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WHAT IS WINDOWS ?

» Windows is an operating system designed by Microsoft.

> The operating system is what allows you to use a
computer.

> Windows 10 (and now 11) comes preloaded on most
new personal computers (PCs), which helps make it the most
popular operating system in the world.

> It manages the computer’s hardware and software
resources and provides common services for computer
programs so you can use your computer easily.

> For example, you can use Windows to browse the
Internet, check your email, edit digital photos, listen
to music, play games, and do much more.

Watch the video below to learn more about operating
systems.
https://www.youtube.com/watch?v=fkGCLIQx1MI

Starting Windows...



https://www.youtube.com/watch?v=fkGCLIQx1MI9

THIS PRESENTATION COVERS THE FOLLOWING
SUBJECTS ABOUT WINDOWS 10
e How to use the new Start menu and the Taskbar.
e Understand notifications and the Action center.
e Microsoft Edge - Windows new web browser.

e Understanding Windows 10 settings



Getting started:

If the computer was off and then turned on, the first screen you will see is called the
Lockscreen.

If the computer was in “sleep” mode, move the mouse or press any key and you will open
the Windows desktop screen.
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THE DESKTOP - Once your computer has
finished starting up, the first thing you'll see is
the desktop.

Think of the desktop as the main
workspace for your computer. From here,
you can view and manage your files, open
applications, access the Internet, and much
more.

The desktop in Window 10 includes:

» The Start (sometimes called the Windows)
button, Ta-the lower left-hand corner

> A taskbar along the-bottom of the screen

» Various small images, called icons, usually
arranged in the left side of your screen

These are shortcuts that let you open any
program you want and are shown with a

small arrows on each one
9/5/2023
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THE DESKTOP SCREEN OF WINDOWS 10
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THE START MENU

When you click on the Start (sometimes

called the Microsoft) button at the bottom
left of the screen or the one on the left side
of the keyboard, you get two panels side by
side.

The left column shows a vertical list of
applications (apps) (sometimes called
programs) that are in alphabetical order, with
the recently_used ones, at the top.

The right area is called the Start menu and is
a selection of live and fixed tiles that you can
customize, re-size, and reorganize.

NOTE: Microsoft originally thought that
the tile concept would be a good way to
click on programs that people use
regularly but once persons put the icon for
the program in their Task Bar at the
bottom, it is a lot easier to open the
program from there.

W O Type here to search




Click on the Start button and look
in the list on the left side, for the

Calculator, which is under the letter
C.

Click on the Calculator, to open it.

Parts of a window

You'll see the same three buttons in the upper-right cormer of almost every window.
These buttons allow you to perform several functions, including these below.

= Click the Minimize button to hide the window. The window will be
minimized to the taskbar. You can then click the icon for that window on the
taskbar to make it reappear.

A b4
-
= Click the Maximize button to make the window fill the entire screen.
O =
&

» If the screen is maximized, the Maximize button will be temporarily
replaced by the Restore button. Just click it to return the window to its

original size.
= R4
i - @

* Click the Close button to close the window.
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If you left-click in a blank aréa on the Title bar of a partial screen Window, you can move it (Drag it) around.
If you move it to the top or bottom of the screen, it will automatically expand into a full screen.

Drag it away from the top or bottom, and it becomes a partial screen again, which you can move to where
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Closing a Window

®* The close button is the red box with the white “x” in It.

* To close a window, click on this button.

*Note: If you haven’t saved your document, a small window will pop up, telling you that you need to

do this.

* To re-open an icon of the program from the taskbar, left click the icon again, using the left mouse

button.

9/5/2023
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A FUN TEST: How can you close the program page below, if you can’t see the X, to close it?

X g

Q. Search with Google or enter address

INTRODUCTION TO WINDOWS 10 - 3 » Saved v Howie Baum  HB
File Home Insert Draw Design Transitions Animations Slide Show Review View Help -
st G b a]] o) § |
['E w : BE I ] € ab AV - .. [=-] ; = i
Paste Slides Drawing | Editing | Dictate | D
e \3 - L A Ag .,":., A ."-:' I - - - w I
Clipboard & Font Paragraph I Vioice De
Autosave (D) B o-OEP E-[ =
~ ; :
\J I-:!"E'a"C'-I".-‘v'lth : o Idrtr2ror@aeraor2enrr 4l
5 - A
=i -
ii e
a M-
1] =
o=s .|| Click to add notes
Amazon Hotels.cf cidesofs7 [ % Accessibility: Investigate = Notes = 88 g -3
ponsored Sponsort

9/5/2023 v



IntelliSpace® yourlT

Radiology ...
o
HOW TO FIND AND A
OPEN A PROGRAM
D K
There are 2 ways to find s
and open a program in
Windows 10. a_ .B@pss

Edge Statistics

1) The first and easiest
way is to type the name of B
the program such as
WordPad into the white,
Search window.

WordPad

This will bring up the
WordPad program, so you
can use it.

9/5/2023 16



SEARCH WINDOW

Many laptop Windows 10 desktop
screens have the white “Search”
rectangle at the lower left of the
screen.

The library computers don’t have
this, so to find a Search window,

Right-click on the Start or
Windaws icon and you will

nenu at the right.

Click on the word\“Search” in the

Point to the rectangle and type in
the word WordPad and press the
“Enter” key.

9/5/2023
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2) The other way to find a program is to look in the Start menu. In a future class, we will review the
Word Processing program, called WordPad, which can be found in a folder called Windows
Accessories, that is way down the list of programs.

To make it easy to go to any section that starts with a certain letter, click in between any of the
letters and an alphabet will come up.

Click on the letter of the folder you want, and it will bring up the items starting with that letter:

Most used

€) Google Chrome r
I = X E
File Explorer
Word 2016 Excel 2016
Sunny
o 60" / N ;
9 48° o §O) (28 '

Legos Bible
Microsoft Edge Google Chrome | Washington,... Software Accordance Onehote 2016

21 o P Gjustinbieber

: | It's my birthday

Microsoft Edge Photd

4 o (A

MAGIX Movie
Edit Pro Plus Slack

A~ Adobe Acobat DC
[ ]| Adobe Acrobat Distiller DC

€| Adobe Creative Cloud

Adobe Lightroom
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When the items under the “W” letter come up, click on Windows Accessories and then on WordPad

A LIST OF APPS (PROGRAMS).
THAT MAY BE OF INTEREST TO
YOU

« Calculator

« Outlook E-mail program
* Photos - you can edit them
« Weather

« Under the Windows
Accessories folder:

. Paint
. WordPad

« Windows Ease of Access folder
(items to help persons with a
disability)

9/5/2023
« Word program (word processing)
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IMPORTANT PLACES

The bottom of the left side of the
Desktop page is devoted to listing
important controls or locations of files
in the computer:

Your name or photo —n—+—
Howard

Documents

—> Documents

Pictures -
Pictures

Settings

Play

<D Sleep "

@ Shut down

el
O Restart a

 |§(

Power - Choices are Sleep, Shut Down,

£ 'Type here to search

or Restart

(This where you want to close down
your computer, instead of pressing the
Power button !)

...... osoft St...

T

Pdedbook Mentions

0o
H O

(s

Solitaire
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The Windows 10 Taskbar sits at the bottom of the screen giving the user access to the
Start Menu, as well as the icons of frequently used applications.

On the right-side, the Taskbar features the Notification Area which informs the user

of different things like the state of the Internet connection, or the charge of a laptop
battery.

w] WIMDK 0 TUTORLAL - Wesd
Pinned NOTIFICATION
Applications = AREA

HHDI'*

The icons in the middle of the Taskbar are “pinned” applications, which is a way to have
a quick access to applications you use frequently.

“Pinned” applications will stay in the Taskbar until you “unpin” them.

9/5/2023 21



Note: This method is for you to use on your home
computer, because it can’t be done on Library computers.

C

E Caloulator

1 1
&% Calendar

Maosthy Cloudy

~  Fin to Start

Camera
More

Canon Inkjet Print Utility - !
: ! (W] Uninstall
Canocn MX230 senes User Regist..

Canon Utilities

Connect

«  Epic Games Lavncher

B oo

L Type here to search
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Pin to taskbar 3
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= Rate and review

Share OneMote

© spoti

How to Pin an Application to
the Taskbar

Step 1 — Search for the
application you want to pin in the
apps list, on the left side.

Step 2 - Right-click on the
application.

ten 2A — To pin an item to the
taskbar, sele ve—-More” option.

Step 3 — Select the “Pin to
taskbar” option.

This will attach or “pin” the
application icon, down into your

Windows Taskbar. )



ANOTHER ITEM FOR YOUR USE AT HOME
AN EASY WAY TO PUT AN ICON INTO THE TASKBAR
If you have an icon for a program on your Desktop, you can also put it into the taskbar, to make it easier to select.
As an example, | right-clicked on the icon for the Nero Express program, that | use to record music onto CD'’s.

From the small list of items that showed in a boxA left-clicked on “Pin to taskbar” !

- pPin to taskhar

M Close wingow
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NOTE: As mentioned, if
you aren’t sure what an
icon stands for, “hover”
your mouse over it and it
will tell you what it is.

The other good part of
doing this is that it will
also tell you the Shortcut
for it.

For a summary

about the Windows

Desktop, go to

https://www.youtub

e.com/watch?v=G

DKIxBréyhl&t=2s
(2 minutes)

EXTRA INFO ABOUT THE WINDOWS TASKBAR

NEWEST - A SHORT INTRODUCTION TO WINDOWS 10 ~

Howie Baum HB
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>

nt to find out what an icon stands for, point your cursor kin it for a few
hat it is or if it is active, a small
image of the screen will show above the icon, telling what it is.

2) If you want to move any program icon to the right or left, just point\to it with
your mouse or trackpad, hold you finger down and slide your finger ok the mouse,
to the right or left.

When you have put it where you want it, let your mouse\button go and "\t will stay
there, until it is changed again.

3) If you have programs open or active, there will be a
underneath the icon.


https://www.youtube.com/watch?v=GDKIxBr6yhI&t=2s
https://www.youtube.com/watch?v=GDKIxBr6yhI&t=2s
https://www.youtube.com/watch?v=GDKIxBr6yhI&t=2s

File Explorer is the file management application used by
Windows operating systems to browse, manage, and find folders

and files.

It provides a graphical (picture) interface for the user to navigate and
access the files stored in the computer.

To access and open File Explorer, click on the yellow folder icon in the
Taskbar.



Unless “This PC” is already highlighted, click on it and you will see this screen that has the
4 types of folders, where your work will be saved to.

It also has the very helpful ribbon at the top, with the 2 “Computer” and “View” tabs at the top

W | bl + | THis PC = m}
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l-—| [ Presiew pane & Exbra large icons &= Large icons == Mudium icuns { | Cirouap by ~ v trem rheck boxes a—|
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N:':::_ o0 LB Depits pare | 1E5 e | 2= Content z ;;ﬁ Size all cotumns to fit ] Hidden items i F;,:::-rpr PP
THE 4 TYPES OF Fanes Layout Current view Showyhide
FOLDERS “ v 4| W 5 ThisPC - B L Search This PC
© Documgents e
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(FOR TEXT) ki, = j 3D Objects Desktap
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- = 5 -
> &30 Objects s 353 GR free of 475 GB
%: 8 Leslapp Metwork lacatians (4)
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9k B

My Documents My Music My Pictures My Videos

MY DOCUMENTS

If you don’t “tell” the computer to do otherwise, it “looks” at the extension of the
item and saves it to:

« Text documents to the Documents folder
« Music files to the Music folder
 Pictures to the Pictures folder

 Videos to the Video folder



FLASH DRIVES IMPORTANT: If you find a flash

A flash drive is a small, removable hard drive that plugs into drive in a public area, don't use it !
a USB port on your computer.

You can purchase a flash drive for less than $20 at just about
any retail store with an electronics department, and even at
some grocery stores and pharmacies.

Flash drives are a convenient way to bring your files with
you and open them on a different computer.

You could also use a flash drive to back up (save) important
documents and other files.

They come in the same outer size but can be purchased with
memory ranging from 64 Megabytes (64 million bytes) to 256
Gigabytes (256 Billion bytes) and more.

The 256 Gigabyte flash drive in my hand will hold a stack
of typed pages that are 67,072 feet high (12.7 miles It can also hold 3,760 photos,
high)/?as compared to Mt. Everest, which is 5.5 miles high 83,333 songs, or 1,344 videos !!



The NOTIFICATION AREA, is on the right-side of the Windows Taskbar. To see
the items in it, click on the upward pointing “v” and it will bring up the small
window.

It shows the icon of a flash drive, if it is in the slot for it in your computer, as well as any
notifications or alerts, aboyt your computer.

Below it, on the right side ofthe taskbar, you can see your Wi-fi Internet connection,
or the battery level of a laptgp.

23

-

If you play music
on your computer,
you can control
the volume by
clicking on the
“speaker” icon,
and then mMove
the dot on the 6:31 AM
horizontal line, to Y ~ ENG

theright or left. 9/27/2019
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Checking the Time and Date

The time on your computer — l 4+ 3504 {@}
clock is very accurate as it is .

synchronized with a time — 12:11 PM

server computer. A Q) i

f17/2021

You can always look at the

bottom right corner, to see 024590k
the exact time and date. Sunday, January 17, 2021
January 2021 AN N\
If you point (hover) the S Mo Tu We Th B e
cursor over the time or date, Tead2
it will tell you what day of S e
the week it is. 10 11 12 13 14 15 16
n 18 19 20 21 22 23
If you click on it, the time, S O T TN
day, and a month calendar 31

W|” ShOW. Today

Add an event or reminder

No events



HOW TO MOVE THE SIDES AND CORNERS OF A WINDOW

g “ChlUsers\Hope\Desktop\Computer H... — = .

File Edit 5earch View Enceoding Language Settings

Macro Bun Plugins Window ? X
cHEBRRE s« MBIl %

=] Computer Hope bd E3 |

1l Res=sizing a window using the

double-headed arrow on the bottom,
right, and corner of a window.

Ln:1 Col: 9% 5 Dos\Windows IUTF-8 IMS
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SHOWING THE DESKTOP - If you have one or more windows open at the same time, it can be
difficult to see the desktop, in case you want to click on something there.

When this happens, you can click the thin stripe at the bottom-right corner of the taskbar, to
minimize all open windows. Just click it again to restore\the minimized windows.

9/5/2023 37
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THE MICROSOFT EDGE INTERNET BROWSER
Edge Replaces Internet Explorer
Internet Explorer is no longer the default browser

In its place is a modern browser named Edge. It should be more standards-compliant and
perform better.

If you've been using Internet Explorer, this is the browser you’ll be using instead. If you're
using Chrome or Firefox, you can install that and continue browsing normally.

9/5/2023
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1) The image below is the start screen for Microsoft Edge, Internet Browser. If you know the web
address of a company or organization you want to connect to, type it in the top thinner white
area.

You can also just put in the name of the company or organization (Amazon, Etsy,
will usually take you there.

ay, etc.) and it

2) If you want to search for information about a certain subject or go to a web
you are looking for in the larger white window shown below.

ite, type the name of what

Note: When you start typing
in either window, the “Search”
text will disappear.

) (& Newtab x B

O Q_ Search or enter web address 6

D New Tab D Factory_of_the_Futu... D Amazon.com; Danci... D Cincinnati, OH Fore... D Cincinnati, OH Fore... D Alijah’s Blog ﬁ (92) Facebool

Q. Ask me anything...




As shown below, using the Google browser page as an example, you will see the same 2 types of
white_areas, to enter information into, on here, Firefox, or any of the other Internet Browsers, that you
use.

& Google

& C' & google.

About Store

9/5/2023 40



DELETE: - If you press the delete key to delete a document or a folder, it will be put into the
“Recycle Bin” and you can get it back whenever you want, by going into the Recycle Bin, look for
your file and then click on “Restore”.

& Recycle Bin X +

% = o] T Sort ~ = View ~ ] Empty Recycle Bin 9) Restore all item

= i (
/I\ & » Recycle Bin Above Ee}."C:"Cl ft. Zoe Johnston - Good For Me (Armi.. s \
< Home (J Name General Date Deleted
~ @ Howie - Personal Funny-Quotes-Ab a Above Beyond ft. Zoe Johnston - Good For Me (Arn 8/23/2023 8:20 AM
> 2023 INTRO TO COMPUTER CLAS D Above Beyond - 8/15/2023 7:35 PM
Type: MPEG-4 File
’ Apps - ove Beyondf  grigin: RealPlayer Downloads 8/15/2023 7:35 PM

> ART AND ART HISTORY Stze: 16.7 M8

> Attachments Tuesday, August 15, 2023, 7:35:36 PM
} Wednesday, August 9, 2023, 8:40:46 PM
» Backup Files 2018-10-07 165807
» COPY OF MAIN DATA DRIVEON | Attributes Hidden
> [l Desktop

Compressed

> = Documents Encrypt contents

> FUN

SHIFT-DELETE: > INTERESTING AND FUN NEW IDE

3 items 1 item selected 16.7 MB

Restore

oK Cancel Apply

If you are sure that you want to permanently delete it, hold the Shift key down while
you press the delete button and then it will be removed.
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