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How to Use This Book

Who This Book Is For

This book is for the reader who has never used
this particular technology or software applica-
tion. It is also for readers who want to expand
their knowledge.

The Conventions in This Book

@ Steps

This book uses a step-by-step format to guide you easily
through each task. Numbered steps are actions you
must do; bulleted steps clarify a point, step, or optional
feature; and indented steps give you the result.

© Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross reference
to a related area of the book.

Crop an Image

f you have an image containing elements that you do not want or need to see, you can often cut
out those elements. This is called cropping, and you can do this with Photos. When you crop a

outside the rectangle.

Cropping is a useful skill to have because it can help give focus to the true subject of a photo. Cropping
is also useful for removing extraneous elements that appear on or near the edges of a photo.

Crop an Image

€ In Photos, display the image you want to [l v — o x

crop. - siom a8 99w 5wl -
© Click Get creative with this photo (3¢). &ﬂ T
© Click Edit. L0

o

Photos displays the image editing tools.

@ The Crop & Rotate tab is selected by
default.

© Photos displays a cropping rectangle on
the photo.

photo, you specify a rectangular area of the photo that you want to keep. Photos discards everything g

© Icons and Buttons
Icons and buttons show you exactly what you need to
click to perform a step.

O Tips
Tips offer additional information, including warnings
and shortcuts.

© Bold

Bold type shows command names, options, and text
or numbers you must type.

O I1talics

Italic type introduces and defines a new term.

CHAPTER

Working with Images

@ Click and drag any edge or any corner
of the rectangle to define the area you
want to keep.

Note: Remember that Photos keeps the area
inside the rectangle.

@ Click this ~- and then click Save.
Photos saves your changes.

@ If you prefer to leave the original as is,
you can click Save a copy, instead.

Is there a quick way to crop a photo to a certain size?
Yes. Photos enables you to choose a specific aspect ratio; ratio of the photo’s width to its
height. Common aspect ratios include square (same width and , widescreen (16:9), and 3:2. Repeat.

steps 1 to 3 to display the cropping rectangle over the image. Click Aspect ratio. Click the ratio you want
to use, such as Widescreen, 3:2, or 7:5. Continue with step 5 to save the cropping.
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CHAPTER 1

Getting Started
with Windows

To do something useful with your computer and with Windows 10, you
need to explore the screen, connect to your network, and learn how to
work with apps.

—
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Explore the PC Screen

Before getting to the specifics of working with Windows 10, take a few seconds to familiarize
yourself with the basic elements of the screen. These include the desktop, the Start button, and
the taskbar. In most cases, the Start button and the taskbar are always visible. If you do not see
them, move the mouse pointer to the bottom of the screen.

This section covers the screen you see on a PC. If you are using a Touch PC or a tablet, see the next
section, “Explore the Tablet Screen.”

O Desktop Icon

An icon on the desktop
represents a program
or Windows feature.

A program you install
often adds its own icon
on the desktop.

© Mouse Pointer

When you move your
mouse, this pointer
moves along with it.

@ Desktop

This is the Windows “work
area,” meaning that it is

where you work with your
programs and documents.

© Start Button

You use this button to
start programs and launch

: 53 AM
~ e |m gy %)

I
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a8 ° Type here to search @]

O Taskbar example, you see notifications if

many of Windows’ features.

@ Search Box

You use this box to search for
items on your PC or on the
Internet.

@ Taskbar Icons

You use these icons to launch
some Windows features with
just a mouse click.

The programs you have open
appear in the taskbar. You use
this area to switch between
programs if you have more than
one running at a time.

O Notification Area

This area displays small icons that
notify you about things that are
happening on your computer. For

your printer runs out of paper or if
an update to Windows is available
over the Internet.

© Time and Date

This is the current time and date
on your computer. To see the full
date, position the mouse pointer
(I+) over the time. To change the
date or time, click the time.




CHAPTER

Explore the Tablet Screen 1

f you are using a touch-based PC or a tablet device, Windows 10 will automatically reconfigure

the screen into tablet mode, which is designed to make it easier for you to navigate and launch
items using touches and other gestures. However, you might find that using this new interface is not
easier at first. To get more out of this interface and to learn how to operate your Touch PC or tablet,
you need to familiarize yourself with Windows 10’s tablet mode.

Explore the Tablet Screen

() Tablet mode displays the Start [
screen, which consists of tiles for -
several common apps. =5

Note: The tiles you see will likely be roductviy xpire
different from the ones shown here.

@ In an app, you can tap Back (&)
to return to either the previous

app screen or to the Start screen.

@ To return directly to the Start
screen, you can tap Start (&8).

0 To see more commands,
tap Menu (=).

57 AM
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Windows displays a menu of
commands. B e tes

© To hide the commands, tap
Menu (=) again. —

() To toggle tablet mode on
and off, you can tap Action
Center (CJ) and then tap
Tablet Mode.
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Start and Close an App

o perform tasks of any kind in Windows, you can use one of the apps installed on your computer.

The application you use depends on the task you want to perform. For example, to surf the World
Wide Web, you use a web browser application, such as the Microsoft Edge app that comes with
Windows. To use an app, you select the one you want to run from the Start menu.

When you are done with an app, you should close it to reduce resources and keep the desktop uncluttered.

Start and Close an App

Start an App
@ Click Start (28).

The Start menu appears.

@ Common Windows features
appear here.

(© The right side of the Start menu
displays tiles for commonly
used apps.

@ The rest of your installed apps
appear here.

o Click the app you want.

() To quickly navigate apps
alphabetically, you can click
any letter and then click the
letter that contains the app
you want.

( If the app is in a submenu, you
can click the submenu and then
click the app icon.

The app runs.

?

?

s | P fiype here to search

s

o
SmartAudic 3
- -

v

Video Editor 4
E Voice Recorder

w

n Weather
n Windows Accessories v
n Windows Administrative Tools
u Windows Ease of Access
u Windows PowerShell
. Windows Security
u Windows System

Hi Paul!
Welcome to MSN Weather

Personalize your weather content

Show temperature in

® Fahrenheit
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Close an App in Desktop Mode
o Click Close (BA) or press (L0+(20.

Note: If the app asks if you want to ‘g
save changes, click Yes to ensure you Hi Paull
do not lose any work. Welcome to MSN Weather

. Personalize your weather content
Windows closes the app.

Show temperature in

® Fahrenheit (@R

O Detect my location

Close an App in Tablet Mode
o Swipe down from the top edge of
the screen.

The app switches from full-screen
to a small window.

@ Drag the app window all the way
to the bottom of the screen.

Note: If the app asks if you want to
save changes, click Yes to ensure you
do not lose any work.

Windows closes the app.

® < £ 0o 2 G
| TIPS

Is there an easier way to locate an app? What are tiles?

Yes, you can perform a search to locate it. A tile is a method for displaying a shortcut that launches
Click inside the taskbar’s Search box and then an app. Many tiles are live, which means that a tile's text
begin typing the name of the app. As you changes to display the app’s most recent information, such

type, Windows displays a list of apps and other | as the latest news or your most recently received email
items that match the characters. When you see | messages. See the section “Pin an App to the Start Menu”
the app you want, click it to run the program. | in Chapter 2 to learn how to add your own Start menu tiles.




Connect to Your Wireless Network

f you have a wireless access point and your computer supports wireless networking, you can
connect to the device to access your network. If the access point is also a router that is connected
to the Internet, then connecting to the wireless network gives your computer Internet access, as well.

Most wireless networks are protected with a security key, which is a kind of password. To connect, you need
to provide Windows with the key. However, after you connect to the network once, Windows remembers the
key and connects again automatically whenever your computer is within range of the network.

Connect to Your Wireless Network

@ click Network (&).

@ Windows displays a list of

wireless networks in your area.

o Click your network.

© If you do not see the list of
wireless networks, you can
click Wi-Fi to turn on your
computer’s wireless capability.

Note: For home use, the terms
wireless and Wi-Fi are synonymous.
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To have Windows connect to
your network automatically in the
future, click Connect automatically

(] changes to []).
O Click Connect.

?’ﬁ' Logophilia5

% LogophiliaB

Secured

Connect automatically

8 senzs

8% DIRECT-1A-HP Officelet 6960
%% DIRECT-Fo-HP ENVY 4520 series

9& Logophilias

a{;; CGN3-42D0

Network & Internet settings
Change settings, such as making a connection metered.

2= ®)
Mabile
Airplane mode  hotspot

201 AM

If the network is protected by a e A L )

security key, Windows prompts you
to enter it.

e Type the security key.

@ If you want to be certain that you
typed the security key correctly,
you can temporarily click and hold
Display Password Characters ().

@ click Next.

Windows connects to the network.

% Logophilia5
LogophiliaB
eﬁ Secured

Enter the network security ke

You can also connect by pushing the button on
the router.

Next Cancel

(e wamamscwy
8% DIRECT-1A-HP Officelet 6960
% DIRECT-F6-HP ENVY 4520 series

B % DIRECT-1-HP M28 Laserlet

(© The network icon changes from
Disconnected (&) to Connected (/%)
to indicate that you now have a
wireless network connection.

How do I disconnect from my wireless network? -
To disconnect from the network, follow these steps: 9?'(; LogophiliaB

Connected, secured
@ Click Network (Z).

Network & Internet settings Scrd
Change settings, such as making a connectior Thel

Oni
ES (0
Mobile Ol
Airplane fibde  hotspot

: 01 AM
AN e @ aE Y Py B

Properties
e Click your network.
Di nect 4’
e Click Disconnect. Windows disconnects from the seen
wireless network. 82 Logophilias




Put Windows to Sleep

You can make your computer more energy efficient by putting Windows into sleep mode when you
are not using the computer. Sleep mode means that your computer is in a temporary low-power
mode. This saves electricity when your computer is plugged in, and it saves battery power when your
computer is unplugged.

In sleep mode, Windows keeps your apps open. This is handy because it means that when you return from
sleep mode, after you sign in to Windows again, you can immediately get back to what you were doing.

Put Windows to Sleep

@ click Start (28).

1 @ O Type here o search o Hi e P ] A S W g D)

The Start menu appears.

© click Power (()).
e Click Sleep.

Windows activates sleep mode.

Note: To return from sleep mode,
press your computer’s Power button.

A PaulM

1 Documents
D sleep
@ Shut down

) Restart

& Power

= | 2 Type here to search

10
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You can restart Windows, which means that it shuts down and starts up again immediately. This is
useful if your computer is running slowly or acting funny. Sometimes a restart solves the problem.

Alternatively, when you complete your work, you could shut down Windows. However, do not just
shut off your computer’s power because doing so can cause problems: If you have documents with
unsaved changes, you may lose those changes; you also could damage one or more Windows system
files, which could make your system unstable. Therefore, you should always follow the proper steps
when shutting down your PC.

Restart or Shut Down Windows

o Shut down all your running
programs.

Note: Be sure to save your work
as you close your programs.

© click Start (28).

2 i | O Typehere to search O H @ W ma Ao owm g )

The Start menu appears.
9 Click Power ((%).
e Click a command:

@ You can click Restart to shut down
and then start your computer.

= START

© You can click Shut Down to turn
off your computer.

A Paul M

[ Documents
D Steep

&» () Shutdown

D) Restant

(¢] Mel{

] |p Type here to search O e ] A S wm oE B
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Switch to a Microsoft Account

ou can get much more out of Windows by using a Microsoft account. When you connect a

Microsoft account to your Windows user account, many previously inaccessible Windows features
become immediately available. For example, you can use the Mail app to access your email and the
OneDrive app to store documents online. You can also download apps from the Microsoft Store,
access your photos and documents anywhere online, and even sync your settings with other PCs for
which you use the same account.

Switch to a Microsoft Account

@ Click Start (z8).

1 8 O Type here to search o o e T s

e Click Settings ().

. AMD Radeon™ Settings Lite
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Calculator
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G
Windows opens the Settings app. Setngs -0 x
€@ Click Accounts. Windows Settings
| Find a setting
System E‘ evices
g D)irs;ay sound, notifications, IE Euetcunth,pnnters‘ mouse
poe
Phone Network & Internet
D Link your Android, iPhone @ ‘Wi-Fi, airplane mode, VPN
Personalization 5= Apps
@ Background, lack screen, colors = u.:smu, defaults, aptional
features
Accounts (i-\ Time & Language
. 3 BT
work, family
The Accounts window appears. € settings -0 x
@ Click Sign in with a Microsoft o rame Your info
account instead. [Fre s 7
Accounts
A= Your info
= Email & accounts
Sign-in options PAUL M

Access work or school

Sync your settings

Q

Local Account

Windows is better when your settings and files automatically sync.
Use a Microsoft account to easily get all your stuff on all your devices.

Sign in with a Microsoft account instead

Create your picture

@ Camera

Can I create a Microsoft account if I do not already
have one?

Yes. When you get to the Sign In screen (shown later

in this section), click Create one to open the Create
Account window, type your email address, click Next, type
a password, click Next, follow the prompts to complete the
account, and then continue with step 9 on the next page.

Can I use a new email address for my new
Microsoft account?

Yes, you can. In the Create Account window,
click Get a new email address and then
type the username you want to use with
Outlook.com. Your new address will be
username@outlook.com.

continued B>
13


https://outlook.live.com/owa/
mailto:﻿username@﻿outlook.com

Switch to a Microsoft Account (continued)

You do not need to use a Microsoft account to use Windows. Instead, you can use a local account,
which allows you to log in to your PC, personalize settings, and use most Windows features.

With a local account, you cannot install programs from the Microsoft Store if you are using Windows
10 Home. If you are using Windows 10 Pro, you can install only free programs from the Microsoft
Store. To install any program from the Microsoft Store, and to synchronize your settings across other
Windows devices, you need to switch to a Microsoft account.

Switch to a Microsoft Account (continued)

The Sign In window appears. Mcrosett sccount x

@ To create a new Microsoft
account, you can click Create
one and then follow the
instructions in the first tip

o . . . B® Microsoft
earlier in this section.

Sign in
© Type your email address. maccontockcon <)) «

G Click Next. No sccountr Creste 0

Forgot username

The Enter Password window Microsoftaccount %
appears.

o Type your password.
© click Sign in.

B® Microsoft

“ myaccount@outlook.com

Enter password

Forgot password?

14
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Windows asks you to verify your Micrsoft scourt x
current account password.

9 Type your password.
@ Click Next. B2 Microsoft

logophilia@outlook.com

Sign into this computer using
your Microsoft account

Next time you sign inte this computer, use your
Microsoft account password or Windows Hello, if
you've set it up.

We'll need your current Windows password one last
time.

Terms of use  Privacy 8 cookies -«

Windows asks if you want to use Microsoft sccourt X@
a PIN with your account.
) Click Close (X). Create a PIN
. e . What tak ds t te and gi fast and ign-in? A Wind Hell
Note: See the section “Sign In with PINI It only works on your device, 5o 1t stays ot the e,

a PIN” in Chapter 13 to learn how
to add a PIN to your account.

Windows connects the Microsoft
account to your user account. t

The next time you start

Windows, you can use your

Microsoft account email address
and password to sign in.

If I no longer want to use a Microsoft account with Windows, can I remove it?
Yes, but you will no longer see any personal data on the Start screen, you will
not be able to access your files online, and your settings will no longer sync
between PCs. To remove the Microsoft account, click Start (&), click your user
name in the upper-left corner, and then click Change account settings. In the
Accounts window, click Sign in with a local account instead.

Manage my Microsoft account

Sign in with a local account instead

15



Install an App

f Windows does not come with an app that you need, you can obtain the app and then install it

on your computer. How you start the installation process depends on whether you obtained the

app from the Microsoft Store that comes with Windows or you downloaded the app from the Internet.
If you purchased the app from a retail store and received a physical copy of the software, you install
the app using the CD or DVD disc that comes in the package.

Install an App

Install from the Microsoft
Store

@ Click Start (28).

Q Click Microsoft Store.

Note: You need a Microsoft account
to install from the Microsoft Store,

as described in the previous section,
“Switch to a Microsoft Account.”

The Windows Store appears.

e Click Navigation (=) to browse
apps by category, or use the
Search box to locate the app
you want to install.

o Click the app from the results
that appear.
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