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The Windows 10 Photos App provides a simple and efficient flexible way to manage, edit, create 
and share photographs, videos and other files on your Windows 10 computer or tablet. 

The app collates all photographs and video files on your computer and in your OneDrive Pictures folder, or from other 
connected devices such as hard drives and memory s cks, or other services such as iCloud, Dropbox, Flickr or Google Photos
into one place so that they can easily be viewed, edited, or shared. You can also use the app to make videos from your content.
Note: This guide only covers the photo collec on and edi ng and does not include video crea on.

This means it is much easier to quickly scroll through your whole collec on in a fast scrolling mo on, rather than using 
the Windows 10 File Explorer app to search through individual folders based on subject or date that you may have created.

The Photos app shows files in your collec on in reverse date order according to the date embedded into the photo or 
video from your camera or the device you used to take or film it, or some mes, (for photographs that have been 
scanned from older non digital devices that do not include metadata in the file,) based on the date you added them to your computer.

Hovering over a photo or video in the collec on with your mouse pointer or tapping it lightly with your finger on a 
touch-screen device allows you to select it and other files in your collec on.  A er making a selec on the display 
changes to include a bar that features ‘New video,’ ‘+Add to,’ ‘Print,’ ‘Copy’ and ‘Share’ bu ons. ~ See page 3 for details

Double clicking or tapping a photo or video will open it to fill the whole screen to allow you to view it and others taken 
on the same day by scrolling through, playing a slide show, or allowing you to edit it, or even use it to create a video. 
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The three bu ons showing a single square, 
four squares, or nine squares, change how 
your collec on appears on screen.

Click the arrow to hide the PROJECTS bar. 

When the app first opens it displays your Collec on with access to Albums and other features..

Top le  you see five words that change 
the func ons of the Photos App:

COLLECTION Shows you your projects at the top of the page, and all photos in reverse date order below.
ALBUMS shows albums you or the app have created that enable different groups of photos 
to be stored together rather than in date order. 
PEOPLE collates content that features people in images or videos.  This data is added to 
photographs when a person’s face is tagged online, perhaps in Facebook, Facebook Messenger, 
WhatsApp messenger or Skype or other online social networks and apps.  You can prevent people
from being tagged in your photos by changing the Photos App se ngs. (Click or tap … top right
to open Se ngs)
FOLDERS shows where photographs are actually stored on your computer.  You may find this 
an easier way to locate your photos rather than scrolling up and down the reverse date order 
list shown in the Collec on.  The Folders in the Photos app link directly with the File Explorer 
app, but the way in which folders are shown in the Photos App is more visual than if you open 
the File Explorer app. Which do you prefer?
VIDEO PROJECTS shows videos you have created rather than photos.  Videos created within the 
app are processed so that they are available in small medium or large size.  Smaller size videos are 
ideal for being emailed to friends or uploaded on social media, whereas large size videos are be er
for uploading to video sharing websites such as YouTube or Vimeo. ~ Example video on next page.

Next to the Video Projects bu on is the SEARCH box that can be used to find any photo in your 
collec on by date, name, or even the loca on it was taken or any people  who may feature in the 
photos.  The informa on it uses is hidden within the meta-file data created by the camera, phone or 
tablet used to take the photograph.  Even the most basic digital cameras embed the date and me a 
photo was taken (provided the date of the camera is set correctly.)  However if you took the photo 
using an internet connected device such as a phone or tablet much more informa on is included.  

To the right of the search box are 5 more bu ons: 

NEW VIDEO (or CREATE if your app hasn’t yet been updated) allows you to create a new video project.
SELECT allows you to select mul ple images from your collec on for prin ng or sharing. 
IMPORT allows for images to be imported from a camera or SD card into the app. 
YOUR MICROSOFT ACCOUNT bu on allows you to keep the same data across your connected devices.
MORE allows you to refresh the display, run slideshows, add premium content or change se ngs.

This guide is a basic introduc on to what 
the app can do. It covers the Collec on 
and edi ng in detail but you will need to 
experiment with the Albums, People, 
Folders and Video Projects features yourself. 

It shows recent or suggested PROJECTS (albums/videos) 
that can be clicked to be viewed - or hover over them to keep or delete them.
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Collec on: The app displays photos in your Collec on in reverse date order, from all connected folders, which means 
it is easy to scroll through every photo on your computer and click them to do something with them, such as open for 
edi ng, prin ng or sharing, or add to an album or create a video. 

Click ‘New video’ to make a video of a
selec on of photos or videos, op onally 
with tles, music and transi onal effects. 

Click ‘Select’ to select a range of photos
from your collec on (and perhaps copy them).

Click ‘Import’ to import photos or videos 
from a camera or storage device connected 
to your computer.

An enlarged view of
the ‘Water moments’
album showing the
‘View,’ ‘Keep’ and 
‘X’ (remove) bu ons 
that appear when hovering over an album 

Which Files are Included in The App? As stated previously, the app reads content from the PICTURES and ONEDRIVE/
PICTURES folders on your computer, as well as the folders of any other services you may have connected to it from
it’s SETTINGS op ons. (Click ‘…’ then ‘Se ngs’ top right.) 

Albums: These are collec ons of photos and videos from within the app, which you have selected and collated 
yourself, or that have been curated automa cally by the app using Ar ficial Intelligence (AI).  The very top images of 
your Collec on show recently created albums. 

In this example you can see the app put a few of my photos of some Lamborghini cars on the local roads recently into 
an album, ‘You’re the director’ introduces the app’s video features, there are some ‘Water moments’ from 2008, some 
photos and videos from an event I a ended in 2017 and a collec on of graphics I use for crea ng documents on my computer.

In the example above I am hovering over the ‘Water moments’ Album with my mouse, that has revealed two bu ons 
allowing me to VIEW the album as a li le video, or KEEP it. (Automated albums are normally deleted a er a month if 
not kept.)

People: Depending on your Photo App se ngs, the app normally curates collec ons and albums of photos featuring 
people in your photographs, especially those that are recognised from profile pictures your friends, family, colleagues, 
or others have uploaded to social media.  This ar ficially intelligent process may worry some but it is a fun and lovely 
feature to use if you wish. Turn it on or off by clicking … then SETTINGS within the app.

Video Projects: The sec on at the top of the app includes projects that you have created or things which the app has 
put together automa cally for you.  For example it works in the background to create sets of images of a similar date 
or subject that it has placed together for you to easily save as a collec on that can be played as a short video. 

If you can see a project called “You’re the director” when you open your app,  
click it to open it and learn about how projects work.

The arrows to the < le  and right > of the projects allow you to scroll through the different projects that are in the app 
or stored on your computer. 

A Li le Reminder: Don’t want to see the projects?

The projects are a great way to remind yourself of some of the photos and videos stored in albums within 
the app that you may not have seen for a while, but if you don’t want to see them simply click the HIDE 
bu on underneath the last project shown. 

To see an example of a video that I created using the Photos app to record a visit to Trinity Buoy Wharf in London 
as part of the annual Open House architectural weekend and uploaded to YouTube, copy or type this address into 
the address bar of your web browser: h ps://youtu.be/UoBlE-6CIsk (Note that the address is case sensi ve so you 
need to include capital and lower case le ers.) If you are reading this document as a PDF file on a computer connected to 
the Internet hold down CTRL (or OPTION on a Mac) and click it to view it on YouTube - your browser will open automa cally 
without the need to type the address. 
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Hovering over any image in your collec on with your mouse 
pointer or finger on a touch screen allows it to be selected by 
clicking the li le square that appears top right. 

Select or deselect as many images as you wish by clicking the box. 
Selected images will have a coloured outline and check box (based 
on your Windows 10 Theme and Colour se ngs - in this example 
they are blue.) 

Note that in this example the photos are from 2003. Click on the 
round circle in the ver cal naviga on bar to quickly scroll up or 
down. You may be able to stroke two fingers simultaneously up or 
down on your touch-pad or use keyboard keys to scroll more slowly.

New video allows you to create a video of the selected photos (with op onal tles, music and movement.) 

+ Add to places the selected photos or videos into an album within the Photos App (without altering where they 
are actually stored on your computer.) 

Share allows you to share the selected items via Mail or other apps installed on your computer (directly from the 
Photos App without having to open the other apps.)

The PRINTER bu on enables the photos selected to be printed either on paper on your printer, or to be 
converted into a PDF file and saved onto your computer using the Microso  Print to PDF feature.

The CLIPBOARD bu on copies all selected photos and videos to the computer’s invisible clipboard, allowing you 
to leave the photos app and paste them into another app.  For example you would use this func on to copy the 

files from your Photos Collec on and then open File Explorer and paste them to a USB s ck if you wanted to take 
the s ck to a shop to have the items printed on photo sized paper using a pay as you go machine. 

The BIN bu on deletes the selected items and places them in your computer’s recycle bin. 

CANCEL cancels the selec on and returns to your collec on. 

If you are running version 1909 or later of Windows 10 you will see the ONEDRIVE CLOUD BUTTON. Clicking this 
allows you to change which files from your OneDrive are included in your Photos Collec on. ~ See Page 4 for details.

If ever you are unsure of what a bu on does in Windows 10, hovering over it shows its func on. 

Quick Ac ons are available across the top of the photo 

[Magnifying glass] Enlarge/reduce (view) 
[Bin] Delete (from the app, from OneDrive and from your computer.) 
[Heart] Favourite to display in the Live le on your start menu. 

[Circular Arrow] Rotate Click several mes to rotate as required. 
[Square with diagonal line through it] Crop edges of the photo away.

Double-Click or tap one photo in the collec on to view it full size, edit it, or do something with it. 

If you have selected one or more photos or 
videos from your collec on you will see a tool bar 
appear across the top of the app on your screen: 

Enlarged View (2 selected photos from 17/01/03) 

Drag slider to scroll years quickly 

Top le , the BACK bu on returns 
to the Collec on. 

The ‘+ Add to’ bu on adds the 
photo to an album within the 

Photos App just like it does when viewing the Collec on. 

The bu ons top right
include Reverse Image
‘Search’ on Bing, 
‘Edit & Create’, ‘Share’,
‘Print’, and ‘...’ (More)
for further op ons. 
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Click  (above and to the right of the photo) to edit or create something:
Edit provides full edi ng features including red-eye reduc on, 
colour satura on, brightness, contrast and hue, full cropping 

facili es, and a useful “magic wand” bu on to instantly and quickly 
improve the look of a photo with a single click.  Changes can either 
be saved to replace the photo with the improved version, or copies 
can be saved in addi on to preserving the original. 

Draw makes it possible to draw onto a photo, whether its 
arrows, speech bubbles or other effects. 

Add 3D Effects allows for special graphics to be overlaid on top 
of the photograph or video, such as fireworks or autumn leaves. 

[The YouTube video I produced that is men oned earlier in this 
bulle n includes an overlay of autumnal leaves at the start.]

Add Animated Text allows for the crea on of video tles,  
cap ons and credits, applied in a variety of different fonts, colours and animated effects.

Create a Video With Music opens the video editor that allows you to add more photos or video 
files, add anima ons and effects, les and music and edit the amount of me each image is 

shown for, and either save as a project or convert to a video for sharing with friends via email or 
messaging apps, or uploading to social media or websites. 

Edit with Paint 3D allows the photo to be opened in the Paint 3D app for more advanced edi ng 
and transforming. 

Double-clicking or tapping a photo will open it in a larger view. Note the bu on to expand it 
to full screen bo om right.

The Editor provides three different func ons: ‘Crop & rotate’, ‘Filter’, and ‘Adjustments’
Click ‘Edit’ to open the Editor. 

The ‘Undo all’ / ‘Redo all’
bu ons provide comparison
of changes between
the edited and original 
versions. 

This graphic shows a 
photo being cropped. 

The top right ‘handle’ 
is drawn inwards to 
make the monkey the 
focus of the photograph. 

The next step would be to drag the lower le  handle in a li le, and op onally use the ‘Straightening’ 
slider (shown in the enlarged view) before applying a filter or adjus ng further (as shown on next 
page) and finally saving a copy or replacing the original file with the 
edited version by clicking the downward arrow then ‘Save.’ 
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See Tech More Clearly is a trading name of Graham Hardy providing useful affordable easy to understand help, 
tui on and assistance including making purchases, upgrading and malware removal, working with computers, 

tablets, phones and other technology throughout Dorset and  by arrangement in other parts of the UK 
www.seetechmoreclearly.uk • Follow us on Twi er @STMC_Dorset • Copyright Graham Hardy STMC/Swedos 2020 

 As with any other Windows App, the standard Minimise, Restore/Maximise and Close bu ons are visible all the me 
to manage the window the App uses, but what you see below them varies depending on what you are doing.

If you are viewing your Collec on you should also see a OneDrive bu on 
above the New Video, Select, Import, Account and More bu ons. 

Clicking the OneDrive bu on opens a panel over the Select and Import bu ons that allows you 
see the status of your OneDrive (with an op on to buy more storage space if you need more 
than the 5Gb that is available free. [Microso  365 Subscribers have 1Tb of storage.]) 

By default the app collates content from all your OneDrive folders, so you will see things like 
SCANS and other documents, but clicking ‘All Folders’ in the panel  allows you to change your 
OneDrive se ngs so that the App only shows photos from just the OneDrive/Pictures folder.

If you are edi ng or crea ng something, the Title bar will show a different 
colour (on my computer it shows grey), and you will see ‘Search,’ ‘Edit & Create,’ 
‘Share,’ ‘Print’ and ‘More’ bu ons instead of ‘New video,’ ‘Select’ or ‘Import.’

Clicking the … (More) bu on at the top right of the Photos App allows you to:

Click or tap Refresh to refresh the view of your collec on on screen. 
Click or tap Slideshow to start a slide show of selected images. 

Click or tap Send Feedback to contact Microso  and tell them what you like/dislike about the app.
Click Premium Content to purchase effects or other items for videos and presenta ons. 

Click Se ngs to change the se ngs for the app.

Add a Filter or make Adjustments using the bu ons across the top of the photo... 

Click the ‘magic wand’ 
bu on to automa cally
enhance your photo. 

Or click on one of 
many preset filters 
to change the look 
of the photo.  

Use the scroller on 
the right (shown 
in grey here) to see
more filters.

Use the light, colour, 
clarity and vigne e 
sliders or red eye 
and spot fix bu ons 
in the Adjustments 
panel to enhance 
the photo further. 

Click the Back bu on top le  
to exit the editor and return 
to the photos collec on. 


