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Agenda
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 Windows & Sizing
 Snap Windows

 Storage
 One Drive 
 Hard Drive Storage

 Copying
 Snipping Tool
 Clipboard

 Applications
 List of Installed Apps
 Uninstalling Apps

 Co-Pilot Preview (AI)



Windows & Sizing

SnapWindows
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System – Multitasking – Snap Windows
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 Click System – Multitasking
 Click down arrow to the right of the On Switch to view 

options



Snap Feature – Viewing Multiple Windows
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 Open Multiple Applications
 Drag one window to the top to view snap layout

or
 Hover over the Maximize icon 

(upper right)
 Select a layout to view multiple 

opened windows



Sizing The Screen
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 While surfing the net, to increase the screen size, press 
the Ctrl Key and the Plus Sign

 To decrease the screen size, press the Ctrl Key and the 
Minus Sign

 Using Google Chrome – Click Menu in the upper right 
corner select Zoom and select a
percentage

 Most applications have a Zoom
feature in the View Menu



Storage

One Drive and Hard Drive (C:\)
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Settings – Home – Cloud Storage
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 You can use OneDrive (Microsoft) to backup your files
 Select Settings – Home – Cloud Storage - PC backup



Home – Cloud Storage – Manage cloud storage
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 Select Settings – Home – Manage cloud storage



All MS Office Apps – Default to One Drive
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 Word, Excel, PowerPoint, Outlook, etc.



One Drive Access for File Explorer
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 Go to File Explorer
 Click “Your Name” - Personal



System – Storage (C:\ drive)
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 What’s On My Hard Drive (C:\)
 Click System - Storage



System – Storage
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 What’s On My Other Drives



Storage on Other Drives
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 Viewing Storage on both One Drive and Hard Drive



Storage on Hard Drive (C:\) in File Explorer
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 Go to File Explorer
 Select This PC



COPYING

Snipping Tool & Clipboard
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Copying
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 Select Text or Image
 Ctrl + C
or
From click Copy Icon from Home Ribbon from any MS 
Office Application 



Snipping Tool – Capturing Screen
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 Search or click Snipping Tool
 Capture Screen Image
or
 Press Windows Key + Shift Key + S



Copy Image to Clipboard
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 Click Copy Icon



Paste from Clipboard
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 Ctrl + V
or
 Click Paste from Home Ribbon in any

MS Office Application



Editing from Google Chrome 
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 In Google Chrome, click
Menu – Find and edit



Clipboard – Stores Copied Items
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 Click System – Clipboard – Click On
 Press Windows Key + V to view Clipboard History
 Select Items to Paste from History



Applications

List of Apps & Uninstalling Apps
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System - Apps
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 Click System – Apps 
 View Applications Stored on PC



List of Installed Applications
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 Click Settings – Apps – Installed apps 



Uninstalling Applications
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 Click the three dots to the right of the application
 Click Uninstall



Apps at Startup
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 Click Settings – Apps  - Startup
 List of Apps that Load when PC is turned on



Co-Pilot (AI)

Preview
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CoPilot Preview

29

 Click Settings – Personalize – Taskbar – CoPilot
 Click On



Co-Pilot in Taskbar
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 Icon will appear in Systems Tray



Co-Pilot Preview
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 Click Co-Pilot Icon
 Type in your question
 Co-Pilot will respond
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