Using Windows 10

1. Start Menu

Scratch
Deskiop

/2 Type here to search

Start Menu: It's usually at the bottom-left corner of the screen. Clicking on the Start button shows a list of
Applications / Programs installed, Settings, Files and Folders.

ALERT: The settings, features information is provided for reference purpose only. It is advised to

A not to change any settings in the device.
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2. Navigation

T &

Picture 01 Picture 02 Picture 03

Esc

Picture 06

Picture 04 Picture 05

Picture 01: Up Arrow- Moves to the previous field

Picture 02: Down Arrow- Moves to the next field

Picture 03: Enter- Selects a value in the selected field (if applicable) or follow the link in the field

Picture 04: Spacebar- Expands or collapses a drop-down list, if applicable

Picture 05: Tab- Moves to the next focus area

Picture 06: Esc- Moves to the previous page until you view the main screen. Pressing Esc in the main
screen displays a message that prompts you to save any unsaved changes and restarts the system.
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3. Taskbar

Check the Taskbar to see what's open. Windows displays all of the running programs on the Taskbar,
which is the long bar (between the Start menu and the clock) that runs along the bottom of the screen. If
an app is open, its name and/or icon appears on the Taskbar.
e To minimize a window to the Taskbar, Click “-" near the top-right corner of the window.
e To bring an app into view, click its name or icon on the Taskbar.
e To close an app from the Taskbar without bringing it into view, right-click its name on the Taskbar,
then click the Close window.
e To change the way apps appear on the Taskbar, right-click the area with the clock, then click
Taskbar Settings.

4. Task View

Task View

Use Task View to view all opened apps on the same screen. Once all the open apps / windows are seen
together, click on the one to bring into focus. Here are two (02) ways to open Task View:

Method 01: Click Task View icon available at the left side of the Taskbar.

Method 02: Press Win key + Tab key.

ALERT: The settings, features information is provided for reference purpose only. It is advised to
A not to change any settings in the device. Any challenge contact technical support team.
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5. Settings

EDLP
Documents

Pictures

Settings

Power

£ fiype here to search

EDLP
Documents
Pictures

= Sé&i;;s

Power

£ frype here to search

Click on Start button displays Start Menu options with Settings icon

Settings i (=] X

Windows Settings

g System E@ Devices D Phone @ Network & Internet @ Personalization
Display, sound, notifications, Bluetooth, printers, mouse Link your Android, iPhone Wi-Fi, airplane mode, VPN Background, lock screen, colors
power
8= Apps R Accounts (T, Time & Language Ly Ease of Access
= Uninstall, defaults, optiona Your accounts, email, sync AT gpeech, region, date ~=" Narrator, magnifier, high
teatures work, family contrast

Update & Security
Windows Update, recovery,
backup

O Cortana /O Search EI Privacy

Cortana language Find my files, permissions Location, camera, microphane

I
R~/

Windows isn't activated. Activate Windows now.

Click on Settings to access all Windows Settings including Network settings, Personalization, Devices,
and System information.

(Back to INDEX
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6. Time & Language settings

Settings - o X

Windows Settings

g System 55 Devices D Phone @ Network & Internet @ Personalization
isplay, sound, notifications, Bluetooth, printers, mouse Link your Android, iPhone Wi-Fi, aifplane mode, VPN Background, lock screen, colors
poy
/ ™
S)\ Accounts (DL, Time &Language  /
I, defaults, optional Your accounts, email, sync, AT (
features work, family a
( L Time & Language
Speec reqio
() Corera SO serch 0 Priwg Speech, region, date
Cortana language Find my files, permissions ocation, camera, mic
y,

Windows isn't activated. Activate Windows now.

To change the Time & Language of the device, click on the Time & Language under Windows Settings.

urrent date and tim

< Settings
@ Home Date & time . .
12:55, Friday, 9 October 2020
[ Find a setting 2| current date and time
Time & Language 12:55, Friday, 9 October 202(
| @ oueatme - Set time automatically

& Region Set l;r‘h_‘ zone automat

= @ o
# language N

Settl\edatea\“‘\ time manuall
O Speech Change

Set time zoge gutomatically
@ )o

Set the ddtejand time manually

Synchronize your clack

Time zone

(UTC +04:00) Port Louis

G} Chang

Show additional calendars in the taskbar

Dor't show additional calendars N\

Synchronize your clock

n £ Type here to search

ast successful time synchrg

Set time zone automatically to ON
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@ Home

| Find a setting

Time & Language

| ® pateatime
@ Region
#*  Language

8 speech

H AP Type here to search

To set the Time Zone, click on the drop down and select (UTC+ 04:00) Port Louis.

Date & time

Current date and tim:e
12:55, Friday, 9 Octol

Set time autom
@ o
Set tim

@

(UTC+04:00)
(UTC+04:00) Bak
(UTC+04:00) Izhev
(UTC+04:00) Port Lou
(UTC+04:00) Saratov
(UTC+04:00) Thilisi
(UTC+04:00) Volgograd
(UTC+04:00) Yerevan
(UTC+04:30) Kabul

(UTC+05:00) Ashgabat, Tashkent

\L

(UTC+03:00) Minsk

(UTC+03:00) Moscow, St. Petersburg
(UTC+03:00) Nairobi

(UTC+03:30) Tehran

(UTC+04:00) Abu Dhabi, Muscat
(UTC+04:00) Astrakhan, Ulyanovsk
(UTC+04:00) Baku

(UTC+04:00) Izhevsk, Samara
(UTC+04:00) Port Louis
(UTC+04:00) Saratov

(UTC+04:00) Thilisi

(UTC+04:00) Volgograd
(UTC+04:00) Yerevan

(UTC+04:30) Kabul

(UTC+05:00) Ashgabat, Tashkent
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ttings

& regional formatting

for different time zones

jdows better
odback

wmaw 20O

09/10/2020

not to change any settings in the device. Any challenge contact technical support team.

n ALERT: The settings, features information is provided for reference purpose only. It is advised to
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7. Locate your apps

3D Viewer

Access

Alarms & Clock

3 School Essentials
8 3D Viewer
-
A X

A Access

Excel Calculator

9 Alarms & Clock

o1 3] : Calendar
c = | i
E Calculator Outlook PowerPoint OneNote

—! J Camera
Calendar

.
D] camera J

Conmect Microsoft Edge

Connect

Feedback Hub
Films & TV

Feedback Hub
Game bar

t Lt

O fiype here Tosearc'h : - Films & TV

Game bar

e Clicking on the Start menu button displays a list of Applications in alphabetical order.
e Type an App’s name into the search bar at the bottom-left corner of the menu to search for an
App.
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8. Notifications

P Type here to search
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4 new notifications

20:51
)

2051
ADED G B

Action center in Windows 10 is where Notifications and quick actions are available. Manage the Settings
at any time to adjust how and when Notifications have to be seen.

I Home

Find a setting

stem

! Display

) Sound

Notifications & actions

Focus assist

Power & sleep

Battery

Storage

Tablet mode

Multitasking

Projecting to this PC

. Shared experiences

Clipboard

Remote Desktop

I O Type here to search

Notifications & actions

*Some of these settings are hidden or managed by

Quick actions

You can add, remove, or rearrange,
center.

Notifications

Get notifications fr

@D on

Get notifications froly

Select a sender to see more settin®g .
their own notification settings. If so, Mg,

Sart b Mo

center.

Notifications

Get notifications from apps and other senders

@ o

6u can add, remove, or rearrange your quick action

Edit your quick actions:"'\:

Have a question?

Get help

bake Windows better
N us feedback

velcome experience a

n in to highlight y

Step 01: Turn On “Get notifications from apps and other senders”.
Step 02: Click “Edit your quick actions” to edit quick actions.
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Settings

@ Home

Find a setting

§el

System
L3 Display
) Sound
I [ Notifications & actions
D Focus assist
" Power &sleep
3 Battery
= Storage
[8 Tablet mode
i Multitasking
& Projecting to this PC
Shared experiences
@ Clipboard

> Remote Desktop

H L Type here to search

R

Location

%)

%)

o
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2 Settings

Something happened, and we
couldn't install a feature.

We,,

Clear all notificai, 1

not to change any settings in the device. Any challenge contact technical support team.

n ALERT: The settings, features information is provided for reference purpose only. It is advised to
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