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Windows 10 Training

1. Personalize tiles

1.1 Adding software to the start

Search for the software to be pinned to the start and right-click on it. Select the option "Pin to Start".

Héchste Ubereinstimmung
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A new tile has been created for the software in the Start menu.
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Tip: Search for the software to be pinned to the taskbar and right-click on it. Select the option "Pin to

taskbar".

Right-click on the corresponding tile and select the "Pin to taskbar" option via "More".
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1.2 Delete software from Start

To delete a software from the start, right-click on the corresponding tile and select "Delete from Start".

.

AdobeA 78
DC

Deinstallieran

1.3 Change tilesize

To change the size of the tiles, right-click on the corresponding tile and select the desired size via
"Change size".

P
Adobe Acrc
DC

3 Von Start" Idsen

GroBe dndern

] Kein
v ] Mitel

Mehr

Deinstallieren

1.4 Moving tiles/groups

Individual tiles or groups can be moved. To do this, move the tile or group to the new location using drag
& drop.

1.5 Naming a group

To name a group, click on "Name group" above a group, enter the desired name and confirm with Enter.

Internet Browser
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Microsoft Edge Moxzilla Firefox

Microsoft Edge | Moxilla Firefox Microsoft Edge | Moxilla Firefox

e e e

Internet Internet Internet

Explorer Explorer Explorer
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2. Windows-Ink

Windows Ink can be started via the icon to the left of the clock.

11:27

DEU p0062023 O

Two different programs can be opened via Windows Ink:

>~ Whiteboard b Vollbildausschnitt

i JEHIE
o4 31.05.2024

2.1 Cutting out and sketching

Click on "Full screen section" to create a screenshot of the entire screen. The image can then be edited.

1. 2. 3. 4. 5 6. 7.8. 9. 10. 11 12 13 14 15

1. Cut out new 6. Pencil 11. Zoom

2. Undo 7. Highlighter 12. Save

3. Repeat 8. Eraser 13. Copy

4. Writing by touch 9. Ruler 14. Share

5. Ballpoint pen 10. Trimming 15. Open file / Print / Settings

The color and size of the ballpoint pen, pencil and highlighter can be changed using the arrow:
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2.2 Whiteboard

Click on "Whiteboard" to open the Microsoft Whiteboard.

Microsoft Whiteboard o X

(A | Whiteboard 2 o] | B Teilen ‘ @3

15. 14. 11. 12. 13.
1. 2.3.4.5.6.7.8.9. 10.
‘E‘ 42 reer-T @& - aQ mw% @ =B
1. Undo / Redo 6. New comment 11. Stopwatch
2. Select 7. Add text 12. Share
3. Freehand input 8. Shape or line 13. Settings
4. Add note 9. Further options 14. Board name
5. Add reaction 10. Zoom 15. My Whiteboards
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3. Short Notes

The short notes can be found via the Windows search.

Hochste Ubereinstimmung
r Kurznotizen
4
App
Suche in Schule und Web

£ Kurznotizen - Anzeigen von Schul- und
Webergebnissen

kurznotizen app .
i Offnen

kurznotizen wiederherstellen
Neue Notiz

kurznotizen auf desktop Notizenliste

kurznotizen windows 10 & Einstellungen
kurznotizen autostart Alle N anzeigen
kurznotizen windows Alle Notizen ausblenden
kurznotizen windows 10 download

kurznotizen windows 11

kurznotizen download

Kurznotizen|

0
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0
0
0
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0
0
0
0
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Additional short notes can be created using the "+".

.

Erstellen Sie eine Notiz...

S
2
]
Bl

The corresponding short note can be closed via the "X".

m

Erstellen Sie eine Notiz...

c
&
[]
Bl

The "three dots" can be used to change the color of the shot note, delete the short note or display the

short note list. All nav short notes are created in the new color.
= X

~

Erstellen Sie eine Notiz...

Notizenliste

T Notiz I6schen

(S
o
[]
Bl

B
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4. Task View

4.1 Task View

All open programs and documents are displayed via the task view. This makes it easy to switch

between the individual windows.

X & snipping Tool X e HTW Chur: Intranet; Home - Intemet Explorer

There are two ways to open the task view:

1. Via the taskbar
2. Swipe from the left edge of the screen to the right.

4.2 Creating a new desktop

To create a new desktop, open the task view and click on "New desktop".

T

-

Neuer Desktop

10:39
02072017

=] DU
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The different desktops can be used to create a separate desktop for each project, for example.

To switch between the desktops, the task view must be opened:

x & Snipping Tool

5. Info-Center

The Info Center can be opened in two ways:

DEU

1. Via the icon in the taskbar

2. Swipe from the left edge of the screen to the right.

X 88 HTW Chur: Intranet: Home - Interet Explorer

12:39
]

02.07.2017

Click on "Advanced" to display further setting options:

INFO-CENTER INFO-CENTER

Keine neuen Benachrichtigungen Keine neuen Benachrichtigungen

)
Tabletmodus

9 i

Flugzeug-
modus Position

E -

Buetooth VPN
E

Alle

Verbinde
Tabletmodus Netzwerk Einstellungen Shneen

Ruhezeiten

¢

Stromspar-
modus

@

s
Einstellungen

Projizieren
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5.1 Tablet Mode

To switch to tablet mode, open the Info Center and click on "Tablet mode".

@ @ £
tations- Alle
Tabletmodus | sperre Netzwerk Einstellungen
ol
"3

o Jix} D

Flugzeug-
modus Position Ruhezeiten

3 ¢

Stromspar-
Bluetooth modus Projizieren

L

Verbinden

12:51
B ) DEU ]

02.07.2017

Microsoft Edge Mozilla Firefox

Intermet Explorer m o e
3 N

Softwarecenter Pulse Secure TeamViewer
0% xH |
i !

Outlook 2016 Excel 2016

w g Adobe Acrobat DC

Word 2016

The menu is displayed via the three dashes at the top left. In the menu, you can select whether only the
pinned tiles are displayed or all apps.
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5.2 Rotation lock

Attention: The rotation lock can only be activated when the notebook is folded up and used as a
tablet.

To activate the rotation lock, start the Info Center and click on "Rotation lock". The screen will then no
longer rotate when the notebook is turned.

8 a e

Alle
Tabletmodus Netzwerk Einstellungen

e i D %
Flugzeug-
modus Position Ruhezeiten

3 ¢ =

Stromspar-
Bluetooth modus Projizieren

S

Verbinden

x P— 12:51
LAl ) #  [E5 Dru
02.07.2017

5.3 Projecting

To start the menu for projecting, start the Info Center and click on "Project”. The same menu can also
be opened with the key combination Windows key + P.

PROJIZIEREN

Nur PC-Bildschirm

8 @ £

Alle
Tabletmodus Netzwerk Einstellungen

e Jia D

Flugzeug-
modus Position Ruhezeiten Erweitern

b3 ol ¢

Stromspar-
Bluetooth modus Projizieren

Duplizieren

=] Nur zweiter Bildschirm

Verbinden

12:51

L 1 & [EE D
02.07.2017
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6. Usethe pen

Like the two examples below, the pen can be used in all Office applications.
6.1 Word

When the notebook is folded up and Word is opened and the keyboard is started, a writing area appears
in which text can be entered with the pen.

15:17
02.07.2017

c;"'ﬁf" DEU

Dokument3 - Word

Entwurf Llayout Verweise Sendungen Uberprifen Ansicht Entwicklertools ACROBAT () Wa

L] v . L Suchen ~
alibri (Text A A Al : =922l AaBbCeDe| AaBbCcDe AaBbC( Aasbccr AQB Aasbeer aasbeed |
Einfugen " A .oy, A = =, < 11« I 1 standard | T Kein Lee.. Ubersch erschif Untertitel  Schwache o
z & Format Obartragen F K U -aex, X Y - A = $ ) nda Kein L Uberschrif... Ok | Intertitel  Schwache Markinsan @
s 2 1 J 1 2 | 3 ) 5 6 [ | 8 9 16 1 21 [ CERAES L T (R t AN ]

Windows 10 Schulung]

Schulung Schullung Schurlung Schilung Schalung

W) ndows  AO Sd(\\A\\AK\S

By default, the writing area or keyboard is fixed in the lower area. It can be undocked via the highlighted
symbol and placed anywhere on the screen.

To switch from the writing area to the keyboard, click on the highlighted symbol and select the desired
option.
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Deutsch (Schweiz)
Deutsch (Schweiz)-Tastatur

Franzésisch (Schweiz)

Franzésisch (Schweiz)-Tastatur

Spracheinstellungen

DEU

&

To close the keyboard/writing area, click on the "X" at the top right.

=2 X
A

DEU

<«

6.2 OneNote
In OneNote, text can also be entered using the keyboard as shown in chapter "5.1 Word".

However, it is also possible to write directly into the document. In this case, however, the text is not
converted, but the handwriting is retained.

© 9 8- - Teamsitzung - On|

Datei Start  Einfugen  Zeichnen Verlauf Uberprifen  Ansicht

Mein Notizbuch v | Schnelle Notizen |/ Neuer Abschittd |\

Teamsitzung

CDO\AFUL MA -
Noca:
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This means, for example, that handwritten notes can be made in a printout from another program.

© © 3~
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If the top button of the pen is held down, a text area can be selected. This section can be moved
using the symbol in the middle of the selected area.

© o §-
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To display further options for the selected area, press the pen on the screen in the selected area for
approx. 2 seconds.

- o ~

P- i — X

i _——
Outlook-Aufgaben K&1®99Ti€ siiteigenschaften Léschen
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y@ B Kopieren
7
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Ausgewdhltes Freihandelement behandeln als *

o

7yt Ereihand in Gleichung

If the pen properties are changed, this change is only adjusted in the marked area.

© 6 8- - Ausdruck - OneNote
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7. Softwarecenter

The software center is attached to the start by default.

Feedback-Hub e

Internet

Explorer &
: N

Softwarecenter Pulse Secure

Sticky Notes

oY% xH

3D Builder
Outlook 2016 Excel 2016

PdlN wE

PowerPoint
2016 Word 2016

)8

7-Zip
Adobe Acrobat
DC

A

A

Adobe Acrobat DC

m e & i

7.7 Install Software

e

TeamViewer

The list of available software is displayed in the Software Center. A distinction is made between two

groups:

1. Software with only a certain number of available licenses

Select the software, enter why the software is required and click on "Request”. IT Support then
needs the OK from your line manager. As soon as we have received this in writing, we will release
the software for installation. The software will then be installed automatically.

| [ Softwarecenter

HTW Chur

Eﬂ Anwendungen Anwendungen » Anwendungsdetails

< Updates Adobe Photoshop CS6

[ Betriebssysteme

Fir die Installation dieser Anwendung ist die Genehmigung eines Administrators erforderlich.

[> Installationsstatus

£o Geratekompatibilitat

$X Optionen

Status: Verfugbar

n: Nicht angegeben

Nein
Weniger als 1 MB
t: Nicht angegeben

0
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2. Freeware or Software with Campus licenses

The software can be selected and installed via "Install".

FH

GR FHGR SoftwareCenter

Anwendungen Arwendungen » Anwendungsdetails

< Updates

MaxQDA 24

Vergffentlicht von MaxQODA

IT1 Betriebssysteme
I* Installationsstatus

Lo Geratekonformitat

%¥ Optionen Wichtig: Mit der Installation von MaxQDA 24 wird die alte Version 2022 nicht

deinstalliert.
Wir bitten dich nach der erfolgreichen Installation und der Datendbernahme, Shkera
‘ersionen zu deinstallieren.

Status: Verfigbar
Version: 24.0.0
Revision: 7

Veriffentlichungsdatum: Nicht angegeben

Meustart erforderich: Maglicherweise erforderlich
DownloadgréBe: 376 MB

Geschatzte Zeit: Nicht angegeben
Gesamtanzahl der Komponenten: 1
Anderungsdatum: 05.02.2024

7.2 Updates
Windows updates and software updates are activated by the IT service once a month. The required
updates can be installed independently within one week. After that, the updates are installed
automatically via the Softwarecenter.

If arestart is necessary, a certain amount of time remains available to carry this out. A pop-up window
from the Softwarecenter shows how many minutes it will take to restart automatically.
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8. Dynamics

To be able to use Dynamics (time recording) without problems, we recommend using Edge Browser.
Edge Browser is pinned to the start by default.

Zuletzt hinzugefugt

. Microsoft Whiteboard

# d q

Ea 3D-Viewer Microsoft Edge = Google Chrome

B zp . .
x >

A" Access Firefox
J~  Adobe Acrobat

Adobe Acrobat Distiller

-
@) Adobe Creative Cloud 8

Adobe InDesign 2024 Outlook
le  Adobe Media Encoder 2024
Adobe Photoshop 2024
I Adobe Premiere Pro 2024

¥ Ausschneiden und skizzieren

BA connected

B oinhtSinn

O 5 ® M

9. Notebook

9.1 Various possible uses
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9.2 Action buttons / F buttons

The action buttons (symbols) are active by default.

To use the F keys, press Fn + function key. E.g. Fn + F5 to refresh.

LTI T=T=Tel-] -] -1~
° + “ . ¢ % v ( )) ? —
Sl EEEEEREE
AEDFAMEE SR [ (=
-1 -
IIBIIIIIIEI
}

Pg up A
ctrl
< v
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It is possible to activate the F buttons by pressing Fn + Esc. The light on the Esc button now lights up

green and the F buttons are active.
LT =TT -1

T “ . ¢ 3 /; ¢ ) ? ot
1 1j2@f3 24 5 7 |8 ¢ff 9 b
->1 -
caps lock
é { $)

Pg up
ctrl

9.3 HDMI-Connection

The notebook now only has an HDMI connection.
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