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Quick Guide to your Windows 10 Desktop UNIVERSITY

The new desktop image is based on the Windows 10 operating system. This brief guide describes some of the changes you will notice when you start to
use the new desktop. Further information andlinks canbe found onthe staff intranet and myNapier pages, or by searching for Windows 10 on askNapier.

Loggingin:
The login processis similar to the Windows 7 service: 3
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1. Press Ctrl-Alt-Del or click the mouse or keyboard: e
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2. Enter your User name (login ID) W
3. Enter your University password ZAZEL;L?.T‘..E
4. Press the Enter key. If you are prompted to reset your

password, follow the on screen instructions.
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Personalisation:

Itis not possible to transfer any personal settings from the Windows 7 service to Windows 10, so you will receive new default settings.
If desired, you can set your backgroundimage by right clickinganywhere on the desktop and selecting Personalise.


http://ask.napier.ac.uk/

The Start Menu:

Dynamic Area: Recently addedand most
used applications and apps are dynamically
shown here.

Local Applications: Accesslocally installed
desktop applications and universal
Windows platform apps by clicking on the
one you wish to open from this scrollable
alphabetically ordered list. A small down
arrow indicates that the folder will expand
to display a number of related application
icons when you click it.

Start: You'll notice that the Start E
button in the lower-left corner has a new
logo.

The Task Bar:
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Pinned Area: Commonly used applications
and apps have been pinned here by the
system administrator.

Logging out: Click the Accounticon: -
to ‘sign out’ of Windows. Click the Power
button to shut down the computer(where
allowed). You canalso right-click the Start

button and select Shut down or sign out.

The Search box enables you to quickly search
for programs and files.

Jump Lists: Right-click an application or app
icon on the Start menu or Taskbar and you
will seea list of recentdocuments or files
associated with that program - click on one
to openit.

The Taskbaricons on the left signify shortcuts and running (bar beneath) applications. By default, shortcuts for Search, Virtual Desktops (to
group apps and quickly switch between them), Microsoft Edge (the default web browser on the new Windows 10 image), and File Explorer are
on the Taskbar and you can pin your own frequently used applications to the Taskbarby right clicking on the application icon and selecting Pin
to Taskbar. The Taskbaricons on the right show the status of items such as USB devices, Network, Sound, Language, Time/Date, Notifications.

Click the thin areaat the very far right to minimise or restore all running applicationsat once.
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Accessing Documents and Files:

H . . “ Computer
File Explorer: To access your documents and files click on the Y LT
File Explorericon on your Desktop or Taskbar: o] Double click This PC to view a
~ [ This PC . .
3 00t full list of drives
[ Deskiop.old
| Documents
¥ Downloads
b Music
File Explorer will open to display your list of Folders. The B Ve
aa (C) Windows .
“Documents” and "(H:)" Folders contain the contents of your < Eronnee-cassrmnm Double click Documents to
Personal Data Area (H Drive). Double click “Documents” or"(H:)" to = (g view your H drive
open your H drive or click “This PC" to view all available drives. A
# Quick access Falders (7)
« B This PC Devices and drives (4)
B 30 Objects Network locations (5)
[ Desktop.old (H:) TESTOD38 (L:] Languages Data
- (\\napier-mail.napier.ac.uk... | . . . . .
i Documents ¥ R 116 GBfrec of 12068 This PC: When you open This PC and have View set to Tiles, you will
Downloads ) i X X i i
B Music RLS— Em— see a graphical representation of available disk space - if your H drive
. &  31.6GB free of 150 GB i i 9 . T .
= Pictures If a drive is over 90% full then is more than 90% full the blue indicator bar will turn red.
ideos U:) Applications .
Wy v — the blue bar will turn red.
= (C) Windows S 50.6GB free of 590 GB
Ed (E:) DVD Drive
= (H:) TESTOO3E

Accessing Applications:

Local Apps: You canaccess the standard applications (e.g. MS Office) by clicking
Start and selecting the relevant application from the alphabetic list.
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AppsAnywhere: is an alternative way of launching local — S

0M Outlook 2016

applications and the only way to launch network managed e
applications. Double-click the AppsAnywhere icon on the

Apps .
Anywhere Start Menuor Desktop to run. It also runs automaticallyat
user logon.




