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Desktop: Made up of your desktop wallpaper and any app or file you wish to
place on it. Right clicking on desktop allows you to personalize, create file
folders, and sort.

Recently Open / Most Used Apps: Located within the Start button, these are
your apps that have most recently been open or are your most used apps will
be listed here in order of use.

. Start: Quick access to the apps or tools you use most frequently. Made up

of tiles for touchscreen users and can be organized however you like. This
menu of tiles can be organized to help make your life easier.

File Library: Here you will find all of the files that are located on your Desk-
top, items that you have downloaded, and all of your documents, photos, and
movies.

. Start Button: Click here to find all apps (programs), files, settings, power,

and more. After left clicking the start button, type to search for files, or apps.
Right click for more functions, such as; control panel, settings, task manager
and power options.

. Task Bar: Here you will find Cortana / Search bar, a Task View button that

will show you everything you have open, and all of your pinned apps. Right
click to pin commonly used programs here or right click to unpin.

Date, time, and more: From left to right— Hidden tools, power monitor, Wi-Fi,
volume controls, notifications, security, date and time. These are not all of the
icons that can be found here, but some of the most common.




Pinning and sorting:

Pinning is when you place a file or app (program) on
your desktop, within your taskbar, or in your start menu
for quick access and less time searching for your more
commonly used programs or files.

¢+ Desktop: To pin apps (programs) or files to
your desktop, click on and hold the left
mouse button on the file and drag it onto
your desktop.

¢ Taskbar: To pin an apps (programs) or file
to the taskbar, click on and hold the left
mouse button on the file and drag it onto the
taskbar -OR- right click on the item and

choose to pin to taskbar if the option is given.

¢ Start: To pin an app (program) to the start
screen, find the app in the list of all apps,
click on and hold the left mouse button on
the file and drag it into the start menu
(where all the tiles are located). You can also
right click on a program and choose “Pin to
Start”

Searching:

To search for an app or a setting, click on
the START button and type in what you are

looking for. (You do not need to click
anywhere else, just type.) This will also
search the internet through Bing if you would also like
to do a quick internet search.

If you are searching for a document, picture, or movie
file, click on the Library File Folders to open, click on the
search bar, located at top right, and type the file’s name
that you are looking for.

Edge vs Explorer and Other Internet Browsers:

Edge is the recommended default browser i

that comes with Windows 10. Within the y -
Edge browser, you can write and highlight
combined with Cortana for speech to search options.
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directly on any webpage and it can be

Internet Explorer is still usable with

Windows 10 and can be found by searching
for it within the Start button.

You also still have the option to use other internet
browsers such as FireFox or Google Chrome.
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If you wish to make any of these browsers your default
browser, see the Default Apps section for instruction.

Default Apps:

Which Internet browser, music or video player do you
prefer? Is a program trying to open using the wrong
app? This can be adjusted with Default Apps.

¢ Click on the Start button
¢+ Type “Default Apps” and click on Default Apps

¢ Click on the program you wish to change and choose
the program you’d like to change it to, or search and
download a new app from the store and set it.

¢ Ifaprogram or file is not opening with the correct
program (PDFs opening in EDGE) Click on “Choose
Default Apps by File Type” (Locate PDF and change it
from EDGE to ADOBE READER [if it is showing as an
option, if not, you’ll have to download Adobe DC])

Resources:

Algonquin Area Public Library Webpage
http://www.aapld.org

From the home page click through:
e Hover over ONLINE LIBRARY
e Click on LEARNING RESOURCES
e C(lick on Lynda OR Learning Express

One on One Help
Kenny : 847-458-3146
kduray@aapld.org




