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Welcome to TeachUcomp, Inc.’s Mastering Windows
Made Easy v.11 course. This course is designed to
introduce the new computer user to the concepts and skills
necessary to operate in the Windows 11 environment.
Microsoft Windows is an operating system that controls
the overall activity of your computer. Many software
applications, like Word- a word processing program, Excela spreadsheet program, and Access- a database program,
operate in a Windows environment.
Mastering Windows is essential in today’s world of fastpaced technology growth. Windows is one of the most
used operating systems you will encounter. You will find
Windows 11 on desktop computers, laptops, tablets, and
other mobile computing devices. Windows 11, which can
be installed on many different types of computing devices,
gives you a standardized and unified computing
experience between all your devices.
This class is designed to give you an introductory, or
foundational, skill set in using Windows 11. This course
explores the basics of using Windows: working with files,
creating and saving documents, customizing your user
interface, changing settings in Windows, and using
Microsoft Edge and other commonly installed Windows
applications.
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1.1- About Windows 11:

al

ua

tio

n

pu

rp

os
es

on
ly
!

Windows is a family of operating systems developed by Microsoft Corporation. Windows provides a
graphical user interface (GUI), virtual memory management, multitasking, and support for many peripheral
devices.
Windows helps you organize all the files and programs within your computer. For new users, one
way to think of the file management aspect of Windows is to think of a large paper filing cabinet. Within the
filing cabinet, there are hanging files labeled in a logical order. Within those hanging files, there are manila
file folders that contain documents. Windows allows you to accomplish the same document filing system in
an electronic format. You can open, sort, move, print, rename, find or delete files easily by using Windows.
In addition to managing the computer’s files, folders, hardware settings, and software applications,
Windows has much more to offer. Windows comes preinstalled with software that includes basic text and
image editing, as well as email and a web browser for Windows 11 called “Microsoft Edge.” You can also
download many other useful personal and business apps for Windows 11, as needed.
This course will focus on using Windows 11. Many of the features discussed within this course are
new changes to the Windows 11 operating system. You can download Windows 11 from Microsoft though
Windows Update or the Microsoft website. Windows 11 is primarily distributed as a download. This makes it
easier to update the software by using Windows Update as new improvements to its security and new
features in Windows 11 become available.
Windows 11 provides more robust security features than previous versions of Windows. Windows
11 brings many of the features of Windows 10 and its desktop experience forward with it. Windows 11 also
supports the mobile enhancements that were incorporated into previous versions. Windows 11 also
provides users the flexibility to customize their experience to suit their personal tastes, regardless of the
device, when using Windows 11 on desktops, laptops, and most tablets.
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Windows 11 strongly encourages you to use a Microsoft account for sign-in, versus a local user
account, when you are initially setting up your device with Windows 11. Many features of Windows 11, like
OneDrive, require you to use a Microsoft account. You can either use any existing email account and
register it as a Microsoft account or you can create a new email account, if needed. You can also use a
phone number, if desired. The email address or phone number then becomes your Microsoft account
username. Note that this account can be either a “Standard” or “Administrator” account on the local PC on
which it is entered.
After you sign-in to Windows 11 on a device with a Microsoft account, you are connected to a
computer network referred to as the “cloud.” Doing this enables the following features. First, it helps you to
easily sign into any social networking and email applications associated with the Microsoft account, like
Outlook.com, Instagram, or Twitter. You can also access and share files using OneDrive. Also, your
Windows personalization settings are synced to any device running Windows 8 or later that you sign into
using the same Microsoft account. You can also get apps in the Microsoft Store and use them on any
Windows 11 computing device that you sign in to with the same Microsoft account.
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One way to navigate through the Windows environment is by using a mouse. A mouse is a device
you control with your hand. You roll it around on a pad. This lets you move the mouse pointer, usually an
“arrow” icon, on your screen to select files and folders. There are many variations of the mouse, but they
are all designed to perform the same basic functions.
When you move your mouse while it is on your desk, the pointer on your screen moves in the same
direction. The mouse pointer can also assume different shapes, depending upon your location on the
desktop and what type of tasks you are performing.
To control the mouse, place your hand on the mouse with your thumb at the side and your two
closest fingers resting easily over the two buttons at the top of the mouse. Your two fingers are used to
press the buttons, or perform the “clicks,” of the mouse. A mouse will also often have a scroll wheel
between the two buttons you can scroll up or down to scroll through content in a window.
Your mouse has four basic actions. They are “click,” “double-click,” “right-click” and “click and drag”
(also called “drag and drop”). The different actions and their functions appear in the following table.
Movement:

Purpose:

Left-click or click

A single press and release of the left
mouse button.

Double-click

Two quick press and release
movements with the left mouse
button in rapid succession.

Click and drag or drag
and drop

A single press of the left mouse
button that you hold down as you roll
the mouse to a new location and
then release it.

Moving file and folders. Selecting
objects and text.

A single press and release of the
right mouse button.

Shows a pop-up menu of commands
available for the object you rightclicked.
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Name:

Running program and applications in
the File Explorer or on the desktop.
Also used to open folders and files in
File Explorer.
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Right-click

Selecting objects and executing toolbar
button functions.
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1.4- How to Use Touch Gestures in Windows 11:
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In Windows 11, many of the actions you can perform with a mouse can also be performed using
gestures on a touch screen or touchpad for computing devices that support this behavior. The table below
shows the touch gestures available in Windows 11 for touch screen devices and touchpads, and which
gestures translate to the traditional mouse clicks and movements.
Gesture:

Purpose:

Select Item

Tap once onscreen or on touchpad

Opens or selects item that is tapped.
Like a left-mouse click.

Show More Commands
(Touch Screen Only)

Touch onscreen and hold down
your finger in position

Displays information about the selected
item or opens a menu specific to what
you’re doing. Like a right-click with a
mouse.

Show More Commands
(Touchpad Only)

Tap the touchpad with two fingers.
Alternatively, press down in lowerright corner of touchpad or press
lower-right touchpad button.

Displays information about the selected
item or opens a menu specific to what
you’re doing. Like a right-click with a
mouse.

Zoom In or Zoom Out

Touch the screen or touchpad with
two fingers and then either bring
them closer together (Pinch), or
further away from each other
(Stretch)

Zooms in or out to magnify items
displayed onscreen.
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1.5- The Windows 11 Desktop:
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In Windows 11, the desktop appears by default for all devices. All other windows will open within the
desktop. For example, if you open the “Settings” app within the Start menu for Windows 11, it opens that
app window within the desktop environment. Within the desktop, you can place shortcuts to your favorite
files, folders, and programs. These shortcuts appear as icons on your desktop screen. You can customize
the icons that appear on the desktop, as well as the desktop’s background wallpaper and theme, for each
user account on the device.
One commonly shown icon on the desktop is the Recycle Bin. This is where Windows temporarily
stores files deleted from your computer’s “C:” drive until you decide to permanently delete them. However, if
you delete files from removable media or network locations, those files are NOT sent to the Recycle Bin, but
are immediately permanently deleted, instead. So, it is important when working on a network that you do not
assume that files and folders you delete from network drives will go to the Recycle Bin. Be careful with the
files that you delete from your computer.
At the bottom of the desktop is a thin bar known as the taskbar. The taskbar in Windows 11 contains
buttons that let you perform common tasks and easily access programs. You can customize many settings
of the taskbar and choose which buttons appear within it, as we will see in later lessons. By default, the
Start button in Windows 11 appears at the left end of the buttons in the center of the taskbar. To the right of
the Start button is the “Search” button. By default, to the right of that are buttons for “Task View,”
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Windows Basics
1.5- The Windows 11 Desktop- (cont’d.):
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“Chat,” “Microsoft Edge,” “File Explorer,” “Microsoft Store” and “Mail.” After that, you then see icons for any
currently opened applications within the desktop, as well as any icons for apps you pinned to the taskbar. At
the far-left end of the taskbar is the “Widgets” button, which typically shows weather info.
At the far-right end of the taskbar are icons for background apps running on your computer,
OneDrive status, your Internet connectivity icon, the “Speakers” volume icon, the battery life icon for laptops
and tablets, the current time and date, and the Notifications icon.
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1.6- How to Use the Start Button in Windows 11:

ua

tio

n

pu

rp

The Start button in Windows 11 is a small button that displays the Windows logo and always
appears at the left end of the primary group of buttons within the taskbar. The buttons in the Windows 11
taskbar appear in the center of the bar, by default. However, you can also align the buttons to the left end of
the taskbar if you prefer the previous taskbar button layout from Windows 10 and earlier versions. You can
click the Start button to display the Start menu in Windows 11, which is discussed in the next lesson.
You can right-click the Start button to display a pop-up menu of shortcuts to various features,
windows and settings on your computer. To open any of these items, click the desired command in the popup menu that appears. A handy shortcut in this menu is the “Shut down or sign out” command. If you roll
your mouse pointer over this command, you will see the options to shut down or sign out of your computer
in a side menu that appears. You can then select the desired command to execute in the side menu to
quickly sign out of your account or shut down the computer.
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The Start menu has once again been reconfigured for Windows 11. To show the Start menu in
Windows 11, click the “Start” button, which has the Windows logo on it, in the Windows taskbar.
Alternatively, press the Windows key on your keyboard to show the Start menu.
The top of the Start menu in Windows 11 shows the “Type here to search” field. If you click into this
field, you actually activate and switch over to the Search menu that appears after you click the “Search”
button to the right of the Start button in the taskbar of Windows 11. To switch back to the Start menu, click
the Start button again. We will discuss using the Search menu in Windows 11 in a separate lesson.
The next section in the Start menu is the “Pinned” section, which shows apps you pin to the Start
menu for easy access. To open a pinned app, click its app icon. To unpin an app, which removes it from this
section, right-click its app icon and select the “Unpin from Start” command in the pop-up menu that appears.
If you pin more apps than you can show in this section, a menu of dots appears to the right of the pinned
section. Each dot represents a new section of pinned apps. You can click a dot to see the apps in that
section. You can also scroll your mouse wheel, if available, up or down to scroll through the app sections.
To reorganize the pinned apps, click and drag them to the desired location in the “Pinned” section of
the Start menu. To show all apps on your computer, click the “All apps” button in the upper-right corner of
the “Pinned” section in the Start menu in Windows 11 to change the Start menu to show a listing of all the
apps on your device in alphabetical order. To open an app in this list, click its app icon. To pin an app in this
list to the Pinned section of the Start menu, right click the app icon. Then click the “Pin to Start” command in
the pop-up menu that appears. To return to the listing of Pinned apps in the Start menu, click the “Back”
button in the upper-right corner of the listing of all apps.
Continuing down the Start menu in Windows 11, the next section is the “Recommended” section,
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which shows recently-opened files. To open an item in this section, click its icon. To remove a recentlyopened file from this list, right-click its icon and click the “Remove from list” command. To show a file’s
location in a new File Explorer window, right-click its icon and click the “Open file location” command.
To show more recommended items, click the “More” button in the upper-right corner of the
“Recommended” section to change the Start menu to show a listing of all the recently-opened files on your
device. To open one of these items, click its icon. To return to the “Recommended” section of the Start
menu, click the “Back” button in the upper-right corner of the listing.
Continuing down the Start menu in Windows 11, the next section contains a button that shows your
user name and picture to the left and the Power button to the right. To show a pop-up menu of account
options, click the user name button. To change your account settings, select the “Change account settings”
link in the pop-up menu. Alternatively, to lock the computer and show the lock screen, choose the “Lock”
link. Alternatively, to sign out of the computer, select the “Sign out” link. To switch user accounts, select the
name of the user account to which to switch from the list to show the sign-in screen for that user. To close
the menu without making any choices, click your user name button again.
To select a power off choice for the computer, click the “Power” button in the Start menu to show a
pop-up menu of power choices. To place the computer into sleep mode, click the “Sleep” choice in the
menu. Alternatively, to shut down the computer, select the “Shut down” choice in the menu. To restart the
computer, select the “Restart” choice in the menu. To close the menu without making a choice, click the
“Power” button again.
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Windows 11 lacks many of the app grouping and customization options that appeared in Windows
10. However, you can customize some of the Start menu setting to add or remove items from the sections
that appear in the Start menu of Windows 11. To customize the Start menu in Windows 11, open the
“Settings” app by either clicking its icon in the Start menu or by right-clicking the Start button and then
clicking the “Settings” command in the pop-up menu that appears.
In the “Settings” app window, click the “Personalization” link at the left side of the window to show
the “Personalization” settings to the right. Then click the “Start” link in the list of Personalization settings to
show its settings at the right side of the window. To show recently-added apps in the Start menu of
Windows 11, click the “Show recently added apps” toggle switch to set it to the “On” setting. Conversely,
click it to switch it to the “Off” position to hide them.
To show the most-used apps in the Start menu, click the “Show most used apps” toggle switch to set
it to the “On” setting. Conversely, click it to switch it to the “Off” position to hide them. To show recentlyopened items in the Start menu, jump lists, and the File Explorer, click the “Show recently opened items in
Start, Jump Lists, and File Explorer” toggle switch to set it to the “On” setting. Conversely, click it to switch it
to the “Off” position to hide them.
To add buttons for access to common user folders or the “Settings” app to the left of the “Power”
button in the Start menu in Windows 11, click the “Folders” link at the right side of the “Start” category in the
“Settings” window to show a listing of the windows and folders you can add to that section. To add a listed
folder or app, click its toggle switch to set it to the “On” position. Conversely, to hide it, click its toggle switch
to set it to the “Off” position. If you choose to add buttons for the folders or apps, you can open them by
clicking them in the Start menu, where they then appear to the left of the “Power” button. To close the
“Settings” window after you finish customizing the Start menu, click the “X” button in its upper-right corner.
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To search in Windows 11, click the “Search” button in the Windows taskbar to show a Search menu
above the Search button. Then type the text for which to search into the “Type here to search” field at the
top of the Search menu. As you type, search results then begin to appear at the left side of the Search
menu below the “Type here to search” field. The search results are grouped by categories like “Best match,”
“Apps,” “Settings,” and “Search the web.” After you finish typing the search term or terms, you can then click
any result to open it. Alternatively, you can click the right-pointing arrow to the right of a search result to
show related documents, commands, settings, or web results in the right side of the menu. You can then
click a result in the right menu to open it.
Optionally, to filter the search results by category, you can click any category link under the “Type
here to search” field to filter the current search by the results for the selected category. You can then click
any filtered search result or its related items to open it, as usual. To close the Search menu without making
a choice, click the Search button in the Windows 11 taskbar again.
When you click the Search button in the Windows 11 taskbar to show the default Search menu,
you’ll see a “Top apps” section that shows your most-used apps. You can click an app here to quickly
reopen it. A listing of recent search results appears in the “Recent” section below that, and you can click any
search result here to reopen it. To the right of that list is a listing of “Quick searches” you can try.
To change your search settings in Windows 11, click the “Options” button, which looks like an
ellipsis mark, towards the upper-right corner of the Search menu to show a drop-down menu. Then click the
“Search settings” command in the drop-down menu to open the “Search permissions” settings of the
“Privacy & security” settings in the “Settings” app window.
To change your SafeSearch settings, select the desired option button under the “SafeSearch”
section. To show cloud content for connected Microsoft accounts or work or school accounts in the search
results, click the “Microsoft account” and/or “Work or school account” toggle switches to the “On” position
under the “Cloud content search” section. To store your device’s Bing search history locally, switch the
“Search history on this device” toggle switch to the “On” position. To close the “Settings” window, click the
“X” button in its upper-right corner.
To change the search indexing options for search in Windows 11, click the “Options” button, which
looks like an ellipsis mark, towards the upper-right corner of the Search menu to show a drop-down menu.
Then click the “Indexing options” command in the drop-down menu to open the “Searching Windows”
settings of the “Privacy & security” settings in the “Settings” app window.
To have Windows respect your power settings when indexing files for searching, click the “Respect
power settings when indexing” toggle switch to set it to the “On” position. To set the type of indexing
performed by Windows, select the desired “Classic” or “Enhanced” option button under the “Find my files”
setting. If using enhanced search, a listing of excluded folder locations for which Windows will not return
search results appears in the “Exclude folders from enhanced search” section. To add a folder to this list,
click the “Add an excluded folder” button in this section, navigate to the folder in the dialog box that opens,
click it to select it, and then click the “Select Folder” button in the dialog box to close the dialog box and add
the selected folder to the list. To remove a folder from this list, click its “Options” button at its right end and
then select the “Remove” command. To close the “Settings” app window when finished, click the “X” button
in its upper-right corner.
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Windows 11 uses a universal app window for many of its apps. This lesson shows you the general
layout of a universal app window and the navigation features you often encounter in them. You can open
the “Weather” app from the Start menu to see a common example of a universal app in Windows 11.
At the very top of the app window is a “Title Bar” for the app window. At the right end of the Title Bar
are the “Minimize,” “Maximize/Restore,” and “Close” buttons. To close the app window, click the “Close”
button, which looks like an “X.” To change the size of the app window, click the “Minimize” and
“Maximize/restore” buttons.
Most universal apps also contain a collapsible and expandable “navigation pane” at the left side of
the universal app window. The navigation pane is also often called the “nav pane.” To expand the
navigation pane and show its menu commands, click the “navigation pane button,” called the “nav pane
button,” in the upper-left corner of the navigation pane. To collapse the nav pane, click the same button
again. When the nav pane is collapsed, you will only see the icons for the commands, instead.
To open the different sections of the app, click the buttons in the nav pane. These will vary,
depending upon the app. However, the “Settings” button is a commonly-used button that appears in the
lower-left corner and looks like a “cog” icon. To display the settings for the universal app in the universal app
window, click the “Settings” button. Once again, the settings available vary, depending on the app.
Many times, after clicking a button in the nav pane to display a section within an app, you will also
see a “Back” arrow button appear in the upper-left corner of the app window. To return to the previous
section in the app, click the “Back” arrow button.
In some apps, there is a bar that appears below the Title Bar in the universal app window. This bar is
called the “command bar.” You can open the “Photos” app in Windows 11 to see a common example of a
universal app that uses a command bar for navigation. The command bar often contains the actions that
you can perform within the current section of the app. However, some apps use the command bar to open
different sections of an app, like the navigation pane. You will find the most used actions within an app in
the command bar.
At the right end of the command bar, you will also often see a “More options ” button, which looks
like an ellipsis mark (…). You can click the “More options” button, if shown, to access more options from the
command bar in a drop-down menu that appears.
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1.11- How to Use Snap Layouts in Windows 11:

Sa

m

pl

While the ability to snap an app window to the side of the screen was introduced in earlier versions
of Windows, snapping apps is vastly improved in Windows 11. This feature allows you to lock up to four app
windows open at a time so that you can have multiple windows open without having to toggle between them
or having them overlap one another. Windows 11 introduces new snap layouts for desktops that let you
determine the type of app window arrangement you want to apply. After selecting a snap layout, the Snap
Assist feature of Windows 11 then helps you to place open app windows into the other panes in the snap
layout you selected.
To show the snap layouts in Windows 11, hover your mouse pointer over the “Maximize” button in an
app window or press the keyboard shortcut of “Windows” + “Z” on your keyboard. The snap layouts then
appear in a menu below the active app window’s “Maximize” button. Each snap layout shows where you
can place an app pane within the desktop. Click into the app pane into which to place the current app
window within the desired snap layout. The app window then appears in that section of the desktop. Snap
Assist in Windows 11 then helps you by showing any other open app windows in the other available app
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pane or app panes. You can then click an app window that appears in the other app pane(s) to show it
within the selected app pane. You repeat this process until you have assigned apps to all the app panes in
the snap layout.
After adding your open app windows into the app panes in the snap layout, you can adjust the size
of the panes, if desired. To adjust the size of the app panes in a snap layout in Windows 11, hover your
mouse pointer between the app panes to adjust until a thick gray bar appears and your mouse pointer turns
into a double-pointed arrow. Then click and drag in either direction show by the arrows to change the size of
the adjacent app panes. Then release the mouse button when the panes are the size you want.
After adding apps to a snap layout, you can hover over any app included in the app layout in the
Windows taskbar to show both the app and its snap layout app group. You can click either one to select it
and bring it to the foreground if you have multiple windows opened, if desired.
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1.12- How to Resize a Desktop Window in Windows 11:
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The window is one of the basic elements of the Windows operating system. You perform most
activities in different windows within the application. Most windows share a similar structure and layout.
Windows appear within a frame. At the top of the frame is the “Title Bar.” The Title Bar usually shows the
name of the window or its contents. You use the Title Bar to control the size and placement of the window in
your desktop. You can have several windows open at the same time in Windows. You can also control the
size and placement of the windows within your desktop. A window can be opened either in Maximized
mode, Restore mode, or Minimized mode.
If you look at the right end of the Title Bar within an open window in a desktop, you will see a threebutton group. These buttons are, from left to right: “Minimize,” “Maximize/Restore,” and “Close.” You can
click the Minimize button in the Title Bar of an open window to send the window down to the taskbar at the
bottom of the desktop. Although you cannot see the content of the window, it is still open and active. You
may choose to minimize a window to access information in a different window behind the one you
minimized. Minimizing a window temporarily gets it out of your way. To show the minimized window
onscreen again, click the entry for that window in the taskbar.
In Windows, when you minimize windows of the same type, meaning windows from the same
program, the windows are grouped together using a single icon in the taskbar. You can hold your mouse
pointer over that icon in the taskbar to then view the individual windows in the window group in small pop-up
windows. You can then click a pop-up window to restore the selected window’s onscreen display.
Clicking the “Maximize/Restore” button toggles the window between those two window modes.
Maximizing a window means making it large enough to fill your entire computer screen. If your window does
not fill the entire screen, then click the middle button of the three located at the right end of the Title Bar to
maximize its display. This lets you view more of the information within a window. Many users like to work in
this mode, as it has the most available room for each window. Note that hovering over the
“Maximize/Restore” toggle button in Windows 11 shows the snap layouts in a menu below it, which we
discussed in the last lesson.
If you have multiple windows open and they are all maximized, you cannot view them
simultaneously. To switch between multiple maximized windows, click the taskbar icon for the window to
view. Doing that then brings that window to the forefront of the stack of windows, above any other opened
windows, which then recede behind it. Doing this is called toggling between the open windows. This is a
technique helpful to master if you need to work with more than one window at a time. You can also toggle
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between opened windows by using the keyboard shortcut of “Alt” + “Tab” on your keyboard. To do this, hold
down the “Alt” key on your keyboard. Then press the “Tab” key repeatedly until the desired window appears
selected in the choices shown onscreen. Once the desired window is selected, then release the “Alt” key.
If your window is already maximized, clicking the middle button of the three at the right end of the
Title Bar instead changes the window to its “Restore” mode. The Restore window is a smaller window that
lets you change its size and position within the desktop. To resize a window when the window is in Restore
mode, place your mouse pointer over the border of the window’s frame that represents the direction in which
you want to resize the window until your mouse pointer turns into a double-pointed arrow. When you see
this arrow appear, you can then click and drag to change the size of the window. Then release it when the
window is the desired size.
To move a window when it is in Restore mode, click and drag in the empty area of its Title Bar to
move it to a different area within the desktop. Then release it when it is in the desired position. Restore
mode is useful for copying files from one window to another and placing opened windows side-by-side for
comparison. The last button at the right end of the Title Bar has a big “X” in it. This is the “Close” button.
Clicking it closes the window.
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1.13- How to Scroll a Window in Windows 11:
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In windows that contain a longer web page or document content, you can use the available scroll
bars within the window to scroll through its information. Scroll bars appear at the right and bottom sides of a
window if all the window’s contents cannot appear at once. To scroll through the content in a window, you
can click the arrows at either end of the scroll bars to scroll the window in that direction. Alternatively, you
can also click and drag the scroll box inside a scroll bar to the desired location in the window and then
release it to quickly scroll through its content. The location of the scroll box inside of the scroll bar indicates
your position within the content of the window. Users who use a mouse with a scroll wheel can also often
scroll the wheel up or down to more quickly scroll vertically through the content in a window.
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1.14- How to Use Multiple Desktops in Windows 11:
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Windows 11 makes it easy to create and use multiple desktops, if needed. Using multiple desktops
in Windows 11 lets you arrange and keep separate desktops open for unrelated projects between which you
must switch or for quick switching between separate applications you want to make easily available. To
create a new desktop in Windows 11, click the “Task view” button in the taskbar. The windows of the current
desktop then appear at the top of the window. You can click any of these to switch to that application within
the desktop, if desired. Icons for the current desktop, any other desktops you have created, and a “New
desktop” button also appear in a desktop bar below it. Click the “New desktop” button to then create a new
desktop in the desktop bar. The desktops are named in a sequential order as “Desktop 1,” “Desktop 2” and
so on.
To rename a desktop, right-click its icon within the desktop bar and then click the “Rename”
command in the pop-up menu that appears. Then type a new name for the desktop in the name field above
its desktop icon in the desktop bar and press the “Enter” key on your keyboard to set its name. To switch to
a desktop, click its icon in the desktop bar. For whichever desktop you select, you can then open and
arrange the desktop’s app windows to make them easily available on that desktop. Note that each desktop
acts like a copy of a single desktop, as changes you make to the actual desktop’s contents, including adding
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desktop shortcuts or changing its background color, appear for all desktops you create this way.
To quickly switch between desktops created in Windows 11, hover your mouse pointer over the
“Task view” button in the taskbar. Then click the icon of the desktop to which to switch from the pop-up
menu that appears. To close a desktop you have created, which deletes the desktop, hover your mouse
pointer over the “Task view” button in the taskbar. Then hover over the desktop icon of the desktop to close.
Then click the “X” button that appears in the upper-right corner of the desktop’s icon. Alternatively, click the
“Task view” button in the taskbar. Then hover over the icon of the desktop to close. Then click the “X” button
that appears in the upper-right corner of the desktop’s icon. Then click the icon of the desktop to which to
switch in the desktop bar.
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1.15- How to Shut Down Windows 11:
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When you need to turn off your computer, it is very important to turn your computer off correctly. Do
not simply unplug a computer or interrupt its power source! Doing this could possibly corrupt the
information in your computer!
To properly shut down a computer in Windows 11, click the Start button in the Windows taskbar to
show the Start menu. Then click the “Power” button in the lower-right corner of the Start menu to show a
pop-up menu of shutdown choices. To shut down the computer, select the “Shut down” command from the
pop-up menu.
Alternatively, right-click the Start button in the Windows taskbar and then roll your mouse pointer
over the “Shut down or sign out” command in the pop-up menu that appears. Then click the shutdown
choice to perform in the side menu that appears: “Sign out,” “Sleep,” Shut down,” or “Restart.”
Selecting the “Sign out” command signs you out of the current account on the computer. Selecting
the “Sleep” command makes the computer hibernate. Selecting the “Shut down” command shuts down the
computer. Selecting the “Restart” command shuts down the computer and then immediately restarts it.
If you choose the “Shut down” command, note that it may take a few moments before Windows
shuts down entirely, so be patient. Once Windows has completely powered off and the computer is shut
down, then it is permissible to shut off the power supply for the computer or unplug it, if necessary.
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1.16- How to Use the Microsoft Store in Windows 11:
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Windows 11 lets you download apps for your computing devices from an improved Microsoft Store.
You must be signed into your computer using an online account, like a Microsoft Account or a work or
school account, to download apps from the Microsoft Store.
To download an app from the Microsoft Store once you have signed in using an online account, click
the “Microsoft Store” icon in the taskbar to open the Microsoft Store app. Alternatively, click the Start button
in the Windows taskbar to show the Start menu, click the “All apps” button in the upper-right corner of the
Start menu to show an alphabetical listing of apps, and then click the “Microsoft Store” app in this list.
In the Microsoft Store app, you can browse the available apps to download. You can browse apps
by category or simply review the featured apps that appear. You can click an app shown in the Microsoft
Store to read more about the selected app on its app page. To return to the previous page in the Microsoft
Store app, click the “Back” button in the app’s upper-left corner.
To download an app from its app page, click the Get” button or click the button that shows the price
of the app. You must provide some form of payment to download and purchase paid apps. Paid apps then
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open a screen where you can confirm the purchasing method or cancel the purchase. Free apps instead
begin to immediately download and install themselves on your device. Note that some free apps that offer
in-app purchases let you install the app, but you must then make a purchase in the app or use a connected
account that has already made a purchase from the app’s vendor to use its features.
On the app page, be sure to click the links in the “Additional information” section before making
purchases from the Microsoft Store app so you know the vendor from whom you are making the purchase,
the terms of use, and any other important information regarding the app. Note that the apps you buy are
licensed, not sold, for you to use. You should always read the terms under the “Additional terms” in the
“Additional information” section from each individual app provider, which may vary.
After selecting an app to install, you will see your download and installation information temporarily
appear onscreen. After your app has been downloaded and installed, a message box will appear onscreen
informing you of that fact. You can then close the Microsoft Store app window.
The Microsoft Store will also automatically provide updates to the apps installed on your computer.
To manually check for app updates in the Microsoft Store, click the “Library” button in the app’s nav bar.
Then click the “Get Updates” button at the upper-right side of the app window. The listing of apps to update
then appears at the top of the list at the right side of the app window. You can then individually install
updates for each app listed by clicking its “Update” button or click the “Update all” link above the list to
update all the apps listed.
To manage the signed-in account and its devices, change your payment methods, redeem gift cards
or codes, or access the Microsoft Store’s app settings, click your account picture in the command bar at the
top of the app window. Then select the desired choice from the drop-down menu that appears.
Selecting the “Manage account and devices” command opens a web page that lets you access the
settings for the signed-in account and its related devices. Selecting the “Payment methods” command lets
you access a web page that shows any saved payment method information. Selecting the “Redeem code or
gift cards” command opens a window within the Microsoft Store app so you can enter the gift code or gift
card for redemption. Selecting the “App settings” command shows the settings for the Microsoft Store app in
the Microsoft Store window. This is where you can view the “App updates,” “Purchase sign-in,” “Offline
permissions” and “Video autoplay” settings and change them, if needed.
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1.17- Sign-in Options in Windows 11:
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Windows 11 gives you additional Windows Hello sign-in options for better security, so you won’t
need to use a Microsoft account password to log in to your device. After you initially sign-in to your device,
you can then create the other Windows Hello sign-in options you want and set Windows 11 to use them,
instead. The available options depend on the hardware configuration of your computer. For example,
computers without a compatible camera cannot use the “Facial recognition (Windows Hello)” sign-in option.
The possible sign-in options include “Facial recognition (Windows Hello),” “Fingerprint recognition
(Windows Hello),” “PIN (Windows Hello),” and “Security key.”
To configure additional sign-in options after initially signing-in to your Windows 11 device, right-click
the Start button in the Windows taskbar to show a pop-up menu of choices. Then click the “Settings”
command in this pop-up menu to open the “Settings” app window. In the “Settings” app, click the “Accounts”
button at the left side of the app to show the “Accounts” settings to the right. Then click the “Sign-in options”
button at the right side of the screen to display the current account’s sign-in options in the area to the right.
The different sign-in options appear under the “Ways to sign in” section at the top of the window. To
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configure your desired sign-in option, click it to expand it. Then click the “Set up” or “Manage” button in the
expanded section to begin configuring the alternative sign-in method. Then follow the instructions shown
onscreen until you finish setting up the desired sign-in option.
1.18- How to Change Your PIN in Windows 11:
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1.19- How to Use Widgets in Windows 11:
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After creating a PIN, you may want to change your PIN in Windows 11. To change your PIN in
Windows 11, right-click the “Start” button in the Windows taskbar to show a pop-up menu of commands.
Then click the “Settings” command in the pop-up menu to open the “Settings” app window.
In the “Settings” app window, click the “Accounts” button at the left side of the app to show the
“Accounts” settings to the right. Then click the “Sign-in options” button at the right side of the screen to
display the current account’s sign-in options in the area to the right, under the “Ways to sign-in” title.
Then click the “PIN (Windows Hello)” section at the right side of the app window to expand it. Then
click the “Change PIN” button in the expanded section to open a “Windows Security” dialog box. If needed,
to enable letters and symbols in your PIN, check the “Include letters and symbols” checkbox in the dialog
box. Then enter your old PIN into the “PIN” field. Then enter your new PIN into both the “New PIN” and
“Confirm PIN” fields. Then click the “OK” button to confirm the change.
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Windows 11 provides widgets that quickly show summaries of information from other apps and
services. To show the widgets in Windows 11, click or hover over the “Widgets” button in the taskbar of the
desktop to show the Widgets overlay pane at the left side of the screen. To close the Widgets pane, click
the “Widgets” button in the taskbar again or move your mouse pointer away from it if you opened it by
hovering. Note that when the taskbar buttons are center-aligned, the “Widgets” button appears at the far-left
end of the taskbar. Alternatively, if the taskbar buttons are left-aligned, then the “Widgets” button appears
between the “Task view” and “Chat” buttons in the taskbar.
To add more widgets to the Widgets pane in Windows 11, click the “Add widgets” button below the
current widgets at the top of the pane to open a “Widget settings” pane. Then click the plus sign button to
the right of the widgets to add to the Widgets pane. To close the “Widget settings” pane, click the “X” button
in its upper-right corner.
To change a widget’s options in the Widgets pane, click the “More options” button, which looks like
an ellipsis mark, in the upper-right corner of the widget. To change the size of the widget in the widget pane,
select a choice from the top of the drop-down menu that then appears. To customize a widget’s settings if
available for the selected type of widget, click the “Customize widget” command in the drop-down menu.
Then make your changes, as shown in the widget, to update its settings. To remove a widget from the
Widgets pane, select the “Remove widget” command from the “More options” button’s drop-down menu.
To remove the Widgets button from the taskbar in Windows 11, right-click in the empty area of the
taskbar. Then click the “Taskbar settings” command to open the “Taskbar” settings in the “Settings” app
window. Then click the “Widgets” toggle button to turn it “Off.” Then close the “Settings” app window.
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1. Windows is a family of operating systems developed by Microsoft Corporation. Windows provides a
graphical user interface (GUI), virtual memory management, multitasking, and support for many
peripheral devices.
2. Windows helps you organize all the files and programs within your computer. You can open, sort, move,
print, rename, find or delete files easily by using Windows.
3. In addition to managing the computer’s files, folders, hardware settings, and software applications,
Windows comes preinstalled with software that includes basic text and image editing, as well as email
and a web browser for Windows 11 called “Microsoft Edge.” You can also download many other useful
personal and business apps for Windows 11, as needed
4. You can download Windows 11 from Microsoft though Windows Update or the Microsoft website.
Windows 11 is primarily distributed as a download. This makes it easier to update the software by using
Windows Update as new improvements to its security and new features in Windows 11 become
available.
SIGN-IN TO WINDOWS 11 WITH A MICROSOFT USER ACCOUNT:
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1. Windows 11 strongly encourages you to use a Microsoft account for sign-in, versus a local user
account, when you are initially setting up your device with Windows 11. Many features of Windows 11,
like OneDrive, require you to use a Microsoft account.
2. You can either use any existing email account and register it as a Microsoft account or you can create a
new email account, if needed. You can also use a phone number, if desired.
3. The email address or phone number then becomes your Microsoft account username. Note that this
account can be either a “Standard” or “Administrator” account on the local PC on which it is entered.
4. After you sign-in to Windows 11 on a device with a Microsoft account, you are connected to a computer
network referred to as the “cloud.” Doing this enables the following features.
5. First, it helps you to easily sign into any social networking and email applications associated with the
Microsoft account, like Outlook.com, Instagram, or Twitter.
6. You can also access and share files using OneDrive.
7. Also, your Windows personalization settings are synced to any device running Windows 8 or later that
you sign into using the same Microsoft account.
8. You can also get apps in the Microsoft Store and use them on any Windows 11 computing device that
you sign in to with the same Microsoft account.
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1. To control a mouse to navigate Windows, place your hand on the mouse with your thumb at the side
and your two closest fingers resting easily over the two buttons at the top of the mouse.
2. Use your two fingers to press the buttons, or perform the “clicks,” of the mouse.
3. A mouse will also often have a scroll wheel between the two buttons you can scroll up or down to scroll
through content in a window.
4. Your mouse has four basic actions. They are “click,” “double-click,” “right-click” and “click and drag”
(also called “drag and drop”).
5. The left-click or click is a single press and release of the left mouse button which let you select objects
and execute toolbar button functions.
6. The double-click is two quick press and release movements with the left mouse button in rapid
succession which lets you run program and applications in the File Explorer or the desktop. It is also
used to open folders and files in File Explorer.
7. The click and drag or drag and drop is a single press of the left mouse button that you hold down as
you roll the mouse to a new location and then release it. This lets you move files and folders and select
objects and text.
8. The right-click is a single press and release of the right mouse button that shows a pop-up menu of
commands available for the object you right-clicked.
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1. In Windows 11, many of the actions you can perform with a mouse can also be performed using
gestures on a touch screen or touchpad for computing devices that support this behavior.
2. To select an item using touch gestures, tap once onscreen or on a touchpad to open or select the
item that is tapped. This touch gesture is like a left-mouse click.
3. To show more commands on a touch screen only, touch onscreen and hold down your finger in
position to show information about the selected item or open a menu specific to what you’re doing. This
touch gesture is like a right-click with a mouse.
4. To show more commands on a touchpad only, tap the touchpad with two fingers or press down in
the lower-right corner of a touchpad or press the lower-right touchpad button to show information about
the selected item or open a menu specific to what you’re doing. This touch gesture is like a right-click
with a mouse.
5. To zoom in or zoom out, touch the screen or touchpad with two fingers and then either bring them
closer together (pinch), or further away from each other (stretch), to zoom in or out to magnify items
displayed onscreen.
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1. In Windows 11, the desktop appears by default for all devices.
2. All other windows will open within the desktop.
3. Within the desktop, you can place shortcuts to your favorite files, folders, and programs. These
shortcuts appear as icons on your desktop screen.
4. You can customize the icons that appear on the desktop, as well as the desktop’s background wallpaper
and theme, for each user account on the device.
5. One commonly shown icon on the desktop is the Recycle Bin. This is where Windows temporarily
stores files deleted from your computer’s “C:” drive until you decide to permanently delete them.
6. However, if you delete files from removable media or network locations, those files are NOT sent
to the Recycle Bin, but are immediately permanently deleted, instead. So, it is important when
working on a network that you do not assume that files and folders you delete from network drives will
go to the Recycle Bin. Be careful with the files that you delete from your computer.
7. At the bottom of the desktop is a thin bar known as the taskbar. The taskbar in Windows 11 contains
buttons that let you perform common tasks and easily access programs.
8. You can customize many settings of the taskbar and choose which buttons appear within it.
9. By default, the Start button in Windows 11 appears at the left end of the buttons in the center of the
taskbar.
10. To the right of the Start button is the “Search” button. By default, to the right of that are buttons for “Task
View,” “Chat,” “Microsoft Edge,” “File Explorer,” “Microsoft Store” and “Mail.”
11. After that, you will then see icons for any currently opened applications within the desktop, as well as
any icons for apps you pinned to the taskbar.
12. At the far-left end of the taskbar is the “Widgets” button, which typically shows weather info.
13. At the far-right end of the taskbar are icons for background apps running on your computer, OneDrive
status, your Internet connectivity icon, the “Speakers” volume icon, the battery life icon for laptops and
tablets, the current time and date, and the Notifications icon.

-f

HOW TO USE THE START BUTTON IN WINDOWS 11:
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1. The Start button in Windows 11 is a small button that displays the Windows logo and always appears at
the left end of the primary group of buttons within the taskbar.
2. The buttons in the Windows 11 taskbar appear in the center of the bar, by default. However, you can
also align the buttons to the left end of the taskbar if you prefer the previous taskbar button layout from
Windows 10 and earlier versions.
3. To display the Start menu in Windows 11, click the Start button.
4. Alternatively, to display a pop-up menu of shortcuts to various features, windows and settings
on your computer, right-click the Start button and then click the desired command in the pop-up menu
that appears.
5. A handy shortcut in this menu is the “Shut down or sign out” command. If you roll your mouse pointer
over this command, you will see the options to shut down or sign out of your computer in a side menu
that appears.
6. You can then select the desired command to execute in the side menu to quickly sign out of your
account or shut down the computer.
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1. To show the Start menu in Windows 11, click the “Start” button, which has the Windows logo on it, in
the Windows taskbar.
2. Alternatively, press the Windows key on your keyboard to show the Start menu.
3. The top of the Start menu in Windows 11 shows the “Type here to search” field. If you click into this
field, you actually activate and switch over to the Search menu that appears after you click the “Search”
button to the right of the Start button in the taskbar of Windows 11.
4. To switch back to the Start menu, click the Start button again. We will discuss using the Search menu
in Windows 11 in a separate lesson.
5. The next section in the Start menu is the “Pinned” section, which shows apps you pin to the Start
menu for easy access.
6. To open a pinned app, click its app icon.
7. To unpin an app, which removes it from this section, right-click its app icon and select the “Unpin
from Start” command in the pop-up menu that appears.
8. If you pin more apps than you can show in this section, a menu of dots appears to the right of the
pinned section. Each dot represents a new section of pinned apps.
9. To see the apps in that section, click a dot.
10. You can also scroll your mouse wheel, if available, up or down to scroll through the app sections.
11. To reorganize the pinned apps, click and drag them to the desired location in the “Pinned” section of
the Start menu.
12. To show all apps on your computer, click the “All apps” button in the upper-right corner of the
“Pinned” section in the Start menu in Windows 11 to change the Start menu to show a listing of all the
apps on your device in alphabetical order.
13. To open an app in this list, click its app icon.
14. To pin an app in this list to the Pinned section of the Start menu, right click the app icon.
15. Then click the “Pin to Start” command in the pop-up menu that appears.
16. To return to the listing of Pinned apps in the Start menu, click the “Back” button in the upper-right
corner of the listing of all apps.
17. Continuing down the Start menu in Windows 11, the next section is the “Recommended”
section, which shows recently-opened files.
18. To open an item in this section, click its icon.
19. To remove a recently-opened file from this list, right-click its icon and click the “Remove from list”
command.
20. To show a file’s location in a new File Explorer window, right-click its icon and click the “Open file
location” command.
21. To show more recommended items, click the “More” button in the upper-right corner of the
“Recommended” section to change the Start menu to show a listing of all the recently-opened files on
your device.
22. To open one of these items, click its icon.
23. To return to the “Recommended” section of the Start menu, click the “Back” button in the upperright corner of the listing.
24. Continuing down the Start menu in Windows 11, the next section contains a button that shows your
user name and picture to the left and the Power button to the right.
25. To show a pop-up menu of account options, click the user name button.
26. To change your account settings, select the “Change account settings” link in the pop-up menu.
(cont’d.)
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27. Alternatively, to lock the computer and show the lock screen, choose the “Lock” link.
28. Alternatively, to sign out of the computer, select the “Sign out” link.
29. To switch user accounts, select the name of the user account to which to switch from the list to show
the sign-in screen for that user.
30. To close the menu without making any choices, click your user name button again.
31. To select a power off choice for the computer, click the “Power” button in the Start menu to show a
pop-up menu of power choices.
32. To place the computer into sleep mode, click the “Sleep” choice in the menu.
33. Alternatively, to shut down the computer, select the “Shut down” choice in the menu.
34. To restart the computer, select the “Restart” choice in the menu.
35. To close the menu without making a choice, click the “Power” button again.
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1. To customize the Start menu in Windows 11, open the “Settings” app by either clicking its icon in the
Start menu or by right-clicking the Start button and then clicking the “Settings” command in the pop-up
menu that appears.
2. In the “Settings” app window, click the “Personalization” link at the left side of the window to show the
“Personalization” settings to the right.
3. Then click the “Start” link in the list of Personalization settings to show its settings at the right side of the
window.
4. To show recently-added apps in the Start menu of Windows 11, click the “Show recently added
apps” toggle switch to set it to the “On” setting.
5. Conversely, to hide them, click it to switch it to the “Off” position.
6. To show the most-used apps in the Start menu, click the “Show most used apps” toggle switch to set
it to the “On” setting.
7. Conversely, to hide them, click it to switch it to the “Off” position.
8. To show recently-opened items in the Start menu, jump lists, and the File Explorer, click the
“Show recently opened items in Start, Jump Lists, and File Explorer” toggle switch to set it to the “On”
setting.
9. Conversely, to hide them, click it to switch it to the “Off” position.
10. To add buttons for access to common user folders or the “Settings” app to the left of the
“Power” button in the Start menu in Windows 11, click the “Folders” link at the right side of the
“Start” category in the “Settings” window to show a listing of the windows and folders you can add to that
section.
11. To add a listed folder or app, click its toggle switch to set it to the “On” position.
12. Conversely, to hide it, click its toggle switch to set it to the “Off” position.
13. If you choose to add buttons for the folders or apps, you can open them by clicking them in the Start
menu, where they then appear to the left of the “Power” button.
14. To close the “Settings” window after you finish customizing the Start menu, click the “X” button in
its upper-right corner.
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1. To search in Windows 11, click the “Search” button in the Windows taskbar to show a Search menu
above the Search button.
2. Then type the text for which to search into the “Type here to search” field at the top of the Search menu.
3. As you type, search results appear at the left side of the Search menu below the “Type here to search”
field, grouped by categories like “Best match,” “Apps,” “Settings,” and “Search the web.”
4. After you finish typing the search term or terms, you can then click any result to open it.
5. Alternatively, you can click the right-pointing arrow to the right of a search result to show related
documents, commands, settings, or web results in the right side of the menu.
6. You can then click a result in the right menu to open it.
7. Optionally, to filter the search results by category, you can click any category link under the “Type
here to search” field to filter the current search by the results for the selected category.
8. You can then click any filtered search result or its related items to open it, as usual.
9. To close the Search menu without making a choice, click the Search button in the taskbar again.
10. When you click the Search button in the Windows 11 taskbar to show the default Search menu, you’ll
see a “Top apps” section that shows your most-used apps. You can click an app here to reopen it.
11. A listing of recent search results appears in the “Recent” section below that, and you can click any
search result here to reopen it.
12. To the right of that list is a listing of “Quick searches” you can try.
13. To change your search settings in Windows 11, click the “Options” button, which looks like an
ellipsis mark, towards the upper-right corner of the Search menu to show a drop-down menu.
14. Then click the “Search settings” command in the drop-down menu to open the “Search permissions”
settings of the “Privacy & security” settings in the “Settings” app window.
15. To change your SafeSearch settings, select the option you want under the “SafeSearch” section.
16. To show cloud content for connected Microsoft accounts or work or school accounts in the
search results, click the “Microsoft account” and/or “Work or school account” toggle switches to the
“On” position under the “Cloud content search” section.
17. To store your device’s Bing search history locally, switch the “Search history on this device” toggle
switch to the “On” position.
18. To close the “Settings” window, click the “X” button in its upper-right corner.
19. To change the search indexing options for search in Windows 11, click the “Options” button, which
looks like an ellipsis mark, towards the upper-right corner of the Search menu to show a drop-down.
20. Then click the “Indexing options” command in the drop-down menu to open the “Searching Windows”
settings of the “Privacy & security” settings in the “Settings” app window.
21. To have Windows respect your power settings when indexing files for searching, click the
“Respect power settings when indexing” toggle switch to set it to the “On” position.
22. To set the type of indexing performed by Windows, select the desired “Classic” or “Enhanced”
option button under the “Find my files” setting.
23. If using enhanced search, a listing of excluded folder locations for which Windows will not return
search results appears in the “Exclude folders from enhanced search” section.
24. To add a folder to this list, click the “Add an excluded folder” button in this section, navigate to the
folder in the dialog box that opens, click it to select it, and then click the “Select Folder” button in the
dialog box to close the dialog box and add the selected folder to the list.
25. To remove a folder from this list, click its “Options” button at its right end and then select the
“Remove” command.
26. To close the “Settings” app window when finished, click the “X” button in its upper-right corner.
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1. Windows 11 uses a universal app window for many of its apps. You can open the “Weather” app from
the Start menu to see a common example of a universal app in Windows 11.
2. At the very top of the app window is a “Title Bar” for the app window.
3. At the right end of the Title Bar are the “Minimize,” “Maximize/Restore,” and “Close” buttons.
4. To close the app window, click the “Close” button, which looks like an “X.”
5. To change the size of the app window, click the “Minimize” and “Maximize/restore” buttons.
6. Most universal apps also contain a collapsible and expandable “navigation pane” at the left side of the
universal app window.
7. The navigation pane in a universal app window is also often called the “nav pane.”
8. To expand the navigation pane and show its menu commands, click the “navigation pane button,”
called the “nav pane button,” in the upper-left corner of the navigation pane.
9. To collapse the nav pane, click the same button again.
10. When the nav pane is collapsed, you will only see the icons for the commands, instead.
11. To open the different sections of the app, click the buttons in the nav pane. These will vary, depending
upon the app.
12. However, the “Settings” button is a commonly-used button that appears in the lower-left corner and
looks like a “cog” icon.
13. To display the settings for the universal app in the universal app window, click the “Settings”
button. Once again, the settings available vary, depending on the app.
14. Many times, after clicking a button in the nav pane to display a section within an app, you will also see a
“Back” arrow button appear in the upper-left corner of the app window.
15. To return to the previous section in the app, click the “Back” arrow button.
16. In some apps, there is a bar that appears below the Title Bar in the universal app window. This bar is
called the “command bar.”
17. The command bar most often contains the actions that you can perform within the current section of the
app. However, some apps use the command bar to open different sections of an app, like the navigation
pane.
18. You will find the most used actions within an app in the command bar.
19. At the right end of the command bar, you will also often see a “More options ” button, which looks like an
ellipsis mark (…). You can click the “More options” button, if shown, to access more options from the
command bar in a drop-down menu that appears.
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HOW TO USE SNAP LAYOUTS IN WINDOWS 11:
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1. To show the snap layouts in Windows 11, hover your mouse pointer over the “Maximize” button in an
app window or press the keyboard shortcut of “Windows” + “Z” on your keyboard.
2. The snap layouts then appear in a menu below the active app window’s “Maximize” button.
3. Each snap layout shows where you can place an app pane within the desktop.
4. Click into the app pane into which to place the current app window within the desired snap layout.
5. The app window then appears in that section of the desktop.
6. Snap Assist in Windows 11 then helps you by showing any other open app windows in the other
available app pane or app panes.
(cont’d.)
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7. You can then click an app window that appears in the other app pane(s) to show it within the selected
app pane.
8. You repeat this process until you have assigned apps to all the app panes in the snap layout.
9. To adjust the size of the app panes in a snap layout in Windows 11, hover your mouse pointer
between the app panes to adjust until a thick gray bar appears and your mouse pointer turns into a
double-pointed arrow.
10. Then click and drag in either direction show by the arrows to change the size of the adjacent app panes.
11. Then release the mouse button when the panes are the size you want.
12. After adding apps to a snap layout, you can hover over any app included in the app layout in the
Windows taskbar to show both the app and its snap layout app group.
13. You can click either one to select it and bring it to the foreground if you have multiple windows opened,
if desired.
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1. Desktop windows will appear within a frame. At the top of the frame is the “Title Bar.” The Title Bar will
usually display the name of the window or its contents.
2. If you look at the right end of the Title Bar within an open desktop window, you will see a three-button
group. These buttons are, from left to right: “Minimize,” “Maximize/Restore,” and “Close.”
3. To send the window down to the taskbar at the bottom of the desktop, click the Minimize button in
the Title Bar of an open window. Although you cannot see the content of the window, it is still open and
active. Minimizing a window temporarily gets it out of your way.
4. To show the minimized window onscreen again, click the entry for that window in the taskbar.
5. When you minimize windows of the same type, meaning from the same program, the windows are
grouped together using a single icon in the taskbar.
6. To view the individual windows in the window group in small pop-up windows, hold your mouse
pointer over that icon in the taskbar.
7. You can then click a pop-up window to restore the selected window’s onscreen display.
8. To toggle a window between the “Maximize” and “Restore” window modes, click the
“Maximize/Restore” button.
9. Note that hovering over the “Maximize/Restore” toggle button in Windows 11 shows the snap layouts in
a menu below it.
10. To switch between multiple maximized windows, click the taskbar icon for the window to view to
bring that window to the forefront of the stack of windows, above any other opened windows, which then
recede behind it.
11. Alternatively, to toggle between opened windows using keyboard shortcuts, hold down the “Alt”
key on your keyboard.
12. Then press the “Tab” key repeatedly until the desired window appears selected in the choices shown
onscreen.
13. Once the desired window is selected, then release the “Alt” key.
14. If your window is already maximized, clicking the middle button of the three at the right end of the
Title Bar instead changes the window to its “Restore” mode.
(cont’d.)
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15. To resize a window when the window is in Restore mode, place your mouse pointer over the border
of the window’s frame that represents the direction in which you want to resize the window until your
mouse pointer turns into a double-pointed arrow.
16. When you see this arrow appear, you can then click and drag to change the size of the window.
17. Then release it when the window is the desired size.
18. To move a window when it is in Restore mode, click and drag in the empty area of its Title Bar to
move it to a different area within the desktop.
19. Then release it when it is in the desired position.
20. To close a window, click the “Close” button, which is the last button at the right end of the Title Bar that
has a big “X” on it.

rp

HOW TO SCROLL A WINDOW IN WINDOWS 11:

al

ua

tio

n

pu

1. To scroll through the content within a window, you can click the arrows at either end of the scroll
bars to scroll the window in that direction.
2. Alternatively, you can also click and drag the scroll box inside a scroll bar to the desired location in the
window and then release it to quickly scroll through its content.
3. The location of the scroll box inside of the scroll bar indicates your position within the content of the
window.
4. To scroll window content vertically if you use a mouse with a scroll wheel, scroll the wheel up or
down to more quickly scroll vertically through the content in a window.
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HOW TO USE MULTIPLE DESKTOPS IN WINDOWS 11:
To create a new desktop in Windows 11, click the “Task view” button in the taskbar.
The windows of the current desktop then appear at the top of the window.
To switch to that application within the desktop, if desired click any of these windows.
Icons for the current desktop, any other desktops you have created, and a “New desktop” button also
appear in a desktop bar below it.
5. Click the “New desktop” button to then create a new desktop in the desktop bar. The desktops are
named in a sequential order as “Desktop 1,” “Desktop 2” and so on.
6. To rename a desktop, right-click its icon within the desktop bar and then click the “Rename” command
in the pop-up menu that appears.
7. Then type a new name for the desktop in the name field above its desktop icon in the desktop bar and
press the “Enter” key on your keyboard to set its name.
8. To switch to a desktop, click its icon in the desktop bar.
9. For whichever desktop you select, you can then open and arrange the desktop’s app windows to make
them easily available on that desktop. Note that each desktop acts like a copy of a single desktop, as
changes you make to the actual desktop’s contents, including adding desktop shortcuts or changing its
background color, appear for all desktops you create this way.
10. To quickly switch between desktops created in Windows 11, hover your mouse pointer over the
“Task view” button in the taskbar.
(cont’d.)
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11. Then click the icon of the desktop to which to switch from the pop-up menu that appears.
12. To close a desktop you have created, which deletes the desktop, hover your mouse pointer over
the “Task view” button in the taskbar.
13. Then hover over the desktop icon of the desktop to close.
14. Then click the “X” button that appears in the upper-right corner of the desktop’s icon.
15. Alternatively, click the “Task view” button in the taskbar.
16. Then hover over the icon of the desktop to close.
17. Then click the “X” button that appears in the upper-right corner of the desktop’s icon.
18. Then click the icon of the desktop to which to switch in the desktop bar.
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HOW TO SHUT DOWN WINDOWS 11:
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1. Do not simply unplug a computer or interrupt its power source! Doing so could possibly corrupt
the information in your computer!
2. To properly shut down a computer in Windows 11, click the Start button in the Windows taskbar to
show the Start menu.
3. Then click the “Power” button in the lower-right corner of the Start menu to show a pop-up menu of
shutdown choices.
4. To shut down the computer, select the “Shut down” command from the pop-up menu.
5. Alternatively, right-click the Start button in the Windows taskbar and then roll your mouse pointer over
the “Shut down or sign out” command in the pop-up menu that appears.
6. Then click the shutdown choice to perform in the side menu that appears: “Sign out,” “Sleep,” Shut
down,” or “Restart.”
7. To sign out of the current account on the computer, select the “Sign out” command.
8. To make the computer hibernate, select the “Sleep” command.
9. To shut down the computer, select the “Shut down” command.
10. To shut down the computer and then immediately restart it, select the “Restart” command.
11. If you choose the “Shut down” command, note that it may take a few moments before Windows
shuts down entirely, so be patient.
12. Once Windows has completely powered off and the computer is shut down, then it is permissible to shut
off the power supply for the computer or unplug it, if necessary.
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HOW TO USE THE MICROSOFT STORE IN WINDOWS 11:
1. To download an app from the Microsoft Store once you have signed in using an online account,
click the “Microsoft Store” icon in the Windows taskbar to open the Microsoft Store app.
2. Alternatively, click the Start button in the Windows taskbar to show the Start menu, click the “All apps”
button in the upper-right corner of the Start menu to show an alphabetical listing of apps, and then click
the “Microsoft Store” app in this list.
3. In the Microsoft Store app, you can browse the available apps to download.
4. You can browse apps by category or simply review the featured apps that appear.
5. You can click an app shown in the Microsoft Store to read more about the selected app on its app page.
(cont’d.)
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ACTIONSWindows Basics
HOW TO USE THE MICROSOFT STORE IN WINDOWS 11- (CONT’D.):
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6. To return to the previous page in the Microsoft Store app, click the “Back” button in the app’s upperleft corner.
7. To download an app from its app page, click the Get” button or click the button that shows the price of
the app. You must provide some form of payment to download and purchase paid apps. Paid apps then
open a screen where you can confirm the purchasing method or cancel the purchase. Free apps instead
begin to immediately download and install themselves on your device.
8. Note that some free apps that offer in-app purchases let you install the app, but you must then make a
purchase in the app or use a connected account that has already made a purchase from the app’s
vendor to use its features.
9. Before making purchases from the Microsoft Store app, be sure to click the links in the “Additional
information” section on the app page so you know the vendor from whom you are making the purchase,
the terms of use, and any other important information regarding the app.
10. Note that the apps you buy are licensed, not sold, for you to use.
11. You should always read the terms under the “Additional terms” in the “Additional information”
section from each individual app provider, which may vary.
12. After selecting an app to install, you will see your download and installation information temporarily
appear onscreen.
13. After your app has been downloaded and installed, a message box will appear onscreen informing you
of that fact.
14. You can then close the Microsoft Store app window.
15. The Microsoft Store will also automatically provide updates to the apps installed on your computer.
16. To manually check for app updates in the Microsoft Store, click the “Library” button in the app’s nav
bar.
17. Then click the “Get Updates” button at the upper-right side of the app window.
18. The listing of apps to update then appears at the top of the list at the right side of the app window.
19. You can then individually install updates for each app listed by clicking its “Update” button or click the
“Update all” link above the list to update all the apps listed.
20. To manage the signed-in account and its devices, change your payment methods, redeem gift
cards or codes, or access the Microsoft Store’s app settings, click your account picture in the
command bar at the top of the app window.
21. Then select the desired choice from the drop-down menu that appears.
22. To open a web page that lets you access the settings for the signed-in account and its related
devices, select the “Manage account and devices” command.
23. To access a web page that shows any saved payment method information, select the “Payment
methods” command.
24. To open a window within the Microsoft Store app so you can enter a gift code or gift card for
redemption, select the “Redeem code or gift cards” command.
25. To show the settings for the Microsoft Store app in the Microsoft Store window, select the “App
settings” command.
26. This is where you can view the “App updates,” “Purchase sign-in,” “Offline permissions” and “Video
autoplay” settings and change them, if needed.
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ACTIONSWindows Basics
SIGN-IN OPTIONS IN WINDOWS 11:
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1. Windows 11 gives you additional Windows Hello sign-in options for better security, so you won’t need to
use a Microsoft account password to log in to your device.
2. After you initially sign-in to your device, you can then create the other Windows Hello sign-in options
you want and set Windows 11 to use them, instead. The available options depend on the hardware
configuration of your computer. For example, computers without a compatible camera cannot use the
“Facial recognition (Windows Hello)” sign-in option.
3. The possible sign-in options include “Facial recognition (Windows Hello),” “Fingerprint recognition
(Windows Hello),” “PIN (Windows Hello),” and “Security key.”
4. To configure additional sign-in options after initially signing-in to your Windows 11 device, rightclick the Start button in the Windows taskbar to show a pop-up menu of choices.
5. Then click the “Settings” command in this pop-up menu to open the “Settings” app window.
6. In the “Settings” app, click the “Accounts” button at the left side of the app to show the “Accounts”
settings to the right.
7. Then click the “Sign-in options” button at the right side of the screen to display the current account’s
sign-in options in the area to the right.
8. The different sign-in options appear under the “Ways to sign in” section at the top of the window.
9. To configure your desired sign-in option, click it to expand it.
10. Then click the “Set up” or “Manage” button in the expanded section to begin configuring the alternative
sign-in method.
11. Then follow the instructions shown onscreen until you finish setting up the desired sign-in option.
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HOW TO CHANGE YOUR PIN IN WINDOWS 11:
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1. To change your PIN in Windows 11, right-click the “Start” button in the Windows taskbar to show a
pop-up menu of commands.
2. Then click the “Settings” command in the pop-up menu to open the “Settings” app window.
3. In the “Settings” app window, click the “Accounts” button at the left side of the app to show the
“Accounts” settings to the right.
4. Then click the “Sign-in options” button at the right side of the screen to display the current account’s
sign-in options in the area to the right, under the “Ways to sign-in” title.
5. Then click the “PIN (Windows Hello)” section at the right side of the app window to expand it.
6. Then click the “Change PIN” button in the expanded section to open a “Windows Security” dialog box.
7. If needed, to enable letters and symbols in your PIN, check the “Include letters and symbols”
checkbox in the dialog box.
8. Then enter your old PIN into the “PIN” field.
9. Then enter your new PIN into both the “New PIN” and “Confirm PIN” fields.
10. Then click the “OK” button to confirm the change.
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ACTIONSWindows Basics
HOW TO USE WIDGETS IN WINDOWS 11:
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1. To show the widgets in Windows 11, click or hover over the “Widgets” button in the taskbar of the
desktop to show the Widgets overlay pane at the left side of the screen.
2. To close the Widgets pane, click the “Widgets” button in the taskbar again or move your mouse
pointer away from it if you opened it by hovering.
3. Note that when the taskbar buttons are center-aligned, the “Widgets” button appears at the far-left end
of the taskbar. Alternatively, if the taskbar buttons are left-aligned, then the “Widgets” button appears
between the “Task view” and “Chat” buttons in the taskbar.
4. To add more widgets to the Widgets pane in Windows 11, click the “Add widgets” button below the
current widgets at the top of the pane to open a “Widget settings” pane.
5. Then click the plus sign button to the right of the widgets to add to the Widgets pane.
6. To close the “Widget settings” pane, click the “X” button in its upper-right corner.
7. To change a widget’s options in the Widgets pane, click the “More options” button, which looks like
an ellipsis mark, in the upper-right corner of the widget.
8. To change the size of the widget in the widget pane, select a choice from the top of the drop-down
menu that then appears.
9. To customize a widget’s settings if available for the selected type of widget, click the “Customize
widget” command in the drop-down menu.
10. Then make your changes, as shown in the widget, to update its settings.
11. To remove a widget from the Widgets pane, select the “Remove widget” command from the “More
options” button’s drop-down menu.
12. To remove the Widgets button from the taskbar in Windows 11, right-click in the empty area of the
taskbar.
13. Then click the “Taskbar settings” command to open the “Taskbar” settings in the “Settings” app window.
14. Then click the “Widgets” toggle button to turn it “Off.”
15. Then close the “Settings” app window.
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EXERCISESWindows Basics
Purpose:
To learn the basic actions and features of Windows 11.
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Sign into your Windows 11 computer using either a local account or Microsoft account.
Click the “Start” button at the left end of the buttons in the Windows taskbar.
Click the “All apps” button towards the upper-right corner of the “Pinned” section in the Start menu
that then appears to show an alphabetical listing of all the apps on your computer.
Scroll down through the list of apps to the apps that start with the letter “M” and find the “Microsoft
Edge” app in the list.
Click the “Microsoft Edge” app icon in the Start menu to open the Microsoft Edge web browser.
To close the Microsoft Edge web browser window, click the “X” button in the upper-right corner of
the Microsoft Edge window.
Right-click the “Start” button at the left end of the buttons in the Windows taskbar to show a pop-up
menu of commands.
Then click the “Settings” command in the pop-up menu to open the “Settings” app window.
To close the “Settings” app window, click the “X” in the upper-right corner of the “Settings” window.
To view your shut down options, click the “Start” button at the left end of the buttons in the Windows
taskbar.
Click the “Power” button in the lower-right corner of the Start menu to see the shot down options
appear in a menu.
Click the “Power” button again to hide the shutdown options menu.
Click the “Start” button at the left end of the buttons in the Windows taskbar again to hide the Start
menu.
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Exercises:
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