout this lesson, you will
learn how to use these features.

Topic Objectives

In this topic, you will learn:
= How to create, open, save, and print documents
= How to use the Clipboard
* About the Undo and Redo features

CREATING NEW DOCUMENTS

Using Windows you can create documents or files without even having to open the
associated application. For example, suppose that you wanted to create a new document in
WordPad. All you would need to do is right-click on the desktop or in the folder in which you
want the document to be stored. Then, on the context menu that appears, click New = Rich
Text Document:

View M
Sort by >
Refresh

Paste
Paste shortcut
Undo Delete Ctrl+Z

MNew o Folder
Shortcut

1 Display settings
&2 Personalize

Bitmap image

Contact

Journal Document

Rich Text Document %
Text Document

-=|—_.|:r|*|—£'vﬂ (B |w

¢ Compressed (zipped) Folder
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The new file will then be created in the current folder and the file name will appear selected
so that you can rename it to whatever you like:

Mew Rich
ext
Document

To create a new document or file from within an application itself, the process can vary
from application to application. Typically, as is the case with WordPad, you would click File

- New:

| Document - WordPad

(=
iC
a

Recent documents

) e
T d s
1 Open
m Save
| §
@ Save as L4
ﬂ; Print »

vl )
__%J Page setup
'| cend in email

.0:. About WordPad
- 2

If the current application only allows you to view one unsaved document at a time (as is the
case with WordPad), it will first ask you if you would like to save the current document
before closing it and then opening the new one.
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OPENING EXISTING DOCUMENTS

By far, the quickest method to open any existing document or file is to double-click on it

from within File Explorer or on your desktop:

[ ] = | Books
Home Share View

« ~ 1 » ThisPC » Documents > Books

# Quick access Mame Date modified Type Size

I Desktop
- Downloads

% Documents

% Meditations by Emperor of Rome Marcus...  7/19/2015 1:33 PM Text Document 416 KB

= Pictures
Lesson 1
Lesson 2
D Music
B videos
& OneDrive
[ This PC

¥ Netwerk

1item 1item selected 413 KB

v/ @ Search Books ¥

This action will automatically open the selected file within its native application. For
example, if you double-click a .txt file it will automatically open in Notepad:

"] Meditations by Emperar of Rome Marcus Aurelius - Notepad
File Edit Format View Help

The Project Gutenberg EBock of Meditations, by Marcus Aurelius

This eBook is for the use of anyone anywhere at no cost and with
almost no restrictions whatsoever. You may copy it, give it away or
re-use it under the terms of the Project Gutenberg License included
with this eBook or online at www.gutenberg.org

Title: Meditations

Author: Marcus Aurelius

Posting Date: December 25, 2008 [EBook #2688]
Release Date: June, 20081
Language: English

#%% START OF THIS PROJECT GUTENBERG EBOOK MEDITATIONS ==

Produced by J. Boulton

Alternatively, you can usually open existing files from directly
within an open application. For example, suppose that you
wanted to open a text file from within the Notepad
application. First, you would click File > Open:

© All rights reserved.

Mj Untitled - Notepad

File Edit Format View Help
Mew Ctrl+M
Open... Ctrl+2
Save Ctrl+5
Save As...

Page Setup...
Print... Ctrl+P
Exit
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Notepad will display the Open dialog box, but some other applications may have
information built directly within the window. In either case, you would then navigate
through the files and folders on your computer (just like you would in File Explorer) to find
the file that you would like to open. Next, click to select the file in question and click the

Open button:

| open X
T > ThisPC » Documents » Books v | Search Books 2
Crganize - New folder ==« [H 0
FaY
s Cuick access MName Date medified Type
I Desktop | Meditations by Emperor of Rome Marcus...  7/19/2015 2:01 PM Text Document
; Downloads
7| Documents
| Pictures
@ Onelrive
[ This PC
¥ Network
£ >
File name: | Meditations by Emperor of Reme Marcu V| Text Documents (*.td) u
Encoding: | ANSI ~ Cancel
The file will then open in the currently displayed application:
dj Meditations by Emperor of Rome Marcus Aurelius - Motepad - a *

File Edit Format View Help

The Project Gutenberg EBock of Meditations, by Marcus Aurelius

This eBook is for the use of anyone anywhere at no cost and with
almost no restrictions whatsoever. You may copy it, give it away or
re-use it under the terms of the Project Gutenberg License included
with this eBook or online at www.gutenberg.org

Title: Meditations

Author: Marcus Aurelius

Posting Date: December 25, 2008 [EBook #2688]
Release Date: June, 2081
Language: English

#%% START OF THIS PROJECT GUTENBERG EBOOK MEDITATIONS ==

Produced by J. Boulton

Remember that while the menus and command appearances will differ from application to

application, the process is generally the same.
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SAVING DOCUMENTS

The ability to save documents so that you can easily refer to them or work on them later is a
key component of what makes computers so ubiquitous today. Whether you have finished
working on a document (or if you would just like to make sure you don’t lose any of your
work), you can save it to your computer’s hard disk. (Keep in mind that if you are working
with an existing file and don’t change the file name, any changes that you made to it will
overwrite the previous version of the file when you save it.)

In many applications, the process to save a document is to click File - Save, or File - Save
As:

Mj Meditations by Emperor of Rome Marcus Aurelius - Notepad

File Edit Format View Help
Mew Ctrl+M  Jook of Meditations, ©
Open... Ctrl+0
Save Ctrl+5

se of anyone anywhere
vhatsoever. You may «
il [}3 ns of the Project Gute

Page Setup... 1e at www.gutenberg.or

Print... Ctrl+P

Exit

If you are saving a document for the first time, you can choose either of these options and
the Save As dialog (or a variation of it) will be displayed. However, if you are saving an
existing document, it is important to know the difference between these two options. The
Save option will save the document using the original file name and overwrite the previous
version. Clicking the Save As option will display a Save As dialog.

The Save As dialog is like the Open dialog, but instead of finding an existing file you are
choosing a save location, file name, and in some cases a file type:

) Save As X
T » ThisPC » Documents » Books v O Search Books »
QOrganize * Mew folder == = 0
# Quick access Name . Date modified Type
[ Desktop Mo items match your search,
3 Downloads

4| Documents

=| Pictures
¢& OneDrive
3 This PC
¥ Metwork

< >

File name: | Meditations by Emperor of Rome Marcus Aurelius] -

Save as type: | Text Documents (*.tut) ~

= Hide Folders Encoding: | ANSI - Cancel
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After having chosen a location for the file, you are able to choose a more descriptive name
than the default “Document1” name which is typically used. However, keep in mind that file
names cannot includes many special symbols, including the following: <>:“/\ | ? *.

When you are ready to save the current document, click the Save button and the document
will be save to the selected location, using the chosen file name and file type (if applicable).

THE CLIPBOARD

Often you may hear people talk about the Clipboard on a computer. This is a tool that
facilities the copying, cutting, and pasting of items between applications and windows itself.
The most important aspect of the clipboard to remember is that you can only copy or cut
one selection at a time. For example, if you copy a sentence from a document and then copy
a folder from your desktop, the copied sentence will no longer be able to be pasted — only
the folder.

Here is a breakdown of the various functions that the Clipboard supports. Note that you can
typically find these commands on the context (right-click) menu or under an Edit menu/tab.

Cut (Ctrl + X shortcut)

Using this command, a selected item will be removed from its current location and placed
on the Clipboard. You can then paste it to a different location. You will typically use this
command to move an item:

Open
Medit )
by Em Print
of Ro Edit
Mar¢ .
L e Open with >
Share with b

Restore previous versions

Send to s

Cut I}

Copy

Create shortcut
Delete

Rename

Properties
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Copy (Ctrl + C shortcut)

This command will create a copy of the selected item and place the copy on the Clipboard,
leaving the original item unchanged. You can then paste the copied item to a different

location.

File Edit

"j Meditations by Emperor of Rerme Marcus Aurelius - Notep

Format  View Help

This eBo
almost n
re-use 1
with thi

Title: M
Author:

Posting
Release

Language

Paste (Ctrl + V shortcut)

Cut

Copy I},

Paste
Delete

Select All

Right to left Reading order

Show Unicode control characters

Insert Unicode control character

Open IME

Reconwversion

This command will place whichever item currently exists on the Clipboard in a new location.

File Edit
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Paste Special (keyboard shortcut varies)

This command allows you to place whichever item(s) exist on the Clipboard in the format of
your own choosing. For example, if you copied a sentence that appears in a red font, you
could choose to place the copy using that formatting, a basic plain formatting, or matching
the surrounding formatting. This feature is not available for every application.

UNDO AND REDO

Everyone makes mistakes and the people who create software applications know that. To
help make these mistakes as least painful as possible, virtually every application supports
some form of undo function so that you can undo a previous action.

For example, suppose that you accidentally deleted an important paragraph from a report
you were composing in Microsoft Word. Rather than have to type it out again, all you would
have to do is use the Undo feature by pressing Ctrl + Z on your keyboard or clicking the
Undo command.

While the location of this command varies widely from application to application, you can
typically find it on the Quick Access toolbar of the application in question or in an Edit
tab/menu:

v

B HD¢=]

Rather than undo your previous action, the Redo command will repeat it. This allows you to
save time from manually repeating a simple action, like inserting a single slide into a
presentation. Like the Undo command, you can typically find the Redo command on the
Quick Access toolbar or in an Edit tab/menu. You can also press Ctrl + Y on your keyboard:

v

BEIDC-~!

PRINTING DOCUMENTS

If you need a hard copy of a document, you will typically have the option to print it out on
paper using a printer. To facilitate this process, most applications include a Print command,
which is typically accessed from the File menu or by pressing Ctrl + P on the keyboard.
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In most cases, the Print dialog box will be used to configure print options:

= Print
General

Select Printer

£

Status:
Location:
Comment:

Fage Range

® Al

Selection

Fages:

Ready

I@ Canon Inkjet 0349 Class Driver

[ Print to file

MNumber of copies: |1 =

Collate Q
14 »]2l| 3|3

Cument Page

Prirtt

>

Preferences

Find Printer...

Apphy

This dialog box allows you to select the printer that you would like to use (1), the page
range to print (2), and the number of copies (3). Set your options and click Print to send the

document to the printer.

Occasionally you may see that an application has a Quick Print option. Choosing this option
will send the current document directly to the default printer using the default printer
settings. This is also what happens if you choose to print a file by right-clicking the file from

inside File Explorer or on your desktop and choosing Print:
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Some applications also support the Print Preview function. This option will provide you with
a preview of how the current document will look on the printed page using the current print
settings:

BIA = | Meditations by Emperor of Rome Marcus Aurelius - WordPad — O X
Print preview [7]

s [Ci] One page
B fwo pages

AcTiviTy 3-2

Creating and Modifying Files with Desktop
Applications

In this activity, you will open and edit a simple rich text file using WordPad.

1. To begin, log into your Windows 10 account.

2. Open your Exercise Files folder. Open the “Starting Files for Activities” folder and
then open the “Lesson 3” folder. Inside this folder you will see the Activity 3-3 file.
Double-click it:
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3. This file will automatically open in the application that is associated with rich text
files. By default this will be WordPad:

Bia = | Activity 3-3 - WordPad —
Home View e
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25 Replace
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11 Of him that brought me up, not to be fondly addicted to either of the two great factions
of the coursers in the circus, called Prasini,and Veneti: nor in the amphitheatre partially to
favour any of the gladiators, or fencers, as either the Parmularii, or the Secutores. Moreover,
ta endure labour; nor to need many things; when | have anything to do, to do it myself rather
than by others; not to meddle with many businesses; and not easily to admit of any slander.

1. Of my grandfather Verus | have learned to be gentle and meek, and to refrain from all
anger and passion. From the fame and memory of him that begot me | have learned both
shamefastness and manlike behaviour. Of my mother | have learned te be religious, and
bountiful; and to forbear,not only to do, but to intend any evil; to content myself with a
spare diet, and to fly all such excess as is incidental to great wealth. Of my great-grandfather,
bath to frequent public schaols and auditories, and to get me good and able teachers at
home; and that | ought not to think much, if upon such occasions, | were at excessive
charges.

1IL. Of Diognetus, not ta busy myself about vain things, and not easily to believe those things,

which are commonly spoken, by such as take upon them to work wonders, and by sorcerers,

or prestidigitators, and impostors; concerning the power of charms, and their driving out of

demons, or evil spirits; and the like. Not to keep quails for the game; nor to be mad after

such things. Not to be offended with other men's liberty of speech, and to apply myself unta

philosophy. Him also | must thank, that ever | heard first Bacchius, then Tandasis and

Marcianus,and that | did write dialogues in my youth; and that | took liking to the

philosophers' little couch and skins, and such other things, which by the Grecian discipline .
e e tm thas s ko renface mhilasanbr

100% (=) ] @

(If Microsoft Word or another word processor opens, you should still be able to
follow the remaining steps in this activity. However, the interface will look different.)

4. The first and second paragraphs are out of order and need to be swapped with one
another. Click and drag your cursor over the entire first paragraph to select it:
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IMOF him that brought me up, not to be fondly addicted to either of the twa great factions

of the coursers in the circus, called Prasini,and Veneti: nor in the amphitheatre partially to
favour any of the gladiztors, or fencers, as either the Parmularii, or the Secutores. Moreover,
to endure labour; nor to need many things; when | have anything to do, to do it myself rather
than by others; not to meddle with many businesses; and not easily to admit of any slander.

1. Of my grandfather Verus | have learned to be gentle and meek, and to refrain from all
anger and passion. From the fame and memory of him that begot me | have learned both
shamefastness and manlike behaviour. Of my mother | have learned to be religious, and
bountiful; and to forbear,not only ta do, but to intend any evil; to content myself with a
spare diet, and ta fly all such excess as is incidental to great wealth, O my great-grandfather,
both to frequent public schaols and auditerfes, 2nd to get me good and able teachers at
home; and that | ought not to think much, if upon such occasions, | were at excessive
charges.

1II. Of Diognetus, not to busy myself about vain things, and not easily to believe those things,
which are commonly spoken, by such as take upon them to work wonders, and by sorcerers,
or prestidigitators, and impestors; concerning the power of charms, and their driving out of
demons, or evil spirits; and the like. Not to keep quails for the game; nor to be mad after
such things. Not to be offended with other men's liberty of speech, and to apply myself unta
philosophy. Him also | must thank, that ever | heard first Bacchius, then Tandasis and
Marcianus,and that | did write dialogues in my youth; and that | took liking to the
philosephers' little couch and skins, and such other things, which by the Grecian discipline .
b ARflaranb
100% (=) ] (O]
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5. Right-click this selection and then click Cut:
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to be gentle and meek, and to refrain from all
\mory of him that begot me | have learned both

shamefastness and manlike behaviour. Of my mother | have learned te be religious, and
bountiful; and to forbear,not only to do, but to intend any evil; to content myself with a
spare diet, and to fly all such excess as s incidental to great wealth. Of my great grandfather,
bath to frequent public schaols and auditories, and to get me good and able teachers at
home; and that | ought not to think much, if upon such occasions, | were at excessive
charges.

1L, Of Diognetus, not ta busy myself abeut vain things, and not easily to believe these things,
which are commonly spoken, by such as take upon them to work wonders, and by sorcerers,
or prestidigitators, and impestors; concerning the power of charms, and their driving out of
demons, or evil spirits; and the like. Not to keep quails for the game; nor to be mad after
such things. Not to be offended with other men's liberty of speech, and to apply myself unta
philosophy. Him also | must thank, that ever | heard first Bacchius, then Tandasis and
Marcianus,and that | did write dialogues in my youth; and that | took liking to the
philosophers' little couch and skins, and such other things, which by the Grecian discipline
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6. The previously selected paragraph will now have been removed from the page and
placed onto your computer’s Clipboard. With your cursor now placed where this

paragraph used to be, press the Delete key on your keyboard twice to remove the
two extra lines that now exist:
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I. Of my grandfather Verus | have learned to be gentle and meek, and to refrain from all
anger and passion. From the fame and memory of him that begot me | have learned both
shamefastness and manlike behaviour. Of my mother | have learned to be religious, and
bountiful; and to forbear,not only to do, but to intend any evil; to content myself with a
spare diet, and to fly all such excess as is incidental to great wealth. Of my great-grandfather,
both to frequent public schools and auditories, and to get me good and able teachers at
home; and that 1 ought not to think much, if upon such occasions, | were at excessive
charges.

1ll. Of Diognetus, not to busy myself about vain things, and not easily to believe those things,
which are commonly spoken, by such as take upon them to work wonders, and by sorcerers,
or prestidigitators, and impostors; concerning the power of charms, and their driving out of
demons, or evil spirits; and the like. Not to keep quails for the game; nor to be mad after
such things. Not to be offended with other men’s liberty of speech, and to apply myself unto
philosophy. Him also | must thank, that ever | heard first Bacchius, then Tandasis and
Marcianus,and that | did write dialogues in my youth; and that | took liking to the
philosophers' little couch and skins, and such ather things, which by the Grecian discipline
are proper to those who profess philosophy.
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7. Click to place your cursor at the end of the paragraph I. Press Enter twice to make
room for the passage that you previously cut. The document will now look like this,

with your cursor placed evenly between the two existing paragraphs:
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100% (=)

8. Press Ctrl + V on your keyboard. The previously cut passage will be pasted into the

current location:
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spare diet, and to fly all such excess as is incidental to great wealth. Of my great-grandfather,
both to frequent public schools and auditories, and to get me good and able teachers at
home; and that | ought not to think much, if upon such occasions, | were at excessive
charges.

11. Of him that brought me up, not to be fondly addicted to either of the two great factions
of the coursers in the circus, called Prasini, and Veneti: nor in the amphitheatre partially to
favour any of the gladiators, or fencers, as either the Parmularii, or the Secutores. Moreover,
to endure labour; nor to need many things; when | have anything to do, to do it myself rather
than by others; not to meddle with many businesses; and not easily to admit of any slander)
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or prestidigitators, and impostors; concerning the power of charms, and their driving out of
demons, or evil spirits; and the like. Not to keep quails for the game; nor to be mad after
such things. Not to be offended with other men's liberty of speech, and to apply myself unta
philosophy. Him also | must thank, that ever | heard first Bacchius, then Tandasis and
Marcianus,and that | did write dialogues in my youth; and that | took liking to the
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9. You would like to save this document as a new file so that you do not overwrite the
existing version. Click File - Save as:
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&
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o

= | Activity 3-3 - WordPad

Save a copy of the document

MHew
,; Rich Text document
&=| Savethe document in the Rich Text format.
Open
Office Open XML document
Save oocx | Save the document in the Office Open XML

format.

&  OpenDocument text
Save as [} 4 .
oot | Save the document in the OpenDocument

Save the document with a new
name or format,

Print
Save the document as plain text without
) line breaks or formatting.
Page setup Other formats
E Open the Save as dialog box to select from
e all possible file types.
About WordPad
Exit

10. The Save As dialog box will now be displayed. Click the Desktop link from the “Quick
access” area:
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11. The file name will display the current one (Activity 3-3). Click to place your cursor at
the end of this name and add a space. Type “Complete” and then click the Save

button:
E Save As *
« v “F Il » ThisPC » Desktop » v 0 Search Desktop yel
COrganize « Mew folder == - o
# Quick access MName Date modified Type
[ Desktop MOS3001_Windows_10_1_ExerciseFiles 7/19/2015 1:34 PM File folder
; Downloads

¥z| Documents

-| Pictures
4@ OneDrive
[ This PC

¥ Network

<

File name: | Activity 3-3 Complete]

Save as type: | Rich Text Format (RTF) v

Save in this format by c :
“ Hide Folders default ave [ Elu=d

12. The current document will now have been saved to the location that you specified.
Note that the title bar of the open file will change to incorporate the new file name:

El | [ ® ¢ = | Activity 3-3 Complete | WordPad
“ Home View

Cut - - - E iz = i - f=.
I Candara 11 A A == = =

Paste Bfga&xzf_&’v&v =E=EE=E=

13. Close WordPad and then sign out of your Windows 10 account to complete this
exercise.

Summary

Over the course of this lesson you learned about some of the ways that you can work with
the desktop and desktop applications in Windows 10. You should now be comfortable
managing desktop application windows, as well as files and folders. You now know what the
File Explorer is used for and how to use it. Additionally, you are now able to complete basic
actions (such as save, undo, and print) in most desktop applications.
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LESSON 4:
USING MICROSOFT EDGE

Lesson Objectives

In this lesson you will learn how to:

= Navigate the Microsoft Edge user interface
= Browse the web using Microsoft Edge

= Manage tabs

=  Modify Microsoft Edge options
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TOPIC A: Navigate Microsoft
Edge

One of the biggest changes that you will find in Windows 10 is the inclusion of Microsoft
Edge as the default web browser. This entirely new application is designed as a lightweight
web browser that offers integration with Cortana and OneDrive, amongst other features.
Over the course of this topic, you will learn all about this new browser and its features.

Topic Objectives
In this topic, you will learn:
= About web browsers and search engines
» About Microsoft Edge and Internet Explorer
= About the Microsoft Edge interface
= About URL’s
= About Bing

WEB BROWSERS AND SEARCH ENGINES

A web browser is a type of application that has been designed to display web pages that are
stored on a network. A network could refer to the World Wide Web (“the web” for short) as
a whole, or an internal organization-wide intranet. While the Microsoft Edge and Internet
Explorer web browsers are both included with Windows 10, there are a variety of other
different web browsers that you can download and install. Mozilla Firefox and Google
Chrome are popular choices.

A search engine typically refers to an online service that searches the web based on terms
that you enter. When this search is done, a list of results will then be displayed on a web
page that you can search and navigate through using the provided links. While Windows 10
(including Cortana) is fully integrated with the Microsoft Bing search engine, Google is also a
very popular search engine that you can use to find the information that you need.
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MICROSOFT EDGE AND INTERNET EXPLORER

The Microsoft Internet Explorer (IE) web browser was first introduced in Windows 95. It has
been the default Windows web browser ever since. While it was one of the most popular
browsers used on the web at the turn of the millennium, its popularity has waned rapidly
with the rise of Mozilla Firefox, Google Chrome, and Apple’s Safari web browser.

With the release of Windows 10, Internet Explorer has been replaced with Microsoft Edge.
This is a new product that is designed to address many of the shortcomings that Internet
Explorer had. As the new default web browser for Windows, it features many of the same
features that were found in IE, but it also includes full integration with Cortana.

ELEMENTS OF THE MICROSOFT EDGE WINDOW

When Microsoft Edge is open, you will see that its interface is fairly basic. This is by design
so that you can focus on the web pages that are being displayed, rather than be distracted
by a complicated interface. Additionally, the interface can change slightly to incorporate
different elements.

For example, by default when you first open Microsoft Edge, the Start tab will be displayed.
This tab includes local news and weather information, as well as the address bar, which has
been moved lower in the window:

B start X | = O X

Where to next? Q

My news feed

Halifax, Nova Scotia >

ETT

Light Rain

Last Updated 05:05 PM

Today High 87° Low 58

World War Il bemb washes up on Florida beach
| >

Full Forecast

MLB >

& 5:05 PM ET A

Bos LAA

This is the same structure that is used when you open a new tab, but rather than news and
weather you will see a grid showing frequently visited and/or suggested websites:
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B start B New tab X [+ = O X

Where to next? Q

O search or enter web address

Top sites Customize

K o W a v | m B

Facebook YouTube Yahoo! Wikipedia Amazon Twitter eBay BBC

Show my news feed

As the Start tab is the most common state of Microsoft Edge, let’s break down each element
of the interface while a web page is displayed:

H Mmuscojfﬁciamun x [ - D@T
G2 Q| mmemne © o 7o 1@
17 -

T
a\niooﬂ ‘ Search Microsoft.com Fel ‘ ! Signin v

Store v Explore v Devices v Software & apps Support v

Start the school year rightawith up to $150 off select Surface Pro 3 models
Learn more > Shop limited-time offer >

[ N all ,

Support Downloads Apps Security

Here is a description of each element.

Content (1): The majority of the Microsoft Edge interface consists of the web page
that you are currently visiting.

Back/Forward (2): These two buttons are used to move back or forward to pages
that you have previously visited.

Address bar (3): This is where you can enter the URL of the website that you would
like to visit. Additionally, you can enter search terms into this bar to execute a search
using Bing.

Tabs (4): Each tab represents a web page. There will be always at least one tab open.
You may open multiple tabs to view multiple web pages at the same time.

Refresh (5): Clicking this button will reload the currently displayed webpage to
display the most up-to-date version.
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* Minimize/Maximize (Restore)/Close (6): Just like any other desktop application
window, you can use these buttons to minimize, maximize/restore, and close the
Microsoft Edge window.

* Hub/Make a Web Note/Share/More actions (7): The Hub button will display the
Hub pane. This is where you can access your favorites, history, reading list, and
downloads. Clicking the “Make a Web Note” button allows you to add notations
directly to a web page. The Share button will display the Share pane, which you can
use to share the current web page with others. Finally, the “More actions” button
gives you access to several different settings in Microsoft Edge.

» Reading view/Add to favorites or reading list (8): Clicking the “Reading view” button
will strip a blog post or news article down to only the basic article content. The “Add
to favorites or reading list” button allows you to add the current web page to your
reading or favorites list.

URL’s
URL’s (Uniform Resource Locators) are references that point to other resources on the

Internet. Commonly referred to as addresses, you can enter them into the address bar in
Microsoft Edge. This will display the page within the working area of the browser.

BING

Bing is Microsoft’s own search engine. You can access this service by searching using
Cortana or typing terms directly into the address bar of Microsoft Edge. You can also access
it by visiting the bing.com website:

B &ing X e -

a
23 | s x| =@ -
= e .. Frar .

Portugal

2!, Europe.Itis located on the Iberian Peninsula, and it is the
#E5 westemmost country of mainland Europe, being bordered by the Atl

qal vacations

jal news

jal map

qal weather
| soccer

gal flag

jal cove st. philips

The beach i Seen a strawberry tree? Popular Now

Check o The fruit makes a local drink divorce - Geo

hittp://www.bing.

If you type search terms into the provided text box on the Bing home page (or in the
address bar) a list of suggestions will be presented.
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By pressing the Enter key or clicking the associated Search button, a list of results in the
form of URL’s will be presented:

B Fortugal - Bing X+ -

[m]
& > O ‘bing.com ﬁ‘ = @ O
bbing Portugal m

Web Images Videos Maps News Explore Francais  John
239,000,000 RESULTS Narrow by language ~ Narrow by region +
Portugal - Wikipedia, the free encyclopedia 8

R L (i) We are updating our Terms of Use and Privacy
en.wikipedia.org/wiki/Portugal ~ Statement. Learn More
Portugal, officially the Portuguese Republic, is a country in southwest Europe. It is

located on the Iberian Peninsula, and it is the westernmost country of mainland

History Economy - D ics - Culture Portugal

Portugal Travel and Tours - Visit Portugal with Portugal.com

portugal.com ~

North America-based site provides guidance and reservations on travel and tours to
Portugal, as well as general information, shopping, and auctions i
Photes - Travel Tips - Information - Travel Professionals - Fatima - Azores Travel

Paftugal

Alboran
©/2015 Microsoft Corporstion
(B.2015 HERE,

Images of Portugal

bing com/images

Portugal, officially the Portuguese Republic, is a country
on the Iberian Peninsula, in southwestem Europe. It is
the westernmost country of mainland Europe, being
bordered by the Atlantic Ocean to the west and south
and by Spain to the north and east. The country als. . +

en wikipedia org

See more images of Portugal Founded: Jun 24, 1128

Population: 10.46 million (2013)
I - I anah: Dlanat oo

Searching by Category
Along the top of the Bing home page, you will find a list of categories that provide you with
access to a variety of different search categories such as Web (selected by default), Images,
Videos, Maps, News, More, and Search History. Additionally, you will see links to access the
MSN home page, Office Online, Outlook.com, and your Microsoft account information:

B Bing X |+ =

[m]
& 5 O | bingoom | =@ & -

Popular Now Links

Along the bottom of the Bing home page, you will see some featured stories and
information about the home page’s background photo. Additionally, under the Popular Now
header, you will see what search terms are trending:

Seen a strawberry tree? Popular Now

The fruit mak: ink

AcTiviTY 4-1
Navigating Microsoft Edge

You would like to familiarize yourself with Microsoft Edge and its interface. To practice, you
would like to visit the Bing home page.

1. To begin, sign into your Windows 10 account.
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2.  On the taskbar, click the Microsoft Edge button:

3. The Microsoft Edge window will now be displayed on the desktop. By default, the

Start page will be displayed with news, weather, and sports information:

B start x |+

< > O

Where to next?

My news feed

Trump surges to big lead,in GOP presidential
field

lifax, Nova Scotia >

or vom
6 4 F & 70%
Partly Sunny
Last Updated 10:05 PM
Today High 87°

Full Foracast

MLE >

4. Inside the provided text box, type “bing.com” and press Enter on your keyboard:

B start X 4+

< > O

Where to next?

—p D bing.com|

I @ hitp:/fbing.com
My news feed

..-.'lllnpningwm

Website

Bing search

(Note that you can also type search terms directly into this text box and press Enter

to search with Bing.)
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5. The Bing home page will now be displayed within the Microsoft Edge window.
Notice that its URL is displayed within the address bar:

B sing x 4+ -

(=]
<« > O bing.com 3 =@ & -
|

Popular Now
Blake Shelt

6. Inside the search bar on the Bing home page, type “Red panda.” You will instantly
see several search suggestions and some basic information about the subject. Press
Enter:

B zing X 4+ -

o
& > () | bingcom =
[ |

Red panda

ear, is  small arboreal mammal native to the eastem Himalayas a

ilurus fuigens

nda facts
a pictures
ia habitat
2 videos
ia beads

images

da adaptations
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7. Alist of URL results will be presented. On the right side of the page you will see

some summary information about the subject that you were searching for:

B Red panda - Bing

« = O

Red p:

X e

| mgcomse

b bing  Red panda
Web  Images

2,050,000 RESULTS

Red panda

enwikipedia org/wikiRed_Panda ~

anda

Videos ~ Maps  News  Explore

Narrow by language ~ Narrow by region ~

Red Panda | Species | WWF - World Wildlife Fund

Panda Fact

www worldwildlife.org » x Species ~
Almost 50 percent of the red panda’s habitat is in the Eastern Himalayas. The loss of
nesting trees and bamboo is causing a decline in red panda populations across ..
Threats - Snow Leapard - Ganges River Dolphin

Red

Sheet - National Zoo
i iaTrail/

si

cfm ~

Red Panda. Order: Camivora. Family: Ailuridae. Genus and Species: Ailurus fulgens
Description: Red pandas, which resemble raccoons, are about 42 inches long

Related searches for Red panda
What Do Red Pandas Eat

Baby Red Panda Pictures
Why Are Red Pandas Endangered

Red Panda Video
Red Panda Bear
Red Panda Food Chain

National Geographic - Red Panda

[m]
| =@ a

Francais  John

See all images

Red panda

The red panda, also called lesser panda, red bear-cat
and red cat-bear, is a small arboreal mammal native to
the eastern Himalayas and south-westem China that has
been classified as vulnerable by IUCN as its wild
population s estimated at less than 10,000 mature i.. +
en.wikipedia.org

Scientific name: Allurus fulgens

Biological classification: Species

Belongs to: Allurus

People also search for

See all (20+)

x

(Note that this summary information isn’t always displayed, but it can be very
useful for quick searches.)

8. Just below the search text box, click the Images category:

© All rights reserved.

> Red panda - Bing

< =

> bing

O

P

‘ bing.com/search?g
Red panda

Imi%es Videos

Web

News

Maps

Explore
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9.

Now only image search results will be displayed, along with some suggested search
terms:

B Red panda - Bing Image X+ = o ¥
& > O | bingeomimages/sea > w| =2 O
L bing | Red panda 0
Web  Images  Videos  Maps  News  Explore Francais  John
Snow Red Panda  Cute Baby Giant Koala Polar Red Panda Sloth RedPanda Dhole RedPanda Sun
Leopard  Cubs Red Pandas  Panda Bear Just Got Real ~ Bear Pet Wallpaper  Bear
Image size > Color

Type~ Layout~ People~ Date~ License~ SafeSearch: Moderate ~

See all favorites @

Refine your search for Red panda

” N ~ i .
i N ] 7
ol L L dMna e 8 N
i ; gy
2
Red Panda Red Panda Red Panda
Sleeping Babies

Red Panda
Cartoon

Red PandaBear  Funny Red

RustytheRed  Red Panda
Wallpaper Panda wins

s
W Feedback

10. Click inside the address bar and replace the existing text with “snowy owl.” You will
see that like the Bing home page, search suggestions will be listed:

B Red panda - Bing Image X+

G )

|

o
2 *| = 2 &
b bing | snowy owl

X

wl facts for kids

Francais  John
E wl facts
Snow sn dog sled tours Red Panda  Dhole Red Panda  Sun
Leopard . Pet Wallpaper ~ Bear
sr pictures
Image size v | sr wl symbolism See all favorites @
- | souvenirs kingston ontario

ransportation

Refine your search for Red panda
| e P
N e |

Red Panda

Red Panda Bear  Funny Red
Cartoon

anda

~
Red Panda Red Panda
Sleeping Babies

e
Red Panda Rusty the Red Red Panda
Wallpaper Panda

'wins
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11. Press the Enter key. A new Bing image search results page will now be displayed:

Back oy owl - Bing Image: X+ - o
& > O | bingcomsimages/searchia= 20owigigs =nBdorm=QBIRBG=snowy%200wIsc=8-98isp=-18esk= *| =2 A
I) bing  snowy owl ﬂ

Web  Images  Videos  Maps  News  Explore Francais  John
Barn  GreatHorned  Great Grey Barred Pygmy  Burrowing  EIf Long-eared  Male Short-eared  Arctic
owl Owl Owl Owl owl owl Oowl  Owl Snowy Owl  Owl Fox
Imagesize~ Color~ Type~ Llayout~ Peoplev Date~ License~ SafeSearch Moderate v See all favoriles W

W Foedback

x

12. Near the upper left-hand corner, click the Back button:

= —--wy owl - Bing Image:
Back

eb>o|

13. The previous page will now be displayed:

B Red panda - BingImage X =+ _

o
L )] | bing.com/images/search?q=Red* panda&FORM=HDRSC2 g ‘ = @ O
b bing = Red panda ﬂ

Web  Images  Videos  Maps  News  Explore Frangais  John
Snow Red Panda  Cute Baby Giant Koala Polar Sloth  Red Panda RedPanda Dhole RedPanda Sun
Leopard = Cubs Red Pandas  Panda Bear Bear Just Got Real ~ Pet Wallpaper  Bear
Size~ Color~ Type~ Layout~ People - Date~ License~ SafeSearch: Moderate ~ See all favorites @

Refine your search for Red panda

AN T SOlYS | i
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14. In the upper right-hand corner of the Microsoft Edge window, click the Close
button:

15. Sign out of your Windows 10 account to complete this exercise.
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TOPIC B: Use Microsoft Edge

Microsoft Edge provides you with all of the tools that you need in order to browse the web.
Over the course of this topic, you will examine many of these tools and learn how to use
them effectively.

Topic Objectives

In this topic, you will learn:
» About the address bar
» How view frequently visited websites
= How to view your favorites
* How to view your Reading List
= How to view your history
* How to view a page using Reading view
* How to create web notes
* How to share web pages with others
= How to use Cortana in Microsoft Edge

THE ADDRESS BAR

In the Microsoft Edge interface, the address bar is not only the place where you enter
website URL’s; it is also where you can enter search terms that are then sent to Bing. For
example, suppose that you wanted to find some information about koalas. First, you would
type “Koalas” into the address bar:

W Wikipedia x |+

& O O ke 7

O koalas Bing search

i
N !
& o

arch suggestions
O koala's playground
O koalas to the max
O koalas habitat
O koalas fighting
O koalas for sale
L koala facts

O koalas diet

After entering those search terms, press the Enter key on your keyboard or click the Search
button. A Bing search results page will then be displayed:
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B Koalas - Bing X+
< > O ‘ £ bing.com
b bing  Koalas
Web Images Videos Maps News Explore

4,840,000 RESULTS Narrow by language ~ Narrow by region +
Koala - Wikipedia, the free encyclopedia

en wikipedia.org/wiki/Koala ~

The koala ( cinereus, or, i koala bear [a]) is an arboreal
herbiverous marsupial native to Australia. It is the only extant representative of
Etymology - Taxonomy and evolution - Description - Ecology and behaviour

Koalas, Koala Pictures, Koala Facts - National Geographic

animal:
Leam all you wanted to know about koalas with pictures, videos, photos, facts, and news
from National Geographic.

Information on Koalas. This Koala information is reqularly ...
www thekoala com/koala ~
Infermation and original photos of the Koala. Also included is a koala messageboard

Koala | San Diego Zoo Animals

animal i i -

Page with infermation about the koala. The San Diego Zoo even seems fo be successful
in breeding koalas.

Koalas: Facts About Iconic Marsupials - LiveScience.com

www livesci com/27401-koalas-facts.html ~
Vont i anlac feam alat So coddiah b it

\Afad Waala b

Franais  John

See all images

Koala

The koala is an arboreal herbivorous marsupial native to
Australia. It is the only extant representative of the family
Phascolarctidae, and its closest living relatives are the
wombats. The koala is found in coastal areas of the
mainland's eastern and southern regions, inhabitin... +
en wikipedia.org

Scientific name: Phascolarctos cinereus

Lifespan: 13 - 18 years (In wild)

Weight: 8.5- 33 1b

Gestation period: 30 - 35 days

Body length: 2 - 2.8 fi

Soecie:

Search Suggestions

As you type a URL or search terms into the address bar, you will see a list of search

suggestions based on what you have typed:

O koala bear N
O koala's playground

O koalas to the max

O koala sewing cabinets

£ koala bear pictures

Show my news feed

B New tab X [+ = O
< > O = @ O
Where to next? Q
o i
£ koala Bing search
Top sites Customize
£ koal 8ing search
n K- & ©
Facebook AEMIEE| Y0 httpsy/www.bing.com/search?q=Koalas8.FORM=EDG... Koalas - Bing | eBay BBC
Bing search

This list can include previous searches that you have performed, as well as popular searches
that include the keywords that you entered. You can save time when executing a search by

clicking on one of the suggestions.
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VIEWING FREQUENTLY VISITED WEBSITES

By default, whenever you open a new tab in Microsoft Edge a list of the most popular
websites and sites that you frequently visit will be listed:

b Bing B New tab X

Where to next? Q

o

Top sites Customize

| o w a i B
Facebook YouTube Yahoo! wikipedia Amazon eBay BEC

Show my news feed

Clicking on any of the items listed here will open their associated website in the current tab.
To remove an item from this list, move your cursor over that item and then click the X
button in its upper right-hand corner:

b

BEC

If you wish, you can also choose to include your news feed on this page by clicking the
“Show my news feed” link near the bottom of the page.
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Clicking the Customize link on the right side of the top sites list will also give you the option
to enable your news feed on this page, but you can customize the topics that you would like
it to include. Additionally, you have the option to simply have a new tab appear as a blank
page:

b Bing B mew tab X [+

Customize
Show

O Top sites and my news feed
@ Top sites

O A blank page

VIEWING YOUR FAVORITES

Your favorites in Microsoft Edge are a list of web pages that you choose specifically to mark
so that you can easily come back to them in the future. As your Favorites list is a component

of the Hub, you can view it by clicking the Hub icon (=) near the top right-hand corner of
the window:

— O >

x| 5@ Q0 -

With the Hub pane displayed, click the Favorites icon ("lff ):

= O g
W = @ O
w E O | +
S -
DOWNLOADS Open folder
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With the Favorites pane displayed, you will see a list of all your favorites and folders that

can be used to organize them:

FAVORITES

Favorites Bar

Bing

L

Import favorites

http:/fwww.bing.com/

_D:]

Clicking on any favorite that is listed here will open its associated website in the current tab
To view the contents of a folder, click on it. In addition to displaying the folder’s contents,

you will see a breadcrumb trail that lists all of the parent folders. In this example, you can
see that the Favorites Bar folder is stored just inside the Favorites folder:

O —

W

& Fau%tes

€T
Y

s

Favorites Bar

You can return to any of the parent folders that are listed here by clicking on them.

Managing Favorites

Favorites can be moved to a folder by clicking and dragging them to the folder in question.
You can also use the same technique to move a favorite out of a folder, but using the

breadcrumb trail instead:

W

i

A

—E+re-

et Fﬁw

t

— Move

L
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To create a new folder inside your favorites, right-click any item inside the favorites list and
click “Create new folder:”

_D:]
FAVORITES

Import favorites
Favorites Bar

b Bing

http://www.bing.com/

Open In new tab

Create new folder
Eename %

Eemove

(You can also see options to rename or remove the selected item.)

With a new folder created, you will immediately be given the option to give it a more
descriptive name:

x £ O L 4=
FAVORITES Import favorites
Favorites Bar

b Bing

hitp:/www.bing.com

Search Engines

Pressing the Enter key will apply the new name.

Adding a Favorite

To add a web page to your Favorites list, first open the web page in question. Next, click the
star icon (“J:f) to the right of the address bar:

‘ bing.com

© All rights reserved.
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A menu will be displayed that allows you to customize the name for this new favorite,
choose where you would like to create it (as well as create a new folder), and add it or
cancel the process entirely:

B sing X |

- o
“— > O bing.com o= B

Name

Create in

Favorites

Create new folder

Add Cancel
[ g, |

Once a web page has been marked as a favorite, the star icon will appear yellow whenever
you visit that page:

B Bing X [+ Es

- o
&« O bing.com I:l =@ O -

If you click this icon again, you will be given options to modify the name of the favorite,
change its save location, or remove it entirely:

B Bing X B

— &
& > () | bingcom K =@ & -

Name

Save location

Favarites

Update Remove

VIEWING YOUR READING LIST

The Reading List feature in Microsoft Edge allows you to save articles that you would like to
read later, but don’t necessarily want to clutter up your Favorites list with. As your Reading
List is a component of the Hub, you can view it by clicking the Hub icon (= ) near the top
right-hand corner of the Microsoft Edge window:

et

O
% 2 o -

7
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With the Hub pane displayed, click the Reading List icon (=), if it isn’t already selected:

O >

} ol =@ o -

* E O L +
N —

DOWNLOADS Open folder

Past Downloads Clear all

With the Reading List displayed, you will see any articles that you marked to read later.

Included in the listing will be the article title, a snippet of its content, and when it was added
to the list. Clicking an entry will open it in the current tab:

w £ D |

READING LIST

Windows 10: Preparing to Upgrade
One Billion Devices | Blogging Window

windows.com
Today

Windows 10: Preparing to Upgrade

One Billion Devices | Blogging Wing
windows.com

© All rights reserved.

168 of 311



[169] Microsoft Windows 10 —Part 1

To remove an article from the Reading List, right-click its listing and then click Remove:

Today

Windows 10: Preparing to Upgrade
One Billion Devices | Blogging Wine

windows.com

Relg ove

Adding an Article to the Reading List
To add an article to the Reading List, ensure that that the article in question is displayed

within the browser. Next, click the star icon (ﬁ;) to the right of the address bar:

Windows 10: Preparingt X+ ‘ - o x

€ > O | sogswindonscom Wi = @ & -

On the menu that appears, click the “Reading list” header if it is not selected already:

il

W

Favorites Reading list

A

Mame

Windows 10: Preparing to Upgrade One B

Create in

Favorites ~

Create new folder

Add Cancel
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With the “Reading list” header selected, you will be able to customize the name if you wish.
Clicking the Add button will add it to the list:

Favorites Reading list

MName

| e One Billion Devices | Blogging Windows

Add Cancel
L

It's important to note that unlike when you add a web page as a favorite, pages that are
added to the reading list will not cause the star icon to appear yellow. When you view these
pages, the star icon will have a black outline.

VIEWING YOUR HISTORY

Microsoft Edge (and every other web browser) keeps a record of each website that you visit.
This provides you with a quick way to return to recent websites. As your history is a
component of the Hub, you can view it by clicking the Hub icon (=) near the top right-hand
corner of the Microsoft Edge window:

= O ot

* | z Q -

|

With the Hub pane displayed, click the History icon (9) if it isn’t already selected:

= O >
be oo
* E QO L -
%_
DOWNLOADS Open folder

Your history will now be shown. It is automatically categorized into dates and times. Your
most current history will be listed under the “Last hour” category, while websites that you
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visited in recent days will be categorized by date. Older pages will be listed under “Last
week” or the “Older” category:

A

e=

O

HISTORY

4 Last hour

Windows 10: Preparing to Upgrade One B
blogs.windows.com/bloggingwindows,/20

I> Bing
bing.com

I> Bing Maps
bing.com/maps,/?v=28cp=s5g70xghbwfg2

Today - 7/21
Vesterday - 7/20
Sunday - 7/19

Last week - 7/12 to 7/18

o

(=L,
©

2:41 PM

2:41 PM

2:06 PM

=

Clear all history

X

You can expand or collapse any category that is listed here by clicking on their headers:

w £ O =+

HISTORY Clear all history

4 Last hour s

I> Bing 3111 PM
bing.com

I» Bing Maps - Driving Directions, Trafficand ~ 3:10 PM
bing.com/maps/?v=28cp=sg70xghbwfg2
Windows 10: Preparing to Upgrade Cne B 2:41 PM
blogs.windows.com/bloggingwindows/20
Today - 7/21 X

4 ‘-r"esteiizy -7/20 *

> Red panda - Bing Images T:02 PM
bing.com/images/search?q=Red +panda&

Clicking on any of the web pages that are listed here will open them in the current tab.

Clearing History

To remove an item from your history, right-click the item

in question and click Delete:

Clicking the “Delete all visits

to [domain name]” will

remove all history related to that site. For example, if you

© All rights reserved.

Last hour >
Bing 3:11 PM
bing.com

Bing Maps - Driving Directions, Traffic and
bing.com/maps/

3:10 PM
Open in new tab
Windows 10:Pre| - o0 i new window
blogs.windows.cd

Delete
Today - 7/21

Delete all visits to bing.com
Yestarday - 7/20 £
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click this option for bing.com, not only will the current item be removed, but any previous
searches that you made will be removed also.

You can also remove entire categories by clicking the X next to each category:

* £ D U =

HISTORY Clear all history

4 Last hour *

> Bing 311 PM
bing.com

I> Bing Maps - Driving Directions, Trafficand 210 PM
bing.com/maps/Tv=_2&cp=5g70xghbwfg2
Windows 10: Preparing to Upgrade Cne B Z:41 PM
blogs.windows.com/bloggingwindows/20
Today - 7,/21 X
Yesterday - 7/20 X
Sunday - 7/19 x
Last week - 7/12 to 7/18 s
Older - Xh

Finally, if you would like to clear your entire history, click the “Clear all history” link near the
top right-hand corner of this pane:

W

HISTORY

4

I

O L

Last hour

This action will cause a list of options to be displayed. Using these controls you can choose
exactly what you would like to clear from your history

(displayed on the right):

By default the “Browsing history,” “Cookies and
saved website data,” and “Cached data and files”
options will already be selected. Clicking the Clear
button will complete the action.

© All rights reserved.

« Clear browsing data

Browsing history

Cookies and saved website data
Cached data and files

|:| Download history

|:| Form data

|:| Passwords

Show more

Clear
[
by

Learn more about clearing data

€
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USING READING VIEW

Reading view is a feature that is now becoming more common in web browsers today. Its
purpose is to strip an article or blog post from any distracting elements, such as
advertisements and navigation tools, so that you can focus on the content. You can toggle

this feature where applicable by clicking the book icon (III) on the far right-hand side of the

address bar:

=5 Windows 10: Preparingi X | +

€ > 0

28 Windows

BLOGGING WINDOWS

Billion

661 SHARES

JULY 2, 2015 6:01 AM / by Terry Myerson

Windows 10: Preparing to Upgrade One

With around four weeks to go before Windows 10 becomes available, |

‘ blogs.windows.com/blaggingwindows/2015/07/02/windows-10-preparing-to-upgrade-one-billion-devices

aRss f oW Q, search .

WINDOWS 10 WINDOWS INSIDER PROGRAM Translate with k» bing

RELATED POSTS

Hello World: Windows 10 Available on
July 29
Read more

Devices

FSHARE WP TWEET 5 SHARE
Windows 10 Launching This Summer
in 190 Countries and 111 Languages

Read more

thought it would be helpful to provide some context on how we will roll-
out Windows 10 to the world. We've been really pleased with the strong
response to Windows 10 since we kicked off reservations in early June,
with millions of reservations. We want to make sure all of you have a great
upgrade experience, so we'll roll-out Windows 10 in phases to help
manage the demand. More details on what to expect are provided below.

Announcing Windows Update for
Business
Read more

Welcoming Developers to Windows

Once this view is enabled, the page will feature a simple column of content:

< - 0O

S8 Windows 10: Preparingt X |+ —

‘ blogs.windows.com/bloggingwindows/2015/07/02/windows-10-preparing-to-upgrade-one-billion-devices

Windows 10: Preparing to Upgrade One Billion

Devices

Terry Myerson

| July 2, 2015 6:01 am

With around four weeks to go before Windows 10 becomes available, I thought it would
be helpful to provide some context on how we will roll-out Windows 10 to the world.
We’ve been really pleased with the strong response to Windows 10 since we kicked off
reservations in early June, with millions of reservations. We want to make sure all of you

have a great upgrade experience, so we’ll roll-out Windows 10 in phases to help manage

tha d A nn P | Lot t, 1dad hal

You can return to the standard web view by clicking the same icon.

© All rights reserved.

173 of 311



[174]  Microsoft Windows 10 — Part 1

CREATING WEB NOTES

Web notes are annotations that you can add any web page that is displayed in Microsoft
Edge. They allow you to add notes, highlight items, and even draw on the page. To start
creating web notes on a currently displayed web page, click the “Make a Web Note” icon
near the top right-hand corner of the Microsoft Edge window:

— O >

D% = @ & -

As web notes are powered in part by Microsoft OneNote, the Microsoft Edge window will
now incorporate an OneNote-inspired purple toolbar:

@ Windows 10: Preparing t X

V.¥ ¢ O
S8 Windows  BLOGGING WINDOWS v  WINDOWS10  WINDOWS INSIDER PROGRAM Translate with §» bing
How To Know When You're Ready to Upgrade RELATED POSTS
Starting on July 29, we will start rolling out Windows 10 to our Windows Hello World: Windows 10 Available on

July 29

Insiders. From there, we will start notifying reserved systems in waves,
Read more

slowly scaling up after July 29th. Each day of the roll-out, we will listen,
learn and update the experience for all Windows 10 users.
Windows 10 Launching This Summer
in 190 Countries and 111 Languages
If you reserved your copy of Windows 10, we will notify you once our Read more
compatibility work confirms you will have a great experience, and

Windows 10 has been downloaded on your system.
Announcing Windows Update for
Business

Read more

Welcoming Developers to Windows.
10
Read more

The far left of the toolbar includes the followings tools:

Pen This tool allows you to draw freehand over the current web page.
For example, you could use this tool to circle an object on the
page. Double-clicking this tool allows you to choose the ink color
and stroke width.

Highlighter Just like a physical highlighter, you can use this tool to highlight
interesting bits of text on a page. Double-clicking this tool allows
you to choose the highlighter color and stroke width.

Eraser This tool is used to remove individual ink or highlighter marks
that have been added to the current page.
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Add a Typed Using this tool you are able to add text notes to web pages. These
Note notes appear in their own text area.

This tool allows you to take a screenshot of a specific portion of
the current web page. When this tool is selected, a semi-
transparent mask will appear. By clicking and dragging over this
mask to create a rectangular shape, you can choose exactly what
you would like to capture.

Clip

To start adding annotations to a page, first select a tool. For example, here the Pen tool has
been selected:

Windows 10: Preparing t <

L

With the Pen tool selected, you can then click and drag on the page to add marks:

@ windows 10: Preparingt <

BE Windows  BLOGGING WINDOWS v

How To Know When You'

Starting or{ July 29, we will start ro
Insiders. Fro we will startr

clruadv eralinn nim aftar hile 20tk E:

The Highlighter tool operates in a similar manner. Select this tool and then click and drag
over the text that you would like to highlight:

B windows 10: Preparing t

am Windows BLOGGING WINDOWS v  WINDOWS10  WINDO

How To Know When You're Ready to Upgr

Starting on July 29, we will start rolling out Windows 1%(
Insiders. From there, we will start notifying reserved syster
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If you would like to remove highlighter or ink marks, you can use the Eraser tool. Once
selected, it will remove continuous strokes with one click. For example, if you were to click
on the highlighter marks that we just added, that entire mark will be removed:

@ windows 10: Preparingt >

@ Windows  BLOGGING WINDOWS v  WINDOWS10  WINDO

How To Know When You're Ready to Upg

Starting on July 29, wg will start rolling out Windows 10 t

InecidAare Croamn thara waea aanll cbavrdk matihnna racanend cvctn

You can remove all highlighter and ink notes from the current page by double-clicking the
Eraser tool and then clicking the “Clear all ink” option.

To add typed notes, first select that tool and then click the area where you would like the
note to be added. This action will display a container in which you can type the note:

A windows 10: Preparing t

B Windows BLOGGING WINDOWS v  WINDOWS 10  WINDO

How To Know When You're Ready to Upg

Starting on July Z%ﬂ t
Insiders. From there, \

1%

slowly scaling up afte ]E

learn and titate AP sseesrs e sup i crmiaras -t
This container will always remain open to display the note. Clicking the garbage can iconin

the lower right-hand corner of the container will delete it. Note that you can only click this
icon while the Typed Note tool is selected.
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Finally, clicking the Clip tool will place a semi-transparent mask over the current web page:

Drag to copy

region

Click and drag over the region that you would like to capture a screenshot of:

@ window paringt

V¥V e &

How To Know When You're Ready to Upgrade R

A small notification will appear next to the selection to let you know that the image has
been copied to your computer’s clipboard. You can then paste this image into another
application.

Saving Web Notes
To save notes that you have added to a web page, click the Save button on the right side of
the purple toolbar:

This will provide you with a menu that you can use to save the current web notes to
Microsoft OneNote, your favorites, or your Reading List:

Hello World: Windows 1t X
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If you choose to save the web notes that you made to either your favorites or Reading List,
you will be able to open those notes and the accompanying web page at any time. If you
choose the OneNote option, you will send those notes to an OneNote notebook.

Stop Taking Web Notes
Once you have finished recording web notes, click the Exit button at the far-right side of the
purple toolbar:

Hello Warld: Windows 1 X | =+ = [m} X

& 3 O | bossindowscom mD*x =2 & -

== WindOWS MRss f W Q search ...

BLOGGING WINDOWS +  WINDOWS 10  WINDOWS INSIDER PROGRAM Translate with b bing

SHARING WITH MICROSOFT EDGE

Microsoft Edge incorporates a sharing feature that you can use to share web pages with
other people using a variety of different methods. For example, if you found an interesting
website, you could use the share feature to send that website’s URL to someone using e-
mail or even Facebook or Twitter (if you have those apps installed).

To begin, first display the web page that you would like to share. Next, click the Share icon
near the upper right-hand corner of the Microsoft Edge window:

= O Pt

M| = @ @ -

This action will display the Share task pane on the right hand-side of your screen. This is a
Windows pane, so it will list all the apps that you can use to share the current web page. By
default you will see the Mail and OneNote apps, but if you have Facebook, Twitter, or other
social media apps, you may see those listed as well:
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52 Hello world: windows 1 X+

&« > 0O ‘ blogswindows.com/bloggingwindows/2015/06/01/helle-world-windows-10-available-on-july-20

% | Share

s . Hello World: Windows 10 Available . v
=m Windows f ¥ QSerch..

ﬁ Mail

BLOGGING WINDOWS v  WINDOWS10  WINDOWS INSIDER PROGRAM

N? OneNote

JUNE 1. 2015 1:00 AM / by Terry Myerson

Hello World: Windows 10 Available on
July 29

1K SHARES ~ FSHARE W TWEET < SHARE

Today, I'm excited to share the availability date for Windows 10. In fact, |
thought I'd let Cortana, the world’s most personal digital assistant, share
the news. You can ask Cortana for the answer, or if you don't have a
‘Windows phone or a PC running the Windows 10 Insider Preview handy —

you can hear it for yourself here: Windows 10 Launch: Cel
our Fans and Announcin
+#UpgradeYourWorld
Read more

[ urarace towindows 10-Juy... il SOUNDCLOUD

Clicking on any of the options listed here will launch the associated app in a separate
window. For example, if you were to click the Mail option, the Mail app will open with a new
blank message. The URL to the web page in question will be listed in the message body and
the page name will be in the subject line:

55 Hello World: Windows 1 X+

€ >0

|| blogswindaws.com/bloggingwindows/2015/05/01 hello-wor

2 Options T Discard B> Send
2% Windows e

=5

BLOGGING WINDOWS v  WINDOWS 10  WINDOWS INSIDER PROGRAM

From: abawidgets@outlook.com
To: Cc&Bec
Hello World: Windows 10 Available on July 29 | Blogging Windows
JUNE 1, 2015 1:00 AM / by Terry Myerson
Hello World: Windows 10 Available on Hello World: Windows 10 Available on July 29 | Blogging
July 29 Windows
1K SHARES ~ fSHARE ~ WPTWEET (o SHARE hitp://blogs.window 101/hello-world-wind labl.

July-29/
Today, I'm excited to share the availability date for Windows 10. In fact, |
thought I'd let Cortana, the world’s most personal digital assistant, share
the news. You can ask Cortana for the answer, or if you don‘t have a
Windows phone or a PC running the Windows 10 Insider Preview handy
you can hear it for yourself here:

Sent from Mail for Windows 10

) Uparade to Windows 10— July... (% 2001050

(Likewise, clicking the OneNote option will give you the option to send a quick note to your
OneNote notebook.)

If you would rather share just a screenshot of the Share
web page, click the title of the page in the Share Hello World: Windows 10 Available_. v
pane and click Screenshot:

E Hello World: Windows 10 Availa...

Sl Screenshot
&) Share a ﬁreenshot of Microsoft..
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USING CORTANA IN MICROSOFT EDGE

Cortana is fully integrated into Microsoft Edge. If you have enabled Cortana, you will be able
to use this feature by typing a simple question into the address bar. For example, if you type
in “Who founded Microsoft,” Cortana will provide you with an answer directly in the search
suggestion drop-down menu. This allows you to get quick answers to questions without
leaving the page that you are on:

55 Hello world: Windows 1 X |+

&« > 0O O who founded microsof

Microsoft founders Bing search

e\
. Windov O Bill Gates - Paul Allen

BLOGGING WINDO\

Translate with b» bing

O who founded microsoft 8ing search
Search suggestions

O who founded microsoft with bill gates

JUNE 1, 2015 1:0 2 who founded microsoft and in what year

You can also ask Cortana about the content of a page without having to leave the page or
make a new tab. After selecting a word or phrase that you would like to know more about,
right-click the selection and click Ask Cortana:

55 Hello world: Windows 1 X 4

é % O | blogswindows.com/bloggingwindows

i
m
o

Windows BLOGGING WINDOWS WINDOWS 10 Wi

Get Ready for Windows 10

On July 29, you can get Windows 10 for Do ~nd fah)|
Ask Cortana |
advantage of the free upgrade offer N il

your favorite retailer. If you purchase ¢ eci i "
now and then, the Windows 10 upgi I

Copy
retail stores will upgrade your new ¢

Inspect element

Cortana will then open in a pane on the right side of the Microsoft Edge window and display
information about the selected item. In this case, Cortana responds with the seemingly self-
aware statement “I love it here” and then provides you with some information about
Windows 10.

i3 Hello world: windows 1 X | = - (=] x
Now, suppose that you want to know |« 5> 0 s : o%| = @5 -
What day Of the Week JU |y 29th fa ”S R Windows  BLOGGING WINDOWS v  WINDOWS10  WINDOWS INSIDER PROGRAM O =
Get Ready for Windows 10 ‘ }
. . . I love it here.
on. Aga | n, SeleCt the teXt n q ueStlon, on July 29, you can get [IRTSUERINfor PCs and tablets by taking
. . . . advantage of the free upgrade offer, or on a new Windows 10 PC from Windows 10
rlght-Cl |Ck |t, a n d th e n CI | Ck AS k your favorite retailer. If you purchase a new Windows 8.1 device between
. . now and then, the Windows 10 upgrade will be available to you and many
Cortana. She will then return with an et sores wil uporade your new devie for you
b
answer as well as other information The Windows 10 upgrad is designed to be compatible with your current e
. . Windows device and applications*. We are hard at work to make this Ata glance: Cortana - Microsoft Edge Browser
about the date in ques‘“on: upgrade process a great experience. You can reserve your free Windows Muliple Desiqops
10 upgrade now through a simple reservation process. Loak for this ;:Tj‘:”‘”vfgﬂ' 30 Seprember 2014 - Join Insider
icon in your system tray at the bottom of your screen, simply click on the " .
icon, and then complete the reservation process. You can find mofe details Refease Date: 22 Juy 2075
on how this works at Windows.com. Specifications
Features Windows Holographic - Start
Menu - Universal Apps - Xbox
'] App - SDK to Port An.
Powered by |» bing -
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As a final example, Cortana can also look up the definition of words for you. Suppose you
are reading an article. You come across the word “streamlined” but you do not know what
that word means. You could select that word, right-click it, and choose Ask Cortana to
display a definition:

Hello Warld: Windows 1 X | =+ —

[m]
<« > 0O ‘ windows.com, 10 ﬁ‘ = @ O

== Windows BLOGGING WINDOWS v WINDOWS 10 WINDOWS INSIDER PROGRAM o

+ Microsoft Edge, is an all-new browser designed to get things done
online in new ways, with built-in commenting on the web — via typing

I've gathered this together.

or inking — sharing comments, and a reading view that makes streamline
reading web sites much faster and easier. With Cortana integrated, [ ‘stram fin ] ®
Microsoft Edge offers quick results and content based on your VERB
interests and preferences. Fast, and personal, you can 1. design or provide with a form that presents
focus on just the content that matters to you and actively engage with very little resistance to a flow of air or water,
the web increasing speed and ease of movement:

) “streamlined passenger trains"

synonyms: aerodynamic - smooth - sleek
make (an organization or system) more
efficient and effective by employing faster
or simpler working methods:

“the company streamlined its operations by
removing whole layers of management”
synonyms: efficient - smooth-running -
More

o~

Powered by OxfordDictionaries - © Oxford University Press

Search for "streamlined" on Bing.

Powered by b bing

ACTIVITY 4-2
Using Microsoft Edge

In order to take advantage of everything that Microsoft Edge has to offer, you would like to
practice using some of its features. Note that you will need to have previously configured
Cortana in order to complete some portions of this activity.

1. To begin, sign into your Windows 10 account.

2.  On the taskbar, click the Microsoft Edge button:
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3.

4,

Microsoft Edge will open:

B start X [ = o X

< - () = éE & -

Where to next? Q

My news feed powered by i

Halifax, Nova Scotia >

~< 11mph
& 70%

60°F

Rain Showers

Last Updat

Today High 86° Low 55
! £ ] Full Forecast
More than 100 new B.C. wildfires in 24 hours
2] MLB >
e . @
Che Ci

First, you would like to find out where the Microsoft headquarters is located.

“Microsoft headquarters” into the address bar. You will see that Cortana has
provided an answer in the search suggestions drop-down menu. Click it:

Type

B start X = o

Where to next? !

O microseft headquarters
O Microsoft headquarters

1 Microsoft Way Redmond, WA 98052 United
States I

Bing sear...
My news feed

O microsoft headquarters
Search suggestions
microsoft headquarters in redmond wa

microsoft headquarters seattle washington

microsoft hesdquatters taur

High 86° Low

microsoft headquarters seattle
microsoft headquarters in washington

microsoft headquarters uk

oo o oo

micrasoft headquarters city
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5.

6.

7.

A Bing search page will be displayed with the summary answer that Cortana told
you, as well as lots of other information about the subject:

& =

> bing

B microsoft headquarters X

O | A bingeomsearchrg=microsofisa0headauartersa

microsoft headquarters

Web  Images  Videos  Maps  News  Explore

17,700,000 RESULTS Narrow by language ~ Narrow by region ~

Microsoft headquarters
1 Microsoft Way Redmond,
WA 98052 United States

Find out more on: reebase

Mierosoft — Official Home Page
wvw microsoft com ~
At Microsoft our mission and values are to help people and businesses
world realize their full potential

Download Center

Microsoft Download Genter: Find the
latest downloads for Microsoft ...

Microsoft Download Center
Welcome to the Microsoft Download
Center. Find downloads for

throughout the

Franais  John

Microsoft

Company

W/ Wikipedia

Founded: Apr 4, 1975 - Albuquerque:
CEO: Satya Nadella

Founders: Bill Gates - Paul Allen

Headquarters: Redmond

Canada Support Related people See all (25+)
At Microsoft our mission and values are  Microsoft Help and Support provides
10 help people and businesses support for Microsoft products. .
Microsoft Account Microsoft Security Essenti...
Use a Microsoft accounttosigninto Find out how Microsoft Security
Microsoft producis and services, .- Essenials helps guard your PC . Bill Gate Saty: Paul Al
i ounder Nadella Founder
See results only from microsoft.com e

* |

i
N !
O o

On the right side of the Bing search results page, you will see some summary
information about Microsoft. Click the Wikipedia link:

Microsoft

Company

Microsoft Corporation
is an American
multinational

B Microsoft

W Wikigﬁia

technology company
headquartered in ... +

Founded: Apr 4, 1975 - Albuguerque

The Wikipedia entry for Microsoft will now be displayed. Add it to your Reading List
by clicking the star icon on the far right side of the address bar:

© All rights reserved.
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8. Onthe drop-down menu that appears, click the “Reading list” heading if it isn’t

selected already:

Read View source \

crosoft) is an American multinational
Jevelops, manufactures, licenses,
'sonal computers and services. Its best
1 systems, Microsoft Office office suite,
re the Xbox game consoles and the

er measured by revenues ¥ It is also ol

to develop and sell BASIC interpreters
system market with MS-DOS in the mid

Favorites

Name

=
Reading list

s

O
&

H
| Microsoft - Wikipedia, the free encycjiis | I

Create in

Favorites

> |

Create new folder

Cancel

9. With the “Reading list” header chosen, you will see that you have the option to
change the name of the entry. For this example, click the Add button without

making any changes:

Read View source \

crosoft) is an American multinational
levelops, manufactures, licenses,

W

Favorites

sonal computers and services. Iis best-

] systems, Microsoft Office office suite,
‘e the Xbox game consoles and the

Name

=

Reading list

o
(!

2r measured by revenues ! It is also ol | Microsoft - Wikipedia, the free encyclopec

to develop and sell BASIC interpreters
system market with MS-DOS in the mid

Add I
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10. The current page will now be entered into the reading list. Review the first few
paragraphs of the Wikipedia page. When you run across the term “BASIC,” use your
cursor to select it. Right-click on this selection and click Ask Cortana:

11.

sell BAS!™ intrrnradorn
Jith MS- Open in new tab

1d subse

"0soft er i
Copy link
nade a |

5 billion | Ask Cortana

Open in new window

ystem a Select all

awide Copy

Jfith Bing
5 marke Inspect element

Ea e Ta et

and the people related to it:

Contents
Featured content
Curent events
Random article
Donate to Wikipedia
Wikipedia store

Interaction
Help
About Wikipedia
Gommunity portal
Recent changes
Contact page

Tools.
What links here
Related changes
Upload file
Special pages
Permanent ink
Page information
Wikidata item
Cite this page

Printiexport
Create a book
Download as PDF
Printable version

Languages o
Aftikaans
Alemannisch
recE
engiise
e
Asturianu

‘ﬁ, enwikipedia.org/wiki/\

W Microsoft - wikipedia, # X | 4

< - O

technology company in Redmond, , that develops, . licenses,
supports and sells computer software, consumer electronics and personal computers and services. s best
known software products are the Microsoft Windows line of operating systems, Microsoft Office office suile,
and Intemnet Explorer web browser. Iis flagship hardware products are the Xbox game consoles and the
Microsoft Surface tablet lineup. It is the world's largest software maker measured by revenues. It is also one
of the world's most valuable companies €1

Microsoft was founded by Bill Gates and Paul Allen on April 4, 1975, to develop and sell BASIG interpreters
for Altair 8800. It rose to dominate the personal computer operating system market with MS-DOS in the mid-
1980s, followed by Microsoft Windows. The company’s 1986 initial public offering, and subsequent rise in its
share price, created three billonaires and an estimated 12,000 millionaires from Microsoft employees. Since
the 1990, it has increasingly diversified from the operating system market and has made a number of
corporate acquisitions. In May 2011, Microsoft acquired Skype Technologies for $8.5 billion in its largest
acquisition to date. ™

As 0f 2013, Microsoft is market dominant in both the IBM PC-compatible operating system and office
software suite markets (the latter with Microsoft Office). The company also produces a wide range of other
software for deskiops and servers, and is active in areas including Infemet search (with Bing), the video
game industry (with the Xbox, Xbox 360 and Xbox One consoles), the digital services market (through MSN),
and mabile phones (via the Windows Phone OS). In June 2012, Microsoft entered the personal computer
production market for the first time, with the launch of the Microsoft Surface, a line of tablet computers.

With the acquisition of Nokia's devices and services division to form Microsoft Mobile Oy, the company re-
entered the smartphone hardware market, after its previous attempt, Microsoft Kin, which resuted from their
acquisition of Danger Inc

Microsoft is a portmanteau of the words microcomputer and software !

Contents [hide]
1 History
1.11972-84: Founding and company beginnings
1.2 1984-94: Windows and Office

I've gathered this together.

BASIC

BASIC is a family of general-
purpose, high-level programming
languages whose design
philosophy emphasizes ease of
use. In 1964, John G. Kemeny and
Thomnas E. Kurtz designed the

original BASIC language at Dartmouth College in

New H... +

en.wikipedia.org

Inventors: John G. Kemeny - Thomas E. Kurtz

Related people Seeall (5+)

Bill Gates Paul Allen John G. Thomas E.
Kemeny Kurtz
Inventor  Inventor

People also search for See all (10+)

Powered by [ bing

[=]
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12. Click anywhere outside of the Cortana pane to close it. Now, let’s start taking some
web notes. To begin, click the “Make a Web Note” icon near the upper right-hand
corner of the Microsoft Edge window:

Pt

d
*| = % 8

MICrosSort Lorporation
s . -

13. You will now see the purple Web Notes toolbar. The Pen tool will be selected by
default:

P Create sccount Log i
g
o " Aride Tak Read Viewsource Viewhistory |Search Q
fa
<
WikipgpiA  Microsoft =
B Jiec b Klopens From Wikipeda, the hes encycopeda Goordinates: (G AT'3023N 122T42W
Wan pags Microsoft Corporation / matkrase " (commonly referred to as Microsoft) is an American mufinational Microsoft Corporation
“orderts
: ""' - techaology Company heaoquartered In Regmond, Washinglon, Ihal develops, manufactures, lcenses,
FE;::::::::N supports and sells computer software, consumer electronics and personal computers and services. Its best | | M ic I'OSOft
i Known software products are the Microsoft Windows line of operating systems, Microsoft Office office suite |
Donate fo Wikipedis and Intemet Explorer web browses. lts Ragship hardware products are the Xbox game consoles and the
Piikpeia staes Microsoft Surtace tablet lineup. I is the world's largest sofiware maker measured by revenues ™1t is also one
P of the works's most valuatie companies *
Hetp MiCroSON was Tounded by Bl Gates and Paul Allen on APl 4, 1975, 10 develop and sell BASIC interprelers
{pioas b ) for Altair 8800, It rose to dominale ine personal compuier operating system market with MS-DOS in the: mid-
mﬂ"’;‘;‘" 19808, followed by MICrosofl Windows. The company's 1986 Initil public offening, and subsequent rise in s 1
ires and —
i share price. created ihvee biionaires 12, employees. Since
2 the 1990s, 1t nas Increasingly diversified from the operating System market and nas made & number of
i corporate acquisibons. In May 2011, Microsoft acquired Skype Technologies for $8.5 bifion in ts largest \‘\ E
acquisition to date ) =
Ralated changes Frontlabiy entrance of bulking 17, ane of the argest
Upload s s of 2013, Microsoft is market dominant in both the I8M FC-compatible operating system and office: buikings on Microsuts main campus, Redmond
PR ‘SoMware suile markets (INe latier with Microson Ofice). The company aiso Produces a wide range of otner o Public
— Software for deskiops and servers, and & aciive i areas including Intemet search (with Bing), the viseo T
206 mtomaon
et game naustry (with the Xbox, Xbox 350 ana XBox One consoles), N GIGHal Services markel (NMOUgh MSN). Dow Jones Industral Average
S8 Component
and mobie phones (via the Windows Phone OS). In June 2012, Microsolt entered the personal computer
Ce s page Lfeon ) = 5 5 NASDAQ-100 Component
- production market for the: Arst ime, with the launch of the Microsaft Surface. a ine of tablet computers $8P 500 Component

14. On the Web Notes toolbar, click the Pen tool button. A menu will be provided that
allows you to choose between colors and stroke size. Click the Red color swatch:

Microsoft - Wikipedia, tr

vV ¥ € O

Color

. Mic

technol

Size support
known !

C ® . and Inte

Microsc

© All rights reserved. 186 of 311



[187]

Microsoft Windows 10 — Part 1

15. Your pen stroke color is now red. In the text of the page, find a mention of the city

in which Microsoft is headquartered. Click and drag to draw a circle around it:

WIKIPEDIA

The Free Encyclopedia

Create account Log in

Anida  Talk Read  View source View history | Search Q

Microsoft

From Wikipedia, the free encyclopedia

Goordinates: (g, 473620'N 122°T42'W

Microsoft Corporation

B Microsoft

Main page: Microsoft Corporation / markreso it Microsoft) is an American multinational
e technology company headquartered t develops, licenses,
z:::::i::‘:"' supports and seils computer sofware. personal computers and services, fts best
eSS Known soflware products are the Microsoft Windows ine of operating systems, Microsolt Office office sute.
Donate 1o Wikipedia and intermet Exploter web browser. Iis flagship hardware products are the Xbax game consoles and the
Wikipedia store Microsoft Surface tablet lineup. It is the world's largest software maker measured by revenues ™ It is also one
ey of the world's most valuable companies.®!
Help Microsoft was founded by Bill Gates and Paul Alien on April 4. 1975, to develop and sell BASIC interpreters
e My for Altair 8800 It rose to dominate the personal computer operating system market with MS-DOS in the mid-
m;";?;“‘ 19805, 10/lowed by Microsoft Windows. The company's 1986 iniial public offefing, and subsequent rise in its
e share price, created three billionaires and an estimated 12,000 millonaires from Microsoft employees. Since
=i the 1990s, it has increasingly diversified from the operating system market and has made a number of
sl corporate acquisitions. In May 2011, Microsoft acquired Skype Technologies for $6.5 billion in its largest

=
it acquisition to date

») = )

et
Frant lobby enlrance of building 17, ane of the largest

Upioad fle As of 2013, Microsoft is market dominant in both the IBM PC-compatible operating system and office ‘buiidings on Microsafts main campus, Redmond

R e software suile markets (the latter with Microsoft Office). The company also produces a wide range of other e Ak

::’g‘::‘wm‘:w Software for desktops and servers, and is active in areas including Intemet search (with Bing), the videa HugRon R

i game industry (with the Xbox, Xbox 360 and Xbax One consoles), the digital services market (through MSN), Dow Jones Industrial Average

Gte s page and mobile phones (via the Windows Phione OS). In June 2012, Microsoft entered the personal computer i;’;g”n";_""w o
bons production market for the firsttime, with the launch of the Microsoft Surface, a line of tablet computers S4P 500 Component

16. Now click the Highlighter tool on the Web Notes toolbar:

are:

Create account Log in
Arnice Talk Read View source View history | Search Q
WikrpepiA  Microsoft -
e Encyclopedia
Toc For: Encyciopor From Wikipedia, the free encyclopedia Puosiesine. ) ATTIN AR TEEW,
Main page Microsoft Gorporation /' markreso il Microsoft) is an American multinational Microsoft Corporation
:"":""1: = technology company 1 develops, licenses,
cii:'::" supports and sells computer software, personal computers and services, s best | | ] M i Cros oft
b known software products are the Microsoft Windows line of operating systems, Microsoft Office office ste, [ ]
Donate Io Wikipedia and Internet Explorer web browser. Its flagship hardware products are the Xbox game consoles and the
Wikipedia store Microsoft Surface tablet lineup. It is the world's largest software maker measured by revenues ™ It is also one
; i ®
Ehmcdon of the worid's most valuable companies
Help Microsoft was founded by Bill Gates and Paul Allen on April 4, 1975, to develop and sell BASIC interpreters
b for Attair 8800, It rose to dominate the personal mm%ﬂmer operating system market with MS-DOS in the: mid-
iﬂm“'m";"l;]”":" 1980s, Tollowed by Microsofl Windows. The company's 1986 initial public offering, and subsequent s in its
o share price, created three billionaires and an estimated 12,000 millionaires from Microsoft employees. Since
s the 1890s. it has increasingly diversified from the operating system market and has made a number of
¢ S corporate acquisiions. In May 2011, Microsolt acquired Skype Technologies for $8.5 bilion in its largest
acquisition to date 7 i - R
e Cn ons Front lobby entrance of building 17, one of the largest
Upioad tis As of 2013, Microsoft is market dominant in both the IBM PG-compatible operating system and office buikdings on Microsofts main campus, Redmond
S g software Suile Markels (Ihe latler with Microson Office). The company also produces a wide range of other Type Putile.
::‘g‘::""‘ "”:M software for deskiops and servers, and s aclive in areas including Inlermet search (with Bing), the video Edies | e
i game Industry (with the: Xbox, XDox 350 and XBox One consoles), the digal services market (Infough MSN), Dow Janes Industal Average
e his page and mobile phones (via the Windows Phone OS). In June 2012, MicrosoRt entered the personal computer ﬁ;gg;’gf‘:m et
e production market for the first time, with the launch of the Microsoft Surface. a line of tablet computers S&P 500 Component
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18. Now that you know some basic information about Microsoft, you don’t need to
save these notes. On the Web Notes toolbar, click the Exit button:

O >

ﬁ\ag

Create account Login

The Web Notes toolbar will now disappear and you will see the default Microsoft

Edge interface. Type “microsoft.com” into the address bar:

I

E I
& o

Press the Enter key on your keyboard. The Microsoft.com website will now be

19.
W Microsoft - Wikipadia, X |+
< > 0O @ microsoft.com|

.
20.
displayed:

2 Micosoft - Offical Hor %+
e O microsoft.com/en-ca

B® Microsoft

Store Devices v

Software & apps ~

There's a Surface that's
Learn more about

3

Support

N

Downloads

Search Microsoft.com

Support v

for everyone. Starting at $639.
3 > Buy Surface 3 now >

all

Apps

U

Security

Coe b

21. Add this page to your Favorites by clicking the star icon on the far right side of the

address bar:
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22. On the drop-down that appears, click the Favorites header:

W =

Favorites Reading fist

3

PR e
~ of [——
I

MName

Microsoft - Official Home Page

Add Cancel

23. The menu will now provide you with options to change the name for this new
favorite, as well as the folder that you will save it to. For this example, leave these
settings unchanged and click the Add button:

o
| = 2 O
w =

Favorites Reading list

s

MName

Microsoft — Official Home Page

Create in

Favorites ~

Create new folder

Add E Cancel
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24. Asthe current page that you are viewing is a favorite, you will see that the star icon
is now yellow:

\j

X

d
=70

25. Click the Hub icon near the upper right-hand corner of the Microsoft Edge window

X

O
= @
N )

26. On the menu that appears, click the Reading List icon:

*

O
a QO

27. The Wikipedia page that you added to your Reading List earlier will now be
displayed. Click this entry:

B¥ microsoft - Offical Hom X | o

e O microsoftom

B Microsoft

o !
& o

|

Search Microsoft.com
Store Devices v

|
&

Software & apps

Support

READING LIST

Miciosoft - Wikipedia, the free
B Microsoft m‘::?::;
[
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28. You will now see the Wikipedia page:

W Microsoft - Wikipedia, tt X |+

& > O |A enwmpesmorguion * | A O -
¢ " Create account Log in
7 o
G o
2 A
5 Q Ariide Talk Read View source View history | Search Q
Lo
N L . .
wikippiA  Microsoft =
The Free Encyclopedia From Wikipedia, the free encyclopedia Coordinates: (g 47°3823°N 1227742 W
LEDE=sD Microsoft C ion /'markreso:ft/*! referred to as Mi isan . .
Contents Microsoft Corporation
EETIEIT American multinational technology company headquartered in Redmond, Washington, that
EEIETES ‘develops, manufactures, licenses, supports and sells computer software, consumer . M ic rosoﬂ
Random articie electronics and persona\ CGmmefS and services. Its best known software pfOUUCE are the .
Danate to Wikipedia Microsoft Windows line of operating systems, Microsoft Office office suite, and Intermnet
Wikipedia store Explorer web browser. Its flagship hardware products are the Xbox game consoles and the
Interaction Microsoft Surface tablet lineup. It is the world's largest software maker measured by
Help revenues ! It is also one of the world's most valuable companies
RO Microsoft was founded by Bill Gates and Paul Allen on April 4, 1975, to develop and sell
:"'“'“"‘:h"" (1) BASIC interpreters for Altair 8800. It rose to dominate the personal computer operating
ecent changes
S — system market with MS-DOS in the mid-1980s, followed by Microsoft Windows. The
T company's 1986 initial public offering, and subsequent rise in its share price, created three
°“‘;h R billionaires and an estimated 12,000 millionaires from Microsoft employees. Since the
atlinks here =
e 1990s, it has increasingly diversified from the operating system market and has made a iy =
number of corperate acquisitions. In May 2011, Microsoft acquired Skype Technologies for | TNt 10bby enirance of building 17, one of the largest
(220D n buildings on Microsoft's main campus, Redmond
Special pages $8.5 billion in its largest acquisition to date.”
Type Public
:e""a,'":m ‘:‘: As 07 2013, Microsoft is market dominant in both the IBM PC-compalible operaling System | Traded as NASDAQ: MSFT &
age information -
V'ﬁ:ﬂala item and office sofiware suite markets (ihe latter with Microsoft Office). The company also Dow Jones Industrial Average
p—— produces a wide range of other software for desktops and servers, and is active in areas Component

29. Close Microsoft Edge to complete this exercise.
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TOPIC C: Manage Tabs

Tabbed browsing allows you to have multiple web pages open at the same time within the
same window. This is an excellent system that keeps your browsing session better organized
and is more efficient for your computer. Over the course of this topic, you will learn how to
manage tabs in Microsoft Edge.

Topic Objectives
In this topic, you will learn:
= About tabs
= How to create new tabs
= How to switch between tabs
= How to manage tabs
= How to close atab

ABOUT TABS

Tabbed browsing allows you to have several web pages open at once without having to
have multiple browser windows open. This system is far easier to use and manage, and it
has become standard amongst all of the major browsers today — including Microsoft Edge.

CREATING NEW TABS

You can open a new blank tab using two primary methods. The first is to click the New Tab
button beside the currently opened tab:

& Bing o+

s
é > O | bing.com

WEB IMAGES VIDECS MAPS

The other is to simply press Ctrl + T on your keyboard.
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< >0

Microsoft — Official Hom X |+

‘ microsoft.com/en-us

Product sites
EE Windows
u Office
L[], Surface
== Windows Phone
D Mobile devices
';\ Xbox
B Skype
Y wMsn
Bing
=. Microsoft Store

& United States - English

Downloads
Download Center

Windows downl

Free Downloads Open in new window

Support

Support home

Open in new tab

Microsoft Security Essentials

Windows Update: Service packs & fixes

Internet Bxplorel copy jink Windows help & how-to
Office download Ask Cortana Office (Outlook, Excel, more)
Drivers (sound, §

About
Subscribe Inspect element

Microsoft

Microsoft At Home RSS
Microsoft At Work RSS

Microsoft newsletters

Microsoft Account
Careers

Company News
Investor relations

Site map

Follow Microsoft f 9

Popular resources

Microsoft Cloud

PC and Laptops

Web browser

Windows Phone smartphones
Windows Phone apps and games
Microsoft computer security
Cortana

Microsoft Dynamics CRM
Windows Apps

Microsoft

Contactus  Privacy & cookies ~ Termsofuse  Trademarks  Aboutourads @ 2015 Microsoft

b &ing

< 2> O

Top sites

W

Microsoft -...

B New tab X [+

f

Facebook YouTube

Where to next?

w

Yahoo! Wikipedia

Show my news feed

a

Amazon

- (m)
= @ O
Customize
Twitter eBay

© All rights reserved.

Hyperlinks can also be used to open new tabs. This is done by right-clicking a hyperlink and
clicking “Open in new tab:”

When you choose to create a new blank tab, it will automatically be displayed and show
your frequently visited websites as well as popular sites:

You may click on one of the links that are provided, enter a URL into the provided address
bar, or type keywords into the address bar and execute a search using Bing.
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SWITCHING BETWEEN TABS

The most straightforward method to switch between open tabs is to click on the tab that

you would like to view. The tab that is currently active will be identified by a lighter

background color. For example, here you can see that the Wikipedia tab is currently active
while the Bing tab is not:

b Bing

< - 0O

W Wikipedia X |+
‘ ﬂ wikipedia.org ﬁ ‘
English Espaiiol
The Free Encyclopedia La enciclopedia libre
4922 000+ articles 1187 000+ articulos
Deutsch B&E
Die freie Enzykiopadie 7y -EHES
1836 000+ Artikel 975 000+ 2=
Pycckuit Frangais
Ceoboduas sHyuknonedus L'encyclopédie libre
1239 000+ craredt 1644 000+ articles
Italiano Polski
L'enciclopedia libera Wolna encyklopedia
1212 000+ voci 1124 000+ haset
Portugués R
A encilopédia livie EHREREE
881000+ arfigos 832000+ 458
[ | [Engtsh -]
Find Wikipedia in a language: l:l

BTG EELIENGE) 2 ooo o0o- [ (TG ENGERNE b T AT

An even quicker method to switch between tabs is to press Ctrl + Tab on your keyboard.
This keyboard shortcut will cycle through all the open tabs one at a time. You may need to
use it multiple times to switch to the tab that you want.

MANAGING TABS

As the number of tabs that you are using grows, the ability to manage them is important.
Microsoft Edge offers you a number of different solutions to help keep your tabs under
control. You can find most of them by right-clicking on an existing tab:

é

b Elr‘g W Vil g W

L\}Reopen closed tab
Close other tabs
Close tabs to the right
Refresh all tabs
Duplicate tab

Mowe to new window

Let’s break down these options:

© All rights reserved.
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= Reopen closed tab: This option is useful if you accidentally closed a tab that you
previously had displayed. Clicking it will immediately restore that tab and its history.

» Close other tabs: Clicking this option will close all of the tabs that currently exist,
with the exception of the one that you right-clicked on.

»= Close tabs to the right: This option will close all tabs to the right of the tab that you
right-clicked on.

= Refresh all tabs: This option will refresh all the tabs that are currently open. This is a
great way to ensure that all of the pages that are currently displayed in different tabs
are up to date.

* Duplicate tab: Clicking this option will create a duplicate of the tab that you right-
clicked on.

= Move to a new window: This option will take the tab that you right-clicked on and
move it to its own separate Microsoft Edge window.

Aside from the right-click options, you can also reorganize the order of open tabs by clicking
and dragging them into place:

B &g | H M\[mslgtfofﬁclamun % dia |+ =S
——

&~ O microsoft.com 3% = @ O

= Microsoft Search Microsoft.com L

If you click and drag a tab outside of the current Microsoft Edge window, it will be given its
own separate window.

CLOSING A TAB

You may close a tab by clicking the small X on the right-hand side of each tab:

| B start > Bing ﬁ +

‘ & O bing.com Close tab (Ctrl+W)

Alternatively, you can also use the Ctrl + W keyboard shortcut to close the currently active
tab.
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ACTIVITY 4-3

Working with Tabs

As tabs are a very important feature in any web browser, you would like to learn how to use
them effectively in Microsoft Edge.

1. To begin, sign into your Windows 10 account and open Microsoft Edge:

B start

< >

O

My news feed powered

Where to next?

More than 100 new B.C. wildfires in 24 hours
a

Halifax, Nova Scotia >

60°F

Rain Showers

ast Up

Today

Full Forecast

MLBE >

< 1imph
& 70%

High 86° Low 55

2. Inside the address bar, type “wikipedia.org” and press Enter:

B start

< >

© All rights reserved.
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oo

Where to next?

@ wikipediaorg |

& https;//www.wikipedia.org/

Website
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3. The Wikipedia home page will now be displayed in the current tab:

W wikipedia

< - 0O

X 8

*| =

‘ £ wikipedia.org

WIKIPEDIA

English
The Free Encyciopedia
4922000+ aricles

Deutsch
Die freie Enzykiopédie
1336 000+ Articel

Pycermii
Ceobodwas sHyuKnonedus
1239 000+ crarei

Italiano
Leenciclopedia fibera
1212000+ voei

Portugués

A enciclopédia livre
251000+ artigos

Espaiiol
La enciclopedia libre
1187 000+ artiuios
BFS
TU-ENEE
975 000+ B
Frangais
Leencyclopédie libre
1644 000+ aricles
Polski
Wolna encykiopedia
1124 000+ haset

34

SHNERSE
832 000+ 55

| [Engiish

Find Wikipediaina language: | ][ = |

1000 000+ |f]

4. Type “Lynx” into the search text box on this page and press the Enter key on your

keyboard:

W Wikipedia

< - 0O

X S

| & wiipediaorg

WIKIPEDIA

English
The Free Encyciopedia
4922000+ aricles

Espaiol
La enciclopedia libre
1187 000+ articulos

Deutsch B&E
Die freie Enzyklopadie JU-EREE
1836 000+ Artkel 975 000+ 23
Pyccrmit Frangais
Caoboduas suyuknonedus Lencyclopédie libre
1238 000+ craeit 1644 000+ aricles
Lynx )
Lynx (deodorant) Polski
L'dLynx rufus Wolna encykiopedia
Lynx0S 1124 000+ haset
Lynx Rocks iy
Lynx AH7 N
Lynx (web browser) SHIENEE
LynxSecure 832 000+ 58
Lynx Rapid Transit Services
Lynx spider
s |Lynx <] [English ]

Find Wikipediainalanguage:| [ = |

1000 000+ [

(Note the suggestions that this search box shows you.)
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5. The Wikipedia entry for Lynx will now be shown. Scan through the first paragraph
of this entry and find the hyperlink for “cats.” Right-click this hyperlink and click
“Open in new tab:”

Alynx (/' ks plural lynx or lynxes™™) is any of the four species within the Lynx genus of medium-
sized wild cats. The name "ivnx" originated in Middle English via Latin from the Greek word "AU\JE,".P]

derived from
luminescenc

Meither the ¢
member of th
Conten

1 Appearant
2 Species

Open in new tab uk-", meaning "light, brightness" ¥ in reference to the
Open in new%uindow
Copy link 12 desert lynx, nor the jungle cat, called the jungle lynx, is a

Ask Cortana

Inspect element

6. A new tab will be created and open to the link that you interacted with; however,
the Lynx page will still be displayed. Press Ctrl + Tab to switch to the new tab:

Community portal
Recent changes
Contact page

Tools
What links here
Related changes
Upload file
Special pages
Permanent link
Page information
‘Wikidata item

o 1o

W, Lynx - Wikipedia, the freeen | W Felidae - Wikipedia, the X+ - 0 X
& > O ‘ B enwikipedia.org/wik/Felidae % ‘ = @ O
7 s Create account Log in
)
e T
3 09 of Artide Talk Read Edit View history |Search Q
g J
agh
wikipepiA  Felidae
‘The Free Encycloped
e Fres Encyclopecta From Wikipedia, the free encyclopedia
(=D For other uses, see Felidae (disambiguation).
EnE> “Felid” redirects here. For the village in Iran, see Felid, iran.
Featured content )
Current events Felidae is the biological family of cats. A member of this family is also called a felid P41El i
elida
Random aricle
Extant felids belong to the subfamilies
Donate to Wikipedia 9 T rTEInsTE
Wikipedia store. « Pantherinae - including tiger, lion, jaguar, leopard, snow lecpard and clouded leopard™ Late Oligocene - Holocene, 25-0 Ma
e « Felinae — including all the non-pantherine cats!”
Help The first felids emerged during the Oligocene, about 25 millien years age. In prehistoric times, a third
About Wikipedia

subfamily, the Machairodontinae, included the "saber-toothed cats”, such as the Smilodon. Other
superficially cat-like mammals, such as the metatherians Thylacosmilus and Thylacoleo, or the
Nimravidae, are not included in Felidae despite superficial similarities

Felids are the strictest camivores of the 13 terrestrial families in the order Camivora, although the three
families of marine mammals comprising the superfamily Pinnipedia are as carnivorous as the felids:
Felids are obligate carnivores - they must consume meat to survive - and are sometimes referred to as

hypercamnivores because of the much higher proportion of protein they require in their diet, much more
]

Tiger (Panthera tigris)
Scientific classification &
than most other mammals. :

Kingdom: Animalia
Contents. [hide] Phylum:  Chordata

1 Evolution Class: Mammalia

7. Create a new blank tab by clicking the “New tab” button:

W Ly -

<
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N
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8. A new tab will be displayed with your frequently visited and featured websites.

Switch back to the Lynx tab by clicking on it:

W Ly - \t'u"|k'||:|/\~e§jia, thefre X = W/ Felidae - Wikipedia, the free = 3 New tab

< > O

9. The Lynx Wikipedia page will be displayed once again. Right-click on the current tab

and click “Close other tabs:”

Reopen closed tab
&« > .org/wiki/Lyn

Close other tabs

7 4 Close tah%to the right
g
- Refresh all tabs

Q
% I Duplicate tab
B3 :
Move to new window
‘YIYTITT\'I

10. Now only the current tab will be displayed:

W Lynx - Wikipedia, the fre > | W Felidae - Wikipedia, the free | B New tab

11. Close Microsoft Edge to complete this exercise.

© All rights reserved.

W Lync - Wikipedia, the fre X |+ - O
& > O A enwipesmorguionyn *| = 2 O
. . Create account Log in
ST TS ¢
o o
o9 o Artide Talk Read Viewsource View history | Search Q
Yow
Saal
WIKIPEDIA Lynx Clhd

‘The Free Encycloped
AR From Wikipedia, the free encyclopedia

Main page This article Is about the species of wild cat. For other uses, see Lynx (disambiguation)

Contents

Featured content This article's lead section may not adequately summarize key points of its contents. Please

Cunealeverds) * consider expanding the lead to provide an accessible overview of all important aspects of the article.

Random article (March 2015)

Donate to Wikipedia

Wikipedia store Alynx (/'links/;™ plural lynx or lynxes™) is any of the four species within the Lynx genus of medium- Lyné!

Interaction sized wild cats. The name "lynx" originated in Middle English via Latin from the Greek word "Aoye" !
Help derived from the Indo-European root "leuk-", meaning "light, brightness" ! in reference to the
About Wikipedia luminescence of its reflective eyes ¥
Community portal
Recent changes Neither the caracal, sometimes called the desert lynx, nor the jungle cat, called the jungle Iynx, is a
e member of the Lynx genus.

uzis Contents [nide]
What links here
Related changes (e
Upload file 2 Species
Special pages 2.1 Eurasian lynx
Permanent link 2.2 Canada lynx
Page information 2.3 Iberian lynx
Wikigata tem 2.4 Bobcat
Cita his

X
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TOPIC D: Modify Microsoft
Edge Options

Microsoft Edge includes many different options and settings that you can use to tailor your
experience with it. Over the course of this topic, you will learn about many of these settings
and how to change them to suit your needs.

Topic Objectives
In this topic, you will learn:
= About the More Actions menu
* How to customize basic and advanced browser settings

ABOUT THE MORE ACTIONS MENU

To display the More Actions menu, click the More Actions icon in the top right-hand corner
of the Microsoft Edge window:

This menu provides access to a variety of different features and settings that you can use to
change how you experience Microsoft Edge:

= O X
x| = @ o -
N
New window
New InPrivate window
Zoom — 100% +

Find on page

Print

Pin to Start

F12 Developer Tools

Open with Internet Explorer

Send feedback

Settings

© All rights reserved. 200 of 311



[201]  Microsoft Windows 10 —Part 1

The top section of this menu is comprised of two options:

New window: Clicking this option will create a new separate Microsoft Edge
window. You can also complete this action by pressing Ctrl + N on your keyboard.
New InPrivate window: When clicked, this option will also create a new separate
Microsoft Edge window; however, it will use the InPrivate setting. This means that
your browsing data (like page history, cookies, and temporary files) are not saved at
the end of a browsing session and are instead discarded. Such windows are
identified by a blue icon:

InPrivate [ gaTEs X  +

O

The next section in this menu includes only one option:

Zoom: Consisting of two commands (+ and -), this feature is able to adjust the
magnification level that Microsoft Edge uses. By default this is set to 100%, but you
can increase it to make elements on a page bigger by clicking the + button. Or,
decrease the zoom level and make items smaller by clicking the — button:

Zoom — |1o0%| 4+

The lower section of the More Actions menu provides access to several different settings
and features:

Find on page: Clicking this option toggles the Find bar, which appears just below the
address bar in Microsoft Edge:

B% Microsoft - Official How X | +

- o
&~ O microsoft.com g =4 O -

Find on page No results < > options X

Using this bar, you are able to search the current web page for particular keywords.
Print: This will display the Print dialog box, which you can then use to preview and
print the currently displayed web page.

Pin to Start: If you click this option, a tile will be added to the Start menu that will
automatically open the current page in Microsoft Edge.

F12 Developer Tools: Display the F12 Developer Tools app, which is used to examine
and work with the underlying code that powers each website.

Open with Internet Explorer: This option will open the current page in Internet
Explorer. This is useful if the page that you are using incorporates a web application
that can only be operated when opened with Internet Explorer.

Send feedback: With this command, you are able to submit feedback to Microsoft
about Microsoft Edge, including any trouble that you may encounter.

Settings: Displays the Settings pane.
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CUSTOMIZING BROWSER SETTINGS

The Settings pane includes all sorts of different controls that you can use to customize
different aspects of the Microsoft Edge experience. To access this pane, click More Actions

- Settings:

New window

New InPrivate window

m
a O

X

Zoom

— 100% +

Find on page

Print

Pin to Start

F12 Developer Tools

Open with Internet Explorer

file storage from
> Getit now > Send feedback

Settings I}

When open, the Settings pane is displayed along the right side of the Microsoft Edge

window:

2% Microsoft - Official Hor X | +

& 5 O | micosofteom/en-ca

*| = @

B® Microsoft Search Microsoft.com

SETTINGS

Store v Devices v Software & apps Support

N

Buy Office 365 and get 1 TB of file storage from
See plans and prices > Getit now >

- N sl U

Support Downloads Apps Security

From top to bottom, let’s take a look at these settings:

Choose a theme

| Light

Show the favorites bar

@ or
Import favorites from another browser

Open with

@ Start page

o New tab page
O Previous pages

O A specific page or pages

Open new tabs with

| Top sites

Clear browsing data

Choose what to clear

= Choose a theme: You can use the first drop-down menu to choose between the
default Light theme and the Dark theme as seen here:
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B® Microsoft Search Microsoft.com P

Store ~ Devices v Software & apps Support v

NEW -
Surface 3 . Surface Pro 3

There's a Surface that’s right for everyone. Starting at $639

Learn more about Surface 3 > Buy Surface 3 now >

- N el U

Support Downloads Apps Security

| g

Show the Favorites bar: Below the theme settings, you will see the toggle to turn
the Favorites bar on or off. (This bar will display quick links to any favorites stored in
the Favorites Bar folder.) Here you can see it turned on:

2% Microsoft - Official Hom X | +

- o
& > O | micosftcomenc [ =2 & -

Add to the favorites bar by selecting %, or by importing your favorites.

|| NV I - -~

Open with: This section has several radio buttons that are used to choose which
page is displayed when Microsoft Edge is first opened. By default this will be the
Start page; however, you can change this to the new tab page, previous pages, or a
specific web page.

Open new tabs with: Using this drop-down menu you can choose what is displayed
on a new tab. By default your top sites will be displayed, but you have the option to
change this to your top sites and suggested content or simply a blank page.

Clear browsing data: Clicking the button in this section gives you the option to
choose what kind of data you would like to remove. For example, you can choose to
delete your history, cookies, cached data, and much more.

If you scroll down a little more in the pane, you will see the Reading

following options:

Reading view style

| Default ~ |

Reading: This section includes two drop-down
menus. The first allows you to choose between the
default reading style and the light, medium, and dark
background settings. The second allows you to
control the font size that Reading view uses.
Advanced settings: Clicking the button in this section

will display the Advanced Settings pane. About this app
Microsoft Edge 20.10240.16384.0
© 2015 Microsoft

Reading view font size

| Medium ~ |

Advanced settings

View advanced settings

Terms of use

Privacy statement
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CUSTOMIZING ADVANCED SETTINGS

To modify some of the more technical settings that Microsoft Edge has to offer, you need to
open the Advanced Settings pane. To do this, click More Actions - Settings. Then, scroll to
the bottom of the Settings pane and click the “View advanced settings” button:

Advanced settings

View advanced settings

be

When open, the Advanced Settings pane will be displayed along the right-hand side of the
Microsoft Edge window:

5% Microsoft - Official How X + = o X
& 5 O | micosofteom/en-ca =3 & -
Add to the favorites bar by selecting +, or by importing your favorites.
. « Advanced settings -
=. Microsoft Search Microsoft.com
Show the hame buttan
Store v Devices v Software & apps Support v @ Off

Block pop-ups
@ on
y Use Adobe Flash Player
NEW y )
Surface 3 A - @ on
) ( s 2 Always use caret browsing

@D off

Caret browsing lets you select text using the keyboard
F7 turns on caret browsing for the current tab.

There's a Surface that's right for everyone. Startir

Learn more about Surface 3 > Buy Surface 3 now > Privacy and services
Some features might save data on your device or send it
to Microsoft to improve your browsing experience.
Learn more

D \l/ Offer to save passwords

Support Downloads Security @ on
Manage my saved passwords

From top to bottom, let’s look at these settings:
= Show the home button: This option is toggled off by default. When this option is
toggled on, the Home button will be displayed on the toolbar:

a5 Microsoft — Official Homr X = =+

& - O (@] | m

If this option is toggled on, a drop-down menu will be provided directly under this
toggle, which you can use to set a new home page.

=  Block pop-ups: This option is toggled on by default and will block pop-ups from
being displayed.

= Use Adobe Flash Player: Also toggled on by default, this option enables and disables
Adobe Flash Player.
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Always use caret browsing: Caret browsing is disabled by default, but you can
enable it using this switch. This feature allows a user to move around a web page
and highlight selections with the keyboard rather than a mouse.

Offer to save passwords: By default, Microsoft Edge will ask you if you would like to
save your password each time you enter it into a website login page. This switch will
disable this feature. Also note the “Manage my saved passwords” link, which allows
you to manage any passwords that you previously saved.

If you scroll down a little more in the pane you will see the following options:

« Advanced settings =
Save form entries

@ on

Send Do Mot Track requests

@ of

Have Cortana assist me in Microsoft Edge

@ on

Search in the address bar with

Bing (www.bing.com) v

Show search suggestions as | type
@ on
Cookies
Dan't block cookies v

Let sites save protected media licenses on my
device

@ on

Let’s review each option.

Save form entries: When signing up with websites or purchasing items over the web,
you will often be asked to fill out forms that include your basic information. This
feature allows you to save this information so that the next time you need to fill out
a form, Edge will automatically do it for you. By default this feature is enabled.

Send Do Not Track requests: Disabled by default, this feature will tell websites that
you do not wish to be tracked by their advertising networks.

Have Cortana assist me in Microsoft Edge: If you are having trouble getting Cortana
to work with Microsoft Edge, this toggle is the first thing that you should check. It
will enable or disable Cortana integration.

Search in the address bar with: By default, any search terms that you enter into the
address bar will be sent to the Bing search engine. Using this drop-down menu, you
can add another search provider to use instead.
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Show search suggestions as | type: This toggle controls whether you see search
suggestions as you type within the address bar or a search text box. It is enabled by
default.

Cookies: This drop-down menu gives you control over how Microsoft Edge collects
cookies. By default no cookies are blocked, but you have the option to disable
cookies sent by third parties or disable them entirely. Note that if you disable
cookies, you may lose some functionality on some websites.

Let sites save protected media licenses on my device: If you purchase a license to
view a movie or other media from an online provider, this toggle allows those
providers to save this license to Microsoft Edge. This option is enabled by default.

Finally, at the bottom of the Advanced Settings pane, you will find the following options:

Use page prediction to speed up browsing,
improve reading, and make my overall
experience better

@ on

Help protect me from malicious sites and
downloads with SmartScreen Filter

@ on

These settings are as follows:

Use page prediction to speed up browsing, improve reading, and make my overall
experience better: Microsoft Edge uses page prediction to predict the pages that
you will go to next and load them ahead of time in the background. This can
potentially make moving to the next page in a website almost instantaneous. Keep in
mind that when this feature is enabled, your browsing data is sent anonymously to
Microsoft to facilitate this process. This feature is enabled by default.

Help protect me from malicious sites and downloads with SmartScreen Filter: The
SmartScreen Filter is a feature that will detect phishing websites (fake websites that
attempt to steal your credentials) and other harmful items, such as malware. By
default this feature is enabled and generally should not be modified.
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AcCTIVITY 4-4
Modifying Microsoft Edge Settings

You would like to customize Microsoft Edge in different ways. To do this, you will need to

navigate through its different settings.

1. To begin, sign into your Windows 10 account and open Microsoft Edge:

B start b

< > O

Where to next?

P bearch or enter web address

My news feed powered by MSN

More than 100 new B.C. wildfires in 24 hours
a2

2. Inside the address bar, type “microsoft.com.” Press Enter to navigate to that

website:

Halifax, Nova Scotia >

< 1imph
60°F 070%"

Rain Showers

Il
N

ad

Today High 86° Low 55

Full Forecast

MLB >

B Microsoft— Official Hor X |+

< - 0O

|| microsoft.comyer-ca

B® Microsoft

Search Microsoft.com

Store v Devices  Software & apps ~  Support v

See plans and prices > Get it now >

Support Downloads Apps

Co b

© All rights reserved.
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5.

© All rights reserved.

Near the upper right-hand corner of the Microsoft Edge window, click the “More
actions” button:

|
N

On the menu that appears, click “Pin to Start:”

2% Microsoft - Official Hor X SO
& = O | microsoftcom | = @ O
=l Microsoft e Nicoa New window
New InPrivate window
Store Devices Software & apps Support
Zoom — 100% +

Find on page

NEW
Surface 3

Print

Pin to Start

&

F12 Developer Tools

Open with Internet Explorer
There's a Surface th

Learn more abou < 1 Send feedback

Settings

=

Support Downloads

Eo b

Click the Start button on the taskbar and scroll to the bottom of the Start menu.
There you will see a tile representing the current page (Microsoft.com in this case):

75° = NS

Washington,... Phone Compa.. OneNote

8 John Smith

! Notepad

WordPad ';‘ @ ﬁ

® | GetStarted

Play and explore

Xbox Groove Music Movies & TV
Get Skype )
Falling gas
priges aren't
deoing.much, for
the econofny

Maps

People

File Explorer

@ Settings

d) Microscft - O...

4 Ask me anything
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6. Return to the Microsoft Edge window and click the “More actions” button once

again. Click Settings:

Dr everyone. Starti
> Buy Surface 3 now >

= O *
¥ = @ &
New window
New InPrivate window
Zoom — 100% —+

Find on page

Print

Pin to Start

F12 Developer Tools

Open with Internet Explorer
Send feedback

Settings %

7. So that this pane won’t hide itself automatically, click the pushpin icon in its upper

right-hand corner to pin it:

SETTINGS

Choose a theme

O
¥ = @ O

pes

Light

© All rights reserved.
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8. With the Settings pane now pinned, the content area of Microsoft Edge will
automatically resize:

B¥ Microsoft - Official Hom X [ - o x
« &) microsaftcom * =@ &
% Microsoft el = SETTINGS *

Choose a theme

| Light

Show the favorites bar

@) of
There's a Surfz s ey
Learn more a w > Open with
@ Start page
O New tab page
|:| Support > QO Previous pages

QO A specific page or pages

J/ Downloads
Open new tabs with

X Top sites
ED Apps > I
Clear browsing data
U seauty > Chobse what to claar

9. Tryout the dark theme by clicking Choose a theme - Dark:

SETTINGS X

Choose a theme

Light

Dark

@ o

10. The Microsoft Edge window will now appear black with white text and section lines:

m Microscft - Official Homr X
& O microsoft.com/en-ca

B2 Microsoft SETTINGS

Choose a theme

Dark

- Show the favorites bar
< @D o
Buy Office 365 an f file storage from

OneDrive
See plans and prices > Get itnow > Open with

|V__| Support

O A specific page or pages

\I/ Downloads
Open new tabs with

[m} Top sites
20 o

Clear browsing data

O Security Choose what to clear

© All rights reserved. 210 of 311



[211]  Microsoft Windows 10 — Part 1

11. Use the same drop-down menu to change the theme back to Light. Next, click the

“Show the favorites bar” toggle:

SETTINGS

Choose a theme

Light

Show the favorites bar

CL_L\?OH

12. Below the address bar, you will now see the Favorites bar and any favorites that are

stored within it:

B2 wicrosoft - Official o X |

“— > O mictosoft.com

& o

Add to the favorites bar by selecting #, or by importing your favorites.

B Microsoft

[ support

SETTINGS

Choose a theme

[ gnt

Show the favorites bar

@ o

Import favorites from another browser

Open with
@ start page

O New tab page
Q Pprevious pages

O A specific page or pages

Open new tabs with

| Top sites

Clear browsing data

O 10 claar

13. Scroll down in the Settings pane and click the “View advanced settings” button:

SETTINGS

Reading

Reading view style

>

| Default

Reading view font size

| Medium

Advanced settings

| View advaan':\d settings
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14. Now the advanced settings for
Microsoft Edge will be displayed.
Click the “Show the home button” Show the home button

toggle: @ Off

« Advanced settings it

15. Atext boxis now displayed below the toggle  « aqvanced setings X
in which you can enter a URL for your home
page. Replace the existing text with Show the home button
“bing.com” and then click Save: @ on
| bing.com * |
L5

16. Beside the Refresh button, click the now visible Home button:

B® Microsoft - Official Hom X +

é > C_:) ) ‘ microsoft.com
s

Add to the favorites bar by selecting ¥, or by importi

17. The URL that you just entered will now be displayed:

B eing X .
L 0 & bing.com g

i
B |
> BB

Add to the favorites bar by selecting %, or by importing your favorites.

Show the home button
@ on

| http://bing.com/

Block pop-ups

@ o

Use Adobe Flash Player
@ on

Always use caret browsing
@ off

Caret browsing lets you select text using the keyboard,
F7 tums on caret browsing for the curent tab.

Privacy and services
Some testures might save data on your device or send it
10 Microsoft to improve your browsing experience.

Learn more

18. Close Microsoft Edge to complete this exercise.

Summary

Over the course of this lesson you learned all about Microsoft Edge, the new default
browser for Windows 10. You should now feel comfortable navigating the Microsoft Edge
interface, as well as using it and its many features to browse the web. Additionally, you
should now be able to work with tabs, as well as modify Microsoft Edge to your liking.
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LESSON 5:
CUSTOMIZING THE WINDOWS

10 ENVIRONMENT

Lesson Objectives

In this lesson you will learn how to:
= Change basic Windows settings
= Customize the Lock screen

= Customize the desktop
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TOPIC A: Change Basic
Windows Settings

Windows 10 includes many different settings that you can customize to make Windows act
and appear exactly the way that you want it to. Over the course of this topic, you will learn
about the two primary locations in Windows 10 where you can find most of these settings:
the Settings window and the Control Panel.

Topic Objectives
In this topic, you will learn:
» How to open and use the Settings window
= How to access the Control Panel
= About the categories in the Control Panel
= How to change the display of the Control Panel

ACCESSING THE SETTINGS WINDOW

The Settings window serves as a central hub for most of your computer’s basic settings. For
example, this window will provide you with access to settings to modify your account, but it
won’t overwhelm you with lots of technical options.

To open the Settings window, click the Settings option within the Start menu:

File Explorer
@ Settings

I:!) Power

i= an apps

You can also access this window by clicking the & O &
“All settings” button at the bottom of the Action S

. Tablet mode  Rotation lock All settings
Center as shown on the right:

=i 3 (S

You could also click the Open Settings button on Bluetooth Quict hours
the Computer tab of File Explorer when This PCis [
Selected: Location
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| | =ThisPC - o x
Computer View ; 9
1 " = [ Uninstall or change a program
Vel @ o w [
of = % System properties
Properties Open Rename Access Map network Add a network Open
media~  drive~ location Settlgs [ Manage
« ~ 4 5 ThisPC » v B Search This PC »
~ g Quick access ~ Folders (6)
[ Desktop }
A5
‘ Downloads - Desktop \E—-I Documents
@

ﬁ Documents

= Pictures ' Downleads ) Music

@ OneDrive
== Pictures m Videos
» O This PC o =
¥ Metwork ~ Devices and drives (3)

H Local Disk (C:)
w1 Floppy Disk Drive (47) =
My 351 GE free of 59.5 GB

DVD Drive (D:)
]

Sitems 1 item selected

OVERVIEW OF THE SETTINGS WINDOW

When it opens, you will see that the Settings window is divided into nine categories. Clicking
on any of these categories will display settings that relate to that category. If you wish to
find a particular setting, but do not know what category it falls under, you can type search
terms into the provided search field:

Settings = (] X
éﬁg SETTINGS Find a setting pel
System Devices Network & Internet Personalization Accounts
Display, notifications, Bluetooth, printers, Wi-Fi, airplane mode, Background, lock Your account, sync
apps, power mouse VPN screen, colors settings, work, family
-
[ o
AT WGP
Time & language Ease of Access Privacy Update & security
Speech, region, date Narrator, magnifier, Location, camera Windows Update,
high contrast recovery, backup

Let’s examine the types of settings that can be found in each category.
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System

e Settings
€52 SYSTEM
Display

Notifications & actions

Apps & features

Multitasking

Tablet mode

Power & sleep

Storage

Offline maps

Default apps

About

Find a setting

Customize your display

Identify  Detect

Change the size of text, apps, and other items: 100% (Recommended)

Orientation

The System category includes many different settings that allow you to control the basic

underlying operation of Windows 10. This includes things like display settings, notification
settings, multitasking functions, power and sleep settings, and more. Additionally, you can
find some basic information about your computer in the About sub-category:

< Settings
€53 SYSTEM
Display

Notifications & actions

Apps & features

Multitasking

Tablet mode

Power & sleep

Storage

Offline maps

Default apps

About

Find a setting

pC
PC name DESKTOP-7LF6BS9

Rename PC
Organization WORKGROUP

Join a domain

Join Azure AD
Edition Windows 10 Pro
Product ID 00330-80000-00000-AA159
Processor Intel(R) Core(TM) i7-3630QM CPU @ 2.40GHz 2.40 GHz (2 processors)
Installed RAM ~ 4.00 GB
System type 64-bit operating system, x64-based processor

Pen and touch No pen or touch input is available for this display
Change product key or upgrade your edition of Windows

You can also view how much storage space is being used and how much space is available
by clicking the Storage sub-category:
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Devices

< Settings
€22 SYSTEM
Display

Notifications & actions

Apps & features

Multitasking

Tablet mode

Power & sleep

Storage

Offline maps

Default apps

About

Find a setting

Storage

Choose a drive to see what's taking up space.

This PC(C)
24.8 GB used out of 59.9 GB

I

Save locations

Change where your apps, documents, music, pictures and videos
are saved by default.

New apps will save to:

New documents will save to:

OneDrive

New music will save to:

< Settings

€53 DEVICES

Printers & scanners
Connected devices
Bluetooth

Mouse & touchpad
Typing

AutoPlay

Find a setting

Add printers & scanners

Add a printer or scanner
+ P

Printers

Canon Inkjet 0349 Class Driver
L]

Microsoft Print to PDF
Microsoft XPS Document Writer

=W Microsoft XPS Document Writer#:1
L

Download over metered connections

Ta heln nrevent extra charaes. keen this off so device software

The Devices category is used to manage any external devices that are connected to your
computer. For example, you can add and configure printers and scanners, as well as modify
mouse and keyboard settings. To view a list of devices that are connected to your computer,
click the “Connected devices” sub-category:
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< Settings
€92 DEVICES

Printers & scanners
Connected devices
Bluetooth

Mouse & touchpad
Typing

AutoPlay

Find a setting

Add devices

Add a device
+

Other devices

Ethernet Contraller
E Generic Non-PnP Monitor

m Microphone (High Definition Audio Device)

m Speakers (High Definition Audio Device)

USB Root Hub (xHCI)
E Virtual Bluetooth Adapter

The AutoPlay sub-category includes options that let you configure what happens when a
removable drive or memory card is connected to your computer. For example, you can have
AutoPlay play media automatically, view the files on the device, take no action, or prompt
you to choose an action each time:

< Settings

€53 DEVICES

Printers & scanners
Connected devices
Bluetooth

Mouse & touchpad
Typing

AutoPlay

Find a setting

AutoPlay

Use AutoPlay for all media and devices

@D on

Choose AutoPlay defaults

Removable drive

| Choose a default ~ |
Memory card
| Choose a default v |

Related settings

Default app settings
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Network & Internet

& Settings - o X
€02 NETWORK & INTERNET Find a setting
Data usage .

Overview
Lot Data usage from last 30 days
Dial-up

M Ethernet: 457.22 MB

Ethernet
Proxy Usage details

Related settings

Storage settings

The Network & Internet category is used to configure and manage any network or Internet
connections that your computer may support. It includes different subcategories based on
the type of hardware that your PC uses. For example, in this example the computer being
used does not have a wireless card, so the Wi-Fi sub-category is missing.

The available subcategories allow you to view your Internet data usage from the past 30
days, configure a VPN (Virtual Private Network), configure a dial-up connection, set up and
manage Wi-Fi connections, set up and manage Ethernet (wired) connections, and configure

a proxy.

Personalization

< Settings

€53 PERSONALIZATION Find a setting 3

Background .
Preview

Colors

Lock screen

Sample Text

Themes

z

Start

Background

Picture ~

Choose your picture

E «RE

In the Personalization category you will find subcategories that allow you to modify the
background for your desktop, change the accent colors, modify the Lock screen, view the
settings for themes, and modify some basic Start menu settings.
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Accounts
& Settings - o X
€02 ACCOUNTS Find a setting o
Your account .
John Smith
abcwidgets@outlook.com

Sign-in options Administrator

Work access Billing info, family settings, subscriptions, security settings, and
more

Family & other users Manage my Microsoft account

Syne your settings Sign in with a local account instead

Your picture

The Accounts category includes options to configure your user account (and the accounts of
others). Here, you can view your account settings, apply a profile picture, modify sign-in
options, configure access to organizational resources (such as networks and e-mail), add
new users, and configure how your Windows settings sync with other Windows 10
computers you may have access to.

Time & Language

< Settings = [} X
€53 TIME & LANGUAGE Find a setting P
Date & time

Date and time

Eeocuitdiangiing 2:18 PM, Wednesday, July 22, 2015

Speech Set time automatically
@ orf

Change date and time

Change

Time zone

| (UTC-08:00) Pacific Time (US & Canada) ~

Adjust for daylight saving time automatically

@ o

Formats

First day of week:  Sunday

Short date: 7/22/2015

In this category you will find settings to change the date and time, the time zone, formats,
country and language settings, as well as speech options that control text-to-speech and
microphone functions.
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Ease of Access

e Settings

02 EASE OF ACCESS
Narrator

Magnifier

High contrast

Closed captions
Keyboard

Mouse

Other options

| Find a setting

Hear text and controls on the screen

Narrator is a screen reader that reads all the elements on screen,
like text and buttons.

Narrator

@D off

Voice

Choose a voice

Speed

Pitch

Most of the controls in this category are used to control accessibility options. For example,
you can enable the Narrator to read what’s on the screen, configure magnifier settings,

enable high contrast, configure the caption controls for videos, as well as change the
keyboard and mouse settings (like cursor size and enabling the onscreen keyboard).

Privacy

< Settings

£33 PRIVACY
General
Location
Camera
Microphone
Speech, inking, & typing
Account info
Contacts
Calendar
Messaging
Radios

Other devices

Find a setting

Change privacy options

Let apps use my advertising ID for experiences across apps
(turning this off will reset your ID)

@ on

Turn on SmartScreen Filter to check web content (URLs) that
Windows Store apps use

@D on

Send Microsoft info about how | write to help us improve typing
and writing in the future

@ o

Let websites provide locally relevant content by accessing my
language list

@ on
Manage my Microsoft advertising and other personalization info

Privacy Statement

The Privacy category includes many different subcategories that can be used to configure
privacy settings for different components of your computer.
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For example, the Camera sub-category includes toggles to control what apps can access
your computer’s camera:

& Settings - o X

€02 PRIVACY Find a setting

General
Camera

Location
Let apps use my camera

@ on

Privacy Statement

Camera

Microphone
Learn more about camera privacy settings
Speech, inking, & typing

Account info Choose apps that can use your camera

Some apps need access to your camera to work as intended.

Contacts Turning off an app here might limit what it can do.
Calendar App connector Q On
Messaging .
E Microsoft Edge Q On
Radios
) ; OneNote Q On
Other devices
Update & Security
< Settings = (m] x
§0%  UPDATE & SECURITY o e %

Windows Update

Windows Update

indovstbetendey Your device is up to date. Last checked: Yesterday, 7:58 PM

Backup
Check for updates
Recovery
Available updates will be downloaded and installed automatically.
Activation

Advanced options

For developers

Finally, the Update & Security category includes many of the controls that you need to
configure various security settings around Windows 10. For example, the Windows Update
sub-category lets you check for new updates and security patches. Using the other
subcategories you can configure Windows Defender, backup settings, Windows 10 recovery
settings, and view activation information.
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ACCESSING THE CONTROL PANEL

While the Settings window includes many different settings to configure your computer,
there are some settings that can only be found in the Control Panel. The Control Panel has
long been a part of Windows and acts as a central hub to modify a huge number of settings.
While future versions of Windows may eventually eliminate the Control Panel in favor of the
Settings window, you can still access it in Windows 10.

To open the Control Panel in Windows 10, there are few different methods that you can
use. The quickest method is to right-click the Start button and click Control Panel:

Programs and Features
Power Options

Event Viewer

System

Device Manager
Metwork Connections
Disk Management
Computer Management
Command Prompt

Command Prompt (Admin)

Task Manager

Control Panel

File Explorer L‘\F"
Search

Run

Shut down or sign out 2
Desktop
\_/
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You can also click the Control Panel listing within the Windows System folder in the All Apps
view of the Start menu:

You could also simply type “Control Panel” into the search

W Life at a glance

” Windows Media Player

l Windows PowerShell

. Windows System Calendar

-1 Command Prompt

£ Control Panel e

Microsoft Ed,
) Default Programs 11050 2

Mostly Sunmy:
8 5 o 86"

Washington,...

Default Programs
Devices
File Explorer
Play and explore
Run
Task Manager
& ThispC

Windows Defender

Money

box on the taskbar and click on the top result:
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We speak Gmail

a O

| NE

Phone Compa...  OneNote

““
@ -

Groove Music Movies & TV

Plan to shut Gitmo in final
stages

Control Panel

Desktop app

control panel

control panel windows 10

control panel add or remove programs
control panel system restore

control panel shortcut

control panel settings display

control panel command line

control panel on mac

Store

& Time Machine Control Panel

5= My stuff L2 Web

control panel
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OVERVIEW OF THE CONTROL PANEL

When the Control Panel is displayed, you will notice that it contains many of the same
options that are found in the Settings window:

[EH Control Panel

Programs

Uninstall 3 program

At EZ > Control Panel
Adjust your computer’s settings

System and Security
Review your computer's status

Save backup copies of your files with File History
Backup and Restore (Windows 7)

Find and fix preblems

Network and Internet
View network status and tasks
Choose homegroup and sharing options

/ Hardware and Sound
View devices and printers
Add 3 device

v | & Search Contrel Panel
Viewby: Category ™
User Accounts
&) Change account type

Appearance and Personalization
, Change the theme

Ry
P
@

Adjust screen resolution

Clock, Language, and Region
Add alanguage
Change input methods

Change date, time, or number farmats

Ease of Access
Let Windows suggest settings
Optimize visual display

m]

x

P

Also like the Settings window, you will see that it organizes settings into categories;
however, under each category name you will also see some of its more commonly used
settings. Clicking one of these options will open that setting or applet directly.

If you are unsure what category contains a specific setting, you can use the provided search
box to find what you are looking for:

[EH Control Panel

1 [EZ » Control Panel

Adjust your computer’s settings

O

v O I Search Control Panel p:l

View by:

Let’s examine what types of settings you can find in each category:

System and Security

Category ~

Q, System and Security

Centrol Panel Home

+ System and Security
Network and Internet
Hardware and Sound
Programs
User Accounts

Appearance and
Personalization

Clock, Language, and Region

Ease of Access

&« « 1 ®  Control Panel »

L

@

¥

0 &

ALY

System and Security >

? Save backup copies of your files with File History

- a

Search Control Panel

~ 0

Security and Maintenance
Review your computer's status and resolve issues | @) Change User Account Control settings
Troubleshoot common computer problems

Windows Firewall

Check firewall status | Allow an app through Windows Firewall

System
View amount of RAM and processor speed
Launch remote assistance

& Allow remote access
See the name of this computer

Power Options
Require a password when the computer wakes
Change when the computer sleeps

Change what the power buttons do

File History

Restore your files with File History

Backup and Restore (Windows 7)

Backup and Restore (Windows 7) Restore files from backup

BitLocker Drive Encryption
Manage BitLocker

Storage Spaces
Manage Storage Spaces
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This category gives you access to settings that affect the general operation and security of
your computer. You will find links to Security and Maintenance, Windows Firewall, System,
Power Options, File History, Backup and Restore, BitLocker, Storage Spaces, Work Folders,
Administrative Tools, and Flash Player settings.

Network and Internet

B Network and Internet

Control Panel Home

System and Security

# Network and Internet
Hardware and Sound
Programs
User Accounts

Appearance and
Persenalization

Cleck, Language, and Region

Ease of Access

« v P Ia » Control Panel » Metwork and Internet »

- [m]

Search Control Panel

v O

Network and Sharing Center

View network status and tasks | Connectto anetwork | View netwoerk computers and devices

HomeGroup
Choose homegroup and sharing cptions

Internet Options

Change your homepage | Manage browser add-ons | Delete browsing history and cockies

X

r)

This category includes access to all of the settings that you need to set up, configure, and
manage connections between your computer and a network or the Internet. It includes links
to the Network and Sharing Center, HomeGroup, and Internet Options.

Hardware and Sound

#5 Hardware and Sound

Control Panel Home

System and Security

Network and Internet
* Hardware and Sound

Programs

User Accounts

Appearance and
Personalization

Clock, Language, and Region

Ease of Access

« ~ M @ » Control Panel » Hardware and Sound »

i ..'
=iy

-

)
&

=

- O
Search Control Panel

v O

Devices and Printers
Add a device
Change Windows To Go startup options

Advanced printer setup Mouse G Device Manager

AutoPlay

Change default settings for media or devices | Play CDs or other media automatically

Sound

Adjust system volume | Change system sounds | Manage audio devices

Power Options

Change power-saving settings | Change what the power buttons do
Require a password when the computer wakes
Choose a power plan

Change when the computer sleeps

Display
Make text and other items larger or smaller
How to correct monitor flicker (refresh rate)

Adjust screen resolution

X

r

This category gives you access to settings that are used to manage how your computer’s
hardware operates, as well as configure its sound options. Included are links to Devices and
Printers, AutoPlay, Sound, Power Options, and Display.

Programs

[l Programs

Control Panel Home

System and Security

Metwork and Internet

Hardware and Sound
# Programs

User Accounts

Appearance and
Persenalization

Clock, Language, and Region

Ease of Access

© All rights reserved.

L ~ ‘M [ » Control Panel » Programs »

- [m]
Search Control Panel

v O

Programs and Features
Uninstall a program | 9 Tumn Windows features on or off
Run programs made for previous versions of Windows

View installed updates
How to install a program

Default Programs
Change default settings for media or devices
Set your default programs

Make a file type always open in a specific program

x

l
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This category will allow you to manage any programs that you have installed on your
computer. For example, if you wanted to remove a program, this is the category you would
choose. This includes accessing Programs and Features, as well as Default Programs.

User Accounts

82 User Accounts

Control Panel Home

System and Security
Netwerk and Internet
Hardware and Sound
Programs

* User Accounts

Appearance and
Personalization

Clock, Language, and Region

Ease of Access

« « 4 HR s Control Panel + User Accounts » )

Search Control Panel

User Accounts

Uid !;' Change account type !;' Remove user accounts

&M Credential Manager

‘3.' Manage Web Credentials Manage Windows Credentials

]

e

P

This category is used to create, manage, and modify user accounts in Windows 10
in this category are links to User Accounts and the Credential Manager. If you have an e-mail
program like Microsoft Outlook installed, you may also see a Mail icon which will allow you

to configure that application.

Appearance and Personalization

. Included

By, Appearance and Personalization

Control Panel Home

System and Security

Network and Internet
Hardware and Sound
Programs

User Accounts

* Appearance and
Personalization

Clock, Language, and Region

Ease of Access

« ~“ T B s Control Panel + Appearance and Personalization » v @

Search Control Panel

Personalization

Changethetheme | Change sound effects Change screen saver

Display

Make text and other items larger or smaller

2

Adjust screen resolution

Taskbar and Navigation
Mavigation properties

Ease of Access Center
Accommodate low vision
Turn High Contrast on or off

Use screen reader | Turn on easy access keys

1 File Explorer Options

Specify single- or double-click to open | Show hidden files and folders

Fonts

A Preview, delete, or show and hide fonts | Change Font Settings | Adjust ClearType text

[m]

X

P

This is the category that you need to access if you would like to modify the appearance of
Windows 10. Included are links to Personalization, Display, Taskbar and Navigation, the Ease
of Access Center, File Explorer Options, and Fonts.
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Clock, Language, and Region

#F Clock, Language, and Region
guag ]

« v 5 » Control Panel » Clock, Language, and Region »

Control Panel Home

System and Security

Metwork and Internet
Hardware and Sound
Programs

User Accounts

Appearance and
Persenalization

# Clock, Language, and Region

Ease of Access

Date and Time

Set the time and date

Language
Add a language
Region

Change location

Change the time zone

Change input metheds

Search Control Panel

v O

Add clocks for different time zones

Change date, time, or number formats

O

x

P

In this category you will find links to change your system’s clock, language, and region
settings. Included are links to Date and Time, Language, and Region. As these settings are

important to the operation of many apps, it is a good idea to make sure that they are

correct.

Ease of Access

Finally, this category provides you with access to settings that provide accessibility

@ Ease of Access

€« « M @ > Control Panel » Fase of Access >

Control Panel Home

System and Security

Metwork and Internet
Hardware and Sound
Programs

User Accounts

Appearance and
Personalization

Clock, Language, and Region
* Ease of Access

Ease of Access

Let Windows suggest settings
Change how your mouse works

Center

Speech Recognition

Start speech recognition

Optimize visual display
Change how your keyboard works

Set up a microphone

v O

Search Control Panel

Replace sounds with visual cues

enhancements to your computer. For example, using this category you can turn on speech

narration. Included in this category are links to the Ease of Access Center and Speech

Recognition.

CHANGING THE CONTROL PANEL VIEW

While the Control Panel is organized into categories by default, you can also view an

alphabetical list of the primary settings that are available. To do this, click the “View by”
drop-down menu near the top right-hand corner of the Control Panel window and click
either the “Large icons” or “Small icons” options:

© All rights reserved.

Search Control Panel

® Category

Large icons

Small icons
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For example, here you can see the Control Panel viewed using the Small Icons setting:

[EE Al Control Panel ltems - O X
&« = ~ 4 [ ControlPanel » All Control Panel ltems » v O Search Control Panel y
Adjust your computer’s settings View by:  Small icons ¥
& Administrative Tools mg AutoPlay 3} Backup and Restore (Windows 7)
%‘ BitLocker Drive Encryption B3 Color Management [@ credential Manager
Date and Time g Defautt Programs =1 Device Manager
#5 Devices and Printers =0 Display @ Ease of Access Center
EJ File Explorer Options & File History Flash Player (32-bit)
A Fonts o4 HomeGroup ¢ Indexing Options
€1 Internet Options &2 Keyboard € Language
¥ Mouse :‘: Metwork and Sharing Center & Personalization
| Phone and Modem @ Power Options Programs and Features
@ Recovery o g Region 5 RemoteApp and Desktop Connections
| o Security and Maintenance % Sound @1 Speech Recognition
£ Storage Spaces '@ Sync Center A system
ﬁl, Taskbar and Navigation % Troubleshooting #2, User Accounts
8 Windows Defender 9 Windows Firewall [ Work Folders

ACTIVITY 5-1
Customizing Your Computer’s Settings

You would like to become familiar with the different ways that you can view and work with
many of your computer’s different settings.

1. To begin, sign into Windows 10.

2.  Open the Settings window by clicking the Start button and then clicking the
Settings option:

File Explorer

Settings

Power

= All apps

|r'3.5< me anything
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3. The Settings window will now be open on your desktop:

Settings

£53  SETTINGS

=

System
Display, notifications,
apps, power

A
Time & language
Speech, region, date

©

Devices Network & Internet
Eluetooth, printers, Wi-Fi, airplane mode,
mouse

)
s -

Ease of Access Privacy
Narrator, magnifier, Location, camera
high contrast

Find a setting

4 L

Personalization Accounts
Background, lock Your account, sync
screen, colors settings, work, family

O

Update & security
Windows Update,
recovery, backup

4. Click the Accounts category:

Settings

93 SETTINGS

=

System
Display, notifications,
apps, power

@

Devices Network & Internet
Bluetooth, printers, Wi-Fi, airplane mode,
mouse

Find a setting £

g4 R

Personalization Accounts
Background, lock Your account, sync
screen, colors settings, work, family

5.  With the Accounts category now displayed, you will see information about your

current Windows 10 accounts. Additionally, you will see a variety of different

settings that can be used to modify or manage your account:

&« Settings

€32 ACCOUNTS
Your account
Sign-in options
Work access

Family & other users

Sync your settings

John Smith
abcwidgets@outlook.com
Administrator

Find a setting

Billing info, family settings, subscriptions, security settings, and

more

Manage my Microsoft account

Sign in with a local account instead

Your picture

© All rights reserved.
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6. Click the “Sign-in options” sub-category:

< Settings

£03  ACCOUNTS
Your account

Sign-in options

7. You will now see settings for the various sign-in options that are available to you:

< Settings _ = ~
32 ACCOUNTS Find a setting
Your account ) . .
Require sign-in
SITH RS If you've been away, when should Windows require you to sign in again?
Work access When PC wakes up from sleep ~

Family & other users
Password

Sync your settings
Change your account password

Change

PIN

Create a PIN to use in place of passwords. Having a PIN makes it
easier to sign in to Windows, apps, and services.

Add

Picture password

(Your settings may be different depending on what type of account you are using.)

8. Return to the Settings home screen by clicking the Back button in the upper left-
hand corner of the window:

= Settings

[

£03  ACCOUNTS

Your account
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9.

“display:”

< Settings

5% SEARCH RESULTS | oispiat

|E Project to a second screen
m Display settings

m Change settings for multiple displays

The Settings window will once again list its categories. Inside the search field, type

10. A list of settings that include “display” in the name will now be listed. Click the

“Display settings” option:

< Settings

§02  SEARCH RESULTS

Project to a second screen

Display settings

Change settings for multiple displays

11. The System category will now be open to the Display sub-category:

< Settings

02 SYSTEM Find a setting

oy Customize your display
Notifications & actions

Apps & features

Multitasking

Tablet mode 1

Power & sleep

Storage
Identify Detect
Offline maps
Change the size of text, apps, and other items: 100% (Recommended)
[
Default apps 1 )
Orientation
About
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12. Close the Settings window by clicking the Close button in its upper right-hand

corner:

13. Open the Control Panel by right-clicking the Start button and clicking Control Panel

on the context menu:

© All rights reserved.

Programs and Features
Power Options

Event Viewer

Systern

Device Manager
Metwork Connections
Disk Management
Computer Management
Command Prompt

Command Prompt (Admin)

Task Manager

Control Panel

File Explorer I"x’
Search

Run

Shut down or sign out

Desktop
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14. The Control Panel window will now be displayed

on your desktop:

Control Panel

+ » Control Panel >

Adjust your computer’s settings

System and Security
Review your computer's status
Save backup copies of your files with File History

Backup and Restore (Windows 7)
Find and fix problems

User

Network and Internet
View network status and tasks

Choose homegroup and sharing options Add 2

./ Hardware and Sound

%‘ View devices and printers

Add a device Fase

Let Wi

['“]-u Optim
Y

®@ ¢FE

Programs

Uninstall 2 program

v O Search Control Panel

Viewby: Category ¥

Accounts

&) Change account type

Appearance and Personalization
Change the theme
Adjust screen resolution

Clock, Language, and Region

language

Change input methods
Change date, time, or number formats

of Access
ndows suggest settings
ize visual display

15. Click the “System and Security” category header:

Control Panel

A4 [ > Control Panel

Adjust your computer’s settings

Save backup copies of your files with File History
Backup and Restore (Windows 7) App

Network and Internet
View network status and tasks
Choose homegroup and sharing options s

v B Search Control Panel

View by: Category ~

r Accounts

System and Securi Use
Review your confy_Jter's status ) Change sccount type

earance and Personalization
ge the theme

Find and fix problems w Chan
Adjust screen resolution

» Clock, Language, and Region
Add a language

16. The “System and Security” category will now be open and list many different links:

‘ System and Security

« v 1 @3 Control Panel » System and Security

Control Panel H i i
antrol Panel Home Security and Maintenance

® System and Security
Troubleshoot commaon computer problems
MNetwork and Internet
Hardware and Sound ﬂ Windows Firewsall
Check firewall status | Allow an app through

Pragrams
System
View amount of RAM and processor speed

User Accounts

Appearance and

- See the name of
Personalization

Launch remote assistance

Clock, Language, and Region Power Options

Ease of Access Require a password when the computer wakes
Change when the computer sleeps

File History

Backup and Restore (Windows 7)

Backup and Restore (Windows 7) | Restore fi

BitLocker Drive Encryption
Manage BitLocker

Storage Spaces
Manage Storage Spaces

Work Folders
' Manage Werk Folders

€ o backup copies of your files with File History

v O Search Control Panel

Review your computer's status and resolve issues | @ Change User Account Control settings

Windows Firewall

0 Allow remote sccess
this computer

Change what the power buttons do

Restore your files with File History

les from backup
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234 of 311



[235]

Microsoft Windows 10 — Part 1

17. Click the System link header:

Q. System and Security - m]
& 5 « 1 Q> ControlPanel » System and Security » [aR] Search Control Panel
Control Panel H . .
ontreifanel nome ‘\w Security and Maintenance
o System and Security \ Review your computer's status and resolve issues | 8 Change User Account Control settings
Troubleshoot commen computer problems
Metwerk and Internet
Hardware and Sound ﬁ Windows Firewall ) )
Check firewall status | Allow an app through Windows Firewall
Pragrams
User Accounts [a S_US
= View ount of RAM and processor speed GAHDW remote access
Appearance and Launch remote assistance | See the name of this computer
Personalization
Clock, Language, and Region \[J Power Options
Ease of Access Require a password when the computer wakes | Change what the power buttons do
Change when the computer sleeps
18. Information about your computer will now be displayed:
A system - m]
< v E » Control Panel » System and Security » System v |8 Search Control Panel

Control Panel Home

&) Device Manager

G Remote settings

) System protection

&) Advanced system settings

See also

Security and Maintenance

View basic information about your computer

Windows edition

Windows 10 Pro

M \\/
@ 2015 Microsaft Corporation. All rights - WI n d OWS 1 O
reserved. ..

System
Processor: Intel(R) Core(TM) i7-36300M CPU @ 2.40GHz 2.40 GHz (2 processors)
Installed memeory (RAM):  4.00 GB
System type: 64-bit Operating System, x64-based processor

Pen and Touch: Mo Pen or Touch Input is available for this Display

Computer name, domain, and workgroup settings

Computer name: DESKTOP-7LFEBSS GChange settings
Full computer name: DESKTOP-7LF6BSS
Computer description:
Workgroup: 'WORKGROUP
Windows activation
‘Windows is activated Read the Microsoft Software License Terms
Product ID: 00330-80000-00000-AA159 & Change product key

19. Return to the Control Panel home by clicking the Control Panel Home link near the
upper left-hand corner of this window:

© All rights reserved.
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20. The main screen of the Control Panel will now be — 0 W
displayed. Change the view by clicking the “View
by” drop-down menu and then clicking the “Large
icons” option:

Search Control Panel 0

View by: Category =

& Category
Large icons %
Small icons
21. An alphabetized list of primary settings will now be shown:
All Control Panel ltems - m] X
« ~ " [H s Control Panel » All Control Panel ltems » ~|@ | Search Control Panel »
Adjust your computer’s settings View by:  Large icons ~

.. . )ty Backup and Restore
Administrative Tools @ AutoPlay & (Windows 7)
% BitLocker Drive Encryption E Color Management ‘:ﬂ Credential Manager
Date and Time E Default Programs 2&‘ Device Manager
%.;" Devices and Printers @ Display '.@J Ease of Access Center
File Explorer Options & File History Flash Player (32-bit)
A Fonts " HomeGroup ah)r Indexing Options
& H =T b d 2
Internet Options < Keyboar %ﬁl Language
J Mouse I‘:._ﬁ' El:::l:’rk and Sharing g Personalization

22. Apply the category view by clicking the “View by” drop-down menu once again and
clicking the Category option:

Search Control Panel e

View by: Large icons ™
Category
N A

® largeicons

and Re
ws 7)

Small icons

23. Click the Close button in the upper right-hand corner of the Control Panel to
complete this exercise.
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TOPIC B: Customize the Lock
Screen

As you now know, the Lock screen is the first screen that is displayed when your computer
starts or when you wake it up. In addition to a background image and the current date and
time, you will also see glyphs that depict network status, power levels, and other
information. Over the course of this topic, you will learn how to customize this screen.

Topic Objectives
In this topic, you will learn:
* How to use the Lock screen
= How to change the Lock screen background
= How to change what apps appear on the Lock screen
= How to change the screen saver

USING THE LOCK SCREEN

The Lock screen has been designed to display the current date and time, as well as a
background picture of your choosing. Additionally, you can choose to include basic
information from specified apps. For example, here you can see some detailed weather
information and that there is one unread e-mail message:

Aside from information gathered from a selection of apps, you will also see glyphs that
convey information about various aspects of your PC. For example, you will
see network connectivity information in the lower right-hand corner of the
Lock screen. In this example, the computer is connected to a network using a
cable (icon shown on the right).
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If it were connected to a wireless connection, you would instead see the Wi-Fi symbol. If
you are using a notebook computer, you will also see information about your PC’s battery.

CHANGING THE BACKGROUND

To change the background of the Lock screen, first open the Settings window (Start >

Settings), and then click the Personalization category:

Settings
€03 SETTINGS
= Ep
-]
System Devices
Display, notifications, Bluetooth, printers,
apps, power mouse
('\ -~
G ! l-»
AT T
Time & language Ease of Access
Speech, region, date Narrator, magnifier,
high contrast

S

Network & Internet

Wi-Fi, airplane mode,

VPN

O

Privacy
Location, camera

Find a setting

Personalization

Background, lock

screen, colors

N

O

Update & security
Windows

L

Accounts
Your account, sync
settings, work, family

Click the “Lock screen” sub-category:

(= Settings

Background

Colors

Lock screen

Themes

Start

€02 PERSONALIZATION

All the settings that control the Lock screen will now be displayed:
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& Settings

32 PERSONALIZATION Find a setting

o)

Background -
Preview

Colors

Lock screen

Themes

Start

Background

Picture

Choose your picture

A preview of the current Lock screen will be displayed with a series of thumbnail images
below it. Click on any of these thumbnails to apply them or click the Browse button to find
an image on your computer. After you choose a new background image, it will be reflected

in the preview:

< Settings

| Find a setting

ﬁg PERSONALIZATION
Background

Colors

Lock screen

Themes

ursday, July 22
Start Thursday, July 2

Background

| Picture

Choose your picture

Browse

If you wish to have a rotation of pictures on your Lock screen, you can click the Background

drop-down menu and click Slideshow:

© All rights reserved.
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€ Settings

€32 PERSONALIZATION [ Find a setting o

Background

Colors

Lock screen

Themes

Start

Background

Picture

=l  Slideshow

)
T

Browse

When the Slideshow option is selected, you will then need to select the folder in which the
slideshow pictures are stored:

< Settings = [m] X
§02  PERSONALIZATION Find a setting
Background
Thursday, July 23 *’
Colors
Lock screen Background

Slideshow v

Themes

Start Choose albums for your slideshow

Pictures
Pictures

Add a folder

+

Advanced slideshow settings

Choose an app to show detailed status

-

You will also be given access to some advanced slideshow settings that allow you to control
how the slideshow behaves in conjunction with power settings, as well as other options.

CHANGING APPS

Status information from some of the apps that you have installed on your computer can be
shown on the Lock screen in two different levels of detail: detailed and quick status.

As the name implies, the detailed status level will show a line or two of information from a

single app. (By default the Calendar app is selected, but you can change it whichever
compatible app you would like.)
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The quick status level will only give you the very basic status information about an app, like
the number of unread e-mails in the Mail app. You may have up to seven apps showing a

quick status on the Lock screen.

To change what apps appear on the Lock screen, first open the “Lock screen” sub-category
of the Personalization category in the Settings window. Scroll to the bottom of this sub-
category. Here, you will see a series of icons. The single icon on its own line is used to
choose which app shows the detailed status, while the line of icons below it is used to
choose which apps show quick statuses:

=

3

Colors

Start

Settings

PERSONALIZATION

Background

Lock screen

Themes

Choose your picture

A \
L

Browse

| Find a setting

B

Choose an app to show detailed status

E

Choose apps to show quick status

51 £ El 5 5 5 5

Screen timeout settings

Screen saver settings

Clicking on a thumbnail allows you to choose from a list of compatible apps that you can add
to the Lock screen:

Colors

Start

Lock screen

Themes

<] - N

Browse

Choose an app|

Choose apps t

EE

Screen timeout|

Screen saver sq

E Alarms & Clock

s

Weather

Get Office

People

Calendar

Mail

Store

Xbox

CHANGING THE SCREEN SAVER

While screen savers have been around for a long time, their original purpose (to prevent
static images from burning into the screen of a monitor) is rarely a problem anymore.
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However, they are still available with Windows 10 to add a little visual flair to your

computer when you are not using it.

By default, Windows 10 does not use a screen saver at all. To change this (or change the
screen saver that has been previously applied), click the “Screen saver settings” link at the
bottom of the “Lock screen” sub-category of the Personalization category in the Settings

window:
< Settings
§03  PERSONALIZATION | Find a setting
Background Choose your picture
| Jeeagy

Colors F 1 - -

ke ‘
Lock screen = <4

Browse

Themes
Start Choose an app to show detailed status

Choose apps to show quick status

DEEEEEE

Screen timeout settings

Screen saver setfings

Alternatively, you can also access the same settings by opening the Control Panel, searching

for “screen saver,” and clicking the “Change screen saver” link:

[E5 screen saver - Control Panel

« ~ “ [E3 » Control Panel » v O

Q— Personalization

=3  (hange screeg save
Turn screen Q Er on or off
Get more themes online
v Power Options

Choose a power plan
Edit power plan

© All rights reserved.
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In either case, the Screen Saver Settings dialog will be displayed:

B Screen Saver Settings X

Screen Saver

Screen saver
(None) w Settings... Preview
= [[]10n resurne, display logen screen
Power management

Conserve energy or maximize performance by adjusting display
brightness and other power settings.

Change power settings

=]
=

Cancel A

Clicking the “Screen saver” drop-down menu allows you to choose from a small selection of
screen savers that are included with Windows 10. Once a screen saver has been selected,
you can use the Wait increment box to choose when the screen saver is shown, and if you
want to ask for user credentials when it is interrupted.

ACTIVITY 5-2
Customizing the Lock Screen

Now that you are growing more comfortable with Windows 10, you would like to learn how
to make it more your own by choosing a new Lock screen background and customizing
which apps are displayed.

1. To begin, loginto your Windows 10 account.

2.  Open the Settings window by clicking Start - Settings:

File Explorer

@ Settings
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3.

4,

5.

© All rights reserved.

With the Settings window now open, click the Personalization category:

Settings

€53 SETTINGS

=

System
Display. notifications,
apps, power

()

==
AF

Time & language
peech, region, date

Narrator, magnifier,

©

Devices Network & Internet
luetooth, printers, Wi-Fi, airplane mode,
mouse VPN

)
& -

Ease of Access Privacy
Location, camera
high contrast

4

Personalization
Background, lock
screen, colors

O

Update & security
Windows Update,
recovery, backup

2

Accounts

Your account, sync
settings, work, family

Now that the Personalization category is displayed, click the “Lock screen” sub-

category:

“  Settings
ié; PERSONALIZATION
Background

Colors

Lock sereen

7

Themes

Start

Preview

z

Background

Picture

Choose your picture

Find a setting

EEE

You will now see a preview of the current Lock screen, followed by a number of
different settings:

¢ semings
@ PERSONALIZATION
Background

Colars

Lock screen

Themes

Start

Preview

Find a setting

Background

Picture

Choose your picture

Gl

244 of 311



[245]

Microsoft Windows 10 — Part 1

6. Inthe “Choose your picture” section, click a different thumbnail to apply it as a

background picture:

Choose your picture

7. The preview will update and show you how the Lock screen will look with the new

background picture:

€ Settings.

5§3 PERSONALIZATION
Background

Colors

Lock screen

Themes

Start

Find a setting

Preview

Background

[ picture ]

Choose your picture

[

8. Scroll down in the window. You will see a series of icons that are used to choose
which apps appear on the Lock screen. Under the “Choose an app to show detailed

status” header, you will see the Calendar icon by default. Click it:

< Settings

ﬁ? PERSONALIZATION
Background

Colors

Lock screen

Themes

Start

| Find a setting

Choose your picture
P R ™
o~ [T .
Browse

Choose an app to show detailed status
Choose apps to show quick status

EE EEEEE

Screen timeout settings

Screen saver settings

(If you see a different icon, you can still click it to display the same menu shown in

the next step.)
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9. Alist of apps that are compatible with this feature will be shown. Click the Weather

option:

< Settings

5@3 PERSONALIZATION
Background

Colors

Lock screen

Themes

Start

| Find a setting

Choose your picture

i

ow detailed status

None

Weather

b

Get Office

Calendar

Xbox

quick status

CE EEEEE

Screen timeout settings

Screen saver settings

10. The Weather icon will now be shown under this header:

<« Settings

5‘:933 PERSONALIZATION
Background

Colors

Lock screen

Themes

Start

| Find a setting

Choose your picture
— T
- |-
—
Browse

Choose an app to show detailed status

Choose apps to show quick status

OEEEEEE

Screen timeout settings

Screen saver settings
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11. Close the Settings window and click Start = [Your Username] = Lock:

R John Smith Life at a glance

w Change account settings John Smith

R Welcome to the Windows
Lock k Insider Program

| Sign out
Calendar

Get Started

e aN O

Microscft Edge

Mestly Sunmy

84°% @ (@

Washingten,... Phone Compa... OneMote

Play and explore

C ey
° -

Groove Music Movies 8 TV

File Explorer

81 Settings As crude gets Sandra Bland autopsy: No

b CI“S’;E‘*-&’E"E{S injuries consistent with
owWer s . _
= RHF TV violent homicide

§= All apps Money B | News

12. You will now see your newly customized Lock screen that includes a new
background picture and weather details for your area:

6:00

fhursday, July-23

Washington, DiC. »81° e
Expect sunny skies. [t1l be:very warm with a highof 878,

= o

This exercise is now complete.
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TOPIC C: Customize the
Desktop

Just like with previous versions, Windows 10 allows you to customize the desktop by
changing the background, color scheme, and theme. In this topic, you will learn how to
customize the desktop.

Topic Objectives

In this topic, you will learn:
* How to change the desktop background
= How to change the accent color
= How to apply a theme

CHANGING THE DESKTOP BACKGROUND

Just like you can change the background picture of the Lock screen, you can also change the
background picture that appears on the desktop. To do this, open the Personalization
category of the Settings window and ensure that the Background sub-category is displayed:

& Settings - o x

€03 PERSONALIZATION Find a sefting

Background .
Preview

Colors

Lock screen

Sample Text

Themes

&

Start

Background

Picture ~

Choose your picture

A preview of the current desktop will be displayed with a series of thumbnails listed below
it. Click on any of these thumbnails to apply the related image or click the Browse button to
find an image on your computer. Once you choose a new background image, this change
will be reflected in the preview:
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< Settings = (m] x

€52 PERSONALIZATION | Find a setting o

_ -
N cample Text
Aa '

Background

Colors

Lock screen

Themes

Start

Background

| Picture v |

Choose your picture

s L

Browse

hnnca 2 fit

Once a picture has been applied, you can use the “Choose a fit” drop-down menu to choose
how the image is positioned on your screen:

Choose a fit

Fill e

The options include:

» Fill: The selected picture will fill up your entire screen, but some of it may be
cropped.

= Fit: The selected picture will re-sized to fit your screen horizontally, but blank areas
may appear above or below it.

= Stretch: The selected picture will be stretched to fit your screen from top to bottom,
but it may appear distorted.

»= Tile: The selected picture will be tiled across your screen evenly using its default size.

= Center: The selected picture will be centered using its default size, but blank areas
may appear around it.

* Span: The selected picture will be stretched to fit two or more monitors that are
connected to your computer. Ensure that the selected picture is wide enough for this
purpose.
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If you wish to have a steady rotation of desktop backgrounds so that the same image is not

always displayed, you can click the Background drop-down menu and click Slideshow:

<« Settings.
2?23 PERSONALIZATION
Background
Colors
Lock screen
Themes

Start

Find a setting

Preview

| sampleText
Aa .

Background

Picture

Solid color

Slideshow

Brewcs

When the Slideshow option is selected, you will then need to select the folder in which the
pictures to include in the slideshow are stored. Additionally, you can choose how often the

picture is changed:

< Settings

iﬁc"’; PERSONALIZATION
Background

Colors

Lock screen

Themes

Start

| Find a setting

Background

| Slideshow ~ |

Chaoose albums for your slideshow

Pictures
Browse

Change picture every

Choose a fit

[ Fin ~
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Alternatively, you can click the “Solid color” option under
the Background drop-down menu. This option will allow
you to choose from a variety of solid colors that you can
use as a background:

CHANGING THE ACCENT COLOR

To change the accent colors that Windows 10 uses for
borders, tiles, icons, and tabs, first open the Colors sub-

Background

| Solid color

Background colors

category of the Personalization category of the Settings window:

< Settings

53 PERSONALIZATION

Background .
Preview

Colors

Lock screen
Sample Text

Themes

z

Start

Choose a color

@D or

Choose your accent color

Find a setting

Automatically pick an accent color from my background

Like the other subcategories, you will see a preview of how the desktop looks with the

current settings.

Below the preview you will see a toggle that can be used to source the accent colors from
background picture. (For example, if your background includes lots of red, a shade of red
will be used for accents.) Below this, you will see a grid of color swatches that you can use to

manually pick an accent color:
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Choose your accent color

Below the color selection options, you will see a switch that is disabled by default. When
enabled, it will show color on the Start menu, taskbar, and Action Center. For example, here
you can see how the Start menu looks with this option enabled while a shade of blue is the

accent color:

John Smith Life at a glance

lohn Smith
R Welcome to the Windows

Notepad : Insider Program

8 WordPad ¥ Calendar

Q| Get Started

Get e (5 )

Maps Microsoft Edge

Mostly Sunny

77° % i

People

Washington,... Phone Compa...

Play and explore

O)

Groove Music

=l File Explorer

ettings As crude gets
crushed, traders

() Power play for $40 ail

All apps Wity m

Ask me anything

Five Found
Dead in Broken
Arrow,
Olkdahoma; Tw...

Cortana

N

OneNote

Below this toggle you will see another option that you can use to make the Start menu,
taskbar, and Action Center transparent. Finally, the “High contrast settings” link will display
the “High contrast” sub-category of the Ease of Access category in the Settings window.

© All rights reserved.

252 of 311



[253]

Microsoft Windows 10 — Part 1

APPLYING A THEME

Themes are used to apply a consistent look and feel throughout the Windows environment.

For example, a theme can change the background picture, accent color, and taskbar

transparency settings all at one time. To apply a new theme, first open the Personalization
category in the Control Panel. This is can be done by clicking the “Theme settings” link
within the Themes sub-category of the Personalization category in the Settings window:

§0%  PERSONALIZATION

Background

Colors

Lock screen

Themes

Start

Or, simply go through the Control Panel directly:

Themes

Theme@%jetti“gs

Related Settings

Advanced sound settings
Desktop icon settings

Mouse pointer settings

[EE Control Panel

T E

¢
X

Y
i)

Ly

» Control Panel »

Adjust your computer's settings

System and Security

Review your computer's status

Save backup copies of your files with File History
Backup and Restore (Windows 7)

Find and fix problems

Network and Internet
View network status and tasks
Choose homegroup and sharing eptions

Hardware and Sound
View devices and printers
Add a device

Programs

Uninstall a program

e IrE

®

v O

|Search Control Panel

View by:  Category ~

User Accounts
& Change account type

Appearance and Personalization

Adjust 53 In resolution

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

]

*

o

When open, you will see that the Personalization window includes a gallery of default
themes that you can choose from:
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& Personalization

Control Panel Home

L ~ 4 &+ Control Panel » Appearance and Personalization » Personalization

- [m]

v O Search Control Panel

Change the visuals and sounds on your computer

Click a theme to change the desktop background, color, and sounds all at ence.

X

£
7]

My Themes (1)

L

Unsaved Theme

Windows

High Contrast Themes (4)

Windows Default Themes (3)

Windows 10

o

Flowers

Get more themes online

To apply a new theme, click on the theme in question.

AcTiviTY 5-3
Customizing the Desktop

It will immediately be applied.

You would like to see the various different ways that you can customize the desktop and

make it your own.

1. To begin, loginto your Windows 10 account.

2. Open the Settings window by clicking Start - Settings:

File Explorer

Settings

Power

= All apps

© All rights reserved.
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With the Settings window now open, click the Personalization category:

Settings

53 SETTINGS

=

System
Display, notifications,
apps, power

AF
Time & language
Speech, region, date

£
(]
Devices

Bluetooth, printers,
mouse

)
(o

Ease of Access
Narrator, magnifier,
high contrast

Find a setting

©

Network & Internet
Wi-Fi, airplane mode,

Ed

Personalization
Background, lock
screen, colors

&

Privacy
Location, camera

O

Update & security
‘Windows Update,
recovery, backup

R

Accounts
Your account, sync
settings, work, family

With the Personalization category now open, you should see the Background sub-
category displayed. If not, select it:

<«

&

Start

Colors

Settings

PERSONALIZATION

Background

Lock screen

Themes

Preview

Background

Sample Text

| Picture

- |

Choose your picture

Find a setting

E =Rl

Apply a different background picture for your desktop by clicking one of the

thumbnails that are presented:
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6. The preview of your desktop will change to incorporate the new background
picture:

< Settings

Find a setting

£52  PERSONALIZATION

A A Preview

Colors

Lock screen

Themes

z

Start

Background

| Picture v |

Choose your picture

RE A

Browse

7.  Click the Colors sub-category:

< Settings

@ PERSONALIZATION
Background

Colors %
Lock screen

Themes

Start

8. You would like the accent color to match the new picture that you selected. Click
the “Automatically pick an accent color from my background” switch so it is in the

On position:

& Settings

€53 PERSONALIZATION Find a setting

Background ;
Preview

Colors

Lock screen

Themes

z

Start

Choaose a color
Automatically pick an accent color from my background
—b(@ off

Choase your accent color
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9. All of the accent colors in Windows 10 will now match the new background. In this
example you can see that the accent color is now a light blue:

R John Smith Life at a glance

John Smith
Welcome to the Windows

g Notepad > Insider Program
WordPad » Calendar

Five Found
Dead in Broken

e W =
Oklahoma; Tw...

Microscft Edge Cortana

Get Started

Mostly Sunmy

77°* L ad | M8

Washington,... Phone Compa... | OneNote

Play and explore

I S
O) -

Groove Music Movies 8 TV

E File Explorer

Settings As crude gets What does the discovery of

i crushed, traders | the world's oldest Quran tell
) Power play for $40 oil us

All apps Money B  News

L&sk me anything

10. Close the Settings window to complete this exercise.

Summary

Over the course of this lesson you learned about the various ways that you can customize
Windows 10. You should now know where you can access Windows settings, and you should
be familiar with what settings are available. Additionally, you should now know how to
customize both your Lock screen and your desktop in a number of different ways.
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LESSON 6:
UsING WINDOWS 10
SECURITY FEATURES

Lesson Objectives

In this lesson you will learn how to:
= Configure passwords
= Use Windows Defender

= Store and share files with OneDrive
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TOPIC A: Configure Passwords

The password to your Windows 10 account is an important thing to consider. While it
should be memorable, it should not be easy for others to guess. Aside from the standard
alphanumeric password, you also have the option to add PIN and/or picture passwords so
that you don’t always have to type out a complicated password. Over the course of this
topic, you will learn about the different types of passwords that Windows 10 has to offer
you.

Topic Objectives
In this topic, you will learn:
= About passwords
* How to add a PIN password
* How to add a picture password

MANAGING PASSWORDS

Your Windows 10 account password is used for everything from logging into your account to
buying apps and completing certain operations. You can change this password at any time
by first opening the Settings window (Start - Settings), and then clicking the Accounts
category:

Settings - o x
€03 SETTINGS Find a sefting
a &g @ Z K
o
System Devices Network & Internet Personalization Accounts
Display, notifications, Bluetooth, printers, Wi-Fi, airplane mode, Background, lock Your account, sync
apps, power mouse VPN screen, colors settings, work, family

= C - O

Time & language Ease of Access Privacy Update & security
Speech, region, date Narrator, magnifier, Location, camera Windows Update,
high contrast recovery, backup
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With the Accounts category displayed, click the “Sign-in options” sub-category:

e Settings
€02 ACCOUNTS
Your account
Sign-in options.
Work access

Family & other users

Sync your settings

Find a setting

John Smith

abcwidgets@outlook.com
Administrator

Billing info, family settings, subscriptions, security settings, and
more

Manage my Microsoft account

Sign in with a local account instead

Your picture

This sub-category includes several different settings that relate to your password. (You may

see different options depending on what type of account you are using.)

At the top, you will see the “Require sign-in” drop-down menu. This allows you to choose if
you would like to have Windows require your password if your PC is woken up or remove
that requirement entirely. To change your password, click the Change button under the

Password category:

< Settings

€03 ACCOUNTS
Your account
Sign-in options
Work access

Family & other users

Sync your settings

Find a setting

Require sign-in

If you've been away, when should Windows require you to sign in again?

| When PC wakes up from sleep

Password

Change your account password
L&

PIN

Create a PIN to use in place of passwords. Having a PIN makes it
easier to sign in to Windows, apps, and services.

Add

Picture password

A pop-up dialog box will appear in which you need to enter your password to proceed:
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Change your password

First, confirm your current password.

o Acme Widgets

Once you enter your password and click Next, you will be prompted to enter your new
password twice, as well as a hint:

(© Change your password

New password
Reenter password

Password hint
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Click the Next button once you have
filled in the information. You will see a
confirmation dialog box:

Click Finish to complete the process.

ADDING A PIN PASSWORD

(®© Change your password

Next time you sign in, use your new password.

Acme Widgets

Local account

PIN passwords are simple numeric passwords that can be used in place of a regular
password. The idea behind this is that you can much more easily log into your Windows
device without having to type in a long password string.

To create a PIN password, first open the “Sign-in options” sub-category of the Accounts
category of the Settings window. Next, click the Add button under the PIN header:

< Settings

€32 ACCOUNTS
Your account

Sign-in options

Require sign-in

If you've been away, when should Windows require you to sign in again?

Find a setting P

Work access

| When PC wakes up from sleep

Family & other users

Sync your settings

Password

Change your account password

‘Change

PIN

Create a PIN to use in place of passwords. Having a PIN makes it
easier to sign in to Windows, apps, and services.

Add

Picture password

A pop-up will then ask you to enter your current password. Do so, and then you will be
asked to enter and re-enter a PIN that you can use to access your account:
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Set up a PIN

Create a PIN to use in place of passwords. Having a PIN makes it easier to sign in to your
device, apps, and services.

Once a PIN has been added, you can change it by clicking the appropriate Change button in
the “Sign-in options” sub-category:

PIN

You can use this PIN to sign in to Windows, apps, and services.

Change

-

| forgot my PIN

ADDING A PICTURE PASSWORD

Picture passwords are similar to a PIN in that they offer you a simplified way to log into your
account. Instead of having to type in your password, you recreate mouse gestures on a
picture that you previously set up.

To add a picture password, click the Add button under the “Picture password” header:

Picture password

Sign in to Windows using a favorite photo

© All rights reserved.
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First you will need to enter your current account’s password. Once that is done, you will be
presented with the Picture Password screen:

This screen allows you to choose between using the default picture or a picture of your own.
In either case, you can position this picture within the frame however you like by clicking

and dragging. When you are ready to create the picture password, click the “Use this
picture” button:

How's this look?

r picture to position it the way

\
VY

| Use this picture |

3

Choose new picture

The first stage of the process is to use your mouse to draw (click and drag) three separate
mouse gestures over the picture. For example, you could circle the runner and draw lines
that follow the top of the rock formations:
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Confirm your ges tures

(Remember that the direction in which you draw your gestures does matter.)
You will then be asked to repeat those same gestures. As you complete each gesture, the

number of the gesture that you need to draw is shown. When you’ve successfully repeated
the gestures, you will receive a confirmation:

Congratulations!

After a picture password has been applied, you will see buttons to change it or remove it
under the “Picture password” header:

Picture password

Sign in to Windows using a favorite photo

Change Remove
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ACTIVITY 6-1
Creating a PIN Password

To begin, log into your Windows 10 account.

File Explorer

Settings

Power

= All apps

|r'3.5< me anything

Open the Settings window by clicking Start = Settings:

With the Settings window now open, click the Accounts category:

Settings

£92  SETTINGS

=

System
Display, notifications
apps, power

A
Time & language
Speech, region, date

Devices

Bluetooth, printers,
mouse

;
o
=

Ease of Access
Narrator, magnifier,
high contrast

©

Network & Internet

Wi-Fi, airplane mode,

VPN

&

Privacy
Location, camera

Find a setting

Personalization

Background, lock
screen, colors

2

Accounts
Your account, sync
settings, work, family

O

Update & security
Windows Update,
recovery, backup

© All rights reserved.

To help save time when logging into your Windows 10 account, you are going to create a
simple PIN password.
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4. With the Accounts category now displayed, click the “Sign-in options” sub-

category:

L Settings

£03  ACCOUNTS
Your account
Sign-in options
Work access

Family & other users

Sync your settings

5. Under the PIN header, click the Add button:

< Settings

€92 ACCOUNTS
Your account
Sign-in options
Work access

Family & other users

Sync your settings

Find a setting

Require sign-in
If you've been away, when should Windows require you to sign in again?

When PC wakes up from sleep

Password

Change your account password

Change

PIN

Create a PIN to use in place of passwords. Having a PIN makes it
easier to sign in to Windows, apps, and services.

Add
s

Picture password

If this setting is not available, click through each of the sub-categories on the left-

hand side of the Accounts category of the Settings window to complete the

exercise.
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6. A pop-up dialog box will appear in which you need to enter your current password.
Do so and click “Sign in:”

Please reenter your password

Sign in with your Microsoft account. You can use this account with other apps on
this device. Learn more.

abcwidgets@outlook.com

9

Forgot my password

7. The “Set up a PIN” pop-up will now be displayed. Enter the PIN that you would like
to use into both of the fields. Click OK:

© All rights reserved.
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Create a PIN to use in place of passwords. Having a PIN makes it easier to sign in to your
device, apps, and services.
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8. With the new PIN now applied, close the Settings window. Press Win + L on your
keyboard to lock your computer. Move past the Lock screen and you will see a text
box in which you can enter your PIN:

John Smith k

abewidgets@outiook.com

J—

D 4

Sign-in options

9. Enter your PIN. You will automatically be logged into your Windows 10 account.
This completes the exercise.
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TOPIC B: Use Windows
Defender

While the Internet is an excellent resource and a major component of communication in
today’s world, it can also be a dangerous place for your computer. Over the course of this
topic, we will learn about one of the key features that helps protect your computer from
viruses and malware: Windows Defender.

Topic Objectives
In this topic, you will learn:
= About Windows Defender
= How to open Windows Defender
= About the Windows Defender interface
* How to modify Windows Defender settings

WHAT IS WINDOWS DEFENDER?

Windows 10 includes a built-in antivirus package that is active as soon as you turn on your
computer called Windows Defender. It is designed to protect your computer from a variety
of threats found on the Internet. It will scan any files that are downloaded to your computer
for malicious code. As this app is automated to ensure that it scans for threats on a regular
basis and will update itself, you typically will not need to interact with it often. However, it is
important to know how to work with it should the need arise.
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OPENING WINDOWS DEFENDER

Windows Defender, unlike other third-party security products, is integrated right into the
Windows 10 operating system. However, it does have an interface you may use to interact
with it and its settings. To open Windows Defender using the Start menu, display the “All
apps” list and click the Windows Defender listing within the Windows System folder:

l Windows PowerShell
. Windows System
| Command Prompt
Control Panel
() Default Programs
Default Pregrams
Devices

File Explorer

Run

Task Manager

B This PC

Windows Defender

X

f;‘ Kbaox

6 Back

Life at a glance

Microsoft account team

password change

Calendar

e a

Microsoft Edge Photos

Clear

67° » N

Washington,... Phone Compa...

Play and explore

More ways

to play. Join @
us!

Xbaox E\ Groove Music

YouTube Fl
creators looking

elsewhere for
money

Mongy B Mews

0

account

O

NE

OneMote

(Alternatively, you can type “Windows Defender” into the search field and click on the most

relevant result.)

OVERVIEW OF WINDOWS DEFENDER

When Windows Defender is opened, the following interface will be displayed:
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Iﬁ Nindows Defende — [ x

PC status: Protected

Your PC is being monitored and protected. Scan options:
' (®) Quick

- O Full

(0) Custom

& Real-time protection: On
@ Virus and spyware definitions:  Up to date

Scan now

Scan details
Last scan: Today at 1:21 PM (Quick scan)

At the top of this window, you will see a color-coded bar that will indicate the current status
of your antivirus protection. This bar will be green if no problem has been identified, yellow
if there is a moderate problem, or red if there is a critical issue.

The main portion of the interface is divided into three tabs: Home, Update, and History. The
Home tab will be displayed by default. It includes basic information about the current status
of Windows Defender, including when it was last updated and when it last scanned your PC.
You will also see controls on this tab to manually start a scan:

PC status: Protected

Settings @ Help v

Your PC is being monitored and protected. Scan options:
J @ Quick

-— O Full

(O) Custom

& Real-time protection: On

& Virus and spyware definitions:  Up to date

Scan details
Last scan: Today at 1:21 PM (Quick scan)
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The Update tab displays detailed information about your virus and spyware definitions:

Bl Windows Defender — O =

PC status: Protected

Settings © Help »

Virus and spyware definitions: Up to date

Your virus and spyware definitions are automatically updated to help protect your PC.

Definitions created on: 7/23/2015 at 3:35 PM
Definitions last updated: 7/23/2015 at 9:28 PM
Virus definition version: 1.203.325.0
Spyware definition version:  1.203.325.0

Did you know?
Virus, spyware, and other malware definitions are files that are used to identify malicious or potentially unwanted software

on your PC.
These definitions are updated automatically, but you can alse click Update to get the |atest versions whenever you want.

Definitions are used to identify threats, so they need to be updated constantly to keep your
computer protected. This process is automatic by default, but you can start a manual
update by clicking the Update button. The lower portion of this window will display helpful
information about Windows Defender and the update process.

The History tab contains links to display items that Windows Defender has previously
flagged as being potentially harmful for your computer, as well as the action you took:

8 Windows Defender — [m| x

PC status: Protected

View the items that were detected as potentially harmful and the actiens that you took on them:
(® Quarantined items
Items that were prevented from running but not reroved from your PC,
() Allowed items
Items that you've allowed to run on your PC.
() All detected items
Items that were detected on your PC,

To help protect user privacy, these items are hidden.
Click View details to see the items.
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To view the history, you first need to select the “Quarantined items,” “Allowed items,” or

“All detected items” radio button.
* Quarantined items will display any items that were prevented from being executed

but are stored in a secure location.
»= Allowed items will list any items that you’ve chosen to run despite being flagged as a

possible issue.
= All detected items will show all items that have been detected.

Once you've selected either of these options, click the “View details” button. A box will be
displayed showing the item types you selected:

i Windows Defender - [m| X
PC status: Protected

View the items that were detected as potentially harmful and the actions that you took on them:

(® Quarantined items

Items that were prevented from running but not removed from your PC,
() Allowed items

Items that you've allowed to run on your PC,
() All detected items

Items that were detected on your PC,

Detected itern Alert level

GRemove all GRemove GRestore

Near the upper right-hand corner of the Windows Defender window, you will also see the
Settings button:

Settings € Help »
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Clicking this button will open the Update & Security category of the Settings window to the
Windows Defender sub-category. Here, you can find options to control how Windows

Defender operates:

< Settings.

{CE? UPDATE & SECURITY
Windows Update

Windows Defender

Backup

Recovery

Activation

For developers

Find a setting

Real-time protection

This helps find and stop malware from installing or running on
your PC. You can turn this off temporarily, but if it's off for a while
we'll turn it back on automatically.

@ on

Cloud-based Protection

Get better, faster protection by sending Microsoft info about
potential security problems Windows Defender finds.

@ on

Privacy Statement

Sample submission

Help us make Windows Defender better by sending Microsoft
malware samples so we can learn about potential security
problems and catch them earlier.

@ o

CHANGING WINDOWS DEFENDER SETTINGS

In the Windows Defender sub-category of the Update & Security category on the Settings
window, you will find all sorts of settings to control how the program works.

Let’s break down each section in this sub-category:

Real-time
protection

Cloud-based

protection

Sample submission

Exclusions

© All rights reserved.

This section contains only one setting, which is used to toggle
Windows Defender’s real-time protection on and off. Real-time
protection alerts you immediately when malicious files are detected
on your computer and should generally be left on.

This section contains one setting and a link to Microsoft’s privacy
statement. This setting is used to control if you want to send
information to Microsoft about a potential security problem or not.

The setting in this section allows you to toggle the ability for
Windows Defender to send samples of any malicious items it detects
to Microsoft to help them learn about it.

This section is used to add files, folders, file types, and file processes
to the exclusion list. Any items on the exclusion list are not scanned

by Windows Defender. You would typically add an item to this list if

it is falsely detected as a threat.
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Version info In this section you will see a list of version numbers that indicate
what version each part of Windows Defender has last been updated
to. Below this information you will see a link to open Windows
Defender directly.

ACTIVITY 6-2
Using Windows Defender

In order to ensure that your PC is protected, you would like to update Windows Defender
and run a quick scan.

1. To begin, loginto your Windows 10 account.

2. Inside the search box on the taskbar, type “Windows Defender” and click the top
search result:

24  Windows Defender
s
Desktop app

Settings

% Windows Defender settings

Web

O windows defender

O windows defender update

O windows defender offline

£ windows defender is turned off

L2 windows defender antivirus

2 windows defender review

2 windows defender error 0x80073b01

2 windows defender for Xp

SR My stuff 2 Web

Windows Defendeﬂ
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3. Windows Defender will now be open on your desktop:

Ed Windows Defender - o X
PC status: Protected

Settings @ Help v

Your PC is being menitored and protected. Scan optiens:
' ® Quick

- OFull

(O Custam

& Real-time protection: on
& Virus and spyware definitions:  Up to date

| Scan now

Scan details
Last scan: Today at 1:21 PM (Quick scan)

4. Click the Update tab:

¥ Windows Defender

PC status: Protected

Your PC is being monitored and protected.

5. To ensure that Windows Defender is completely up to date, click the Update
button:

¥ Windows Defender — [m] X

PC status: Protected

Settings @ Help v

Virus and spyware definitions: Up to date

Your virus and spyware definitions are automatically updated to help protect your PC.

Definitions created on: 7/23/2015 at 3:35PM
Definitions last updated: 72372015 at %:28 PM
Virus definition version: 1.203.325.0
Spyware definition version:  1.203.325.0

'® Did you know?

Virus, spyware, and other malware definitions are files that are used to identify malicious or potentially unwanted software
on your PC,
These definitions are updated ically, but you can also click Update to get the latest versions whenever you want.
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6. Windows Defender will then continue to download and install any updates that it

might find:

i Windows Defender

PC status: Protected

Settings © Help v

Virus and spyware definitions: Updating

The latest virus and spyware definitions from Microsoft are being installed.

Installing....

I —— & Cancel update

You can close or minimize the app window during this update.

Did you know?
Virus, spyware, and other malware definitions are files that are used to identify malicious or potentially unwanted software

on your PC,
These definitions are updated automatically, but you can also click Update to get the latest versions whenever you want,

7. When the update process is complete, click the Home tab:

8. Ensure that the Quick radio button is selected and then click the “Scan now”

button:

© All rights reserved.

# Windows Defender

PC status: Protected

2

¥ Windows Defender

PC status: Protected

Settings @) Help v

Your PC i being monitored and protected. Scan options:
J @ Quick

- CIFull

(O Custem

& Real-time protection: on
& Virus and spyware definitions:  Up to date L

Scan details
Last scan: Teday at 1:21 PM (Quick scan)
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9. Windows Defender will now start to scan your PC for any malicious items:

¥ Windows Defender - [m] X

PC status: Protected

This might take some time, depending on the type of scan selected.

I

Scan type: Quick scan
Start time: 10:38 PM
Time elapsed:  00:00:00

Items scanned: 2566

10. When the scan is complete, you will see the results:

¥ Windows Defender — [m] X

PC status: Protected

Settings @ Help v

Scan completed on 96787 items. Scan options:
No threats were detected on your PC during this scan,

@ Quick
O Full

(O Custom

Your PC is being monitered and protected.

&) Real-time protection: On

& Virus and spyware definitions:  Up to date

Scan details
Last scan: Today at 10:58 PM (Quick scan)

11. Close Windows Defender to complete this exercise.
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TOPIC C: Store and Share Files
with OneDrive

Microsoft OneDrive continues to be an important feature in Windows that you can use to
save, back up, and share files. Over the course of this topic, you will learn about OneDrive
and how it works in Windows 10.

Topic Objectives
In this topic, you will learn:
= About Microsoft OneDrive
= About the OneDrive notification icon
= How to view your local OneDrive folder
= How to view your online OneDrive folder
= How to upload files and folders to your OneDrive account
» How to change OneDrive settings

WHAT IS ONEDRIVE?

Microsoft OneDrive (formerly known as SkyDrive) is an online storage service that can sync
changes to files between devices and keep them safe while still allowing you to access them
from anywhere. A OneDrive account is included with every Microsoft account (Outlook,
Hotmail, Live, etc.) and will automatically be configured if you are using such an account to
log into Windows.

USING THE ONEDRIVE NOTIFICATION ICON

As OneDrive has been completely integrated into Windows 10, you will see its components
scattered throughout it. In particular, if you examine the notification area, you will see a
OneDrive notification icon:

N 11:16 AM
~ E T/23/2015

(You may need to click the “Show hidden icons” arrow to see it.)

This icon will change to indicate any activity that is happening in your OneDrive account. For
example, if you added an item to your OneDrive folder, it will change to show a blue circular
arrow icon in the middle of it as it syncs that change with the online folder:
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Clicking on this icon will show you when your OneDrive account was last synced, as well as
provide a link to your local OneDrive folder:

OneDrive is up to date

11:20 AM
1/23/2015

Right-clicking this icon will open a contextual menu that also includes an option to open
your OneDrive folder, as well as open your browser to OneDrive.com. You will also be able
to view the details of any sync problems that you might be having, view how much storage
space is available to you, access OneDrive settings, find help, and exit OneDrive entirely:

© All rights reserved.

Open your OneDrive folder

Go to OneDrive.com

View sync problemns

Manage storage

Settings

Help *

Exit
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VIEWING YOUR LOCAL ONEDRIVE FOLDER

To view your local OneDrive folder, click the OneDrive listing within the Navigation pane in

File Explorer:

- | = | File Explorer
Home Share View

T | Easy access ™

P Delete Rename
T s > Quickaccess »
v 3 Quick access ~ Frequent folders (4)
B Desktop Desktop Downleads
& Downloads - This PC ‘ This PC
¥ Documents
| Pictures Documents Pictures
Iﬁ OneDrive == OneDrive
#& Onelive 9 o |
3 This PC
¥ Metwork

v O

HH setect an

d Select none
History DDInvertselectioﬂ

Search Quick access »p

(Note that some of the folders in this example are actually folders that exist within the
OneDrive account. These folders can be identified by the status icon in their lower left-hand

corners.)

You will then see your OneDrive’s contents just like any folder or drive:

@ | [/ = | OneDrive
Home Share

L

Pinto Quick Copy Paste

access

v 3 Quick access
[ Desktop
; Downloads
| Documents

= Pictures

w

‘@ OneDrive

3 This PC

£ MNetwork

Wiew

« “ ‘4 f@& > OneDrive »

Narne

& Documents

@, Music

#=| Pictures

@ Public

@ Getting started with OneDrive

X

Delete

- a
L':‘_]Newitem' |i-| Open HHSelectaH
=|__'| Easy access = Edit Select none
MNew Properties
folder =

Date modified

15 11:18 AM

v O Search OneDrive
Type Size
File folder
File folder
File folder

File folder

Office Open XML ... 615 KB

x

£ Histary DD Invert selection

-]

(You can also expand the OneDrive listing within the Navigation pane so that you can see

the subfolders there.)

© All rights reserved.
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VIEWING YOUR ONLINE ONEDRIVE FOLDER

To view your online OneDrive folder, right-click the OneDrive notification icon and click “Go

to OneDrive.com:”

Open your OneDrive folder

R

Go to Onelrive.com
View sync problems

Manage storage
Settings
Help ¥

Exit

&) & Microsoft Corporation [US]  onedrive live.com, e =

& OneDrive  Download | Plans | How-to | Business

One place for everything in your life

Keep all your files and photos in OneDrive. Access and share them from your phone, tablet, and computer.

© All rights reserved.
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Click the “Sign in” button and enter your Microsoft account credentials. You will then be
presented with a view of your online OneDrive folder:

@& Files - OneDrive X S = o X
&« ) | @& Microsoft Carporation (US] live.com *| = @8 & -
OneDrive Lo

You have an extra 15 GE of storage space for selecting to automatically upload phetes to OneDrive. x
P search @ New v~ 2 Upload = sotvy = (M
~ OneDrive Files

Shared
Recycle bin
~ PCs

DESKTOP-7LFGESO LY

WIN-HO4J13JK2TE

29.9 GB available Getting started with...

© 2015 Microsoft ~ Terms  Privacy & Cookies ~ Developers  Reportabuse  English (United States)

Your online OneDrive folder will contain everything that your offline one does; however,
that might not always be the case the other way around. For example, you can choose to
have OneDrive sync only specific folders so that it will download some files from your
account, but not others.

UPLOADING FILES AND FOLDERS

Anything that you place into your local OneDrive folder (or any of its subfolders) will be
uploaded to your online OneDrive account automatically. This is a great way to back up files
to a secure location to ensure that they will not be lost due to a software or hardware crash.
Additionally, any changes that you make to a file or folder that resides here will
automatically be synced with any other copies of that item.

For example, suppose that you are working on a presentation stored in your OneDrive
account using your PC at the office, but you use your laptop to add some finishing touches
later. If you update that presentation file directly within OneDrive (or copy it over after the
fact) using your laptop, the newly updated file will be sent to your OneDrive account and
then propogate to any other computers that you use with OneDrive — including, in this case,
the PC at your office. This saves you from e-mailing yourself files or copying them using USB
drives.

CHANGING ONEDRIVE SETTINGS

To view and change your OneDrive settings, right-click the OneDrive notification icon and
then click Settings:
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Open your OneDrive folder

Go to Onelrive.com
View sync problems

Manage storage

Settings I},
Help >

Exit

The Microsoft OneDrive dialog box will then be displayed on your desktop. It is divided into
five tabs: Settings, Auto Save, Choose Folders, Performance, and About.

The Settings tab will be displayed by default. It includes general settings, like controlling
when OneDrive starts with Windows 10 and enabling the “Fetch files” feature. If enabled,
this feature allows you to access all files on your PC from another computer from the
OneDrive website:

&& Microsoft OneDrive *

Settings  Autosave Choose folders Performance  About

General

[]5tart OneDrive automatically when I sign in to Windows:

[JLet me use Onebrive to fetch any of my files on this PC
More info

Use Office to work on files with other people at the same time
More info
Unlink OneDrive
To sync files with a different Microsoft account, you need to sign out of
Onelrive and then set up OneDrive for the other account. After you
sign out, your current OneDrive folder will stop syncing with

Onelrive.com,

Unlink OneDrive

Cancel

Also on the Settings tab is the Unlink OneDrive button. Clicking this button will unlink your
PC from whichever OneDrive account it is currently linked to. You would use this button if
you wanted to configure your PC with a different OneDrive account.
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The “Auto save” tab allows you to automatically save data from devices to OneDrive:

& Microsoft OneDrive

Settings Auto save  Choose folders

Fhotos and videos

Performance  About

ot

I:lf,ﬁ.ub:umaﬁcally save photos and videos to OneDrive whenever I connect
& camera, phone, or other device to my PC

The “Choose folders” tab only contains the “Choose folders” button. If you would like to
only download and sync specific folders on your OneDrive account with your PC, you would

click this option:

& Microsoft Onelrive

Settings Auto save Choose folders

‘four folders syncing on this PC

I Choose folders |

Performance  About

If you don't want to keep everything on your Onelrive on this PC,
you can choose to sync only some folders by dicking "Choose folders.”

When the “Choose folders” button is clicked, you will see a list of the folders in your
OneDrive account. The folders with a checkmark placed next to them are being synced with
the current PC. Remove this checkmark to remove the associated folder from your

computer (but not remove it from OneDrive):

& Microsoft OneDrive

The files you sync wi

Sync only these folders

[ ] Fies notin a folder (514.7 KB)
Documents (6.1 ME)

Music (0.0 KB)

Pictures (0.0 KB)

Public (0.0 KB)

HREA

Selected: 6.7 MB
Remaining space on C: 35.2 GB

Sync your OneDrive files to this PC

take up space on this PC

Sync all files and folders in my OneDrive

OK Cancel

© All rights reserved.
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The Performance tab includes only the “Improve upload speed by uploading files in

batches” checkbox. This is checked automatically and will generally help your files upload
faster. However, it is more bandwidth-intensive, so you may want to consider deselecting
this option if you have limited bandwidth or are using other bandwidth-intensive services:

i Microsoft OneDrive

Settings  Auto save Choose folders  Performance  pbout

Upload speed

Improve upload speed by uploading files in batches

This option uses more bandwidth, If you notice problems with your

Internet connection, dear this chedk box,

ped

Finally, the About tab includes a series of links to general information about Microsoft
OneDrive, its current service status, terms of use, and privacy statement. You will also see

the current version of OneDrive that is installed on your computer:

& Microsoft Onelrnive

Settings Auto save Choose folders  Performance  About

More info
Get help with OneDrive Terms of use
Privacy & Cookies Service Status
About Microsoft OneDrive

Version 2015 (Build 17.3.5907.0716)
@ 2015 Microsoft Corporation. All rights reserved.

AcCTIVITY 6-3

Using OneDrive

You would like to explore the various ways that you can interact with OneDrive on your

desktop.

1. To begin, sign into your Windows 10 account.

© All rights reserved.
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2.  On the taskbar, click the File Explorer icon:

3.  With the File Explorer window open, click the OneDrive entry in the Navigation

pane:

1 = | File
Home

(O 4

~ st Quickaccess
[ Desktop
& Downloads
%] Documents

7| Pictures
/@ Onelyive
[ This PC

¥ Network

4items

Explorer

Share  View
» Quick access »
~ Frequent folders (4)
Desktop

- This PC

Pictures
OneDrive

Downloads

; This PC

ﬁ OneDrive

[<]

Documents

Search Quick access

4. The contents of your local OneDrive folder will now be listed. Note the small sync
status icon that appears next to each item:

| [J [ = | OneDrive

Home Share View
« v " & > OneDrive »
MName

v 5 Quick access
[ Deskiop
4 Downloads
%| Documents
= Pictures
& OneDrive
I This PC

¥ Network

© All rights reserved.

| Documents
Music
=/ Pictures
Public

Getting started with OneDrive

Date modified

Type
File folder
File folder
File folder

File folder

Office Open XML ..
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5. Close File Explorer and examine the notification area. If you do not see the

OneDrive notification icon, expand the notification area by clicking the upward-

pointing arrow:

(If the OneDrive icon is visible, skip to the next step.)

6. Click the OneDrive icon to see when it was last updated (synced):

_ . 6:33 AM
N OB 000

7.  Now right-click this icon and click Settings:

© All rights reserved.

Open your OneDrive folder

Go to Onelrive.com
View sync problems

Manage storage

Settings I/\\—;
Help »

Exit
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9.

10.

The Microsoft OneDrive
dialog will now be shown
on your desktop. Examine
the Settings tab of this
dialog box. You will see
that OneDrive has been
set to start automatically
when Windows 10 starts:

&& Microsoft OneDrive >

Settings  Auto save Choose folders Performance  About

General

[]5tart OneDrive automatically when I sign in to Windows!

[]Let me use Onelrive to fetch any of my files on this PC
More info

Use Office to work on files with other people at the same time
More info
Unlink OneDrive
To sync files with a different Microsoft account, you need to sign out of
OneDrive and then set up Onelrive for the other account. After you
sign out, your current OneDrive folder will stop syndng with

OneDrive.com.

Unlink OneDrive

Cancel

Click the “Choose folders” tab and then click the “Choose folders” button:

& Microsoft OneDrive >

Settings Auto save Choose folders  performance  About

Your folders syndng on this PC

If you don't want to keep everything on your OneDrive on this PC,
you can choose to sync only some folders by dicking "Choose folders.”

Choose folders h

A pop-up will display all of the folders that | ® "= o= X

exist in your OneDrive account, as well as

Sync your OneDrive files to this PC

information on how much storage space is | i v spac on s be

available to you:

© All rights reserved.

Sync all files and folders in my OneDrive

Sync only these folders

M ] Files notin a folder (5147 KB)
Documents. (6. 1M8)

Music (0.0 KB}

Pictures (0.0 KB)

Public (0.0 KB)

KEEER

Selected: 6.7MB
Remaining space on C: 35.2 GB

oK Cancel
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11. Deselect the checkbox that is associated with any folder that you do not need to or
want to sync with your PC:

& Microsoft OneDrive

Sync your OneDrive files to this PC

The files you sync will take up space on this PC
Sync all files and folders in my OneDrive

Sync only these folders

[ ] Files notin a folder (514.7KE)
Documents (5.1 MB)

Music (0.0 KB)

Pictures (0.0 KB)

Public (0.0KE) -

CRIEEE

Selected: 6.7 MB
Remaining space on C: 35.2 GB

OK

Cancel

(If you are doing this for the first time, a warning dialog may be displayed. Review
this information and continue.)

12. Click OK to apply the new settings:

© All rights reserved.

& Microsoft OneDrive

Sync your OneDrive files to this PC

The files you sync will take up space on this PC

[ Sync all files and folders in my OneDrive

Sync only these folders
J Files not in a folder (514.7 KE)
Documents (5,1 MB)

Music {0.0 KB)

Pictures (0.0 KEB)

Public (0.0 KB)

OFFMEA

Selected: 6.7 MB
Remaining space on C: 35.2 GB

Cancel
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13. Back at the Microsoft OneDrive dialog box, click OK:

#&& Microsoft Onelrive *

Settings Auto save Choose folders  pPerformance  About

‘Your folders syndng on this PC

If you don't want to keep everything an your OneDrive on this PC,
you can choose to sync only some folders by dicking "Choose folders.”

Choose folders

Cancel

14. Your changes will now be applied. Sign out of your Windows 10 account to
complete this exercise.

Summary

During this lesson you learned about some of the security features that are available to you
in Windows 10. You should now feel comfortable changing your password, adding a PIN
password, and creating a picture password. As well, you now know about Windows
Defender and how to use it to check your computer for malicious items. Finally, you should
now know about OneDrive, how it works, and how to change its settings.
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APPENDICES

Keyboard Shortcut Quick Reference Sheet

Minimize the window

Win + Down Arrow

*S' Maximize the window Win + Up Arrow
gsao Switch to the previous window Alt + Tab
©
é Snap to the right Win + Right Arrow
_§ Snap to the left Win + Left Arrow
(=
§ Open Task View Win + Tab
Close the current window Alt + F4
Display the Start menu Win
Display the desktop Win +D
..g Open the Start button’s context menu Win + X
[}
% Toggle Cortana (speech) Win +Q
g Search Windows and the web Win +S
©
;%o Open Windows settings Win + |
Open the Action Center Win + A
Peek at the desktop Win +,
Open File Explorer Win + E
é Select all items Ctrl + A
i
go Copy selected object Ctrl + C
[
'§° Cut selected object Ctrl + X
Paste clipboard contents Ctrl +V

© All rights reserved.
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" Open Task View Win + Tab
g Create new virtual desktop Win + Ctrl + D
é: Close current virtual desktop Win + Ctrl + F4
=]
_‘>§ Switch between virtual desktops Win + Ctrl + Left
Arrow/Right Arrow
Apply bold formatting Ctrl+B
Apply underlining Ctrl+ U
Apply italic formatting Ctrl +1
_ Align text to center Ctrl + E
©
g Align text to left Ctrl + L
? Align text to right Ctrl + R
Print Ctrl + P
Undo last action Ctrl +2
Redo last action Ctrl +Y

© All rights reserved.
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Glossary

app
Software that is installed on your
computer to complete a specific task.

boot
The process that a computer goes through
when it is first turned on.

clipboard

Where copied or cut items are
temporarily stored before they are pasted
elsewhere.

context menu
The menu that appears when an item is
right-clicked.

contextual tab

Extra tabs that appear on the ribbon of an
application when a specific object is
selected.

desktop
The primary working area in Windows
where you run applications.

desktop application

An application that is designed to operate
on the desktop that is typically more
complex than an app.

File Explorer

A built-in application that is used to view
and manage files and folders on a
computer.

folder

An object that is used to store files.

hardware

© All rights reserved.

The physical components that make up a
PC.

jump list
A menu that appears when you click and
drag an icon off the taskbar.

library

A special type of folder that lists related
files and folders from various locations in
a single area.

Microsoft Edge
The new default web browser that is
included in Windows 10.

notification area

An area designed to show icons for
running applications that you can view
and interact with.

OneDrive
An online storage solution that allows
users to store, access, and distribute files.

Recycle Bin

A directory that is used to temporarily
store deleted objects. Can be used to
restore or permanently delete items.

ribbon
An interface component that organizes
commands into tabs and groups.

search engine
An online service that searches the web
for terms that are entered.

Snap

A feature that is used to keep open
windows locked to either side, orin a
corner, of the computer screen.

Start button
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Located on the far left-hand side of the
taskbar. Used to display the Start menu.

Start menu
Used to find applications and settings, as
well as view information via tiles.

taskbar

An interface element that appears along
the bottom of the screen by default. Will
display icons for open or pinned apps.

URL

© All rights reserved.

Stands for Uniform Resource Locator. A
unique address that you can follow to a
resource on the Internet.

web browser
An application that is used to display
information from the web.

Windows Defender
A built-in virus scanner that protects your
computer from malicious items.

297 of 311



[298]

Microsoft Windows 10 — Part 1

Index

A

Account
(oY ={={1 =T o VO PP PPRPTPPPPPRRRRPIOt 9,12,18
[WeY=4{1a = o 111 o ] USRI 45, 73, 196

Action Center........ 25, 34, 35, 353, 403
A P o2 01V | USSR 146, 156
Clearing Notifications frOM ......cii i e e 149, 157
(01 1o 1Y [ o= PRSPPI 149, 159
CuStOMIZING NOLIFICATIONS ..iouviiiiiiee et e e e b e s bae e s bbeaeenes 151
[ g YA Lo [Ta=q oo a1 Tor- Yo g T3PS 157
NOTIfICALION ArEA ICON ..veiiiiii ettt e et e e et e e et e e e e at e e e etaeeeenteeeeseeaeneeas 147
(0] o1=] o 1 T= P U PURRORTPPPPURIIRt 148, 155, 186
A1V P 1 YU RRTOPROURP 146

AdMINISErAtIVE TOOIS ..eiiiiie ettt e et e et e e e et e e e e sta e e e e bt e e sateesaaseeeeesseseeasaeasseeaens 366

Ao [o] o= = T T 10T 337, 366

FA Y01 o] o - 1Y USSP 357,367

B

(o

Control Panel
Y g F=1 o 01V | SRS 365
Appearance and Personalization Cat@GOIY ......ccvevieeiiereerie e esae e 368
Clock, Language, and REZION CAtBEOIY ....c.uuiiiiiieiiiieiciiee ettt ettt e et essave e e s aaee e 369
CUSTOMIZING VIEW .etiiiiiiiiiiieteiesiiieee e e sttt e e st e e e s e s sabaate e e s e ssssbaaeeeesssabtsaeeesssssssaaeesenans 370, 380
[ T <l o Yool T o 1 <Y~ oY 369
Hardware and SOUNA CAtEEOIY .....ccouiiiiiiieiite ettt ettt et e e s e s sate e e sanes 367
Network and INTErNet CAtEEOIY ....ccciii ittt et e e e e sbbe e e saaaeeeanes 366
(0] 1] o112 7= O TSP PSP ORPTPPPRIN 362, 376
Personalization CAtEEOIY .....uiiiiiiiiciiie ettt ettt sve e e st e e e s ba e e sbaeeeanbaeeenes 388, 404
PrOSrams CAtBEONY. ... ueiiiiei ittt e e e e ee e e e e s st be e e e e e seanr et e e e e s e nnrneeeeeeesnnneeeeaeaans 367
LYY= e 1= USRS 365
System and SECUITY CAtEEONY....iiiuiiiiiiie i ciiee et eie et e e e see e e s te e e s sabeeesbaeasnebeeas 366, 377
USEI ACCOUNTS CAtBBOIY .eiiiiiiiiiiiiiei ittt e s esiiitee e e e e s stbar e e e e e ssabtreeeeessababaeeessssssbaneeesesasrenaeeesans 368
RV 3SR 362

[0e] o =] o - 1P RPN 266, 267
Activating with voice commands.. ...98, 137,185

CONFIGUIING wvviieiiiieciee et ....92,126
CUSTOMIZING CAtBOTIES . .uuviiiiiiiiiiiiiiee ettt ettt e e e e s tr et e e s ssibaa e e e e e e s sabbaaeeeeesasbtaeeesssnnssenanes 120
Hey Cortana......ceee et ....101, 118, 134
[N\ [0 =] oo Yo )N 110, 113
Searching using taskbar field .........coooiiiiiiiii e 104, 136
Searching Web With ..o e 103, 107, 303, 307, 310
[0 [ =4 0 4 T=T o T PSP POTORTTTNN 108, 140
AL IS ettt ettt e et e e et e e e ettt e eetteeeeateeeeeaseeeeabesaeasaeeeaabaeeesseeeantaeeesreeeebeeeenaeeeanneas 91

© All rights reserved.

298 of 311



[299]

Microsoft Windows 10 — Part 1

D
Desktop
Y F= o 01V U 21
(0o T 011>l 1 1] o T [P U P TP PUTT PP 27
Customizing background iMage........ccuiiiiiiiiiiiie ettt e e aree s 397, 407
CUSTOMIZING COIOTS...uiiiiiiiiieiiie ettt et et e e tae e e s e e e s bbee e satbeesabeeesabaeeesreaeas 401, 408
IMIOVING TEEIMS ..ottt e ettt e e e e et e e e e sttt e e e e e e annaeeeeeesennreeeeeesannnrneneeesannns
(0] oT=] a1 =1 =] o o TP PSP PRTT PRI
SOWINEG vttt ettt e e et e e e st e e e s bbe e e ataeeeabeeesabaaeetbeeeenbaeeentaeeantreas
Types of icons..
USING PEEK ..ttt ettt e ettt e s e et essteeaeesateesseesnneenseesraennneenns
Dialog Box
LT 3 U 29
E
E @S Of ACCESS .. iiiteeieee e e ettt e ettt e e e e e e et e e e e e e e saab e e e e e e sessbaaareeesesassbeeeeessesssrsaeeeseessnnrens 8, 10, 16, 17
Customizing With CoNtrol Panel ...........coooviiiiiiiiiiiiic ettt 368, 369
Customizing With Settings WiNAOW.........cccuiiiiiiiiiiiiiicciiec ettt sevae e e saae e 360
[ LT =q Yo T4 Y 1 P 403
Editing Commands
(01 17o] o To = o SR 249, 260
CUL, COPY, AN PASTO..ciiiiiiiiiiiiceiie ettt et e e e e e s bae e e sibe e e sbaeeessteeeeabeeesabaeasnsreaeas 250, 259
T (Y o 1= Lol T | PSR PTRTUP 252
(813 To (o T T oo [ Y=Y o Lo HO PP STPTRTPPP 253
F
File EXPIOrer ..cccovveeneenieeieereenieesieene 22,24,28,31,37,42,48,217, 230, 245, 246, 255, 353, 453
o Lo T o T SRS 218
ClOSING vvveeeeeeeereesee e ....39,218
CUSTOMIZING DETAIIS VIEW ..coueiiiiiiieciiie ettt et e st e e e b e e e s baeesbbaaeenns 224
Customizing layout .......... ..224
CUSTOMIZING VIBW ..eiiiiiiiiiiiee ettt ettt e e e ettt e e e s ettt e e e s e s asse e e e e e e s annbeeeeee s e nnsneeeeesennnneneeens 225
Customizing With CONTrol PAN@l .........eccueeiieiieee et s seee e e 368
DL 11 o T 1o L= TSR RTRPPP 223
FIE MBNU ettt ettt st e s bt e s at e et e e sab e e bt e sate e bt e sabeenbaesabeeneenates 220
HOMIE 1AD ettt sttt st e be e st e bt e st e st e st e e bt e saees 221
L0 10T = Tol o1V V=LY PR 217
LU 4 o T O 28, 39
NAVIGATING WD .ottt et e e e seb e e st e e e s bt e e e estaeeeabeeesntaeesnsneas 233
NAVIZATION PANE.ciiiiiiiiiiiie et e st e e e e e s sttt e e e e e ssabtaeeeessssbtbaaeeessnsaee 219, 227
Adding itemMS 10 QUICK ACCESS....cuueeeierieeriierieesee et esee et e ee et e s e sseesaeesneesneeenneas 228,239
Removing items from QUICK ACCESS ....ccuieiueerieerieeiieseesteesee e te e e e et esee e e e seesseesnneens 229
ShOWING @aNd NidiNG ccc.uviiiiiiiieceeee e e te e e stb e e e e e sbaeaesaaeee s
(0] 1] o 1 7= PO PUTTRRPPTPPPPN
PrEVIEW PANE ..iiiiiiiiiiiiiie ettt sttt e e e e e s st e e e e s e st baa e e e s e snareneees
Quick Access toolbar .......
Ribbon interface
Share tab .....cccceevveeieenne.
Showing Libraries list.......

Sorting files and folders...
View tab

What is?..ccoceerierieeieenne, .

ZIpPINg files and fOIUEIS......cciiiiiiiiee e eeate e e aaee s
Files

(O g=T 111 o< PP PTTTORP 243

[ 111 V- PR 236

NN ceeeieiiit et e s e e e se et e e e e s s bt b eeeeeessasbaaeeeeesasbebaaeeesasbtaaeeeeesnasraaaeeeesans 243

© All rights reserved.

299 of 311



[300]

Microsoft Windows 10 — Part 1

(0] o1=1 o 1o 7= PP PSP UPUPURPUTRIIRt 234, 245, 257
[ 4101 1o V- S OUP PP ROPUPPUPPNN 253
SAVINE itittee ettt ettt e e e s bt e e e e e —e e e e e s e —a e e e e e e bbb aaeeeeen b baaeeeeee b aaaaeeeenartbaaeaeas 248, 262
LT L SRS 215
AT o] o 11 o =P PR PPPRUPPOOt 222

(oY [o [T @] oY uTeT T D=1 o Y-SR RP PP 225

Folders
(O1 =T | 10T - USSP PUPPPRRRRIOY 40, 226
[ 111 T Y-SR 41
LT A SRS 215
Ao o 11 = O PO PPPO U PTPPPPPTRRPOt 222

H

[ o]0 011 €T o 10 o PP 366

]

Internet Explorer
AN MICTOSOTt EAZE ..vviiiiiiiiiiiie ettt e te e e s tb e e e be e e st e e essbaeesabeeesabaeassseeens 267
(0] 1] o 1 7= PSPPSRI 331
LT 3 USRS 266

J

I o] o TN X ] OO PP UPPPURPP 39

L

Libraries
FA¥o [0 [T =1 =10 F3h 1 o RO PP UPPPOPPP 221
[T U 216
SHOWING iN Fil@ EXPIOTEE ...vviiiiiieeciiee ettt ettt et e et e e e e te e e s bae e e sabee e sbaeaennseaeas 216
WAL @IEP ..ttt ettt ettt st e bt st e s bt e sab e e bt e s at e e beesab e e beesbae et e enateeabeenbaesabeenne 216

(e Yol Yol £=T<] [ 8, 15, 382, 383,427,474
Changing DaCKEIOUN ........ccuiiiiieieeee et e s et e s eeseesseeeneeesseeenseennes 383
(08T Y= T oY or =SS 391
CustomMizing diSPlayed @PPS.....eeeciiieiiiiiiiiieeeiiee e eetee et rre e e e ba e e et e e sba e e eeataeeeeree s 387,393
Customizing wWith Settings WiNAOW...........ccuuiiiiiiiiiiiicciec ettt ive e e ve e e s aaee e 358
(D1 Y1 =Te IS =1 AU L T o o P 386
[T o1 [TgYd o o) a1 Tor= Y o g T3 153
Quick Status apps ..386
Showing ...395
WWN@T IS 1ttt eetie e et ettt et et e s e et e s et e et eesaa e e teeeseeense e seessteeseeenseeseennseeneeeneeenseennneennes 9, 382

M

[V ol fe 1Yo} i Al e = TSRS 22, 24,306, 314, 325, 345, 348, 481
Accessing advanCed SETEINGS ....coivviiiiiieeiie e et 336, 347
Ao [o [T g = 2= 1V 1 Y S SPUP 284
FaYe (o [T o T-1 USROS RPN 269, 273, 278
F AN E=) o] 4 11V | PO PPPRTPP 267
F A oo B T =T Y=t A =5 % e o T SRS 267
(08T g T~ o T3 1 o 1= o1 333, 345
Clearing DroWSIiNg data......ccueeieeeiiecie et re e eete e sraeereennes 293,334

© All rights reserved.

300 of 311



[301]

Microsoft Windows 10 — Part 1

(011 YT = 4 1] o S 291
CONTIGUIING COOKIES ..viiiiiiiiiiiie ittt ettt e et e e e e e tae e e be e e sbaeesbtaeeestbeeesnbeeasssaaennns 339
Creating NEW WINUOW .......iiiiiiiiiieeciiee ettt et e et e e svee e s tae e s sbeeesbteessataeesssbeeessbeeasssaaannns 330
(OIU 1S o 00174 0 = T o g Y=Y - V= YR 348
CUStOMIZING SEAICH BNEINE ..eieiiiiieeie ettt e et e e e st e et eseeenseesnaeeteesneeeneennen 339
F12 DEVEIOPET TOOIS .. uuiiiiiiiie ittt ettt sttt e et e e e st e e sbb e e eabaeeentbeeesabeeesnseeaenseas 331
HUD e 269, 281, 282, 285, 286, 289, 290, 318
INPIIVATE DIOWSING . ciiiiiieiiiie ettt et e e ae e et e e sbb e e esabeeeeatbee e nbeeesbaaaesreas 330
MaNAGING fAVOIITES ...vieieieeieeeieet e e et esteeneeenes 283, 315, 334, 346
LAY Lo Y g Yot d o] o 10 1 4 =1 1V [P UPPPURPURY 329, 342
Navigating with................ 277,308

Opening........... 272, 306
PINNING PANES ...ttt ettt e e et e e e e s et e e e e e s e nr bt e e e e s e anrneeeeeeeannneeeeaeaann 344
Pinning to Start menu .
Pop-up blocker ................ ...337
Printing from ...331

Reading List ..... 8,318
REATING VIBW ..ttt ettt e st e e e bt e e e s bt e e s nbeeesbaeeenas 294, 335
SAVEA PASSWOITS ...neeieeeiiiieeeiiiee et et e e ettt e ettt e ettt e e s bt e e s aatee s s bt eeebbeeesabeeeesbeeesabaeesansaeeansaeeenns 337
SEAICN SUBEESTIONS ...viiiiiiiiiciiee ettt e e e ete e e s ta e e e sab e e e sabaeeesbeeeebaeeeanbaaeansaeaanns 279
Searching INTEINET WIth ......ccouiiiiii e et ab e e s e e e s taae e e 273
Searching USiNg COrtana ......cccevueeceeesieereesie e esee e e ee et seesee e 103, 107, 303, 307, 310, 339
SEEEINES PANE - ettt et e e e s e e e s e e e e e s rr e e e e e s anrneeeeeean 332,344
Y1 F= L oX- T L= TSR PPRTOPPN 301
Showing/hiding HOME DULLON ....ccueiiuiiiiiicie ettt 337, 348
SIMAITSCIEEN FIlLEI . eviiieiie et e e e et e e e abe e e e baeeesnbaeessaaeees 340
Tabs
AADOUL ...ttt e e et e ettt e e et e e e e ta e e e e be e e eeaeeeeabaeeeeabeeearaeaeateeeetreeeanteaeannaeaan 320
(@ 1e 1 1o - ST 323,324,328
CrEATING NEW ciiiiiiiiiiiei ettt et s st e e e e e s st ba e e e e s saabtaaeeeeesssabaaeeeessssssraeeessannes 320, 327
[ TUT o] [ Tor= a1V~ PSSPt 323
MOVING 10 NEW WINAOW...eiiuiiiiiiiiieiiiee ettt ettt e st e e s bt e e sbee e ssaeeeesnnee 323,324

Refreshing ............... .
LR o] oT=] oY [ oY= 4ol (o 1Y=Yo PR RUPPP 323
L8] TSP SPPTPPPO 322,328
e ¢ T3 TN 1 USSR 280
VIBWING FAVOIITES ..eevieeetieiie ettt et ae e te e e e e e seesnseesneessee e seesnseennes ...281
VIBWINEG NISTOIY c.uutiiiiiiieciee et et e e e ete e e s ta e e e tb e e e sbaeeesbaeessbbeeennbaeesnsseaeas 289

Web Notes.......... ... 269, 295, 311
LT 3SR 266
4o To] 4 0114 ¥- PO P PP PPPPURPRROPOt 331
Microsoft OneDrive
Changing SETLINGS ....uvvieiiiieiiiieectee e et e e et e e e sbe e e s bbe e e e sbbeeesabeeesabaeaesreeeas 448, 455
(013 To Yo T Tl o] [o F=T 3 e Y o TSRS 450, 458
[\ (o] AN Tor= 1 o] s I Tolo ] o WU 443, 454
Starting 0N WindOWS DOOT.......ccuiiiiiiieeiecceesie ettt e s e eae e s e eeeesnaeens 456
Unlinking from WIiNdOWS @CCOUNT .......cciuiiiiiiiieciiie ettt evee e et e e rae e seabee e staeeeanes 449
(8701 [o T=To L1 oY= 11 =T o T O PP RUPPRR 447
RNV~ e Yo | USSP 445, 453
VIBWING ONIINE 1etieeiiieiie ettt sttt te et e st e e e e sae e eateesseeenseesseesaseenseeanseeseesnseeseessenssennns 446
WWVNAE IS ettt ettt st b e st e bt e st e s bt e sab e s bt e s at e e te e sab e e bt e s hae st e e nateebeenhaesabeenne 442
MICTOSOTE SKYDIIVE. ... viiiiiiei ettt et st eeabe e e ta e e e aree s See Microsoft OneDrive
Microsoft Windows 10
7o To ] 1o V-SSP UPRPPPPPORPIRY 8
LOBEING INTO ..eeeieeeieiiee ettt e et e e e s ettt e e e e e s eb et e e e e e sannreaeeeeseannreeeeesenannnnne 9, 12,18
Logging out of .......ceee... ....45,73,196
SHULEING QOWN 1.ttt et e et e e e s b e e e sbb e e e ataeeeabeeesabaeaesaeaeas 11,195

N

NETWOTKS PANE....uiiiiiiiiieciiie ettt ettee ettt e et e e et e e e st e e e sbaee e abeeeestbeeeesbeeesabaeeesbeeesabaeesntaeeansaeanns 18

© All rights reserved.

301 of 311



[302]

Microsoft Windows 10 — Part 1

[\ o] €T - o [ PP PRPPPPRPP 30, 245, 246
Notification Area
VAT T=dor 1 1= o To £ T PRSP SRUPPURPPPIOt 26
RV Ta =2 YT To 1= o T ol Y o T 25
L 3RS 25
Notifications
(01101 [ o= OO U PRSP SPUPPPRNY 145
(OIS (o] 0 171 o V-SSP O UPUPPPPTT 152
[0 =TSR PPRPPUPPNN 145
LT A SRS 144
(0]
ONENOTE ettt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeaeaeaeaaaeaeas 146, 295, 300, 301, 302
P
Password
(003 =TT~ V- 415
LOZEING IN WILH oo e sebe e e et e e e bbeessabaeeenaaaaeas 10, 12
[ Tor (U] U U USRS 14, 420
PIN e e e e e e e aaaaaan 13,418, 425
Personal Computers
BIOS .. e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaan 8
HaAIAWEAIE ..ttt ettt sttt e e e be e st e e bt e s st e e beesabeenbeesabesabeesateenbeesateebeenanes 5
(0] 1= = 4o F = VS =T o PSPPSR 4,5
R0 07T [ U 6
77T o S 4
Programs
ANATOMY OF .ttt e e e e e s b e e e s ba e e e ateeesbaeeeeabaeeaabbeeeasbeeesbaaeeartaeeans 201
(01T 113 V= S ... 88,90, 194
Downloading and iNSTAllING ......eecueeiieeieece e n 168, 175

OPENING ..cvveeeiiiiiiee e ...22,85,190, 191
UNINSTAIIING ..ottt e e e e e bt e e e sate e e s abeeeeabeeesbaeaenne 170, 177, 367

Q

QUICK ACCESS TOOIDAI ....viiiiiiii ettt et et e e e b e e e sab e e e sbae e e bteeesbaeeesabaeaansaeaanns 218
CUSTOMIZING COMMANUS....iiiiiiiiiiieeeitie ettt et e e e e e s ee e e taeeesbeeesbbeessstaeeeabeeesabeeasssaaannns 226
A1V T 1 YOS PPROURPN 225

R

Recycle Bin...... .21, 27,30, 31, 41, 42, 218, 230, 231
A g F= o 01V | SRS 230

(011 11V~ PSS 42
(=001 o1V o= SO PSP ROPTPUPPPRRRIOY 43,231
(0] 1] o 1 7= PO PP URTPUPPPRIN ..41, 230, 240
RESEOIING L BIMS ittt e e e s e e e e s s abbaeeeeesssabtbaeeeessnsnens 230, 240

S

Screen Saver
CUSTOMUIZING .eeeeeeee ettt ettt e e e e ettt e e e e s et et e e e e s e s nsbe e e e e e e e nnbeeeeeesannrneeeeesannsnenaeens 388
MV AT IS 2 ettt e et e e et e e et e e e ete e e e e beeeeeaeeeeaabaeeaareeeeabaeeaasbaeeebeeeeanteeearaeaans 387

© All rights reserved.

302 of 311



[303]

Microsoft Windows 10 — Part 1

Settings Window
JAYolole U] ) S or: | 1= -{o] oV PP UPPTRUPTIIRt 359, 372,414,424
F AN g E=Y o] 311V PR PPROURP 354
(DAY (ol oF 1 == VPP UPPURPTN 356
[ T <l o Yool T o 1 <Y~ Y 360
NEetWOrk & INtErNEt CAtEEONY ...vviiiiiiieiiiie ettt ettt e eebe e e s bae e e sabe e e sbbeeesataaesnanes 357
(0] 1] a1 7= PSPPI 48,352,371, 390, 406
Personalization category ......cccoceeevviiieeviiee e 358, 383, 387, 390, 397, 401, 404, 406
[ AV (oY A oF- 1 1= (o] o PP PUTU PRSP 360
LT e 1= USRS 354, 374
System category .......ccceeeunen .... 151, 355, 375
TiMe & LANGUAEE CALEEOIY .uuuiiiiieiiiiiiitieeeeeeittte e e s ettt e e e e s ssaibereeeessssabaaeeeessssasbeaaeessssnsreneeessnns 359
Update & SECUNitY CatBBOIY...coiiiiiiiiiie ettt s e e aaee e 361, 435

Sign In Screen.......cccceeeeeinnees ..8,9,10, 12,16, 18
AN PICTUNE PASSWOIT..ciiiiiiiiiiiieiiteeeie e eeiteeeetee e ste e e e rb e e e sbeeeesbbeeesabaeesbteeeaataeeassseeesabaeasnssaasanns 14
AN PIN PASSWOTT ....evviiiiiiieiiiie ettt eeiteeesit e e sttt e e ste e e s tbeeesaveeesbbaeesssaeesbaeeeastaeeasseeessbasasnsseaannns 13
EQSE OF ACCESS MEBNU ..eiuiiiiiiiiiieeiieeite sttt ettt sttt ettt et e st e s bt esbae st e e sbeesateesbaesabeenseesanesnbeenns 10
SRUL DOWN MIEBNU .ietiiiieeiee ettt sete et e st e et e st eeeteesseesseeesteeenseeseessseeseessseeseesnseeseesseesnsensnseenses 11

Start Menu
ANGEOIMY OF 1.ttt ettt e e et e e e s bb e e eeabeeasbbeeesabeeesbaee e ataeeabbeeeanbaeeatbeaannne 46
CONTEXE MIBNU .ottt ettt e s et et e s bt e e sb e e e s mbe e e eabbeesaabeesebaeeennees 45
LOTU IS o 0 174 =4 ] =TS 50, 66
Customizing With Settings WINGOW........ccueeiieirieeiiesie st see e e sae e s aeenneeenes 358
Enabling and disabling lIVe TlES .....ccuuiiiiiiiciiie e e 56
[T e a1 = (=T F e T U PPORUPTPUPPON 27, 63,342
[T A1 =P URPPPPIN 58
VIBWINE .ttt ettt et e ettt e st e et e s e e teesaseeseessae e seeanseenseesnseenseesneeeseennseenses 44, 64, 185, 188
VIEWINEG @Il QPPS c.eteitieiiieieeee ettt ettt et e et e st e e teesseeenteesnseeteesneeereennes 61, 70, 177

Start Screen
Viewing With Tablet MOTE........uiiiiiiiiiii et e e e e srae e e aaeeeaes 35
LV L o =T o T =T o T=T I o RS 44

T

TADIEE IMIOAE ...ttt e e e et a e e e e eeeatreeeseeeensaeeeeas 20, 35, 36, 146, 152

[ 171 o) 1 PSR 36
[T o111V 25 35
WWNAE IS ettt sttt ettt st et esat e et e s b e e s a bt e bt e s a b e e b e e e bt e be e ea b e e bt e e ate e beesabeebeenanes 34
TASK IMTANAZET eueiiieiiiee ettt ettt ettt e et e e ettt e e s be e e e tbeeeeabeeesbaeeaasbaeeessbeeeaabaeesnsseeessbeeessaaeennsaaanns 24
TASK VIBW ettt ettt et e st e et e st e e e e sateeseesseeenteesneeenseenseesnneenns 22,182,187
Taskbar
ATTANEING ICONS c.tititieeeieiiitte e e e e sttt e e e s ssbra et e e e sssbtaeeeeeesassbasaeeessasastsaeeeesssssssaeeeeesassssssnesesnnsssrens 24
1dentifying aCtiVE WINGOW ....cooiiiiiiiie ettt ettt ste e st e e e sabe e e s baeaesraaeas 77
JUIMIP LIST . ttiiitie ettt e e e et e e e et a e e e ab e e e s bbeeesteeesabaeesasbaeaansseeessbeeesseaasasteaeans 28
MiNIMIZING WINAOWS 10 ..coueiiiiiiiiieiiie ettt st e et 204, 207, 214
PINNING TEEIMIS 10 ittt et e e e st e e e e e e e e e e e e e nnre e e e e e sennsneeeeeeenans 63
SEAICH FIEIG ceeeiieeiireeeee et et 50, 104, 136, 185, 191
TOOIDAIS MEBNU..ceiiiiiiieiiieiee ettt sttt et e sttt et esbte s bt e sbeeeabeesbeesabeesbeesabeenseesaseensnesaseenne 24
VIieWING OPEN WINAOWS......ciiiiiiiiiieieiiee ettt et et e et e st e st e e e snaaee s 23,181, 193
RV =TT =28 e Yo 1T 3PS 22
What is?.............. 21,22

(00 T =41 V- S PP UPRUPPPRRUPPRPN ...405
MV RAT IS 2 ittt e et e e et e e e et e e e e bt e e e ebe e e e ateeeaabae e e abeaeabaeeeaabaeeabaeeeareeeanraeaans 404
Lo 14 S 22,26,27,37

w

Web Notes
Vo Lo 11 Y- OSSPSR 295, 311

© All rights reserved.

303 of 311



[304]

Microsoft Windows 10 — Part 1

Windows Explorer....

F YY1 = o [ oY LRSS 296
Er@SING MATKS ..veiiiiiieciie et et e e e e e e s ta e e e tb e e e sabeeesbteesesbaeesbbeeeantaeeansneas 298
E XTI 1 eeeee ittt e e e s st e e e s et e e e e e e st bt et e e e e e b aaaeeese s aaraaaeeeenartrees 300, 314
[ L= 01 [F=q =T e Yo PSS 313
LT3 T e Yo | U 312
Y- V71 <O PPP U PTPPPPPTRRPOt 299
USING ClIP T0OL..tiiiiiiieiiiet ettt et e e s e e e e ab e e e s ba e e sbteeeestaeesabeeesnsaeasnsneas 299
(U TaY el o [T={ a1 T4 Y (=T o o Yo | SRR 297
LT T = =T T o Yo | PR 297
(8 L= Y7 o =T I\ L I e Yo | P 298
RV AN o = S PRSP OUPTPPPPPRPRt 300
Windows
(O Ty or- o 1 - SR SRR PPPRUPPP 206, 212
(0110 11V~ S 83, 88, 90, 184, 194, 203, 214
CYCIING DEIWEEN ..ttt e e e e et e e s e e e s eate e e e tbeeesabeeesabaeeensseas 78

IdENTITYING ACHIVE c..viiiiiie e et e et e e s bt e e s abe e e s abeeesabeeesbaeaesreaean 77
IMIaXIMIZING ©evvvvieieieiiiireee e e e s s e e s s s sabaaeaeeeas 183, 184, 203, 204, 210, 218
MINIMIZING 1o nees 183, 185, 190, 203, 204, 207, 214, 218
RESIZING MANUAIIY ..ot e et e e et e st e et e sateeseesneeenseeenseennes 203
[0 o] o 1oV - SO SO PTRPUPPTPIN 203
Yol o] |1 - TSP UPRPPPRPPPNE 185
K] 1T 3 =SOSR 207,214
SNOWINEG SIAE DY SIHE....ceieeeeeiieieeciie ettt e e e e et e e s seesneesseeenseenseessseenneennen 207
NP ASSIST e eiiiiiiiiiiiee ettt e e e st e e e e s st bae e e e e s e tbaaeeeeeeaabraaaes 81, 87,192
Y 4 F=T ] 1oV =S PRSP 79, 86, 186, 192
SEACKINE +eeeetiee ettt ettt ettt et e et e st e e e st e e e e ab e e e eabae e e bbeeeeabeeeebbeeeeataeeeabaeeebaeeeraaaeann 206
SWILCHING DEIWEEN ...ttt e e e reesse e st e e sseesnseenseesnneens 76, 181
(8] a1 g F= o] o1 o =P PP TP PRPRRTNN 80, 89, 186, 195
VA2V T =] o 1T o PP PPPRN 23,181, 193
Windows Defender
(08 YYo= Y=Y =R PSN 435
Customizing with Settings window... ...361
INTEITACE OVEIVIEW ...ciiiiiiicciiie ettt ettt et e et e et e e e ta e e e tb e e e s abaeeebaeeesabaeesbbeeesntneasnnes 430

ManUally FUNNING SCAN ...oiiiiiiiiiiieecee e et sva e e et e e e ab e e e sabeeessaeeens 431, 440
(@] 01=] 311 = TP UPRUPPPPP 429, 437
[T 4 4 TN o T e Y =Y A [ S 435
(81T - [ o= PP PTRUPPPN 432,438
VIeWINg qUarantined itEMS........ciiiuiiieiie ettt et e et e e st e e saa e e e sabe e e eabaeaenreeas 433
What is?. e,

WINAOWS FIFEWAIL ...ttt ettt te et s e et e s e et e e sseesnteesnaeenseessnesnseenennnes 366
WINAOWS STOTE ..eeiniiieiieiiieeieesite ettt et stt et stt e et estee st e bt e s abeesbeesabeebeesabe e bt e saseebeesanesnbeesabeenseens 22
ANATOMY OF .ttt e et e e s b e e e s bte e e s abaeeebbeeesabaeeesbaeessbeeesbtaeeaataeeans 164
Downloading and iNStalliNg @PPS.....cueeeeeerierierieerieste et e s te et e see e e see e e e sraeereesseeenees 168, 175
NAVIGATING TN ..ttt ettt e e e s e e e e e e e s e e e e e e s e nrneeeeeeennnnnne 165, 174
(0] 1] o114 V= SR OUUT U PUPUPPPIN 161, 172
SEANCNING FOI @PPS 1eeiuviiieiiiie ettt et e e e e st e e e sbb e e e s atb e e e rabeeeebaaeensreas 166, 174
WMVNAE IS ettt ettt ettt st et esa e et e e sab e s bt e s bt e et e e nhteeabeenbaesab e e bt e sateenbeenareeane 160
LAY oY o 1 - T USRS 7, 23, 30, 201, 258
Creating OCUMEBNT ....ciiiiieeete ettt e bt e e st e e e s ab e e e sabaeeeneeeeas 243, 244
SAVING QOCUMEBNTES. ..citiiiiiiiiecit ettt et e e et e e e e tbeeesabeeesbbeeesabeeesasaaeesbaeesssseeeanbaeaasseanns 262

© All rights reserved.

304 of 311






	About This Course
	Course Prerequisites
	Course Overview
	Course Objectives
	How To Use This Booklet
	Windows as a Service

	Lesson 1: Getting to Know PC’s and the Windows 10 User Interface
	TOPIC A: Identify Components of a Personal Computer
	Personal Computers
	Hardware
	Operating System
	Application Software

	TOPIC B: Sign Into Windows 10
	The Boot Process
	The Lock Screen
	The Sign In Screen
	Ease of Access Menu
	Shut Down Options Menu
	Password Sign In
	Activity 1-1

	TOPIC C: Navigate the Desktop
	The Desktop
	The Taskbar
	The Notification Area
	Tooltips
	Context Menus
	Jump Lists
	Dialog Boxes
	Desktop Icons
	Enabling Tablet Mode
	Activity 1-2

	TOPIC D: The Start Menu
	Using the Start Button
	Anatomy of the Start Menu
	Tiles
	Live Tiles
	Resizing the Start Menu
	Viewing All Apps


	Summary
	Lesson 2: Using Windows Store Apps and Navigation Features
	TOPIC A: Multitask with Apps
	Switching Between Apps
	The Snap Feature
	Using Snap Assist
	Closing an App
	Activity 2-1

	TOPIC B: Search Your Computer
	Getting to Know Cortana
	Setting Up Cortana
	Using Cortana Voice Commands
	Using the Search Field
	Using the Cortana Menu
	Using the Cortana Notebook

	TOPIC C: View Notifications
	About Windows 10 Notifications
	About the Action Center
	Opening and Closing the Action Center
	Clearing Notifications
	Customizing Notification Settings
	Activity 2-1

	TOPIC D: Windows Store Apps
	About the Windows Store
	Opening the Windows Store
	Common Windows Store App Navigation Features
	Downloading and Installing Windows Store Apps
	Uninstalling Apps
	Activity 2-2

	TOPIC E: Windows 10 Navigation Summary
	Moving Between Apps
	Basic Actions
	Modifying Window Layout


	Summary
	Lesson 3: Working with Desktop Applications
	TOPIC A: Work with Desktop Windows
	About Desktop Windows
	Resizing Windows
	Using Minimize, Maximize/Restore, and Close
	Using Cascade, Stack, and Side by Side Functions
	Using Shake and Peek Functions
	Activity 3-1

	TOPIC B: Manage Files and Folders with File Explorer
	Files and Folders
	Libraries
	Getting to Know File Explorer
	Tabs and the Ribbon Interface
	The Quick Access Toolbar
	Pinning Locations for Quick Access
	The Recycle Bin
	Activity 3-2

	TOPIC C: Create and Modify Files with Desktop Applications
	Creating New Documents
	Opening Existing Documents
	Saving Documents
	The Clipboard
	Undo and Redo
	Printing Documents
	Activity 3-2


	Summary
	Lesson 4: Using Microsoft Edge
	TOPIC A: Navigate Microsoft Edge
	Web Browsers and Search Engines
	Microsoft Edge and Internet Explorer
	Elements of the Microsoft Edge Window
	URL’s
	Bing
	Activity 4-1

	TOPIC B: Use Microsoft Edge
	The Address Bar
	Viewing Frequently Visited Websites
	Viewing Your Favorites
	Viewing Your Reading List
	Viewing Your History
	Using Reading View
	Creating Web Notes
	Sharing With Microsoft Edge
	Using Cortana in Microsoft Edge
	Activity 4-2

	TOPIC C: Manage Tabs
	About Tabs
	Creating New Tabs
	Switching Between Tabs
	Managing Tabs
	Closing a Tab
	Activity 4-3

	TOPIC D: Modify Microsoft Edge Options
	About the More Actions Menu
	Customizing Browser Settings
	Customizing Advanced Settings
	Activity 4-4


	Summary
	Lesson 5: Customizing the Windows 10 Environment
	TOPIC A: Change Basic Windows Settings
	Accessing the Settings Window
	Overview of the Settings Window
	Accessing the Control Panel
	Overview of the Control Panel
	Changing the Control Panel View
	Activity 5-1

	TOPIC B: Customize the Lock Screen
	Using the Lock Screen
	Changing the Background
	Changing Apps
	Changing the Screen Saver
	Activity 5-2

	TOPIC C: Customize the Desktop
	Changing the Desktop Background
	Changing the Accent Color
	Applying a Theme
	Activity 5-3


	Summary
	Lesson 6: Using Windows 10 Security Features
	TOPIC A: Configure Passwords
	Managing Passwords
	Adding a PIN Password
	Adding a Picture Password
	Activity 6-1

	TOPIC B: Use Windows Defender
	What is Windows Defender?
	Opening Windows Defender
	Overview of Windows Defender
	Changing Windows Defender Settings
	Activity 6-2

	TOPIC C: Store and Share Files with OneDrive
	What is OneDrive?
	Using the OneDrive Notification Icon
	Viewing Your Local OneDrive Folder
	Viewing Your Online OneDrive Folder
	Uploading Files and Folders
	Changing OneDrive Settings
	Activity 6-3


	Summary
	Appendices
	Keyboard Shortcut Quick Reference Sheet
	Glossary
	Index


