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What’s New

No matter which version of Windows you’re coming
from, there’s a lot that’s new or redesigned in
Windows 10. Some features may be familiar, such as
the Start Menu (making its return after sitting out
Windows 8), while other features have been
introduced to take advantage of new hardware, such
as Tablet Mode and Windows Ink.

In this module, we’ll focus on the new and redesigned
features in Windows 10. You’ll learn about the Start
Menu, the Action Center, Cortana, the Edge web
browser, and the Settings app. You'll also learn about
using multiple desktops, tablet mode, and other new
features.

Objectives

The Start Menu

The Action Center
Cortana

Microsoft Edge

Use Multiple Desktops
Tablet Mode

The Settings App
Quick Access

Quick Assist

Windows Ink

Windows Hello

© 2018 CustomGuide
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What's New in Windows 10

Windows 10 is one of Microsoft's biggest updates ever to occur to Windows and is considerably different
than previous versions. Microsoft continues to keep the user in mind when creating and implementing
updates to its operating system.

Future Updates: With the newest upgrade of Windows 10, future updates will be automatically
installed to your computer. Microsoft automatically downloads Windows 10 updates, asks you to
schedule a time to restart your PC, and then installs the update according to that schedule.

Start Menu: You'll see a new login screen. There are significant updates to your Start menu. The All
Apps feature was removed. Instead, a list of installed apps appears in alphabetical order. You can
also add favorite folders as icons to your Start menu.

Notification Pane and Action Center: Microsoft alerts you when a Wi-Fi network is near your
location. Customize your notification preferences: set priorities for notifications of important apps
and determine how many notifications appear at any time for any app. The number of notifications
you have also appears in the Action Center.

Cortana: Microsoft's personal digital assistant is extremely powerful. Cortana uses SMS to allow you
to send texts from your computer and automatically add appointments to your calendar based on
emails you receive. Cortana is available from the lock screen and integrates across multiple devices.

Edge: Windows's new web browser replaces Internet Explorer. Edge's support of browser extensions
is one of the biggest features of Edge. Extensions supported are: Microsoft Translator, OneNote
Clipper, Mouse Gestures, Pin It Button, and Reddit Enhancement Suite. In addition, quickly ask
Cortana about a website image without leaving a webpage. Touchscreen device users can swipe to
navigate through Edge browsing history webpages.

Tablet Mode: A full-screen view of All Apps now appears while in Tablet Mode. The Power, File
Explorer, and Settings buttons are docked and available for easy access. Auto-hide the taskbar in
Tablet Mode even if it's not hidden in Desktop Mode.

Quick Assist: Provide remote access to other users using the Quick Assist app. Get assistance or
provide help to other users.

Settings App: Personalize your Windows 10 view by giving it and your apps a dark color instead of
the previous light one used for themes. Specify a time when you won't receive Windows or app
updates. In addition, use the Connect app to project your Windows phone or Android tablet to your
PC.

Windows Ink: A new feature, Windows Ink, allows you to use a stylus to write on touch-enabled
devices or create sticky notes and drawings. Windows Ink Workspace includes three new apps:
Sketchpad, Sticky Note, and an app for annotating screenshots. In addition, it provides access to
other apps that work with the Windows Ink, such as OneNote.

Windows Hello: Windows Hello is Microsoft's biometric security system. Securely sign in to
Windows using facial recognition or a fingerprint.

10
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The Start Menu

The Start menu features apps, settings, and files, along with Live Tiles. Some apps can be displayed as Live
Tiles, which can show dynamic information from that app. For example, mail messages will be summarized
in the Mail app's tile, while the Weather app's tile will show your weather forecast.

Open the Start Menu

Although Windows 8 replaced the old Start menu with the Start screen, the Start menu is back and better
than before in Windows 10. Get started using Windows 10 by accessing your Start menu.

a Click the menu.

Shortcut: Press &% on your
keyboard.

Recently added Life at a glance
& Feedback Hub Pepe Rori
Sales Update
L'?j Connect
Most used
B Get Started
Sway
Maps Minneapolis Cortana

People Name group

Calculator

Alarms & Clock e ma

Microsofi Edge  OneNote

a
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View Account Commands

To accommodate the complete list of apps and programs in your Start menu, certain features such as File
Explorer, the Settings app, user account photo, and power button appear docked on the left-hand side.

0 Click your profile photo.

Tip: Click the Expand button in
the upper-left corner of the
Start menu before clicking your
name and profile photo.

Recently added Life at a glance

e Choose the desired command. & reedvackHub )
Commands include: Change account settings 23
Lock
e Change account settings: Sign out s {1;
Make changes to your e N
Microsoft account, including Maps M
your picture and password. e eople Name group
Calculator
e Lock: Lock your computer, e
.. Alarms & Clock e ma
requiring a password to

Microsoft Edge  OneNote

unlock it. m g

e Sign out: Sign out of
Windows, and allow another
user to log in.

Shortcut: Press a8 + L to lock
your computer.
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Open Apps

You can view a list of all your installed apps in alphabetical order through the Start menu. In previous
versions of Windows 10, the All Apps feature was used to access a list of apps. The app view was updated to
reduce the number of clicks required to access apps in the Start menu.

0 Click the Start button. E:

Recently added and most-used [l
apps also appear.

e Click an app to open it.

Recently added Life at a glance

& Feedback Hub Pepe Rori
Tuesday Sales Update

L2l Connect 2 3

Mast used
' Get Started e 1?P T
Ro5 e
B2 sway 8- g 83
2 Maps Minneapolis Cortana

People Name group

Calculator

‘Alarms 8 Clock e ma

Microsoft Edge . OneNote
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Windows 10 comes equipped with some pre-installed apps. This table details many of the default apps you'll
find in your Start menu. Each of these apps are customizable based on your interests and needs.

®

Alarms & Clock

Calculator

Weather

Alarms & Clock
Set alarms for specific times, use a timer or stopwatch for events, and view your clock or
other regional clocks.

Calculator
Use a standard calculator to make calculations and conversions. Conversions are helpful
when traveling to another region that uses different units of measurement.

Maps
View a specific location on a map or get directions and traffic information based on your
location.

Money
Track stocks, read financial news stores, and get current financial data.

News
Access news stories from publications such as the Associated Press, CNN, Reuters, and the
New York Times. Customize news to fit your interests.

Notepad
Type notes to review later.

Skype
Use the internet to make video or phone calls to friends and family.

Sports
Use MSN Sports to view top sports stories, scheduled games, and up-to-date scores.
Customize to view information about your favorite teams.

Sway
Create online presentations with headings, text, images/videos, or embedded content.
Sway presentations are similar to those created in PowerPoint.

Voice Recorder
Use your computer microphone to record a note.

Weather
View your city or another city's current weather conditions and five-day forecast. The
Weather app uses the MSN Weather service to obtain this information.
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Pin Apps to the Start Menu

You can add, or "pin," frequently used apps to your Start menu for quick access.

button.

c Click the

All your installed apps appear.

e Scroll through them until you
find the app you're looking for,
and right-click the app.

e Choose

The app is pinned to your Start menu
and will also appear as a Live Tile.

Remove a Pinned App

o« Bash on Ubuntu on Windows
Pin to Start

Pin to taskbar
i Calculator

Calendar
Camera
Connect
Contact Stpport

Coftana

Life at a glance

Pepe Roni
Tuesday Sales Update

23

1a 12p 1p
& 3y
& 2ok o

Hame group

e

Microsoft Edge OneNote

If you find you're not using a pinned app as much anymore, you can remove it from your Start menu just as

easily as you added it.

o Click the

o Right-click the app tile you
want to remove.

o Choose

Note: Unpinning an app
removes it from your Start
menu—it doesn’t uninstall it.

button.

Tip: You can also right-click the
app from app list in your Start
menu to unpin it.

Recycle Bin

Bash on Ubuntu on Windows

Calculator
Calendar
Camera
Connect
Contact Support

Cortana

Excel 2016

Life at a glance

Pepe Roni [ —
Tuesday Sales Update
2 3 . 5& Unpin from Start

Resize
Mail

5 More

C2 H

Minneapolis Cortana Calculator

Name group

(5 e

Microsoft Edge  OneNote
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Resize an App Tile

Some apps appear as Live Tiles, which are shortcuts to open apps. Live Tiles also provide real-time
information from that specific app. If there's a Live Tile you like but want to see a bit more information
about it—like with the Weather app—you can make the tile bigger.

0 Click the button. E:

e Right-click an app tile. Recycle fin

e Choose

o Choose the desired size.

Life at a glanée

Bash on Ubuntu on Windows -
. . M Pepe Roni
The tile is resized. Tuesday | Sales Update
Calculator

Calendar

Camera

58 Unpinfrom Start

. Resize
Small
More
ma

Microsoft Edge  OneNote

Medium

Resize the Start Menu

Windows 10 gives you even more freedom to choose how much (or little) you see on your Start menu. You
can resize the Start menu, which expands or collapses the view of your Live Tiles.

o Click the menu. E

o Position your cursor on an Recy gl
outer edge of your Start menu
until a double arrow appears.

e’ Click and drag the edge of the ‘ F—
Start menu to resize it. esh on Ubunts on Windows Pepe Rori

Tuesday Sales Update

23

Caleulator

Calendar Sunny
o 85 & 0%
Camera 717 v 3Mph

Connect Minneapolis Calculator

Contact Support
Cortana O
Certana

Excel 2016 Name group
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Name a Tile Group
Live Tiles are grouped together by type. You'll notice a gap between tile groups, where you can add a group
title. It's easy to change or add a group title.

Click the Start button.

Click the empty space between
tile groups.

Type a group name, and then
press Enter. ; (feriogs

. . A A Q Bash on Ubuntu on Windows Pepe Roni
Click an existing group tile Tuesday | Sates Update
name to change it. ' 23
Calculator
Type over the existing name . -
with the new one and press — T ot - H
E n t er. b Connect. Minneapolis Calculator

Contact Support

Cortana

Excel 2016

I

Recycle Bin

Life at a glance

Bash on Ubuntu on Windows

New

Pepe Roni
Tuesday Sales Update

23

Caleulator 4
Calendar Sunny

o 85 * .
Camera 71°

Connect Minneapolis Calculator

Contact Support

Cortana O

Cortana

Excel 2016 Utlities -
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Move an App Tile

If you don't like how the Live Tiles are arranged, you can move them around.

button.

c Click the
e Click and drag the desired tile

to a new location on your Start
menu.

B

Q Bash on Ubuntu on Windows

(2]

Calculator
Calendar
Camera
Connect

Contact Support

O O pE®

Cortana

Excel 2016

Turn Off a Live Tile

Life at a glance

Pepe Roni
Tuesday Sales Update

23

4
Sunifl ™
(=] 3 X
- Mph

Minneapolis Calculator

O

Cortana

Lhilities

If you no longer want to see updates from a Live Tile, you can turn it off. Once turned off, the Live Tile no

longer provides real-time information.

o Click the button. E

o Right-click an app's Live Tile.

o Choose

The tile no longer details real-time
updates.

Recycle Bin

and then click

B

'Q Bash on Ubuntu en Windows
New

. Turnlive tile off
=2 Pin to tackbar
Rate and review
Share
73
3] Connect

L Contact Support

o Cortana

Excel 2016

@
']
=

X3
o

o

Sunny

7 o 8¢ & 0% '
77y 3Mph

3 Unpin from Start

=

Cortana

Utilities

B O @

Calculator OneNote Microsoft Edge
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Add Favorite Folders to the Start Menu

If you find yourself accessing the same folders over and over, you can add those folders to your Start menu
for quick access.

0 Click the button. E

e C"Ck the button' Recycle Bin

Settings categories appear.

e Click . | D

Personalization settings e o
appear. /o e o 0%

71w 3Mph

Caleulator Minneapolis

Calendar

Camers O

Connect. Cortana

Utilities

B m @

Calculator OneNote Microsoft Edge

Cofitact Support:

Cortana

Excel 2016

i |

Settings - X

Windows Settings

g o

System Devices Network & Internet Personalisation
Display, no ans, apps, Bluetooth, printers, mouse WiFi, flight made, VPN Background, lock screen,
colours

&

K 2 r -

Accounts Time & language Ease of Access Privacy
Your accounts, email, sync Speech, region, date Marrator, magnifier, high Location, ca
work, family contrast
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O
o

6

Folders toggled on appear as buttons
on the left side of your Start menu.

Choose

Click

Toggle folders on or off.

& Home

| Find a setting

Personalisation

£l

Background

&

Colours

&

Lock screen

&

Themes
| == start

5 Taskbar

Show more tiles

@ of

Occasionally show suggestions in Start
@ on

Show most used apps

@ o

Show recently added apps

@ on

Use Start full screen

@ or

Show recently opened items in Jump Lists on Start or the
taskbar

@D on

Choose which folders appear on Start

File Explorer

@ on
Settings
@ on
Documents
@ or
Downloads
@ or
Music
@D or
Pictures
@ orf

Videos

% Choose which folders appear on Start

20
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The Action Center

The Action Center is a hub for all system notifications, such as incoming emails, security and maintenance,
tips from Microsoft, and more. Microsoft also alerts you when a Wi-Fi network is near your location.

Open and Close the Action Center

You can find the Action Center icon on the Taskbar, next to your clock.

° Click the icon. E ACTION CENTER

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

Brian Pickle

@

Shortcut: Press 48 + A to open
the Action Center.

o Click anywhere outside the
Action Center to close it.

Tablet mode  Quiet hours Battery saver

Tip: You can also click the E o 3
Action Center icon to close it. ven Bluctooth
Or, if you're using a ) @ &
touchscreen device, tap e o)

anywhere outside the Action
Center to close it.
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Open and View a Notification

The Action Center icon will light up when you have a new notification. You'll also see a number indicating
how many notifications are available for review.

c Click the icon. E ACTION CENTER

e Click any notification to open Recycle Bin
. B Brian Pickle
and view it. ; .

The app that triggered the notification

o pe ns. & i Security.and Maintenance

Turn'an virus protection
Note: For some types, clicking the . X e u
notification dismisses it.

g (S ] &
Tabletmode  Quiethours  Batterysaver Al settings
=) e 3

VPN Bluetasth
O # &

CustomGuide  Location

G

Dismiss a Notification

If you're not interested in opening a notification, you can dismiss it without opening and viewing it.

o Click the icon. | ACTION CENTER

Hover your mouse over a &1 Mail
notiﬁcatio n. Salesforce Chatter

e Click the X to close it.
3

The notification is gone.

Click to
remove all your notifications at
once.

8 S L] &

Tablet mode  Quiet hours. Battery saver Al settings
S i *

VPN Bluetooth
o i i

CustomGuide  Location

=
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Open a Quick Action

At the bottom of the Action Center, there is a grid full of buttons, called Quick Actions, or Actions. These
quick toggles let you do a lot with just a few clicks. Some actions open a settings screen; others will simply
toggle a function on or off.

Actions in use appear highlighted. Unavailable actions appear grayed out. For example, when your computer
is plugged in, Battery Saver will be grayed out.

c Click the icon on &

the Taskbar.

e Click (if necessary) to
view all available actions.

ACTION CENTER

Recycle Bin

= Mail

Salesforce, Chatter

Note: You can also click
Collapse to collapse the
actions.

o Click the action you want to
use.

The associated app opens.

) ¢ (2]

Tablet mode  Quisthours  Batterysaver Al settings

G T ) 4 ™

o

E ACTION CENTER

Recycle Bin

L8 ¢

Tablet mode  Quiet hours

&

7

L]
Battery saver

%

Bluetooth

A

CustomGuide  Location

]

All settings

© 2018 CustomGuide
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This table lists common actions that appear in the Action Center. Your Action Center may contain different
actions based on your computer's configuration.

() Airplane Mode
Turn off Wi-Fi and Bluetooth.

Airplane mode

81 All Settings

Open the Settings app.
All settings

L] Battery Saver

Turn on battery-saving features, which will cause performance issues.
Battery saver

% Bluetooth

Manage your Bluetooth-enabled devices.
Bluetooth

Brightness
Adjust your screen's display brightness.

Connect
Connect to a Bluetooth-enabled device.

Location
Toggle your Location Services on and off.

Network
View your computer's current network connections. Search for nearby wireless networks.

Note
Create a note using Microsoft OneNote.

Project
Project your screen to a second monitor.

Project

4 Quiet Hours

Temporarily disable notifications, helping you avoid unwanted distractions.
Quiet hours

& Rotation Lock

When using a tablet computer, lock your computer display in either portrait or landscape
Rotation lock view.
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Action Description

3

Tablet mode

Tablet Mode
Toggle between tablet and desktop mode.

VPN
Connect to a Virtual Private Network, or VPN.

Wi-Fi
Turn Wi-Fi on and off.

© 2018 CustomGuide
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Customize Quick Actions

Ideally, you'll want the available actions to be those that you use often. Through your computer's settings,
you can determine which actions appear in the Action Center.

o Click the icon. E ACTION CENTER

Choose Recycle Bn
. No new notifications

e Click

Display, notifications, app, and
power settings appear.

03 (S ) e
Tabletmode  Quiethours  Batterysaver  All settings
S & *

VPN Bluetooth

0 # i

CustomGuide  Location AirplarQle

%00 AM
D e me

Settings - x

Windows Settings

Find a setting p=l

0 ©

&

System Devices Network & Internet Personalization
Display, notifications, apps, Bluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen,
power colors

jo & p -

Accounts Time & language Ease of Access Privacy
Your accounts, email, sync, Speech, region, date Marrater, magnifier, high Location, camera
work, family contrast
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Choose

Quick action and notification
settings appear.

Click

Toggle an app on or off.

Note: When you toggle an app
off, it doesn't appear in the
Action Center.

£ Home

| Find a setting

System

3 Display

Apps & features

ii

Default apps

[L] Notifications & actions
Power & sleep

3 Battery

= Storage

M4 Offline maps

Quick actions

Press and hold (or select) quick actions, then drag to rearrange
them. These quick actions appear in action center.

03 D ¢ &

Tablet mode Quiet hours Battery saver Al settings
b o (4 U

Connect VPN Bluetooth Note

= @ & 2

Project Metwork Location Airplane mode

Add or remove quick actions

Notifications

Get notifications from apps and other senders

@ on

@ All settings

/(;? Network

: Connect
Project
q) Battery saver
O VPN
Note

Ll
$ Quiet hours
foa

Location

2 Add or remove quick actions

On

On

On

On

On

On

On

On

On

© 2018 CustomGuide
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Rearrange Quick Actions

The four actions in the top row under the Quick actions heading are the four that will appear on the first row
of your Action Center. Through your computer's settings, you can decide which actions appear on the top
row of your Action Center. Remember, the top row of actions appears even when actions are collapsed.

c Click the
e Choose
e Click

ACTION CENTER

icon. w

Recycle Bin

otifications

g ¢ L] &

Tablet mode  Quiet hours.

S &
VPN
O %

CustomGuide

Battery saver  All settings

3

Bluetooth
fia

Location

Settings

=

System
Display, notifications, apps

power

L

Accounts
Your accounts, email sync,
work, family

Windows Settings

Find a setting

Devices
Bluetooth, printers, mouse

A
Time & language
Speech, region, date

&

Network & Internet
Wi-Fi, airplane mode, VPN

_
{l-»

-
Ease of Access
Narrator, magnifier, high
contrast

&

Personalization
Background, lock screen,
colors

G

Privacy
Location, camera
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o Choose B - ~

& Home Quick actions
QUICk aCtIOI’] and nOtIflcatlon | Find a setting yel Press and hold (or select) quick actions, then drag to rearrange
Settings a ppea r. them. These quick actions appear in action center.
System B 2 o &
e Click and drag an action to
. . 3 Displ fablet mode L urs attery saver ings
rearrange it under Quick N _{ o I
. o b o ¥ |
actions. i Apps & features
Connect VPN Bluetooth Note
i= Default apps =l A iy 2

. Project Metwork Location Airplane mode™ g
I [L] Notifications & actions

Add or remove quick actions
" Power & sleep

= Battery Notifications
= Storage Get notifications from apps and other senders
@ on

M4 Offline maps

Set Priorities for Notifications

You can customize your notification preferences, including notification priority for those appearing in your
Action Center. Set priorities for which apps are more important to you than others and have their
notifications appear at the top of your notification list.

0 Click the icon. oy ACTION CENTER

e Choose . e R
No new notifications

L8 (S (2]

Tablet mode Quiet hours Battery saver
| % *
VPN Bluetooth

] i i

CustomGuide  Location
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Click System.

Choose Notifications &
actions.

Click an app from Get
notifications from these
senders.

Settings

Windows Settings

| Find a setting o

=

System
Display, notifications, apps,

Devices
Bluetooth, printers, mouse

L

L
G

Accounts Time & language
Your accounts, email, sync, Speech, region, date
work, family

Network & Internet
Wi-Fi, airpla node, VPN

-
1 l-»
\
'~
Ease of Access
Narrator, magnifier, high
contrast

&

Personalization
Background, lock screen,

Privacy
Location, ¢

B Home

System

a

Display

Apps & features

i

Default apps

I L] Notifications & actions
@ Power & sleep

3 Battery

= Storage

Offline maps

Get notifications from these

Select a sender to see more settings. Some senders might also
have their own notification settings. If so, open the sender to

change them.

AutoPlay
On: Banners, Sounds

o Battery saver
On: Banners, Sounds

Microsoft Office Click-to-Run
On: Banners, Sounds

Microsoft Office Click-to-Run
On: Banners, Sounds

Microsoft Office Click-to-Run Client
On: Banners, Sounds

senders

@ o

@ o

@ on

@ on
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e Select a priority of notification Setings - X

in the action center:
& Qutlook 2016

o Top: Notification appears at e um
the tOp Of yOUI" ACtiOn Play a sound when a notification arrives
Center. @ on

Number of notifications visible in Action Center

e High: Notification appears

3 v
above normal priority
notiﬂcations in your Action Priority of notifications in Action Center
Center. O Top
Show at the top of Action Center
¢ Normal: Notification o
appea rs beIOW h|gh pr|0r|ty Show above normal-priority notifications in Action Center
notifications in your Action ® Normal
Ce nter. Show below high-priority notifications in Action Center

Configure the Amount of Visible Notifications

You can customize your notification preferences even further by adjusting how many notifications are visible
in your Action Center at any time for an installed app.

CIICk the Icon w ACTION CENTER
o Choose ) RecycleBin

08 (8 (]
Tabletmode  Quiethours  Battery saver

=) 5o %

VPN Bluetooth
0 # i

CustomGuide  Location
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Click System.

Choose Notifications &
actions.

Click an app from under Get
notifications from these
senders.

Settings

=

System
Display, notifications, apps,

L

Accounts
Your accounts, email, sync,
work, family

Windows Settings

Bluetooth, printers, mouse

Time & language
Speech, region, date

Network & Internet
Wi-Fi, airpla node, VPN

-
1 l-»
\
'~
Ease of Access
Narrator, magnifier, high
contrast

&

Personalization
Background, lock screen,

Privacy
Location, ¢

System

3 Display

Apps & features

i

Default apps

Notifications & actions

ad

G

Power & sleep

= Battery

== Storage

19 Offline maps

Get notifications from these

senders

Select a sender to see more settings. Some senders might also
have their own notification settings. If so, open the sender to

change them.

AutoPlay
On: Banners, Sounds

0 Battery saver
On: Banners, Sounds
Microsoft Office Click-to-Run
On: Banners, Sounds

Microsoft Office Click-to-Run
On: Banners, Sounds

Microsoft Office Click-to-Run Client
On: Banners, Sounds

@ on

@ on

@ on

@ on
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Select a number from the Settings
Number of notifications visible

in action center list. @ Outlook 2016

Note: The default number of Notifications
o . @D on
notifications is 3.

Show notification banners

@D on

Keep notifications private on the lock screen

@D off

Show notifications in Action Center

10 enter
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Cortana

Cortana is Microsoft's powerful digital personal assistant who uses Bing's servers to answer your questions.
You can use Cortana to search both your computer or the internet and to quickly ask questions or issue
commands. Cortana integrates across multiple devices (Android and Windows phones). Also, keep in mind
that you cannot turn off Cortana and use plain search.
Some other things Cortana can do for you include the following:

e Automatically add information to your calendar based on emails you receive

e Create and maintain lists

e Find folders on your computer

e Open apps on your computer

e Prompt you to reschedule an appointment if it overlaps with another

e Research facts, places, and other information

e Send emails and text messages

Track packages, sports teams, or airline flight times

Set Up Cortana

When you first log in to Windows 10, you're prompted to confirm your intent to use Cortana. Choose one of
the following options: Disable Cortana in Edge, Not now, or Use Cortana. Cortana will need access to some
of your personal data to be most effective. The Search field on the Taskbar is where you get started setting
up and using Cortana.

o Click in the field.
,J Click

Il L&

b < Documents Web

1' Cortana can do much more.. A

me anything

O 1 [z |
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Click to confirm you
allow Cortana to:

e Collect and use information,
including location, contacts,
calendars, Edge browsing
history, and device search
history.

Sign in to your Microsoft
account (if applicable).

Follow the on-screen
instructions to complete the
Sign in Maybe Later
set-up process.

Ask me anything

O n

Keep it simple with your Microsoft account

With a single account, you have easy and trusted access to everything Microsoft. Learn
more

kayla@customguide.com
BB BBRS

Forgot my password

No account? Create one!

Microsoft privacy statement

© 2018 CustomGuide 35



Lock Screen Availability

You don't have to be logged in to your computer to use Cortana. You must enable the use of Cortana from
your lock screen before you can use her features without logging in.

Click in the field. E

C"Ck the button' Recycle Bin

Cortana settings appear.

From the Talk to Cortana
section, toggle on

St Louis Park, Minnesota 53426

:CI)” °F  Mostly sunny
N Precipitation 50%

You have an upcoming reminder
for 11:30 AM
Lunch Meeting

Top News

e

o
’ne anything

o} | g

& Home Talk to Cortana
y W

|_:in:| a setting S Hey Cortana
Let Cortana respond to "Hey Cortana”

Cortana
@D of

I 0 Talk to Cortana Cortana uses more battery when this is on.
FO  Permissions & History Keyboard shortcut

Let Cortana listen for my commands when | press the

O Corta devi
[© Cortana across my devices Windows logo key + C

@ More details @ off

Lock Screen

Use Cortana even when my device is locked

@ on

To get Cortana tips on the lock screen, choose Picture or
Slideshow as your background in Lock Screen Settings.
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Search with Cortana

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

with Microsoft's Cortana.

You can use Cortana to search for anything, either on your computer or on the internet. Just type, or speak,
what you're looking for. As a reminder, Cortana works best when you're signed in to your Microsoft account.

0 Type a search or command in
the field.

Search results appear.

Shortcut: Press #48 + C to access
Cortana speech search.

Shortcut: Press 4% + S to access
Cortana text search.

o Click the item you want to
open.

Send Texts Using Cortana

Recycle Bin

B2 0O @

Best match

| Notepad
% Desktop app

E Sticky Notes

Trusted Windows Store app
Apps
|&] Ssticky Notes 8
Store
= -My Notes-
Web

O notes

You can use Cortana to send someone a text message if you're away from your mobile phone. Cortana uses
SMS (Short Message Service) to send texts from your computer to a contact.

“ Click in the field.
o Type or speak

p Click

Regycle Bin

= L @

Best match

El send text
Send a message

send text

send text from computer

send text messages online free
send text from windows 10
send text from computer uk
send text from pc

id texts online

send text
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Search contacts by clicking the
icon.

Type your message, and then
click

Recycle Bin

To+’

Thank you for attending
the meeting.

‘ Cancel
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Speak to Cortana

If your computer has a microphone, you can get Cortana's help by talking instead of typing. Just click the
microphone button and tell Cortana what you want to do.

0 Click the button.

Tip: You can also say, "Hey
Cortana," and what you want
her to do (if you've enabled
this feature).

e Say yOUF com mand. St Louis Park, Minnesota 55426
O- °F Mostly sunny
For eXampIe, yoU COUId te” ’Q‘ 86 Precipitation 50%
Cortana, "Remind me
tomorrow morning to update Vou have an‘unco A
pcoming reminder
the sales numbers." O for 11:30 AM

Lunch Meeting

Top News

L ' //\"\

Ask me anything

O [ | A

Recyclé Bin

"remind et

remind me tomorrow merning to
update the sales numbers
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Speak any additions, changes,
or corrections.

Cortana adds the appointment to your
calendar.

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

Recycle Bin

Update the sales numbers

8:00 AM

Tomorrow
Only once

Add a photo
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This table includes examples of Cortana commands.

Search the computer for files that contain the file

Find my marketing budget. g )

Display the current season statistics for the

[ e
How are the Vikings doing® Minnesota Vikings.

Open Excel Open Microsoft Excel

Remind me to call Lucy. Set a reminder to call Lucy.

Schedule breakfast tomorrow at 9 a.m. Create an appointment for tomorrow at 9 a.m.
Set an alarm for 4:30 p.m. today. Set an alarm for 4:30 p.m. today.

What is 365 times 407? Calculate 14,600.

What is the weather like? Display a weather forecast for your location.
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Customize Cortana

Through the Cortana Notebook, you can tell Cortana about your interests, favorites, and topics you want to
know about. Cortana's Notebook is where you can find information learned about you and where you can
control what appears when Cortana opens.

Click in the field. E
Click the button. Pt

Click the tab.

Scroll through the topic
categories and click one to
open it.

D008

St Louis Park, Minnesota 53426

:CI)” °F  Mostly sunny
ok Precipitation 50%

L You have an upcoming reminder
Vs for 11:30 AM

Lunch Meeting

Top News,

!
’ne anything

O M [ |

Recycle Bin
Notebook

Cortana tips

Eat & drink

Events

Films & TV

Finance

Getting around
Meetings & reminders

News

Ask me anything

@]
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Toggle settings on or off. E

Topics toggled off won't LRl
appear when you open &
Cortana. N News

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

News cards

@ or

Ask me anything

o

© 2018 CustomGuide
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This table includes the Cortana categories you can configure.

About me Change your name and favorite locations (e.g., home, work, etc.).
Academic Track academic topics and scholarly fields of interest.

Connected services Manage your connected accounts, such as LinkedIn and Office 365.
Cortana tips Toggle on or off Cortana tip cards.

Eat & drink Customize restaurant recommendations.

Events Configure suggestions for local events of interest to you.

Finance Pick stocks you want to track.

Commute & traffic Customize traffic updates.

Calendar & reminders = Customize appointment and reminder settings.

Movies & TV View show times for movies and TV shows.

News Specify news headlines on topics of interest to you.

Packages Track package shipments.

Permissions Configure how much Cortana information about you is seen and used.
Shopping Get help shopping with a shopping assistant.

Special days Celebrate special days, such as holidays, with game and activities.
Sports Add sports teams to follow.

Flights Obtain flight statuses and trip plans.

Weather Customize a weather forecast for your location.
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Limit Information Collected by Cortana

In order for Cortana to be most effective, personal data about you needs to be collected, including
information about your contacts, location, internet search history, speech, typing pattern, and more. You
can ease any concerns about data privacy by limiting the information collected by Cortana.

0 Click the button.
e Click the button.

Settings categories appear.

e Choose ) | )

Bash on Ubuntu on Windows Sunny ‘

7 o 8 & 0%
71" v 3Mph

Caleulator Minneapolis
Calendar

Camera O

CalEPT Cortana

Utilities

B m @

Calculator OneMote Microsoft Edge

Contact Support

Cortana

Excel 2016

T o)

Settings - x
Windows Settings
Find a setting £
. o—
@ Network & Internet @ Personalization i< Aeps
Wi-Fi, airplane mode, VPN Background, lock screen, colors a Uninstall, defaults, optional
features
Accounts (T Time & Language Gaming
vour scconni - AF i 2 y
four accounts, emai, sync, Speech, region, date \
work, family
('17. Ease of Access O Cortana EI Privacy
~=" Marrator, magnifier, high Cortana language, permissians Location, camera
contrast notifications
Ty Update & Security
R Windows Update recovery
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o Click the Permissions & Settings - x
history category.

& Home Permissions & History
Click Manage the information - - . .
i | Find & sefting ld Permissions
Cortana can access from this
device. Cortana Manage what you permit Cortana to do, see, and use.
0 Talk to Cortana Manage the information Cortana can access from this device

O Toggle off a data option;
Cortana will stop collecting the | mo pemissions & History

SafeSearch
information and using the [ Cortana across my devices 7 7 7

O Strict - Filter out adlult text, images, and videos from my
data . web results

. . O More details @ Moderate - Filter adult images and videos but not text
Optlons |nC|Ude: from my web results
O Off - Don't filter adult content from my web results

e |ocation and location

) Cloud Search
history R ~eare

Windows Cloud Search
e Contacts, email, calendar, @ o

and communication history

e Browser history

Manage the information Cortana can access from this
device

Permissions
Manage what Cortana can see and use.

Location

@D orf

When you let Cortana collect and use your location and location
history, Cortana can remind you at places you choose, help you
find directions, and keep you posted on what's up nearby.

Contacts, email, calendar & communication history

@ on

Cortana can help keep you on time and prepared for meetings,
suggest reminders to help you follow up on your commitments,
help track your packages and flights, and more when you let

Cortana collect and use information like your contacts, calendar
details, and content and communication history from messages
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Clear Cortana's Memory

You can delete Cortana's memory and limit the understanding of your voice and typing patterns. Performing
these steps will also delete any information Cortana saved about you. These measures will further ease your

concerns about data collection.

a Click the Start button.
e Click the Settings button.
Settings categories appear.

e Click Privacy.

Privacy settings and options for
app access appear.

=

Recycle Bin

[
& Feedback Hub
L2l Connect
Mast used
¥ GetStarted
Sway
Maps
People
Calculator

Alarms & Clock

Life at a glance

Tuesday

2

e a

Microsoft Edge Photos

Weather

Play and explaré

Phone Compa...

O

NE|

OneNote

Settings

=

System
Display, notifications, apps,

power

L

Accounts
Your accounts, email, sync
work, family

Windows Settings

Devices
Bluetaoth, printers, mouse

A
Time & language
Speech, region, date

contrast

&

Network & Internet
WiFi, flight mode, VPN

&

Personalisation
Background, lock screen,
colours

-~
il
\
'~
Ease of Access Privacy
MNarrator, magnifier, high Location,
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o Choose B - ~

T Home Speech, inking, & typing
Click - - - _
| Find 2 setting | Getting to know you
Privacy Use your voice to do things like talk to Cortana or Store
CI|Ck applications, and use your typing history and handwriting
’ o G | pe T o . 1akes better
enera su If you turn this off, you can no longer ce input to make
. cl¢ speak to Cortana, and everything will be
Cortana can no |Onger hear your voice, A Location deleted from the dictionary Windows
B B w uses to improve the suggestions offered Srtana, and your
read your typlng hlStOfy, or & Camera ty forinking and typing. 1. Speech services
understand your handwriting patterns th tch Recognition,
0 Microphone wi Tumoff 5 recognition
(for stylus users). U .
[ Notifications Turn off speech services and typing suggestions

Information Windows has stored to

. I Speech, inking & typing View user dictionary
use for suggestions was cleared.

A= Account info . .
Know your privacy options

tting impacts your privacy.

#£  Contacts Learn how i

Hide Cortana

You can't remove Cortana, but you can hide Cortana.

0 Right-click the field. E

Choose , and then e
select
The Search field disappears. Y
. o= Hidden ‘
Tip: If you have a microphone, gk & S

Show Windows Ink Workspace button

speaking "Hey Cortana" will cause the
Search field to reappear.

Show touch keyboard button

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop
Task Manager

Lock the taskbar

$x Settings
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Restore Cortana

Cortana can be easily restored if
previously hidden.

a Right-click an empty space on
the taskbar.

9 Choose , and then
make a selection:

e Show Cortana icon: Only
the Cortana icon appears on
the taskbar.

e Show search box: The
Cortana icon and search
field appear on the taskbar.

Toolbars

Cortana
~* Show Task View button
Show Windows Ink Workspace button

Show touch keyboard button

Show the desktop

Task Manager

" Lock the taskbar

£ Settings
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Microsoft Edge

Windows 10 includes a new web browser, called Edge. Compared to Internet Explorer, Edge is faster, more
secure, and more compliant with common web standards. Edge replaces Internet Explorer as the first app

that's automatically pinned to the taskbar.

Open Edge and Search in Edge

Follow these steps to open and perform a search in Edge.

o Click the Edge icon. & sur |t

Edge opens its own start < > 0|

window, which includes news
headlines and weather for
your location.

e In the address bar, type a
keyword, phrase, or website
and press Enter to perform a
search.

My news feed

TODAY'S MICROSOFT EDGE TIP

Shortcut: Press Ctrl + T to

Where to next?

O search or enter web address

open a new tab. Read without

Shortcut: Press Ctrl + Tab to ¢ distractions

switch between open tabs. Selﬂin the address bar for a
quie ing view.

O [ J: |
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Ask Cortana About a Web Image

For any image on a webpage, you can ask Cortana for more information about that image without leaving
the page. Cortana will provide the image name, dimensions, related images, web searches with that image,
places to buy the product (if applicable), and more.

Click the Edge icon.

In the address bar, type a
website URL, and then press
Enter.

Right-click an image on the
webpage, and then choose
Ask Cortana.

Cortana opens and presents
information about the image.

Click the pin button to pin the
information to your Edge
window.

You can search the web with
the image information still
visible.

Note: If you ask Cortana about
another image, the new image will
replace the current image, and the
pane will remain pinned.

£ > 0

WIKIPEDIA
The Free Encyclopedia

Main page
Contents

Featured content
Current events
Random article
Donate to Wikipedia
Wikipedia store

Interaction
Help
About Wikipedia
Community porial
Recent changes
Coniact page

W Mountain - Wikipedia, t X 4 — X
‘ ‘E' pukbediated jf( ‘ Open in new tab
& Not logged in Talk Contributioc Open in new window
= Save target as
Article  Talk Read View source View history |=€ar
Copy link
Mountain Add to reading list

ia.org/wiki/FE=E

From Wikipedia, the free encyclopedia Ask Cortana

For other uses, see Mountain (disambiguatior). Save picture as

A mountain is a large landform that siretches above
the surrounding land in a limited area, usually in the
form of a peak. A mountain is generally steeper thy

hill. Mountains are formed through tectonic forces:
volcanism. These forces can locally raise the surfack,
the earth. Mountains erode slowly through the action ot
rivers, weather conditions, and glaciers. A few
mountains are isolated summits, but most occur in huge
mountain ranges

Share picture

Select all

Copy

Mount Everest, the highest peak on &
Earth

High elevations on mountains produce colder climates
an at sea level. These colder climates strongly affect

KalarPatarcropJFG s different elevations have

- O

P
P

e
b nC o8

) 1 3 H

“agh

WIKIPEDIA

The Free Encyclopedia

Main page
Contents
Featured content
Current events
Random article
Donate to Wikipedia
Wikipedia store
Interaction
Help
About Wikipedia
Community portal
Recent changes
Contact page

W Mountain - Wikipedia, t X 4 — x
‘ 8 wikipedia.org, jf{ ‘ =5 :/_ g
42
Article  Talk Read V :
Check out what | found about that
Mountain image.
From Wikipedia, the free encyclopedia
For other uses, see Mountain (disamb I T
Best guess, this is
A mountain is a large landform that stretc| Mount Everest
the surrounding land in a limited area, usu: .
: Mountain
form of a peak. A meuntain is generally ste
hill. Mountains are formed through tectonic 220x111-8kB - jpeg
volcanism. These forces can locally raise t See full-size image
the earth. Mountains erode slowly through
rivers, weather conditions, and glaciers. A ¢ o image sizes v
mountains are isolated summits, but most
mountain ranges
g Elsewhere on the web
High elevations on mountains produce col
than at sea level. These colder climates st Powered by b B'ng
the ecosystems of mountains: different ele L
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Add a Favorite Webpage

It's easy to add a website to your Favorites. Here's how you do it.

c Visit a Website using EdgE. Science | Yahoo Mews - Late [ Technology and Electroi X = - - X
. . L S : usatoday.com M s ‘ Z,
Click the Favorites button. : )
= -
Shortcut: Press Ctrl + D to USATODAY i e
bookmark a page.
NEWS SPORTS LIFE MONEY | TECH TRaviL  opiNiORENENTS oLy,

Type a website name in the

©
e Name field.
0O
(5

Select a location from the
Save in list, to save the
favorite to.

Reviews

Columnists

CI|Ck Add Gaming

[ord Eiectronics Reviews - UsaioDA Y|

. Savein

Favorites ~

Create new folder

The ne

s with r

Cancel DO in lat

Apples iPhone buzz fades as ol

Volvo, Uber partner on self-drivi

View Favorite Webpages

Here's how you view your favorite websites in Edge.

o |n Edge' CI|Ck the Hub button Science | Yahoo Mews - Late 5 Technology and Electror X | +
& —) O ‘ usatoday.com,

e Click the Favorites tab.
Your favorites appear on the USATODAY

first tab of the menu, so you
can quickly open a website.

e Click the favorite website you
want to open.

NEWS SPORTS LIFE MONEY TECH

Reviews

Columnists

Gaming

TRAVEL

= x
= ¥
1f; = o L PN -4
FAVORITES Settings

=

DY

W

Favorites Bar

Science Mews Headlines - Yahoo News
IMDb

The Guardian

Wikipedia
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Change Your Startup Page

The startup page appears when you first open Edge. By default, the new tab page appears as the startup
page. The new tab page contains suggested content from common websites and other places on the web.
You can change the startup page to a specific page or tabs of special interest to you.

Click the Edge icon.
Click the More button.
Choose Settings.

The Settings pane appears.

Select A specific page or
pages from the Open
Microsoft Edge with list.

Other options include:

e Start page: The default new
tab page appears.

o New tab page: An Edge
tabbed page appears.

e Previous pages: The pages
you had open the last time
Edge was used appear as
tabs.

Start X 4 = X
< > O | =7 o -
Zoom — 100% —Hi
“ 4
Where to n ato den
Find on page
L Search or enter web address =
Print
his page to Star

My news feed

F12 Developer Tools

Open with Internet Explorer

TODAY'S MICROSOFT EDGE TIP
Send feedback

Read without
¢ distractions

Sele: in the address bar for a
quie ing view.

Extensions

What's new and tips

» Settings

i e o stars. s e Y

9:00 AM

2/2016 E'

o T3 )

[ start X |+ - X
SETTINGS -+

Where to n

Choose a theme

| Light ~

]

A2 Search or enter web address

C

Open Microsoft Edge with

Start page

My news feed

New tab page

Previous pages
» A specific page or pages

TODAY'S MICROSOFT EDGE TIP

Read without
¢ distractions

Favourites

View favourites settings

Clear browsing data
Select L in the address bar for a

quiet reading view.

Choose what to clear

onacmape o o e, s e 1w

9:00 AM

=R g ]

=0 M | A
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Type a website URL.
Click the Save button.

Click + Add new page to add
additional websites.

Each page will open as a tab in Edge.

SETTINGS =
Where to n

Choose a theme

| Light - |

O search or enter web address

Open Microsoft Edge with

| A specific page or pages ~ |

My news feed  powered by msn

| www.google.com/images x |
QOpen new tabs with
TODAY'S MICROSOFT EDGE TIP [ Top sites ~
Read without .
Favourites

¢ distractions

Select L in the address bar for a
quiet reading view.

View favourites settings

Clear browsing data

|
&
i

SETTINGS 4=
Where to n

Choose a theme

—I_Lig ht e |

O Search or enter web address

Open Microsoft Edge with

| A specific page or pages ~ |

My news feed

B http://www.google.com/images x

/7 + Add new page

TODAY'S MICROSOFT EDGE TIP

Open new tabs with

| Top sites

Read without
¢ distractions

Favourites
Select ll in the address bar for a

quiet reading view. View favourites settings

O |m g
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Pin a Webpage to the Start Menu

In addition to adding a webpage to your Favorites in Edge, you can pin a favorite webpage to your Start

menu as a Live Tile.

c Click the icon. & oo
e In the address bar, type a < 0
website URL, and then press
e Click the button.
o Click
Q Click
The webpage appears as a Live Tile in
your Start menu.
sina Business

b

‘ https://www.google.com/

Go

Google Search

= X
x| =% o
New window
New InPrivate window
Zoom — 100% —+

Cast media to device
Find on page

Print

Pin this page to Start
F12 Developer Toaols

1 Open with Internet Explorer

Send feedback

sing

O

Business

x |+ - X
‘ https://www.google.com/ jf{ ‘ = :/_ @
Gmail Images
This app is trying to pin a tile to Start x
Do you want to pin this tile to Start?
Yes No
Google Search I'm Feeling Lucky
Privacy Terms Settinas Use

About
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Use Reading Mode

Edge also introduces a distraction-free reading mode that takes an article and displays only the relevant
text. In Reading Mode, there are no headers, sidebars, ads, or other content to distract you from the article.
The article text also appears in a large, easy-to-read font. Please keep in mind that Reading Mode may not
be available on all webpages.

c Cllck the icon. Here's how to find D.C.0 X+ — x
e O x| = % O
e In the address bar, type a
. b )
website URL, and then press Here’s how to fizdd D.C.’s aciiadital
museum of paleontology
e Click the button oo e
to turn on Reading Mode.
Stalking the streets of D.C. in an Indiana Jones fedora and khaki
o Click the button pants, Christopher Barr, 59, looks more like a misplaced archaeolo-
again to turn off Reading gist than a lawyer. He logs about 12 miles a day, walking from his
Mode home in Mount Pleasant to his law office downtown — and taking

plenty of detours along the way. He’s not just wandering; Barr’s on
a mission to document what he calls “D.C.’s accidental museum of
paleontology.” “There are fossils all over the place, and most people
don’t know about them,” Barr says. “But once you know what to

look for, they're everywhere.” You won’t find them by digging —

most d C.’s fossil-bearing stones eroded away millions of years
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Add a Webpage to the Reading List

Edge also includes a Reading List that you can use to save an article for later. Currently, you need to be
online to view the Reading List, but Microsoft promises to make offline reading available as a feature in the

future.

Click the Edge icon.

In the address bar, type a
website URL, and then press
Enter.

Now, you can come back to the article
later.

Click the Favorites button.
Click Reading list button.
Click Add.

View the Reading List

Here's how to find D.C X -+

- %
< >0 ‘ By E2%80%095 how-to-find-d.c.%E2%80%99s himlZnhp=1 hre AN I
E — _
YAIN—cl\(H)sO‘r Search Fav’ghes Reat;Tg list signir
News Home us World Politics Tech Sci
Here’s how to find D.C.’s ac”
paleontology

Washingion Post * August 18, 2016

Name

| .C.'s accidental museum of paleontdiies |

Cancel

Follow these steps to view the Reading List.

Click the Hub button.

Click the Reading list button.

Everything you've added to
the Reading List shows up
here. Just click a saved article
to load it.

Click the article you want to
read.

Here's how to find D.C X+ — »
& >0 ‘ ) E2%680%995 how-to-find-d.c.%E2%80%99s htmlZnhp=1 * | = ¥ O
YAHOO! - © =0 =
NEWS _—
READING LIST
News Home us World Politics Tech Scien, .
Here’s how to find D.C.’s acc
paleontology

Washington Post « August 18, 2016
Here's how to find D.C.'s accidental
museum of paleontology

yahoo.com

Today

Windows 10 updates.
theguardian.com

Here's how to find D.C.'s accidental
- museum of paleontology
yahoo.com
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Remove a Favorite or Article

It's as easy to remove favorites and Reading List articles as it was to add them.

0 Click the Hub button.
e Click one of the following:
e Star tab: Delete a favorite.

o Reading list tab: Delete a
Reading List article.

e Right-click the favorite or

article, and then select Delete.

Create a Web Note

#4 windows 10 updatesar X+

= X
é — O ‘ |E| theguardian.com/technology/2016/may/04/windows-10 j}{ | = Z @

* = |9

READING LIST

e

home ) tech UK world sport football op

Microsoft The Observer Windows 10: tips and tricks for

WindOWS 10: tlpS and tl‘iCl Microsoft's most powerful operating s

theguardian.com

most powerful operating ¢

Windows 10: tips and tricks for
\ + ) : . . Microsoft's most powerful operating sys
S ? Give me 21fe 5 ~tarhast
Hello Cortana? Give me 21 features and toql&. tomas . heguardian.com

Open in new tab

¥ e Delete ccidental
L Nl ——
yahoo.com

000 AM
BEY o B

Edge has another feature that separates it from Internet Explorer—the ability to mark up a page as a web

note and share it.

0 Click the Add Notes button.

£ Windows 10 updatesar X 4

&~ O ‘ 5 theguardian.com I ;“( | =] :/. Q

O, search more ~ Intemidlional -

theguardian

home ) tech UK world sport football opinion culture business lifestyle = all
Microsoft The Observer

Windows 10: tips and tricks for Microsoft's
most powerful operating system yet

Hello Cortana? Give me 21 features and tools to master Windows 10
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e Use the drawing tools in the @ Windows 10 updatesar X
toolbar to mark up the page.

e When you're done writing on
the page, click the button
so your notes can be saved for
viewing later.

OneNote Favorites Reading list

Msoscll

Windows 10: tips and tricks for Microsoft's
most powerful operating system yet

o Specify where you want to P ——

save your notes. Windows 10: tips and tricks |

e OneNote most powerful operating sys - f—

e Favorites

Seems great so far!

e Reading List

e Click

. 900AM
D yonye B

This table includes web note drawing tools available to you and what they do.

Drag content not in your current view.

Pan

ﬂ Draw on the page.

Pen

H Highlight text on the page.

Highlighter

E Erase any mark-ups.
Eraser

H Add a typed note on the page.

Add Typed Note

Copy a portion of the page.
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Share a Web Note

Here's how you share a web note.

a Click the Share button from [ Windows 10 updatesar
the web note.

Shortcut: Press 48 + H to share
a screenshot.

Microsoft The Observer

Windows 10: tips and tricks for Microsoft's
most powerful operating system yet

Seems great so far!

|

_ 900AM
=W s

S
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o Choose an app. Windows 10 updtes ar X

e Click Send.

Share
Web Notes - Start

Evan  Alisha Spencer

Microsoft The Observer
Windows 10: tips and tricks s
most powerful operating ' E H

Copy link Cortana Feedback Mail
Reminders Hub

a8

OneNote Skype

B Get apps in Store

9:00 AM

® ) e N

& windowsJemaIes

Quick Notes

Kayla @ CustomGuide

Web Notes - Start

Microsoft The Ot
Windows 10: tips and tricks for Microsoft's
| most powerful operating system yet

Seems great so far!

© 2018 CustomGuide 61



Add Browser Extensions

A browser extension extends your web browser by adding and integrating features into your web browsing
experience.

Edge supports the following browser extensions:
e Microsoft Translator: Translates text and speech into 50 different languages.
e OneNote Clipper: Save content from the web into OneNote.
e Mouse Gestures: Use your mouse to navigate through webpages without using toolbar buttons.
e  Pin It Button: Quickly pin recipes, photos, etc. to a Pinterest board.

e Reddit Enhancement Suite: Enhance your Reddit experience with access to your Reddit dashboard
and settings console, the ability to subscribe to comment threads, and much more.

c In Edge' C||Ck the G Google Images X I — b4
button. O https://www.google.com * | = ZED
Zoom — 100% —+
e Select
Cast media to device
Find on page
Print

Pin this page to Start
G ‘ F12 Developer Toaols

Open with Internet Explorer

Send feedback

Extensions

What's new and tips

Advertising Business About

Settings
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Click Explore more
extensions.

In the Search field, type an
extension to search for.

Click the extension.

G Google Images ®x 4+ - il ®
= O ‘ https://www.google.com Tf" ‘ = :/. @
EXTENSIONS =
Once you add an extension, it'll appear here.
B Explore more extensions
G
Advertising Business About

Store -

Home Apps Games Music Films & TV ‘ OneNote Clipper X P ‘ ﬁ

m OneNote Web Clipper
g £

k. &
f L ||“\
Extensions for Microsoft Edge,n %

Boost the power of your browser! Get these har%y!extensmns S ema}"{?’
designed for Microsoft Edge.

» E1OH

SN
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e Click the Get button.

Click Launch after the
extension downloads.

Edge opens, and a pop-up appears.

Home Apps Games  Music

g EVERYONE

Films & TV Search

OneNote Web Clipper
Microsoft Corporation * Productivity
12 Share

* k * 200

You're busy. OneNote Web Clipper lets you quickly clip all or part
of a web page to OneNote, and save it for later. Clip images,
pdfs, videos, or a visual bookmark of a page. Best of all, you can

More

Free

This is an extension for Microsoft Edge

35

EVERYONE

Home Apps Games Music Films & TV Search

o This product is installed.

OneNote Web Clipper
Microsoft Corporation * Productivity
12 Share

* Kk Kk 200

You're busy. OneNote Web Clipper lets you quickly clip all or part
of a web page to OneNote, and save it for later. Clip images,
pdfs, videos, or a visual bookmark of a page. Best of all, you can

More

Free

This is an extension for Microsoft Edge
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0 Click from the pop-
up to use the extension.

The extension is added to the browser
window. It can be adjusted by clicking
More and then selecting Extensions in
Edge.

Advertising

G Google Images

‘ https://www.google.com

* |

[ You have a new extension
To start using OneNote Web Clipper, turn it on.
This extension is allowed to:

. Read and change content on websites that you
visit

Read and change your cookies

See the websites that you visit

. Read and change anything that you send or
receive from websites

Store personal browsing data on your device

Turn it on Keep it off
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Use Multiple Desktops

Another new feature in Windows 10 is Task View, which lets you have several desktops open at once. A
desktop is a set of apps that are saved on the same screen. If you have a lot of apps that you're switching
between, you can group them into a few different desktops, and then switch between desktops instead of
constantly minimizing one window to get to another.

View Windows and Desktops

Follow these steps to view and open windows and desktops.

o Click the icon.
+ MNew desktop
All the windows you have open

are reduced to thumbnails,
letting you switch between

apps quickly.

Shortcut: Press #8 + D to open
Task View.

9 Click the window or desktop
you want to view.

Add a Desktop

Here's how you add a desktop.

0 Click the icon.

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

e Open the apps and windows
you want to appear on the new
desktop.
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Move Windows Between Desktops

You can also move windows between the different desktops.

©

3
@

Tip: Touchscreen users can use four
fingers and swipe left and right to
change desktops.

Click the icon. Deskiop 1 New Desklop
Click and drag a window +
thumbnail to another

desktop's thumbnail.

Click the icon again.

Click a thumbnail to view a
specific desktop.

S T )

o T )
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Remove a Desktop

Once you're done with a desktop, it's easy to remove.

n Click the icon.

Hover your mouse over the
desktop, and then click the
button.

That desktop closes. If you had any st Moot DRI
apps still running on that desktop, ool - =

they'll move over to the next available
desktop.
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Tablet Mode

If you're using Windows 10 on a hybrid computer consisting of a touchscreen with a detachable keyboard,
you can use Tablet Mode to make it easier to use. Tablet Mode is a Windows 10 feature that automatically
activates when you detach a keyboard from its base. Your experience in Tablet Mode will differ from
desktop mode. For example, the Start menu is replaced with the Start screen, and your Live Tiles fill the
whole screen. Please keep in mind that Tablet Mode can't be used while your device is connected to
multiple displays.

Enable Tablet Mode

Once enabled, Tablet Mode makes working on a mobile device easier because you can use touch and
gestures to accomplish tasks.

o Swipe in from the right side of P —
the screen, or click the scyele oS owoss
icon. Brian Pickle
Shortcut: Press 48 + A, or L
* 4 System
detach your keyboa rd (If Display, notifications, apps, power
pOSSibIE). 5 Devices B Security and Maintenance
t Bluetooth, printers, mouse
e Click the button.
Network & Internet
Wi-Fi, airplane mode, VPN
Note: You can also detach a hybrid peronalization
keyboard to automatically engage Background, lockSefeen, clors &
Tablet mode. Accounts

Tablet mode Quiet hours Battery saver  All settings
Your accounts, email, sync, work,
=] e 3

Once Tablet Mode is engaged, apps run @y Time & language VP Buetooth
full-screen. The taskbar changes, and ) @ A
most parts of the interface are CustomGuide | Location
optimized for touch instead of mouse
and keyboard. Power, File Explorer,
and Settings are docked on the left side

of your Start menu.
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Use the Start Menu

While in Tablet Mode, a few things are done differently. For example, the Start menu is replaced with the
Start screen and your Live Tiles fill the whole screen.

a Tap the button. Most used

The live tiles from the start L surace @ Maps
menu now fill the whole P Fie explorer 9 GetStarted
screen. The Power, Settings,
and Account buttons still
appear to the bottom left.

3D Builder

o Tap the button to view £ Alarms & Clock

an expanded Start menu. P2 asphatt &: Airbome

All your installed apps appear.

a Calculator E Calendar
. =
Camera & Candy Crush Soda Saga

@ Connect g Contact Support

o Cortana

e Tap the app you want to open.

Q)

Switch Between Apps
Follow these steps to switch between open apps while in Tablet Mode.
o Swipe your finger in from the

left or tap the icon.

Thumbnails for all running apps
appear.

o Tap the app you want to open.
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Close an App

There are several ways you can close an open app. You can do any of the following:

If the app has a button,

click it.
OR

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

Tap the icon.

Tap the app's button.

=

System
Display, notifications, apps,
powe:
Accounts

Your accounts, email, sync,

g Maps

Windows Settings

et s AN
=1

o N
Devices Network & Internet

Bluetooth, ginters, mouse Wi-Fi, airplane mode, VPN
-
n?—-ﬂ o
7 7

Ease of Access
Narrator, magnifier, high
contrast

Time & language

Speech, fegion, date

[ =

Personalization

Background, lock screen

colars

-

Privacy

Location, camera

99)
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Hide the Taskbar

While in Tablet Mode, you can automatically hide the taskbar even if it wasn't hidden in desktop mode.

c Tap the
9 Tap the
e Tap

button.

button.

Most used

a Surface
- File Explorer

¢ 3D Builder

@ Alarms & Clock

F Asphalt 8: Airborne

i Calculator

g Camera

ET_I Connect

O Cortana

h

2 Maps
\

' Get Started

|

Iﬁ Candy Crush Soda Saga

Contact Support

Calendar
[t
-4
-

=

System
Display, notifications, apps,

power

2

Accounts
Your accounts, email, sync,
worle, family

Windows Settings

Devices

Bluetooth, printers, mouse

AT
Time & language
Speech, region, date

&

Network & Internet
WiFi, flight mode, VPN

=

T

I
\
Ease of Access

Narrator, magnifier, high
contrast

r

Personalisation
Background, lock screen,
colours

-

Privacy
Location, camera
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Tap the Tablet mode button.

Toggle Automatically hide the
taskbar in tablet mode on.

&

Home

| Find a setting

Tablet mode

When I sign in

System

@]

Power & sleep
Battery

Storage

Offline maps

Tablet mode 0
Multi-tasking
Projecting to this PC
Apps for websites

About

| Use the appropriate mode for my hardware ~~ |

When this device automatically switches tablet mode on or off

| Always ask me before switching ~ |

Hide app icons on the taskbar in tablet mode
@ on

Automatically hide the taskbar in tablet mode

@ on
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Turn Tablet Mode Off

Here's how you disengage Tablet Mode.

c Swipe your finger in from the
right OR tap the Action Center
icon.

o Tap the Tablet Mode button.

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

o Reattach your keyboard, when
finished.

R & ACTION CENTER
AN
| Search jel | { Settings
St Mu.:lﬁg\l R Updates werednstalled
kq\%s Dayton \ m more.
ffalo Hanower \ Champlin
‘ N i
Rockford
sé: Loretta
Delano.
Maple, Hamel {
Plain I
y | |
atertown Way.;ata_“_, { ‘=I' = L8 5] &
Moo Minnetonka) .4 F(€3m)
_ \Hopkins | | Tablet mode Al settings
St Bonifaciis R aaior ) I
yer = o A D
Ede | |
Victaria _ > . 3
Waconia =Prairie ? Airplane mode |Location Quiet hours
-4 1&
P % "
{{ | ~Shakopee 3 i I 4 % R ¢

712

pung
Cologne Mot connected VPN Battery saver

= i
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The Settings App

Access the Settings App

Windows 10 reorganized a lot of system settings into a new Settings app.

c Click the Start button.

Shortcut: Press 48 + | to open
the Settings app.

e Click the Settings button.

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

e Click a setting category to view
subcategories.

Each category has some
subcategories within it, listed
in the navigation pane on the
left. Click one of the
subcategories, such as
Notifications & actions, to view
it.

Recycle Bin

Recently added

& Feedback Hub
L'E‘j Connect
Most used
| GetsStarted
5 Sway
)| Maps
Pecple
Caletlator

Alarms & Clock

Life at a glance

Tuesday

2

e W O

Microscft Edge Photos

Weather Phone Compa.. ~ OneNate

Play and explore

Windows Settings

=

System
Display, notifications, apps,

powe

2

Accounts
Your accounts, email, sync,
work, family

Devices
Bluetooth, printers, mouse

A
Time & language
Speech, region, date

©

Network & Internet
Wi-Fi, airplane mode, VPN

-
1 l-o
AN
T
Ease of Access
Narrator, magnifier, high
contrast

N\

Personalization
Background, lock screen,
colors

O

Privacy
Location, camera
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000

Choose a sub-category.

Customize settings as desired.

Click the button to go
back to the main settings

page.

B Home

id a setting

System

3 Display

Apps & features

iji

Default apps

Notifications & actions

{d

& Power & sleep

i

Battery

= Storage

M Offline maps

Quick actions

Press and hold (or select) quick actions, then drag to rearrange
them. These quick actions appear in action center.

<D @& g &

Quiet hours Network Note All settings
¢ = =g

Battery saver  Project Connect

Add or remove qu

Notifications

Get notifications from apps and other senders

@D orf
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This table includes categories found in the Settings app.

Contains your display, notification, app, and power settings.

Contains hardware and devices, including Bluetooth, connected to your computer.

Includes your network settings.

Network & Internet

Allows you to change the background, lock screen image, and colors.

Personalization

R Displays connected account information and sign-in options.

Accounts

(D Contains time, date, language, and regional settings.
=

A

Time & Language

-""l Provides accessibility features for individuals with disabilities.
f =
\ )
Ty
Ease of Access
ﬁ Allows you to determine which apps can access your hardware and data.
Privacy

Contains Windows updates and security settings.

Update & Security
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Change an App Theme Color

Change the color of app themes to a dark color instead of the light one. Please keep in mind, the color won't

carry over to every app because third-party Windows apps control their own theme settings.

c Click the Start button.

e Click the Settings button.
Settings categories appear.

e Click Personalization.

Recently added Life at a glance
Personalization settings & recdback Hub
Tuesday
appear. B connect %

Most used
9 GetStarted
5 Sway e w O
8 wMaps MicrosoftEdge  Photos

&% | People

Calculator Lo ﬂj ma
Weather Phone Compa..  OneNate

Play and explore

Windows Settings

©

X\

System Devices Network & Internet Personalization
Display, notifications, apps, Eluetooth, printers, mouse Wi-Fi, airplane mode, VPN Background, lock screen,
power colors

jo O p &

Accounts Time & language Ease of Access Privacy
Your accounts, email, sync, Speech, region, date Narrator, magnifier, high Location, camera
worl, family contrast

78 [Your Company Name]



O

Choose

Select
app mode.

under Choose your

Set Up Active Hours

Settings

Home

[[E=I

Background

@

Lock screen

Themes

Start

Taskbar

D Automatically pick an accent colour from my background

Make Start, taskbar and Action Centre transparent

® On
Show colour on Start, taskbar.and Action Centre
@ or
Show colour ontitle bar

@ O or

Choose your app mode

QO Light ®) Dark

Sudden restarts and Windows updates can be frustrating when you're working. Active Hours are the hours

when you're typically using your computer. During Active Hours, you won't receive Windows/app updates or
requests for a computer restart. By setting Active Hours, Windows understands the hours you're more likely
to be using your computer.

Click the
Click the

button.

button.

Recently added

& Feedback Hub
£ Connect
Most used
9§ GetStrted
; Sway
?
g Maps

&% People

F] ’ Calculator
’ Alarms & Clock

| O @

Life at a glance

Tuesday

2

e W O

Microsoft Edge  Photos

Weather Phone Compa...  OneNote

Play and explore
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Click Update & Security.
Choose Windows Update.

Click Change active hours.

Settings
Accounts
Your accounts, email, sync,
work, family

N
R_/
Update & security

Windows Update, recovery,

backup

Windows Settings

| Find a setting pel

G p -

Ease of Access Privacy
Narratar, magnifier, high Location, ¢
contrast

Time & language
Speech, region, date

B Home

Update status

| Find a setting

Your device is up to date. Last checked: yesterday, 13:36

Update & security
I % Windows Update

¥ Windows Defender

T Backup
D Recovery
Activation

ff  For developers

Az Windows Insider Programme

Check for updates

Update history

Update settings

Available updates will be downloaded and installed
automatically, except over metered connections (where charges
may apply).

Change active hours

Restart options

Advanced options

Looking for information about the latest updates?
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0 Choose a Start time and End < - x
time.

Note: Active Hours can only be
set to blocks of 12 hours per Active hours

day Active hours lets us know when you usually use this device. When a restart is necessary to finish
: installing an update, we won't automatically restart your device during active hours.
o C“Ck Save . Note: We'll check to see if you're using this device before attempting to restart.

Start time

End time

Project to Your Device

You can project your Windows phone, Android tablet, or other PC to your computer. Any device that can
project its display using Miracast can use this Windows 10 feature. Before you use the feature, you must
configure your computer to allow devices to connect and project to it.

o Click the Start button.
o Click the Settings button.

Settings categories appear.

Receiitly added Life at a glance

& reedback Hub
Tuesday

3] Connect 2
Most used

9 GetStarted

B2 sway e w o

9 Maps Microsoft Edge  Photos

ﬁ People

b
9| Calculator '_’.' [j:l ma
Weather Phone Compa...  OneNote

Play and explore
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https://support.microsoft.com/en-us/help/15053/windows-8-project-wireless-screen-miracast

Click System.

Display, notifications, app, and
power settings appear.

Choose Projecting to this PC.

Configure the settings
according to your
specifications.

Your accounts

=

System

Display, notifications, apps,

power

L

Accounts

mail, sync
work, family

Windows Settings

Devices Network & Internet
Bluetooth, printers, mouse

O & -

Time & language
Speech, region, date

©

D\

Personalization
Background, lock screen,
colors

Wi-Fi, airplane mode, VPN

Ease of Access Privacy
r Location, ca

contrast

e

Home

| Find a setting

System

Storage

Offline maps

Tablet mode

Multi-tasking

Projecting to this PC

Apps for websites

About

Projecting to this PC

This device doesn’t support receiving Miracast, so you can't
project to it wirelessly.

Project your Windows phaone or PC to this screen, and use its
keyboard, mouse and other devices, too.

Windows PCs and phones can project to this PC when you say
it's OK

Always Off

Ask to project to this PC

Every time a connection is requested
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Quick Access

Windows 10 added a new feature to the File Explorer called Quick Access, which displays your frequently
used folders and recently accessed files. Quick Access replaces the favorite folders list in older versions of
Windows.

Pin a Folder
If you're working on a project, it can be helpful to pin project-related folders to Quick Access.

o Click the icon. [4 || = | Public Decuments — "
Home Share View e

You can easily pin folders to % [+~ <+ B X =f B [ woeenr Bsuean

w. Copy path i Select none

the Quick Access pane to the e P o pectesnontait | Vtoe  tam e falder FIOPIME® [ pistory 4 nvertsetection
Ieft' Jownloads l
. 2| Documents i
o Find and select the folder you = pictues Shr
ocuments
want to add to Quick Access. :M
B Videos
o Click the tab. & OneDve
= This PC
o Click the P
bUtton . i1 Homegroup

The folder appears in the Quick Access
group, with an icon indicating that it
has been pinned.

1 item B::[=]

Remove a Pinned Folder

Follow these steps to remove a pinned folder from Quick Access.

. . . — - — -
€ Right-click a folder in the B 0 = 1 Pebliocmens x
. Home View (7]
Quick Access group. :
« sk (C:) » Users » Public » Public Documents » v O Search Public Documents 2
t Choose 2 Quick sccess
/ I Des|=--
3 Doy Expand
B Bas Open in new window
= Unpin from Quick access
|
Shai Share with >
b mud Restore previous versions
Vide Include in library >
Pin to Start
& OnelD
Send to b
3 Thisk
Copy
b Netw: New N
*4 Hom Properties
Titem 1 item selected 'EE
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Quick Assist

Microsoft has made it easier for you to help another user and get help from another user. Quick Assist is an
app that allows two users to share a computer via a remote connection so one user can troubleshoot issues

on another user's computer. Quick Assist gives new meaning to the traditional help desk scenario.

Quick Assist

field.
Click the app to open it.

Click an option.

e Get assistance: Allow
another user to help you
and take control of your
computer. Type the security
code, and then click Submit.
Remember, you are giving
the other user total control
over your computer.

e Give assistance: Sign in to
your Microsoft account (if
prompted) and provide
another user with a security
code. The security code is
valid for 10 minutes.

Type in the Search

=

Recycle Bin
bOh @
Best match

Quick Assist
Desktop app

Web

jel quick assist

R quick assist windows 10
quick assistance
quick assist now
quick assist.dla.mil
quick assist mil spec

quick assist search

Quick Assist

[ Quick Assist - X

Microsoft Quick Assist enables two people to
share a computer over a remote connection so
that one person can help solve problems on
the other person's computer.

RR Get assistance
v

Allow someane you trust to assist you
by taking control of your computer

R Give assistance

Assist another person over a remote
connection

o m T )

84 [Your Company Name]



Windows Ink

If you have a touchscreen and a compatible pen, you can use the Windows Ink feature. Windows Ink allows
you to use a stylus to write on touch devices or create sticky notes and drawings. The Windows Ink
Workspace also displays other apps that work with Windows Ink, such as OneNote.

Windows Ink
0 Click the
icon.

e Tap or click a Workspace app.

E WINDOWS INK WORKSPACE

Recycle Bin

Sticky Notes

o Sticky Notes: Create notes.

o Sketchpad: Write or draw
on a blank pad.

e Screen Sketch: Take and

annotate screenshots. Screen sketch
S

Recently used

2 ,9 ¥

fo m
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Windows Hello

Windows Hello is Microsoft's biometric security system. Using Windows Hello can help ease any concerns
you may have about typing passwords or using sign-in gestures in public. This is because you can securely
sign in to Windows using facial recognition or a fingerprint. Before you use Windows Hello, you must

configure your computer to allow it.

Use Windows Hello

Click the Start button.
Click the Settings button.
Settings categories appear.
Click Accounts.

General information about
your account appears.

L |

Recycle Bin

Recently added
& Feedback Hub
£ Connect
Most used
¥ GetStarted
2 | Sway
Maps’
People
Caleulator

Alarms & Clock

Life at a glance

Tuesday

2

e

Microsoft Edge

Weather

Play and explore

Phone Compa...

OneNote

Settings

=

System
Display, notifications, apps,

power

L

Accounts
Your accounts, email, sync,
work, family

Windows Settings

Devices
Bluetooth, printers, mouse

A
Time & language
Speech, region, date

©

Network & Internet

Wi-Fi, airplane mode, VPN

-
o
\
'~
Ease of Access
Marrater, magnifier, high
contrast

X\

Personalization
Background, lock screen,
colars

-

Privacy
Location, camera
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Choose ) B - »

00

Choose an option under £ Home Require sign-in
WIndOWS He”or and then C“Ck | Find a setting yel | If you've been away, when should Windows require you to sign
in again?
Accounts 15 minutes -~

Options include:

A= Your info

e Face < Windows Hello
E Email & app accounts

o Fingerprint I @, Sign-in options Sign in to Windows, apps and services by teaching Windows to
recognize you.
e |ris
B3 Access work or school Learn more about Windows Hello
Available options depend on A, Family & other people Pace Recotian
your computer's available Setup

= Sync your settings

devices.
Click

o Follow the on-screen
instructions to complete the
set up.

Windows Hello setup X

Once complete, you'll sign in with a

. Welcome to Windows Hello Lin
swipe or glance.

Your device just got more personal. Say goodbye to entering
complex passwords and start using Windows Hello to unlock . when should Windows require you to sign
your device, verify your identity, and buy things in the Store
using your face.

Learn more
5 Hello
I . apps and services by teaching Windows to
indows Hello
Get started Cancel 3
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