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How to Use Windows 10

ThiswikiHow teaches you how to get started with the Microsoft Windows 10 operating system on your PC.

Click to open the Start menu. It's usually at the bottom-left corner of the screen. The Start menu is where you'll
find most of what you...
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Using the Start Menu

Click
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to open the Start menu. It's usually at the bottom-left corner of the screen. The Start menu is where you'll
find most of what you need in Windows 10, including your apps, settings, and files.
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L ocate your apps. Windows 10 features many ways to find the app you're looking for:
1. On therightmost panel, you'll see colorful tiles. Sometiles are just links to open apps, while others
show live updates.
1. Right-click atile to open its editing menu. Here you can change thetile's size, opt to pin it to
the taskbar (at the bottom of the screen), or remove (unpin) it from the menu.



2. You can arrange these tiles any way you wish. Just click and drag atile to the desired
location.
2. Click All Appsto seealist of all installed apps. It's near the bottom-left corner of the menu. This
displays alist of your appsin aphabetical order.
1. You may not have to click All Appsto view your app list on al computers. If you don't have
this option, this means your app list is aready set to display by default in the Start menu.
2. To create atile from an app from All Apps, just drag it to the right panel and drop it where
you wish.
3. Right-click any app to seeif it has other options you can control from the Start menu.
3. Typean app's name into the search bar at the bottom-left corner of the menu to search for an app.
Y ou can search for anything this way, including apps to download and items on the internet.

Adjust the size of the menu. Y ou can make the Start menu as large or small as you wish. To adjust the
size, place the mouse cursor at the top-right corner of the menu until it becomes two arrows, and then click
and drag outward (to make it larger) or inward (to make it smaller).
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Click the( ? )at thetop-left corner of the Start menu. Now you'll see severa options running down
the left side of the menu.
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. It's at the bottom-left corner. Thisiswhere you'll find your computer's settings, including network
settings, personalization, devices, and system information. For now, we're going to edit the Start menu
settings.
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Click [_Personalization J. Thisiswhere you can go to change the colors, fonts, and other visual
elements of Windows.
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Click [ Start ] to personalize the start menu. It'sin the left column. Here's a brief overview of what
you can do:
1. If you don't want to click All Apps to see your app list in the Start menu, slide ?Show app list in
Start menu? to the On

position.
2. Check out the other options on this page. Slide anything that interests you to the On

position, and anything that doesn't to the Off



position.

Scroll down and click Choose which folders appear on Start at the bottom of the right panel.
Use these switches to determine which of folders appear in the Start menu. To get you started, turn
on File Explorer, Documents, Downloads, Pictures, and Videos.

Close the window by clicking the X at the top-right corner.

Return to the Start menu, and click ? at the top-left corner. Now you'll see all of the foldersyou
added.
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Using Built-in Apps
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Browse the web with Microsoft Edge. Edge is Microsoft's replacement for Internet Explorer. To get
started with Edge, click the Start menu, click All Apps, and then select Microsoft Edge. You can aso
type "Edge" into the search bar and select the app.
1. If you're new to Edge, check out Reading View, afeature that displays text-heavy websites without
all of the ads and special formatting.
2. To access your Edge settings, click ? at the top-right corner of the browser, and then click Settings.
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Usethe Photos app to manage and edit your photos. Any photos you save to the Pictures directory on
your computer will be added to the Photos app. This makes it easy to find and edit your photos without
having to worry about where they are stored. To open the app, click the Start menu, click All Apps, and
then select Photos or type "Photos’ into the search bar and select the app.

1. Double-clicking photos on your computer should open them in Photos automatically.

2. To add additional foldersto the Photos app (for example, if you keep your photos stored somewhere
other than the Pictures folder), click Folders at the top of the app, click Add a Folder, and then
select the folder.

3. To edit aphoto, simply click it in the Photos app, click Edit & Create at the top, and then choose
your desired editing tools.
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Use the Xbox app. If you're an Xbox user, you'll be able to find all of your game history, achievements,
friends, activity and messages in the Xbox app, which you'll find in the All Appsfolder.
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Usethe M aps app. With the new Maps app you can explorein 3D, view street level, download maps,
print directions, view the traffic and find new places.
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Use OneNote to organize your notes. OneNote is now pre-installed on al computers running Windows
10. Y ou can use OneNote to create virtual notebooks that help keep you organized. Like the other apps,
you'll find it in the All Apps area of the Start menu.
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Installing Apps



M eet the Windows Store. Windows 10 now encourages you to download apps directly from their
"Store." Thismakesit easier to install apps and ensure you're downloading only the most legitimate (and
latest) versions.

Click the Start



menu. It'susually at the bottom-left corner of the screen.
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Click [ Microsoft Store ). It'sablue tile with a shopping bag inside. This opens the storein anew
window.




ﬁ. Search

Browse for apps. Find specific apps using the search bar at the top-right corner, or use the categories at
the top of the screen to see what's available. Y ou can also scroll down to see what's new and popular.
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Click an app that interests you. Now you can check out information about the app, including reviews,
system requirements, and price (if it'sapaid app).
1. If an appisfree, you'll see the word Free? above the ?Get? button.
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Tap [ Get Jtoinstall an app. The app will begin downloading. Once the app is finished installing, it
will be added to the Start menu.
1. If the app costs money, follow the on-screen instructions to sign into your account and process your
payment.
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Navigating and Multitasking

Check thetaskbar to see what's open. Windows displays all of your running programs on the taskbar,
which isthe long bar (between the Start menu and the clock) that runs along the bottom of the screen. If
you've got an app open, its name and/or icon appears on the taskbar.



=

To minimize awindow to the taskbar, - near the top-right corner of the app.

To bring an app into view, click its name or icon on the taskbar.

3. Toclose an app from the taskbar without bringing it into view, right-click its name on the taskbar,
then click Close window.

4. To change the way apps appear on the taskbar, right-click the area with the clock, then click

Taskbar settings.
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Use Task View to view all opens apps on the same screen. Once you can see all of the apps together,
you can simply click on the one you want to bring into focus. Here are three ways to open Task View:
1. Click

toward the |eft side of the taskbar.
2. Press?Wwin + Tab 2.
3. Swipe three fingers up on the touchpad.



Caps Lock

Press?Wwin + D/ to view the desktop. This shortcut minimizes all open apps at once, making it easy to
access your desktop quickly when you need it.
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Using Windows Sear ch and Cortana

Caps Lock

Open the Search box. In Windows 10, you'll do this by opening Cortana, the virtual assistant. There two
ways to open the search bar:

1. Click the circle or magnifying glass to the right of the Start menu.

2. Press?Wwin + S’ to open the Search bar, and then type what you're looking for.



3. If you're using aversion of Windows 10 that hasn't been updated, click the Start menu to display the
search bar.
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Select what you're sear ching for. At the bottom of the Cortana window (right above the typing area),
click Apps, Documents, or Web.
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Start typing your search term or keyword. Asyou type, Windows will attempt to find what you're
looking for. Items that match what you've typed will appear above the search bar.
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Click an app, document, or website to open it. This closes the search bar and refocuses on the app.
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Manage your Cortana preferences. For a deeper look into all Cortana can do, including using voice
recognition, see How to Use Cortana.
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Managing Files



Caps Lock

Press?Win + E| to open the File Explorer. All of the files on your computer can be found in this app.
File Explorer will opento alist of your most frequently-accessed folders.
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Click [ This PC Jin theleft panel. Thisdisplaysalist of drives and folders on the computer in the right
panel.
1. Any filesyou've saved to your desktop will appear in the Desktop folder.
2. Filesyou've downloaded from the internet are automatically saved to the Downloads folder.
3. If you use Microsoft OneDrive, click OneDrive on the left side of the screen to open the contents of
your drive. For more information on setting up OneDrive with Windows 10, see How to Use
OneDrive.



Double-click a folder to open it. The files contained in the folder will appear.
1. To changethe size of theicons or thumbnails displayed, click the View menu at the top of the
window, then make your selection(s) from the ?Layout? tab.
2. To change the order in which the files are displayed, click the View menu, click Sort by (on the ?
Current View? tab), and then choose an order (Name, Size, etc.).

Create a new folder. Here's how:
1. Open the folder in which you want to create the new one.
2. Click New folder in the ?New? tab at the top of the window.
3. Type aname for the folder.
4. Press?Enter..
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Copy afile (or folder) to another folder. Here's how to move afile from one folder to another:
Right-click thefile or folder you want to copy. A menu will appear.

Click Copy.

Double-click the folder you want to copy it to.

Right-click ablank space in the background of the folder. A menu will appear.

Click Paste.
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Rename a file. To change the name of afile:
1. Right-click thefile.
2. Click Rename.
3. Type anew name.
4. Press?Enter to save.
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Deleteafile. To delete any file or folder:
1. Right-click thefile or folder.
2. Click Delete.
3. You may have to provide permission to confirm.
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Using the Action Center
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Click the square-shaped chat bubble next to the clock. It's usually at the bottom-right corner of the
screen. This opens the Action Center, which iswhere you'll find your notifications and quick settings.
1. You can also open the Action Center by pressing 2win + A |.



Security and Maintenance
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Check your notifications. Like on a phone or tablet, your Windows 10 PC keeps track of the notifications
you receive through apps. They'll appear at the top of the Action Center.
1. Sometimes notifications will display buttons you can use to perform actions, such as launching an
app or changing a setting.
2. To customize the way you are notified by a certain app, click the small gear icon on a notification,
then make your changes.

Toggle options on and off. The buttons that run along the bottom of the Action Center are quick linksto
enable or disable features like Bluetooth, Wi-Fi, and Battery Saver mode.

1. If atileisgray, that feature is turned off. If it's blue, it's enabled.

2. Tap atiletotoggleits feature on or off.
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Uninstalling Apps

Click the Start

menu. It'susually at the bottom-left corner of the screen.
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Click _Apps_J. Thisopensthe Apps & features window. All of your installed apps (including those that
came pre-installed on the computer) appear in the right panel. Scroll down to see what's there.

Click an app you want to remove. Depending on the app, you may see several buttons appear below.



Click [ Uninstall ). A confirmation message will appear.
1. If the option is not available, you've selected an app that can't be uninstalled. This usually happens

because it's a system app or part of another app's installation.

Click to confirm. The app will now be removed.
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Shutting Down, Restarting, and using Sleep Mode



Click the Start

menu. It'susually at the bottom-left corner of the screen.
1. Make sureto save al of your work before shutting down or restarting your computer.
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Click

. It's near the bottom-left side of the start menu. Several shutdown options will appear.
1. You may haveto click ? at the menu's top-left corner to seeit.
2. If you want to log out of Windows so another user can log in, click your name and/or photo near the
top-left corner of the menu, and then click Sign out.
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Select a shutdown option.

1. Click Sleep if you want to put the computer into a very low-power state. Since this option doesn't
turn the computer off, you'll be able to wake? the computer up again when you're ready to use it
and see the same open files and apps you saw before.

Click Restart to shut down and restart the computer.
Click Shut down to turn the computer off.
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Y ou finished reading the article "How to Use Windows 10" edited by the TipsM ake team. We hope this article
has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and guides.
Thank you for reading and for following us regularly.
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