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Precheck quizzes test your knowledge of the chapter content before you 
study the material. Use the results to help focus your study on the skills 
you need to learn. SNAP users should go to their SNAP Assignments page 
to complete these quizzes.

Chapter 2
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Precheck

Managing Files
In this chapter, you will learn how to use the Windows 10 File Explorer utility to locate 
files and perform common operations on them such as moving, copying, renaming, and 
deleting.

A file is a collection of data stored under a single name; for example, if you create a letter 
in Microsoft Word, you might save it as MyLetter.docx. Most files have an extension, which 
is a period followed by a few letters or numbers. In the file name MyLetter.docx, .docx is 
the extension. The file extension tells Windows how to handle the file. Windows maintains 
a list of file extensions and which application handles them. For example, the .docx 
extension is assigned to Microsoft Word.

Files are stored locally on volumes. A volume is a storage location with a letter assigned to it, 
such as C or D. It might be a disk drive such as a hard disk, a removable disc such as a DVD, or 
a USB flash drive. Files can also be stored online, such as in a cloud service like OneDrive.

Within a volume, files are organized into logical groupings called folders. Folders typically 
have names that signal the purpose of the files stored within them, such as Program Files, 
Users, or Downloads. You can easily view different folders and browse their content in File 
Explorer, and search multiple folders for a specific file.

Sometimes groups of files are compressed into an archive file, which usually has a .zip 
extension. An archive file looks like one single file, and can be worked with as a single file, 
but it actually contains multiple files. It can be unpacked (decompressed) to extract the 
individual files within it. The data files for this textbook will come to you in a compressed 
archive, for example. You can also create your own compressed archives.

The File Explorer interface in Windows 10 makes it easy to select multiple files at once 
and then issue a command that affects all the selected files. For example, you can move 
or copy a group of files from your local hard drive to a USB flash drive to share with a 
coworker or a friend. You can also delete files. A deleted file is not destroyed immediately; 
it is moved to the Recycle Bin. You can retrieve deleted files from the Recycle Bin if you 
change your mind about deleting them.

Files You Use
In Skill 4 of this chapter, you will download the  
W10-StudentDataFiles folder and extract its contents  
to a USB flash drive. This folder contains the  
W10-Chapter2 folder, which holds the following data 
files needed for Skills 5–9 in this chapter:

 W10-C2-Duncan.jpg
 W10-C2-List.txt
 W10-C2-Ring.jpg
 W10-C2-Holiday Schedule.txt

Skills You Learn
1 Navigate between Local Volumes and 

Folders in File Explorer

2 Control the Display of Hidden Files and 
File Extensions

3 Create and Rename a File or Folder

4 Download and Extract Student Data Files

5 Select Multiple Files and Folders

6 Create a Compressed Archive (ZIP) File

7 Move and Copy Files

8 Delete Files and Use the Recycle Bin

9 Search for a File

Tutorials guide you through the steps for the skills and then allow 
you to practice on your own. These interactive tutorials include simple 
instructions and optional help. SNAP users should go to their SNAP 
Assignments page to complete these tutorials.
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Move and Copy Using Drag-and-Drop

1  Make sure your USB flash drive containing the student data files is connected and 
File Explorer is open. 

2  In the Navigation pane, click the USB flash drive to display its contents. 

3  Right-click the USB flash drive to display a shortcut menu.

4  Click Open in new window at the shortcut menu. A new File Explorer window opens, 
showing the same location.

5  Size and arrange the windows so they are side by side and the file list panes of 
both windows are visible.

6  In the file list pane of the left window, double-click the W10-StudentDataFiles folder.

Move and Copy Files
You may sometimes need to move or copy data files 
between locations. For example, you might transfer a 
file from the Documents folder on your home computer 
to a USB flash drive to take it to school. Copying, as the 
name implies, leaves the file in its original location and 
places a copy of it in the destination location. Moving 
removes the file from the original location.  

The two most common ways to move and copy files in 
Windows are to drag-and-drop and to use the Windows 
Clipboard. When you drag-and-drop files, both the 
original location and the destination must be visible in 
File Explorer. The destination can be visible as a separate 
File Explorer window or as a shortcut in the Navigation 
pane. If the original location and the destination are on 
the same volume, the default is a move operation. If 
they are not on the same volume, the default is a copy 

operation. You can force a move operation regardless of 
the default by pressing Shift as you drag, or force a copy 
operation by pressing Ctrl as you drag. 

The Clipboard is a temporary holding area in memory. 
When you select a file and then issue the Cut or Copy 
command, the selection is either moved or copied 
to the Clipboard. You then display the destination 
location and issue the Paste command to complete the 
operation.

Your hard disk contains both data files and program files. 
A data file is a file you create in an application to store 
your work; a program file is a file that runs a program. 
You should move only data files, not program files. If 
you move a program file, or any of its helper files, the 
program might not run correctly. 

TIP

See Chapter 1, Skill 4, if you 
need help sizing and arranging 
windows.

Skill 7 

Tutorial

Step
4

Step
6

Steps
2–3

Step
5

Online Extras expand on the topics covered in the textbook. Read these 
brief summaries to discover additional features and functionality.

Skill Extra
Downloading Executable Files
Not every file you download will be a ZIP file. Some 
files you download will be executable files (with an 
.exe extension) that run programs when you double-
click them. For example, you might download a setup 

program that installs or updates an application on 
your computer. Beware of downloading executable 
files from untrusted websites or unknown sources such 
as emails. They may contain viruses or other harmful 
software. 
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6  In File Explorer, click the Compressed Folder Tools Extract tab if necessary to make 
it active, and then click the Extract all button.

7  At the Extract Compressed (Zipped) Folders dialog box, click the Browse button 
and then navigate to your USB flash drive.

8  Click the Select Folder button to return to the Extract Compressed (Zipped) Folders 
dialog box.

9  Click the Extract button in the dialog box. The files are extracted and copied to 
your USB flash drive in a folder named W10-StudentDataFiles.

TIP

You will learn about uploading 
files to OneDrive in Chapter 4, 
Skills 1 and 4.

Step
6

TIP

Because W10-StudentDataFile 
is a ZIP file, it opens using File 
Explorer. If you were download-
ing some other type of file, it 
would open in an application 
appropriate for that file.

Online 
Extra

Step
9

Step
8

Step
7

A Workbook , included in the ebook, provides study tools (including 
PowerPoint presentations and Tips & Hints), exercises, and assessments to 
help you review the features and skills covered in each chapter. 
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Task Summary
Task Button/Icon/Option Action

close File Explorer In upper right corner of File Explorer, click Close button.

copy and paste files 
using Clipboard

In File Explorer window, select files, click Copy button in Clipboard 
group on Home tab, go to destination folder, click Paste button. 

copy files using drag-
and-drop

In File Explorer, open windows for source and destination volume 
folders, select files in source folder, drag files to destination folder.

create and name ZIP file In file list pane of File Explorer window, select files. On Share tab, click 
Zip button in Send group, type name, press Enter.

create and name new file In file list pane of File Explorer window, right-click a blank area, point to 
New, click document type, type name, press Enter.

create and name new 
folder

On Quick Access Toolbar in File Explorer window, click New folder 
button, type name, press Enter.

delete file In file list pane of File Explorer window, click Home tab, click Delete 
button in Organize group.

empty Recycle Bin On desktop, double-click Recycle Bin icon. In Recycle Bin window, 
click Recycle Bin Tools Manage tab, click Empty Recycle Bin button in 
Manage group, close Recycle Bin window.

expand or collapse 
Navigation pane item

In Navigation pane of File Explorer window, click right-pointing arrow 
next to item to expand listing or down-pointing arrow to collapse it.

go backward, forward, 
and up one level in folder 
structure

  

In Address bar of File Explorer window, click Back arrow to go to 
previous location, click Forward arrow to go to next location, click Up 
arrow to go up one level.

move files using drag-
and-drop

Open separate File Explorer windows for source folder in one volume 
and destination folder in another volume, select files in source folder, 
press and hold Shift key while dragging files to destination folder.

open File Explorer On Windows taskbar, click File Explorer button.

rename file or folder In File Explorer window, click file or folder, click Rename button in 
Organize group on Home tab (or press F2), type new name, press Enter.

restore file from Recycle 
Bin

On desktop, double-click Recycle Bin icon. In Recycle Bin window, click 
file, click Recycle Bin Tools Manage tab, click Restore the selected items 
button in Restore group, close Recycle Bin window.

search for file using File 
Explorer

In Navigation pane of File Explorer window, click storage location to 
search, click in File Explorer search box, type file name.

select multiple 
contiguous files

In file list pane of File Explorer window, click first file, press and hold 
Shift key, click last file, release Shift key.

select multiple 
noncontiguous files

In file list pane of File Explorer window, click first file, press and hold 
Ctrl key, click additional files, release Ctrl key.

show/hide file name 
extensions and/or hidden 
items

On ribbon in File Explorer window, click View tab, click File name 
extensions and/or Hidden items check boxes in Show/hide group.

Workbook

Chapter study tools, exercises, and 
assessments are available in the Workbook, 
which is accessed through your ebook.

Student data files are needed to complete some of the skills and 
assessments in this book. You will learn how to download these files to 
a USB flash drive in Chapter 2, and then upload them to your OneDrive 
account in Chapter 4.
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Skill 4 

1  Connect a USB flash drive to an available USB port on your computer.

2  Go to your Getting Started with Windows® 10 and Microsoft® Edge ebook.

3  Navigate to this page in your ebook and then click W10-StudentDataFiles in the 
links menu.

4  At the OneDrive page that opens, verify that the W10-StudentDataFiles folder is 
selected and then click the Download button in the bar at the top of the page.

5  Click the Open button that appears when the file has finished downloading. 

Download and Extract Student Data Files 
To complete the exercises and assignments in this 
textbook, you must download the student data files 
from the accompanying eBook. All the files you will 
need are bundled into a single ZIP file. A ZIP file is a 
compressed archive file with a .zip extension. A ZIP 
file stores multiple files in a single container file that 
you can work with as a whole, so you only have to 
download one file to get everything you need for the 
entire textbook. A ZIP file also compresses the files so 
that they take up less storage space than the original 
individual files occupied. 

There are many different compressed archive formats, 
but Windows supports only the most popular one, ZIP.  
Windows can create and open ZIP files without any 

special utility. When you double-click a ZIP file in File 
Explorer, its content is displayed in the same way as the 
contents of a folder. 

Although a ZIP file behaves much like a folder in 
Windows, it is not actually a folder, and you may run 
into a few limitations when working with zipped 
content in File Explorer. For example, you might not be 
able to run a zipped application without extracting it 
from the ZIP file, and some types of data files may not 
preview correctly within a ZIP file. Although most data 
files will open and save from within a ZIP file, it is better 
to avoid any possible issues by extracting the data files 
into a real folder, as you learn to do in this skill.

AU: and DE: Be sure to retest this skill in 2PP and 3PP, 
using most current versions of eBook and OneDrive

Student
Data Files

Step
4

When a file is selected, 
its thumbnail displays 
a blue border and a 
blue check mark in the 
upper right corner.

Step
3

Recheck quizzes at the end of each chapter enable you to recheck 
your understanding of the chapter content. You may recheck your 
understanding at any time and as many times as you wish. SNAP users 
should go to their SNAP Assignments page to complete these quizzes.

Recheck

Getting Started with Windows® 10 and Microsoft® Edge uses a simple, visual approach to 
teach the necessary skills for using the Windows 10 operating system and Microsoft 
Edge web browser, plus OneDrive and OneNote. It also introduces the Office Online 
apps, tools for creating screenshots, and the Snipping Tool. This brief program will help 
you gain the proficiency needed to open and use applications, navigate between and 
within applications, manage files, get information from the Internet, and share files and 
information on a PC with Windows 10 installed. In addition, it will help you master basic 
skills for customizing and maintaining the Windows operating system. 

Course Features
The following guide shows how this textbook and its digital resources uses a visual, 
step-by-step, competency-based approach to teach the basic skills you need to use a PC 
running Windows 10 successfully at home, school, or work.

SNAP Resources
SNAP icons in the margins of the textbook are accompanied by blue text listing exercises 
and assessments that are available in SNAP. If you are a SNAP user, go to your SNAP 
Assignments page to complete the activities.

Interactive Student Resources
Orange icons in the margins of the textbook indicate interactive resources that are 
available through the links menu in your ebook and, in some cases, in SNAP.



Prefacevi

A chapter overview describes the topics you will 
cover in the chapter.

A Skills You Learn list itemizes the tasks you will 
be able to accomplish at the end of the chapter.

A Files You Use section lists the student data files 
you will need to complete the skills in the chapter.

A skill introduction describes the 
features and tasks you will explore in 
the skill.

Numbered steps and screen captures 
provide instant reinforcement to help 
you learn each skill quickly and easily.

Skill Extras offer additional information 
about the topics covered in a skill.

Tips offer hints and 
troubleshooting advice.

Another Way features 
provide alternative 
methods for performing 
steps, including 
keyboard shortcuts.

A Task Summary lists the key tasks covered in the chapter, 
along with buttons, icons, and options used to initiate 
them and the actions required to accomplish them. 

Textbook Elements
Clear and concise text and screen captures teach essential concepts, features, and skills 
in an easy-to-understand format.  

1

Precheck

Chapter 1Chapter 1

Files You Use
For these skills, you do not need any student data files.

Introducing Windows 10
Windows 10 is an operating system for personal computers. An operating system creates 
the user interface that you interact with, runs programs, manages files, and connects to 
networks. Windows 10 runs on many different computer types, including PCs, tablets, 
and smartphones.

The Windows environment is based on movable rectangular areas called windows. 
Almost everything happens within a window, including running applications, using the 
Internet, and working with files. In this chapter, you will learn to navigate the Windows 
10 interface and how to open, close, and manipulate these windows. You will also learn 
how to use some standardized controls within a window, such as menus, toolbars, 
ribbons, and dialog boxes.

Skills You Learn
1 Sign In to and Out of Windows 10

2 Explore the Windows 10 Desktop, Taskbar, and Start Menu

3 Open and Close Applications

4 Manipulate Windows

5 Move between Open Windows

6 Work with Menus, Toolbars, Ribbons, and Dialog Boxes

7 Get Help and Support in Windows

If you are a SNAP user, go to your SNAP Assignments page 
to complete the Precheck, Tutorials, and Recheck.
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Manipulate Windows
A window is a well-defined rectangular area onscreen 
in which an application runs, a file listing appears, 
or a message is displayed. As you saw in Skill 3, each 
application opens in its own window.

A window can appear in one of three states:

• Maximized: enlarged to fill the entire screen
• Minimized: open but temporarily hidden from view

• Restored: neither minimized nor maximized, and 
therefore able to be moved and resized

You can move and resize a window to meet the needs 
of the task you are performing. For example, if you 
have many windows open at once and you want to 
see all of them at a glance, you can make each window 
relatively small and arrange them side-by-side.

1  On the Windows taskbar, click the File Explorer button to open the File Explorer 
application.

2  At the File Explorer window, click the Maximize button if the window is not already 
maximized. The window enlarges to fill the entire screen and the Maximize button 
changes to a Restore Down button.

3  Click the Restore Down button. The window returns to its pre-maximized size and 
position and the Restore Down button changes to a Maximize button.

4  Click the Minimize button. The window disappears but the app is still running.

5  On the Windows taskbar, click the File Explorer button. The File 
Explorer window returns to its pre-minimized state and position.

Skill 4

Tutorial

2  Another Way 
Press Windows logo + Up 
Arrow.

3, 4  Another Way 
Press Windows logo + Down 
Arrow.

TIP

A colored line under a button 
on the Windows taskbar 
indicates the application is 
open.

Step
2

Step
4

Step
3

Step
5
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6  Point to the right border of the File Explorer window. The 
mouse pointer becomes a right-and-left-pointing arrow.

7  Drag the border to the right to enlarge the window 
horizontally.

8  Point to the lower right corner of the window. The mouse 
pointer becomes a diagonal two-headed arrow.

9  Drag the border down and to the left to make the window 
taller and narrower.

10  Point to the Title bar at the top of the window. The mouse 
pointer does not change in this case.

11  Drag the window to a different location on the desktop.

12  Click the Close button to close the File Explorer window.

TIP

Not all windows can be resized. 
Some applications have a fixed 
window size set by the 
programmers who created 
them.

Step
6

Skill Extras
Minimizing All Open Windows
Here’s an easy way to minimize all windows at once. 
Click the Show Desktop button, which is the thin 
vertical bar to the right of the clock on the Windows 
taskbar. You can do the same thing by pressing 
Windows logo + M.

Using the Keyboard to Move and Resize Windows
If you right-click the Title bar on a window, you see a 
shortcut menu containing Restore, Move, Size, Minimize, 
Maximize, and Close options. After clicking Move, you 
can move the window using the arrow keys. Similarly, 
after clicking Size, you can change the window’s 
dimensions using the arrow keys. Press Esc when 
finished moving or sizing.

Snapping Apps  
and Automatically Maximizing Windows
If you drag a Modern app window to the far right or 
left so it is at least halfway off the screen, and then 
drop it there, the window is resized and positioned to 
cover the right or left half of the screen. This is called 
snapping an app. If you drag a window up so its title 
bar touches the top of the screen, the window is 
automatically maximized.

Closing a Minimized Window
To close a minimized window without restoring it first, 
right-click its icon on the Windows taskbar and then 
click Close window.

Step
8

12  Another Way 
Press Alt + F4.

Step
10

Step
12
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Task Summary
Task Button/Icon/Option Action

close app Click Close button. (Alternative methods: Press Alt + F4. OR Click 
File menu or tab, click Exit.)

display commands for 
feature in notification area Right-click feature icon. 

maximize window Click Maximize button. (Alternative method: Press Windows logo + 
Up Arrow.)

minimize window Click Minimize button. (Alternative method: Press Windows logo + 
Down Arrow.)

move desktop icon Drag icon to desired location.
move window Click Title bar and drag window to desired location. 

open Start menu Click Start button. (Alternative method: Press Windows logo key.)

resize window Point to window border or corner until two-headed arrow appears, 
drag border or corner. 

restore window Click Restore Down button. (Alternative method: Press Windows 
logo + Down Arrow.)

search for app, feature, or 
help

On Windows taskbar, click in search box, type app or feature name 
or help topic, click match in search results list. 

show hidden notification 
icons

In Windows taskbar notification area, click Show hidden icons button 
arrow.

sign in to Windows Power up computer if needed, press any key or click to clear Lock 
screen if needed, type password in password box, press Enter.

sign out from Windows 
without shutting down

Click Start button, click name of currently signed in user, click Sign 
out.

sign out from Windows and 
shut down Click Start button, click Power button, click Shut down. 

start app from Start menu Click Start button, click app shortcut or tile.
start app from Windows 
taskbar Click pinned button. 

switch windows

On Windows taskbar, click Task View button, click app thumbnail. 
(Alternative methods: Click button on Windows taskbar. OR Press 
and hold Alt key, press Tab key until thumbnail is selected, release 
keys.)

use list box drop-down list On toolbar or ribbon or in dialog box, click box arrow, click desired 
item at drop-down list. 

use menu Click menu name, point to command to display submenu if needed, 
click command. 

use command buttons and 
check boxes Click button or check box. 

use ribbon On ribbon, click desired tab. In group, click desired button or control.
use toolbar or Windows 
taskbar button

On toolbar or Windows taskbar, point to button to display ScreenTip, 
click button to issue command.

Workbook

Chapter study tools, exercises, and 
assessments are available in the Workbook, 
which is accessed through your ebook.

Recheck
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Study tools, including a PowerPoint presentation 
and Tips & Hints, offer multimedia and text-based 
review of the concepts, features, and skills. These 
tools are accessed from the links menu in the ebook.

A Skills Assessment offers an 
opportunity to apply skills in an 
engaging, real-world scenario without 
step-by-step guidance. Each assessment 
includes an image showing how the 
student’s screen should look.

Skills Application 
exercises provide 
more challenging 
practice, 
combining actions 
in a different order 
and applying 
them in a slightly 
different context, 
with less direction.

Skills Review exercises 
offer practice completing 
the skills.

A Knowledge Check presents 10 multiple-choice 
questions on key concepts and features. The 
Knowledge Check is accessed from the links menu 
in the ebook. SNAP users should go to their SNAP 
Assignments page to complete the exercise.

Workbook Review and Assessment
You will access the Workbook through your ebook. The Workbook provides a variety of 
materials you can use to check your understanding of the concepts and features covered 
in the textbook. Complete the Workbook activities to demonstrate your ability to apply 
the skills taught. For each chapter, you will find the following items:
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Study Tools

Knowledge Check

If you are a SNAP user, go to your Assignments page  
to complete the Knowledge Check.

Skills Review

Review 1 Sign In to Windows and Tour the Desktop
Skills
 1 Sign In to and Out of Windows 10
 2 Explore the Windows 10 Desktop, Taskbar, and Start Menu
 3 Open and Close Applications

Steps
 1. Power up the PC. At the Lock screen, press any key or click anywhere on the 

screen.
 2. If you are prompted for your user name, either type it or find it in the lower left 

corner of the screen and click it.
 3. In the password box, type your password and then press Enter.
 4. On the Windows taskbar, point to the File Explorer button to display the 

ScreenTip (name) and then point away from the button.
 5. On the Windows taskbar, point to the far right icon, just to the left of the clock. 

Right-click the icon to display the shortcut menu. Press Esc to close the menu.
 6. At the left end of the notifications area, click the Show hidden icons button. 

Review the icons there and then click the desktop to close the menu.
 7. On the Windows taskbar, click the Start button. At the Start menu, review the 

program shortcuts under Most used, as well as the program tiles pinned to the 
Start menu.

 8. Click your user name (below the menu button at the top of the Start menu). At 
the shortcut menu, review the choices.

 9. Press Esc twice to close both open menus. Stay signed in to Windows for Skills 
Review 2.

Study Tools

Study tools, including a PowerPoint presentation and 
Tips & Hints, are available from this ebook page.

Knowledge 
Check

The Knowledge Check presents 10 multiple-choice 
questions to help you review and reinforce your 
understanding of the material covered in this chapter.
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Review 2 Start and Exit Programs
Skills
 3 Open and Close Applications
 4 Manipulate Windows

Steps
 1. On the Windows taskbar, click the Start button.
 2. At the Start menu, click the News tile. The News Modern app opens.
 3. Click the Start button again and then click the All apps button.
 4. Point to the right of the list of apps to make the scroll bar appear. Drag the scroll 

bar down until you see the W grouping, click Windows Accessories to expand that 
category, scroll down more if needed, and then click WordPad.

 5. At the WordPad window, click the Maximize button. The window fills the screen and 
covers the News app window.

 6. Click the Restore Down button. The window returns to its prior size.
 7. Click the Minimize button. The window reduces down to a Windows taskbar button 

and the News app window is once again visible on the desktop. Both the News and 
WordPad buttons on the Windows taskbar display with colored underlines.

 8. On the Windows taskbar, click the WordPad button to reopen its window. Click the File 
tab and then click Exit.

 9. On the News app title bar, click the Close button. Stay signed in to Windows for Skills 
Application 1.

Skills Application

Application 1 Arrange Your Desktop
Skills
 3 Open and Close Applications
 4 Manipulate Windows
 5 Move between Open Windows

Steps
 1. On the Windows taskbar, click the File Explorer button.
 2. Use the All apps list at the Start menu to find and open the Paint app. Maximize the 

Paint window.
 3. Use the All apps list at the Start menu to find and open the Calculator Modern app.
 4. On the Windows taskbar, click the Task View button and then click the File Explorer 

thumbnail.
 5. Use Alt + Esc to return to the Paint window and then restore the Paint window.
 6. Drag the lower right corners of the Paint and File Explorer windows to make those 

windows smaller.
 7. Drag the windows by their Title bars to arrange them so they don’t overlap onscreen, 

resizing them further as needed.
 8. Minimize all three open windows. Hint: Press Windows + M.
 9. Reopen the Calculator and File Explorer windows and then close them.
 10. Reopen the Paint window. Drag it to the center of the screen and then resize it to 

make it larger. Leave the window open for Skills Application 2.
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Application 2 Change Settings in a Program
Skills
 3 Open and Close Applications
 6 Work with Menus, Toolbars, Ribbons, and Dialog Boxes

Steps
 1. With the Paint window open, click the View tab. Click the Rulers check box in the 

Show or hide group to insert a check mark.
 2. Click the Home tab. Open the Brushes drop-down list. Point to various brushes 

to view the ScreenTip for each. Click the Marker brush.
 3. In the Colors group, choose the Red color. The Color 1 box should change to 

display red.
 4. Below the ruler, drag to draw a circle.
 5. Click the File tab and then click Properties.
 6. At the dialog box, click the Inches option button in the Units section.
 7. Select the number in the Width box and then type 6 to change the width. Select 

the number in the Height box and then type 4 to change the height. Click the 
Default button to change back to the default sizes and then click OK.

 8. Use the View tab to turn off the Rulers command.
 9. Close Paint without saving the drawing. Stay signed in to Windows for the Skills 

Assessment.

Find Apps and Get Help
Skills
 1 Sign In to and Out of Windows 10
 3 Open and Close Applications
 4 Manipulate Windows
 6 Work with Menus, Toolbars, Ribbons, and Dialog Boxes
 7 Get Help and Support in Windows

Scenario
You are traveling soon and are looking for an app that will help you find 
routes to locations you will visit. You would also like an app that can help 
you calculate distances between locations. Finally, you will be taking your 
computer along and want to know where to get help if you have trouble 
connecting to the Internet from your hotel room.

Steps
 1. On the Windows taskbar, click in the search box.
 2. Type maps and then click Maps Trusted Windows Store app in the search results 

list. Note: If you see a prompt asking whether you want to let Windows Maps 
access your location and location history, click the No button. 

 3. Maximize the Maps window and then click the menu button (  ) in the upper 
left of the Maps toolbar to open the Maps menu. Click the menu button again 
to close the menu. 

 4. In the Maps app, click in the search box and then type San Francisco. (Note: Be 
sure to click and type in the Maps app search box, not the Windows taskbar search 

Skills Assessment
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box.) Pause until search results appear and then click San Francisco, California in 
the search results list.

 5. Watch as the Maps app zooms in on San Francisco, California. Minimize the 
Maps window.

 6. On the Windows taskbar, click in the search box, type calculator, and then 
click Calculator Trusted Windows Store app in the search results list. 

 7. Click the menu button (  ) of the Calculator window, and then click Length 
in the CONVERTER section.

 8. Review the changes that appear in the window, use the Menu button to 
redisplay the Standard view, and then minimize the window.

 9. On the Windows taskbar, click in the search box, type troubleshooting, and 
then click Troubleshooting Control panel in the search results list to open 
the Troubleshooting tools in the Control Panel. (See the Completed Step 9 
illustration on page 18.) 

 10. Click the Connect to the Internet link in the Network and Internet section to 
open the Internet Connections tool. Click the Cancel button to close the tool 
without finding and fixing any problems.

 11. Reopen the Maps window and use its search box to find and display the 
location Los Angeles.

 12. Close each of the open windows and apps. Hint: To close each minimized 
window, first maximize the window by clicking its button on the Windows taskbar.

 13. Sign out of Windows and shut down your computer.

Return to 
End of Chapter

Completed Step 9
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Course Components
The Getting Started with Windows® 10 and Microsoft® Edge textbook contains the essential 
content students will need to master the key concepts and skills covered. Additional 
resources are provided by the following digital components.

SNAP Web-Based Training and Assessment for Microsoft® Office 2016
Available at http://snap2016.emcp.com, SNAP is a web-based program offering an 
interactive venue for mastering computer skills. SNAP includes a learning management 
system with an adaptive learning platform to create a more individualized online 
learning experience. It also includes an online grade book; easy access to all course 
materials; interactive, automatically graded versions of the end-of-chapter Knowledge 
Check exercises; and course planning and delivery tools.

The SNAP course offers a quiz and exam for each chapter. It also provides an item bank 
for each chapter, which can be used to create custom quizzes and exams. Each quiz and 
exam item is aligned to a skill in the book. This pairing allows students to check their 
understanding and track their progress through the chapter quizzes, and instructors to 
assess student understanding through comparable—but unique—chapter exams.

Student eBook with Workbook
The student ebook provides access to all program content from any device (desktop, 
tablet, and smartphone) anywhere, through a live Internet connection. The versatile ebook 
platform features dynamic navigation tools including a linked table of contents and the 
ability to jump to specific pages, search for terms, bookmark, highlight, and take notes.

The student ebook offers live links to the interactive content and resources that support 
the textbook, including the student data files; Precheck quizzes; interactive tutorials; 
Online Extras; and the Workbook. The Workbook includes access to study tools such 
as chapter-based PowerPoint presentations and Tips & Hints, as well as end-of-chapter 
Knowledge Check exercises. It also provides Skills Review and Skills Application 
exercises, and Skills Assessments.

Instructor eResources 
All instructor resources are available digitally through a web-based ebook on the 
Paradigm Bookshelf. The materials are organized by type and also by chapter, and can 
be previewed from the ebook or downloaded. The instructor materials include the 
following items:

 • Answer keys and rubrics for evaluating responses to chapter exercises and 
assessments

 • Lesson blueprints with teaching hints, lecture tips, and discussion questions
 • Syllabus suggestions and course planning resources
 • PowerPoint presentations with lecture notes
 • Chapter-based quizzes and exams
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Microsoft Windows 10 is the latest version of Windows, the most popular operating 
system in the world for personal computers. This book teaches you how to use 
Windows 10 to accomplish basic tasks on a personal computer, such as running programs 
and managing files, as well as how to customize and maintain the Windows operating 
system. It also introduces the Microsoft Edge browser and shows you how to find 
information on the Internet.

In addition, this book covers Microsoft applications designed to optimize your use of 
a Windows 10 computer in a personal, work, or academic environment. You will learn 
how to access OneDrive, a secure online storage location, and how to use Office Online 
apps. You will also learn how to take screenshots and how to collect, organize, and share 
research data using OneNote.

Your Textbook and Student Resources
This book comes in two versions: an ebook, and an ebook plus a printed textbook. 
The ebook provides access to the Precheck and Recheck quizzes, student data files, 
interactive tutorials, Online Extras, end-of-chapter workbook materials (including 
PowerPoint presentations, review exercises, and assessments), and other student 
resources that support the text. To complete a course based on this book, you will 
need the ebook plus a computer that has an Internet connection and the Windows 10 
operating system with the Microsoft Edge browser.

The student data files you will need to complete some of the skills, exercises, and 
assessments in the textbook and workbook are accessed from the ebook. Chapter 2 
teaches you how to download the student data files from the ebook to a USB flash drive, 
and Chapter 4 teaches you how to upload the student data files from the USB flash drive 
to your OneDrive account. You do not need any student data files for Chapter 1.

Hardware and Software Requirements
Your book is designed for a computer running a standard installation of Microsoft 
Windows 10 Home or Microsoft Windows 10 Pro on a desktop or notebook PC. To run 
this operating system, your computer should have the following capabilities:

 • Processor: 1 gigahertz (GHz) or faster
 • RAM: Minimum 1 gigabyte (GB) for the 32-bit version or 2 GB for the 64-bit version
 • Free hard disk space: 16 GB
 • Graphics card: Microsoft DirectX 

9 graphics device with WDDM 
driver

 • Monitor/screen: Screen captures 
in this book were created using 
a screen resolution display 
of 1366 x 768. If you would 
like your screen to match the 
images in the book, see Chapter 
6, Skill 3, pages 83–84 for 
instructions on changing the 
resolution of your monitor.
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Certain chapters and skills in this book also assume that you have the following 
additional features:

 • Internet access (for downloading the student data files, sending email, and using 
online apps)

 • A USB flash drive (for storing student data files)
 • A printer
 • Optional: Speakers or headphones, and a microphone (for communicating with 

Cortana)

Note that Windows 10 will update over time. For that reason you may see discrepancies 
between the screen captures in this textbook and the interface on your computer 
screen.

Starting Up and Shutting Down
If you are using a computer in a school lab environment, you might not need to start it 
up or shut it down, because many labs leave their computers on throughout the day, 
turning them off only at night. If you are using your own computer, though, you will 
want to know how to turn it on and off.

 • To turn on the computer: On the 
computer, press the power button, which 
loads the Windows 10 operating system. A 
sign-in prompt appears when Windows has 
finished loading. To sign in, see Chapter 1, 
Skill 1.

 • To turn off the computer: On the Windows 
taskbar, click the Start button, click Power, 
and then click the Shut Down option. 
Shutting down in this way also signs you 
out. To sign out without shutting down, see 
Chapter 1, Skill 1.

Creating an Account on a Windows PC
In a school or work setting, you will probably be assigned a user name and password 
to use when signing in to Windows 10. The user name may be an email address. If you 
already have a user name and password, there is no need to create another one to use 
with this book.

If you do not already have a user name and password, you will need to create a new 
user account. To do this, you must first be signed in to Windows 10 using an account 
with Administrator privileges and connected to the Internet. You must also either 
have an existing email address or be prepared to create one during the process. Ask 
your instructor for help if needed. After you have signed in to the computer using the 
Administrator account, complete the following steps:
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1  On the Windows taskbar, click the Start button and then click Settings.

2  In the Settings app, click Accounts.

3  In the Navigation pane of the Accounts section, click Family & other users (or Other 
users on some systems). 

4  In the right pane, click Add someone else to this PC.

Step
2

Step
3

Step
4
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5  Follow the prompts that appear, filling in information as requested, to create the 
account. The prompts you see depend on whether you are creating a new email 
address or using an existing one, and whether the email address you are using has 
previously been registered with Microsoft.

After you create the account, you may be asked to verify the account, either by 
responding to an email message or entering a code you get in a text message. Follow 
the prompts to do so. The account shown in the examples in this book was created 
using the Express Setup option with all default settings.

Setting a Default Email Application
A few of the skills in this book involve sending email messages. This process is simple if 
you have a default email application configured in Windows 10, because Windows 10 
opens the application automatically and starts a new email. All you have to do is fill in 
the recipient and the subject.

When you install Microsoft Office, its email application Microsoft Outlook may set itself 
as the default application for handling email. Outlook is a good choice for the skills in 
this book because it works seamlessly with most other Windows applications. However, 
you can also choose to make a different email application the default if you wish. Your 
choice of application must be a real application, and not just a web interface for web-
based email such as Yahoo! Mail, Gmail, or Outlook.com. 

To set your default email application, follow these steps:

1  On the Windows taskbar, type default in the search box. 

2  In the search results list, click Default Programs Desktop app.  If there are two by 
that same name, as shown here, choose the one with the green circle containing a 
check mark.

3  In the Default Programs window, click the Set your default programs link.

Step
2

Step
1

Step
3
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4  In the Programs list box of the Set Default Programs app, click the desired email 
program, such as Outlook 2016. Note: You may need to scroll to locate the desired 
program.

5  In the right pane, click Set this program as default.

6  Click the OK button to close the Set Default Programs window.

7  Click the Close button to close the Default Programs window.

Using a Touchscreen
This book assumes you are working on a desktop or notebook PC, and instructions 
refer to the keyboard and mouse as the primary input devices. However, if you have a 
touchscreen, you may use it for input in most cases. Note that touchscreens are different 
from other types of input devices, and you will need some special skills to use this form of 
device. Here are a few important terms you should know:

Step
4

Step
5

Step
6

Tap (or touch). Tap the 
screen with one finger, 
pressing and quickly 
releasing on the same spot. 
You tap to make a selection 
or issue a command.

Pinch. Touch two fingers 
to the screen in different 
spots and then drag the 
fingers together. You pinch 
to zoom out (and display a 
larger area).

Drag (or slide or swipe). Touch one finger to the screen 
and then slide it along the surface. You drag to perform 
a variety of functions, depending on the software and 
context. For example, dragging can open menu bars, exit 
applications, scroll the display, or move items around on 
the screen.

Stretch (or unpinch). Touch 
two fingers to the screen 
in adjacent spots and then 
drag the fingers farther 
apart. You stretch to zoom in 
(and display a smaller area). 

Rotate. Touch 
two fingers on 
the desired object 
or area and then 
drag them in a 
circular motion.




