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1. What is Windows 8? 

 Windows 8 is the most recent operating 
system designed by Microsoft. It introduces 
a lot of new changes, so if you're thinking of 
upgrading from a previous version of 
Windows, you should carefully look at these 
changes to decide whether upgrading is a 
good idea. 

There have been many different versions of 
Windows over the years, including Windows 7 (released in 2009) Windows Vista 
(2006) and Windows XP (2001). While previous versions of Windows mainly ran on 
desktop and laptop computers, Windows 8 is also designed to run on tablets. Because 
of this, the interface has been simplified so that it will work with touchscreens. 

An operating system manages all of the hardware and software on a computer. 
Without it, the computer would be useless.  

2. How is Windows 8 Different From Earlier Versions? 

There are many new features and changes in Windows 8, both small and large. These 
changes include a redesigned interface, online features, improved security, and 
more. 

Interface Changes 

The first thing that you'll notice about Windows 8 is that it looks totally different from 
previous versions of Windows. The all-new interface includes features like the Start 
screen, live tiles, and hot corners. 

 Start screen: The main 
screen that you'll use is called 
the Start screen, and it displays 
all of your apps as tiles. You can 
personalize your Start screen by 
changing the color scheme, 
choosing a background image, 
and rearranging your tiles. 

 

 

 

 

 

http://www.youtube.com/v/9BRMJFFzBfU?version=3&amp;autoplay=1&amp;fs=1&amp;hl=en_US&amp;rel=0
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 Live tiles: Some apps use live 
tiles, which let you see information 
without even clicking on the app. 
For example, the Weather app 
displays the current weather on its 
tile, and you can click on it to see 
more details. 

 

 

 Hot corners: You'll navigate 
through Windows 8 by using hot 
corners. To use a hot corner, just 
hover the mouse in the corner of the 
screen, and it will open a toolbar or tile 
that you can click. For example, to 
switch to another open app, you can 
hover the mouse in the top-left corner 
and then click. If you're using a tablet, 
you'll swipe from the left or right 
instead of using hot corners. 

 

 

 

  Charms bar: Many of your computer's settings 
are now found in a toolbar called the Charms bar. 
You can access it by hovering in the top-right or 
bottom-right corner of the screen. If you're using a 
tablet, you can swipe from the right to open the 
Charms bar. 
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Online Features in Windows 8 

Many people are starting to save their files and other information online (also known as 
the cloud). One way to do this is with Microsoft's SkyDrive service. Windows 8 is 
designed to connect seamlessly to SkyDrive, as well as other online services like 
Facebook and Twitter. 

 Sign in with Microsoft account: Instead of creating an account on your computer, 
you can sign in with your free Microsoft account. This will bring all of your SkyDrive files, 
contacts, and more into your Start screen. You can even sign in to a different 
computer that has Windows 8, and all of your important files will be there. 

Signing in with a Microsoft account 

 Social networking 
features: You can connect 
your Facebook, Twitter, and 
Flickr accounts to 
Windows 8, allowing you to 
see your friends' updates 
directly from your Start 
screen or from the built-in 
People app. 

 

 

 

 

The People app 

 

 

 

 

 

Other Windows 8 Features 

 Simplified Desktop for increased speed: Microsoft hasn't removed the Desktop, 
and you can still use it to manage your files or open many of your existing programs. 
However, it has removed some of the transparency effects that often caused Windows 7 
and Vista to run slowly. The new Desktop should run more smoothly on most 
computers. 
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The Desktop 

 

 

 No Start button: The biggest change to 
the Desktop is that there is no Start button. 
In previous versions, the Start button was a 
very common place to go to launch apps, 
access settings, or search the computer. 
Although these features are now accessible 
from the Start screen, many people may 
find it disorienting to use Windows without 
the Start button. 

 

 

 

 Improved security: Windows 8 has a built-in 
antivirus program called Windows Defender, 
which can also protect you from other types of 
malware such as spyware. The built-in Windows 
Store also helps to keep you and your computer 
safe by showing you what information each app 

will have access to. For example, some apps have access to your location, so if you're 
uncomfortable sharing your location you can decide not to download those apps. 
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3. How Will You Use Windows 8? 

Since Windows 8 is so different, it will probably change the way you use your 
computer. This may take a while to get used to, but keep in mind that these changes 
are designed to make your computing experience easier and smoother. 

 

For example, if you've used previous versions 
of Windows, you may be accustomed to 
launching programs by clicking on the Start 
button. In Windows 8, you'll use the Start 
screen instead. On the other hand, you'll still 
be able to use the Desktop view to organize 
your files and folders, and to open older 
programs. 

Launching an app from the Start screen 

 

Most people will have to use both the 
Start screen and the Desktop, 
depending on the task. You'll 
probably have to switch back and 
forth, which may be disorienting at 
first. However, if you mainly use your 
computer to browse the web, you 
may spend almost all of your time in 
the Start screen. 

Switching from the Desktop to the Start 
screen 

 

4. Should You Upgrade to Windows 8? 

As you can see, Windows 8 is a big change from previous versions of Windows. It's not 
just a new version with new features — in many ways, it's a different operating 
system. If you don't like the idea of changing the way you use your computer, you may 
prefer to stick with your current version, or upgrade to Windows 7. But if you like the 
new features that you've seen so far, then you may find that Windows 8 offers an easier 
and more enjoyable experience. 
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5. Getting Started with Windows 8 

Windows 8 can be confusing at first, since the interface has changed so much. You'll 
need to know how to navigate the Start screen as well as the Desktop. Although the 
Desktop looks very similar to previous versions of Windows, it has one major change: 
The Start menu has been removed. 

To Sign In to Windows 8 

When you're setting up Windows 8, it will require you to create an account name and 
password that you will use to sign in. You can also create additional accounts, and 
you'll have the option of associating each one with a Microsoft account. 

 

1. Click anywhere on the 
lock screen to unlock the 
computer. 

 

 

 

 

 

2. Your user account name 
and picture will appear. Type 
your password and then press 
Enter to sign in. Alternatively, 
you can press the back arrow 
to select a different user. 

 

 

 

 

3. The Start screen will appear. 
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6. Navigating Windows 8 

There are several ways to navigate through Windows 8, including hot corners, 
keyboard shortcuts, and gestures if you're using a tablet. 

Using Hot Corners 

Whether you're in the Start screen or the Desktop, you can navigate through Windows 
8 by using hot corners. To use a hot corner, just hover the mouse in the corner of 
the screen, and it will open a toolbar or tile that you can click. Each corner performs a 
different task: 

 

 Lower left: When you're using an 
app, you can click in the lower-left 
corner to switch back to the Start 
screen. 

 

 

 

 Upper left: If you click in the 
upper-left corner, it will switch to the 
previous app that you were using. 

 

 

 

 

 Upper right or lower right: You can hover the mouse in 
the upper-right or lower-right corner to open the Charms 
bar, which you'll use to adjust your computer's settings, 
manage printers, and more. We'll talk more about the 
Charms bar later in this lesson.  

 

 

 



Introduction to Windows 8 

Page 8 

 

 

If you have several apps open, you can 
switch between them by hovering the 
mouse in the upper-left corner and then 
moving the mouse down. This displays 
a list of all of your open apps, and you 
can click the desired app to switch to it. 

 

 

 

 

 

 

 

Navigating on a Tablet 

If you have a Windows 8 tablet, you can navigate by using swipe gestures instead of hot 
corners: 

 Swipe in from left edge lets you switch to a different open app. 
 Swipe in from right edge opens the Charms bar. 

 

Using Keyboard Shortcuts to Navigate 

Windows 8 has several keyboard shortcuts that you can use to navigate more easily 

 

Alt+Tab Keys 

You can hold down the Alt key and then 
press Tab one or more times to switch 
between your open apps. This feature is 
called Flip, and it works in both Desktop view 
and the Start screen. 
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Windows Key 

When you have an app open, you can press 
the Windows key to switch to the Start 
screen. This shortcut also lets you switch 
back to the Start screen when you are in 
Desktop view. 

 

 

 

 

Windows+D Keys  

You can hold down the Windows key and 
press D to switch to Desktop view. 

 

 

 

 

The Charms Bar 

 

 

The Charms bar is a toolbar that lets you access your 
computer's settings, along with other options. You 
can access the Charms bar by hovering the mouse in 
the top-right or bottom-right corner. 
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The Charms bar contains several icons, which are called charms, and each one 
contains different options. 

 

 

 Search: The Search charm lets you find 
apps, files, or settings on your computer. 

However, a simpler way to search is to go to the 
Start screen and type the name of the file or app 
that you're looking for. 

 

 

 

 

 Share: The Share charm is 
basically a copy and paste feature 

that is designed to be as convenient as 
possible. It allows you to "copy" information 
(such as a photo or web address) and "paste" 
it into another app. For example, if you're 
viewing a photo in the Photos app, you can 
share it with the SkyDrive app, which will 
upload the photo to your SkyDrive. If you're 
reading an article online, you can share the 
address with the Email app, which lets you 
email the article to a friend. 

 

 

 

 

 Start: This switches to the 
Start screen. If you're already on 

the Start screen, it will open the most 
recent app. 
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 Devices: This shows any hardware devices that are connected to your 

computer, such as printers or monitors. 

 

 

 Settings: This lets you access 
general settings for your computer, 

as well as settings for the app you're 
currently viewing. For example, if you're in 
Internet Explorer, you can go to the 
Settings charm to access your Internet 
Options. 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Coping Without the Start Menu 

One of the biggest complaints about Windows 8 is that it doesn't have a Start menu. 
The Start menu was a very important feature in previous versions of Windows, as it was 
used to launch apps, search for files, open the Control Panel, and shut down the 
computer. You can still do all of these things in Windows 8, but they're now found in 
different places. 
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To Launch an App 

There are several ways to open an app in Windows 8 

 

 

 Click the app icon on the taskbar. 

 

 

 

 Double-click the app shortcut on the Desktop.  

 

 

 

 

 Click the app tile in the Start screen. 

 

 

 

 

To view all of your apps, right-click the Start screen 
background and select All apps. 

 

 

To Search for a File or App 

 Press the Windows key to switch to the Start screen, and then type what you're 
looking for. Your search results will instantly appear on the left side of the screen, and 
search options will appear on the right.  
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Searching for 
the Calculator 
app 

 

 

 

 

 

 

To Open the Control Panel 

1. From the Desktop view, hover the mouse in the lower-right 
corner to access the Charms bar, then select Settings. 

 

 

 

 

 

2. Locate and select Control Panel 
from the Settings Pane.  

 

 

 

3. The Control Panel will appear. You 
can then select the desired setting to 
change it. 
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To Shut Down Your Computer 

 

 

1. Hover the mouse in the lower-right corner to access 
the Charms bar, then select Settings. 

 

 

 

 

 

 

 

 

 

 

2. Click Power and select Shut 
down. 
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8. Working with Start Screen Apps 

Start screen apps are different from the "classic" Windows apps you may be used to. 
Apps fill the entire screen instead of opening in a window. However, you can still 
multitask by opening two apps side-by-side. 

To Open an App 

 

 

1. On the Start screen, locate and click the app 
that you want to open. 

 

 

 

 

 

 

2. The app will open and fill the 
entire screen. 

 

 

 

To Close an App 

 

 

1. Hover the mouse at the 
top of the app. The 
cursor will change to a 
hand icon. 

 



Introduction to Windows 8 

Page 16 

 

2. Click, hold, and drag 
the top of the app all the 
way down to the 
bottom of the screen 
and then release. The 
app will close, and you'll 
return to the Start 
screen. 

When dragging the app 
down, it may look like it's 
"stuck." However, just 
keep moving the 
mouse down until the 
cursor gets to the bottom 
of the screen, and the 
app will then close. 

 

Viewing Two Apps Side-By-Side 

Although apps usually fill up the entire screen, Windows 8 lets you snap an app to the 
left or right side and then open a second app. For example, you might want to keep 
your calendar visible while you're using another app. 

To View Two Apps Side-By-Side 

 

1. From the Start screen, click on the 
first app to open it. 

 

 

 

 

 

2. Click, hold, and drag the top of the 
app all the way to the right or left side 
of the screen. 
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3. Release the 
mouse, and the app 
will snap to the side of 
the screen. You 
cannot change the 
size of the snapped 
app. 

 

 

 

 

 

4. Click anywhere in 
the empty part of the 
screen to return to the 
Start screen. 

 

 

 

 

 

 

 

5. Click the second app to open it 
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6. Both apps will now appear side-by-side. 

 

 

 

 

 

 

 

 

 

 

Snapping is designed to work with wide-screen monitors. You will need a screen 
resolution of at least 1366x768 pixels to use this feature. 

 

9. Managing Your Files and Folders 

You can easily manage your files and folders using File Explorer in the Desktop view.  

File Explorer 

File Explorer (previously known as Windows Explorer) allows you to open, access, 
and rearrange your files and folders in Desktop view. If you've used prior versions of 
Windows before, File Explorer should feel like a familiar way to manage and organize 
your files. 

 Click the folder icon on the taskbar in Desktop view to 
open File Explorer. 
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File Explorer Interface  

 

To Change the Content View 

The View tab makes it easy to change the way files are displayed within a folder. For 
example, you may prefer to see your files as a list when viewing documents and 

as large icons when 
viewing pictures. 

 

 

 Select the View 
tab and then choose 
your preference from 
the Layout group. 
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To Sort Files 

Depending on the 
folder, you may 
also want to 
sort your files. For 
example, you can 
sort files by size, 
name, date 
created, date 
modified, file type, 
and much more. 

 Select the View 
tab, click the Sort 
by button and then 
choose your 
preference from 
the drop-down 
menu. 

 

Searching with File Explorer 

In addition to the Search feature found on the Charms bar, you can also search for 
files directly from File Explorer using the Search bar. File Explorer also offers more 
advanced search options, which can be especially helpful if you're having trouble 
finding a specific file. 

 

To Use the Search Bar 

 

1. Locate and 
select the Search 
bar in File Explorer. 

 

2. Enter a file name 
or keyword. Your 
search results will 
appear as you type. 
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The Search Tools Tab 

Whenever you enter a term into the search bar, the Search Tools tab will open 
automatically on the Ribbon. This tab gives you access to advanced search options, 
which allow you to limit your search by file type, size and date modified, view your 
recent searches, and more. 

 

Working with Libraries 

Libraries make it easier to find your files whenever you need them. Libraries are 
collections of content that can be easily accessed through File Explorer. There are four 
basic libraries in Windows 8: Documents, Pictures, Music, and Videos. 

Libraries do not actually store your files and folders—they simply help keep them 
organized. You can include any of your folders within a library without changing where 
they're stored on your computer. For example, you might include a folder of important 
spreadsheets in the Documents library while still keeping the folder on the Desktop for 
quick access. 

Libraries and the Start Screen 

Libraries are especially important in Windows 8 because many of the apps on the Start 
screen—including Music, Photos, and Videos—use your libraries to find and display 
content. For example, any songs or albums in the Music library will appear in the 
Music app. 

The apps on your Start screen are optimized for media, making it easier than ever 
before to play music, watch videos, and view photos. File Explorer can help you 
organize your existing media files into libraries, so you'll be able to enjoy them from the 
Start screen. 
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Files shared 
between the 
Music app 
and Music 
library 

 

 

 

 

 

To Add Folders to Libraries 

Some folders, such as My Documents and My Music, are included automatically in 
the appropriate library. If you want to include additional folders, you will need to add 
them to the library. In the example below, we'll include a folder on the Desktop in the 
Pictures library without changing the folder's location. 

 

 

1. Locate and right-click 
the Folder. 

 

2. Hover the mouse over 
Include in library in the 
drop-down menu and then 
select the desired library. 

 

3. The folder will now be 
included in the chosen 
library. 
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The folder included in the chosen library 

 

4. The 
photos will 
also be 
viewable in 
the Photos 
app from the 
Start screen. 

 

Viewing 
photos from 
the Pictures 
library in the 
Photos app 
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10. Personalizing Your Desktop 

Windows 8 makes it easy to customize the look and feel of the Desktop view. In this 
lesson, you'll learn how to access the Personalization pane, which allows you to 
customize the theme, background image, and color of your Desktop. You'll also learn 
how to adjust your font size and text display. 

Any changes you make to the appearance of the Desktop will not affect the Start 
screen.  

 To access the Personalization pane, 
right-click anywhere on the Desktop and then 
select Personalize from the drop-down 
menu. The Personalization pane will appear. 

 

 

. 

 

 

 

 

 

 

 

The Personalization 
Pane  
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Font Size and Text Display Settings 

You can also use the Personalization pane to customize the font size and text display. 
Again, it's important to note that these settings will only affect the Desktop view, not the 
Start screen. 

To Change the Font Size 

If you have difficulty seeing the text on your Desktop, you can increase the font size. 
Increasing the font size will also increase the size of icons and other items on your 
Desktop. 

 

1. Locate and select Display in the 
lower-left corner of the 
Personalization pane. 

 

 

 

 

 

 

 
 

 

2. The Display settings 
will appear. Choose the 
desired size. Note that a 
larger size may interfere 
with the way some items 
appear on the screen. 
 
3. Click Apply to save 
your changes.  
 
4. You may need to 
restart your computer 
for these changes to 
take effect. 
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To Adjust ClearType Settings 

ClearType helps improve the readability of text on LCD monitors and screens. 

 

1. Locate and select Display in the 
lower-left corner of the Personalization 
pane. The Display settings will 
appear. 

 

 

 

2. Select Adjust ClearType text from 
the left-navigation menu. 

 

 

 

 

3. The ClearType Text Tuner dialog 
box will appear. Follow the instructions, 
choosing the text that appears best to 
you. 

 

 

 

 

4. When you are done selecting text, 
click Finish. The ClearType settings will 
be applied. 

 

 


