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I. Windows 10 Interface

The current operating system we are using is Windows 10. Previously, we g
used Windows 7 in the district.

A. What's New in Windows 10 Taskbar?

1. Start Menu Button: The Start Menu looks drastically different from Windows 7. (Click on the
start menu now and look the options. Then, click off of it and right click on the start menu and
look at the options).

e To log off Windows 10, you need to right click on the start menu and choose “Shut down or
sign out” — left clicking does not allow you to log off (although, it does let you shut down/restart).

2. Cortana: It is supposed to be similar to Siri, where you can talk to this "virtual assistant”" with
your computer's microphone. (Although, I was unable to use the microphone function because
there is a bug in the software. If you want to fix the bug, go to http://www.pcadvisor.co.uk/how-
to/windows/how-fix-windows-10-start-menu-3623893/).

e Cortana can also be used as a search bar without a microphone. ©

3. Task View: This feature makes it easy to manage all of your open windows. (Click on it now).

4. Microsoft Edge: It is the new browser software, replacing Internet Explorer. It is faster, more
secure, and includes new features.

e Microsoft Edge has some helpful new features, to learn about them go to
(http://www.howtogeek.com/222214/11-tips-and-tricks-for-microsoft-edge-on-windows-10/)
e My favorite is the "Reading View” feature, it strips the clutter from articles on the web
and makes them more easily readable. To activate this feature, click the “reading view”
icon in the address bar — on the right slide. The icon looks like a book.
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5. File Explorer: Previously known as Microsoft Windows Explorer, allows you to view your files,
folders, storage locations, etc. (Click on it now to locate your network drive).
e If you do not see your network drive, click on “This PC"

»  3F Quick access

@ Onelrive

ﬁ A Thiz PC

¥ Metwork

e “This PC"” will expand and you should be able to locate your network drive

6. Windows store: This will allow you to download both free and paid apps/games/music/movies,
etc. (Right click on it now to unpin it from the taskbar, if you don’t want it on your taskbar).

B. What Are Two Useful Features of Windows 107

1. Snap Assist: This feature allows you to see/work in two (or four) programs simultaneously easily.
(e.g. you can see/work on a web page and Microsoft Word at the same time)

=% ® 8 g a e

To “snap” a program, click on the program’s title bar (the title bar is the bar at the very top of the
screen), hold your mouse down, and then drag it to either the left or right edge of your screen —
then drop it. (Do it now).

2. Pinning to the Taskbar: Pinning something to the taskbar is just like having a shortcut on your
desktop, but instead it's on the taskbar. There are two ways to pin, (1) drag an icon to the
taskbar, (2) right click on an icon and choose "Pin to taskbar.” (Pin the Microsoft Word icon to the
taskbar now, it is located in the Common Programs folder in the Microsoft Office folder on the
desktop).

vsaylor



Windows 10 and Useful Software Information
Page 4

What Are Some Helpful Shortcuts in Windows 10? (https://quizlet.com/144709173/)

1. Windows Key+D — minimize apps to go straight to the desktop.

2. Windows Key+L — locks your PC, you will need to key your password to unlock your PC (great

feature to use when you walk away from your computer).

3. Windows Key+E — launch File Explorer (aka Microsoft Windows Explorer).

4. Alt+Tab — switch between windows. (Hold down Alt while tapping Tab to pick visually).

5. Ctrl+Alt+Tab — displays all windows.

6. AIt+F4 — close the current window.

7. Ctrl+Alt+Delete — brings up the task manager (warm boot) which allows you to close programs

that are not responding.

I1.

How to Disable the Start Screen (which appears when loading Word, Excel and PowerPoint)

Load the software. Click on Blank document. (the screen captures below are using Microsoft

. Word)
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2. Click on File (top left).

Document] - Word
Acrobat

A Find -

- EEC Replace

Review View Add-ins Q Tell me what you want to do...
AaBbCeDe| AaBbCeDe AaRbCr AaBbCcl /—\a B AaBbCcC AaBbCeDe
Subtle Em... |+ b: Select -

References Mailings
Heading 2 Title Subtitle

Layout
[F] Editing

Insert Design
Heading 1

B,
TMormal | TNo Spac...

0 e Calibri (Body) =11 =/ A" & Aa-~
Cop
Paste . z L Ak
- ¥ Format Painter T U -akex x| Q-2 A
Clipboard [F] Font [F] Styles
L 1 5 1 P I | e | .5 . | B A

3. Click on Options.

3. In the next window, in the "Start up options" section, uncheck the box marked Show the Start

screen when this application starts.

4. Click OK.
That's all there is to it. Now you can repeat the process in Excel and PowerPoint. The next time you

start each of these programs, you will go straight to a blank document.
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III. How to Turn off “Enable Editing”

Enable Editing

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View.

In Microsoft Word

1. Click on File (top left).

Document1 - Word

@ Tell me what yo

Add-ins Acrobat
£ Find -

Mailings Review
AaBbCcDc AaBbCcDe Aa Bb':( AaBbCcl / \a B aBb ‘ ab Rapla(e
7| | wac

Insert Design Layout References

Subtitle  Subtle Em... 5 b Select -

ot Calibri (Body) =[11 =/ A" &7 Aa- | Ap T .=t
Copy
Paste o 8 LAl LA L E=== 1= o i
= ~ Format Painter I U -abex, X A-¥-A ==== = TMormal | TNoSpac.. Heading1 Heading 2 Title
Clipboard () Font (] Paragraph () Styles (] Editing
L nglwlll . | SE B AR

2. Click on Options.

Retaned Dutes
-
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3. Click on Trust Center.
Word Options 7 bt
General . . .
e F.Bo General options for working with Word.
. s

Display
Proofing User Interface options
Save Show Mini Toolbar on selection &
Language Enable Live Preview &
Advanced Update document content while dragging

ScreenTip style: | Show feature descriptions in ScreenTips ~
Customize Ribbon
Quick Access Toolbar Personalize your copy of Microsoft Office
Add-in Uszer name: |Sa}rlor.‘ufida

Initials:
4. Click on Trust Center Settings.

Waord Options ? >
General
Help keep your documents safe and your computer secure and healthy.
Display
Proofing Security & more
Save Visit Office.com to learn more about protecting your privacy and security.
Language Microsoft Trustweorthy Computin
Advanced
Microsoft Word Trust Center

Customize Ribbon

The Trust Center contains security and privacy settings. These settings help keep your -
Cuick Access Toolbar computer secure. We recommend that you do not change these settings. Trust Center Settings...
Add-ins
Trust Center
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5. Click on Protected View.

Trust Center ? >

Trusted Publishers Protected View

Trusted Locations ] ] ] ] ] ] ]
Protected View opens potentially dangerous files, without any security prompts, in a restricted mode to help
Trusted Documents minimize harm to your computer, By disabling Protected View you could be exposing your computer to possible
] security threats,
Trusted Add-in Catalogs +'| Enable Protected View for files enginating from the Internet
Add-ins | Enable Protected View for files located in potentially unsafe locations (2

ActiveX Settings +| Enable Protected View for Qutlook attachments @&

viacro Settings
Protected View
Message Bar
File Block Settings

Privacy Options

6. Uncheck the box marked Enable Protected View for files originating from the Internet.

Trust Center ?

Trusted Publishers Protected View

Trusted Locations ] . ] ] ] ] .
Protected View opens potentially dangerous files, without any security prompts, in a restricked mode to help

Trusted Docurmnents i

o security threats,
Trusted Add-in Catalogs | Enable Protected View for files eriginating from the Internet

Add-ins nabile Protected View for files located in potentia locations (0

ActiveX Settings | Enable Protected View for Uutlook attachments (0
Macro Settings

Protected View

Message Bar

File Block Settings

Privacy Opticns

7. Click OK and click OK again.

Now you can repeat the process in Excel and PowerPoint to turn off enable editing in those
programs.
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IV. How to Remove Advertisements When Using YouTube

1. Go to Google and search for Adblock Plus Chrome.

2. Locate this link.

Adblock Plus - Chrome Web Store - Google

hittps://ehrome.google.com/...fadblock-plus/cthdojbkjhnklbpkdaibdcc... + Google Chrome
%% Rating: 4.5 - 111,820 votes - Free - Chrome

Jun 28, 2016 - Adblock Plus is the most popular ad blocker ever, and also supports websites by not
blocking unobtrusive ads by default (configurable).

3. Click on Add to Chrome.

m;l:cess My Account | Emz. X J{f XFINITY Connect: vidasay X | [[§ Facebook X / g Adblock Plus - Chrome Vi X - X

<« C' | & https://chrome.google.com/webstore/detail/adblock-plus/cfhdojbkjhnklbpkdaibdccddilifddb?hl=en-Us e
Happs CJKey CISE AIFA  co EC esocsiu [dc EIF €3FR GG G GAS G GAS G GDrive HIHSW [[UK 4% LTHS 4% LTSD 4§ Lunch TaM /N [ MLA [ OWL FRP Q Quizlet

=+ ADDTO CHROME

p
<

"o . Adblock Plus

adblockplus.org

bl (110235) Productivity

OVERVIEW REVIEWS SUPPORT RELATED

% Compatible with your device

ABP Used by over 50 million people, a free
ad blocker that blocks ALL annoying
ads, malware and tracking.

) Adblock Plus is the most popular ad blocker
Enable special features on Adblock Plus! ever, and also suppoIts websites by not
blocking unobtrusive ads by default
{configurable).

#RECOMMENDED BY#

CNET - #1 in Chrome extensions
Gizmodo - #1 Chrome extension by users
Mashable.com - top 10 for productivity

Block ads Block tracking  Block Malware Block Social
Media Buttons M Website

© Report Abuse

#BLOCKING FEATURES#

Additional Information
Version: 1.12.1
Updated: June 28, 2016

(] 2016-2017 EARate ..pdf 7| [3 FiscalPolicyTemplatepdf || Sl MewTreasurerChecklistpdf ~| [/ MembersMIGSFinal2..pdf | 7|| [2] MembersNIGSFinal2..pdf |~ # Showall downloads.. X
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4. Click on Add extension.
m,‘lc(sf My Account | Ema. X )(fXFI\IT‘('-Cnnnsct:wcass x '\ [ Facebook % / @ Adblock Plus - Chrome V. X - X
<« & https://chrome.goagle.com/webstore/detail/adblock-plus/cthdojbkjhnklbpkdaibdccddilifddb?hl=en-US {3 =
Hiapps CIKey CISE AIFA  co EC esncsiu [dc EIF @R G % &% USD & lunch TamM N [ ma [owe BEe Q Ouizet »
Add "Adblock Plus"?
me V — It can: ABP x ol
» 2l AdeOCk PIUS = Read and change all your data on the :
adblockplus.org websites you visit

e (110333) Productivity = Display notifications
. OVERVIEW REVIEWS Add extension | | G| 73
Theme % Compatible with your device
ABP Used by over 50 million people, a free
ad blocker that blocks ALL annoying

ads, malware and tracking.

Adblock Plus is the most popular ad blocker

Adblock Plus blocks all video ads on YouTube! ever, and also sup ebsites by not

blocking unobtrusive ads by default
{configurable).

#RECOMMENDED BY#

CNET - #1 in Chrome extensions
Gizmodo - #1 Chrome extension by users
Mashable.com - top 10 for productivity

#BLOCKING FEATURES#

A Website
O Report Abuse

Additional Information

Version: 1.12.1
Updated: june 28,2016

. * RLHbg East 2

5| 2016-2017EARste..pdf 7| [3 FiscalPoliTemplatepdf | 7| [ MewTreasurerChecklistpdf 7| (& MembersNIGSFinal2..pdf || [ MembersNIGSFinal2...pdf * Show! |ternct access

Itsd.k12.pa.us

Mo Internet access

5. You will the see one of the following two screens. Regardless of which screen appears,
Adblock Plus has been installed.

Screen #1

R Access My Account | Ema % | Xf XFINITY Connect: vidasay % | [ Facebook % | o Adblock Plus - Chrome W % /' (B) Adblock Plus has beenin: X - X
C' | [3 chrome-extension://cfhdojbkjhnklbpkdaibdccddilifddb/firstRun.html v @ =
i Apps CJKey CISE FIFA @ EC esncsiu [Mc FIF €3FR GG G GAS G GAS G GDrive [HIHSW [[{1K & LTHS 4% LTSD 4% Lunch MM /N [ MLA [ OWL FRP Q Quizlet »

Annoying ads will now be Got a smartphone or a tablet?
blocked !

We'd like to encourage websites to use straightforward Get Adblock Browser here

ndroid and i

unobtrusive advertising. That's why we've established
strict guidelines to identify acceptable ads, which are
shown under default settings. If you still want to block
every ad you can disable this in a few seconds.
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Or ....
If you see this screen you can make a donation or just close the screen.
Files - free onlir KR Em P O Ad X - X
< C | B https://getadblock.com/installed/?u=42q 1v7au80025376 w O =
Apps [ Key [ TestYourKnowledge (1 SE Xf C D esp sl [dc €IFR GG EGAS G GAS G GDrive HSW {1 K & LTHS & LTSD & lunch M [ MA @ N (O]o [ OWL Q Q & StudentResources 2 W
The honor system
Hi from the AdBlock Team. Thank you for installing AdBlock!
AdBlock is honor-ware, which means that we trust each other to be nice:
+ You pay what you can afford for AdBlock. We let you choose the price.
« We'll send you a thank you note for paying.
* You get a refund - and you can keep AdBlock - if you don't fove it
AdBlock has five full time developers that depend on your contributions and support. We're trusting
you a fot, but we think it's the decent thing to do.
Please pay as much as you can, since if you change your mind you have 60 days to get a refund! Are we
naive for trusting you to pay? I guess we'll find out :)
Name a fair price (in USD):
$5 $10 $20
® $35 $50 $100
Pay with: CEEsl (PayPal
Ads that don't stink
AdBlock now participates in the Acceptable Ads Program and has partnered with the EFF in support of the
new "Do Not Track” standard. These are both great starts towards compensating great websites for
preducing quality content in ways that don't degrade your web browsing experience or violate your
privacy.
Want to block all ads?
You can easily disable Acceptable Ads and see no ads whatsoever, regardless of whether you donate to
support AdBlock.
We also welcome your feedback about how we can do the best job making your web experience enjoyable
and secure, without punishing good websites for their hard work.
Annoying ads will now be blocked
We'd like to encourage websites to use straightforward, unobtrusive advertising. That's why we've
established strict guidelines to identify acceptable ads, which are shown under default settings. If you still
want to block every ad you can disable this in a few seconds.
Now also available en your iPhone or iPad!
|% FREEDsterminingthe.. = & Show all downloads.. %
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V. Advanced Windows 10 -- virtual Desktops

Instead of keeping everything open on the same desktop, you can move some of your windows to a
virtual desktop to get them out of the way. This feature wasn't available in previous versions of
Windows, and it is especially helpful for managing a lot of windows at the same time. To create a

new desktop, open Task view (see page 2 to locate the Task view), then select New desktop near the
bottom-right corner.

B

Mew desktop

12:14 PM
S DN = R

Once you have created multiple desktops, you can use Task view to switch between them. You can

also move windows between desktops. To do this, open Task view, then click and drag a window to
the desired desktop.

To close a virtual desktop, open Task view and click the X in the upper-right corner of the
desktop you want to close.




