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TO RENAME A FILE OR FOLDER:

= You can change the name of any file or folder. A unique name will make it easier to remember
what type of information is saved in the file or folder.

. . . g v + | Document = O X
|. Click the file or folder, wait about one oo %
second, and click again.An editable text SR e Ta— | e —
field will appear. A ame - — e
# Quick access
H Photos File folder
2. Type the desired name on your keyboard o e e
and press Enter.The name will be —— School Documents File folder
h d 93D Objects Work File folder
C ange . % ull{ Groceries_Budget MarchT | XLSX File
88 Desktop - Cover Letter - Microsoft Word Document
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You can also right-click the folder and B ordonds
select Rename from the menu that appears. N
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TO RENAME A FILE OR FOLDER:

= v = | Documents

You can also right-click the folder B e e

and select Rename from the menu “ 4 > This..

that appears.
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TO DELETE A FILE OR FOLDER:

If you no longer need to use a file, you can delete it.WWhen you delete a file, it is moved to
the Recycle Bin.
If you change your mind, you can move the file from the Recycle Bin back to its original location.

If you're sure you want to permanently delete the file, you will need to empty the Recycle
Bin.

|') Click and drag the file to the Recycle
Bin icon on the desktop.You can also click the
file to select it and press the Delete key on

®, = | Recipes = O X
your keyboard . Hoe  Ghae  View . ©
« v 4 Documents > Recipes v D O Search Recipes
A Name Type
»# Quick access i
@ Aunt Cathy's Carrot Cake Microsoft Word Document
@ OneDrive @ Chocolate Cheesecake Microsoft Word Document
; (Wl i i Microsoft Worc men
W This PC Classic Fruitcake Microsoft Word Document
= ) - Easy Cake Pops Microsoft Word Document
B 3D Objects 3
0 German Chocolate Cake Microsoft Word Document
B Deskt, — .
of ] Jeremy's Low-Fat Cheesecake Microsoft Word Document
= Documents @ Nana's Pound Cake Microsoft Word Document



TO DELETE A FILE OR FOLDER:

2) To permanently delete the file, right-click
the Recycle Bin icon and select Empty
Recycle Bin. All files in the Recycle Bin will be
permanently deleted.
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Create shortcut

Rename
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SELECTING MULTIPLE FILES

Selecting more than one file
There are a few ways to select more than one file at a time:

5| v s | Documents =
“ Home Share View
*If you're viewing your files as icons, & » % W[l YIRS D ¢ | & Saain eiiienis
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W This PC o

release the mouse; the files will be |
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selected.You can now move, copy, or B Desktop
delete all of these files at the same « Documents
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time. s
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ﬂ Videos
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SELECTING MULTIPLE FILES

*To select specific files from a folder, =1 LA e -0
“ Home Share View . 0
press and hold the Control key on

& v 4 = > This PC » Documents v () . Search Documents

your keyboard, then click the files you A .
want to select. aucscces !3[\ k: k =l

@ OneDrive Photos Recipes School Work Cover Groceries_

Documents Letter Budget_Ma
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= Pictures

! Videos
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SELECTING MULTIPLE FILES

& | & s | Documents — O X
“ Home Share View v 0
.TO SeIeCt a group Of ﬁles from a &« v 4 5 > This PC » Documents v O ) Search Documents
folder, click the first file, press and B e - —
hold the Shift key on your keyboard, o s o e
then click the last file. All of the files s Recipes File folder
. . School Documents File folder
between the first and last ones will TR et R
b lected D Otiette @ Cover Lett I Microsoft Word D t 12 KB
e selected. over Letter o icrosoft Word Documen 12
B Desktop ull Groceries_Budget_March XLSX File 9 KB
= Documents
& Downloads
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» Pictures
3Videos

£ Local Disk (C:)

n,
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SELECTING MULTIPLE FILES

Selecting all files

| v s | Documents - O X
If you want to select all files in a I o s v . @
folder at the same time, open the - v 4 B > ThisPC > Documents v | o || 2 senhpsaimens
folder in File Explorer and B Naie | T Size
# Quick access
press Ctrl+A (press and hold Photos Fle folder
@ OneDri i File folder
the Control key on your keyboard, R e L
. W This PC School Documents File folder
then press A).All of the files in the i s Work File folder
- 3D Objects -
folder. W|” be Selected n— @ Cover Letter Microsoft Word Document 12 KB
: Deskiop ull Groceries_Budget_March XLSX File 9 KB
= Documents
¥ Downloads
J" Music
» Pictures
2 Videos
£ . Local Disk (C) v < >
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SHORTCUTS

If you have a file or folder you use frequently, you can save time by creating
a shortcut on the desktop. Instead of navigating to the file or folder each time you
want to use it, you can simply double-click the shortcut to open it.

A shortcut will have a small arrow in the lower-left corner of the icon.

Note that creating a shortcut does not create a duplicate copy of the folder; it's simply

a way to access the folder more quickly.

" If you delete a shortcut, it will not delete the actual folder or the files it contains.
Also note that copying a shortcut onto a flash drive will not work.

= if you want to bring a file with you, you'll need to navigate to the actual location of
the file and copy it to the flash drive.



SHORTCUTS

To create a shortcut:

l) Locate and right-click the desired folder, =/ . . . - o x
then select Send to Desktop (create .
« v 4 = > ThisPC > Documents » v O D Search Documents
shortcut). B T S
. # Quick access " 4 -
2) A shortcut to the folder will appear on Photos
@ OneDrive Reciped Open
th e deSI(to P. > This pC Sch:ol Open in new window
. R of Pin to Quick access
* Notice the arrow in the lower-left corner of 3D Objects 8 coe i s N e it _—
. . I Desktop o Groceri ay with Windows Media Player 9 KB
the icon.You can now double-click the T hocedi e m : :
S hOI"tCUt tO open the folder a.t any ti me. : '[;ow-nloads @ Scan with Windows Defender...
usic Give access to >
— »= Pictures Restore previous versions
" B videos Include in library >
E £ Local Disk (C) v < Pin to Start >
6items 1 item selected Show in Finder 5SS
PhOtOS = k Share on >
Send to > | 0 Bluetooth device
S h O rtC Ut ‘ Cut ¢ Compressed (zipped) folder
_ EE A et cong ® Desktop (create shortcut) [>

- Documents



QUESTIONS??

= Thank you for lessening ..

Any questions!
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