ORGANISING FILES AND
FOLDERS

@Q Learning/Outcomes

At the end of this chapter, students will be able to:
+ Manage files and folders using Windows 10.

+ Create a folder.
+ Rename, delete and restore a file and folder.

Reena wants to organise the things in a proper way. Help her by matching
the objects with their appropriate storage.

Inform students that we keep or arrange our items at home. Similar to this, we can use
B files and folders to keep our data on computers.
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n_‘f(l\-) L “Hi Friends! Lets learn how to
] keep our data in files and folders
on computers.

We make files and folders which makes it easier for us to remember
where we have stored our work. Let us learn how to manage files and
folders using Windows 10.

& ATTRIBUTES OF WINDOWS 10

+ In Windows 10, multiple users can work on one computer system at
the same time.

< The search tool of Windows 10 is called Cortana which lets us search
for any information on the system or on the internet directly.

« It also provides the feature of downloading free and paid apps from
an application called the Microsoft Store.

« We can open numerous desktops simultaneously
by using the task view button.

< 'The snap feature allows us to drag and drop a Windows 10
window to a corner of the screen, thereby making Figure 2.1
space for the other application. Windows Logo

-+ It enables to start more than one program at a time.

‘@ Let Me Answer
Which is the most commonly
used operating system developed

s Do You Know?
Cortana interacts naturally via talking or typing and

provides relevant recommendations, quick access to
: : 2 . . ) )
by Microsoft Corporation: information, better searches and important reminders.
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& ries

A file is a collection of data or information. When you save your work in
a program, it is saved as a file. Files are N

represented on computers by icons. The @; —

Windows 10 operating system allows PPT

us to generate many file types. The type wordFile ~ PowerPoint  Picture
of file can be recognised by its icon. Flle Flle

& rorpers

A folder serves as storage for files

or other folders. A folder within a e

folder is called a sub-folder. We can =

create any number of folders where  Pictures Desktop Documents
Folder Folder Folder

each can hold any number of files

and subfolders.

& CrEATING A FOLDER

Follow the given steps to create a folder.
Steps:

<+ Go to the location where you want to create the

folder.
-+ Right-click on a blank space.

< Select New then Folder from the contextual

Figure 2.2:
menu. Creating a Folder

+ Windows will create the new folder at your current location.

+ Enter your desired folder name and press enter.

Shortcut Keys Combination: Press Ctrl + Shift + N key combination to create a new folder.
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& F1LE EXPLORER WINDOW

File Explorer window el T

provides comprehensive = _

details of the drives, files, B |V a '_“ & J’
and folders that are present = | ” |

in our system. In this = ﬂ

window, we can also create,

open, move, or remove a

folder.

Figure 2.3: File Explorer Window

% OPENING FILE EXPLORER

Follow the given steps to
open File Explorer.

Steps: =
1. Click on the Start button. = i’
2. Select the File Explorer. = '

3. TheFile Explorer window
will open.

Figure 2.4: Opening File Explorer

Shortcut Keys Combination: Press Win + E key combination to open Window File Explorer.

% OPENING A FILE AND FOLDER
Follow the given steps to open a file and a folder.
Steps:

1. Click on the Start button.

2. Open the file explorer window.

3. Choose the folder or a file you want to open.
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% CONTEXT MENU

A context menu (also called a contextual, shortcut and pop-up or pop-up
menu) is opened when we right-click anywhere on the app. It provides
options that can be accessed quickly. Let us know how to use the context

menu.

% USING CONTEXT MENU

By using the context menu, a folder can be opened. | ve >

Follow the given steps to open a folder using the

context menu.

Steps:

Sort by
Fefrech

Undo Rename Ctri+Z

1. Choose the folder you want to open. New )

Right-click on it.

0 Display settings

& Personalize

2
3. From the context menu, select the open option.  Figure 2.5: Context Menu
4

The desired folder will open.

Have you ever given a
name to someone and
wanted to change the
name later? Similarly,
sometimes you may want
to change the name of

an existing folder or file.
In doing so, renaming is
required. Renaming is to
change the existing name

of the file or folder.

9 RENAMING A FILE AND FOLDER

ok
b

-
i
K T
ey -

[ =
|
&

llR X X

I




"

Follow the given steps to rename an existing file or folder.

Steps:

1. Right-click on the folder or file
that you want to rename.

@ Let Me Answer
What would you do if you save a Science
project by the name of a Maths project?

2. Click onthe Rename option from
the context menu.

3. Type the new name for the folder or file. Shortcut Keys: Press F2

4. Press enter. to rename a folder.

% DELETING A FILE AND FOLDER

There are some unused mmm o o

T - Lacad Drigk (B
files and folders which
o Chulti Booedd ——,
you may want to delete. T 0 iy 4
Deleted files or folders — _Ii7™ © s s WRE i
will be sent to the Recycle ...
. FEG
Bln. Soresncholis
Follow the given steps to = T o
. . 830 Lojects Pin to Quick sccess
delete an existing file or =~ =owr 3 scon i cono et
1 Ginp acoEss o >
‘ mm_ﬂﬂw‘ LIOFE AUl veriaing
folder. ri ., s )
= Pictures Monlka dtl rr.nr Pin 5o Saart A ni
StepS: l e . e i : Adct 1o archive..
.. Locad Digke {C1y W Add 1a Tadhionate shesLrar
. . - acad Digk (En) ‘ GmpreLs A amail..
1 ° nght- Cllck On the - :\:\:l: Eliﬂ ::I ! E‘JII“JM‘» Wr“j'FﬁlllLll\dLE shipoLrar” and emall
. - Local Disk (Cx) ano o b
folder or file which =~ 777 G e
you desire to delete. ~ *" ;__'-- B i — L
b & | I I::I!':I:IE P
2. Click on the delete L] ] ==

Option from the o vems em Seseche
context menu.

Figure 2.7: Deleting a File or Folder

Shortcut Keys Combination: Press the Shift + Del key combination.
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Sometimes you might . o
unintentionally delete a file.

To bring back the file from the e

recycle bin is called restoring. ey

Follow the given steps to restore -~ = ————

any file or folder.

Steps: i

1. Double-click on the Recycle & s s o

= Kids’ 1Q

bin icon on the desktop.

The contents of the Recycle =«
bin get displayed in a new
WiIldOW. Figure 2.8: Restore

Right-click on the file or the folder you want to restore.

Click on the restore option from the context menu.

The file or folder will be restored to its original location.

I am the pop-up menu you see when you right-click the mouse. Who am I?

! Let’s Recall

In Windows 10, multiple users can work on one computer system at the same

time.

A file is a collection of data or information.

A folder serves as storage for files or other folders.

A folder within a folder is called a Sub-folder.

A context menu provides options that can be accessed quickly.

Renaming is to change the existing name of the file or folder.
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A. Fill in the blanks.

1.
2.

3.
4.
5.

The Search tool of Windows 10is called .....................

We can open numerous desktops simultaneously by usingthe ............

button.
The type of file can be recognised by its .....................
A folder servesas .......cc........... for files or other folders.

A context menuisalsocalleda.................... menu.

B. Match the following.

1.
2.
3.
4.

Ctrl + Shift + N key Rename a folder
Win + E key Create a folder

F2 Delete a folder
Shift + Del key Open File Explorer

C. Write ‘T’ for True statements and ‘F’ for False statements.

1.

2
3
4.
5

Search Tool is an application where you can get free and paid apps.

A folder is a collection of data or information.
Restoring is changing the existing name of the file or folder.
After restoring, the file will move to its original location.

By using the context menu, a folder can be opened.

D. Tick (v') the correct answers.

1. Deleted files or folders will be sentto .....................
a. Search Tool b. Window Store
c. Recycle Bin d. Window Explorer
X Copuerd | mmm X vk X X== X == X XNB




2. A folder within a folderiscalleda ....................

() a. In-folder () b. Inside-folder
() c. View-folder () d. Sub-folder
3. It shows a series of commands to access quickly.
() a. Title Bar () b. Context Menu
() c. Tab Menu () d. View Menu
4. Ifyou want to give a new name to a file or folder, you will .................... it.

() a. Restore [ | b. Delete () c.Rename [ | d.Move

5.  Which button provides the ability to open multiple desktops at the same
time?

() a. Rightclick [ ) b.Task View [ ) c. Ctrl () d. Shift
E. Answer the following questions.

1.  State any three features of Windows 10.

---------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------
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Critical Thinking

Rahul wants to create a folder. The steps he has written are not in order.
Number the steps to help him create a folder.

« Windows will create the new folder at your current location.
« Enter your desired folder name and press enter.

o Select New then Folder from the contextual menu.

« Go to the location where you want to create the folder.

Lo0Ud

 Right-click on a blank space.

Team Work

Circle the files in red colour and the folders in yellow. Further, discuss the
steps of deleting a file with your partner.
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