Computer Sciences First Stage

LECTURE
Working with files

BY
Asst. Lecturer Ali Ajmi Faleh

2025



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.
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TO RENAME A FILE OR FOLDER:
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TO DELETEA FILE OR FOLDER:

If you no longer need to use a file, you can delete it.When 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.

1) Click and drag the file to the Recycle
Bin icon on the desktop.You can also click the
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TO DELETEA FILE OR FOLDER:

2) To permanently delete the file, right-click
the Recyde Binicon and select Empty
Recyde Bin. All files in the Recycle Bin will be
permanently deleted. Recycle Open
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Pin to Start

Create shortcut

Rename

Properties




SELECTING MULTIPLE FILES

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

&l s | Documents 3
“ Home Share View
«If you're viewing your files as icons, & 5 G W8 IR D G | & s
you can click and drag the mouse A ==
to draw a box around the files you s b o a Iill
want to select.When you're done, :11 e il ol
is rch

release the mouse; the files will be

¥ 3D Objects

selected.You can now move, copy, or B Desktop
delete all of these files at the same "-Documems
. Downloads
t] me. D Music
» Pictures
E Videos

£ Local Disk (C)

6 items 6 items selected

L {



SELECTING MULTIPLE FILES

*To select specific files from a folder, “ °°“S‘h"::“ B
press and hold the Control key on .
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SELECTING MULTIPLE FILES
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SELECTING MULTIPLE FILES

Selecting all files

If you want to select all files in a
folder at the same time, open the
folder in File Explorer and

press Ctrl+A (press and hold

the Control key on your keyboard,
then press A). All of the files in the
folder will be selected.

=] v = | Documents

“ Home Share View

« v 4 & > ThisPC » Documents v O
A Name
# Quick access
Photos
@ OneDrive Recipes
—— School Documents
1 ; Work
3 3D Objects N
@ Cover Letter
B Desktop ull Groceries_Budget_March
= Documents
¥ Downloads
D Music
» Pictures
8| videos

<. Local Disk (C:)

6 items 6 items selected

Search Documents
Type

File folder
File folder
File folder
File folder
Microsoft Word Document

XLSX File

O X
- @
Size
12 KB
9 KB
>
—



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.

= |f 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:
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then select Send to Desktop (create W
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QUESTIONS??

= Thank you for lessening ..

Any questions?




