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What is a file? 

There are many different types of files you can use. For example, Microsoft Word documents, 
digital photos, digital music, and digital videos are all types of files. You might even think of a file 
as a digital version of a real-world thing you can interact with on your computer. When you use 
different applications, you'll often be viewing, creating, or editing files. 

Files are usually represented by an icon. In the image below, you can see a few different types of 
files below the Recycle Bin on the desktop.  

 
 
What is a folder? 

Windows uses folders to help you organize files. You can put files inside a folder, just like you 
would put documents inside a real folder. In the image below, you can see some folders on the 
desktop.  

 
File Explorer 

You can view and organize files and folders using a built-in application known as File Explorer 
(called Windows Explorer in Windows 7 and earlier versions). 

To open File Explorer, click the File Explorer icon on the taskbar, or double-click any folder on 
your desktop. A new File Explorer window will appear. Now you're ready to start working with 
your files and folders.  
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From File Explorer, double-click a folder to open it. You can then see all of the files stored in 
that folder.  

 

Notice that you can also see the location of a folder in the address bar near the top of the window.  
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To open a file: 

There are two main ways to open a file: 

• Find the file on your computer and double-click it. This will open the file in its default 
application. In our example, we'll open a Microsoft Word document (Cover Letter.docx), 
which will open in Microsoft Word.  

 

• Open the application, then use the application to open the file. Once the application is 
open, you can go to the File menu at the top of the window and select Open.  
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Moving and deleting files 

As you begin using your computer, you will start to collect more and more files, which can make 
it more difficult to find the files you need. Fortunately, Windows allows you to move files to 
different folders and delete files you no longer use. 

To move a file: 

It's easy to move a file from one location to another. For example, you might have a file on the 
desktop that you want to move to your Documents folder. 

1. Click and drag the file to the desired location. 
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2. Release the mouse. The file will appear in the new location. In this example, we have 
opened the folder to see the file in its new location.  

 

You can use this same technique to move an entire folder. Note that moving a folder will also 
move all of the files within that folder. 

To create a new folder: 

1. Within File Explorer, locate and select the New folder button. You can also right-click 
where you want the folder to appear, then select New > Folder.  
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2. The new folder will appear. Type the desired name for the folder and press Enter. In our 
example, we'll call it School Documents.  

 

3. The new folder will be created. You can now move files into this folder. 

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. 

1. Click the file or folder, wait about one second, and click again. An editable text field will 
appear. 

2. Type the desired name on your keyboard and press Enter. The name will be changed.  
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You can also right-click the folder and select Rename from the menu that appears.  

 
 
To delete a 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 file 
to select it and press the Delete key on your keyboard.  
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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. 

 

Note that deleting a folder will also delete all of the files within that folder. 

Selecting multiple files 

Now that you know the basics, here are a few tips to help you move your files even faster. 

Selecting more than one file 

There are a few ways to select more than one file at a time: 
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• If you're viewing your files as icons, you can click and drag the mouse to draw a box 
around the files you want to select. When you're done, release the mouse; the files will be 
selected. You can now move, copy, or delete all of these files at the same time.  

 

• To select specific files from a folder, press and hold the Control key on your keyboard, 
then click the files you want to select.  

 

• To select a group of files from a folder, click the first file, press and hold the Shift key on 
your keyboard, then click the last file. All of the files between the first and last ones will 
be selected.  
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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.  

 
 

Ctrl+A is an example of a keyboard shortcut. We'll talk more about these in our lesson on 
Keyboard Shortcuts in Windows. 

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 
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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. 

To create a shortcut: 

1. Locate and right-click the desired folder, then select Send to Desktop (create shortcut).  

 

2. A shortcut to the folder will appear on the desktop. Notice the arrow in the lower-left corner 
of the icon. You can now double-click the shortcut to open the folder at any time.  
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You can also hold the Alt key on your keyboard, then click and drag the folder to the desktop to 
create a shortcut. 
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Finding files on your computer 

In the previous lesson, we talked about how folders can help to keep your files organized. 
However, there may be times when you have trouble finding a certain file. If this happens to you, 
don't panic! The file is probably still on your computer, and there are a few simple ways to find it. 
In this lesson, we'll show you different techniques you can use to find your files, including 
searching and looking in common places. 

Common places to look for files 

If you're having a difficult time finding a file, there's a good chance you can find it in one of the 
following places: 

• Downloads: By default, your computer will place downloaded files in a specific folder, 
known as the Downloads folder. If you're having trouble finding a file you downloaded 
from the Internet, such as a photo attached to an email message, this is the first place you 
should look. To view the Downloads folder, open File Explorer, then locate and select 
Downloads (below Favorites on the left side of the window). A list of your recently 
downloaded files will appear.  

 

https://edu.gcfglobal.org/en/windowsbasics/working-with-files/1/
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• Default folders: If you don't specify a location when saving a file, Windows will place 
certain types of files into default folders. For example, if you're looking for a Microsoft 
Word document, you could try looking in the Documents folder. If you're looking for a 
photo, try looking in the Pictures folder. Most of these folders will be accessible on the 
left side of the File Explorer window. 

 

• Recycle Bin: If you deleted a file by mistake, it may still be in the Recycle Bin. You can 
double-click the Recycle Bin icon on the desktop to open it. If you find the file you need, 
click and drag it back to the desktop or to a different folder.  
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Searching for files 

Let's say you recently downloaded a few photos that were attached to an email message, but now 
you're not sure where these files are on your computer. If you're struggling to find a file, you can 
always search for it. Searching allows you to look for any file on your computer. 

To search for a file (Windows 10): 

In the Search Box next to the Start button, type to search for a file. The search results will appear 
above the search box.  
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To search for a file (Windows 8): 

Click the Start button to go to the Start screen, then start typing to search for a file. The search 
results will appear on the right side of the screen. Simply click a file or folder to open it. 

 
To search for a file (Windows 7 and earlier): 

Click the Start button, type the file name or keywords with your keyboard, and press Enter. The 
search results will appear. Simply click a file or folder to open it. 
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Tips for finding files 

If you're still having trouble finding the file you need, here are some additional tips. 

• Try different search terms. If you're using the search option, try using different terms in 
your search. For example, if you're looking for a certain Microsoft Word document, try 
searching for a few different file names you might have used when saving the document. 

• Open the last application used to edit the file. If you know you used a certain application 
to edit a file, open that application and select File > Open > Recent from the menu. The 
file may appear in the list of recently edited files.  
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• Move and rename the file after finding it. Once you've located the file, you may want to 
move it to a related folder so you can find it more easily in the future. For example, if the 
file is a picture, you might move it to your Pictures folder. You may also want to give it a 
file name that will be easy to remember. You can review our lesson on Working with Files 
to learn more about managing files. 

Lesson 5: Common Computer Tasks 
Common computer tasks 

Learning how to use a computer can feel overwhelming at times. Fortunately, there are some 
common computer skills that will work the same way in almost any situation. Once you learn 
how to use these skills, you'll be able to use them to perform a variety of tasks on your computer. 
In this lesson, we'll talk about some common commands you can use in almost any application, 
including cut, copy, paste, and undo. 

The Menu bar 

Most applications have a Menu bar at the top of the window. Each menu has a set of commands 
that will perform a specific action within the program. While each application is different, there 
are some common commands that work the same way, no matter which application you're using. 

https://edu.gcfglobal.org/en/windowsbasics/working-with-files/1/


 

Email (noor.abdulkareem@uomus.edu.iq) 

Al-Mustaqbal University / College of Engineering Technology 
Department (Communications Technical Engineering) 

Class (First) 
Subject (Computer) / Code (UOMU0000017) 

Lecturer (Dr. Noor AbdAlKarem Mohammedali) 
1st term – Lecture No. 7 & Lecture Name (Folder)   

Whenever you open a program for the first time, try clicking these menus to see the various options 
available. 

 
File menu commands 

You'll find the File menu on the leftmost side of the Menu bar in almost every application. The 
File menu will usually have the same type of commands. For example, you can create a new file, 
open an existing file, and save the current file, among other functions. 
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Cut, copy, and paste 

Many applications allow you to copy items from one place and then paste them to another. For 
example, if you're working with a word processor, you might copy and paste text to avoid typing 
the same thing over and over. If there's something you want to move from one place to another, 
you can cut and paste instead. 
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To copy and paste: 

1. Select the item you want to copy. In our example, we'll select a word in a document. 
2. Right-click the mouse and select Copy from the menu that appears. You can also press 

Ctrl+C on your keyboard. 

 

3. Locate and right-click the desired location for the item, then select Paste. You can also 
press Ctrl+V on your keyboard. 

 

4. The item will be copied to the new location. Notice how the original text that was copied 
has not been moved or changed. 
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To cut and paste: 

1. Select the item you want to cut. In our example, we'll select a paragraph of text in a 
document. 

2. Right-click the mouse and select Cut from the menu that appears. You can also press 
Ctrl+X on your keyboard. 
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3. Locate and right-click the desired location for the item, then select Paste. You can also 
press Ctrl+V on your keyboard. 

 

4. The item will be pasted, or moved, to the new location. In our example, we used the cut 
and paste commands to move the second paragraph above the first paragraph. 
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To copy and paste files: 

You can use the cut, copy, and paste commands for a variety of tasks on your computer. For 
example, if you wanted to create a duplicate copy of a file, you could copy it from one folder to 
another. 

1. Right-click the file and select Copy from the menu that appears. You can also press Ctrl+C 
on your keyboard.  
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2. Locate and right-click the new location, then select Paste. You can also press Ctrl+V on 
your keyboard. In our example, we'll paste the file to the desktop.  
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3. The duplicate file will appear. Notice how the original file has not been moved or changed. 
Also, note that if you make a change to the original file, it will not update any copies of 
that file.  

 

Copying a file is not the same as creating a shortcut. You can review our lesson on Working with 
Files to learn more about using shortcuts. 

Undoing changes 

Let's say you're working on a text document and accidentally delete some text. Fortunately, you 
won't have to retype everything you just deleted! Most applications allow you to undo your most 
recent action when you make a mistake like this. Just locate and select the Undo command, which 
is usually in the upper-left corner of the window near the Menu bar. You can also press Ctrl+Z on 
your keyboard. You can continuing using this command to undo multiple changes in a row. 

 

http://www.gcflearnfree.org/windowsbasics/working-with-files/1/
http://www.gcflearnfree.org/windowsbasics/working-with-files/1/
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Note that the Undo command will work almost all of the time, but not in every situation. For 
example, if you empty the Recycle Bin to permanently delete a file, you can't undo the action. 

Now you know some of the most commonly used commands, which you'll be able to use in almost 
any application on your computer. As we mentioned earlier in this lesson, you can also use 
keyboard shortcuts to perform these commands even faster. We'll talk more about keyboard 
shortcuts in our lesson on Keyboard Shortcuts in Windows. 

Lesson 6: Adjusting Your Settings 
Adjusting your settings 

At some point, you may want to adjust your computer's settings. For example, you might want to 
change your desktop background or modify your Internet settings. You can change these 
settings and more from the Control Panel. 

However, in Windows 10, the Control Panel has mostly been replaced by the Settings app. The 
Control Panel is still available, but most of the tasks and settings are now also located in the 
Settings app. 

To open the Settings app (Windows 10): 

Click the Start button, then select the gear icon.  

http://www.gcflearnfree.org/windowsbasics/keyboard-shortcuts-in-windows/1/
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To open the Control Panel (Windows 10): 

Type Control Panel in the Search Box next to the Start button. Then, select the Control Panel app 
from the menu.   
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To open the Control Panel (Windows 8): 

In Windows 8, you can open the Control Panel directly from the Start screen. Using your keyboard, 
type Control Panel and press the Enter key. 

 
To open the Control Panel (Windows 7 and earlier): 

1. Click the Start button, then select Control Panel. 
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2. The Control Panel will appear. Simply click a setting to adjust it. In this example, we'll 
click Change desktop background to choose a new wallpaper for our desktop. 
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