
 

Basic Windows Tasks-Partner Check 
 
Your Name___________________________Peer Checker Name_____________ 
 
Are you a rock star when it comes to navigating around Windows 10?? Let’s find 
out! What is Windows 10 anyway? 
 
Task #1 Directions:    Watch the video to help you better understand the answer to that 
question.  Then complete the sentences below. 
 
Windows 10 is a _______________________________________.  That lets you 
_____________________________________________________________________. 
 
Task #2 Directions:  You need to demonstrate that you know how to do each of the tasks below. 
You will demonstrate that you know where the part is or how to complete the task to your partner 
or teacher.  They in turn, will put a check mark in the box next to the task. 
 

❏ Place your cursor on the “Task bar”.  Show your peer checker or teacher. 
 

❏ Place your cursor on the “Start menu”. Click on it.  Write down an app you see in the menu 
___________________________________________________. 
 

❏ Place your cursor on the “speaker level” icon. Is it ON or MUTED? Circle one. 
 

❏ Place your cursor on the “file explorer” icon. Click on “This PC”.  Do you have see an “H” 
Drive?  YES  or   NO.  Circle one. 
 

❏ Locate storage spaces (drives) on this computer and the network here at school.  How 
many are there? _________ (Hint:  you will find the answer in the file explorer window) 
 

❏ Open up the application MS Word.  Type your name in the document. Name the file 
PRACTICE and Save to desktop. Close the file and raise your hand so that I can see it on 
the desktop! (Raise your hand when done! Mrs. Arnold checks this one!) 
 
 
 



 

❏ Where are these parts of the window when you are working in an app?  Open the word 
doc you just made to help you do the next task. Show your partner where the following 
icons are by placing your cursor on each: 
 

❏ Minimize 
❏ Maximize 
❏ Restore Down 
❏ Close 

 
❏ Minimize the word doc. Now maximize it. 

 
❏ Restore down a window and move to the bottom half of the window. 

 
❏ “Snap To” two windows. Open up a browser and MS Word.  Snap them. (Raise your hand 

when done! Mrs. Arnold checks this one!) 

❏ Use the snipping tool to capture just this icon   on your desktop.  Paste into MS 
Word. (Raise your hand when done! Mrs. Arnold checks this one!) 
 

❏ Go to your Google drive and upload the MS WORD  practice file. Raise your hand when 
you have completed this. 
 

❏ Find the calculator and multiply 256 x 345.  Write your answer here __________. 
 

 
DOUBLE CHECK TO BE SURE YOU HAVE COMPLETED AND PEER CHECKED EACH TASK. 

THEN PLACE THIS CHECKLIST IN THE BASKET ON MY DESK!  NICE WORK!!!! 
 


