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Features
1. Slide 5 -Windows 10 added back the Start menu (windows 8 had removed it)

o Click Windows Logo bottom Right or Windows key
o When Logo clicked you see the tiles like Windows 8 and panel on the left.
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2. Slide 6 — Touring the Start Menu on the Left Side — Note the new section: Most Used; At the bottom also

contains
e File Explorer
e Settings
e Power/Shutdown/Log off
e AllAPPS

Jeri Steele Office 2016

Notepad++ 0 i a w a

Skype for
), MobaXterm Personal Edition Outlook 2016 Business 2016 Word 2016

Notepad

x§ ~pd  n3
Acrobat Reader DC >

PowerPoint
§ WinMerge Excel 2016 2016 OneNote 2016

Windows Tools

€ = o

Intemet

Explorer

Google Chrome

File Explorer > @ @ ﬁ

8% Settings Snipping Tool Control Panel

® Power Terminal Sessions

All apps

Page 1 8/23/2016



3. Slide 7 —Start Menu — Click ‘All Apps’ Bottom Left
o There is now a scrollable bar with all applications installed (Long List)

Office 2016
3D Builder
k oY% (S w g

Skype for
Outlook 2016 Business 2016 Word 2016

Access 2016

Acrobat Reader DC

Alarms & Clock X g P 5 N g:

Apple Software Update PowerPoint
Excel 2016 2016 OneNote 2016

BMC Control-M 8.0.00 Windovelfoots

Calculator e . O

Internet
Calendar Explorer

Camera

CCleaner o e ﬁ

Cisco
Snipping Tool Control Panel

Cisco IP Communicator . N
Terminal Sessions

Jeri Steele Office 2016

Notepad++ 0 “ a w

Skype for
MobaXterm Personal Edition Qutlook 2016 Business 2016 Word 2016

Notepad

x§ | pd N3
Acrobat Reader DC >

PowerPoint
WinMerge Excel 2016 2016 OneNote 2016

Windows Tools

e » O

Intemet

Explorer

Google Chrome

File Explorer > @ E ﬁ

@ Settings Snipping Tool Control Panel

Power Terminal Sessions

= Al apps

Page 2 8/23/2016



5. Slide 9,10 or 11 - Apps can be removed, added or pinned from a right click
o Example of right click From Tile

Office 2016
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Excel 2016 2016 One Resize

Windows Tools

Run as administrator

4R - e Open file location

Internet
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#  New quick note

More
58 Unpin from taskbar

Uninstall

%R Take screen clipping
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o From application on the Task Bar (Contextual to program — Show is Outlook)
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New E-mail Message
New Appointment
New Meeting

New Contact

New Task

Outlook 2016
Unpin from taskbar
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* Select ‘Pin to Start’ from right click make it a Tile
e  ‘Pin to Taskbar’ adds at the task bar (usually the bottom of the screen but you can move to the side
-2 Pin to Start OneNote 2016

More >

k 13 Pin to taskbar
Uninstall

Run as administrator
Open file location
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Registry

Tools
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* To move the Taskbar: Right click on Taskbar and choose Properties and in middle of panel change the Taskbar
location.

[ ] Auto-hide the taskbar
Use small taskbar buttons

Taskbar location on screen: Bottom ~
Taskbar buttons: |Always combine, hide labels  ~
Notification area: Customize... |

6. Slide 12 & 13 - Store still present
o Apps designed especially for Windows 10

Windows Tools

Internet

Explorer

- 4 B Q

Snipping Tool Control Panel Settings

7. Slide 14 — New Browser — Edge
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8. Action Center Bottom Right — Expanded or Collapsed
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Expand A
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Airplane mode Available Bluetooth All settings

9. Slide 16 — Touch screen or tablet features — Airplane Mode, Blue Tooth, Tablet Mode, etc.

Collapse v

o° A 3 £33

Airplane mode Available Bluetooth All settings
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Quiet hours Location
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T Name Date modit

m Desktop * v Frequent folders (15)

& Downloads * R Desktop

8 Documents » & Downloads

& Pictures " B Documents
Asco-£85 ,r & Pictures
Shared Documents # ASCR°EES
Fioe 3 Shared Documents
- FTLASCP
PROD y
PROD
CROONBZRemovaliised CR00008072_Removal Unused IT ADMIN
BIES0 A 87P30
SQL Developer - SQL Developer
AMSESS-510 PLN - Evaluate Chang AMSEBS-510 PLN - Evaluate Changes to..
£85-DailyUpdate £85-DailyUpdate
phase2 phase2
Toastmasters Toastmiasteis
~ Recent files (20)
9 Desitop N -
@ OneDrive - Fruit of the Loom ) windows 10 Handout docx e " . , ‘ ’ ‘ lac’
i ) 2016.08.03.08.53.06-jpg »00:Click on ‘Quick Access’ on left to see the ‘Frequent Folders’ & ‘Recent Files

on the right. Bottom left starts traditional File Explorer tree.
11. Slide 18 — File Explorer — Right Click on folder gives access to ‘Pin current folder to Quick access’ and Folder

options. Folder options has 3 tabs: General, View, and Search, each with many options. General tab sets folder
options, View tab changes the look, & Search tab allows you to pick which Directories to include on a search.
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Expand

Pin current folder to Quick access
Options
Pin to Start

Open in new window

Folder Options X

Genwl View Search

Open File Explorerto:  |Quick access

Browse folders
(@ Open each folder in the same window

(O Open each folderin its own window

Click items as follows

= (Osingle-click to open an item (pointto select)

B~ une
icon 1pol

erline es only e
(@ Double-click to open an item (single-click to select)

icon h my

Privacy
Sra Show recently used files in Quick access
&= [Jshow frequently used folders in Quick access
ClearFile Explorer history Clear
Restore Defaults

Apply

12. Slide 19 — Right Click on a file gives a contextual menu which can change depending on what you have installed.

Examples shown are from two different computers.

Expand

Open in new window

Pin to Quick access

Storage 93% full - Get more
Share a OneDrive link
More OneDrive sharing options

View online

open ﬁ
Open in new window F
Pin to Quick access

Protect with RMS >
Open MobaXterm terminal here

Add to Windows Media Player list

Play with Windows Media Player

ry
Choose OneDrive folders to sync Cast to Device >
Scan with Windows Defender...
Scan with Windows Defender...
& Google Drive Share with >
: WinMerge
Share with
- " Restore previous versions
Restore previous versions
Include in library Scan for Viruses... 1
Pin to Start %ne Include in library >
Scan selected files with Avira Pin to Start
Send to Send to >
Cut Cut
B p(
Copy Copy
Delete Create shortcut
it
Rename Delete
Mew Rename
Properties Properties

13. Slide 20-22 To Uninstall a program: Settings > System > APPS & Features, click on the application, and select
Uninstall. Note: If it says ‘Unavailable’ there is something wrong! Check it out. (Bad Drivers, incompatible apps)
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& settings - o x
€32 SYSTEM [[Find a setting o
Display
Apps & features
Notrficalions & actions Manage optional features
Apps & features Search, sort, and filter by drive. If you would like to
uninstall or move an app, select it from the lst.
Multitasking [Fype an app name.. o]
Tablet mode £ Sort by name v
T [ T2 show apps on ai drives v]
Power & sleep 3D Builder 480KB
Microsoft Corporation 7/20/2016
Storage Active Directory Rights Manageme... ~ 53.6 MB
Microsoft Corporation 4/21/2016
Offline maps
Adobe Acrobat Reader DC 390 MB
7
e Adobe Systems Incorporated /14/2016
[S ~arms & Clock 68.0KB
About Microsoft Corporation 7/25/2016
App connector 440K8
Microsoft Corporation 4/26/2016
G Apple Application Support (32-bit) 17 MB
(58 Apple Inc. 7/25/2016
G Apple Application Support (64-bit) 131MB
Sl Apple Inc. 7/25/2016
JF=7] 2oole Mobite Device Support 431MB
Apple Inc. 6/1/2016
Apple Software Update 492 M8
Apple Inc. 6/1/2016
Bedl Cisco Systems, Inc. 1/11/2016
Cisco WebEx Meetings Unavailable
Cisco WebEx LLC 8/10/2016
Citrix Online Launcher 296 KB
Citrix 5/2/2016

14. Slide 23 — 25 To change notifications: Settings>System > Notification & Actions. Each Application has choices.

Apps & features
Manage optional features

Search, sort, and filter by drive. If you would like to uninstall or
move an app, select it from the list.

Type an app name... L

=+ Sort by name

~|

v

| @ Show apps on all drives

3D Builder 48.0 KB
Microsoft Corporation 7/20/2016
Active Directory Rights Management Services...  53.6 MB
Microsoft Corporation 4/27/2016
Adobe Acrobat Reader DC 390 MB
Adobe Systems Incorporated 7/14/2016
Modify Uninstall

Right click on the application in Notifications & Actions to see the choices

& settings - o x
| &85 svstem [ Find a setting 2]
Display . ;
| Quick actions
I Notations & actons Choose your quick actions
Apps & features
Multitasking
Tablet mode Select which icons appear on the taskbar
Cattery saver Turn system icons on or off
FoNeqasieen Notifications
Storage Show me tips about Windows
@D off
Offline maps
Show app notifications
Default apps @ o
About Show notifications on the lock screen
@ on
Show alarms, reminders, and incoming VolIP calls on the
lock screen
@ on
Hide notifications while presenting
@ on
3 Py
Show notifications from these apps
1 Q) Cisco AnyConnect Secure Mobilt.. @D On
[ LY o Banners, Sounds.

Different applications have different settings
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Greenshot
On: Banners, Sounds

Power & sleep

Storage - igfxTray.exe
%‘ On: Banners, Sounds
Offline maps
Mail
Default apps On: Banners
abtt Outlook 2016

On: Banners, Sounds

Skype for Business 2016
On: Banners, Sounds

Software Center
On: Banners

& Settings - 5
33 sYSTEM [ Find a setting 2]
-—

.. Display
Notification: Slactions Show notifications from these apps
Apps & features A& Cisco AnyConnect Secure Mobilit.. @D on
‘ On: Banners, Sounds
Multitasking
& FileZilla @ on
Tablet mode On: Banners, Sounds
Battery saver

On
On |

On
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(= Settings

|
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| £33 SKYPE FOR BUSINESS 2016 € settings
R‘ o
52 man
l Notifications R
I @ on l Notifications
Show notification banners I Q On
0 On Show notification banners
8 afions bl - @D of
Keep notifications private on the lock screen < Settings
@ Off Keep notifications private on the lock screen
¢33 GREENSHOT @ on
Show in action center
@ on Show in action center
Notifications @ o
Play a sound when a notification arrives
@ off @ oft Play a sound when a notification arrives
Show notification banners @D off
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15. Slide 26 — How to change a default application: Settings> System >Default Apps (example changing to IE or
Firefox instead of Edge) Pick the class of program such as mail, click on the current application and menu comes

up.

f @ SYSTEM | Find a setting
Ll

Display
' Choose default apps
I Notifications & actions Email

Apps & features m Outlook 2016

Multitasking
J) Maps

Tablet mode
| Battery saver
il
o Power & sleep music  Choose an app

Storage Microsoft Edge
f Recommended for Windows 10

Offline maps
n Photo Firefox
;| Defauit apps

E Google Chrome

§ About

Look for an app in the Store

Video a
@ Internet Explorer

f Web t
Id @ Internet Explorer %

16. Slide 27 - Changing File Associations for all programs
Control Panel>Programs>Default Programs >Set Associations
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Associate a file type or protocol with a specific program

v 4 i > Control Panel > Programs > Default Programs > Set Associations

Click on an extension to view the program that currently opens it by default. To change the default program, click Change program

/ Notepad++ : a free (GNU) source code editor

Don HO don.h@free.fr

W jpe
& jpeg
= jrg
s
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17. Slide 28 —System Information:

Description

Podcast Subscription File
IVF File

Executable Jar File

JAV File

JAVA File

JBF File

JFIF File

Java Flight Recorder File
INLP File

Journal Document

Task Scheduler Task Object

MicrosoftJet OLEDB.4.0
JPE File

JPEG File

JPG File

JavaScript File

JScript Encoded Script File

am Windows10

PC name HQ707606
Rename PC
Organization HQ_FRUIT

Disconnect from organization

Edition Windows 10 Enterprise

Version 151

OS Build 10586.494

Product ID 00329-10330-39612-AA265

Processor Intel(R) Core(TM) i7-6600U CPU @ 2.60GHz 2.81
GHz

Installed RAM 8.00 GB (7.89 GB usable)

System type 64-bit operating system, x64-based processor

Pen and touch  No pen or touch input is available for this display

Change product key or upgrade your edition of Windows
Read the Privacy Statement for Windows and Microsoft services
Read the Microsoft Services Agreement that applies to our services

Read the Microsoft Software License Terms

Currgg( Default

iTunes

Unknown application

Java(TM) Platform SE binary

Unknown application

Unknown application

Unknown application

Photos

jmcexe

Java(TM) Web Start Launcher

Windows Journal

Unknown application

Unknown application

Photos

Photos

Photos

Microsoft ® Windows Based Script Host
Microsoft ® Windows Based Script Host

Change program...

~

Settings > System > About gives details on your computer.

18. Slide 29 — Bottom Left, Task View shows all the windows. (icon looks like a tray)
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W3 Implementation Phase 2.docx - Word % Oracie SQL Developer : CAUsers\jsteeO\AppData\Roaming\SQL De.

JeriSteele@fotlinc.com - Outiook X3 All Request sets - Stages.sisx. [Read-Only] - Excel /B Oracke Applications R12 - Interet Explorer

19. Slide 30 —If you don’t see task bar (tray icon) then Right Click on Task Bar to get other task bar customizations
and click ‘Show Task View button’ (should show a check mark).

indows side b

the desktop

Task Manager

Lock all taskbars

Properties

20. Slide 31-33 — Right Click on Task Bar and click on Properties shows three tabs: Taskbar, Navigation, and
Toolbars. The third tab ‘Toolbars’ is where you add other toolbars.

B Taskbar and Start Menu Properties be
Taskbar navigation | Toolbars

Dl

[ auto-hide the taskbar

[ use small taskbar buttans

Taskbar location o screen: | Battom v
Taskbar buttons: Always combine, hide labels

Notification area: Customize...

Use Peek to preview the desktop when you move your mouse to the
Shaw desktop button at the end of the taskbar

B 1askbar and Start Menu Properties

Multiple displays

[ show taskbar on 2l displays Taskbar Navigation Toolbars
Show taskbar butions om:
T, = Select which toolbars to add to the taskbar.

Euttons on gther toskbars:

] Address]
Links

[ ]iTunes
Desktop

:Always combine, hide labels ™

= Notes O —

How do T custt Bekbars?

2 »
Desktop

Cancel gy

Annoyances
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*  Snapping - Windows that automatically become full size

* Hard to scroll through all the apps

¢ Turning off default Browser being Edge

* Portable Document Format (.PDF files) default application is edge

21. Slide 35 — Settings > System > Multitasking turns off the annoying Windows Snapping (Drag to side or corner of
screen)

& Seftings

53 MULTITASKING

Snap

Arrange windows automatically by dragging them to the sides or
corners of the screen

@D off

22. Slide 36 — Missing Computer & Trash Bin icons on the desktop
Settings>Personalization>Themes>Change Desktop Icons>Click on Trash bin & Computer icon

% Control Panef\All Control Panel Items\Personalization
1 & > Control Panel > A
Control Panel Home
Change desktop icons

Change mouse pointéh :
Desktop lcon Settings

| Oeskopicons
Related Settings ‘ Destopicons
[AACoppuer FBecycie B

Advanced sound settings [lusers Fies [ canvol Panel

¥ I votmork

Desktop icon settings

Mouse pointer settings

23. Slide 37 — Hard to Scroll through all the apps: Click on a letter and brings up Letter box.
Or start typing a letter or a word. Also without bringing up the App menu you can type into box after clicking on the
magnifying glass.
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D &
Best match

0 Google Chrome
Desktop app

AE  Access 2016

Apps
Acrobat Reader DC

®  Alarms & Clock # Greenshot

B~ y Groove Music

: Microsoft Edge [ Get Office

Partly Cloud

B Brother Personal Utiities Web

(@ [-_— £ g - Search the web

Calculator

L google

L gmail

Calendar
Camera
Candy Crush Jelly Saga Folders
) Candy Crush Saga 1 GenSIG
g Candy Crush Soda Saga . GENERAL

P I RN

g

24. Slide 38 Change default Browser to Edge

Here's how to change your default browser in

Windows 10. |

L.;ll SIL |

1. Navigate to Settings. You can get there from the |
Start menu.

-+

2. 2.5elect System.

3. Click Default apps in the left pane.
4. Click Microsoft Edge under the "Web browser" heading. ...

5. Select the new browser (ex: Chrome) in the menu that pops up.

How to Make Chrome Your Default Browser in Windows 10

mww.laptnpmag.com!ar‘ticlesfmake-chrome-FTefox—default—browser—windows—10

25. Slide 39 — Default Application is Edge browser
o 1. Click on Start Menu > Settings > System > Default Apps
o 2.Scroll down and select ‘Choose default Apps by file type’
o 3. Scroll down and look for .pdf on the left side, click on ‘Microsoft Edge’ to select, once ‘Choose an

app’ popup opens, select the application you want to set as default to open PDF file type, done.

26. Slide 40 — Stop Cortana from using Bing

o What if you don’t want Cortana indexing your personal information all the time

o Click Cortana's icon on your taskbar, select the notebook icon in her left-hand options
ettings

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

@D off

o Click Settings. Top of next screen, simply set the slider “Cortana can give you suggestions, ideas,
reminders, alerts and more” to Off. Cortana is gone.
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27. Slide 41 & 42— Using local account vs Microsoft
Settings > Accounts >Email and Accounts to change to use a local account. Warning switching to local will
disrupt the synching of setting between 2 computers.

Add a second account in case there is a problem with the other one.

Close everything you have open because you will need to restart your system

Click Next and then click ‘Sign out and finish’. When your system restarts, select the account you just
created and enter the password you set for it. Inside, things will be exactly as they were before for your user
profile.

Be warned that this change will impact certain features like OneDrive and syncing of apps and settings.

Your files and folders and system setup will not be impacted. However, accidentally logged into the wrong
account and thought | had to reinstall all my applications again. ..

28. Slide 43 — Showing favorites in Edge

o Click on Hub (looks like notebook papers — lines)
o Click on Favorites settings to turn on favorites bar and import favorites.

29. Slide 44 — Learn more at: http://www.bgamug.org/win10 (GCF Learn Free has tutorial on Windows 10)
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