
Windows 10
Week 6 - Photos and Videos

The Windows 10 Photos App helps you organize, edit and share your 
digital photos.

1. Find the Photos App in the “All Apps” section under the Start Menu.
2. If you use the photos app often, be sure to pin to task bar or create a 

shortcut for yourself.

The first time you open the photos app it might be empty and look like this:

The Photos app automatically 
finds most of the photos and 
videos on your PC. 
Sometimes though, you might 
need to tell it where to look.

1. Click More (…) and choose Settings.
2. Under Sources, select  Add a folder.
3. Browse to a folder on your PC, an 

external drive, or a network drive 
connected to your PC, and then select 
Add this folder to Pictures. Subfolders 
of the folders you add are included 
too.
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Import Photos from a Digital Camera, Phone or SD card

1. Use a USB cable to connect the device to your computer.
2. Open the Photos App and click Import.

3. The app will search your device for new photos then give a chance to 
choose which photos to import.

4. Click “clear all” for the ability to choose certain photos or leave all 
photos selected and import all items. The app automatically selects 
items you haven't imported before, or you can choose what to import.

5. Click Continue.
6. Set options then choose Import.
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Organize Photos in Albums

1. Select the “Album” tab in the top left of the photos app. 
2. Click  + New album. Photos will open your entire photo library for you to 

begin choosing photos to place in your new album. Select the photos 
you’d like to begin with and click ✓ Done.

3. You have the option to name your album with a Title, Add or Remove 
photos.
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File Info

Sometimes you need to know the size of a photo, when it was taken or 
even what device took the photo. You can check all of that information. 
1. Select a photo.
2. Click More (…) 
3. Choose File Info from the dropdown menu.
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How to Edit Your Photos

In the Windows 10 Photo App, you can use the “Auto Fix tool” to repair an 
image automatically. This will automatically adjust brightness, contrast, and 
color. 

To use “Auto Fix”
1. Display the image you want to repair.
2. Choose Enhance and the application automatically adjusts your photo 

settings. 
3. You can keep these adjustments or click the “Enhance” button again to 

undo. 
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Edit photos manually

In the Photo App there are three main sections for editing: Crop & Rotate, 
Enhance and Adjust.

Crop & Rotate
1. Select the photo you want to edit. 
2. Choose Edit then “Crop & Rotate”
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Enhance or Adjust

1. Display the image you want to repair.
2. Choose “Edit” then select either “Enhance” or “Adjust”. Enhance gives 

you options for using different filters. 

Windows 10 - Week 6 �  of �7 8



Adjust includes options for changing Color, Warmth, Clarity, Removing 
Red Eye and Spot Fix.

Save

After all of your edits are complete, you can either Save the original photo 
with the changes you made OR you can “Save a copy” with the edits and 
the original remains in its original state.
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