Windows 10 for beginners

Windows 10 is the latest version of the Windows operating system. New PCs will typically come with Windows 10 installed. If you have an older
computer and would like to purchase Windows 10, it starts at $119. Find out more at: https://www.microsoft.com/en-us/windows/get-
windows-10

Signing in

There are two ways to sign in to your Windows 10 computer: with a local account or a Microsoft account. A local account means all of your files
and settings are only accessible on the computer you log into. (Just like usual, to many of us!) A Microsoft account (Outlook, Hotmail, Live, MSN)
allows you to sync your information between multiple devices, and would even let you sign into your account from a friend’s Windows 10
device. You need a Microsoft account to use features like Cortana, download from the Windows Store, and activate Find My Device. If you don’t
have a Microsoft account, Windows 10 will walk you through setting one up. You can switch between a local and Microsoft account at any time.
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Start menu

Microsoft now calls most things “apps”. Click on the Windows logo in the lower left corner to open your Start menu and see your apps.

Most used Life at a glance Play and explore

Get to your most § GetStarted These are called tiles. If they are
used apps. If you're vy e - animated, they’re called live tiles.
just starting with D Maps Calendar nyY You can set them up to display
Windows 10, the B = _ current information, such as the
Get Started app B Cicuiaor =) % ('.) € weather, news headlines, and

walks you through Alarms & Clock MicrosoftEdge  (Photons QY Morzilla Firefox ; more.
the highlights.

3D Builder

Click on each one to set it up.

Weather Phone Compa...  Twitter] y

) Alarms & Clock f/?l:s':::;n
Log out/switch user 2 . a 8 e - You can change which ones are
& [ v Catolyst Control Center s PISe Morey G S shown, and you can remove them
See your files, o« completely. See next page.
change your B e
settings (see more & Calendar (0)0) =
on last page), turn B e L 2o o

off or reboot your
computer, or see all

apps

’ /Ask me anything ™ Q

Click here to open
your Start menu
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Changing what’s on your Start menu

You can change which apps and tiles show up. To remove (unpin) an app, right click on it and choose Unpin from Start.

B Movies & TV

To add an app, click on All Apps in the bottom left corner of your Start menu. Find
the app you want, right click on it, and choose Pin to Start or Pin to taskbar. (The

taskbar is the long horizontal bar at the bottom of your screen.) You can also click

£) Morilla Firefox

Phone Compa...

? =3 Pin to taskbar

“ Netflix Uninstall

B News

Run as administrator

Open file location

l NVIDIA Corporation

Lindsay Instruction Life at a glance

ASUS Welcome

9" Get Started Calendar
;{.? Unpin from Start
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i Resize

& Maps e More
°

People Microsoft eage | Pnotos

Partly Sunny

62° T | Oed

Washington,... Phone Compa...

a

File Explorer Skype video

Calculator

@:3 Settings
(I) Power

i= Allapps

I'm Cortana. Ask me anything.

Play and explore

-
.

(S

Xbox 'z\ Groove Music Movies & TV
[P,

1) XBOX LIVE &) XBOX LIVE

Turn live tile off
-3 Pin to taskbar
Rate and review

Share

WIoTEy pi |

J

OneNote Get Office

and drag the app over to where you want it to show up.

Rename sections by clicking on their titles and
typing in a new title.

To take a tile off, right click on it and choose
Unpin.

If you’d like to resize it, right click on it and
hover over Resize for options.

If it’s an animated pin and you find that
distracting, you can right click on it and choose
Turn live tile off.

Tip: Missing the old Start menu view? Right
click on each tile and unpin it. When they’re all
unpinned, grab the right side of the Start
Menu and drag it to the left.
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Cortana

Cortana is meant to be a personal assistant. With or without her on, you can still search here for stuff on your computer or on the web (1). At
any time you can switch her on by clicking on the notebook icon on the left side (2). You can also choose how much of your information she has
access to. If your device has a microphone, you can also speak to her.

O @
Best match

O Google Chrome
Desktop app

=

eb >
g - Search the web

google

gmail

google maps

google chrome

gander mountain

M o v v v o v

gmail inbox

green bay packers

Apps >
Groove Music

Folders >

#» Saved Games

1) Begin typing in the bar next to
the Start menu in order to search
your computer or the web. Works
even if Cortana is off.

Filters ~ |

If you want to use Cortana to get tailored suggestions, set appointments, and more, you will need a
Microsoft account. (See Adding Apps section for a partial workaround.) Cortana also works with Edge; see

the Edge section further in the handout.

Jﬂ “play the song, Wonderwall by
Qasis."

Sign in

@ Add pay bills to my to-do list.

See all tips

] e

Apps Documents Web

Cortana can do much more... A

=]

Ask me anything

Lﬂ\sk me anything

2) Click on the Notebook icon and click Sign in if you wish to

switch Cortana on.

=8l Notebook

"Ml "= About Me

e EB Connected Accounts

@ Qé} Settings t
Pl [\ Academic

& i‘( Cortana tips

Tq Eat & drink
Maybe Later

0

Events

Finance

=3

Getting around

| I

Health & fitness

bl

Meetings & reminders

Movies & TV

Ask me anything

If you switch Cortana on, there are
many features to explore.
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How to switch Cortana off

1) Click on the Gear icon and click on Change What Cortana knows about me in the cloud; then click on Clear 2) Click on the Notebook icon and
then on About Me 3) Click on your login 4) Click on your login again and click on Sign out

Settings

Microphone
Make sure Cortana can hear me.

Hey Cortana

Let Cortana respond to "Hey Cortana”

Lock screen

Use Cortana even when my device is locked.

@D o

Taskbar tidbits

Let Cortana pipe up from time to time with
thoughts, greetings, and notifications in the

Search box.

@D off

send notifications between devices

If you've allowed it on your phone, Cortana can
tell you on this device when your battery is low

Ask me anything

| g
®
&

a

Stop getting to know you

Notebook

= About Me

Reminders

Connected Services

Permissions

Academic

Cortana tips

Eat & drink

Events

Finance

Getting around

Health & fitness

Meetings & reminders

Movies & TV

Ask me anything

(=]

About me X
Change my name Account
Favorite places
Edit favorites
Home, work, and
Close
.

Tip: Don’t even want to see the search bar at the
bottom? Right click on it, hover over Cortana,
and choose whether to just show the Cortana
icon or entirely hide it. You can still get to
Cortana through the Start menu.

Ask me anything

You may also want to check the “Getting to know you” section. Click the Start menu, then Settings — Privacy — Speech, inking & typing.

% Home

Getting to know you

nd a setting 5

i3

General

Location

Camera

Microphone

Notifications

Speech, inking, & typing

Account info

handwriting patterns, and typing history.

Turning this off also turns off dictation and clears what this device

knows about vo
Stop getting to know me

Manage cloud info

Go to Bing and manage personal info for all your devices

Learn more about speech, inking, and typing settings

Privacy Statement

Windows and Cortana can get to know your voice and writing to
make better suggestions for you. We'll collect info like speech and

O

X

If you would rather not share additional information with Microsoft,
click on “Stop getting to know me”.

When it’s off, it will look like this:

Getting to know you
‘Windows and Cortana can get to know your voice and writing to
make better suggestions for you. We'll collect info like speech and

handwriting patterns, and typing history.

Turning this off also turns off dictation and clears what this device

Get to know me
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Task view

m Click the icon in the task bar to view all of your open apps and folders. Click on one to bring it to the front. To close one, hover over it
and click the red box with the white X. You can also make “new desktops” to help you organize your open items on different desktop
screens. Drag open apps and folders to different desktops from Task view.
To move between desktop screens, click on the task view icon in the
taskbar.

Edge is the new browser from Microsoft. It’s meant to replace Internet Explorer. It will be your default web browser in Windows 10
(you can change this through Settings). Cortana can remember your Edge search history. Find out more at:
windows.microsoft.com/en-us/windows-10/getstarted-get-to-know-microsoft-edge-cortana

Tip: Want to change your search engine from Bing to something else (Google, Yahoo, etc)? Open Edge, then go to your preferred search engine.

Next, click on the 3 dots in the upper right corner and go to Settings — View advanced settings — Change search engine — click on the one you’d
like to use — Set as default.

File explorer
ke o To view the folders and files on your computer, click on the folder icon in the task bar or click on
File explorer in the Start menu. This will look pretty similar to Windows 7. You can get into your
:_ : N ;_, ' | documents, pictures, music, and more through this screen.
e . e oo One new feature is OneDrive. It requires a Microsoft account. If you copy files into your
- | OneDrive folder, you can access those files over the Internet at onedrive.com. You get 5

gigabytes of storage for free and plans begin at $1.99/month for 50 gigabytes.
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Photos app

Windows 10 has a new Photos app. The very first time you double-click on a picture to look at it, Windows will ask you how you want to open
pictures in the future. Windows Photo Viewer is still an option, if you’re used to it from Windows 7. You can always change your choice later
through Settings.

View all of your — ;
photos

<—— Share your photo through email or apps,
start a slideshow, draw on your photo, edit
it, and rotate it. Under the three dots: copy,
print, set as background, and file info.

Arrow through your collection or click the
trash can to delete the photo.

Adding apps/using the Windows Store x |

you can search or browse for apps Sign in to this device using your Microsoft account?

| From here on out, you'll unlack this device using either the password for your

Downloading from the store does require a Microsoft account. Microsoft account or, if you've set one up, your PIN. That way, you can get help

from Cartana, you can find your device if you lose it. and your settings will
automatically sync.

g Click on the shopping bag icon in the taskbar to go to the Windows Store. There

Tip: If you don’t want to tie a Microsoft account to your login, you can set one up just to use
with a particular app. If you don’t have a Microsoft account already set up, it will walk you o o e e e st
through it. At the end, choose “Sign in to just this app instead”. preswert

f you don't have a Windows password, just leave the box blank and select MNext.

Your Windows password

Sign in to just this app instead
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Action Center

The Action center shows you security and maintenance updates and issues, as well as any settings changes and notifications from apps. Get to it
by the icon in your system tray, or if you have a touch screen, swipe from the right edge of your screen inward toward the left.

ACTION CENTER
Hover over notifications to get an option to clear them, or choose Clear all in the upper right corner. You can

choose which apps show notifications in this window by going to Settings — System — Notifications &
actions.

Security and Maintenance

Finish installing device software

Settings If you have a touch screen device, Tablet mode will switch to a more touch-based interface.

Note will open up the OneNote app, which requires a Microsoft account.

a An app default was reset

An a m with the defau

All settings will open up your Settings screen; see more on the next page.
Battery saver and the one that looks like a sun (screen brightness) can conserve your battery power.
You can see nearby wireless signals and turn airplane mode on and off through here.

Turning on Quiet hours will stop notifications from popping up in the lower right corner of your desktop
screen (they will still appear here).

08 e O &
Tablet mode Connect All settings

= ¢ il 3

You can switch
between Collapsed
and Expanded views

Project Battery saver VPN Bluetooth
** Iz D
50% Quiet hours

o

Airplane mode
11:52 AM

AR = v t8 e E

Tablet mode Connect All settings

11:52 AM
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Settings

To change your settings, go through your Action Center, or click on the Start menu icon and then click on Settings in the lower left corner. It can
be worth checking out some of the options in here. (You can also search for the Control Panel through Cortana if you’'d prefer to use that.)

Here are some highlights:

System:

Display: Change the size of
your fonts and apps

Apps and features: uninstall
apps

Default apps: choose which
apps should open file types
(including default web
browser)

Time & Language: control — |

how time and date are
displayed
Speech: set up your

microphone for speech
recognition

Devices:

Mouse & Touchpad: switch your
primary mouse button (left or right)

Settings

{5 sETTINGS

<

\

Fl
=
System Devices

isplay, notifications, Bluetooth, printe
apps, power
C &

P Time & language Ease of Access
Speech, region, date arrato

Ease of Access: turn on
Narrator or Magnifier,
adjust your mouse
icon, and more

Wi-Fi, airplane mode,

Marrater, magnifier

Network & Internet

© =

VPN

Update & security
Windows Updalty

Privacy: choose which apps can
access your location, camera,
calendar, and more

(also the location for Stop
getting to know me — p.5)

Personalization: change your background
image, color scheme, lock screen, themes,
and Start menu options

Accounts: manage your account,
change sign-in options, add accounts
to the computer, and sync across your
other Windows devices

Updates & security: check for updates,
set up a backup file or go through
recovery (resets the computer), and
turn Find My Device on or off

*Note: Windows Defender is a built-in
antivirus; it automatically turns off if
you install a different one and will
come back on if that one expires or
stops working

Updated 1/2017
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