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Desktop computers

• All-in-one Lenovo PC

• PC is Located behind the Screen

NOTE:

The power button on the monitor is 

also the power button of the PC



Section 1: CUH Windows 10

• New login screens

• Login via username & password

• Login via ‘Tap & Go’

• Self-Service password reset

• Start menu

• Start Menu Tiles

• File Explorer – Accessing documents

• File Explorer – Mapping network drives

• Internet Explorer

• Accessing Epic Hyperspace

• Finding applications with Task View

Getting to know Windows 10

Section 3: Microsoft Office 2016

• Introduction

• Word 2016

• Outlook 2016

Section 2: Settings

• Personalisation & settings

• Action centre and notifications





New Login Screen

Windows 10 and Imprivata bring a new look to the initial login/lock screen

Standard Computer Kiosk workstation BCA PC



Login via Network Username & Password

Logging in with network username & password looks slightly different in windows 10. 

Follow the below example to successfully log into your workstation, using your existing username & password.

Note the change in domain name from ‘A04’ to ‘HILLSRD’. 

Click Network User

Enter your existing

• Network  Username

(then press tab or enter)

• Network Password

Log in to Windows 10 begins



Log-in via ‘Tap & Go’

‘Tap & Go’ will be available on a number of computers in inpatient wards, critical care areas and the 

emergency department.

To use ‘Tap & Go’ follow the steps below: 

Select the

‘Tap your CUH badge’ option

Login to Windows 10 begins

Tap your existing CUH ID badge on the 

card reader attached to the computer

You will be prompted to set up a PIN Number 

the first time you use ‘Tap & Go’,

which will then need to be entered

for ‘Tap & Go’ logins thereafter



Self-Service Password Reset
Follow the steps below to reset your password if needed...



The Start menu 
The Windows 10 desktop and access to the Start menu is similar to that 

of Windows 7.

From the Start menu, you can:

• Lock the computer, change your account settings, or sign out. 

• Access applications as well as documents, pictures and settings.

• Shut down the computer, restart it, or put it to sleep. 

• Search for apps, settings, and files, and search across the web using the 

‘Type here to search’ section. 



Start menu tiles
Productivity

• Access to Outlook, Word, Excel, OneNote & PowerPoint 2016

Tools

• Snipping Tool

• File Explorer (Replacement for Windows 7 ‘My Computer’)

• Notepad, Calculator

• Software Centre

Connectivity

• Internet Explorer

• Google Chrome

• Citrix Workspace (accessing Citrix apps such as Epic)



File Explorer - Accessing your documents
Your network drive mappings will automatically re-map to the Windows 10 devices to allow you to access 
your documents.



File Explorer - departmental network drives
Any departmental network drives should automatically transfer to new Windows 10 computers.

If however you experience any issues with departmental network drives not appearing as expected: 

• Log-on to a Windows 7 computer to check that they appear

• Log-off of the Windows 7 computer

• Log back into a Windows 10 computer and they should now appear

If, having followed the steps above, they still do not appear then please contact the IT Service Desk x257257



Internet Explorer
Any favorites that you have previously saved in Internet Explorer 
will re-appear on windows 10 computers.

Note: Google Chrome or Firefox favourites will not re-appear on Windows 10 computers. 

You will need to manually re-create these. 



Accessing Epic Hyperspace
Citrix Receiver has changed to ‘Citrix Workspace’ in Windows 10 and is the source 

of all applications available through Citrix. There are a few ways to access it:

From the Start menu

You can either:

• Click on the Start button

• Click on the down arrow next to Citrix Applications and you 

should see the Epic apps 

Or:

• Click “Citrix Workspace” button, displayed in the Windows 10 tiles

• A List of Favorite Applications will appear, which should have 

Epic Applications listed.

• Alternatively you can click the “Apps” icon (as shown) for other 

application entitlements.

From the desktop screen

• You will see a shortcut icon called Epic Hyperspace 



You may know that you can press Alt +Tab to switch between 

running apps. 

In Windows 10, the new Task View button on the taskbar 

makes this feature more discoverable. 

To select an app:

1. Select Task View on the taskbar. 

2. Select the app.

Finding applications with Task View





Personalisation and Settings

To learn about settings:

Go to the Start menu and select Settings (the cog icon). 

Enjoy browsing the categories. Try using search to find something 

in one of your files or on the web, and check out the advanced 

options in Control Panel. 

Most apps have their own settings so look for the Settings icon in 

individual apps to personalise them for you.

Tip: You can change common settings from the action center (far 

left icon on the bottom toolbar of the computer desktop on the 

taskbar).

In Windows 10 Settings has dropped ‘PC’ from its name.



Action Center and Notifications

To open action center:

Select the action center icon in the notifications area at the far 

right of the taskbar.

The Action Center in Windows 10 gives you a persistent 

list of notifications so that you can view and address 

them when you choose to.  

You can also access the ‘Manage notifications’ links for 

quick actions like adjusting your display, screen 

brightness and notifications.





Microsoft Office 2016

Work Faster with “Tell Me”

The Tell Me box in most Office applications helps you to 
perform tasks if you don't know how to do something. 

Rather than using Help, you can type what you want to 
do into this box. You will then be shown a list of 
commands that you can use to complete your task. 

If you have selected something in your document, you 
will see commands specific to that selection.

Familiarisation

Differences between Office 2010 and Office 2016 are 
most noticeable in Word and Outlook – see following 
slides…

The 2016 version of Microsoft's productivity suite includes features for easier collaboration. 



Word 2016 – Familiarisation



Outlook 2016 - Familiarisation



Microsoft IT Showcase microsoft.com/itshowcase

If you require any support

http://www.microsoft.com/itshowcase

