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A file is a collection of data stored in one unit, identified by a
filename. It can be a document, picture, audio or video
stream, data library, application, or other collection of data.
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Files can be created as: BI3d Fala & feIU:

Right click in blank space of WE (faslsT tarcaX) > New

> Text Document, Microsoft Word Document, eftc.
As per the requirement (39a S¥Td & HTIAR)
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What is Folder? (¥iest 4T §7?)

A folder is a storage space in computer to keep files
and folders. It helps us to organize our files.

hlesT T 51918 ¢ ToTdd 376 BIsdl 3R BlesA A W ATATg | I8

BISdl B TIHT (@A A AcE HIdT &
Note: Folders are also called Directory. Best &I syl it T AT |

How to create a folder WIes{ ddTd & 3 dildh
1.Right Click in blank space (@Tdl! 5978 ) of windows

Explorer > New > Folder
2.Ctrl + Shift + N

3.0pen a window explorer > new folder (from Ribbon of Home tab)



Folders(Directory) & Files

Hw to rename a file or folder?
(P15 3T BlesT FT ATH de o)

We rename the files or folders for the recognition and
arrangement.

gH WesU 3R BBl &1 ATH 3¢ AT @ 9garea 3R
T ¥ T deaa ¢

1.Right Click on folder > Rename > Write the name and press Enter
(Wwwﬁ-?ﬁa»‘b A7 F AT FY > 77 @ 31K Te e )
2. Open in WE > select the folder > Click on Rename(Ribon)
(ﬁs’ﬁrumwafr@ﬁ> Bhlest I ddac FL > Rad T 97 9 [Fas FY

3. Select the folder and press function key F2
(PIesT H FdFe FX 3R F2 g7 HI gaI0)




How to make a folder without name?

(TST ATH &7 BlesT 4767 )

1.Right Click on folder > Rename > Press
Alt+255(Numeric) > Enter
(PresT 9T TSe [T HY > P97 & Addae T > Alt & 1Y

255 gaTUT)

2. Open in WE > select the folder > Click on
Rename(Ribon) (TAsIT TaFca R ! @l > BlesT Al

dolee Y > R F {7 9 Foaa X
3. Select the folder and press function key F2
(PIesy &I Folde FX 3R F2 ded F gaI)




Folders(Directory) & Files

Copy and paste a file or folder

We can copy files and folders and we can paste(keep) it on other location to save
the original file.

§H BIgal 3 Bles I gtellhe 911 Tohd @ 31X &7 ANRTTeTer Brger 1 Tgoa & fAw sq
I TYTT W 3@ Thd B
There are 4 ways to copy paste files and folders. F4l 9¥C F{a & 4 dlF

1.

2.

3.

4,

Select the folder > Right Click on folder > Copy > Go to destination and Right
click on it > Paste (PIScT

IqT BlesT Helde H > I IS¢ [Fdsd Y > copy § [Fad Fy >3 S T I ST v
hlesT HI T@AT § > USc [Fold I > Paste ¥ [Falsh )

Open in WE > select the folder > Click on Copy(Ribon) > Choose location > Click
on paste. (Ribon R&e & copy paste #Y)

Select the file or folder > press Ctrl+C > Go to location and press CTRL+V (®ISel
hlest AT\ FH Ctri+CEard > 37 918 T AT 18T ¥ I@AT § > Ctrl+V Sa)

Select the file or folder > Go to home ribbon > Click on ‘Copy to’ and select the
location folder.

(PISST Blest Holde e > Home & Ribon & Copy to [Feas Y > 37 ST918 T ST 5161 4 TWAT §)
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Hw to cut/move and Paste a file or folder?

INRTST BIesT T & AT S8 IGT

We can cut/move files, folders and can change the location of a file.

& BISTT AT PIosT F1 TF 1918 A G 5916 & 6T & o off §a §1 4 Ways: 4 alt

1. Right Click on folder > Cut > Go to location where you want to keep it then Right
click > Paste

(PYesT ¥ UBe fFda A > cut ¥ fFds ¥ > 30 918 U S 18T ¥ 3@AT ¢ fhY e [Fas FY 3R e F: 1)
2. Open WE > select the folder > Click on Cut from Ribon > Choose location >

Click on paste from the ribon
(FEST TFECART ) YT FL > Blest A AAFC FI > FH ST & Fe T FAR FI> 3T AME T T STET o
I@ATE > RaaT T e ¥ Faad )

3. Select the file or folder > press Ctrl+X > Go to location and press CTRL+V

(PTST AT BlesT HI oleFe Y > Ctri+X IR > 37 51918 T AT 8T ¥ BlesT AT BISd o ST g > Ctrl+V gar)
4. Select the file or folder > Go to home ribbon > Click on ‘Move to’ and select the
location folder.

(PIS BlesT Udde e > Home Ribon R&s & Move to [Fas Y > 37 F91§ T AT 8T T IW+T 8)




4% Folders(Directory) & Files
Send to Option:

Send to option is used to send files or convert
file in some specific locations.

FS TIR ST9T8T & fIT Send To 3TRIT FI use fHAT ST B
Example:

S8 & Bluetooth Device,
Compressed (Zipped) folder,
Desktop (Create shortcut),
Documents, Fax Recipient,
Mail recipient, Pen Drive.
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“ How to delete a file or folder?

File or Folder # FeX ¥ f3eflc FTa
We can delete files or folders to remove from our computer. Files will
be temporarily deleted and it will go to Recycle bin.

FISeH AT BIesT I 3T FTYSI A FCHT T FFaT gl T off wrest &1 fBefle
&¥s 9 Recycle Bin & 9T ATAT ¢
Note: Make sure you have selected the right folder while

deleting a folder T o—
wmmﬁmwmm%aﬁmau %
Delete 3d & 3 d{I% he,

1. Right Click on folder > Delete > Choose ‘Yes’ to delete a folder
2.0pen in WE > select the folder > select ‘Delete’ from the rlbbon >
Choose ‘Yes’ to delete a folder 4::
3. Select the file or folder > Press Delete button > ae’,*
Choose ‘Yes’ to delete a folder S



ﬁﬂﬁaﬁﬂ'ﬁrmqﬂ_ﬂ'aﬁRecycle bin @ delete T .
F 9T GATAC f3elie 8 San &

1. Empty Recycle Bin from the Ribbon |
2. IS AT BiesT I Jode e Delete g F ca 31X Yes ﬁ'ﬁ-?l?av_l'l
3.Select the file or folder > Right Click > Select Delete > Click on ‘Yes’

Note: €7 Recycle bin ¥ file 3T folder &I T cut FI&, f&d! #Y location WX
paste F Ahd ¢ |

gH Recycle bin #mwmmﬁ—aaﬁmwmﬁrestore HT hd g
g f3=1T Recycle bin # 33 gU &4 files a1 folder ! direct computer
¥ permanent T HFAT &1

1. Open Windows Explorer > Select the folder > choose permanently
delete option from the ribbon.

2. Select the folder > Press Shift + Delete to delete a folder or file
permanently from your computer
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