To do something useful with your computer and with Windows, you
need to learn a few basic tasks and techniques. In this chapter, after
exploring the screen, you learn how to put your computer to sleep,

how to restart and shut down your computer, and how to connect to
your network. You also learn how to work with apps, including installing
them, starting them, and switching between and arranging them when
you have multiple apps running. This chapter also shows you how to
uninstall apps.
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Explore the

PC Screen

Before getting to the specifics of working with taskbar. In most cases, the Start button and the
Windows, take a few seconds to familiarize yourself taskbar are always visible. If they do not appear,
with the basic elements of the screen. These move the mouse pointer to the bottom of the
include the desktop, the Start button, and the screen.
@ Desktop Icon O Mouse Pointer @ Desktop (@) Start Button
An icon on the desktop represents When you move This is the Windows “work  Click Start (§§) to
a program or Windows feature. your mouse, this area,” meaning that itis  start programs and
A program you install often adds  pointer ([}) moves where you work with your  launch many of the
its own icon on the desktop. along with it. programs and documents.  Windows features.

@ Search Icon

Click Search (Q) to
search for items on
your PC or on the
Internet.

@ Taskbar Icons

| You use these icons
| to launch some
Windows features
with just a mouse
click.

® Taskbar

Icons for the
programs you have
open appear in the
taskbar. You use this
area to switch
between programs
if you have more
than one running

99

at a time.
& &= Qe T w © @ @ femeam Mg
@ Notification Area @ Time and Date @ Notifications
This area displays small icons that notify  This is the current time and This icon tells you whether you
you about things that are happening on date on your computer. To have notifications that you

your computer. For example, notifications display the full date, position have yet to view. Notifications
appear if your printer runs out of paper or the mouse pointer ([3) over the give you information about

if an update to Windows is available over  time. To change the date or what your computer and its
the Internet. time, right-click the time. apps are doing.



Explore the

Start Menu

To get the most out of Windows, you need to and restarting or shutting down your PC — are
know the layout of the Start menu. As its name launched via the Start menu.
implies, the Start menu is your main Windows This section gives you an overview of the Start
starting point. Most of the tasks you perform menu. The tasks you can run via the Start menu are
with WmeWS.— Sl{Ch ds running apps, searching  covered in the rest of this chapter and throughout
your PC, working with your Microsoft account, this book.

O Start Menu © User Account

Click Start (gi) or press () to open the Start  This icon represents your Windows user account. Clicking

menu on the Windows desktop. this icon displays a menu of user account-related tasks.

@ Power Icon

Q |5earc-1 for apps, settings, and documents 0 CECE :ower ((Dl_) to reStart’
snut down, or steep your

w computer.
Pinned Allapps > 4

¢ 6 =2 B8 &8 €

Edge Microsoft 365  Outlook (new) Microsoft Store FPhotos Settings 0 Reco mmen d ed
R This area displays recently

‘» added apps as well as
& @ Sﬂ'ma-:za hzy g ME& UEH documents you have worked
Casual Games i i with recently. Click an item to
launch the app or open the

E i '-}" : document. You can also click

Calculator Clack Motepad Snipping Tool  File Explorer More to d1splay da longer list of
recent apps and documents.

Recommended More 3
Outlook (classic) Publisher .
Ii Recently added m Recently added G Pinned
O This area displays apps that
IMG_5328 AL1356029 . .
@ Friday at 2:38 PM @ Friday at 120 PM have been given a fixed

position on the Start menu.
Click an app’s icon to launch
the app. You learn how to pin

& @ PEiLH (')0 apps to the Start menu in

Chapter 2.
@ All Apps @ Search Box
Click ALl apps to display the full list of apps You use this text box to search for items on your PC or on
on your computer. the Internet.



Start and Close

an App

To perform tasks of any kind in Windows, you can Windows. To use an app, you select the one you
use one of the apps installed on your computer. want to run from the Start menu.

The application you use depends on the task you
want to perform. For example, to surf the World
Wide Web, you use a web browser application, such
as the Microsoft Edge app that comes with

When you are done with an app, you should close
it to reduce resources and keep the desktop
uncluttered.

Start and Close an App

Start an App
€@ Click Start (35).

The Start menu appears.
Q bear:n for apps, settings, and documents
O If the app you want appears on
the main Start menu, you can Pinned s ﬂ
click the app icon and then € 66 @ @ B ®
Sk.ip the fest Of these StepS. Ecge m;;:ﬂn:;]ass Outhook inew]  Microsoft Stare Photos Settings.
e CliCk Au‘ apps' Q Su;;:lj;\:& hgy g Micrasoft u'Eln
& e .
Calculator Clack Hotepad Snipping Tool  File Explorer
Recommended
Copilat Get Started
Recently added Wwalcome to Windaws
i ) e
g Paul M 9]




@ [pearch for apps, settings, and documents

All apps © Back

@
MNew

(B

TechSmith
Mew

Is there an easier way to locate an app?
Yes, you can perform a search to locate it.
Click Search (Q) on the taskbar and then
begin typing the name of the app. As you
type, Windows displays a list of apps and
other items that match the characters.
When the app you want appears, click it to
run the program.

G

u Terminal
w
L' Weather
Windaws Backup
oD Ao
. Windaws Security
System
Windows Took
= System
X
@ xbox Console Companion
ﬁ Paul M 9]
=
= Forecast (@) * “2
| & _ e b
Indianapo... @ 31° : Want a dark theme? Click here. X
@
Indianapolis, IN, United States @
Current weather D Seeing different weather?
(O] 1:22 FM
°C Sunny
Feels like 36°
There will be mostly sunny skies. The high will be 32°.
=3
Air qualit Wind Humidity C Visiility Freszure Dew paint
35 59 10 kmyh 4 46% 16 km 1016 mb 18°
@
&
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The All Apps list appears.
© Click the app you want.

© To quickly navigate apps
alphabetically, you can click any
letter and then click the letter
that contains the app you want.

@ If the app is in a submenu, you
can click the submenu and then
click the app icon.

The app runs.
Close an App

€@ Click Close (E3) or press (10+(ZD.

Note: If the app asks if you want
to save changes, click Yes to
ensure you do not lose any work.

1]

Windows closes the app.

How do | navigate the pinned apps?

Some Start menus have two or more slqg 5
pages of pinned apps. To navigate the Consl Games |
pages, click Next Page (w) ()) and ©
Previous Page () (not shown), which Instagram

appear to the right of the pinned apps.
Refer to Chapter 2 to learn how to add
your own pinned apps to the Start menu.



Connect to Your

Wireless Network

If you have a wireless access point and your Most wireless networks are protected with a
computer supports wireless networking, you can security key, which is a kind of password. To
connect to the device to access your network. If connect, you need to provide Windows with the
the access point is also a router that is connected  key. However, after you connect to the network
to the Internet, then connecting to the wireless once, Windows remembers the key and connects
network gives your computer Internet access, again automatically whenever your computer is
as well. within range of the network.

Connect to Your Wireless Network |

@ Click Network (63).

© Click Manage Wi-Fi
Connections (B).

Available Mot connected Airplane mode
.

b

HEQeoeadg ~e@gns L

@ Windows displays a list of
wireless networks in your area.

© Click your network.

O If the list of wireless networks
does not appear, you can click

the Wi-Fi switch to On (=
changes to @) to turn on your
computer’s wireless capability.

Note: For home use, the terms
wireless and Wi-Fi are
synonymous.

=@ DIRECT-1A-HP Officelet 6960

@ GoleafsGo

=@ KP_Guest

< Largey 2.4

More Wi-Fi settings

HEQeoeadg ~e @ @gns L
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Q To have Windows connect to

your network automatically

in the future, click Connect
& v automatically () changes to 8).
7y LogophiliaB e Click Connect.

Secured

Connect automatically

Connect

DIRECT-1A-HP Officelet 6960

KP_Guest

Mare Wi-Fi settings

HQuoeaBd ~e@meNe O 8
' If the network is protected by a
security key, Windows prompts you

AP to enter it.
€ wifi @ Type the security key.
B aophia @ If you want to be certain that you

Secured

typed the security key correctly,
® you can temporarily click and hold
You can also connect by pushing the button Display Password Characters (=).

on the router.

) - @ Click Next.

Windows connects to the network.

Enter the password

ZR Logophilias

@ The network icon changes from
Disconnected (43) to Connected
(%) to indicate that you now have

~~ BFIITAT

Mare Wi-Fi settings

1] = ~e @ unw ST a . .
HQ 2@ - - i a wireless network connection.
m How do | disconnect from my wireless network?
To disconnect from the network, follow these steps: < Wi-Fi a
@ Click Network (=). 7y Logoptilat <) o)
e Click your network Connected, secured |
Click Disconnect. Windows disconnects Disconnect <))

from the wireless network.



Put Windows

to Sleep

You can make your computer more energy efficient
by putting Windows into sleep mode when you are
not using the computer. Sleep mode means that
your computer is in a temporary low-power mode.
This saves electricity when your computer is
plugged in, and it saves battery power when your
computer is unplugged.

Put Windows to Sleep

In sleep mode, Windows keeps your apps open.
This is handy because it means that when you
return from sleep mode, after you sign in to
Windows again, you can immediately get back to
what you were doing.

€ Click Start (g8).

The Start menu appears.
© Click Power ().

All g v

Microsalt 365 Quiiook (new)  Micresalt Stane Frmtos Seatings
{oaifice)

5 @ A& =
Selltakre & spaty Palsit 7
Casual Games

Q & 3 @

clock hotsaad  Snipping Toal

Recommended

II Onetote Publisher
Recerily adde) Reventhy aitded

[ Sereenshat 2024-07-08 179656 - Autume Fuminure Sale

Vesterday at 517 P 2| vestarday at 325 FM

The Power options appear.
© Click Sleep.
Windows activates sleep mode.

Note: To return from sleep mode,
press your computer’s power
button.

Note: To learn about the Lock
command, refer to Chapter 10.

0 -
[ ] =5
ZQu-C@eg
Q4 Search for apps, settings, and dacuments
Pinned Allapps >
Edge Micresaft 365 Outlook (new)  Microsoft Store FPhotos Settings
(Dffice}

4 @ & & O
¥bax Saolitaire & Spotify Paint Microsoft Linkedin
Casual Games Clipchamp
@ 8 % @

=
Calculator Clack Motepad Snipping Tood  File Explorer
Recommended Mare >
Onebote Publizher
Recently added Recently added & Lock
Screenshat 2024-07-08 171656 #i] At Pururz s D Sleep
23h aga =] Yesterday at 328 Pl (1} Shut down
) Restart
@ Paud M (]
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Restart or Shut Down

Windows

You can restart Windows, which means that it shut off your computer’s power because doing so
shuts down and starts up again immediately. This can cause problems: If you have documents with

is useful if your computer is running slowly or unsaved changes, you may lose those changes; you
acting odd. Sometimes a restart solves the also could damage one or more Windows system
problem. files, which could make your system unstable.
Alternatively, when you complete your work, you Therefore, you should always follow the proper
could shut down Windows. However, do not just steps when shutting down your PC.

Restart or Shut Down Windows

@ Shut down all your running

QL Search for apps, sattings, and documants

programs.
e I Note: Be sure to save your work
e C =2 B A2 © as you close your programs.
Microsoft 385 Outloak [rew)  Microsoft Stare Phetes Settings
otfics)

i i eClick Start (38).
Hbox ‘Solitaire & Spotify. Faint Microsoft Unkedin E The Start menu appears'

Cesunl Gemes clipchamp

B2 8 3 ,
i o i © Click Power ().

Recommendad

Cnefiate Publisher
Fecently added Fecenthy added

Sereseshot 2004-07-08 171656 EL Auturnn Furniture Sale
estorday at 517 PM ostertay at 329 Ph

9 Faul W

The Power options appear.
Q Search for apps, settings, and documents .
@ Click one of these commands:
Pinned All apps » .
@ You can click Restart to shut
e m?m Mgm M?Mm . @' down and then start your
o computer.
E o . Q = M )
e et N © You can click Shut Down to turn
5 Q@ = o u off your computer.
Clock NoTpad snipping Toal File Explorar
Recommended More >
‘oneNate Publisher
Recently added Recently added & Lock
[k sereenshat 2024-07-08 171656 Auturmn Fumiture 5¢ a Sleep
! 23h ago ﬂ_j Yesterday at 3:29 PN ¢ Shut down
) Restart
e Paul b 0]
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Install

an App

If Windows does not have an app that you need, You can also install apps that are not available via
you can obtain the app and then install it on your  the Microsoft Store. In this case, you obtain (and
computer. You usually obtain apps from the usually pay for) the app on the web and then

Microsoft Store, which is an app that is preinstalled download the app to your computer. However, it is
with Windows. Many Microsoft Store apps are free,  important to only install apps that you obtained
but some require a payment using the credit card from a reputable and secure site.

you have on file with your Microsoft account.

Install an App

€@ Click Start (35).
© Click Microsoft Store.
@ You can also click Microsoft
Store ().

Note: You need a Microsoft
account to install from the
Microsoft Store.

Q Search for 2pps, settings, and decuments

Finned Alapps *

¢ 6 2 B @

tdge Microsaft 365 Outlook (new)  Microsoft Store Settings
e}

!E!i.ﬁim

Hpax Salitaiie & Spetity Micrasoft Linkadin
Casual Games Clpchamp

A O 8 3 o

Calculetor Clock Motspad  SnippingTeal  File Explarer

Recommendad

Onehiate
Fcently added

Fublizher
Recantly added

E Screensihos 2024-07-08 177656 m Autumn Furriture Sake
A i =] ohaga

@ Faul M
“Qu-@aweHd
The Microsoft Store app appears. P V@ . @ - 9 x

© Click Apps.
Microsoft Store displays the

Apps screen, which enables you a et
to browse apps by category. : Minecraft: Java'&
= Bedrock Edltlon for PC &
O Alternatively, if you know the EHHHEH

name of the app you want to ' _ CELE !“!]'H'I!IH
install, you can use the Search ' . ’
box to locate the app.

& Top free apps » .
Wha's hhin
- iTunes Windows Scan
% :A 25 Music — 34% Litilities & tools
by s
Free Free

12
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@ For each category, you can click
the category name to display all
the apps in the category.

Q Click the app you want to install.

B cicrosoftstore e Search apps. games. movies. and mare a 9 - il i
e Creativity apps >0 ¥
| =
m (}"“"a 0 n .
& Canva ibis Paint Sketchbaok Pro Adabe Fhatashop
Auade
= 4 Fraw 3 P 44 e R =
| Exmtariad it
S
kb Top free apps »
unes Windows Scan
25% Music AN Uilites & tecis
Free Free
b
winars i Whatslpp iCloud
. A4 Sodal : 26% Prozuctivity
i
Lirary Free Fres
B
rwa
Productivity anns » .
. : = CE
& [ Microscét Store nscer Search apps. games. movies. and mare a =

© Click Install.

- Canva 5 Alternatively, if the app is not
| 2 S free, you can click the price
47 % 2K E EVERFONE
i | button and then follow the
" TN S S prompts to set up a payment
@ method and complete the
B P , purchase.
< . .
oo Windows installs the app.
Work smarter with Create all yc
Canva for Windows with the Car
o *
@

How do | install software downloaded
from the Internet?

Follow these steps:
€ Click File Explorer ().
© Open your Downloads folder.

Note: If you saved the downloaded
file in a folder other than Downloads,
use File Explorer to find the
downloaded file. To view a file with
File Explorer, refer to Chapter 9.

The Downloads folder appears.
€ Double-click the file.
The software’s installation app begins.

Note: For compressed files, extract the files and
then double-click the setup file.

o Follow the installation instructions the app
provides.

13
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Switch Between

Running Apps

If you plan on running multiple apps at the same
time, you need to know how to easily switch from
one application to another. In Windows, after you
start one application, you do not need to close
that application before you open another one.

Switch Between Running Apps

Windows supports a feature called multitasking,
which means running two or more applications
simultaneously. You can switch from one program
to another using the taskbar, the Task View
feature, or the keyboard.

Switch Apps Using the Taskbar

Included with Germe Pass

EA SPORTS FC™ 24

Jain the Chut

est entertainme

Top free apps »

@

Tures
25% Music

Fra I

29 B
oo A e ;:;m‘

. A
O Windows displays a line under | A
the icon of the current app. i
@ Position the mouse pointer () =
over the taskbar icon of the app 2
you want to switch to. g
© Windows displays a thumbnail c,w
version of the app window.
0 Click the app’s taskbar icon.
Note: An app does not have to =
be minimized to the taskbar for "
you to use the app’s taskbar icon. o
@ Windows brings the app’s window B
to the foreground. P
Note: If any part of the app’s B
window appears, you can also a
switch to the app by clicking its
. . . .. &
window, even if the window is in | ==
the background. =15
@ The taskbar icon of the o
foreground app is displayed with
a long, blue line underneath.
@ The taskbar icons of other .
running apps are displayed with L
a short, gray line. ®

Search apps, games, movies. and mare

Filns & TV

Explore Purchased

Bid B
782024 L

E P
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Switch Apps Using Task View

In the taskbar, click Task View
() or press (J+E20.

@ Windows displays thumbnails
for each running app.

@ Click the thumbnail of the app
you want to switch to.

HQew “CORGHEHE ~ocow 2N

soft Store Search apps, games, movies, and more o ﬁ

@ Windows switches to the app.

| &
Filvs & TV
m® B cakulster = o *
= Explore Purcha = standard S D
[as]
" oh
\\\\\\
e L M- M5
Emermairmant (=3 c @
LS
%
Al Hb W =
8 9 *
5 6 -
5 Top free | Ed Trailers 1 2 a +

wpd

o= How can | switch between apps using the keyboard?
There are two methods you can use to switch between apps using the keyboard:

® The first method is to press and hold (] and then press (%) to display thumbnail versions
of the open windows. Press (%) until the window you want to work in is selected and then
release (113.

® The second method is to press [J+(7-) to open Task View. Use the arrow keys — particularly
(3 and (£ — to select the thumbnail of the app you want to work with and then press (Zi54.

15



Arrange

Running Apps

You can make it more efficient to multitask apps by window for incoming email. Rather than constantly
arranging the app windows on the desktop. There switching between the apps, you can select a snap
will be times when you want to view the content of layout that makes both apps visible on the
multiple windows at the same time. For example, desktop. A snap layout is a predefined arrangement
you might be surfing the web using Microsoft Edge  of two or more app windows.

in one window but also want to watch the Outlook

Arrange Running Apps

@ Position the mouse pointer .
() over Maximize () in the Outiosk
upper-right corner of an app |e g
you want to arrange.

Note: If the app window is :
already maximized, position @
the mouse pointer (1) over @
-]
B

Restore (G) instead.

@ Windows displays a gallery
of snap layouts. In this case,
Windows is showing six
different layouts. Depending g, _'
on your screen size, more ® winoons
layouts might be displayed.

Discover  Following Mews  Sporls — |y Personaliza
B aseo WL 2CEBRAER ~ocuw TNy

Note: The blank boxes in each
layout show you how the app Sssi
windows will be arranged on
the desktop.

© The first row of snap layouts =
includes one or more suggested v
apps to include in the layout. o™

If the app or apps you want to =

-]

B

use appear, you can click that
layout and then skip the rest
of these steps.

e In the snap layout you want
to use, click the box that @ nincy

141 9 Windows
represents the position you g e
want to use for the current app. :

B Qseo ®L-CBRAWERE  ~ocuw SN

16
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@ Windows arranges the app
window in the position you
specified.

B DO 3 e % = O
S M

Q. searchorent. B fr

© Windows displays
thumbnail versions of your
other open app windows.

@ Click the thumbnail of
the other app you want

BB hail - Paul M - | & samings

1% B e RO PP =

Bl Sumirsr Sales Prame - Facel

=L

to snap.
Discover  Following | News
_ BREEE  ~ecww s
T .
®e o own <+ 5 %N oo e D e Windows arranges the app
G @il o sechocen- © 2 JIE S ERYICENS s e o windows in the snap layout
-
& g you selected.
o 2 Focused  Other o=
Q  search the web 2 Other: New massages (40)
r v Microselt: Micresoft Family Satety: Windows Insider ...
- | Cutiook Team
Walcome to your new Outioak.com ... 411PK
Pl | Hi Welcome t= the new Outloak! We're bringi...
| @ “ Older
ML Bk Selman Lama)
] Business Proposals & Investmant .. 3767004
g Hi My Greetings to you, | am Mr. Salman Lama...
Microseft Family Safety
Actlan required: Updata your Fam... 12292084
We're making changes ta the Family Safety ex...
Team Live
SERVICE AGREEMENT FOR OUTL.. 122972023
Mo praview i available,
W Me-reply
your shiprent is hald W2s/2023
We regret to inform you that your recent ship..,
Discover  Following = @ o i ‘|?\\'el;:.rebo-_he-.,.,.-c‘.uw\'|,§; .\|
B a sern @ B - g a g ﬂ -@ g ~ B Taw e

Is there an easy way to switch to all the apps in an existing

Group | Mail - Paul M - Ou... ﬂ Mail - Paul ...
snap layout? e
Yes. While the snap layout is in place, Windows groups the ;
applications together. If you want to display the apps in that :

layout all at once, you can select the group.

To select an app layout group, position the mouse pointer ([})
over the taskbar icon of any app in the snap layout. In the = -
thumbnail windows that appear, click the one labeled Group @. L-0CB % " IoMS

1 =]
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Uninstall

an App

If you have an app that you no longer use, you can

free up some hard drive space and reduce clutter

on the Start screen by uninstalling that app. When

you install an app, the program stores its files on
your computer’s hard drive, and although most

Uninstall an App

programs are quite small, many require hundreds of

megabytes of hard drive space. Uninstalling an app

you do not need frees up the hard drive space it

uses and removes its tile (or tiles) from the Start
menu (if it has any there) and the All Apps list.

Uninstall via the Start Menu

€ Click Start (gg).

© Use the Start menu or the All
Apps list to locate the app you
want to uninstall.

© Right-click the app.

Q) Search for apps, settings, and documents

Finned

gon

Microeols 365 Qutlek (new)  Micresalt Store Phatas.

ioffice}

9 @
Hbox Sclitaire & Sposify
Cazal Games

B @ 8

Cakulator Cock

Wicras
Clipchemp

Sripping Toal  File Explarer

Allapps *

9

Linkedin
T, Mave ta front

32 Unpin from Start

T Uninstall

@ Click Uninstall.

Recommended

Fublisher
Recantly added

OneNote
Fzcentyy added

Sereenshat 2024-07-08 179656
23h aga

<] Aulume Furriture Sale
"] Yestorday at 3:29 PM

#L=-CBRED

Windows asks you to confirm.
© Click Uninstall.

Windows removes the app.

Uninstall "LinkedIn"?

This app and its related information will be removed.
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Apps
Crn
¥4 Canti Fane »
e unpin trom s
fetiies it
3 Uninstall update ) appseing:

H Optiore| features

B Reirere speeth yuives

>
»
»

Seanch the web

L Linetal - Ses mor seech e *

HQu -¢eoaedHd ~ e
Settings = o "
Paul M Apps » Installed apps
w ! logophiliaautiock.cam
Search apps =m =
Find  setting a
= Filter by: Al drives W Sort by Size (Large to small] ~
% Home
57 apgs found
B Ssystom
S Snagit 2024 e
) 42GE
Blustooth & devices e Techsmith Corparation | 7/8/2024
W Matwork & internat Micresoft OneDrive
& 412806250001 Micresaft Carporatian 324 MB
#  Personalization Trmanes
Advanced opticas
| & apps o Microsoft 285 (Office e
Microscft Corporatian
& Accounts Uninstall
B Time &language Spatify Music WBEME
e . Spetify AR | 77872024 RE NP
8 Gaming
' i ng Tool =

This app and its related info will be
uninstalled.

Uninstall

m How can | uninstall the app that is
taking up the most space?

€@ Click Start (38).

@ Click Settings (&) to open the
Settings app.

© Click Apps.

@ Click Installed Apps.
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Uninstall via Settings

@ Click Search (Q).
© Type uninstall in the Search box.
© Click Add or remove programs.

The Installed Apps window
appears.

@ Click More (--) to the right of
the app you want to uninstall.

© Click Uninstall.

Windows asks you to confirm.
@ Click Uninstall.

Windows removes the app.

Q In the Sort By list, click Size (Large to Small).
Windows sorts the apps from largest to smallest.

Q Click More options (-:-) to the right of the app
you want to remove.

@ Click Uninstall.

Q Click Uninstall when Windows asks you to
confirm.
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