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Introduction
 
   Windows 10 is currently offering a free upgrade for qualifying Windows 7, Windows 8, and Windows 8.1 users. The upgrades will be free for those who qualify for one year from July 29th 2015.
 
   Should you upgrade? That is the question that a number of users of the preceding Windows platforms have been asking. 
 
   It is therefore important to carefully consider whether this is a good idea. First, it is important to look at the unique features that Windows 10 has compared to Windows 8 and the other preceding Windows versions.
 
   Unique features.
 
   The Start Menu
 
   One of the unique things that you’ll notice with Windows 10 as compared to Windows 8 is the return of the start button (The Start button at the bottom left corner of the screen). Many people, who have used different versions of Windows for years, have found Windows 8 confusing as it eliminates this classic feature.
 
   The designers of these features however, did take users back to pre-Windows 8 days. Instead there is a mix of full screen apps. You can easily navigate through the Start menu using a mouse or track pad. For individuals who use the touch screen may find Windows 8 design useful to navigate from one point on the screen to the other quickly.
 
   Desktop apps and Full Screen Apps
 
   Windows 10 can run both the classic desktop apps as well as the full screen apps that came with Windows 8. The Windows 8 apps, just like its start screen, were awkward to use with classic desktop computers that required you to use a keyboard and a mouse to navigate.
 
   Cortana 
 
   After Siri, Google Now and Amazon Echo seem to be moving towards artificial intelligence. This intelligent digital assistant is being integrated into different types of devices. It has ceased to be part of sci-fi fantasy, and is now becoming more useful for day to day applications.
 
   Cortana is a digital assistant just like Siri and Google Now. Microsoft has made an effort to integrate search with more functionalities making it more useful. You can use it to set reminders, or find files on your computers, or search for information online.
 
   In Windows 10, Cortana has better algorithm earlier versions. For example, it can clearly differentiate between a local desktop search and an online search. It can intelligently figure out which of these locations it needs to search first.
 
   Additionally, it stores personal information every time you use it. It continuously learns what you are doing and improves its searches based on this information. The result is that it can eventually give you very accurate results in the blink of an eye.
 
   Edge Browser
 
   Since its inception, Windows has relied on Internet Explorer as its main browser. The browser has not had the best reputation. This pushed people to try a number of alternatives such as Chrome, Mozilla Firefox Etc. Now with Windows 10, Microsoft is hoping to change that.
 
   All these browsers that have been used as alternatives also have issues. Mozilla seems to slow down with new add ons. Even Chrome, which is one of the most widely used browsers, has its own issues.
 
   The Edge browser has unique features like the Hub feature, which brings together everything you collect on the web. This includes, favourites, history, bookmarks, and recent downloads. It also provides instant results, when you do your search from the address bar.
 
   Some preliminary tests have shown that the browser works much better then IE and can compete with other browsers like Chrome and Mozilla. However, tests done by technology firm CNET shows that Chrome and Mozilla still performed significantly better. 
 
   Another study by Brandwatch shows that the browser is quite popular on social media. They analyzed about 7,000 posts from a sample of 1 million users on social media. The conclusion was 8 in 10 people had favourable views of the Edge browser.
 
   Gaming Features
 
   Another thing that Windows 10 has done is to provide more features for gamers. The Windows operating system and Xbox have eventually converged. 
 
   Each copy of Windows 10 operating system will come with its own Xbox app. This Xbox app is meant to provide a desktop experience to desktop users. Users can view their Xbox activity as well as chat with their friends and check their latest gaming stats.
 
   There is a feature similar to game capture that is now available on Windows 10. This makes it easier to capture awesome gaming moments and make a clip that you can share on Facebook or Youtube.
 
   Game streaming
 
   With Windows 10, Game streaming is also possible. You can use your Xbox as a server to stream your game. This way you can stream the game to your PC.
 
   Performance
 
   In terms of general performance and speed, Windows 8 was faster than its predecessor windows 7. Yet Windows 10 does not show any signs of performance improvement from Windows 8. However, since Windows 10 is less buggy than Windows 8, it is generally a better OS if you’re looking for performance improvement.
 
   Conclusion
 
   Windows 10 is not perfect. However, it is better than Windows 7, 8, and 8.1 in terms of both performance and extra features.
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
   


  
 

Chapter 1
 
   Getting Started 
 
    
 
   We’ll get started with Windows 10 by either upgrading or doing a clean install. You need to first check that your computer meets the specifications. The minimum requirements are similar to those of Windows 7. If your computer was working fine with Windows 7 or 8, then it should be fine.
 
   Minimum Requirements: 
 
    
    	Processor Speed:1Ghz
 
    	RAM: 1 GB for 32 bit and 2GB for 64 bit.
 
    	Disk space: At least 16GB.
 
    	Direct X with WDDM driver.
 
   
 
   Freeing Up Space
 
   Most of these requirements require an upgrade. If you don’t have enough RAM, you just have to upgrade. However, you can always free up space on your drive. Disk clean up is not good enough, since you need 16 GB free.
 
   You may need to delete a few files or move them to other partitions. You need to look for media files such as music videos and movies you may have downloaded online, if you want to free enough space. If this does not work out, you may have to uninstall some programs. 
 
   If you’re using windows 7, simply go to control panel then uninstall programs. For Windows 8, either right click programs on the Live Tiles start menu that you want to remove, or go to control panel and uninstall programs. You can right click C:\ and click on properties to check if you’ve freed up enough space.
 
   Backing up Data
 
   Before making any new installation, it is important to back up all your data. There are a number of ways you can do this. Here are a number of possible options for you to choose from.
 
   Cloud services
 
   You may choose to upload your files to cloud services. Some cloud services are free and other requires you to pay.
 
   One Drive: Microsoft offers a free account that you can use, if you have a Microsoft drive. The drive states that there is no limitation, when it comes to disk space. However, you can only upload 20,000 files and no more. This is obviously a limitation if you have more than 20,000 files.
 
   Google Drive: This is a cloud service popular with many Google diehards. It is reliable and offers some storage space for free. You can only get up to 15GB for free. You can get up to 100GB for $2 a month and 1TB for $10 a month.
 
   There are other cloud storage services such as Drop Box, Box, and Amazon Cloud drive. All these services are similar with only a few differences in features and price.
 
   External Hard Drive
 
    
    	You also have the option of backing up all your files in an external hard drive. You need to first ensure that there is enough space in the hard drive. 
 
    	The next step is to type ‘File history’ in the search box on the Metro Apps start menu. Below the search box on the start screen the settings options should pop up. 
 
    	The will automatically detect the external hard drive. Click turn on. “File history is copying copies of your files for the first time.” When the file backup is complete, you’ll be prompted accordingly.
 
   
 
   Network Drive
 
    
    	You may also choose to backup your data to a Network drive. The process is more or less the same.
 
    	Ensure that the External USB hard drive is disconnected. Click on the Add Network location button. 
 
    	Click network drive and choose the location you want to backup the files to.
 
   
 
   System Image
 
   Before upgrading, it may be wise to create a system image. The system image is useful in case your computer runs into serious problems, and you want to solve. The image will help you recover from system errors.
 
   It is easy to come up with a system image, especially if you are using Windows 7 or 8.1. You can do it by following the following simple steps. 
 
   Go to Control Panel >> Choose “Back up your computer” option >> on the left hand side of the screen choose “create a system image” >> choose start backup.
 
   Device Drivers
 
   One issue that you may face after upgrading is the instability of the OS, due to lack of device drivers. It is therefore important to check and update and make sure that the drivers are compatible.
 
   Upgrading From Windows 7 and 8
 
   After ensuring that your computer is compatible and backing up your files, you may now upgrade to Windows 10. You can do that by following the following simple steps.
 
   The first step is to upgrade your current version. 
 
   You can do this on Windows 7 by simply going to Control Panel >> System and Security >> then Choose Windows Update.
 
   On Windows 8 and 8.1 you can update by going to Start Menu >> choose PC Settings>> then Update and recovery>> and then choose Windows Update.
 
   If you follow the process above, the computer will prompt you every time there is an update. This of course makes it easier for you to update your system just make sure you follow the prompts.
 
   Rolling Back 
 
   As much as you may want to upgrade to Windows 10, it is also possible that you may decide you like the previous version better. You can upgrade to Windows 10 and also roll back for free. There is a however time limit of 30 days after which it you can’t roll back to the previous version. 
 
   To Roll back start by clicking settings. It is on the bottom left corner of the start screen.
 
   On Settings go to update and security, then choose recovery.
 
   You will see 3 options choose, “go back to windows 7/8”. Follow the prompts to complete the process.
 
   Note: There will be changes that will occur once you rollback to Windows 7, 8, or 8.1. Passwords will roll back to the previous version; make sure you remember the previous version’s password before rolling back. Also, take note that you may need to reinstall some of the passwords.
 
   Disk Clean up
 
   If you find that you want to continue using Windows 10 and you’re sure you won’t revert to the previous version, it may be a good idea to do clean up of your hard drive. This is particularly useful, if you have a small disk space, or you simply need more space. 
 
   Windows 10 continues to store files from the previous version, in case you need to rollback. To clean up your hard drive, simply use disk clean up facility.
 
    
    	Click Windows key and type Disk Clean up and locate it from the results. (You may also find disk clean up by going to Control Panel >> System and Security >> Administrative Tools).
 
    	Let it scan the computer.
 
    	Scroll down through the list of “Files to delete.” 
 
    	Check the options “Device drivers packages”, “Previous Windows installation”, “Temporary files” and any other files you feel you don’t need.
 
    	You can free up to 30 GB of disk space using this method.
 
   
 
    
 
    
 
    
 
   


  
 

Chapter 2
 
   The Start Menu 
 
    
 
   Windows 8 has a new start screen interface. It includes Windows 8 Tiles and the classic start menu of operating systems preceding Windows 8. The result is a hybrid that consists of part start menu and part start screen.
 
   The Start Screen
 
   When you start your computer, you will see two columns/panels on the screen. The left column is the menu that is similar to the common classic Windows menu. This menu enables you to access the recently used apps and settings. 
 
   On the right column is the Live Tiles that came with Windows 8. It consists of mainly apps. It helps you to quickly access apps like Mail, Calendar, and News.
 
   All Apps option
 
   The start menu neither does not display all apps nor does the column on the left consisting of Live Tiles. You can display all apps with one simple click. To display all Apps installed, go to the bottom left corner of the screen. Click on the “All Apps” option.
 
   If you want to find something quickly, you can use the search function. Microsoft has made efforts to make the search function even more effective. It can intelligently determine whether what you need should is online or on your local drive. 
 
   To use the Search function, simply type the name of the resource you want in the search box. You can use it to find Apps, photos, media files, or any other resource.
 
   Switch between the Start menu, or the Start screen
 
   The start menu besides being a hybrid of previous Windows menus can also be customized. You can choose to switch between the start menu and the start screen. You can also pick a few more options to suit your preferences.
 
    
    	Click Start, then choose Settings from the Menu.
 
    	After picking Settings, choose the personalization option.
 
    	Choose Start from the options that appear on Personalization screen.
 
    	There are several options. For example, you can turn “Use Start Full Screen” on. On the personalization screen, you can change the colour of the Windows borders, themes or activate the lock screen.
 
   
 
   If you have the start screen as the default, you can reverse it by:
 
    
    	Go to Start >> choose the Settings option.
 
    	Pick personalization from the Window that appears.
 
    	Select the start option.
 
    	Locate “Use Start full screen” and turn it off.
 
   
 
   (a) Pin and Unpin tiles
 
    
    	Locate the app in the start menu.
 
    	Right-click on it, choose “Pin to Start” (you may also drag and drop it in the appropriate location).
 
   
 
   To unpin
 
    
    	Choose the tile you want to unpin.
 
    	Right-click on it and choose “Unpin from Start”.
 
    	Note: Currently you can only pin apps to the start menu. Files and other resources cannot be pinned in the same way on this menu.
 
   
 
   Move and Resize
 
    If you are upgrading from Windows 8, you should have an easy time moving the tiles and resizing them, since it is similar to Windows 10.
 
    
    	To resize, simply right-click on a tile.
 
    	If you hover over the tile for a little bit longer then a menu will pop up. 
 
    	It has several options, chose resize then choose either small, medium wide, or large. 
 
   
 
   To move the tile:
 
    
    	Click on it and hold down. 
 
    	Drag to new location.
 
   
 
   Through the personalization screen, you can change a lot of the default settings to suit your needs. You can change how folders and files are displayed by following the self explanatory options.
 
   
  
 

Edge Browser
 
   The Edge browser is the new internet browser introduced by Microsoft that is designed to be a more viable replacement for IE. It has some interesting features that you may want to look at.
 
   Minimalistic design
 
   Microsoft has made efforts to remove everything that is unnecessary in the browser. For example, they removed the home button. According to Microsoft the browser was “Built for doing”. 
 
   This is to say their main objective was to ensure that the browser helped its users achieve the highest level of productivity. Microsoft also claimed that the engine running the new browser is faster than Chrome’s. However, some tests have shown that it still lags behind, but performs much better than IE. 
 
   Caret Browsing
 
   A Caret is simply a cursor, also commonly referred to as a text selection cursor. In a browser, it is useful when you want to select snippets of text by using the keyboard. 
 
   This feature is also available on Mozilla and Internet Explorer, but it is absent on browsers such as the Google Chrome browser. Browser like Chrome will only highlight and point to links, but do not have the same function. This is particularly useful when you’re using a touchpad, which makes it difficult to pick a chunk of text.
 
   You can turn on the feature for the active tab only by hitting F7 key and following the prompt.
 
   To turn on the feature permanently, choose Settings on the upper right corner of the browser and go to View Advanced Settings then Advanced Settings and choose Always Use Caret Browsing.
 
   Cortana 
 
   Microsoft has been pushing for its intelligent voice assistant since its inception. Now this voice assistant has been fully integrated into Windows 10.
 
   It is designed to work with the new Edge browser to provide you with information as you are browsing online.
 
   There are two ways you can use Cortana as you’re browsing. One is by using the blue Cortana button to get more information about a website. The second is by highlighting text with its Caret browsing capability and using Cortana to search the internet for the highlighted information.
 
   Reading Mode
 
   Edge browser is not the first browser to use this feature. Apple’s Safari has had the feature for some time. This is however, the first time a Microsoft browser is making use of it.
 
   The reading/reader mode strips off all unnecessary stuff from the browser leaving only the necessary text and images. You can mark the web pages or save PDF files and HTML pages for future reference. This can be useful when you are going through a webpage that has not been optimized for tablets.
 
   Coding Support
 
   The New browser has introduced coding support, which was not available on IE. Extensions will also be available for this browser using common web technologies like html and Javascript.
 
   Annotations
 
   If you want to share a specific snippet from a webpage, you can do that with annotations. This feature has been there on other browsers. You can use it to select text and photos and share it with friends on Social Media platforms.
 
   (b) Customizing the Edge Browser
 
   There are three main ways you can customize this browser.
 
   Change Theme
 
   This enables you to change the theme, if you don’t particularly like the default one.
 
    
    	Locate the (…) button on the top right corner of the screen.
 
    	Choose Settings, from Settings, then Choose a Theme option. 
 
    	You may now choose between Light and Dark.
 
   
 
   Start Page
 
    
    	Locate the (…) button on the top right corner of the screen.
 
    	Choose Settings, then move to the Open With section.
 
    	You may choose the following options for your start page "Start page", "New tab page", "Previous pages” and "A specific page or pages".
 
   
 
   Customize Edge Browser’s Tabs
 
    
    	Locate the (…) button on the top right corner of the screen.
 
    	Choose Settings, then choose Open new tabs with.
 
    	A drop down menu appears, choose your preferences from there.
 
    	The option Top sites and suggested content has more options such as Customize. You can choose the top sites you want to appear by specifying them under Top Sites.
 
   
 
   Importing Book Marks
 
   You can easily import bookmarks from other browsers into Edge. However, the browser doesn’t support importing directly from HTML files. Here is how to import bookmarks.
 
    
    	Locate the (…) on your Edge browser.
 
    	Go to Settings to Open the Settings dialog.
 
    	Choose the option Import Favourites from another browser.
 
    	Edge will list all compatible browsers. Pick from where you want to import the bookmarks.
 
   
 
   Conclusion:
 
   The windows Edge Browser is definitely much better than Internet Explorer. However, Microsoft still has a long way to go before they can compete with the other browsers like Chrome. It seems to be good enough for some, while other people have decided to go back to common browsers like Chrome, Opera and Mozilla. You may use the Edge browser to find out if it works for you.
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
   


  
 

Chapter 3
 
   Working with Windows 10 Interface
 
   If you’re using multiple displays, having multiple desktops would be a good way to manage everything as you work. Windows has now introduced virtual desktops. This is a feature that Windows has been working on, but has not fully implemented it until now.
 
   Windows 10 no makes it easy to introduce multiple desktops even for a user using a single display. The Task View pane feature has now made it possible to open multiple desktops. It still has many limitations, but more features may be coming up in later editions.
 
   Some limitations you will encounter in the current edition of windows 10 are:
 
    
    	You can’t change the wall paper on your desktop yet.
 
    	You can’t skip to the target desktop, unless you go through each of them.
 
   
 
   Here is how to play around and manipulate the desktops.
 
   Add a virtual Desktop
 
   Adding a new virtual desktop is simple:
 
   On the Task bar, click on the Task View button (if you can’t locate them, they are the two overlapping triangles). Or click on Windows key + Tab.
 
   Once you’re in the task view pane, click on New Desktop.
 
   Choose the option "Add a desktop" a plus symbol will appear.
 
   This shortcut will take you straight to that option, Windows Key + Ctrl + D.
 
   Switching Between Desktops
 
   To switch between desktops, you may either use this shortcut Windows Key + Ctrl + Left Arrow to move left and Windows Key + Ctrl + Right Arrow to move right.
 
   You may also navigate through the Task View pane by using left and arrow key. You cannot skip a desktop and you have to go through all of them to get to the target virtual desktop.
 
   Move Window between Desktops
 
    
    	You need to go to the Task View pane by either using the Keyboard shortcut Windows Key + Ctrl + D, or by clicking on Task View button.
 
    	Hover over the target desktop you want to move to. The windows on that desktop will pop up.
 
    	Pick the window you want to move, then right-click it, and go to Move to 
 
    	Move the Window to your desired Desktop. 
 
   
 
   Close the Desktop
 
    
    	Open the Task View pane as indicated above.
 
    	Hover over the desktop that you want to close until the X symbol appears in the upper right corner. 
 
    	You may now simply click on the X symbol to close the desktop. 
 
    	You may close the active Desktop by using a simple keyboard short cut: Windows Key + Ctrl + F4. Instead of using the process above.
 
   
 
   
  
 

Working without the Charms Bar
 
   The Charms bar was a feature Microsoft introduced in Windows 8. The bar was located on the right side of the desktop. It was supposed to be a useful feature for those using touch screens. The feature could be used to quickly access the power button, the search function, devices, Network, Volume, amongst other resources on your computer.
 
   However, for users who used a mouse, the feature was a nuisance every time you tried to move the mouse pointer to the right side of the screen. This activated the bar and proved to be annoying when selecting items on the desktop.
 
   You could only deactivate it by using registry hacks. In Windows 8.1, Microsoft made it possible to deactivate it following numerous complaints from some users. However, it was still a nuisance for many users. 
 
   There are uses who had become accustomed to it. Some actions were easy to perform for these users. There are ways you can now do round this:
 
   Settings
 
   Settings are the equivalent of the control panel, which was available on XP and other operating systems before Windows 8. This was an option easily accessible through the Charm Bar. 
 
   To use Settings simply go to Start, then choose Settings, then you’ll get the configuration settings.
 
   Power Button
 
   This was also easily accessible through the Charms bar. The good news is that you can still quickly access it by going to the Start Menu. The Power Button is at the top of this menu.
 
   Search
 
   The search bar has now been integrated with Cortana and is at the bottom of the screen. When you type your query into the search box, it displays regular results by default. Cortana is still an option that you can use if you so choose. 
 
   Active App function
 
   Another useful feature of the charms bar was that it provided app specific controls. It automatically provided the corresponding app specific controls for the app that was active. A somewhat similar feature is available on Windows 10.
 
   The Hamburger Icon can be found on the top left corner of the screen. Clicking on it provides a set of options for the active app. It has the standard commands that were available on the app bar plus a set of app specific commands you can use. 
 
   
  
 

Snap Assist
 
   Windows snap assist was a convenient and very handy feature that was introduced in Windows 7. With this feature, you could set Windows side by side without having to resize or perform a complex set of moves. 
 
   Windows 10 has made it possible to set up to four windows side by side. This can boost your productivity as you don’t have to switch back and forth between the various windows that you are working with. You can write an email on one window, as you keep track updates on social media without having to minimize manually every time.
 
   You can snap apps with a mouse, move windows and perform all tasks quickly and efficiently. It may take a little bit of time to master snap assist. Here are a few options that you have.
 
   (c)  Snap with the mouse
 
    
    	Click the Title bar of the window you want to snap.
 
    	Drag it to the edge of your screen. 
 
    	An outline appears. This outline will indicate where the window will fit once you release the mouse button.
 
    	Now drag the window to the direction of the screen you want it to appear.
 
    	You may now either drag it to the quadrant indicated, or simply drag it to the screen to get a full-size window.
 
   
 
   (d) Snap with the keyboard
 
    
    	If you are typing on your keyboard, you can use Keyboard short cuts to access snap assist much faster.
 
    	Makes sure you are on the active windows. Use either the Windows Key + Left Arrow shortcut to move left or the Windows Key + Right Arrow short cut to move left.
 
    	You may also snap it into one of the quadrants by first snapping it to either right or left as indicated above depending on whether the quadrant is on the left or right. Then use the Windows Key + Up Arrow or Windows Key + Down Arrow to get it into the desired quadrant. 
 
    	Once you snap it into the quadrant, you can move it back to the original location using Windows Key + whichever Arrow Key that will get it back to that location.
 
   
 
   (e) Use Snap Assist
 
   Once you snap one window, you can move the other windows around quickly using snap Assist.
 
   When you move the first window using the controls above, snap assist will pop up in case any of the other quadrants are unoccupied. Click on the thumbnails and the other windows will be snapped into the remaining space.
 
   Note: This will work if you have at less than three spaces left. When you’re left with three spaces on the screen, Snap Assist will not able to perform any action automatically. 
 
   
  
 

Cortana & Search 
 
   The Search box is enhanced to make it easy to quickly access resources such as the Settings, Control Panel, personal files, apps of your computer, as well as get information from the Internet. 
 
   The start feature is easy to use, but you may need to do a little bit of configuration. You may simply search for anything by typing in the search box. You will notice that the search box may prompt you to configure Cortana. 
 
   If you want to use the Cortana feature, simply click Next and follow the prompts that will pop up.
 
   If on the other hand you don’t want to use the intelligent assistant, simply choose Not Interested and proceed continue as you normally would.
 
   If after ignoring Cortana, you feel you need to use the feature later, simply click search and choose the Gear Icon, then choose search settings and then configure Cortana from there. 
 
   
  
 

Disable Cortana
 
   Cortana is a very useful digital assistant and has more potential than other digital assistants that have cropped up in the past such as Siri. Even though Cortana was only on Windows Phones previously, Microsoft has decided to integrate it into all devices. This makes it more ubiquitous, which can in turn make it more convenient, since it is available across Windows platforms. 
 
   However, the Cortana is one of Windows 10 biggest issues. Cortana is the center of the privacy controversy of Windows 10. There are a number of issues that have been raised:
 
   The first issue is that Microsoft will now be synching the data on your computer with its servers.
 
    
    	Microsoft collects voice input through Cortana. For Cortana to be as effective as it is, it collects information from your Calendar, contacts, and names of people in your appointment.
 
    	According to their privacy statements, it can disclose your data. This includes “emails, other private communications or files in private folders.”
 
    	These are just some of the issues that have raised alarm to many users who are sensitive of their privacy.
 
   
 
   There are several ways you can deactivate Cortana.
 
   Turn off Cortana and Bing Using Cortana Settings
 
   This is possible by simply changing the settings on the Cortana settings page:
 
   1. Click inside the Search box on the Taskbar to launch Cortana. Now click on the Gear icon.
 
   2.  You should turn the following options to Off:
 
    
    	Cortana can give you suggestions, ideas, reminders, alerts and more.
 
    	Search online and include web results.
 
   
 
   Removing the Cortana Search Box from Taskbar
 
   When you turn off Cortana, you may also want to remove its Search box from Windows 10 Taskbar or simply convert the Search box into a small Search icon by following these steps.
 
    
 
    
    	Right-click on the blank area of the search box.
 
    	From the menu that pops up scroll up to Search.
 
    	Choose the Disabled option.
 
   
 
   Disable Cortana from Privacy Settings
 
   Privacy is one of the biggest reasons people are opting to disable Cortana. You can stop Cortana from collecting personal data such as contacts, calendar events, speech, handwriting patterns, typing history, etc. 
 
   You can disable Cortana, and remove all the data it has collected by doing the following:
 
    
    	Go to the Start Menu and pick the Settings option.
 
    	After choosing Settings, you may now go to Privacy -> Speech, inking, & typing" and click on "Stop getting to know me" button.
 
    	You will now get a confirmation message, click on "Turn off" button.
 
   
 
   Once you disable Cortana, the data it has collected will automatically be cleared.
 
   Disable Cortana Using Group Policy Editor
 
   The Group Policy Editor is one way of getting rid of Cortana completely once you’ve decided you can do without it.
 
   Go to Run dialog box by using the following shortcut WIN+R. Type gpedit.msc in the Run dialog box and press Enter. It will now launch Group Policy Editor.
 
   On Group Policy Editor go to: Computer Configuration, then Administrative Templates, choose, Windows Components then pick the Search option.
 
   Locate "Allow Cortana" on the pane on the right. Double click it, and choose Disabled to deactivate it.
 
   Note: This will completely deactivate Cortana. If you change your mind and you feel you need to reactivate Cortana, just follow the steps above but choose Not Configured once you get to the Allow Cortana option. 
 
    
 
   Disable Cortana Using Registry Editor
 
    You may want to use the Registry editor because some versions do not have some of the options listed above. If you’re using Windows 10 Home edition, you will notice that the Group Policy Editor is missing.
 
   Activate the Run dialog box by pressing on WIN + R keys together. When the Run dialog appears type regedit in press Enter. It will now open the Registry Editor.
 
    
    	Now go to the following key:
 
    	HKEY_LOCAL_MACHINE\SOFTWARE\Policies\Microsoft\Windows
 
    	Once here create a new key under Windows and name it Windows Search
 
    	In the panel on the right-side, create a new DWORD AllowCortana and set its value to 0
 
    	After you reboot you computer, you will realize that Windows 10 will have deactivated Cortana.
 
    	To reactivate, simply delete the DWORD AllowCortana that you created in the third step.
 
   
 
   NOTE: It is important to be careful when changing the settings on the Registry Editor. If you’re not sure what you’re doing, just follow the other steps provided. Some websites have readymade Registry Editor Script. If you choose to download, make sure it is a website you can trust.
 
   Customizing User Accounts 
 
   Your User accounts have several components associated with it. For example, the properties of the account which include the username and password, your account photo, and the type of account you have. You can manage all these components using your administrator account.
 
   Changing Profile Picture
 
   This is the photo that will be displayed on the Start Menu. When you use one of your photos for the logon screen, Windows 10 will  adjust and optimize the photo and saves it as part of the contacts. 
 
   You can change the account photo by simply going to Start, then click Settings. Next, in Settings, click Accounts, click Browse. 
 
   In the dialog box that opens choose the photo you want. It should accept your photo as long as they are in the following formats, BMP(Bitmap), GIF, JPEG, PNG, DIB, or TIFF. 
 
   You can also use your camera or webcam to take a photo which you can instantaneously use for the logon screen. On accounts click camera and follow the prompts.
 
   
  
 


Chapter 4
 
   Changing Account Types 
 
   There are three main types of accounts:
 
    
    	Guest: Very limited. Mostly set for those who will be temporarily be using the PC.
 
    	User Accounts: Have privileges but with a number of limits.
 
    	Administrator accounts with full privileges which includes installation and uninstalling software.
 
   
 
   Needless to say, using an administrator account with full privileges can lead to mistakes thanks to these privileges. You can change accounts to suit your needs and avoid making costly mistakes.
 
   As long as you have multiple Administrator account, you could change it to a standard account. The only limit is when you have only one Administrator account. Changing the last Administrator account into a Standard user account will obviously lead to serious problems. 
 
   One of the best practices of using these accounts is to always have two or three Administrator accounts. In case you forget the password of one of the accounts, you can always use the other.
 
   Note: You can change passwords through the Control panel. If you do this, you can lose some settings in the process. For example, if you change an account password through another account, you are bound to lose all the information.
 
    
 
   Use the following simple steps to change the account:
 
    
    	In the Search box, type User Accounts and press Enter. 
 
    	Once the User Accounts page in Control Panel, click on Manage User Accounts.
 
    	You will be required to provide username and password of an administrator, if you are not currently using the Administrator account. 
 
    	In the User Accounts dialog, choose the account you want to change by double-clicking on it.
 
    	In the Properties dialog box, choose the Group Membership tab, select either Standard User or Administrator
 
   
 
   
  
 

Changing and Recovering Your Password 
 
   To keep your computer and account secure, it is always advisable to change your account passwords or PIN. This is important even when you feel you have a strong password that cannot be easily cracked. 
 
   You can change the standard password, PIN or picture password associated with your user account by doing the following: 
 
    
    	Go to Start and then click Settings. 
 
    	When in Settings, go to Accounts, and click Sign-In Options in the left pane. 
 
    	Under Password, PIN or Picture, click Change and then follow the prompts. 
 
   
 
   You can reset the Password, if you are using a local account and you’ve lost or forgotten your password, you can recover and reset the password by following these simple steps: 
 
    
    	Using another computer, open a browser window and access https:// account.live.com/ password/ reset.
 
    	Specify why you can’t login as I Forgot My Password, click Next and then follow the prompts. 
 
   
 
   If you are using a local account and you’ve can’t remember your password, you can use a different account to recover (this is only possible if you have multiple accounts)
 
    
    	In the Search box type “User Accounts” and press Enter. The User Accounts page will open in Control Panel. 
 
    	Go to Manage User Accounts. If you are currently using a standard User account, you will need to enter the account name and password of an administrator when prompted and then click Yes. 
 
    	In the User Accounts dialog, choose the account you want to change and then click Reset Password. 
 
    	Finish the process by clicking OK. You’ll then be able to login using this password. 
 
   
 
   Note: As stated earlier in the section you will lose files like the EFS-encrypted files, personal certificates, and stored passwords websites and also network resources.
 
   Automatically log in to your Windows 10 PC
 
   Windows 10 is similar to Windows 8 in that it requires you to login with a Microsoft account. Bypassing this log-in screen isn't as simple as it may at first look. You have to go to User Accounts settings to bypass that step.
 
   Note: For security reasons, only bypass the log-in screen for your personal computer or a computer that you will not have to share with anyone else. 
 
   Start by opening the Run command box,  you can do this by either going to Start, then All apps, Windows System and choose Run. You can also use the keyboard short cut Windows key + R. 
 
   A text box will appear, type netplwiz and press Enter.
 
   This will open the User Accounts window. Choose your username and password which should now be under .Users for this computer.
 
   Ensure the following option is not selected; Users must enter a user name and password to use this computer. 
 
   When you click Apply, a new window labelled Automatically sign in will be displayed. Type your password twice and then click OK.
 
   You can customize the sign in process further by using the sign-in options, so that Windows will never require you to sign in after your PC wakes from sleep by going to Settings > Accounts > Sign-in options.
 
   Connecting Your Account to the Store
 
   Windows 10 is attempting to target 1 billion devices with apps. The Software giant has ensured that apps created once can be run on any device running Windows 10. For example, if you are able to create an app for the desktop, you should be able to run it on a Windows phone, tablet, and any other compatible device without changing anything.
 
   This means that apps are going to be a very important part of a Windows 10 user in the near future. For this reason, it is important to always have access to the store in case you need it.
 
   However, most people are still put off by Microsoft’s insistence on keeping track of all your online activities. You may therefore want to use another account to stay connected to their store. You may login using an outlook, Msn or Live.com account.
 
    
    	On the Tool bar, go to Account Options, then click Sign In.
 
    	Choose an account, and click Microsoft account. 
 
    	Enter account credentials of the Microsoft account you want to use and click Sign In.
 
    	You may be required to provide your current Windows password, click Next and connect using your current Microsoft account.
 
    	Specify that you don’t want to switch to a Microsoft account for login by clicking the Sign In. This limits the use of your account for only login into the store. 
 
   
 
   In case you do not have a Microsoft account (which includes Hotmail, Live.com, MSN, Outlook.com,) you may use the following steps.
 
    
    	Locate Account Options on the tool bar and click sign in.
 
    	When asked to pick an account, choose Create One link.
 
    	Enter your name in the text boxes that come up.
 
    	You will be required to provide an email address to use for accessing Microsoft networks. 
 
    	Pick any email, but ensure that it is secure, since you will be using it to recover your passwords.
 
    	Whether you entered your email address or created a new one, you must next enter a password. You will be using the password to access the Microsoft network and should therefore not be the same one you use for login or email access. 
 
    	You will now need to specify your country of origin and birth date and then click. 
 
    	Protect your account by entering a phone number that can be used to validate your account. Or choose the Add an Alternate Email Instead link and then enter an alternate email address. 
 
    	After you finish, you may now click Next twice. When prompted for your current Windows password, as shown previously, do one of the following: Provide your password and click Next to connect your current account to the Microsoft account and thereafter, you’ll need to log in to your Windows device using the Microsoft account and password. 
 
    	Specify that you don’t want switch to a Microsoft account for login by clicking the Sign In To Just This App Instead link. This limits the use of your account for only login into the store. 
 
   
 
    
 
   Installing Apps and Cancelling Automatic Updates
 
   After you finish the steps provided above, you can now start using the apps from the store. When you find an app you want in the store, you can install it, simply by clicking its purchase button. For the free apps, you will see a Free button on the store’s page. 
 
   If this is the first time you are purchasing an app from the store, you will need to enter payment information. 
 
   By default, the apps you download will be updated automatically so it eliminates the need to going back online to check for updates. There are however, users who prefer this longer route of updating apps. If you would like to remove automatic updates, click by following these simple steps.
 
    
    	Go to Accounts Options and then choose Settings. 
 
    	Turn the Update Apps Automatically to Off, on the Settings page. From then on, you will have to check for updates manually. This is not always a good idea for some apps.
 
   
 
   You may also set it to only update apps when connecting to Wi-Fi by;
 
   Go to Only Update The Tile… option which is under settings and turn it Off.
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
    
 
   


  
 

Chapter 5
 
   Extra Features
 
   (f)    Quick ways to Share files 
 
   As social media becomes more ubiquitous, sharing photos and other media files is becoming a day to day activity we perform on the computer. 
 
   In Windows 8, the Charms Bar (with all the issues users had with it) provided a convenient way to quickly share by use of the Share Charm. In Windows 10, the Charms Bar is no longer there, but you can quickly share from File explorer. The File Explorer now has a share button. You can quickly share media files such as photos and videos, as well as files such as documents and PDF’s.
 
   (g) Finding the file you want to share
 
    
    	Go to File Explorer and locate the file or files you want to share. Click on the file to share.  
 
    	Note: not all files can be shared. For example, you won’t be able to share some systems files and .exe files.
 
   
 
   (h) Step 2: Open the Sharing menu
 
   The Share button in the File Explorer is actually hidden inside the Sharing menu. You can open the sharing menu by:
 
    
    	Clicking Share to open up the sharing menu. The options will be displayed. Since there are files that you can’t share the share, button will be grayed out.
 
    	You may now click the Share button
 
   
 
   (i)     Choose the program you want to share with
 
    
 
   You can specify the program you want to share the file with. To do this, go to the sharing menu and choose whichever program you want to share the file with.
 
   (j)     Your Sharing options
 
   There are several sharing options you can change. For example, the share menu shows the program you often share the files with. You can change this setting by following these simple steps. 
 
    
    	Go to Settings menu, click on System, and select the Share tab. 
 
    	On the share tab you will see a number of options. For example, frequently shared apps can either be turned on or off. You can choose the number of times they will appear on the list, etc.
 
   
 
   
  
 

Capture pop-up menus with Windows 10's new delayed Snipping tool
 
   The snipping tool was introduced in Windows 7 as a more convenient way to capture your screen. Preciously, you could only use the PrintScreen function if you were using XP or the operating systems that came before it.
 
   PrintScreen took a screenshot of the entire screen. This was very inconvenient when you wanted to capture only a section of the screen. The snipping tool was introduced in Windows 7 with a wider range of optns, such only sections of the screen.
 
   There are many improvements that have been made to the Snipping tool. The Snipping tool now in Windows has a time-delay shutter option; you can now cropped and uncropped screenshots of the pop-up menus. This wasn’t possible with the earlier version of this tool.
 
   In earlier versions of Windows, the Snipping tool could only be used to capture items that did not involve mouse movements. The only way to capture pop-up menus and tooltips in Windows 7 and 8 is to use the old-fashioned method of setting up your screenshot, hitting the PrintScreen button on your keyboard, and then pasting the image in Paint for cropping and saving.
 
   There is a new Delay option in Windows 10, you can capture popup menus: 
 
    
    	Open the Snipping tool and click Delay to choose your delay time in seconds. You can choose between 0 and 5 seconds (the default is 0).
 
    	From there you may now pick the type of snip you want, by clicking the arrow next to New 
 
    	Now click on New to start the snipping process. Unlike a regular snip, the screen will not immediately fade out for you to create your snip. Instead, you will have between 1 and 5 seconds, depending on the delay you chose, to set up your screenshot. 
 
    	Right-click and open that pop-up menu you so desperately want to capture. 
 
    	After the time is up, the screen will freeze and fade out so you can create your snip. Any pop-up menus that were open when the screen froze will stay open.
 
    	At this point you can create your snip by making an outline of a rectangle around the part of the screen you want to capture if you chose free-form or rectangular; if you chose window or full-screen, your snip will be automatically created when the screen freezes. 
 
    	Click the Save button to save the image.
 
   
 
   
  
 

How to set default programs in Windows 10
 
   There are often multiple applications that can open a single file. For example if you have an image, you can use Photoshop, Illustrator, Paint, or even Windows Picture and Fax viewer. You may want to set one default application that can open this file.
 
   Windows 10 will sometimes set these default programs for you. If you’d rather use other applications you have installed, you can follow the following set of steps. 
 
   You can change defaults for your files by going to Settings menu then to System, then to Default apps.
 
    
    	In Defaults app, you can change the default programs that had already been set for video player, calendar, music player, email, maps, photo viewer, and Web browser. To change the defaults simply click the current default app and a pop-up menu will appear. From the popup menu you can change possible apps you can use, or a link to the Windows Store.
 
   
 
    
    	 
 
   
 
    
    	You can also change the defaults different file types For example, you can use one program to open MP3 files and another to open MP4 files. Normally, these two types of media files would be opened by one program by default. To change click on Choose default apps by file type. Find the file type you want to change the default app for, click the current default app, and choose the app you want to use from the pop-up menu.
 
   
 
    
    	 
 
    	 
 
   
 
    
    	To set defaults for individual protocols (e.g., you want to set up your PC so that Gmail opens when you click an email address on a Web page), click Choose default apps by protocol. Find the protocol you want to change the default app for, click the current default app, and choose the app you want to use from the pop-up menu.
 
   
 
    
    	 
 
   
 
    
    	The process used in the previous step can be repetitive and tiring, especially when dealing with many file types. There is an alternative to that which is to set defaults by program/app by clicking Set defaults by app. The Set Default Programs Control Panel window will open. You may now pick the application you want and click Set this program as default to set the program as the default program for all file types and protocols it's capable of opening, or click Choose defaults for this program to pick individual file types and protocols from a list.
 
   
 
   
  
 

Windows 10 FAQ
 
   (k)  I have a laptop, a tablet, and I am thinking of getting a Windows Phone. How well will they work together?
 
   Microsoft has been making a lot of effort to ensure that there is interoperability between devices. Microsoft has made great strides in ensuring this becomes a reality with Windows 10. They hope to make it the operating system that will make all your devices work seamlessly together. 
 
   The operating system has been designed to detect when you are using touch screen devices and when you’re not. If you use a desktop with only a keyboard and a mouse, it will operate as a standard desktop OS does. Once you switch to a touch screen device, it will also adopt accordingly. When using a tablet, Windows 10 switches to fullscreen apps and a touch pad friendly Start menu. Pop off the keyboard on a two-in-one device like the Surface Pro 3, and the interface will smoothly transform into tablet mode if you want it to, of course.
 
   (l)     What has changed regarding Apps?
 
   It is also similar for the applications. Microsoft has ensured that you can now quickly buy any application you want straight from the app store. Once you download and install the app, it will work with whichever device it is used on. It will adapt accordingly to a tablet, desktop and even the phone.
 
   (m)                       What happened to Full screen apps?
 
   Full screen apps were part of Windows 8. This was the first operating system that had extensive features designed for touch screen devices. The apps were designed to be touch screen friendly and were referred to as “Metro apps”. With Windows 10, Metro apps are optional. You can choose this style of apps or the old style desktop apps. If you’re in tablet mode, the metro apps will work as they normally would.
 
   (n) Is Internet Explorer still around?
 
   Internet Explorer remains is still a part of Windows 10, but it is no longer the default browser. It has been bundled with the OS purely for compatibility reasons. However, the new Edge browser is now the default browsers. Quite a number of people feel that this new browser is a great replacement to Internet Explorer. There are also still those who are not content with the changes. 
 
   However, the conclusion is that the browser is much better than its predecessor. It has many features that were not there on internet explorer.  Some of the new Features include the reading mode which strips unnecessary add ons and makes it easy to read web pages from a tablet.
 
   .
 
   
  
 

Will Windows 10 run on my machine?
 
   You need to be aware of the minimum hardware requirements to run it. The requirements are similar to those for Windows 7. So if you’ve been running windows 7 and 8 then your computer is probably good enough.
 
   The requirements for running Windows 10 are:1 GHz processor, at least 1GB of RAM, and at least 16GB of hard drive space.
 
   You may face stability issues for a number of reasons:
 
   The vendor of your drives had provided drivers that were designed mainly for the previous versions of Windows. You can solve this by updating the drivers from their official website. 
 
   Some USB drives may have issues. Some software may also be unstable. You can visit Microsoft official site for more details on this.
 
    
 
   


 
   
  
 




Did you enjoy this book?
 
   I want to thank you for purchasing and reading this book. I really hope you got a lot out of it.
 
   
Can I ask a quick favor though?
 
   
If you enjoyed this book I would really appreciate it if you could leave me a positive review on Amazon.
 
   I love getting feedback from my customers and reviews on Amazon really do make a difference. I read all my reviews and would really appreciate your thoughts. 
 
   Thanks so much.
 
   Tony Brianson
 
   p.s. You can click here to go directly to the book on Amazon and leave your review.
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